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SUNRISE FIRE-RESCUE
MISSION STATEMENT

Anticipate and meet the needs of the community while providing the highest
level of fire-rescue services.
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OPERATIONS AND POLICIES MANUAL

INTRODUCTION

This Sunrise Fire Rescue Department (SFRD) Operations and Policy Manual (OPM), has
been promulgated to assure delivery of Department goals set forth in the Mission
Statement. As such, it has been approved by the Fire Chief. The Fire Chief shall have the
right, subject to review by the City Manager, to issue, amend, revoke or make specia
exception to this OPM and any General Orders or Administrative Bulletins. The OPM,
revisions or amendments to the OPM, as well as new or revised General Orders,
Administrative Bulletins and/or other City work rules or policies will be issued to
employees with a receipt that must be signed by each employee acknowledging his/her
receipt and understanding of the document. It shall be the responsibility of all Fire
Department employees to thoroughly familiarize themselves with the OPM, General
Orders, Administrative Bulletins, and City work rules and policies, and to conform with
and abide by them. In the event of improper action, or breach of discipline, it will be
presumed that each Fire Department employee was familiar with the requirements of the
OPM, Genera Orders, Administrative Bulletins, and City work rules and policies.

INTERPRETATION

This manual sets forth official procedures for the guidance of all SFRD members, and is
intended to address duties and responsibilities in a general manner.

Division members shall exercise their best judgement in extraordinary situations not
covered by the OPM. The OPM shall be adhered to in most circumstances, but not to
inhibit initiative based on prudent judgement for unusua incidents, particularly in
emergency situations.

GUIDELINE

This manual follows an organized numerical format. Appropriate Table of Content
revisions will accompany future alterations of this manual. Quick reference to a particular
section's Table of Contents will provide subject location as well as the most recent date of
section ateration(s).
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Genera Orders will be issued, as needed, to modify or promulgate Department policy.
These orders will be retained for one year. Once issued, General Orders shal be
incorporated into the OPM at least once a year.

The content of this Operations and Procedures manual is purposely stated in a broad
format. Interpretation and application by department members should bear in mind the
Department's goals as set forth in our mission statement.
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FIREFIGHTER/EMT

NATURE OF WORK

This is a shift level position primarily concerned with emergency and non-emergency
activities of both the fire suppression and EMS components of the Fire-Rescue
Department.

ILLUSTRATIVE TASKS

Perform genera firefighting duties at afire, fire related incident, medical emergencies, or
dive/hazardous materials scenes as assigned.

Perform under dangerous, hazardous or strenuous conditions with skill, ability and
courage.

Protection of life and property through firefighting and emergency medical services.
Mitigation of the effects of natural and man-made disasters using resources available.

Operate and effectively utilize al hose lines, nozzles, hose equipment, and appliances to
extinguish fire or protect exposures.

Operate and effectively utilize al forcible entry tools and equipment.
Operate, function on and effectively utilize all Department ladders.
Operate and effectively utilize all extrication equipment.

Conduct rescue and building searches when required.

Locate, confine and extinguish fires.

Perform salvage and overhaul functions.

Perform proper ventilation using all the tools or equipment as may be made available by
the Department.

Evacuate persons or property from hazardous environments.
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Perform on medical rescue scenes as assigned.
Assist in performing scheduled mechanical check-out of their assigned vehicle.
Assist with the scheduled check-out of all equipment carried on their assigned unit.

Assist with the scheduled check-out of any medical equipment, medical supply
inventories, and assist with the replenishment, replacement, and/or repair of these items
asrequired.

Document and notify the appropriate authorities of any mechanical or operational defects
found during vehicle or equipment check-out.

Maintain the interior and exterior cleanliness of their assigned vehicle at all times.
Operate City vehiclesin asafe and lawful manner at all times.

In the event that the vehicle they are operating is involved in a motor vehicle accident
they are responsible for filling out any accident reports or other forms of documentation
asrequired by City policy and/or Florida State Statute.

Assist in the completion of proper documentation of fire calls as directed by the Station
Officer. Such documentation shall be done in a concise, complete, legible and accurate
manner.

Report to the officer in charge at a firefighting emergency, in full protective clothing with
SCBA, for an assignment of duties.

Responsible for informing the Driver/Operator or Company Officer of any problems or
missing equipment and/or equipment/tools from any vehicle at all times.

At all times represents the Department in a professional, courteous and considerate
manner when dealing with fellow employees, City officials, or superiors within the
Department, as well as employees and officials of other municipalities, County or private
agencies and the public.

Participate in all Department training activities as assigned. This includes keeping all
handouts, aids, maps, etc., as issued and maintaining notes or records of training or
classes.
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Participate in community service activities and specia details as assigned.
Perform general maintenance work to care for Department property or equipment.
Perform genera station cleaning duties.

Perform al Department activities in a safety conscious manner and utilize Body
Substance Isolation (BSI) on all medical emergencies.

Perform all other tasks and/or duties as required or assigned and for which the Firefighter
has been trained.

Perform other tasks and/or duties as required or assigned by their superiors.

KNOWLEDGE, SKILLS AND ABILITIES

Maintain a high degree of physical and menta fitness and have the ability and strength to
perform potentially hazardous and/or dangerous tasks under emergency conditions while
using and wearing full protective clothing and a self-contained breathing apparatus with
face mask.

Successfully complete and pass al firefighter skills evaluations as required by the City
and the Department.

Have the ability to efficiently and effectively operate all tools, appliances and equipment
supplied by the Department that are used during fire suppression, extrication, ventilation,
forcible entry, salvage or the overhaul process.

Have a firm working knowledge of current methods and techniques used in firefighting.
Have the ability to keep equipment clean and operationally safe.

Have the ability to drive a vehicle on emergency and non-emergency responses.

Have a working knowledge of the City's demographics and geographics and have a firm
understanding and ability to properly utilize the Department mapbook and any other

appropriate maps.
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Know the location of all area hospitals and be able to reach these facilities, from any area
within the City or nearby areas adjacent to the City, using the safest and most expedient
route.

Have the ability to read and comprehend the various memoranda, bulletins, orders,
policies, and other written documents concerning procedures and operations as set forth
by the Department or other governmental agencies.

Have the ability to effectively communicate with fellow employees and the general
public.

Have the ability to properly conduct himself/herself in a professional manner when
dealing with the public.

Have the ability to react calmly, promptly and correctly in emergency situations.

Have the ability to understand and follow ora or written instructions in emergency and
non-emergency settings.

Have the ability to get aong with fellow employees in close proximity for extended
periods of time.

Have the ability to make clear, concise reports both orally and in writing.

Have a working knowledge of the City's fire hydrant and water distribution systems.
Have the ability to cooperate in all phases of daily assigned activities.

Have a basic working knowledge of the Incident Management System.

Have a basic working knowledge of Medical Triage procedures.

Maintain a high degree of physical fitness and have the ability and strength to function
physically under adverse conditions. Reasonable physical fithess compliance is expected.
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FIREFIGHTER/PARAMEDIC

NATURE OF WORK

This is a shift level position primarily concerned with emergency and non-emergency
activities of both the fire suppression and EMS components of the Fire-Rescue
Department.

ILLUSTRATIVE TASKS

Performs al duties of a Firefighter, plus:

Oversee the scheduled mechanical check-out of an assigned vehicle. This check-out
includes all fluid levels, emergency signa equipment, safety equipment and systems,
brakes, and any other equipment or vehicle components and systems that alow for safe
mechanical operation of the vehicle.

Insure that proper documentation and notification is made to the appropriate authorities
regarding any mechanical or operational defects found during vehicle and equipment
check-out.

Insure that interior and exterior cleanliness, of an assigned vehicle, is maintained at all
times.

Insure the completion of the scheduled check-out and control of medical equipment,
medical supply inventories, medications, as well as oversee the replenishment,
replacement, and/or repairs of these items as required.

Administration of appropriate patient care at the EMT and Paramedic skill levels, as
defined by Florida Statutes, in all emergency medica situations. This administration of
care shall be based upon the Department medical protocols and any other policies and/or
procedures set forth by the Department.

Direct and oversee the appropriate patient care administered by an EMT assigned to their
unit.

Insure the completion of al appropriate documentation of fire, Basic Life Support, or
Advanced Life Support medical calls as required or directed by the Station Officer. This
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documentation shall include, but not be limited to, patient medical reports and State fire
reports.  Such documentation shall be done in a concise, complete, legible, timely, and
accurate manner. In the event that the EMT completes in part or in total, the required
documentation, the Paramedic shall review this documentation and correct or cause to be
corrected any deficiencies noted.

Participate in Quality Assurance activities as directed by the EMS Division.
Perform other tasks and/or duties as required or assigned by their superiors.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Have al knowledge, skills, and abilities of a Firefighter, plus:

Successfully complete and pass al Firefighter/Paramedic skill evaluations as set forth by
the EMS Division.

Have a firm working knowledge of current medical, rescue and emergency procedures
and protocols.

Ultimate responsibility for the safe and efficient operation of the rescue unit, and all
eguipment therein, as assigned.

Have athorough working knowledge of the Incident Management System.
Have athorough working knowledge of Medical Triage procedures.

MINIMUM QUALIFICATIONS

Have al minimum qualifications of a Firefighter, plus:

1 Certified by the State of Florida Department of Health Bureau of EMS as a
Paramedic. For Firefighters hired after October 1, 1997, they must, once they are
certified, maintain that certification as a condition of employment.

2. Certification by the American Heart Association as an Advanced Cardiac Life
Support provider.
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SPECIAL CRITERIA

The Paramedic classification is subdivided into two categories, Paramedic and Paramedic
|. The movement through the categories is dependent upon field evaluations and results
in additional incentive pay. This criteria alows an opportunity for an employee to
determine a comfortable and appropriate level of responsibility and provides a
mechanism for which to obtain this objective.

While the above mentioned categories are to be used as a guideline for personnel
resource and staffing considerations, the categories are intended to be flexible enough to
allow the Battalion Chief, or designee, to reasonably provide certified and qualified
personnel on a given unit while insuring that an overtime situation is not created. That is,
an attempt must be made to place the most highly qualified person in charge of a given
unit. Decisions relating to this issue must be based on reasonable judgement and with
coordination between the Battalion Chief, or designee, and the Rescue Lieutenant.
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FIRE INSPECTOR

NATURE OF WORK

Thisis askilled technical and clerical position concerned with inspection, prevention and
investigation components of the Fire-Rescue Department.

Employeesin this classification are responsible for inspecting buildings under
construction and existing buildings/premises to ensure compliance with applicable laws,
codes, ordinances and standards.

Work is reviewed by a supervisor through observation and analysis for adherence to
established policies and procedures.

ILLUSTRATIVE TASKS

Perform the duties of Firefighters, if qualified, plus:

Inspect new and existing buildings/premises, fire hydrant locations, fire protection and
suppression systems: including sprinkler and standpipe systems, mechanical smoke
control and all firerelated life safety systems.

Assist in performance and acceptance tests of al fire protection and life safety
equipment, evaluating their operation under working conditions.

Assist the Department to provide and present Fire Prevention Programs to schools,
industries, business and the general public.

Attend meetings, when required, to represent the City regarding matters of interest to the
Fire-Rescue Department.

Prepare reports on activities, including recommendations made and action taken.
Perform related work as required and as directed.

REQURED KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of laws, codes, and ordinances, relative to fire and life safety.

Knowledge of building construction, materials and methods.
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Knowledge of principles, practices and procedures of fire prevention, inspection,
investigation and fire prevention programs.

Ability to read, understand, and interpret plans and specifications, and determine their
compliance with codes, regulations, and established standards.

Ability to maintain records and prepare concise reports.

Ability to establish and maintain an effective working relationship with departmental and
City officias, other municipa and County employees, and the general public.

Ability to operate City vehicles and possess avalid and current driver’s license.

MINIMUM QUALIFICATIONS

State of Florida Firefighter Certification.
State of Florida Emergency Medical Technician Certification.
State of Florida Fire Inspector Certification.

Broward County Fire Inspector Certification as described in the Broward County Local
Amendments to the Florida Fire Prevention Code.

Graduate from an accredited high school or possession of an acceptable equivaency
diploma, under Section 633.34 (1) and Fire Minimum Standards requirements under
section 633.34-35 of Florida State Statute.

Certification in CPR by the American Heart Association (Healthcare Provider) or the
American Red Cross equivalent.

Possess avalid and appropriate State of Florida Class D driver’slicense or chauffeur’s
license and complete a certified EVOC program (Chapter 322, Florida Statutes, and Rule
64E-2, of the Florida Administrative Code.)
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DRIVER/OPERATOR

NATURE OF WORK

This is a tested, shift level position primarily concerned with emergency and non-
emergency activities as they relate to the Fire-Rescue Department’ s motorized pumping
and ladder apparatus.

ILLUSTRATIVE TASKS

Performs al duties of a Firefighter, plus:

Determine the appropriate water pressures required, during pumping operations,
according to type of hose layout and other conditions.

Locate firefighting apparatus in a position consistent with tactical conditions existing at
an emergency scene, exercising care to avoid blocking the street to other apparatus.

Assist in hose evolutions as outlined in departmental hose layout procedures, and operate
pumping and other mechanisms to supply appropriate water pressures.

Operate all aeriad apparatus in a manner consistent with departmental operating
procedures regarding aerial operations.

Be responsible for equipment assigned to his’her vehicle at an emergency scene or
training exercise.

Assist the company in repairing, replacing, replenishing and returning to operational
readiness, al equipment used at afire or other emergency.

Shall give their undivided attention to his’her duties, avoiding any visiting or idle
conversation while the apparatus is in operation.

Reverse flush and thoroughly clean the pump and al other equipment used after any
fouled or salty water has been introduced into the pump.

Examine and clean the pump strainers after each pumping operation.
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Operate the apparatus according to orders from their company officer and/or established
departmental procedures. Where conflict occurs between the Rules and Regulations and
the orders of the officer, they shall advise the officer of the conflict, and then abide by the
decision of the officer.

Perform other tasks and/or duties as required or assigned by their superiors.

KNOWLEDGE, SKILLS AND ABILITIES

Have the ability to effectively and efficiently operate all Fire-Rescue motorized pumping
and ladder apparatus and all equipment carried on-board these units.

Shall have athorough knowledge of fire service hydraulics.

Maintain a thorough knowledge of the mechanical principles governing the operation of
engines, pumps, priming devices, aeria ladders, hydraulic systems and other mechanical
equipment relating to firefighting apparatus.

Have a working knowledge of hydrant locations, water main size and locations, buildings
equipped with sprinkler systems, including the location of the siamese, and all places of
public assembly.

Have the ability to maintain and operate firefighting apparatus efficiently, effectively and
safely under both emergency and non-emergency conditions.

Have athorough knowledge of al aspects of aerial ladder operations and ladder company
functions.

Maintain a high degree of physical fitness and have the ability and strength to function
physically under adverse conditions. Reasonable physical fithess compliance is expected.
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RESCUE LIEUTENANT

NATURE OF WORK

This is a tested, shift level position primarily concerned with the emergency and non-
emergency activities of both the fire suppression and EMS components of the Fire-
Rescue Department with special emphasisin the EMS Division.

ILLUSTRATIVE TASKS

Performs al duties of a Firefighter, plus:

Administrative

Insure that al rescue personnel are kept fully informed of changes in policy, procedure
and law asit pertainsto the EM S Division.

Assist, when directed, with Quality Assurance (QA) evaluations on assigned rescue run
reports and prepare and forward these reports and summary sheets to the EMS Captain.
QA evauations and summary reports shall be based on the criteria set forth in the
Department’s EMS QA evaluation policy.

Assist the EMS Coordinator and/or Medical Director in reviewing al training materials,
EMS policies, and medical protocols as requested.

Participate and assist in the coordination of community service activities and special
assignments.

Assist in scheduling special EM S related detalls.

Operational

Keep informed as to the status of assigned rescue personnel, vehicles and equipment, as
well as Emergency Department shut-downs or diversion status in order to maintain the
highest level of pre-hospital emergency medical care possible.

Insure that assigned equipment and equipment components are properly maintained in
accordance with existing policy and procedures.

Notify the EM S Captain of any EM S equipment failure.
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Insure that complete and accurate check-outs of assigned rescue vehicles, equipment and
medical supply inventories are conducted as scheduled.

Insure that EM S inventory, rescue supplies and medications are accounted for at all times
and shall make supplies available for the restocking of assigned vehicles and stations on a
scheduled basis as directed by the EM S Captain.

Document in writing, to the EMS Captain, any problems or lack of cooperation from a
EMT or Paramedic during the evaluation process.

Make written recommendations regarding the utilization status of EMTs and Paramedics
who have been evaluated.

Responsible for informing the Battalion Chief and EMS Captain, of any potentia
problems, within the EMS Division, as soon as possible.

Evaluate Emergency Medica Technicians (EMT) and Paramedics in the field and
hospital settings and prepare written skills evaluation forms as required by departmental
policy or when directed to do so by superior officers of the Department. Included in this
evaluation process is the responsibility of informing the EMT or Paramedics being
evaluated as to the evaluation criteria, evaluation process, and results of their evaluations
through a process including discussion, critique, and record review.

Assist in teaching in-service medical procedures, proper use of rescue equipment,
medical protocols and policies, and Basic Life Support and Advanced Life Support skills
to all Department Fire-Rescue personnel on a scheduled or as needed basis.

Perform other tasks and/or duties as required or assigned by their superiors.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Assist in periodic testing of medical skills and knowledge examinations when requested.
Perform other EM S tasks and/or duties as required or assigned by their superiors.
Perform re-evaluations of current EMT's and Paramedics on an as needed basis.

Be thoroughly familiar with all phases of rescue work.

Be thoroughly familiar with all written reports utilized on EM S related calls.
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Have a firm working knowledge of al medical equipment and possess the ability to
troubleshoot problems.

Exhibits resourcefulness in emergencies with a proven ability to direct and command
personnel.

Maintain a high degree of physical fitness and have the ability and strength to function
physically under adverse conditions. Reasonable physical fithess compliance is expected.
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FIRE CAPTAIN

NATURE OF WORK

This is a tested and highly accountable suppression position with the Fire-Rescue
Department responsible for maintaining a supervisory role and appropriate technical
direction in the areas of Fire Suppression, Rescue/Medical Operations, Fire Prevention,
and Personnel Management, as well as coordinating the administrative and
equi pment/supply needs appropriate to the position.

ILLUSTRATIVE TASKS

Perform all duties of a Firefighter, plus:

Perform the duties as a Fire Captain, as assigned and directed by the Fire Chief, or
designee.

Respond to fire and medical alarms, emergencies and other details.

Direct the various duties of Firefighters and Paramedics under their command.
Direct the maintenance of fire stations and equipment assigned to their command.
Assist the Battalion Chief in the direction of station activities.

Assist with course instruction in fire and rescue/medical training.

Supervise and participate in company drills.

Participate and assist in fire prevention programs as directed.

Participate in the operation of fire department communications systems.
Coordinate all activities as assigned.

Responsible for the condition and appearance of their station and all equipment housed
within.
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Insure that all fire and rescue vehicles, equipment and components are properly
maintained in accordance with existing policy and procedures.

Responsible for advising the Battalion Chief, or designee, of any discrepancies and/or
problems that develop throughout the shift.

Responsible for the proper grooming, uniforms, general appearance, and conduct of all of
their subordinate personnel.

Maintain a proper and complete log of all shift activities.

Insure compliance with all Departmental regulations including, but not limited to, Rules
and Regulations, OPM’s, Administrative Bulletins, General Orders, Medical Protocols
and the union contract.

Conduct a daily roll call and formal line-up in order to accept or relay information
relating to the off-going or on-coming shifts.

Responsible for carrying out al assigned duties in a timely fashion, as directed by
superior officers.

Insure that all personnel are kept fully informed of changes in policy, procedure and law
asit pertainsto the job pursuant to information provided by the department.

Insure that complete and accurate check-outs of all assigned vehicles, equipment and
supply inventories are conducted as scheduled.

Insure that all reports are prepared in a concise, complete, legible and accurate manner.
Insure that all assigned personnel perform all Department activities in a safety conscious
manner and insure that all personnel utilize Body Substance Isolation when handling

medical emergencies.

Perform pre-fire planning and any necessary follow-up to insure that al pre-fire
documentation is complete.

Perform fire-cause determination and fire investigations within their scope of ability and
training.

Perform other tasks and/or duties as required or assigned by their superiors.
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REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Have al knowledge, skills, and abilities of afirefighter, plus:

Be thoroughly familiar with, and knowledgeable of, departmental operating procedures,
bulletins, orders, and collective bargaining agreement.

Ability to appropriately assign personnel, according to policy, in an effective manner
conducive to the delivery system.

Knowledge of fire detection and alarm systems that are available in the City.

Knowledge of the principles of fire hydraulics.

Have a firm working knowledge of the City's fire hydrant and water distribution systems.
Have a firm working knowledge of current methods and techniques used in firefighting.

Have a firm working knowledge of current medical, rescue, and emergency procedures
and protocols, as applicable.

Be thoroughly familiar with all phases of rescue work.

Be thoroughly familiar with all written reports and Department forms as they relate to the
job.

Ability to effectively control stressful situations with regard to the public as well as
subordinate employees.

Have the ability to drive and operate al Department vehicles in emergency and non-
emergency situations.

Have a thorough working knowledge of the Incident Management System. To include
completion of the National Incident Management System ICS 700,800,100,200,300 and
400.

Resourcefulness in emergencies with the ability to direct and command personnel.

Ability to accurately and effectively evaluate personnel on an on-going basis and via an
employee performance appraisal system.
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Maintain a high degree of physica fitness and have the ability and strength to function
physically under adverse conditions. Reasonable physical fithess compliance is expected.

SPECIAL CRITERIA

From time to time a Fire Captain may be assigned to a position of Training Captain, Fire
Life Safety Captain, or Logistics Captain, each having a different nature of work and
minimum qualifications. Taskswill be as directed by the Fire Chief or his designee.
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EMS SHIFT SUPERVISOR

NATURE OF WORK

Thisisashift level assignment however; candidates serving in this position have
successfully met all of the criteriaas set forth in OPM 200.06, Fire Captain. A person
serving in this position reports directly to the shift Battalion Chief for operational issues,
and to the Battalion Chief of the Support Services Division for administrative duties.

PURPOSE:

Work includes responsibility for EMS delivery; responding to calls to provide assistance
to medical personnel or establish command at a major incident

DUTIES AND RESPONSIBILITIES:

Orients new staff, coordinates training of Paramedics and Emergency Medical
Technicians on shift, assigns and reviews work, maintains work standards.
Maintains records and reports for all EMS activities.

Devel ops comprehensive training programs covering specialty or other assigned
areas; conducts EM S training.

Coordinates recovery of EM S equipment left at area hospitals.

Performs work safely, and in accordance with departmental safety policies and
procedures.

Maintain administration logs and accurate inventory of all controlled substances.
Insure that all rescue supplies and medications are accounted for at all times and
shall make supplies available for restocking all Sunrise ALS and BLS unitson a
scheduled basis.

Oversee and insure adequate supply of oxygen is available at all times.

Insures maintenance of equipment used for special details

Participate in and assist in the coordination of on-shift community service
activities and special assignments as directed by the Fire Chief or his designee.
Maintain knowledge of new or modified operational protocols and procedures and
insures that all personnel are kept fully informed of changesin policy and laws, as
they pertain to the EM S division.

Act asthefirst lineliaison for the EM S division when problems arise between
department personnel and personnel of amedical facility.
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Review completed medical recordsto insure that all rescue related reports are
prepared in a concise, complete, accurate manner and are submitted in accordance
with established quality assurance (QA) policies.

Compile and retrieve requested EM S run reports from the HIPPA archives and
insure the overall security of those records.

Performs other related duties as assigned.
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EMS CAPTAIN (NON SHIFT)

NATURE OF WORK

Thisisanon-shift, bid position within the Support Services Division. Candidates serving
in this position report directly to the Deputy Chief of Administration and have
successfully met all of the criteria as set forth in OPM 200.06 Fire Captain.

PURPOSE:

The EMS Captain is responsible for the oversight of various medical licensing for the
Department. He/she maintains accurate licensing and certification records for all
personnel and fleet vehicles of Sunrise Fire-Rescue. He/she is further responsible and
oversees the acquisition and maintenance of medical supplies and equipment. Assistsin
and recommends budgeting processes for medical supplies and equipment. Provide new
and recurring medical training for al Fire-Rescue personnel.

DUTIES AND RESPONSIBILITIES:

Orients new staff, coordinates training of Paramedics and Emergency Medical
Technicians on shift, assigns and reviews work, maintains work standards.
Maintain personnel EMSfiles

Create and administer EM S training for personnel

Maintain CPR records for personnel and public

Order EM'S equipment and supplies

Research new EM S equipment and training topics

Represent department at various county meetings

Create and maintain purchase orders for EM S supplies

Aid inthereconciliation EMS billing

Actsas EMS liaison for vendors offering EM S products or services
Contact person for Social Service issues

Acts as the point of contact and assists in quality assurance issues pertaining to
EMS

Maintain Infectious disease records

Performs other related duties as assigned
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FIRE LIFE SAFETY CAPTAIN

NATURE OF WORK

Thisisanon-shift position within the Fire Life Safety Bureau of the Administrative
Division. Candidates serving in this position have successfully met al of the criteria of
Fire Captain as set forth in OPM 200.06 and reports directly to the Fire Marshal.

PURPOSE

Work involves supervising Fire Life Safety Inspectors working within the bureau. Work
may a so include the ability to serve as the Plan Review Captain or act asthe Fire
Marshal in hisor her absence. From time to time this person may be required to conduct
Fire Safety inspections.

DUTIES AND RESPONSIBILITIES

Directs and supervises the daily scheduling of annual fire inspections and re-
inspections, monitor and schedul e various specific tests (hood, alarm, smoke,
sprinkler, ect.).

Recommends measures to eliminate fire hazards.

Provides technical assistance to fire company officers.

Records and reports any violations of codes or ordinances and ensures all
violations are corrected before construction is performed.

Insures notices of correction.

Performs other related duties as assigned
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PLAN REVIEW CAPTAIN

NATURE OF WORK

Thisisahighly technical, non-shift position within the Fire Life Safety Bureau of the
Administrative Division. Candidates serving in this position have successfully met al of
the criteria of Fire Captain as set forth in OPM 200.06 and reports directly to the Fire
Marshal.

QUALIFICATIONS

The Plan Review Captain shall have the requirements as set forth in chapter F-5
(Appointment and Duties of a Fire Plans Examiner) of the current Broward County Local
Amendments to the Florida Fire Prevention Code. Work may aso include the ability to
serve as the Fire Life Safety Captain or act asthe Fire Marshal in his or her absence.

PURPOSE

Work includes the review of plans, blueprints, and detailed shop drawings for compliance
asthey relate to the Florida Fire Prevention Code, all associated construction codes, and
local amendments to such codes. Work involves facilitating the City’ s building
department with the reviews, and meet with contractors as needed. From time to time this
person may be required to conduct Fire Safety inspections.

DUTIES AND RESPONSIBILITIES

Reviews residential and commercial construction, alteration and repair plans for
compliance with required codes and ordinances, advises contractors of code
violations and ensures remedial actions are taken.

Takes corrective measures on observed violations. Reviews plans for residential,
commercia and industrial structures prior to issuing of permits.

Records and reports any violations of codes or ordinances and ensures all
violations are corrected before further construction is performed.

Issues notices of correction.

Promotes positive relations between contractors, professional builders, residents
and city officials; communicates building code information and performs other

related duties as required.
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LOGISTICS CAPTAIN

NATURE OF WORK

Thisis anon-shift, bid position within the Support Services Division. Candidates serving
in this position report directly to the Battalion Chief of the Support Services Division and
have successfully met al of the criteria of Fire Captain as set forth in OPM 200.06.

PURPOSE

The Logistics Captain is responsible for overseeing the acquisition, maintenance and
repair of vehicles, equipment, buildings, supplies and/or services. He/she is responsible
for the implementation of new and existing system/equipment to Department standards.

DUTIES AND RESPONSIBILITIES
The employee is responsible and accountable for knowing and working in
accordance with the department’ s Health & Safety Policy.
Co-ordinates the safety inspections of all Fire Department vehicles and equipment
to ensure applicable standards are met.
Responsible for the annual service tests and inspections of all applicable vehicles
and equipment.
Process and track work orders for vehicles, stations and equipment
Coordinate station repairs with Central Services and or subcontractors as
necessary.
I ssue replacement uniform items as requested.
Conduct in-house repair and mai ntenance where appropriate.
Responsible for inventory control of parts and supplies.
Responsible for inventory control of station wear and turn out gear.
Provide effective communications with the City’s Fleet Department, Facilities
Department, contractors and suppliers to ensure al work is performed accurately
and effectively.
Be available for emergency call back to perform duties for which he/sheis
qualified.
Attend and participate in appropriate job related training and educational events
as well as appropriate department related planning and informational meetings.
Maintains proficiency in the operation of all necessary technology to fulfill job
requirements.
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Actively participates in and leads the Service & Maintenance and Clothing
program areas.

Ensures that departmental vehicles and equipment are maintained in a state of
operational readiness.

Performs other related duties as assigned.

Note: Coordinates vehicle status with the shift Battalion Chief. Maintains a vehicle status
log for the morning report
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SPECIAL OPERATIONS CAPTAIN

NATURE OF WORK

Thisisashift level position assigned to the Special Operations Station. Candidates
serving in this position have successfully met all of the criteria of Fire Captain as set forth
in OPM 200.06 and reports directly to the shift Battalion Chief.

PURPOSE:

Work includes maintaining a working knowledge of all vehicles and equipment assigned
to the Specia Operations Team. Oversees inspection of expiration dates and conduct or
facilitate periodic maintenance as manufacturer recommends. Assist in the development
of performance objectives for recurring training and orientating new members assigned to
the team.

DUTIES AND RESPONSIBILITIES:
= Assist with conducting and providing training for all Hazardous Material, Technical

Rescue, and Dive team members, to maintain compliance with OSHA, NFPA,
FEMA or other applicable standards.

» Develops classes and lesson plans for al of the Special Operations disciplines.

» Schedule training classes, drills, testing and specia events for the Hazardous
Materials Technical Rescue or Dive teams.

e Maintain inventory control and maintenance of Hazardous Materials, Technical
Rescue or Dive equipment.

* Recommends purchasing specifications and OPMs for necessary specialized
Hazardous Materials, Technical Rescue or Dive equipment.

* Recommends equipment budget for the Hazardous Materials, Technical
Rescue or Dive teams.

= Attend meetings concerning Hazardous Materials, Technical Rescue or Dive teams.

= Monitor operationa needs of the Hazardous Materias, Technical Rescue or Dive
teams, such as staffing requirements and equipment needs.

 Provideinitia training for new members of the Hazardous Materials, Technical
Rescue or Dive teams.

» Performs other related duties as assigned.
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TRAINING CAPTAIN

NATURE OF WORK

Thisis anon-shift, bid position within the Support Services Division. Candidates serving
in this position report directly to the Division Chief of Special Operations and have
successfully met all of the criteria of Fire Captain as set forth in OPM 200.06.

PURPOSE

Works with command staff to assess and meet the training needs for the Department.
Develops, coordinates, and delivers classes and training to Department personnel. Has
primary responsibility to ensure that fire department personnel are proficiently trained to
perform their assigned tasks, meet minimum state and national standards of training, and
insures that required certifications are kept current.

DUTIES AND RESPONSIBILITIES
Plans, organizes and directs the department training activities.
Develop and maintain training records.
Participates in the pre-fire plan process.
Participates in orientation classes for Firefighter Recruits, Driver Operators,
Rescue Lieutenants, and Captains.
Tracks and evaluates probationary empl oyees.
Assists as directed by the Fire Chief, to participate in special projects.
Adheres to and promotes safe work practices and follows safety policies and
rules.
Attends classes as needed to maintain Florida State certifications.
Coordinates training at off site locations.
Develops and delivers training in accordance with the NFPA and State of Florida
guidelines.
Prepares training materials for distribution.
Develops departmental policies for assigned area of responsibility and provides
technical assistance and review for departmental policies; interprets department
policies and procedures to employees.
Develops short and long-range plans for the department and assigned areas of
responsibility.
Designs compliance programs and training for hazardous materials regulations
and requirements.




200.06 Section 7 Fire Captain Training

Page 2 of 2

Last Issued / Revised: 0#28/2010; 04/30/2013

Makes recommendations for the annual budget to include such materials as
equipment, supplies, improvements and related needs.

Participates in staff meetings and provides input in areas of responsibility;
Performs training and evaluation of fire personnel.

Performs research and implements programs to ensure the Training Division
operatesin an efficient and effective manner.

Reviews and analyzes methods, equipment utilized and performance to increase
program effectiveness and forecast long-term needs and commitments.

Keeps Fire Chief and designated others fully and accurately informed concerning
work progress, including present and potential work problems and suggestions for
new or improved ways of addressing problems.

Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the
principles, practices and new development in assigned work areas.
Communicates with others to maximize the effectiveness and efficiency of
interdepartmental operations.

Promotes positive community relations.

Performs other related duties as assigned.
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Fire Marshal

NATURE OF WORK

Thisis ahighly responsible staff position, appointed by the Fire Chief, who coordinates
and oversees the Fire Life Safety Bureau within the Administrative Division of the
Department.

An employeein this class of work is responsible for performing various administrative
and technical assignments of considerable difficulty relating to Fire Prevention, Safety,
and Fire Code Compliance.

ILLUSTRATIVE TASKS

Assist in the development of programs for all levels of the organization in the areas of
Fire Prevention and Life Safety:

Manage and maintain all applicable records and documentation with local, state and
federal agencies, asit pertainsto Fire Prevention and Life Safety issues:

Prepares reports on the activities and those working within the Fire Life Safety Bureau:
Assistsin the development of performance standards and measures:
Assists with the devel opment of emergency preparedness and disaster planning:

Provides information for budget preparation as well as monitors the budget of the Fire
Life Safety Bureaw.

Promotes a professional and harmonious goal-orientated attitude within the department
and resolve conditions that impair this achievement:

Shall work as the department’ s liaison with various groups, organizations, contractors,
and officials, to advance the department with regard to the implementation of the latest
Fire Life Safety code or standard:

Performs other duties as assigned by the Fire Chief or his designee:
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REQUIRED KNOWLEDGE SKILLS AND ABILITIES

To be eligible for appointment as the Fire Marshal, such person shall be certified by the
Board of Rules and Appeals and shall meet one or more of the following qualifications:

1. A Florida Registered Professional Engineer and /or a Degree in Fire Science
and/or aDegree in Fire Prevention and shall have been certified as a County Fire
Inspector for three (3) years.

2. A County Certified Fire Plans Examiner with at least five (5) years of experience
which shall have been within the jurisdiction of the Code.

3. Ten (10) years experience as a Fire Inspector, five (5) years of which shall have
been within the jurisdiction of this Code and shall be a Broward County and State
Certified Fire Inspector.

4. Have been fulfilling the duties of the duties of a Fire Marshal/Fire Code Official
with five years continuous service as such.

DUTIES AND RESPONSIBILITIES

Provides assistance to Administrative Division Chief to ensure the professional operation
of the Fire Life Safety Division

Provides direction and guidance for scheduling and completion of required inspections of
the Life Safety Division

Functions as Fire Code Official for the City which includes fire code interpretation, fire
code management, plan review management, code research, and enforcement when
necessary

Communicates with Fire Life Safety Captain for resolutions to compl ete annual
inspections and eliminate fire hazards

Communicates with Fire Life Safety Captain to ensure code compliance from inspection
reports

Communicates with Fire Plan Review Captain for completion of daily plan review

Administers direction, guidance, and assistance to the Fire Plan Review Captain when
necessary

Confers with other City Departments, Attorneys, Architects, Engineers, Contractors,
Unsafe Structure Board, Code Enforcement Board, and other Fire Code Officiasto
resolve outstanding issues

Maintains working knowledge of all aspects of Fire Life Safety
Attends Staff meetings, Fire Inspector Association meetings, and Fire Marshal Meetings

Responds to reports of suspiciousfires, firesinvolving injury or when loss of life has
occurred, fires of large property loss, or other serious emergency incidents as deemed
necessary in support of Incident Commander
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Keeps Division aware of any code changes affecting their day to day inspections
Reviews and evaluates the Captains in the Division on annual basis as necessary
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BATTALION CHIEF

NATURE OF WORK

Thisisashift level assignment that consists of supervisory duties. A person servingin
this position reports directly to the Operations Deputy Chief for al operational issues.

ILLUSTRATIVE TASKS OF ADMINISTRATIVE BATTALION CHIEF

Develop and manage programs for al levels of emergency response functions of the
department.

Manage and maintain all applicable records and documentation with local, state and
federal agencies, aswell asal in-service and applicable training documents.

Prepare reports on activities and those within his’her purview.

Confer with other Department members on aregular basis to review on-going activities
and planning.

Promote a professional and harmonious goal-oriented attitude within the department and
resolve conditions that impair this achievement.

Assist in the development of performance standards.
Assist with the development of emergency preparedness and disaster planning.

Assist with budget preparation as well as monitor bids and contracts within his/her
purview.

Shall work as a liaison with various groups and organizations to advance the department
with regard to state-of-the-art equipment acquisition and procedure institution.

Performs other duties as assigned by the Fire Chief.

ILLUSTRATIVE TASKS OF OPERATIONS BATTALION CHIEFS
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Responsible for coordinating the emergency and non-emergency activities within the
Sunrise Fire-Rescue Department Operations Division.

Supervise and coordinate emergency operations, including fire fighting, disaster
response, hazardous materials control, extrications, major medical incidents and other
emergency situations.

Request additional resources for control of theincident if required. Take command upon
arrival at incidents and serve as a member of the command team or staff at major
incidents.

Determine best emergency incident management plan/control system and implement that
plan by directing, assigning and controlling resources accordingly and request additional
resources if required.

Plan, organize, supervise, and control the activities and functions of personnel in their
assigned district.

Conduct pre-fire and post-fire conferences with station officers within assigned district to
evaluate performance and revise or develop operationa plans and procedures.

Ensure that the goal's of the City and the Department are being met.
Cause citizen complaints to be investigated and take appropriate action.

Make inspections of fire apparatus and fire stationsin assigned districts to ensure
operational readiness, cleanliness, and safety in the environment.

Inspect, in coordination with station officers, and under the direction of the Fire Chief
and/or Fire Marshal/Inspectors, fire scenes to determine the origin and cause of fires and
detect arson.

Inspect incident scenes after control and/or hazard mitigation has been accomplished to
ensure safety of occupants and the occupancy.

Audit fire and rescue records and reports to ensure minimum performance standards are
maintai ned.
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Maintain an awareness and familiarity within the City to note and resolve problems
through appropriate channels (normally City departments).

Conduct investigations into accidents, equipment losses, and disciplinary matters as

appropriate.
Determine the most efficient and cost-effective means of carrying out the goals and

objectives of the Department from the general guidelines of the Fire Chief pertaining to
staffing, budget restraints, etc.

Assure the proper use of equipment and supplies provided for fire-rescue services.
Assure proper equipment and supplies are on-hand.

Keep subordinates informed of changes that affect them and/or the day-to-day operations
of the Department.

Shall keep the Deputy Chief and Fire Chief fully informed on al matters pertaining to the
Fire-Rescue Department, its needs and requirements.

Conduct inspections and make recommendations to the Deputy Chief and Fire Chief, as
necessary to enhance the efficiency of the Department.

Perform other duties as deemed necessary by the Fire Chief.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Ability to establish and maintain effective communications and working relationships
with members of the Fire-Rescue Department, other applicable agencies, and the public.

Ability to make clear, concise reports both orally and in writing.

Knowledge of departmental Rules and Regulations, Policies, General Orders,
Administrative Bulletins, OPMs, Medica Protocols, and Union Contract.

Knowledge of fire department organization, operations and public management.
Be thoroughly familiar with all department forms and the correct procedure for
documentation of situations that may occur in the course of Fire-Rescue related services

including, but not limited to, Worker's Compensation and Employee Injury Reports.

Ability to plan, assign, delegate and direct the work of personnel.
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Exemplary written and oral communication skills.

Ability to conduct special studies, analyze and interpret findings and prepare and
effectively present factual reports.

Resourcefulness in emergencies with proven ability to direct and command personnel.
Ability to drive a vehicle on emergency and non-emergency responses.
Ability to operate computers utilizing managerial level software programs.

Knowledge of firefighting and emergency medical skills consistent with the level of
service provided by the Department.

Maintain a high degree of physical fitness and have the ability and strength to function
physically under adverse conditions. Reasonable physical fithess compliance is expected.
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SUPPORT BATTALION CHIEF

NATURE OF WORK

Thisis anon-shift position within the Support Services Division. Candidatesin this
position have a high level of administrative duties reporting to the Deputy Chief of
Administration. Candidates serving in this position have successfully meet all of the
criteria as set forth in OPM 200.08 Battalion Chief and are appointed by the Fire Chief.

PURPOSE

The Support Battalion Chief isresponsible for the oversight of all logistical issueswithin
the Department. He/she is responsible and oversees the acquisition and maintenance of
facilities, fleet, uniforms, radios, breathing apparatus and expendable and non expendable
supplies needed for the Department. He/sheis further responsible for entering into

mai ntenance contracts with various vendors for all facilitates and logistical needs of the
organization. They will further develop scheduling programs for annual testing and
maintenance of equipment and vehicles as set forth in NFPA maintaining appropriate
records.

DUTIES AND RESPONSIBILITIES

Responsible to oversee and co-ordinate preventative maintenance, routine
maintenance and repairs for Fire Department vehicles, equipment and buildings.

Responsible for maintaining and updating the Department’ s vehicle replacement
schedule.

Responsible for maintaining and updating the Department’ s equi pment
replacement schedule.

Provide research, reports, documentation or analytical reports for major purchases
and/or service and maintenance items.

Provides other duties not specified as assigned
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BATTALION CHIEF OF EMERGENCY MANAGEMENT

Nature of Work

Manages and provides services in the area of emergency management, including
preparedness, response, recovery, and mitigation. Thisis a combination non-shift, shift
position within the Emergency Management Department. Candidatesin this position
have ahigh level of administrative duties for half of their schedule, and serve as the relief
shift Battalion for the other half. When in the administrative role they report directly to
the Fire Chief. Candidate serving in this position have successfully met all of the criteria
as set forth in OPM 200.08 Battalion Chief and are appointed by the Fire Chief.

Purpose

Performs administrative and professional work in the area of emergency management. An
employee assigned to this classification is responsible for emergency management
planning, training, and operations including budgeting process and grant coordination.
Develop and implement comprehensive emergency management training programs. May
represent the City at awide range of meetings for the purpose of discussing disaster
response.

Principle Duties and Responsibilities

Implements the Standardized Emergency Management System and the national
Incident Management System.

Maintains and updates the Emergency Operations Plan, Hazard Mitigation Plan,
and applicable standard operating procedures.

Coordinates, prepares, and implements grant program applications and grant
program management.

Presents reports and presentations, both verbal and written, to community groups,
and media.

Assists local community groups in the development of emergency preparedness
planning.

Coordinates the readiness of the Emergency Operations Center (EOC) and the
Mobile Command Unit, including equipment and supplies.

Designs and conducts emergency management exercises/drills.

Coordinates and trains volunteer forces (CERT)
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Maintains knowledge of current trends, legislation, and best practices related to
disaster and emergency preparedness.

Provides other related services as directed.

Provides mass prophylaxis when needed.
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FIRE DIVISION CHIEF

NATURE OF WORK

Thisisahighly responsible staff position coordinating the emergency and non-emergency
activities of the Department as assigned.

An employee in this class of work is responsible for performing various administrative
assignments of considerable difficulty relating to planning, organizing, supervising, and
participating in one of thefollowing areas: Operations, Administration, or Support Services.
An important aspect of working in this class is ensuring that personne activities are
accomplished in conformance with City and departmental policies, collective bargaining
agreements and other pertinent rules and regulations. Employees serve at the scene of mgor
fires and other emergencies when required and are expected to maintain proficiency in
combat firefighting techniques. Considerable initiative and independent judgement is
required in establishing programs and procedures for the area of assignment. Typicaly a
forty (40) hour work week isassigned. However, employees are subject to recall during off-
duty hours when emergencies arise. Under the direction of the Deputy Fire Chief of
Operations, work is reviewed through conferences, staff meetings and reports submitted.

ILLUSTRATIVE TASKS

Plans, organizes, supervises and controls the activities and functions of a specialized
component of the department; assists in the devel opment of department policy, procedures,
rules and regulations; prepares, reviews and analyzes internal and external reports to
determine trends and report the results of that analysis with recommended responses to the
Fire Chief.

Devel ops schedul esand work programsfor fire personnel, conducts meetings as needed with
appropriate staff to coordinate programs and provide communicationto al levels; compl etes
performance evaluations on subordinates, approves requests for leave, serves as first or
second respondent in the grievance procedure as appropriate, administersdiscipline, counsels
and provides career development for immediate subordinates.

Monitors records and reports, submits reports and recommendations as needed to properly
inform the Deputy Fire Chief and other concerned authorities of activities.
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Respondswhen needed to all extraalarm fires, air crashes, high-risefiresand mgjor disasters
to assist the officer in charge, relieves fatigued or injured firefighters or staff/company
officers, observes activities of fire personnel and provides to the Deputy Fire Chief
information and critiques regarding employee performance.

Participatesin conferences and seminarsto gather and disseminateinformation applicableto
the Sunrise Fire-Rescue Department and to keep abreast of technological advances and
problems related to the fire rescue service; coordinates activities and speakers for seminars
held by the department.

Supervises maintenance of assigned apparatus and other equipment; supervises requisition
and inventory of supplies and equipment and arranges for needed equipment.

Oversees and coordinates the day-to-day administrative staff activities of the department to
assure a consistent high quality service delivery; meets regularly with operating field
commanders and the Fire Chief to recognize, evaluate and solve operational or personnel
difficulties.

Confers with public officials and members of the public on the types, levels and quality of
services being rendered by the division and/or the department; promotes a professiona and
harmonious goal -oriented attitude within the division and resolves conditionswhich impair
this achievement; investigates citizen complaints and takes appropriate action.

Maintains acompl ete and accurate system of records, reports and similar documentswhich
reflect the activities of the division.

Develops, prepares and executes the budget for assigned area of responsibility, reviews and
approves expenditures of funds in a prudent and responsible manner, prepares
recommendations for specifications of new equipment.

Within limits of del egated authority, participatesin the selection, testing, training, promotion,
safety, discipline, placement and appraisal of department personnel.

Assists in the coordinating of commission agenda items and various types of required
information which relates to the division.

Attends staff meetings.

Performs other related work as assigned.
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REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Extensive knowledge of the principles, practices and techniques of modern firefighting.

Extensive knowledge of the rules, regulations and standard operating procedures of the
department including fire prevention laws and ordinances.

Extensive knowledge of modern fire suppression, emergency medica and fireadministration
terminology and services.

Extensive knowledge of firefighting equipment.

Extensive knowledge of provisions of collective bargaining agreements with which the
department must comply.

Considerable knowledge of instructional methods and techniques applicableto firetraining.

Working knowledge of effective supervisory techniques, rules and regulations and of
affirmative action requirements.

Working knowledge of the principles, methods and techniques of personnel management and
records keeping.

Ability to perform combat firefighting and rescue tasks.
Ability to react calmly and decisively under emergency conditions.
Ability to plan, organize and supervise programs of in-service training.

Ability to teach, by classroom and demonstration methods, the practices and techniques of
firefighting when assisting the training officer.

Ability to plan, assign, supervise and review the work of designated staff.
Ability to prepare and present clear, concise and timely reports, both orally and in writing.
Ability to express oneself clearly, both orally and in writing.

Ability to establish and maintain effective working relationships with City employees,
representatives of private organizations and the general public.
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Skill in the use and maintenance of firefighting vehicles, apparatus and related equipment.
Skill infirefighting strategy and tactics, emergency medical servicesfield operations, tactical
considerations of hazardous materials incident management and community disaster
management.

DESIRABLE EXPERIENCE AND TRAINING

Graduation from an accredited college or university with aBachelor Degreein Fire Science,
Public or Business Administration or related field. Supplemental training through the
National Fire Academy is preferable; considerable fire protection experience as a Fire
Captain or Battalion Chief.
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Special Operations Team Member

ELIGIBILITY CRITERIA*

1.

One (1) year of continuous service with Sunrise Fire-Rescue Department and
successful completion of probationary period.

Completion of a 160 Hour Hazardous Materials Technician Course. Said
course must be State of Florida Bureau of Fire Standards and Training
approved, International Association of Firefighters curriculum.

Certification by the State of Florida Bureau of Fire Standards and Training as
a Florida Hazardous Materials Technician.

Completion of all of the following operations level Florida Association of
Search and Rescue (FASAR, aso known as FLUSAR) courses with
accompanying certificate.
- Confined Space Rescue Operations Level

Rope Rescue Operations Level

Trench Rescue Operations Level

Structural Collapse Operations Level

Vehicle Machinery Rescue (VMR) Operations Level

Completion of the FASAR Team Member Evaluation Form (skills checkoff)
as administered by Special Operations Team Officers.

Completion of the “HAZARDOUS MATERIALS TECHNICIAN
COMPETENCY ASSESSMENT CHECK-OFF’ provided by the State
Emergency Response Commission (SERC). Note: This is required for the
Florida State Haz Mat Technician Exam.

Approva for assignment on the Special Operations Team by the Fire Chief
based on compliance with the above criteria and the existence of a specia
operations team vacancy in the same rank as the individua seeking
assignment.
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ASSIGNMENT /RETAINMENT CRITERIA

1. Members assigned to the Specia Operations Team, upon being promoted will
only continue to be assigned to the Special Operations Team so long as a vacancy
existsin the rank to which they were promoted to. Lacking any such vacancy, the
individua will be placed on inactive status, assignment status revoked, and
eligible for reassignment only when a vacancy occurs within the same rank as the
individual, unless recommended by the Fire Chief for operational needs.

2. All members of the Special Operations Team shall complete the SERC
“HAZARDOUS MATERIALS TECHNICIAN COMPETENCY ASSESSMENT
CHECK-OFF” skills checklist, and the Completion of the FASAR Team Member
Evaluation Form (skills checkoff) once every two years. Members failing to
complete these skills checks, or failing to demonstrate competency may loose
Specia Operations Team assignment at the decision of the Fire Chief.

ASSIGNMENT BY POSITION

1. The Maximum number of Special Operations Team positions by rank and shift
are:

- Staff Officers and non-shift personnel (As determined by the Fire
Chief)

- Battalion Chief 4

- Captain 15 (maximum of 5 per shift)

- Drivers 12 (maximum of 4 per shift)

- Lieutenants 9 (maximum of 3 per shift)

- Firefighters 9 (maximum of 3 per shift)

*These criteria are mandatory for all personne seeking special operations team assignment
after January 31, 2012. Personnel assigned to the special operations team immediately prior to
January 31, 2012 may not meet all the above criteria but will be “grandfathered” into the position
so long as avacancy existsin the particular rank level for which the individual currently holds.
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ENTRY LEVEL FIREFIGHTER

MINIMUM QUALIFICATIONS

1.

2.

State of Florida Firefighter Certification.

Graduation from an accredited high school or possession of an acceptable
equivalency diploma, under Section 633.34 (1) and Fire Minimum Standards
reguirements under Section 633.34-35 of the Florida State Statute.

Certification in CPR by the American Heart Association (Healthcare Provider) or
the American Red Cross equivalent.

Possess a valid and appropriate State of Florida Class D driver's license or
Chauffeur's license and complete a certified EVOC program (Chapter 322,
Florida Statutes, and Rule 64E-2, of the Florida Administrative Code).

Personnel hired after October 1, 1997 must meet and maintain State of Florida
Paramedic certification as described in 64E-2, FAC.
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DRIVER OPERATOR

ELIGIBILITY CRITERIA*

1 Three (3) years of continuous service with Sunrise Fire-Rescue Department.
Service time will be reduced by one (1) year with an applicable, job-related
Associate or Bachelor Degree.

2. Personnel promoted after October 1, 1997 must meet and maintain State of
Florida Paramedic certification.

3. Successful completion of Fire Apparatus and Procedures course from a
community college, Florida State Fire College, or an equivalent course as
approved by the Fire Chief.

All criteriamust be met by the application closing date, unless otherwise specified.

Reference materials will include but are not limited to:

Selected sections from Sunrise Fire-Rescue Operations and Policies Manual
Current Editions of the following:
IFSTA Pumping Apparatus: Driver/Operator Handbook,
IFSTA Aeria Apparatus: Driver/Operator Handbook,
Selected Chapters of NFPA 1002,
Sunrise Fire-Rescue Apparatus Guide Books
Chapter 316, State of Florida Statues regarding emergency vehicle operations (sections
316.072 and 316.126).
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RESCUE LIEUTENANT

ELIGIBILITY CRITERIA*

1. Three (3) years of continuous service with Sunrise Fire-Rescue Department.
Service time will be reduced by one (1) year with an applicable, job-related
Associate or Bachelor Degree.

2. Current State of Florida Paramedic License.

3. Paramedic | rating within the Department.

v All criteriamust be met by the application closing date, unless otherwise specified.

Reference materials will include but are not limited to:

The Departments Operations and Policy Manual.

Florida Regional Common EM S Protocols.

The current Collective Bargaining Agreement.

Sunrise Fire Rescue Map Book.

The most current version of the DOT Emergency Response Guide.

agrwbdPE
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FIRE CAPTAIN

ELIGIBILITY CRITERIA*

1 Six (6) years of continuous service with Sunrise Fire-Rescue Department.
Service time will be reduced by one (1) year with an applicable, job-related
Associate or Bachelor Degree.

2. Must fall into one of the three criteria
a. Driver-Operator appointed before February 22, 2005
b. Rescue Lieutenant for 2 years and in permanent status
c. A FireInspector with Sunrise Fire Rescue for 2 years (Personnel meeting
eligibility criteriaunder this method are eligible only for assignment as a
Fire Captain in the Fire Life Safety Division)

3. Possess and maintain a current State of Florida Paramedic certification.
4, Municipal Fire Officer | State certification.
5. Certification by the Board of Rules and Appeals and State of Florida as a Fire
Safety Inspector (Fire Inspector eligible candidates only)
All criteriamust be met by application closing date, unless otherwise specified.
Reference materials will include but are not limited to:
Sunrise Fire-Rescue Operations and Policy Manual
Florida Regional Common EM S Protocols
The current Collective Bargaining Agreement

Fire Chief’s Association of Broward County, Inc. Incident Command Procedures
The Department of Transportation, Emergency Response Guide book.
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BATTALION CHIEF

TESTING ELIGIBILITY CRITERIA*

1.

4.

Municipal Fire Officer | certification or applicable Associate/Bachelor’s Degree.

An applicable Associates Degree, or preferably a Bachelor Degree will be
required in future examinations for Battalion Chief (expected in April 2009).

Must meet and maintain State of Florida Paramedic certification as described in
64E-2, FAC

Posses avalid and appropriate State of Florida Class E (or greater) driver's
license and successful completion of acertified EVOC program(Chapter 322,
Florida Statues, and Rule 64E-2 of the Florida Administrative Code)

Candidate must be a Captain that isin “Permanent” status.

* Must be met by application closing date.

PROMOTIONAL ELIGIBILITY CRITERIA**

1.

2.

Nine (9) years of continuous service with Sunrise Fire-Rescue Department.
Service time will be reduced by one (1) year with an applicable, job-related
Bachelor Degree.

Three (3) years at the rank of Captain.

**Must be met by promotion date, unless otherwise specified.

Note: Any person promoted to the rank of Battalion Chief is subject to assignment to any
position within the rank of Battalion Chief at any time.
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EMPLOYEE PERFORMANCE EVALUATION PROGRAM

SECTION 1 - OVERVIEW

Employee performance evaluation systems provide a valid basis for personnel decisions
such as compensation, promotion, training, retention, and performance-related
disciplinary action.  Increasing employee productivity, improving organizational
effectiveness, and achieving better human resource utilization are also enhanced by an
effective performance evaluation system. The purpose of this manual is to familiarize
employees with the SFRD performance evaluation system and to assist supervisors in
evaluating the performance of employees. Any guestions supervisors may have should
be directed to the Administrative Officer.

It isimportant that supervisors do the very best job when evaluating employees. In doing
so, management will have the ability to identify superior performance, as well as
productivity and training requirements. It will allow the employees to get a "pat on the
back” when deserved, to know what is expected of them, and to know whether they
measure up to thelr supervisor's expectations.

The knowledge derived from performance evauations benefits the employees, their
supervisors, and the organization as awhole.

Employee benefitsinclude:
* Feedback on performance
* Understanding of performance expectations
* Participation in goal-setting
* |dentification of training and development needs

Supervisor benefitsinclude:
* Increased managerial effectiveness
* Documentation of employee performance

Organization benefits include:
* Increased organizational effectiveness
* Basisfor determining applicable merit-based
pay increase
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An employee performance evaluation form should be completed for each Firefighter
[, 11 and Fire Lieutenant prior to their evaluation anniversary date. Therating forms
will be sent to the appropriate officer approximately two weeks prior to the expected
date of completion.

Performance evaluations are sometimes erroneoudly viewed as a waste of time at
best, and destructive to the supervisor/employee relationship a worst. It is
important that each supervisor understands that an effective performance appraisa
system may well be a time-consuming, difficult, and sometimes discomforting task.
As arater, the supervisor will do a disservice to the employee if the supervisor does
a "hurried" job and/or is late in returning the completed form. However, by
carefully reading this manual and following the guidelines, each supervisor can play
akey role in improving the productivity of the SFRD work force, and enhance each
supervisor's effectiveness. Each supervisor should adso remember, that hisher
effectiveness as a rater will be considered by hisher supervisor in his’her own

rating.




202.02 Rating Bias

Page 1 of 2

Last Issued / Revised: 08/04/2003

EMPLOYEE PERFORMANCE EVALUATION PROGRAM

SECTION 2 — RATING

A rater’s persona point of view, values, and preferences can distort what the rater
sees and believeto betrue. Thereisno such thing as atotally objective observation.

It is important for each supervisor/rater to recognize and control any biases in order
to make observations as objective as possible. There are four common biases at
work during performance management: "Haloing," "Stereotyping,” "Just Like me,"
and "Projection.”

The positive or negative general reactions supervisors have to others (or ourselves)
can affect how he/she interprets what happens in specific situations. Thisiis called
the "halo effect.” Sometimesit isakind of "mentd glare” that is extremely negative
(sometimes referred to as the "horn” effect), letting the observer see only faults and
mistakes. Sometimesit is extremely positive, filtering out any negatives or problem
aress.

Few people are always good or bad. If the supervisor finds him/herself thinking
about someone only in extremely positive or negative terms, he/she should stop and
do something about any distortions or biases that may be obvious.

Stereotyping comes from each person’s early value programming and experiences.
People make judgments about physical appearances, age, sex, race, and many other
judgmenta criteria.  Stereotyping occurs when a supervisor uses this type of
information to categorize and judge an employee's performance. Performance
management must be based on observed behavior and results, not on some set of
artificial judgments brought about by stereotyping.

People often select and attract other people who make a good "match” for the
organization. People who share similar organizationa values, style and philosophy
with the evaluator do not, based on this done, necessarily deserve a favorable
evauation. We must be careful not to succumb to a positive halo effect just because
an employee's philosophy and values may be similar to our own or that of the
organization.
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On the other hand, supervisors may be tempted to put negative halos on people who
may be "different”. The "just like me" or the "not like me" observations should be
set aside in performance management.

When assumptions are made about the reasons an individua behaves the way they
do, we are projecting. It is projection when the reasons come from the observer and
not the person being evaluated. When a supervisor attempts to project or "read-in"
attitudes and motives for other's behavior, the conclusions often say more about the
observer’s behavior than that of the person being evaluated. Projection does not
have a place in performance management.

Additiona biases that should be avoided include:
Recency: Giving too much weight to recent events.

Initial
Impression:  Distorting subsequent information based only on initial impression.

Leniency: Grading everyone higher than deserved.
Contrasting:  Evaluating an employee relative to the last person graded.

Centrd
Tendency: Placing everyone in the middle of the scale.

Attribution:  Taking credit vs. blaming. Providing an evauation based on
feedback from previous persona encounters with the person being
evaluated.
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EMPLOYEE PERFORMANCE EVALUATION PROGRAM

SECTION 3 — DEFINITION OF RATING TERMS

The following definitions will help a supervisor/rater determine what level of
competency the employees being evaluated have achieved and should be used to select
the appropriate rating.

UNSATISFACTORY

This is the lowest performance category rating. It includes that performance obvioudy
below what is required. This category describes a level of performance that should
significantly improve within areatively short period of timeif the individud isto remainin
the position. An employee whose job performance is "Unsatisfactory” will be periodically
re-evaluated. If an employee's job performance improves to "Satisfactory” or above during
the re-evauation period, the employee shal be granted his’her merit increase on a delayed
(without retroactivity) basis.

NEEDS IMPROVEMENT

This is the performance category rating just below that of satisfactory or acceptable
performance. Theindividual may be near the level of competent performance; however, the
performance leaves something to be desired and the need for further developmenta effort is
recognized. The individual may still be in the trial-and-error phase of learning but shows
definite promise of becoming satisfactory within a reasonable, expected period of time. It
may also include those whose performance may meet standards in some areas but not in
others. Aswhen rated in the "Unsatisfactory” category, an employee whose job performance
"Needs Improvement” will be periodicaly re-evaluated. If an employee's job performance
improves to satisfactory or above during the re-evaluation period, the employee shal be
granted hig’her merit increase on a delayed (without retroactivity) basis.
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SATISFACTORY

A rating of satisfactory should be assigned to those employees who have demonstrated
consistently competent work. This standard of work performance is attainable most of the
time by a majority of fully qualified employees. This is the level of performance for
consistently acceptable performance on the job. The individual is doing a satisfactory
guantity of work in a reasonable and expected manner. It is consistently solid
performance that meets or may slightly exceed that which is required for the position.

ABOVE AVERAGE

This is the level of performance that is noticeably above satisfactory. It means that the
individual is consigtently performing in a manner well beyond the normal, expected
performance of a satisfactory employee, often exceeding standards in severd critica areas.

EXCELLENT

Performance of this kind is exceedingly rare and is generaly reserved for the truly
exceptionad employee. A distinguished individua who consistently performs in an excellent
manner and gets the best possible results even under the most difficult of circumstances.
The performance of such an individual is easily recognized by all astruly distinguished.



202.04 Establishing Performance Standards & Completing the Rating
Page 1 of 7

Last Issued / Revised: 08/04/2003

EMPLOYEE PERFORMANCE EVALUATION PROGRAM

SECTION 4 — ESTABLISHING PERFORMANCE STANDARDS &
COMPLETING THE RATING FORM

In this section, the performance standards are addressed. Performance standards are
the knowledge, skills, ability, and attitudes on which employees are rated.

Every employee in the City of Sunrise Fire-Rescue Department works within a
broad job classification. Job class specifications describe the knowledge, sKills,
experience and education requirements of an individua suited to perform a job
within the classification. Each position within a classification has a purpose and
scope, duties and responsibilities. It is essential to identify and convey these specific
expectations that are expressed here as job performance standards. Caution must be
exercised to not rely on or evaluate only one or two components of an employee's
responsibility.

The employee performing the job must clearly understand the job standards and the
conditions that will exist when the job is successfully done. These performance
standards should be discussed with the employee. Employee performance evauation
is an ongoing process and may need to be modified as requirements and situations
change. It is therefore most advantageous when the employee knows in advance
what is generally expected and the criteria which the evaluator will be using in the
appraisa process.

The following are the elements found in PART Il of the performance evauation
form. The examples of performance standards shown here are for satisfactory
employees. By carefully reviewing these examples of what constitutes satisfactory
performance, it should be apparent that when work performance is less than that
portrayed in the examples, such an individua would be rated less than satisfactory.
Thus, performance that is clearly more than that necessary for a satisfactory
performance would be rated higher.
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RATING FACTORS - Section A of the rating form

KNOWLEDGE OF PRINCIPLES AND PRACTICES INVOLVED IN
WORK

Depth of knowledge and application of job skills necessary for performing assignments are
possessed. Enhances depth of knowledge and skills related to current duties and
responsibilities through training and development. Possesses knowledge of applicable
resources and uses them effectively (e.g. Reference Materias). Performance of assigned
projects and duties is consstent with currently accepted techniques, standards and
procedures. Conclusions and recommendations reached through application of job skillsare
substantiated and documented where necessary. Equipment and tools are used correctly as
applicable.

Communication Skills

Ability to express thoughts and disseminate information clearly both verbally and in writing.
Ability to clearly understand information received verbally and in writing. Information is
communicated to appropriate parties as necessary. Written reports, records, memos, etc., are
clear, concise and rarely contain errors. Run Reports (fire, patient, state, etc.) are completed
in aconcise and timely manner and forwarded appropriately. Ora reports and presentations
are clear, well organized and accurate. Verbal communication (face-to-face, radio, and/or
telephone) is clear and accurate. Demonstrates a clear understanding of information through
effective listening and reading skills. Few and only minor problems occur because of lack
of effective communication. All work-related accidents are reported to supervisor upon
occurrence.

Punctuality/Attendance

Regularity of attendance and punctuality. Leave time is used responsibly as authorized.
Sick leave is accumulated or usage is verified as applicable/required. Sick leave concerns
are identified and resolved in a timely manner. Supervisor is given proper notice of
absences. Conformsto established work schedules. Arrivesto work allowing adequate
time to prepare for duty. No unnecessary delays in starting work at specified time. No
abuse of meal periods, breaks, quitting time, or other absences. Works any necessary
overtime to fulfill responsibilities of position and performs without complaint. Arrives on
time and prepared for daily scheduled events (training classes, details, €tc).
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Amount and Quality of Work

Acceptable amount and quality of work. Demonstrates ability to complete a large volume
of work while maintaining high quality. Completes projects expeditiousy. Meets
deadlines. NOTE - Further examples of employee output in terms of both the amount of
work performed and the quality of work completed necessitates very job-specific
statements. For example, performing acceptable work for a firefighter may include
satisfactory compliance when asked to perform a specific duty either on the fire scene or in
an emergency medical situation. All work is completed with a high regard for safety,
regardless of the situation.

Safety

Understands the importance of a safe working environment. Fire and rescue skills are
completed in a safe manner with al due regard for the firefighter, other members of the
team, and any potential victim. Follows strict safety criteria when working with fire and
medical equipment. Wears all necessary protective clothing and equipment. High regard
for infectious disease criteria. Has a consstently safe driving record and routinely obeys al
necessary traffic laws.

Planning and Organizing Work

Ability to organize work and resources, sets goals and attainable objectives, uses time and
resources effectively. Takes an active role in goa setting, project planning and internal
affairs of the department/divison and achievement of the work group. Problems or
deviations arising in established plans, schedules and work activities are handled promptly
and correctly; obtains supervisor's approva as appropriate. When not performing required
assgnments, time is utilized for the job-related benefit of the individua and the
department/division. Personal matters, non-work related activities, visitors, telephone cals,
etc. do not interrupt work performance. Determines and assigns resources required to reach
objectives. Economy is exercised in the use of available resources (i.e. supplies, equipment,
tools, etc.). Work isorganized in alogica and efficient manner.
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Working Without Direct or Detailed Supervision

Exhibits initiative, motivation, self-reliance. Demonstrates creativity and originaity.
Demonstrates ability and desire for advancement (i.e. potential). Actively pursues advanced
training and development. Innovative ideas are advanced and encouraged in solving
problems and improving the effectiveness of the work group. Potential improvements in
fire rescue operations are identified and recommended. Readily accepts responsbility and
follows through to completion as necessary. Suggestions are made in the proper manner
and readily tried to improve work methods. Demonstrates self-reliance by completing work
independently. Performs duties without prompting and close supervision.

Working With Others

Has a good working relationship with peers, supervisors and subordinates, contributes to an
atmosphere of positive morae in the work place. Demondtrates professona conduct in
working relationships. Conflicts or problemsin the work group are usually resolved without
intercession of another authority. Accepts and supports administrative decisions. Works
with supervisor and other members of the work group in building an effective team.
Accepts suggestions and supervision without complaint. Assists co-workers as needed and
does not disrupt their work. Problems in working relationships are resolved without
disruption of work.

Acceptance of Change

Ability to solve novel and/or crisis dtuations; ability to adjust to change, and take
appropriate action to effect change in the organization. Displays willingness to learn new
and/or different methods and techniques. Accepts and adjusts to changing work situations
and/or assgnments. Demondtrates ability to improvise under atypical situations. Takes
appropriate action to resolve a crisis Situation. Demonstrates ability to handle extraordinary
emergency situations. Composure is maintained under stress.

Initiative

Exhibits inner motivation and self reliance.  Demondstrates ability and desire for
advancement. Actively pursues advanced training and development. Innovative ideas are
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offered. Readily accepts responsbility and follows through to completion as necessary.
Demonstrates self-reliance by completing work independently.

Judgment

Ability to use discretion and make proper decisions. Demonsgtrates the ability to foresee the
possible outcome of a chosen course of action and decide accordingly. Scope of knowledge
or authority is not exceeded in handling work situations. Appropriate decisions are made
independently whenever possible or with the supervisor's assistance if the situation dictates.

Technical Proficiency

Demonstrates an appropriate degree of proficiency in the technical aspects of the job,
staying abreast of changes and developments in the field. Takes additional steps to attain
additiona skills and training to improve performance, stays up-to-date. Work products and
outcomes utilize current professiona standards and techniques. Designs and implements
new operating procedures, when necessary, using new and appropriate knowledge and
skills. Follows up on suggestions for changes or improvements in procedures or practices.

Public Contact

Demonstrates good working relations with citizens, internal and external agencies, and the
community. Promotes a positive public image for the City. Demonstrates tact and courtesy
in meeting with the public. Problems and complaints from the public are handled in a
positive, helpful manner. The employee should not have sustained complaints made against
him/her by members of the public, and by the same token, commendation/appreciation
letters should be duly noted.

Appearance

The employee is well groomed and professiona appearing. Projects a good public image.
Good persona hygieneis apparent. Uniforms are neat appearing, clean, and worn according
to departmental policy. Good grooming and appearance is consistent and applies on calls, at
training sessions, or a other times while on duty and particularly when dealing with the
public.
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ADDITIONAL RATING FACTORS FOR ALL SUPERVISORS - Section B of the
rating form

Utilization of Resources

Demonstrates consistent and systematic methods of managing programs, developing and
implementing policies, and the ability to interface with management support systems.
Successfully encourages new employees to become an asset to the department/division.
Tasks are assigned in a fair manner and work is evenly distributed among employees.
Upper level managers are advised of programs, plans, etc. on atimely basis. Anticipates
and appropriately handles actions which may impact other work units. Sees the "whole
picture” and takes necessary factors into account. Exercises management responsbility for
implementing cost reduction programs. Understands the process involved with utilizing
various fire rescue resources and does not hesitate to request ass stance when necessary.

Administrative Decision Making

Makes sound, logical, decisions based on thorough analysis of all relevant facts. Decisions
are in accordance with departmental and City policies and rules. Decisions are consistent
with the nature and scope of the work performed. Decisons are made in the interest of
fairness and without bias. Uses discretion in performance of duties (i.e. considers proper
time, place, and circumstances). Demonstrates ability to anticipate the effect of decisions.
Anticipates unexpected or unusual circumstances in order to make appropriate decisions. Is
able to render important decisionsin atimely manner while on the scene of an emergency.

Accomplishing Objectives

Determines and assigns resources required to meet objectives. Motivates employees to be
productive and reach full potential. Assignments are made in a fair and impartia manner
consdering the needs of the department/divison and the capabilities of the employee.
Assures the effective accomplishment of objectives through establishing standards,
measuring results, and taking corrective action. Demonstrates ability to effectively
interface, verticaly and lateraly, within the organization as well as with management
support systems.
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EMPLOYEE DEVELOPMENT - Part 11l on the rating form

This section is to be completed for all employees. It alows supervisors to identify training
needs, solicit employee views, and to facilitate communication. This section also is used to
identify employee awards and commendations provided during the evauation period. The
evaluator shall include recommendations for improving subsequent performance.

ANNUAL PERFORMANCE CERTIFICATION - Part IV on the rating form

Thisis the "overal" performance rating for the employee during a particular rating period,
and that which determines the merit increase. This part is to be completed for each
employee. The rater will then affix higher signature and title, date the form, and forward
the entire performance evaluation form to his’her supervisor. A rating of "Unsatisfactory”
or "Needs Improvement” cannot be balanced by any other rating. Therefore, in order to
receive an overal rating of Satisfactory, an employee must be rated Satisfactory or better in
all categories. A rating of Unsatisfactory, Needs Improvement or Excellent should be
explained in "Genera Comments' (Part 111, (4).

SUPERVISOR REVIEW - Part V on the rating form

This area is to be initidled and dated by the evaluator's supervisor and by the Fire Chief
before review of the evauation by the employee. The Fire Chief will check the appropriate
box for approval or disapproval of the merit increase.

EMPLOYEE REVIEW/REMARKS - Part VI on the rating form
This part of the performance evauation form is provided for the employee to make any

written comments concerning the evaluation. The employee is asked to sign the form with
name, title and date included.
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EMPLOYEE PERFORMANCE EVALUATION PROGRAM

SECTION 5 - THE PERFORMANCE EVALUATION

INTERVIEW

Planned frequent communication and feedback on job performance throughout the
year helps overcome apprehension during the actua evaluation interview. However
performance eva uations do not aways go smoothly and tension may still exist. The
guidelines listed below are designed to assist the evaluator in reducing tension and
conducting a positive, meaningful evaluation.

1.

Have the "tools" which you need for the mesting.
- A quigt, private location with no interruptions

- Relevant work records for discussion

- The completed Performance Appraisa Form

Start the appraisal with awarm-up period.

- Take the time to develop rapport and discuss the appraisa process
including the need for action and commitment

- Review the information on hand that was used to measure the employee's
performance

Be candid and be specific. Candidly get to the point in discussing the
employee's job performance. The quaity and effectiveness of the entire
performance evaluation will hinge on the ability of the supervisor to be
direct and candid in discussing what was expected and how well the job has
been done.

Build on the employee's strengths.  This approach enables the employee to
work toward higher greatest potential. The employee must use hisher
strengths to accomplish ajob, he/she cannot use weaknesses.

Be a positive listener. Non-verbal communication often says more than
words.

At the conclusion of the interview, the evaluator should have answered these
four questions for the employee:

- How am | doing?

- Where do | go from here?



202.05 Performance Evaluation Interview

Page 2 of 2

Last Issued / Revised: 08/04/2003

- What are my mgjor skills and abilities?
- What areas of my performance need improvement?
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EMPLOYEE PERFORMANCE EVALUATION PROGRAM

SECTION 6 - CHECKLIST FOR PROCESSING THE
PERFORMANCE

10.

Have you reviewed the Performance Evauation Instruction Manual ?

If the employee has been supervised by others (or worked with others) during the
appraisa period, have you received input from those individual s?

Have you reviewed the employee's personnd file?
Have you requested the input of the Battalion Chief or other appropriate supervisor?
Have you rated al applicable performance standards?

Have you provided judtification statements for all ratings of "Unsatisfactory”,
"Needs Improvement” or "Excellent"?

Have you signed and dated the form prior to issuance to the employee?

Has the evauation been reviewed and signed by the evauator's supervisor and the
Fire Chief?

If the performance evaluation is rated as "Unsatisfactory,” or "Needs Improvement”,
have you advised the employee that he or she will be receiving a follow-up
evaluation?

Make sure that the employee signs and dates the form and has had an opportunity to
review al attachments.
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ASSESSMENT/EVALUATION OF PROBATIONARY
PERSONNEL

Purpose

The purpose of evaluating newly employed Sunrise Fire-Rescue personnel during
their first year (probationary period) is to ensure they can perform their job
properly, safely, efficiently and legally. The evaluation processes are designed so
deviations from proper and accepted procedures can be identified early on, and
subsequent counseling and professional devel opment provided.

Responsibilities

Battalion Chiefs

Battalion Chiefs should attempt to assign each probationary employee on their
shift to a different company officer every three months. Additionally, the
Battalion Chief should ensure that all probationary employees on his/her shift are
formally evaluated every three months by the company officer to which they have
been assigned.

Station Commanders

Station Commanders shall complete a daily probationary performance report for
each probationary employee assigned during a twenty-four hour shift, complete a
formal performance evaluation at (or very close to) the 4™, 8" and 11" month
benchmarks of the employee's tenure, be familiar with the Probationary
Firefighter Training Program - Station Officer Guidebook, regularly review the
probationary employee's assigned manual and logbook, and assist in completing
the necessary requirements.

Training Division

The Training Division is responsible for: providing a basic orientation to all new
employees, explaining the various assessment and evaluation processes to the new
employee, scheduling and administering a written and practical exam at the sixth
and eleventh month periods, reviewing and filing of all daily performance reports.
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Completion of Assessment/Evaluation Forms:

1. 4" 8™ and 11™ Month Performance Evaluation:

Should be completed in accordance with the Performance Evaluation Program Instruction
Manual which has been issued to al officers. When completed, it should be forwarded to
the respective shift commander who, after reviewing, shall forward the 4™ and 8" month
evaluations to the Training Division. The 11" month evaluation is forwarded to the Fire
Chief's office.

2. Daily Probationary Performance Report:

Report Completed By - Print name of station (acting) commander compl eting the report.
Completed for each probationary employee at the conclusion of each shift, asfollows:
Name, Date, Station - Self-explanatory

Rated Areas. The daily probationary performance report utilizes the same thirteen areas
of evaluation as the formal employee evaluation form. For each of these areas (on the
daily probationary report), the employee is rated based on his’her performance during the
most recent shift. Entries are either Excellent, Satisfactory, Unsatisfactory, or if
appropriate, Not Applicable. Rating factors are explained in section 202.04 of the SFRD
Operations and Procedures Manual.

Comments:

The evaluator should include any comments that he/she believes are pertinent. If any of
the preceding categories were marked "Unsatisfactory” or "Above-Satisfactory”,

comments must be added explaining same.

Signature of Person Completing Report:

It may be appropriate to have a Rescue Lieutenant complete the report if that supervisor
spent a considerable amount of time with the probationary employee during the shift;
HOWEVER, The station commander or acting station commander must review and sign
the report.
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Signature of Probationary Employee:

The probationary employee for whom the daily report has been completed must sign the
report before it is forwarded. Additionally, the person completing the report will review
the report with the probationary employee.

Name of Other Person Contributing to Report:

Occasionally, another member such as a Rescue Lieutenant may be asked to contribute
their observationsto thisreport. If so, print the name of that person in this space.

Routing:

When the Daily Probationary Performance Report is completed, the white copy is sent to
the Training Division, the yellow copy is sent to the Shift Commander, and the pink copy
isretained at the station level.

3. Employee Manual and Logbook

Station Commanders are responsible for regularly checking the Probationary Employee
Manual and Logbook assigned by the Training Division to each new employee. Station
Commanders are responsible for assisting the probationary employee in completing
assignmentsin atimely and accurate manner.

Station Commanders should regularly check and assure that the new employee rides at
least ten shifts on a rescue unit and ten shifts on an engine company, EVERY SIX
MONTHS.
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CHAIN OF COMMAND

The Sunrise Fire-Rescue Department is a paramilitary organization, utilizing a specific
rank structure to maintain appropriate command and control of operations and personnel.
A predetermined Chain of Command is established to facilitate effective communications
during both emergency and routine situations.

Personnel are expected to utilize the Chain of Command appropriately, at al times, when
communicating with peers, subordinates and superiors. It is expected, under normal
situations, that personnel address matters at the appropriate level. Personnel are
discouraged from breaching the Chain of Command without permission or
acknowledgment of the direct superior. There will be at times, situations dictating a
breach in the process, however, the most effective method of communication within the
organization will be accomplished by properly utilizing the Chain of Command.

The Chain of Command is further outlined in the Organizational Chart.
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KELLY DAY BIDDING

STATEMENT OF POLICY

In an effort to consistently complete the Kelly day bidding process, the following criteriahas
been established to achieve this goal.

1.

GENERAL GUIDELINES

Kelly days shall be bid in October, prior to vacation bidding, for the upcoming
caendar year. It isthe responsbility of the respective Battalion Chief to insure this
processis accurately completed.

Kely Days for applicable Battalion Chiefs are assigned at the discretion of the Fire
Chief (or designee) and shall be excluded from any other criteria regarding the bid
process.

"Rank and Seniority"* shall be utilized in the bidding of Kelly days.

A minimum of five (5) and maximum of six (6) personne shdl be assigned per
Kely day, one of each which must be a Captain, Rescue Lieutenant and
Driver/Operator.

There shall be no more than four (4) personnel assigned off between the ranks of
Captain, Rescue Lieutenant and Driver/Operator on any given Kelly day.

A maximum of one (1) Rescue Lieutenant shall be assigned per Kelly day. At such
time it becomes necessary (i.e., when there is more than seven (7) Rescue
Lieutenants per shift), additional Rescue Lieutenants shal be evenly distributed to a
maximum of two, three, etc., per Kely day assignment.

The Shift Commander has the right to any specia consideration necessary to
maintain the shift's "state of readiness’ and insure that an adequate number of
qualified personnd are routingly available.

*Seniority = Time in Grade within the current rank
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A.

PERSONAL APPEARANCE

STATEMENT OF POLICY

The grooming of individual members of this Department must be consistent with
the conditions under which they are employed. It is the goal of the Sunrise Fire-
Rescue Department to comply with acceptabl e safety standards.

Safety standards for personal grooming and procedures for implementation are
hereby established with the following guidelines. The responsibility for
compliance, at al times, shall be with the individual employee performing Fire-
Rescue duties.

Company Officers and Battalion Chiefs are responsible for the enforcement of
this policy. Violations will be documented to file. Personnel in violation will be
given 72 hours to comply with this policy (eight hours for day personnel).
Violations may result in disciplinary action.

When violations are detected and an investigation reveals that a subordinate
officer has tolerated violations of these standards or has been selective in the
enforcement of these standards, disciplinary action may be taken against that
officer for the failure to properly supervise.

This directive establishes policy for grooming standards of the Sunrise Fire-
Rescue Department. Public confidence in firefighting and emergency medical
services personnel is related to personal appearance. Our god is to create and
maintain a standard that expresses a positive image and a high leve of
professionalism for the Sunrise Fire-Rescue Department.

STANDARDS

Hair

The hair and sideburns will be maintained neat and well-groomed, so as to present
a professiona image. No ragged or unkempt hairstyles, style extremes, or unnatura hair
coloring is permitted.
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1. The front of the hair may not extend below the eyebrows when naturally combed.

2. The side hair may cover only that portion at the ear above the center line of the
ear canal.
3. The back of the hair will not extend over the bottom of the collar of the buttoned

uniform shirt when in a standing position looking forward. The hair may be worn
“up” to satisfy the intent of this standard.

4, Excessive grease or oils are prohibited. Mousse (non-alcohol-based) may be
applied for neatness.

B. Beards

1. Beards or facial hair shall be prohibited for members required to use self-
contained breathing apparatus (SCBA).

2. All lip-beards and goatees are prohibited.

3. The faceisto be clean-shaven, except for an acceptable mustache.
C. Mustaches

1. Mustaches must be neatly trimmed.

2. Mustaches may be worn but shall not extend into the sea of the self-
contained breathing apparatus.

3. Handl ebar-type mustaches are allowed as long as they are neatly trimmed,
not excessive, and do not connect with the sideburns.

D. Sideburns

1 Sideburns shall be kept neatly trimmed and close to the face to avoid any
possibility of a defective mask face-piece sedl.

2. Sideburns may not extend below the bottom of the ear canal.



300.03 Personal Appearance

Page 3 of 3

Last Issued / Revised: 08/04/2003

3. Muttonchops and flared sideburns, and those connecting with the
mustache are prohibited.

E. Jewelry

Jewelry can be worn only as indicated below. However, it is important to point
out that use of jewelry warrants caution, particularly rings and bracelets, due to
the dangers related to heat and electrical conductivity, as well as the potentia
danger of jewelry to be caught in mechanical devices. Except as described in the
Collective Bargaining Agreement, the City is not responsible for the repair or
replacement of any jewelry items that may be lost, worn, or broken during the
course of duty. Jewelry items are worn at the discretion of the employee.

1 Earrings are prohibited.

2. One bracelet may be worn as long as it is not excessive and does not
present a safety hazard (i.e. too |oose).

3. Necklaces may be worn as long as they are kept inside the T-shirt at all

times.
4, Rings that are excessively large or pretentious are prohibited.
5. Only one ring per hand permissible.
F. Cosmetics
1 No fingernail polish isto be worn.
2. Cosmetics worn by employees must not be excessive or extreme. No

unnaturally dark or bright lipstick may be worn.
G. Fingernails
Fingernails shall be no longer than /4" from the tip of the finger.

H. Personal Hygiene

All members shall be well groomed and clean in their appearance.
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UNIFORM POLICY

It is the intent of the SFRD to insure that all Fire-Rescue personnel maintain the highest
levels of professionalism and integrity. Our successes are achieved only by maintaining
the confidence and respect of the public during the performance of our duties, whether
dealing with emergency or non-emergency situations. The following uniform policy is
hereby in effect.

A.

1.

POLICY

The term "uniform” applies to those items provided by the City, specifically, a
complete set of clothing including dress shirt (with patches), pants, tee-shirt,
jacket, jJumpsuit, badge, and collar ornaments (if applicable). See B below.

Rules regarding uniforms will be strictly adhered to. All uniforms are to be clean
and pressed and are subject to daily inspection by the Lieutenant, Captain, and/or
Battalion Chief. A more comprehensive inspection will be held during quarterly
station inspections.

It is the responsibility of all personnel, and ultimately all officers, that uniforms
are worn properly.

All members, upon the initiation of employment with the City of Sunrise, will be
issued appropriate and adequate uniforms. It is the responsibility of the members
to insure the whereabouts and condition of issued uniforms at al times. Uniforms
will be replaced by the City of Sunrise on an as-needed basis by written request,
unless said uniform is damaged or lost due to employee negligence, in which case
the employee is financially responsible for the cost of replacing the damaged or
lost items.

All uniforms and equipment assigned to members shall remain his/her property
during their term of employment. At the time of termination from the City of
Sunrise Fire-Rescue Department, members are responsible for returning issued
equipment and uniforms in a clean and orderly condition. Items unaccounted for
are the financial responsibility of the individual.
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B. UNIFORMS AND ACCESSORIES

1. Class A Uniform

White long-sleeve dress shirt (issued on as-needed basis)
Black tie

Dress pants

Badge

Name tag

Collar ornaments

Jacket (if appropriate)

Dress hat

Black belt

Black shoes

2. Class B Uniform

Short-sleeve dress shirt (blue or white depending on rank)
Uniform tee-shirt

Navy work pants

Badge

Nametag

Collar ornaments (if applicable)

Jacket (if appropriate)

Black belt

Black shoes

Baseball-style cap (optional)

3. Class C Uniform

Uniform tee-shirt or

Uniform golf shirt *

Navy work pants

Jacket (if appropriate)

Black belt

Black shoes

Baseball-style cap (optional)

*for special details, requires Fire Chief’s approval.
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4. Class D Uniform

Jumpsuit
Uniform tee shirt (optional)

Badge

Collar ornaments (if applicable)
Black belt (if applicable)

Black shoes

Baseball-style cap (Optional)

5. Accessories

Official accessories are to be worn as follows, for all ranking personnel.

a

Badge - To be worn on dress shirts above the flap of the left breast pocket.
On jumpsuits, the badge is to be worn in the badge holder or above the left
breast pocket. Badges will be silver in color for al rank below that of
Lieutenant. For the ranks of Lieutenant and above, badges will be gold in
color.

Name tags - to be worn on the seam above the flap of the right breast
pocket on dress shirt (embroidered on jackets and jumpsuits).

Collar accessories (bugles) are to be worn by al personnel holding the
rank of Lieutenant and above. The bugles are to be worn paralle to the
point of the collar. When the individual is wearing atie, the bugles are to
be worn straight up and down. The color of the bugles will be the same as
the badge, as indicated above. No other collar accessories will be allowed.
The number of bugles to be worn is guided by the following: Lieutenant
(2); Captain (2-uncrossed); Battalion Chief (2-crossed); Division Chief (3-
crossed); Deputy Chief (4-crossed); Fire Chief (5-crossed).

One service pin may be worn 1/2" above the center of the nametag on
dress shirts, jumpsuits, or jackets. In lieu of a service-related pin, a union
pin or an American Flag pin can be substituted as long as it does not
exceed 1 inch in size.. However, a no time can more than one pin be
worn. A departmental commendation award can be worn in addition to the
one pin maximum.

Patches will be provided with dress shirts, jJumpsuits, and jackets.
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C. GENERAL INFORMATION

1 Employees will have full Class B uniform available at the commencement of their
respective shift. After determining the schedule for the day, it can be decided if
the Class B or Class C uniform will be worn.

2. Class B uniforms will be worn whenever personnel are participating in specia
details, public relations programs, inspections, educational classes, City and/or
Department meetings, while at the Public Safety Complex, and any other time as
requested by the company officer or Battalion Chief.

3. Class B uniform shirts should not be worn for any responses or training requiring
the use of bunker gear.

4, Jumpsuits may be worn between 2000hrs and 0800hrs only while responding to
cals and during training exercises, unless as noted in #2 above, providing that
uniformity is maintained at all times among personnel on an individual unit (i.e.,
al or none in the unit). Special consideration by the Station Commander may be
made for personnel when their Class B uniform is contaminated. Crew uniformity
isstill required in thisinstance.

5. At no time will a member of the SFRD wear an issued uniform, or part thereof,
while off-duty. On-coming employees are allotted a maximum of one (1) hour
prior to the commencement of their shift to wear their uniform. Off-going
employees are alotted a maximum of one (1) hour following the completion of
their shift to change into civilian clothes.

6. No changes are to be made to the uniforms which would cause it to vary from
standard issue, except as noted herein.

a A baseball-style cap, that is department approved, may be considered part
of the daily uniform. The only approved cap is that which is issued by the
Department. No pins may be added or any other alterations made to the

cap.

b. Department approved shorts may be worn during designated physical
fitness training periods. At no time may shorts or sneakers be worn while
responding to calls.
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10.

C. White socks may be worn only during approved training or physical fitness
training periods. White socks may not be worn with low cut department
approved shoes. When wearing low cut oxford uniform shoes, individuals
must wear navy blue or black socks.

d. Sweat shirts and sweat pants may be worn only during scheduled physical
fitness training periods. These garments shall not be worn while
responding to calls.

All members shall wear a Department issued black belt and black shoes with the
uniform. Shoes will be kept clean and shined.

Shirts must be properly buttoned and tucked in at all times while wearing the
Class A, B or C uniforms. Exception will be made for the top button when not
wearing atie.

No part of the uniform will be worn while an employee is under suspension.
When off-duty engagements require the wearing of a uniform, the appropriate

uniform will be worn. Questions regarding the appropriate uniform will be
immediately directed to the Operations Division Chief.
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RULES OF CONDUCT

These Rules of Conduct shall govern the official and unofficia actions of every member
of the Sunrise Fire-Rescue Department. All members of the Department are expected to
operate in a highly self-disciplined and responsible manner, and shall maintain
themselvesin a positive, productive, and mature way. Any failure to follow the general
rules of conduct will be construed as a breach of discipline. Thisincludes all uniform and
civilian employees, both on and off duty.

While not al-inclusive, the following identifies infractions that may lead to
disciplinary action:

A. Unbecoming and Inappropriate Conduct.

1 Courtesy and civility toward the public, and other members of the
Department, shall be displayed at all times by al members of the SFRD.
Members are to conduct themselves in a professional manner at all times.
Remember that you work for the citizens of the City of Sunrise. Be polite,
courteous, and as helpful as possible on all emergency and non-emergency
scenes. Do not become abusive or indifferent.

2. Intolerance in the form of discrimination or sexual harassment, in action or
speech, toward any person because of nationality, race, religion, disability,
or sex, shall not be shown, displayed, voiced, or expressed, by any
member of the SFRD, at any time. Harassment in the workplace includes
influencing or offering to influence or threatening the career, pay, or job of
another person on the basis of that person’s protected category (e.g.,
nationality, race, religion, sex, etc). Harassment also includes unwelcome
or deliberate or repeated comments, gestures, physical contact of a sexual
nature, jokes, insults, cartoons, magazines, or innuendoes relating to sex,
national origin, race, disability, or religion; or personal conduct that could
reasonably be construed as offensive, in awork or duty-related
environment.

3. Members shall conduct themselves at all timesin such amanner asto
reflect most favorably on the fire service, the SFRD, and the City.
Conduct unbecoming a member shall include any conduct which
adversely influences the morale or efficiency of the SFRD. Also included
is any conduct that has a tendency to destroy the public's respect for
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firefighters and paramedics, and any conduct that has a tendency to
destroy the public's confidence in the operations of the Fire Service,
and/or the City.

4, No member of the Department shall use coarse, profane, or insolent
language, or be disrespectful to another member in an attempt to berate or
discredit the member, other City employee or citizen.

5. Each member shall cooperate with other members of the Fire Department,
and other City Departments, as necessary for efficient operation.

6. Members shall not encourage or participate in, deliberations or
discussions, or any activity, which would convey censure toward other
members or employees of the SFRD.

7. Members will not beinvolved in fistfights or physical or verba
altercations of any type while on duty, except as alast means of self-
defense.

8. No member shall purchase, possess, or consume intoxicating liquors, beer,

wine, or any a coholic beverage, nor shall they use any kind of mind-
altering substance while on duty, or at any time (on or off duty) whilein
uniform, or report for duty while under the effect of these intoxicants, or
with any such substance in their system.

9. Members shall not operate any City vehicle on or off duty after using any
alcohol or controlled substance.

10. Members shall not transport alcohol in City vehicles on or off duty.

11. No member shall report for duty or remain on duty while using any
controlled substance, except when the use is for therapeutic purposes
pursuant to the instructions of a physician who has advised the member
that the substance does not adversely affect the employee’s ability to
safely perform hisjob. Nonetheless, all members must inform their
superiors of any prescription drug use prior to reporting for duty.

12. No member shall be intoxicated in public, in such amanner as to bring
discredit to the Fire Service, or to the City.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

Members are prohibited from having firearms or other weapons in the
workplace. Thisincludes prohibition against carrying or possessing
firearms, or other weapons, on City property or in any City vehicle on or
off duty. Included in this prohibition is weapon storage in personal
vehicles.

Unauthorized or illegal possession of any property which comes under the
employee' s control or into the employee’ s possession by virtue of his or
her official capacity as a member of the department is prohibited.

Violation of any law, ordinance or rule of the United States of America,
the State of Florida, Broward County, City Charter, Code of Ordinances,
City Personnel, Policy and Departmental Rules and Regulations, and
departmental directives and procedures may lead to disciplinary action, up
to termination.

Disposition of any criminal charge (e.g., including but not limited to
conviction, pleaof nolo contendre, dismissal, pre-trial intervention
program, etc.) which occurred while on or off-duty must be reported to the
Chief within twenty-four (24) hours. Members must report to the Fire
Chief any on or off duty arrests and receipt of any traffic citation that may
result in suspension or loss of driving privileges, within twenty-four (24)
hours of the arrest or traffic citation/incident.

Falsification, misstatement, exaggeration, or concealment of materia facts
in connection with employment, promotion, investigation or other
proceedings.

Insolence, indifference, or evading duty is absolutely forbidden.

Members of the SFRD are not permitted to gamble on City property,
whether on or off duty.

Members of the SFRD must promptly and thoroughly obey lawful orders
from a supervisor while on-duty.

Unauthorized use of City or Department bulletin boards and the removal
or posting of material without permission is prohibited.
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22.

23.

24,

25.

26.

27.

28.

29.

30.

31

32.

Members of the SFRD shall not use their job status, uniform, badge, or
I.D. to demand special privileges (for example, but not limited to,
attempting to gain entry to a special place or event). Members will
comply with the Code of Ethics provision in this document and will not
use their position with the department for personal gain or influence.

Members shall not participate in any political activity while on duty, in
uniform or while representing the Department.

Members of the SFRD shall be prompt and efficient in the performance of
their duties.

Members of the SFRD are expected to fully participate in al training and
educational sessions that they attend.

Members of the SFRD, while in the station or at afire or rescue scene,
shall display themselves in a professional manner most conducive with the
efficient discharge of their duties.

Members shall not permit any unauthorized person to enter or ridein a
City vehicle or to enter into a station without express authorization from a
Chief Officer.

Members of the SFRD shall never take, or remove, anything from any
person, building, residence, or any location, for their own personal use or
personal gain or for the personal use or personal gain of another person.

No member of the SFRD shall knowingly make any type of fase
statement or report.

Members of the SFRD shall address Officers by the Officer's officid title.

If asked, members of the SFRD must give their correct name and rank.
Members must work competently in their positions to insure that all
department-sponsored programs operate effectively.

Members will not use tobacco products except in designated areas.
Smoking and the use of other tobacco (inclusive of smokel ess tobacco)
productsis prohibited in all Department buildings and emergency and
non-emergency vehicles. Smoking and the use of tobacco products are
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permitted only outside of SFRD buildings. Smoking and the use of other
tobacco products are strictly prohibited on any emergency scene or in any
situation in which members are in contact with the public.

33. Members will not condone or participate in any form of hazing.
Hazing includes, but may not be limited to:

Disorderly conduct, assaulting, fighting, threatening, intimidating,
coercing or harassing employees, supervisors, any City official, or
any other person.

34. No member will conduct him/hersalf in an immoral or indecent manner;
sexual relations of any kind are not permitted on duty or at any timein
uniform.

35. No member will loan, sell, trade, dispose of, or give away any property
belonging to the Department or the City without the written permission of
the Fire Chief or his designee.

36. Members will not use City time, facilities, City telephones, or any other
City resource as ameans of conducting business other than that which is
related to their position with the City.

37. Members shall not recommend or suggest the services of an individual or
organization to the public when a member of the Department would profit
from such areferral. Thisincludes, but is not limited to: lawyers,
bondsmen, wrecker services, etc.

38. Members are not allowed to wash their private vehicles while on-duty.
Members are also not allowed to conduct maintenance on their private
vehicle while on duty or at any time on SFRD property, except for
emergency repairs.

39. Personnel are not permitted to solicit the public for the purpose of
fundraising while on duty and/or in uniform unless approved in advance
by the Fire Chief.
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B. Reporting for Duty

The Fire-Rescue Department is a 24-hour public safety agency. Thus, al
employees of this department are subject to call at any time to ensure prompt and
efficient serviceto our citizens. Any employee called to work during his or her
time off (or asked to remain on a shift) will respond promptly by reporting to the
designated station or other location as directed by a superior member. Failureto
report to work as ordered without legitimate reason may subject the employee to
disciplinary action, up to and including termination.

1.

Employees must have telephones in their residences, and must
report any change in telephone number or address to their
immediate supervisor within 24 hours of the change.

Members must have a Class B uniform available at shift change,
and report for duty clean-shaven and neat appearing (See
Grooming and Uniform Policies).

Members calling in sick, late, or for any other reason must contact
Dispatch (primary) or the Shift Commander (secondary).

Members must call in sick as prescribed in the Union Contract and
OPM 300.11.

No contact by a member within 30 minutes after their scheduled
duty shift will be considered absent without leave (AWOL refer to
OPM 302.01).

Members who call in, prior to 0800 hours of their duty day, for the
purpose of advising the Battalion Chief that they will be late will
be charged with lateness. And will be allowed to report to duty.

Members are to report to work on time for their scheduled duty
time

Repeated or excessive lateness may subject an employeeto
discipline.

Members may not claim sick leave when physically fit and may
not falsify any sick or injury report.
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10.

11.

12.

13.

14.

15.

16.

EMTs and Paramedics are required to have an appropriate and
current EMT or Paramedic Certificate and a current Healthcare
Provider level CPR card on their person while on duty and must
immediately notify the SFRD of any loss, suspension or revocation
of any certification.

Members are required to have an appropriate and current Florida
driver'slicense on their person while on duty and must
immediately notify the SFRD of any loss, revocation, or
suspension.

Line-up - Members of the SFRD shall utilize aformal line-up to
inform all personnel of missing or damaged equipment; changesin
rules or regulations; changes of orders or procedures, new orders
or directives; and to pass on any information essential to the
efficient operation of the Department. During morning line-up, or
when relieved of duty, members shall exchange all current
information concerning new or changed orders, equipment,
apparatus, supply deficiencies, repairs needed, or repairs
completed. Also, members shall exchange necessary keys, radios,
efc.

Members of the Fire-Rescue crew shall log into the proper record
book, all repairs and maintenance completed aswell asfuel, ail,
etc. added to their respective emergency vehicle.

Members shall have their bunker gear properly secured on their
emergency vehicle or available at al timeswhile on duty. Bunker
gear will be removed at the conclusion of each shift. Bunker gear
will then be hung properly on the storage rack or if being
transported placed in the protective clothing storage bag.

Members must be aware of all SFRD equipment and know the
location and proper operation of this equipment.

All Fire-Rescue Department personnel are responsible for
complying with all Departmental directives, including, but not
limited to, OPM’s, Administrative Bulletins, General Orders,
and Departmental Operating Protocols. Likewise, personnel are
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17.

18.

19.

20.

expected to check station boards on a daily basisto familiarize
themselves with departmental activities and other pertinent issues.

All in-service SCBA/PASS units will be checked daily and
deemed functional during the morning equipment check.

All personnel are required to provide the Department with an
accurate and current address and telephone number as well as
emergency information (i.e. emergency notification, blood type,
etc.).

Members will thoroughly acquaint and remain knowledgeabl e of
the geographical characteristics of the City.

Members will maintain compliance with their respective job
descriptions at all times.

C. Station Duties

1.

Members will ensure that the station and assigned vehicles are
clean, maintained, and fueled at all times.

Members shall be held responsible for departmental property.
Members shall be responsible for knowing and following al rules,
regulations, written orders, OPM’s, protocols, daily worksheets,

specia assignments and verbal orders, as given.

Members will stock, supply and make ready for service, al units as
soon as the unit returns from an alarm, per departmental policy.

Members shall clean and wipe down vehicles returning from
alarms, as needed.

Members shall immediately report any missing or damaged
eguipment to the Station Commander as appropriate.

Members shall be in proper uniform during the performance of
their duties (See Uniform Palicy).
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10.

11.

12.

13.

14.

15.

16.

17.

Members are not allowed in any supervisor's office, unless directed
to be there by an Officer.

Members are not allowed in the dispatch center, unless they are on
official Fire Department business.

Pay-per-call phone calls are not allowed. Long distance calls can
only be made with the use of a personal calling card.

Personal phone calls may be made or received on phones
designated for said use but shall be limited to no more than ten
minutes, and shall in no way interfere with the performance of the
member’ s duties. Nothing herein shall prevent the officer in
charge from restricting calls for just cause.

All personnel will keep their personal effectsin their assigned
lockers. Thisincludes clothing, gym workout gear, personal bags,
etc. Itemsleft on the bed or on the floor are to be kept in an orderly
fashion.

The Fire Station doors will be closed and secured at all times when
the station is unattended, and daily at 2100 hours.

Members will refrain from unnecessary noise and other
distractions during sleeping hours.

Each Fire Station will be opened up each morning by no later than
0730 hours.

Members must be out of bed by no later than 0700 hours each
morning. Living quarterswill be cleaned and vehicles will be
started and cleaned prior to line-up.

Visitors to the stations will be treated with courtesy and respect.
Visitor’ swill be allowed in the station between 1700 and 2100
hours, but only with the permission of the Station Commander as
appropriate. Reasonable exceptions can be made by the Station
Lieutenant or Captain as appropriate. However, visitors will not be
allowed in the station after 2100 hours, unless approved by the Fire
Chief.
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18.

19.

20.

21.

22.

23.

24,

X-rated videos and materials are prohibited in the stations.

Unless committed to an incident, or to training exercises, all
assigned rescue and engine apparatus are to be kept inside the
respective station. Other exceptions include vehicle checkout and
apparatus field day.

No member will leave the immediate station area without
permission from a superior officer. If it is deemed necessary by the
officer to leave the immediate station area, the member will bein
constant radio contact and will insure that the officer logs the
member in and out.

Members are to park their personal vehiclesin approved locations.
No persona vehicles are allowed in the station or in the immediate
proximity of the apparatus bay or aprons for any reason.

Grocery shopping will be allowed one time per shift for each
station providing: the shopping will be done in-zone (out-of-zone
with Battalion Chief approval); one member will remain with the
emergency vehicle at al times; the shopping will be completed as
soon as reasonably possible (not to exceed 30 minutes); the vehicle
will remain in-service during shopping and; the vehicle will not be
parked in thefire lanes, but rather, will be located in such a manner
so as to not interfere with vehicular or pedestrian traffic.

Emergency vehicles will be parked in a manner to allow aforward
departure, without backing.

Safe-backing procedures will be complied with at all times, for all
emergency vehicles, without exception. Emergency lights will be
operating to caution traffic and a safety person, unless committed
to emergency care or activity, will be on the ground and available
to guide the vehicle being backed. Drivers are cautioned to not
back up unless eye-to-eye contact is maintained with the safety
person.
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D.

Battalion Chiefs

1.

Battalion Chiefs shall keep an accurate file of all General Orders,
Administrative Bulletins, Union Contract, OPM’s, Medical
Protocols, notices, and other pertinent information issued by the
SFRD.

Discipline
a Battalion Chiefs will not discipline members, except for
just cause.

b. Battalion Chiefs shall report subordinates’ inability or
unwillingness to perform his’her job, to any degree which
may adversely affect the operation of the Department.

C. Battalion Chiefs or any Officer will be cognizant of, and
take appropriate action on violations by any member. Any
officer who knowingly fails to take such appropriate action
is subject to disciplinary action.

Battalion Chiefs are required to keep accurate and up-to-date
logbooks and to maintain a neat and orderly office environment at
all times.

Battalion Chiefs are required to respond to alarms as directed by
the Fire Chief,

Battalion Chiefs are required to complete all necessary and
appropriate paperwork in acomplete, concise, and timely manner.
This includes the paperwork and forms generated by their
respective shift personnel.

Freedom of Speech and Media Issues

Members of the Department will be able to exercise their constitutional
rights of free speech. However, lawfully established limitations
concerning freedom of speech are to be observed.
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Mediaissues involving emergency responses, public relations programs,
and other Department-specific issues will be referred to the Fire Chief's
office or a Department Public Information Officer (PIO). Members are not
to make news releases or statements on medical or fire ground matters, or
on any other Department issues.

Courtesy and civility toward the public and members of the Department,
and the media shall be displayed at all times.

Members of the Department may cooperate with members of the general
public who are requesting information concerning the general nature or
procedures of the Department. Members of the Department shall be
guided by the dictates of sound moral conscience and legal responsibility
when responding to such information requests.

Members will not give statements concerning litigation in which the City
or the Department is a party in a civil case without the prior knowledge
and approva of the Fire Chief. A court order, subpoena or other legal
process directing or seeking statements from a member does not require
the approval of the Fire Chief for compliance, however, notice of the court
order, subpoenaor legal process must be given to the Fire Chief or a
Battalion Chief immediately after the member is served or otherwise
provided a copy of the court order, subpoena or other legal notice.
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STAFFING

STATEMENT OF POLICY

Personnel/unit assignment criteria exist based on the number of personnel on duty
per shift. It is operationally necessary to schedule thirty-three (33) personnel per
shift. Staffing for Vacation Bidding should refer to OPM 300.07. Day / Staff
assignments will be determined by the Fire Chief pursuant to budgetary authority.

In the event that due to unscheduled leaves such as; illness, emergency leave, etc.,
it will be necessary to provide a minimum of thirty one (31) personnel per shift.

***|n the event due to pre-authorized extended leaves such as FMLA, Light Duty
or other leaves of an extended duration staffing levels below thirty one (31) may
be approved at the direction of the Fire Chief or his/her designee to a reduced
staffing level of 29.

The Battalion Chief will schedule, whenever possible, a sufficient number of
Paramedics and EM T’ s at all stations to adequately provide two (2) paramedics
on al ALS Suppression and Rescue Units

Battalion Chiefs will limit the number of personnel who are off per shift to
comply with this assignment policy and will take into consideration Kelly days,
light duty assignments, etc. The intent of this policy isto maintain consistency
between the three shifts and other assignments to provide appropriate coverage to
the City as resources permit. There may be occasion to deviate from this intended
format as dictated by operationa needs (e.g., probationary evaluations). Battalion
Chiefs are encouraged to use appropriate judgment when allowing time off and in
the course of normal scheduling. Extenuating circumstances regarding staffing,
station assignments or other personnel related issues will be dealt with on an
individual basis and approved by the Fire Chief or designee.

Although these assignments are “bid” periodicaly, the Battalion Chief (or the Fire
Chief) has the authority to make any necessary changes, at any time, in order to
meet the needs of the shift and the organization. In addition, the Battalion Chief
may, at his/her discretion, consider any request for exchange of position in
rotation, reassignment or other situations that may arise. Such modification shall
be approved by the Fire Chief.
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UNIT ASSIGNMENTS

Overtime, while used reservedly, is automatically approved in order to bring the
total personnel strength to a minimum of twenty nine (29) personnel per shift.
This assumes that all units are in service. Overtime and any other extenuating
circumstances will be handled on an individual basis and coordinated by the
Battalion Chiefs. The Fire Chief may elect, at his discretion, to authorize
additional overtime to accomplish enhanced staffing as conditions warrant.

Staffing patterns shall be directed as outlined in the Staffing Table (below).
Battalion Chiefs may deviate from this table as circumstances require in
emergency or unusual situations. Such deviations must subsequently be reviewed

by the Fire Chief.
STAFFING | 29 30 31 32 33 34 35 36 37
UNIT
Q39 3 3 3 3 3 3 3 3 3
E59 3 3 3 3 3 3 3 3 3
E72 3 3 3 3 3 3 3 3 3
E83 3 3 3 3 3 3 3 3 3
Q92 3 3 3 3 3 3 3 3 3
R39 2 2 3 3 3 3 3 3 3
R59 3 3 3 3 3 3 3 3 3
R72 3 3 3 3 3 3 3 3 3
R83 2 2 2 3 3 3 3 3 3
R92 2 3 3 3 3 3 3 3 3
B39 1 1 1 1 1 1 1 1 1
EMS39 1 1 1 1 1 1 1 1 1
+1 +2 +3 +4 +5
Staffing Table

** All additional personnel are designated as “relief” and assigned by the Battalion Chief
as needed.

*** Staffing levels below 31 may be approved in certain circumstances at the direction of
the Fire Chief or hissher designee.
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STATION ASSIGNMENT / ROTATION

STATION ROTATION

It isthe intent of this directive to implement a station assignment/rotation schedule
that isfair and consistent to all personnel, and that meets the operational needs of the
Fire-Rescue Department. This schedule shall serve as afundamental guidelinein
achieving this goal.

It is anticipated that a station bidding process will be scheduled by the Fire Chief
every two years. During the month of October in odd numbered years all Operations
and non Operations personnel shall “bid” assignments that will initiate on January
1st of the next year (the even years). The “bid” process will utilize a*Rank and
Seniority” model similar to those used for the assignment of Kelly days and annual
leave.

Stations 39, 59, 72, 83 and “relief” positions shall be available to al personnel to bid,
including Special Operations Team personnel. Station 92 shall be available only to
persons meeting the current requirements, as determined by the Fire Chief, for
Specia Operations assignment. The Battalion Chief will fill any bid vacancies at
Station 92 with qualified personnel. This may mean that a person’s bid cannot be
granted in order to meet operational needs of the Special Operations Team. Stations
will have five available positions for assignment. All remaining positions are
designated as “relief” and assigned by the Battalion Chief as needed.

Upon implementation of the schedule, all personnel assigned to a station shall remain
as acrew, whenever possible, and rotate together through the pre-designated
rotation, every three months. The station rotations are outlined as follows:

Station 39 3 & Station 72 (even years) and Station 59 3 & Station 83 (even
years)

AND
Station 59 3 & Station 83 (odd years) and Station 39 3 & Station 72 (odd years)

Personnel assigned to Special Operationswill remain at Station 92 and will not
rotate. Whenever possible, qualified relief personnel shall be utilized to fill vacated
positions at Station 92 whenever they occur.
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STATION ASSIGNMENTS

Battalion Chiefs are responsible to assign personnel in such a manner asto optimally
meet the Department’ s State of Readiness at al times. The general guideline to
minimally fulfill this need is as follows: (Based on the statement of policy and
staffing table in OPM 300.06 Section 1)

A.

Shift Commander

1. OneBattalion Chief

EMS Shift Supervisor*

1.

One Paramedic Captain per shift

*Shall be approved by the Fire Chief

* Staffing on all Fire Suppression vehicles between the rank of Captain and Driver Operator
one must be minimally certified to paramedic status.

C.

Station 39

el RN

One Captain

One Driver Operator

One Rescue Lieutenant

Three Firefighter/Paramedic or Two Firefighter/Paramedic and One
Firefighter EMT asindicated in OPM 300.06 Section 1

Station 59

el RN

One Captain

One Driver Operator

One Rescue Lieutenant

Three Firefighter/Paramedic or Two Firefighter/Paramedic and One
Firefighter EMT asindicated in OPM 300.06 Section 1

Station 72

poODNPRE

One Captain

One Driver Operators

One Rescue Lieutenant

Three Firefighter/Paramedic or Two Firefighter/Paramedic and One
Firefighter EMT asindicated in OPM 300.06 Section 1
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F.

Station 83

One Captain

One Driver Operator

One Rescue Lieutenant

Two Firefighter/Paramedic  or One Firefighter/Paramedic and One
Firefighter EMT asindicated in OPM 300.06 Section 1

hpOODNPRE

Station 92

One Captain
One Driver Operator
One Rescue Lieutenant

Three Firefighter/Paramedic or Two Firefighter/Paramedic and One
Firefighter EMT asindicated in OPM 300.06 Section 1

For bid purposes, five (5) personnel must be assigned members of the Special
Operations Team as determined by the Fire Chief

Battalion Chief’ swill schedule as many Specia Operations personnel as
possible; however, the minimum credentials will include four Special
Operation team members as defined by OPM 201.07 and two Rescue Divers
whenever possible.

El A

Battalion Chiefs shall consider the number, and types, of certifications held
when staffing the Special Operations station. Battalion Chiefs should seek to
achieve a*“best fit” of staffing with Department needs.

The TRT Unit, Hazardous Materials Response Unit, and Dive Team
Response Unit will not have personnel assigned to them, but are considered
in-service providing that adequate specialty team personnel are on duty.
Battalion Chiefs should place an appropriate number of speciaty team
members in the station housing the particular specialty units. On occasion,
personnel may be moved during shift to maintain appropriate staffing.

During absences such as Kelly days, annual or sick leave or similar
occurrences, the Battalion Chief shall temporarily reassign the most qualified
personnel in an attempt to meet the minimum staffing requirements.

For scheduling purposes Battalion Chiefs should refer to the staffing table in OPM
300.06 Section 1.
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NON- OPERATIONAL PERSONNEL

Bid assignments in this category are bid at the same time as the Operational bid process and
shall be in effect for the same two year rotation as the Operational bids. The current bids
subject to this process can be found in OPM 200.06 sections one through seven. All non
operational bids shall be approved by the Fire Chief.
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VACATION BID PROCEDURE

STATEMENT OF POLICY

It is the intent of the SFRD to provide a vacation-bidding schedule that is fair to
al personnel and consistently applied. Paramount to this policy is the recognition
that a reasonable effort will be made to provide senior employees with an
opportunity of a priority choice of vacation times. Likewise, due consideration is
intended for those employees with less seniority.

GENERAL GUIDELINES

A.

When assigning annual leave, or any other type of leave, the minimum
scheduled number of personnel on duty shall be Thirty three (33). Staffing
will be maintained in accordance with OPM 300.06 section 1.

Routine scheduling of annual leave shall allow a minimum of one Captain,
one Rescue Lieutenant, one Driver/Operator, and one FFI to be scheduled off.
After this minimum criterion has been met, additional personnel may be
scheduled off, following the same process under the Rank and
Seniority*format. Thisformat isintended to assist personnel in acquiring
their primary and/or secondary bids (see Procedure, A., 3, below).

Battalion Chief’swill bid for vacation time separately from the rank and file
during the same bid period. Their leave requests will not impact the rank and
file during the bid process and will require approval by the Fire Chief or
designee.

When the Fire Life Safety Division has afull compliment of personnel
vacation bidding shall allow aminimum of one FLS Captain and two Fire
Inspectors to be scheduled off.

The Battalion Chief may utilize personnel assigned out-of-class for the
purpose of scheduling time off (to include the rank of Battalion Chief aswell).
This shall be limited to the assignment of one (1) out-of-classification per
rank. Working out-of-class assignment will not be used as a basis for denial
of annual leave during the seniority bidding process. Additional requests for
working out-of-classification may be approved by the Fire Chief or designee.

In the event that extenuating circumstances arise, such as a state of
emergency, absences or restrictions due to illness, worker’s compensation, or
light duty assignment, it may be necessary to cancel previously approved time



300.07 Vacation Bid Procedure
Page 2 of 3

Last Issued / Revised: 02/28/2007; 08/26/2013

off in order to maintain appropriate staffing levels. Additionally, subsequent
requests for vacation leave on future dates will consider persons off the
regular schedule and the need to maintain adequate staffing requirements.

PROCEDURE

A. Seniority Bidding

1. Annua vacation bidding for the upcoming calendar year will be submitted
during the first two (2) weeks of November. Thiswill be the only bid
period for the entire upcoming calendar year. Battalion Chiefs will
approve or disapprove bid requests based on this policy by December 1 of
the bid year. Bid requests will not be “held” for future
approval/disapproval.

2. All employees are entitled to submit no more than five (5) separate bids.
Each bid shall be submitted in a single continuous block (excluding Kelly
days), up to the maximum number of hours employees earnin asingle
year (e.g., if you earn five days a year, you may submit for five continuous
daysinasingle block, plus Kelly day). The benchmark for determining
an employee’ s maximum available hours (shifts) for each year is January
1%. All bids submitted must be prioritized by the employee applying for
the time off.

3. All employeeswill be afforded the opportunity of making two (2)
“passes’ at the bid process. Thus allowing all employees areasonable
opportunity of choosing aternative dates if needed.

4. Thedenia of any or even al vacation bids from an employee during the
annual bid process will not be areason or basis for the employee to exceed
the annual |eave cap as outlined within the labor agreement.

B. Consideration of Rank Structure

1. Battalion Chiefs (or designee) will collect all vacation requests during the
bidding weeks mentioned above. The scheduling will take place, and be
completed, at the end of the bidding period.

2. From the group of Captains requesting time off for a given day, the most
senior Captain (time-in-grade) will be assigned the vacation day. 1f no
Captain is requesting time off, go to #3 below.
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3. From the group of Rescue Lieutenants, the most senior Rescue Lieutenant
(time-in-grade) will be assigned the vacation day. If no Rescue Lieutenant
IS requesting time off, go to the group of Driver/Operators and allow
vacation time according to seniority. If no Driver/Operator is requesting
time off, go to the group of FFI’s and allow vacation time according to
seniority.

4. Therotation will continue in this manner (one Captain, one Rescue
Lieutenant, then one Driver/Operator, one FFI, then one Captain, one
Rescue Lieutenant, then one Driver/Operator, etc.) until all available
vacation slots are filled.

GENERAL INFORMATION

A. The vacation schedule will be constantly updated and will be available from the
Battalion Chief for review.

B. This policy is not meant to conflict with any existing contractual language or
existing policies regarding vacation scheduling. This policy simply provides a
means of selection that is both consistent and fairly applied.

C. Any problems which result from the application of this policy should be brought
to the attention of the Fire Chief (or designee) for resolution.

Non-seniority Bidding

A. Outside of the above-designated bidding procedure, vacation requests will be
considered on afirst-come, first served basis.

*Seniority = Time in Grade within the current rank
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WORKING OUT-OF-CLASS PROCEDURE

STATEMENT OF POLICY

It is important to provide a working out-of-classification policy that is
consistently applied to all three shifts, as well as one that limits excessive station
reassignment.

PROCEDURE

A.

SCHEDULED TIME-OFF

Scheduled time-off refers to time that, in most cases, will provide sufficient
forewarning to make necessary arrangements prior to the shift in question (i.e.
vacations, leaves of absence, etc.).

1.

The Battalion Chief, or designee, will schedule out-of-class personnel
from existing, current digibility lists, for any applicable position,
according to "ranking", which implies the highest test score and/or
placement on a given promotional examination. If an existing
promotional eligibility list does not have an adequate number of
personnel, as determined by the Fire Chief, aternative procedures for
determining eligibility to work out of class may be used.

Working out of classification, when utilized to approve annual leave, will
not be subject to cancellation by the battalion chiefs and will immediately
be noted on the shift schedule to reflect that change. A rank will be
considered filled when working out of class has been scheduled.
Subsequent vacancies within or below the rank that the out of class
personnel was pulled from should be filled with additional working out of
classification personnel if available or overtime personnel if not and not
by bumping down the employee originally scheduled to work out of class.

Employees who have been scheduled to work out-of-class will be
considered as part of that rank for the same time period worked.
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B. NON-SCHEDULED TIME-OFF

Non-scheduled time-off refers to an employee’ s absence for a reason that
does not provide sufficient forewarning to make necessary arrangements
prior to the shift in question (i.e. sick, emergency vacation, bereavement,
etc.).

The Battalion Chief, or designee, will upgrade a qualified, eligible person
when a vacancy occurs. If two or more personnel in the station are
qualified, the highest placement on the €ligibility list prevails. If no
qualified person is available at a given station, a qualified and eligible
person from another convenient station will be selected based upon
placement on the eligibility list, or the alternative selection method, if
applicable.

GENERAL INFORMATION

A. Battalion Chiefs, or their designees, should make a specia effort to schedule and
notify qualified, eligible personnel when an out-of-class assignment is expected or
known to exist. Reactive, "morning-of-the-shift" scheduling is discouraged.

B. Under no circumstances will the provisions of this policy necessitate the need for
overtime. An even distribution of credentialed personnel (i.e. Driver/Operators,
Paramedics, etc.) should alleviate this potential problem.
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OVERTIME POLICY

STATEMENT OF POLICY

In an effort to provide a mechanism for scheduling overtime in those situations in which
all other scheduling options have been exhausted, and provide personnel equal access to
the opportunity for overtime, this procedure shall be uniformly applied.

GENERAL GUIDELINES

1.

Employees who have not yet completed their probationary year are not entitled to
overtime and their names are not yet on the overtime list. Their name(s) will be
added at the end of their probationary period.

Battalion Chiefs (or designees) should carefully scrutinize the daily morning
reports to be sure that al possible working-out-of-classification adjustments have
been made prior to considering overtime.

Working out-of-classification is to be used as the initial mechanism for filling
vacancies only when overtime can be prevented by its use. Working out of
classification, when previously utilized to approve annua leave, will not be
subject to cancellation (bumping down) and will follow the guidelines set forth by
OPM policy 300.08. If overtime cannot be prevented by the use of working-out-
of-classification, then overtime will be utilized according to the outlined
procedures.

The overtime list is to be followed, from the top down, based on the minimum
rank and qualification of the vacant position for which overtime is required. The
exception will be the use of holdover overtime generally of equal rank and
gualifications to cover a position for a period not greater than 8 hours. Holdover
overtime would be defined as an employee currently at work and is requested to
remain on shift until relief personnel can be arranged (i.e. a position vacated by
the use of leave time less than 8 hours would be filled by holdover overtime).

The overtime list is to be used to fill the vacant position with an individual of
equal rank and who possesses the necessary minimum qualifications for the
vacant position.
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6. Overtime will be offered to employees in 24-hour blocks, unless only a 12-hour
block is available. If a 24-hour block of overtime is available the employee may
accept the full 24 hours, or elect to take either the “front” (0800-2000 hours) or
“back” (2000-0800 hours) block. If applicable, the remaining 12-hour blocks will
be offered to the next available employee on thelist.

Should an employee accept only 12-hours of overtime, they will remain available
on the list for the remaining 12-hours. After accepting or regjecting the remaining
12-hour block offered, the employee will be moved to the bottom of the list.

7. Employees out of work on Worker's Compensation shall be afforded an

opportunity to work overtime on their return to work, to a maximum of one year
retrospective from when they return to work

PROCEDURE

1. The Battalion Chief or his’her designee will follow the overtime list calling al
personnel who meet the minimum qualifications needed and are not scheduled to be
on duty on the shift requiring overtime.

2. When personnel are called for overtime between the hours of 0700-0900, one of three
situations will occur:

A. The employee will accept the overtime offered (12 or 24 hours) and be
marked off accordingly. If a12-hour block is accepted, the employee will
maintain availability for an additiona 12-hour block.

B. The individua will reject the overtime offered, and will be marked off for
a 12-hour block as rejected.

C. The employee was unavailable to be contacted, resulting in the loss of a
12-hour block as no contact.

3. For work hours from 0900-0700 employees must be directly contacted for the
purpose of securing overtime. If the individual is not directly contacted, they will
remain on the list. In this event, the next available employee shall be contacted.
Direct contact is defined as employer-to-employee communication between the
Battalion Chief (or designee) requesting the overtime and the employee being
notified. Movement will continue in this fashion until the overtime position(s) are
filled. All notations on the overtime list will be initialed.
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Employees called to work overtime after 1200 hours will have the choice of working
either the remainder of the first 12-hour block (2000 hours), or the 24-hour block
(0800 hours). In either event, if the employee works 8 hours or longer will be marked
off astaking only a 12-hour block of overtime.

Pagers and answering machines are not to be used as primary (0700-0900 hours)
alerting devices for overtime. If an answering machine receives the call and the
employee does not pick up, the Battalion Chief is expected to leave a brief
message indicating that the employee was notified. This message should include
the date and time of the call. It will be considered a no contact (NC) for that
employees next available 12 hour block and will be considered to have rejected
that overtime.

4. Certain qualifying events will allow the time block/blocks that have been marked off
restored back to the overtime list. In order for the time to be restored to the list the
employee must provide proof to the Fire Chief or his’her designee within seven days
of returning to normal shift of actual participation of the qualifying event. Only the
Fire Chief or his/her designee can restore time once it has been marked off.

a Personnel participating in a time exchange for any part of the overtime
shift. Actual time exchange must occur and not cancelled to qualify

b. Personnel assigned to days in which the overtime conflicts with their
regularly scheduled hours of duty.

C. Personnel assigned to a detail for any part of the overtime shift. Detail
must be worked by the employee to qualify.

d. Personnel on approved leave to also include days immediately prior to or

immediately after the day of approved leave.

e Personnel on aKelly day if attached to a vacation day or shift exchange.

f. Personnel assigned on Worker’s Compensation or light duty assignment.

0. Unless approved by the fire chief, or his’her designee, employees may not
work more than 48 continuous hours and should have a minimum rest
period of 8 hours before resuming shift duties.

5. Personnel that accept overtime but who later terminate their tour of duty for reasons
such as sick, emergency or any other type of unscheduled leave will be paid only for
the time actually worked and will forfeit the remainder of their assigned overtime
shift (12 or 24 hours).
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6. While most overtime will be initiated between 0700 and 0900 hours, there may be
occasion to call in overtime during other hours throughout the shift (e.g., employee
sent home due to illness or injury). In this case, only personnel who work overtime
for eight (8) or more hours will be treated as though an overtime shift was worked.
Personnel who work less than eight (8) hours will not be taken out of the overtime
rotation, and will remain at their previous position on the overtime list.

7. If there is advance knowledge of an overtime shift, and the next person on the
appropriate list will be going off-duty at the commencement of the overtime shift; it
would be a courtesy to advise that person prior to the termination of his’/her shift that
overtime is likely. This may alleviate some of the concern that overtime cals are
being missed because the employee was en route home during the time they were
called.

8. If any errors are made on the overtime list, the mistakes are to be explained in the
comments section by the person correcting the mistake.

9. It is the responsibility of each employee on the overtime list to provide a current
primary contact number to his/her respective Battalion Chief. Employees may
additionally provide a secondary contact medium, for discretionary use by the Shift
Commander, when securing overtime from 0900-0700 hours.
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TIME EXCHANGE

A. The TIME EXCHANGE procedure is identified in the Union Contract.
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LEAVE DOCUMENTATION

Court Time

When submitting for court time compensation, employees must provide a copy of
the subpoena and a court process report that can be obtained at the courthouse.
Personnel required to appear in court on the morning following their respective
shift will be released from duty at 2000 hours.

Fire Department Related Court or Deposition Appearances

Members subpoenaed by any court as a result of on duty related activities will be
compensated per the current Union contract.

Members will receive subpoenas after they have been accepted by the department
administration.

Members who directly receive a subpoena must immediately provide notice and a
copy of the subpoenato the Fire Chief.

Monies obtained as a witness fee in cases where the City is compensating an
employee shall be forwarded to the Adminigtrative Officer as soon as the same is
received.

Members appearing under subpoena in a court or for deposition, either on or off
duty, shall appear in regulation uniform. Written request for exception to this
provision may be approved by the Fire Chief for cause.

Jury Duty Summons

The Jury Duty procedure is identified and outlined in the collective bargaining
agreement (Union Contract)

Bereavement L eave

When a member is dligible for bereavement leave as outlined in the Collective
Bargaining agreement, notification shal be made via chain-of-command

1. If requested by the Fire Chief, further verification will be provided.
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Procedure for Calling in for Unscheduled L eave

Employees caling in sick must do so at aminimum of 1 hour prior to the start of
their scheduled duty shift. Personnel reporting an unscheduled leave (e-leave,
sick, or FMLA) for duty shall contact the Dispatch Center’ s administrative line at
(954) 578-4759, regardless of the time of day. When reporting sick or other types
of unscheduled leave, it will be necessary to leave atelephone contact number in
the event the Shift Commander needs additional information from the employee.
When calling in for emergency leave, be prepared to inform the Dispatcher of the
nature of the emergency leave and the anticipated time you will be available for
duty. The on-duty Shift Commander shall retrieve this information daily, at 0700
hours, from the Communications Center, in order to prepare for the on-coming
shift. Calling in after 0700 hours may result in disciplinary action.
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PAYROLL DOCUMENTATION

1. Daily time sheets must be signed by al personnel on duty. Failure to sign the
Daily Time Sheet may result in loss of pay for that shift.

2. Any overtime stated on the Daily Time Sheet up to and including two (2) hours
must beinitialed by the Station Officer or Battalion Chief.

3. Any overtime stated on the Daily Time Sheet in excess of two (2) hours must be
accompanied by a completed Overtime Authorization Form.

4, Overtime Authorization Forms must be filled out for any overtime exceeding two
(2) hours and must accompany all Daily Time Sheets. One Overtime
Authorization Form must be filled out and signed by each individual working
overtime. These forms will be available at the station or through the Battalion
Chief (or designee).

5. Daily Time Sheets and Overtime Authorization Forms must be given to the on-
duty Battalion Chief (or designee) who will then arrange to have them delivered
to the Administrative Officer by the next morning.

A. For shifts occurring on Friday, Saturday, or Sunday, these payroll forms
are to be delivered to the Administrative Officer by 0900 hours on the
following Monday.

B. For shifts occurring on a City holiday, the payroll forms are to be
delivered to the Administrative Officer by 0900 hours on the following
day.

6. The Daily Time Sheet and any accompanying Overtime Authorization Forms
must be completely filled out and signed or initialed (as indicated above), without
exception. The Station Officers and the Battalion Chiefs are expected to insure
that this is accomplished. It is the responsibility of each employee to insure that
the appropriate forms are completed and signed.
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SICK LEAVE

In order to establish a guideline for appropriate sick leave use, the following policy will
bein effect.

The current guidelines used for performance evaluations states that:

“gick leaveis accumulated or usageis verified as applicable/required.”

Shift personnel earn 144 hours per year and non-shift personnel earn 96 hours per year.
Personnel who use unexcused sick leave in an amount that is more than 144 hours, or
who use sick leave in away that shows a pattern of usage, for example, greater than
expected sick days on Saturday/Sunday (i.e. 3 days ayear) or three (3) sick days next to
Kelly days, may be rated “Needs Improvement” in the annual performance evaluation
category of “Punctuality/Attendance” (which rating may result in the deferment of a
merit increase). Excessive use of unexcused or other misuse or abuse of sick leave may
also result in disciplinary action.

Generdly, the following table may be used as a guideline for assessing the use of sick
leave asit relates to an individual’s annua performance appraisal. Of course, supervisors
must still consider tardiness and other factors when determining an appropriate rating for
this category.

Rating Unexcused Sick Hours- Shift
Excellent 0-24

Above Average 25-72

Average 73-144

Needs Improvement 145-196
Unsatisfactory 197 and above

Submission of avalid physician’s note, for any sick leave even before 144 hours, will
result in the sick leave usage being classified as “excused”’. Unexcused sick leave, at or
above 144 hours, will result in the requirement that future sick leave be justified with a
physician’s note. Excused sick leave will not generally be considered during the
performance appraisal process.
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EMERGENCY ANNUAL LEAVE

In order to establish a guideline for appropriate emergency leave use, the following
policy will bein effect.

The labor agreement permits the use of emergency annual leave only under the following
circumstances:

... In order to carefor a sick spouse, child or parent domiciled in the
employee’s homeif no other person is ableto care for such persons.”

When requesting the use of emergency annual leave, personnel must advise who (i.e. the
spouse, child, or parent who is domiciled with the employee) in the household is sick and
the reason that other potential caregivers are unable to provide the care. Should a
caregiver other than the employee become availabl e to take over the care-giving needs
sometime during the employee’ s shift (as would be expected in amost all instances), the
employee must advise the Battalion Chief (viathe Dispatch call-in process identified in
300.11) of the time that the employee would be able to report for duty during the shift, if
directed by the Battalion Chief (or designee).

Generaly, the following table may be used as a guideline for assessing the use of
emergency annual leave asit relates to an individual’ s annual performance appraisal. Of
course, supervisors must still consider tardiness and other factors when determining an
appropriate rating for this category.

Rating Number of Occurrences Hours-Used
Excellent 0-2 0-24
Above Average 3-4 25-48
Satisfactory 5-8 49-72
Needs Improvement >-8 >-72

Submission of avalid physician’s note, for any emergency leave will result in emergency
leave usage being classified as “excused”.
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Purpose

MEMORIAL SERVICE

The purpose of this procedure is to provide proper management of Department actionsin
the event of the death of one of our Firefighters, their immediate family member or a
firefighter in the tri-county area.

Intent

To ensure that the Fire Department offers assistance and guidance to the deceased

member’ s family by:

Determining the family’ s wish as it relates to the Fire Department’ s assistance
and/or participation in the Memoria Service.
Identify the levels of service (Honors) available to the family for the memorial

ceremony.

General Information

A.

These procedures are designed to assist and guide key individuas in
accomplishing task assigned to them.

The conditions prevailing after the tragedy will, without a doubt, require
specific organizational commitments to successfully meet each of the
following objectives:

1
2.
3
4,

5.

Superior Organization and Coordination Efforts.

Effective Communication between all parties concerned.

Prevent "overload" on any one or more employees asiit relates to task
that must be accomplished.

To ensure Moral and Emotiona Support are provided to the next of
kin and Fire Department Personnel.

To meet the Request and needs as determined by the surviving
Family.

It is most important to emphasize that Fire Department personnel involved
with the coordination effort of any funeral have a clear understanding of
hig'her role(s).
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The Fire Department's responsibility does not include the duties of a funeral
director but does include working closely with that entity in order to
accomplish shared goas that are in the best interest of the deceased
member's family.

The three sections that should be reviewed for familiarity are:

1. Initial Funeral Preparations
2. Funera Typesand Honors
3. Responsibility and Duty Description

Fire Department Employees should be familiar with the procedures outlined
herein.

In the event of a death, the Department is expected to act immediately,
performing certain required tasks to assst in helping overcome the initia
trauma and reducing anxiety to both the immediate family and immediate
co-workers aswell asto the overall Department.

A determination should be made regarding the level of honors funera that
the deceased should receive, i.e., line of duty or line of duty related death or
non-line of duty death honors. This decision will act as an initia guide on
the suggested Department type of funera service to be offered. This aso
acts as aguide on how the Department and the family will interact.

The Fire Chief or his designee will inform personnel when to:

1. Lower the American Flag at each station to half-mast.
2. Place aoneinch black band acrosstheir badge.

The next step recommended is to review the responsbility and duty
descriptions of the following key personnel:

Survivor Action Officer (S.A.O.).
Family Liaison Officer (F.L.O.).
Benevolent Representative (B.R.)
Procession Officer (P.C.O.).

Honor Guard Coordinator (H.G.C.).

agrwbdPE
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Preparatory Considerations

A.

There are certain considerations that the Department should be aware of
before the occurrence of atragic event. The following considerations will
significantly reduce the amount of confusion, anxiety, and emotiona trauma
that affect family friends and co-workersin the event tragedy strikes.

1. Chaplain/Clerqy

The Fire Department chaplain can serve the Department's personnel
on a day-to-day need. The Department chaplain can act as an
assistant or liaison to the family's choice of clergy in helping the
family with various spiritua needs.

2. Personnedl Information

Complete and thorough information should be immediately made
available. Information should identify the following:

Complete name of employee.

Next of kin.

Alternate next of kin.

Religion and/or church or place of worship affiliation.

cooTo

3. Funeral Director

Contact should be made with the local funera director to introduce
and explain Fire Department Funeral Protocols, i.e., Honor Guard
participation in case there are any types of various needs the protocol
may cdll for.

4. Florist
Specia floral arrangements that may be considered:
a Maltese Cross
b. Fire Department Badge
C. Fire Department Patch

Note: Oftentimes the above design may show acracked or broken
articleto signify the fire fighter's loss.
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5. Fire Department's Family Awareness

Every fire fighter and his or her family should be aware of the
services available prior to atragedy striking.

Having this type of relationship with the family can certainly reduce
some of theinitial anxiety experienced during thistragic time.

Responsibility of Notification

A.

Prompt and judicious natification of the next of kin is of extreme importance
in the case of line of duty death.

Notification to the next of kin should aways be made prior to the release of
any information to the news media regarding the death of afire fighter.

Notification shal be made by the Fire Chief or his designee (in person
whenever possible).

Note: Officia notification serves to assure the next of kin a vdid,
knowledgeable source is providing them information regarding
circumstances surrounding the death of their loved one.

The notification officer should aways be prepared to assist the next of kin
with the immediate emotiona trauma associated with the notification. A
friend, co-worker, friend of the family or a clergy member (Department
chaplain) may be of assistance.

The person making the notification shall:

1. Familiarize themselves with the circumstances of the death and the
persona data concerning the deceased before making the
notification.

2. Determine:

a If the family has a particular person, specifically a close

family friend and Department member, to act as Family
Liaison Officer.
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3.

b. At what level the family would like the Fire Department to
participate and/or assist in the Memoria Service.

Once the notification has been made the Fire Chief or his designee
will authorize an official announcement be released to the news
media

Duty Descriptions of Key Personnel

A. Survivor Action Officer

1.

The Fire Chief will assume the position of Survivor Action Officer or
appoint someone to act as his representative in providing liaison with
the next of kin.

The Survivor Action Officer is a direct representative of the Fire
Chief and should receive the full cooperation of the entire Fire
Department.

The Survivor Action Officer is responsible for the management of
severa important activities. His principal concern is the ongoing
welfare of the next of kin.

He will render whatever assistance is necessary in settling the
persona affairs of the deceased member's family through the crisis.

The Survivor Action Officer coordinates the activities of a number of
"key" personnd assigned to handle specific aspects of the funera
arrangements and to assist the surviving family. Some of the "Key"
Personnel include:

a Family Liaison Officer: 24-hour notification for surviving
family, information source, and logistical contact.

b. Processon Officer:  Arranges and directs the funera
procession.

C. Ceremonia Service Officer: (Honor Guard coordinator or
designee)

Additiona duties of the Survivor Action Officer include:

a Assure next of kin notification has occurred.
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Assure Department notification of death has been completed.
Ensure appropriate press release is made to media from the
Public Information Officer.

Arrange to have flags lowered to haf-mast (where
appropriate) and bunting placed on station(s).

Notify police department.

Notify other locd city fire departments.

Persondly collect al of the deceased's personal items from
the station and forward same to the Family Liaison Officer.
Conduct a coordination meeting with key personnel as soon
as possible (Family Liaison Officer, Procession Officer, and
Ceremonia Service Officer/Honor Guard Coordinator).
Ensure that the Public Relations Bureau (PIO) remain the key
contact persons for outside agencies, news media, and other
departments in relation to the death and subsequent
ceremony.

Call the final key personnel coordinators meeting together,
and establish what the family would like to have in relation to
the type of Fire Department servicesthat are available.
Establish timetables.

Identify times and places for group gatherings in accordance
with ceremonies.

Provide key personnel and agencies with the schedule of
events and any specid instructions.

Contact other support agencies to coordinate their assistance
with key personnd:

Q) Honor Guards (as available)

2 Honorary Pallbearers

B. Family Liaison Officer

1.

Should respond to the deceased's residence and provide reassurance
and support to the family during or after forma notification is made
by the Fire Chief or his designee.

Must be prepared to discuss al parameters of the funeral process and
its ceremonies, and counsal the family initsdecisions.

Must be in constant communication with the Survivor Action
Officer, relaying the information as to the family's request and level
of involvement in the funera process.
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4, The family will determine if they wish to use immediate family
members as pallbearers, and the Family Liaison Officer can assist if
the family wishes to use deceased member's co-workers or other
members of the Department as pallbearers.

5. Must assist the family in determining:

a Will the deceased be in uniform?

b. Obtain al articles of clothing that the deceased will wear
(except shoes) and deliver them to the funerd director or
officer.

C. Obtain a recent photograph of deceased for funera director
(Personnd File or family may have a photo).

d. Deliver background information on deceased to individual
delivering funeral eulogy.

e Determine what ceremonies will take place a the cemetery.

Q) Type of Honor Guard Presentation

2 Band (bagpipe, bugle ensemble)

3 Readings

4 Eulogy and who will deliver it (clergy or Fire Chief)

) Firing Squad (if veteran)

(6) Taps

) Last Alaam 3 bells (line of duty desth or death
directly related to injuries suffered as a result of line
of duty)

(8 Will a pumper be used to carry the coffin (Line of
duty death only), or will a conventiona hearse be
used instead?

9 Will a pumper or ladder truck be used as a flower
car?

(10)  Will personnd wak alongside the vehicle used to
carry the coffin?

(11) Identify and determine any other specid
considerations on behaf of the family: specia
request, etc.

(12 Maintain 24-hour contact with family for ther
assistance and the same contact with the Survivor
Action Officer.
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The Family Liaison Officer may assist and/or provide
direction for the Family as they begin to dea with the
following items:

@ Autopsy reports, birth certificates, marriage
certificates, beneficiary documents, VA or military
records.

2 All Fire Department benefit entitlement.

C. Benevolent Representative

1.

This person must work closely with the Family Liaison Officer in:

a

Notifying and coordinating al activity with organizations
that should or could provide benefits to the deceased and
family.

Coordination of activities with volunteers to assist the
bereaved family (food, lodging, €tc).

Assig the Family Liaison Officer with any immediate
financia assstance that may be needed.

2. The Benevolent Representative should aso be familiar with and
obtain the necessary forms from organizations that must be
completed by the bereaved family.
a Credit Union
b. City Of Sunrise
C. Fire Fighter's Pension Fund
d. Pay Roll Check
e Life Insurance Plan
f. Workers Compensation
0. Fire Fighter's Union Life Insurance Plan
h. State Of Florida Fire Fighter's Death Benefit Act (if

applicable).
D. Procession Officer
1. The Procession Officer has the primary responsibility of coordinating

the funera procession from the funera home to the church and then
finally to the cemetery. The following duties fal within his
responsibility:
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Attend the coordination meeting and determine the
following:

Q) Name of funera home.

2 Name of church.

3 Name of cemetery.

4 Tentative time schedule.

) Will procession involve walking?

The Procession Officer should then develop asimple,
systematic scheme for staging and coordinating vehicles at
each location.

He should determine any special considerations the
procession may involve by contacting the Family Liaison
Officer. Theseinclude:

@ Will the procession drive past the deceased's home,
fire station or other significant landmark?

2 Will a specid line up of equipment be needed at any
point in the procession?

3 Will crossed agrial equipment be used over the
cemetery entrance for funeral unitsto proceed under?

4 Coordinate the vehicle staging at the church and
cemetery with the appropriate key people.

Upon completion of the above and any other details
necessary for accomplishing the task, the Procession Officer
may need to contact the local police department if the funeral
home has not already made these arrangements.

Q) Determine aroute.

2 Determine appropriate traffic control.

3 Request local police department to coordinate efforts
with other police departments along the procession
route.

4) Develop maps indicating the route and any other
specific instructions.  These maps should be made
available at the funeral home prior to the beginning of
the service.
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Q)

(6)

Note: The protocol for aigning the proper sequence
of vehicles in a procession is basicaly as
follows from first to last:

@ Police escort

(b) Vehicle transporting the flowers

(© Hearse/pumper caisson

(d) Immediate family limousines or cars

(e Pall bearers and honor guard.

) Fire Chief'svehicle.

(9) Dept. Apparatus and vigiting units

(h) Staff and Department vehicles.

() Municipa Officials and Administrators
(Mayor, City Manager, Commissioners).

0 Other municipa vehicles.

(k) Friends of family - private vehicles.

0] Rear - Police or Fire vehicle (all lead and rear
vehicles must be equipped with lights and
grens). Note: With extremely large funerals,
it may be advisable to form the vehicles two
abreast while moving.

Depending on thelevel of "Honors' provided, the
Procession Officer has the responsbility of
contacting other Fire Departments to determine the
number of apparatus and vehiclesthat will be
provided for the procession.

Once the above has been established, the Procession
Officer must assure the following items are taken care
of in relation to the Fire Department vehicles.

@ Apparatus cleaned and hose bed stripped if
there is not a vehicle available without hose.

(b) Bunting placed on the apparatus to be used.

(© Hose bed adapted to easily facilitate casket
placement and remova (a casket mount
system cab be located Metro Dade Fire
Rescue).
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E. Honor Guard Coordinator
1. Is primarily responsible for the coordination and preparation of the
events when the procession vehicles are stopped and people exit the
vehicles.
2. Isresponsible for being the liaison with the cemetery staff.
3. Additiona dutiesinclude:

a That he attends the coordination meetings and determines
from the Survivor Action Officer and Family Liaison Officer
the following information:

Q) What type of interment will be used?
@ Burial
(b)  Crypt
(© Cremation
2 Does family wish to have:
@ Taps Played
(b) Firing Squad (when appropriate)
(© Last Alarm 3 Bdlls (line of duty death only)

b. Upon receiving the above information the Honor Guard

Coordinator should be responsible for:
@ Scheduling and coordinating the sequence of events
with the Survivor Action Officer.
2 The development of the formation of personnel and
issuing of orders as appropriate and consistent with
Military Standards (see section on Military
Standards).
Uniform and Dress
A. Fire Fighters shall wear the dress uniform, which includes white long deeve

shirt and pants pressed, shoes shined and tie with gold or silver tie clip.
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Note: Off duty personnel are encouraged to wear the Department Dress
Uniform out of respect for the family and the falen Fire
Fighter(s).

Pallbearers, Ushers and Honor Guard

1 Shall wear the Department dress uniform with shirt and pants
pressed, shoes shined and belt buckles polished.

2. In addition, the above personnel will wear white gloves, hat and tie.

Level of Honors Provided

A.

Death "In the Line of Duty"

Any Department Fire Fighter who dies at the scene of a call or succumbs
later to injuries that were sustained related to an alarm may receive the
following honors:

1. One Engine - casket in the bed if requested

2. As many apparatus, rescue units, staff vehicles possible within the
Department.

3. Invitation to other Departments to provide apparatus and equipment
for the procession.

4, Drive by assigned station.

5. Bunker gear (helmet, coat and pants) placed in line up of personnel at

assigned station.
6. Minimum of six Palbearers (can be additionad Honorary Members).
7. Minimum of five Honor Guard Members posted a 15-minute

intervalss, two at the casket, two at the door and one at the regiter.

8. Honor Guard Procession and Flag Folding Ceremony (Seven Honor
Guard Members)

9. Crossed Ladders
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10.

11.

Fire Fighter's Last Alarm

Family will be presented with the American Flag and Medal of Vaor
from the Fire Chief or hisdesignee.

B. Death "On Duty"

Any Department Fire Fighter who dies "On Duty" but not related to an darm
may receive the following Honors:

1.

2.

One Engine (casket |ocated in hearse)

As many apparatus, rescue units, staff vehicles possible within the
Department.

Invitation to other Departments to provide apparatus and equipment
for the procession.

Minimum of six Pdlbearers (can be additional Honorary Members).

Minimum of five Honor Guard Members posted at 15-minute
intervals, two at the casket, two at the door and one at the register.

Honor Guard Procession and Flag Folding Ceremony (Seven Honor
Guard Members)

Family will be presented with the American Flag by the Fire Chief or
his designee.

C.  Deah"Off Duty"

Any Department Fire Fighter who dies "Off Duty" (from injuries not related
to an darm), may receive the following honors:

1.

2.

One Engine (casket located in hearse)

As many apparatus, rescue units, staff vehicles possible within the
Department.

Minimum of six Pdlbearers (can be additionad Honorary Members).
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4, Minimum of five Honor Guard Members posted at 15-minute
intervals, two at the casket, two at the door and one at the register.

5. Family will be presented with the American Flag by the Fire Chief or
his designee.

D. Death of a"Retired Fire Fighter"
Any Fire Fighter who is retired from the Fire Department and whose funera
service will be held in either Dade, Broward or PAdm Beach County may
receive the following Honors:

1. As many Department Staff V ehicles as possible.

2. Minimum of three Honor Guard Members posted at 15-minute
intervals, two at the casket and one at the register.

3. Hag Folding Ceremony (Four Honor Guard Members)
If possible have 1 to 2 Honor Guard Members posted at the front door.
E. Death of a*“Firefighter’ simmediate family member”
Any retired or active Firefighter’s immediate family member from the Fire

Department and whose funera service will be held in either Dade, Broward
or Palm Beach County may receive the following Honors:

Honor Guard Members posted at the front door. (Time intervals depend
on number of Honor Guard Members).

F. Death of a Firefighter in the Tri-County area:

1. Make one spare apparatus or support unit available depending on
circumstances of death with Union Representatives on unit.
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STATION FLAGS

POLICY

It isthe policy of Sunrise Fire-Rescue Department to maintain and display flags from all
of itsfacilities. This policy will establish Departmental procedures for the maintenance
and display of various flags from the fire stations. This document will also provide a
guideline as to how the flags will be displayed and the specific days in which the flag
should be flown at half-staff in accordance with National observations.

FLAG MAINTENANCE

Flags will be lowered and inspected annually or sooner if visible damageis noted. Inthe
event a flag has become damaged, it will be lowered, folded, and forwarded to the
Logistics Division. A request for areplacement flag shall also be submitted.

GENERAL DISPLAY

When displaying the flags at Stations with only one flag pole (i.e. Stations 72 and 92), the
United States flag shall be flown at the top of the halyard, followed by the department
flag. (See photos 1.1 &1.2)

—

photo 1.1 photo 1.2
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When displaying the flags at Stations with three flag poles (i.e. Stations 39 and 59), the
United States flag shall always be flown from the staff furthest to the viewer’ s left, with
the department flag flown under it. The Florida State flag will then be flown from the
staff directly to the right of the United States flag, followed by the City flag, which will
be flown from the staff directly to the right of the State flag. (See photos 1.3 & 1.4)

photo 1.3 photo 1.4
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When displaying the flags at Station 83, the United States flag shall always be flown
from the staff furthest to the viewer’s|eft. The Florida State flag will then be flown from
the staff directly to the right of the United States flag, followed by the City flag, which
will be flown from the staff directly to the right of the State flag. The Department flag
will be flown from the last staff on the viewer’sright. (See photo 1.5)

photo 1.5
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HALF-STAFF DISPLAY

Flags will be flown at half-staff under the following circumstances.

A. On Nationa Falen Firefighters Memorial day, the first Sunday in October, al
flags will be flown at half staff from 0800 until 0800 the following day.

B. On Memorial Day, the last Monday in May, all flags will be flown at half-staff
from 0800 to 1200 hrs.

C. OnMay 15", Peace Officers Memorial day, al flags will be flown at half-staff
from 0800 until 0800 the following day, unless that day falls on Armed Forces
Day (the 3" Saturday in May). If both of these holidays fall on the same day, all
flags will be flown at their peak.

D. Upon the death of great individuals, or current or former government officials,
the President can direct flagsto be flown at half-staff “as a mark of respect to
their memory”.

1. Hagswill beflown at half-staff for a period of 30 days from the death of the
president or former president.

2. Ten daysfrom the death of the Vice president, the sitting or former Supreme
Court Chief Justice, or the Speaker of the House of Representatives

3. From the day of death to the day of Internment of an Associate Justice of the
Supreme Court, the Secretary of an Executive or Military Department, a
former Vice President, or the Governor of a state, territory, or possession of
the U.S.

4. On theday of death and the following day for a member of Congress.

E. All flagswill be flown at half-staff by order of the Fire Chief or Chief’s
designee.
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HALFE-STAFF/LOWERING/RAISING PROCEDURE

A. When the United States flag is being raised or lowered, personnel present will
form asingle row facing the flag, stand at attention, and render a military salute.

B. Personnd raising the flag will attach the flag to the halyard and briskly raiseit to
the top of the flag pole.

C. TheUnited Statesflag israised first and lowered |ast.

D. Personnel lowering the flag will do so slowly and ceremoniously until theflagis
lowered to the mid-way point of the flagpole for a half-staff presentation, or
completely for removal and folding.

E. If ahalf-staff presentation is ordered, the flags will be lowered in order, from the
viewer’sright to left. The United States flag will be the last to be lowered to the
half-staff position.

FLAG FOLDING

Thisflag fold is reserved for the United States Flag alone.

Step 1

To properly fold the Flag, begin by holding it waist-high with another person so that its
surface is parallel to the ground.

Step 2

open edge

g

w

Folded edge
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Fold the lower half of the stripe section lengthwise over the field of stars, holding the
bottom and top edges securely.

Step 3

Folded edge gppen edge

e Folded edge

Fold the flag again lengthwise with the blue field on the outside.

Step 4

open edge

3

|

I
ml
|

e Falded edge

Make atriangular fold by bringing the striped corner of the folded edge to meet the open
(top) edge of the flag.

Step 5

&
s
-
I

Turn the outer (end) point inward, parallel to the open edge, to form a second triangle.

Step 6

Thetriangular folding is continued until the entire length of the flag isfolded in this
manner.
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Step 7

P

When the flag is completely folded, only atriangular blue field of stars should be visible.

Florida Fallen Firefighters Memorial Flag

The Florida Fallen Firefighters Memorial Flag will be displayed by order of the Chief or
Chief’ s designee. When ordered, the memorial flag will be flown in place of the
department flag until interment.

It is the station commander’s responsibility to see that these guidelines are followed.



301.00 Recognition Program
Pagelof 4

Last Issued / Revised: 01/09/2009

RECOGNITION PROGRAM

It isthe intent of the Fire Chief and his staff to recognize any person, whether a Sunrise
Fire-Rescue Department member, other City department member, civilian, or group that
has gone beyond what is normally expected.

With thisin mind, the Department has established the following guidelines to create a
method of recognizing those involved in extraordinary events.

§

Establish an Awards Review Board responsible for reviewing commendations and
recommending award citations to members of this department, citizens, agencies,
or groups performing acts or services commendatory in nature.

Evaluation and classification of the different types of awards to be presented for
each degree of commendatory acts or service.

Establish a procedure for award distribution.

The Awards Review Board shall meet quarterly to review all recommendations
for awards. The chairperson may call for additional meetings as the need arises.

The Awards Review Board shall consist of the following members:

1. (1) Staff representative.
2. (1) Shift representative.
3. One member selected by the Fire Chief.

All recommendations are to be submitted to the review board. Officers throughout
the chain of command are encouraged to include further recommendations and/or
comments on the memo form.

Upon recommendation of an award, the Board shall forward to the Fire Chief for
approval. A letter of commendation should be presented as soon as practical.
Certificates and ribbons shall be presented at the annual awards presentation
ceremony.
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All members of this department are encouraged to submit recommendations for awards.
It shall be their duty to do so whenever they believe that a Sunrise Fire-Rescue
Department member, other City department member, citizen, or group performed acts
that deserve recognition by our department.

It isthe duty of al officers to submit requests for awards for members of their command
who have performed acts, which may merit consideration by the department.

All acknowledgments and requests for awards must be forwarded properly and all
departmental or public recognition must be provided with the express knowledge of the
Fire Chief.

COMMENDATIONS AND GUIDELINES

1. THE MALTESE CROSS

To be awarded posthumously to a SFRD member who loses higher lifein the
performance of hig’her duties under honorable circumstances.

2. MEDAL OF HONOR

To be awarded to a SFRD member who voluntarily distinguished him/herself by
extraordinary heroism.

The act must be in excess of norma demands and of such a nature that a
firefighter was fully aware of the imminent threat to his/her personal safety and
acted above and beyond the call of duty at the risk of his/her own life.

3. MERITORIOUS SERVICE AWARD
To be awarded to a SFRD member for outstanding performance of adifficult task
involving personal risk to the firefighter's safety when, because of the firefighter's
actions, aseriousinjury or loss of life was prevented.

May aso be awarded for other outstanding actions of a nature, which brings
unusual credit to the department and its members.



301.00 Recognition Program

Page 3 of 4

Last Issued / Revised: 01/09/2009

4. DISTINGUISHED SERVICE AWARD

To be awarded to a SFRD member for outstanding performance of duty under
unusual or difficult conditions. The actions must involve the protection of life or
property, unusua thoughtfulness, conscientiousness, and initiative but not
limiting exposure to physical danger.

Or, to member(s) of another fire department for excellent assistance earned while
aiding, assisting, or working with members of the Sunrise Fire-Rescue
Department.

S. UNIT CITATION/FIREFIGHTER CITATION

To be awarded to aunit (company/station) or individual for performance as an
efficient and valuable unit/firefighter to the department either in outstanding
performance or general duties over extended periods of time, or for specific tasks.

6. FIREFIGHTER OF THE YEAR
To be awarded, at the discretion of the Fire Chief, to a SFRD member who has

obtained amedal of honor, meritorious award, distinguished service award or a
unit/FF citation. Thiswill be issued on an annual basis as an award presentation.

1. CIVILIAN CITATION
May be awarded to civilians whose actions result in meritorious action such as

life saving or assistance to afirefighter with disregard for the recipient'slife or
safety.
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COMMENDATION AWARDS

1. MALTESE CROSS -- Medal and framed certificate.

2. MEDAL OF HONOR -- Medal with framed certificate.

4. MERITORIOUS SERVICE AWARD-- Ribbon (red/white/blue).
5. DISTINGUISHED SERVICE AWARD -- Ribbon (red/white).
6. UNIT CITATION/FIREFIGHTER CITATION-- Certificate.

7. FIREFIGHTER OF THE Y EAR — Certificate, plague and ribbon

9. CIVILIAN CITATION -- Certificate.




302.00 Corrective Action

Pagelof 5

Last Issued / Revised: 88/04/2003, 04/30/2013

CORRECTIVE ACTION/DISCIPLINARYPROCESS

BACKGROUND

The Sunrise Fire-Rescue Department will use progressive corrective action in order to
create awillingness to conform to departmental standards and instill the dedication and
perseverance expected of all personnel.

Progressive corrective action process will be utilized for dealing with job-related
behavior/performance that does not meet expected outcomes. The primary purpose for
corrective action isto assist the employee in understanding that either a performance
problem or an opportunity for improvement exists. The process features increasingly
formal efforts to address the problem or opportunity at hand. When appropriately
applied, the progressive corrective action process can actually be a positive action, not a
negative one. It should build employee confidence and ability.

POLICY

The Sunrise Fire-Rescue Department is committed to providing services that are fair,
effective, and impartially applied. Fire-Rescue Department members are subject to the
highest standards of conduct and will respect the rights of all other members and citizens.
The ultimate objective of every member will be the voluntary compliance with
department standards in addition to the moral obligation to perform their duties to the
best of their ability. Any department member who does not adhere to these standards of
conduct, either through deliberate action or negligence, will be subject to corrective
action.

The Fire-Rescue Department will accept and investigate complaints of employee
misconduct from any citizen, public official or another member.

COMPLIANCE

All Fire-Rescue Department personnel are responsible for complying with all
Departmental directives, including, but not limited to, City Ordinances, OPM’s,
Administrative Bulletins, General Orders, and Departmental Operating Protocols.
Supervisory personnel are responsible for the enforcement of al departmental directives.
Violations of these directives by any department member may result in corrective action.
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This policy establishes procedures for the implementation of the Corrective Action
Process. There are three steps in the Corrective Action Process; Coaching, Counseling,
Formal Administrative Process.

Each incident will be handled on an individual basis and all extenuating circumstances
will be taken into consideration. Infractions or problems should generally be resolved, if
possible, at the lowest level possible in the chain of command through the Corrective
Action Process.

Corrective Action Process — (Informal Process)

The corrective action processis used during employees annual evaluation or when a
deficiency or opportunity for improvement exists to help resolve day-to-day issues,
attitude/behavior issues, and under performance. Coaching should be the primary method
to focus on corrective modification. However, some situations may require aplan to
guide the employee and supervisor through a more structured process, the Counseling
Process.

Coaching: (Process between subordinate and supervisor)

Coaching is a measure taken by a supervisor when necessary to improve or
modify an employee's performance. Coaching is not considered disciplinary
action. This should be the daily interaction between the subordinate and the
supervisor to correct or modify a behavior.

Coaching is the foundation of training. Coaching itself can be progressive, one or
more interactions between subordinate and supervisor may resolve or modify the
behavior. Repeated coaching lends itself to be understood that more or additional
training and or effort is needed, therefore making it progressive. Coaching that
requires additional effort should be documented in the FRMS as training.

Counseling: (Process between subordinate and supervisor, along with Battalion Chief)
Coaching should be the focus of behavior modification. However, some situations
may require awritten plan to better guide the employee and supervisor through a
more structured process. This type of informal processesis counseling. Like
coaching counseling is not considered discipline. It is merely a progressive
process that is grounded in awritten plan.
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To establish awritten plan all parties will meet together to create awritten plan. A
written plan will have several components. Statement of the problem or issue that
needs modification; what actions need to be modified or changed to be successful;
and atimeline.

1) Statement of the problem, all parties should agree on the most
concise and actual issue to the point.

2) List actions are needed to modify/change behavior or performance
to be successful. What are we going to do to fix it? These statements are
written in the positive. The parties will develop tasks with successful
completion points.

3) A timeline needs to be established. Timelines tend to keep
processes on track. Employees and supervisors need to know thereis an
end. Timelines are adecided by all parties, and rarely exceed beyond 90
days.

Counseling reports shall provide a complete and accurate account of the written
plan. The report should include any supporting documentation known (training
records). The counseling report will be signed by the officer and Battalion Chief
presenting the report to the individual. All reports will become official fire
department record.

Failure to achieve the specific actions identified within the agreed upon timeline
may lead to the Formal Administrative Process.

Immediate Action

An employee may be immediately restricted from duty if, in the opinion of the
Battalion Chief, the employee is physically or mentally impaired, or the saf ety
and well-being of on-duty personnel or the public isjeopardized to the point that
the primary mission of the Fire-Rescue Department could become compromised
by the actions of the impaired member. Restricted from duty, means that the
individual employee is removed from their vehicle assignment and temporarily
assigned to non-operational duties. The Fire Chief, or in his absence, the Deputy
Fire Chief or designee, will be notified of this situation immediately. The Fire
Chief, or designee, will make an appropriate determination as to the status of the
employee. The removal from duty status of a member of the Department, by the
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Battalion Chief, will require that a comprehensive report of the incident be
forwarded to the Fire Chief from the Battalion Chief as soon as reasonably
possible

FORMAL ADMINISTRATIVE PROCESS:

The formal process will adhere to the F.S. 112.80, known as the “Firefighter Bill of
Rights’.

There are three step to the formal process; Informal inquiry “ Fact Finding” , Formal
investigation, Administrative proceeding “pre-determination”.

Waeaingarten Rights

Employees have Weingarten rights only during investigatory interviews. An investigatory
interview occurs when a supervisor questions an employee to obtain information which
could be used as abasis for discipline or asks an employee to defend his or her conduct.

If an employee has a reasonabl e belief that discipline or other adverse consequences may
result from what he or she says, the employee has the right to request union
representation. Management is not required to inform the employee of his’her Weingarten
rights; it is the employees' responsibility to know and request.

When the employee makes the request for a union representative to be present
management has two options:

(1) Stop questioning until the representative arrives.
(2) Cdl off theinterview

“Informal inquiry” means a meeting by the Fire Chief or designee with afirefighter about
whom an allegation of misconduct has come to the attention, the purpose of which
meeting is to mediate a complaint or discuss the facts to determine whether aformal
investigation should be commenced. Not all insistences require an Informal Inquiry. This
ismerely abrief discussion to determine if aFormal Investigation is needed. Weingarten

Rights apply.
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Results from the Informal Inquiry will either recommend the item return to the process,
or proceed to a Formal Investigation.

“Formal investigation” means the process of investigation ordered by Fire Chief or
designee, for the purpose of gathering evidence of misconduct. Weingarten Rights apply.

Results from the Formal Investigation will either determine if there isinsufficient
evidence to charge the employee, or in fact charges are recommended. If charges are
recommended, the item will proceed to the Administrative proceeding. These proceeding
will be conducted by Fire Chief or designee. Notes from the meeting will be provided to
the employee, unless declined or waived.

“ Administrative proceeding” means any non-judicial hearing which may result in the
recommendation, approval or order of disciplinary action including suspension or
discharge of afirefighter. These proceeding will be conducted by the Fire Chief. Asa
result of the Administrative Proceed, the fire chief will issue a“Discharge of Discipline
to the employee.

Discharge of Discipline

The Discharge of disciplineis based on severity, frequency and in general progressivein
nature. In most case, Verbal reprimand, written reprimand and suspension, demotion and
termination will be considered. All discipline will be consistent with City Ordinance
Articlel, Section 10.2.

M edical/patient issues

Since medicineis the applied practice of science, it is necessary to conduct quality review
that involves HIPPA protected PHI and the need to review and discuss with personnel to
improve quality. Therefore, quality assurance reviews of medical/patient issues are
handled in compliance with F.S. 401.425. Should the medical review process determine
on cursory review the item can go through an Informal Process, that process will be
handled the same. If the event requires a Formal Process, the quality review will stop and
item will be forwarded to Formal Process review. Information gathered from the quality
review will not be part of the formal process.
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LATENESS/AWOL

In an effort to maintain adequate staffing and reduce unnecessary overtime situations,
occurrences of Latenesss AWOL will result in the following immediate action to be taken
by the Shift Commander. This policy should assist in allowing employees the
opportunity to explain their behavior before any possible disciplinary action is taken.
Lateness as defined in OPM 300.11 (Leave Documentation, Procedure for Calling in
Unscheduled Leave) and AWOL as defined in OPM 300.05 (Rules of Conduct,
Reporting for Duty).

All documentation will be forwarded to the Operations Division Chief (or designee) for
investigation and processing.
1 Interim coverage for the AWOL employee must be assured.

2. An attempt will be made to locate the individual employee and determine the
reason for their AWOL.

3. If possible, the employee will be directed to report for duty immediately.

4, Appropriate paperwork documenting the AWOL will be prepared and will note
the time the employee arrived for duty.

5. Should contact and/or reporting to duty not be possible, appropriate coverage will
be maintained as per the existing policy.
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Citizen Complaints

PURPOSE:

To maintain a high level of public confidence and trust in Fire Department services,
complaints shall be investigated and responded to as quickly and thoroughly as
possible.

POLICY:

This policy shall be followed for all complaints lodged against any employee of the
Sunrise Fire Rescue department. All complaints concerning the Fire Department or any
of its employees will be investigated by the Administrative Deputy Chief and a log of
these complaints will be maintained for a period of 1 year. At the conclusion of the
investigation a response may, at the discretion of the Fire Chief, be provided to the
complainant if requested. Citizens complaining anonymously will be advised that we
cannot react to anonymous complaints. However, the Department may investigate any
complaint, regardless of the source.

PROCEDURE:

Any individual, upon receipt of a complaint, whether in writing, phone call, on scene or in
person, shall gather and forward the information to the Administrative Deputy Fire Chief
within three (3) business days in written form either by e-mail or by memo and will be
signed by the individual forwarding the information. The Fire Chief's Office shall enter it
into the Complaint Tracking Log.

The following information shall be obtained from the person making the complaint:

Nature/Description of the complaint
Location of incident, date and time
Names of employee(s) or unit (s) involved
Contact phone number and address
Name of complainant and any witness

aprwbde

Within 5 calendar days of notification of the complaint, notification will be sent to the
complainant from the Fire Chief or his/her designee, acknowledging receipt of the
complaint. The investigation shall be completed in accordance with the OPM 302.00
“Corrective Actions” procedure with a recommendation for appropriate action. The Fire
Chief will review the facts and recommendation(s), and make the final decision on follow
up action(s).
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APPARATUS MAINTENANCE PROCEDURES

Maintenance of Department Vehicles

Daily Check-out of Emergency Apparatus

Each of the various types of emergency apparatus has a specific daily checkout sheet.
Thisform must be completed each shift for al vehicles. The Hazardous
Materials/Special Operations truck, however, in addition to adaily mechanical checkout,
has a checklist which spans an entire week. A part of this checklist is assigned to each
day of the week and must be completed accordingly by the Haz Mat/Special Ops
personnel on duty at the station. The Dive-Rescue vehicle, in addition to adaily
mechanical checkout, shall have its equipment checkout sheet completed every Saturday.

Completed checkout sheets should be reviewed by the Station Lieutenant for items which
require immediate attention such as safety items, severe leaks of air or fluids, no
headlights, etc. The Logistics Officer and/or City Garage should be contacted for
situations requiring immediate attention. Completed checkout sheets should then be
routed to the Logistics Officers with the exception of the Haz Mat Check-Out, which is
forwarded to the Haz Mat Coordinator and the Dive Check-Out, which is forwarded to
the Dive Team Coordinator.

Fire Pump Check-Out

Any and all in-service apparatus equipped with afire pump shall have the pump operated
during the daily checkout procedure. The pump pressure shall be raised to approximately
150 PSI (the primer operated), and the relief valve/pressure governor tested for

operability daily. Oil-less primers operated 3 to 5 minutes. Oil primers 30 — 60 seconds.

Aerial Device Check-Out

Any and all SFRD in-service apparatus equipped with an aerial ladder/device shall be
operated daily during the checkout procedure. The ladder shall be raised, extended and
rotated. Hydraulic reservoir levels shall be checked visualy.
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Generator/HRT Power Packs

Any and al SFRD in-service apparatus equipped with on-board generators, portable
generators, and hydraulic rescue tool (HRT) power packs, shall have each started and
operated daily, and where applicable, fuel levels checked. Let run 3-5 minutes. All saws
should be started and run, fluids checked.

Fuel Levels

Thefue levelsin al SFRD vehicles shall be maintained at the 3/4 level or more at al
times.

Thefuel levelsin al SFRD gas-powered tools, generators, power packs, etc. shall be full
when stored on the apparatus.

Staff Vehicles

Any and all vehicles assigned to staff members, inspectors or other members assigned to
days, shall be checked on aregular basis for proper fluid levels, proper tire inflation and
proper operation of al lights, windshield wipers, horns, emergency warning systems, and
tread wear.

Additionally, operators of Staff vehicles are responsible for ensuring that the vehicleis
kept clean - inside and out.

Apparatus Field Days

Field days, during which the various apparatus of SFRD shall be cleaned and maintained
in greater detail, will be scheduled for each Sunday morning. Engines, rescues and aerial
ladders shall have two aternating schedul es of maintenance that are predetermined and
routinely assigned on the Monthly Activity Schedule. The Haz Mat and Dive truck shall
have separate schedul es.

These maintenance schedul es and the objectives to be accomplished are as follows:

SCHEDULE A

Engine, Ladder and Rescues

o] Sweep out all compartments
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Wipe all hand tools
L ubricate compartment door locks and latches (WD40 or equivalent)
Check and lubricate fire extinguisher brackets
Wipe down dashboard and all cab interior surfaces*
Sweep cab floors
Wash unit
Armoral tires
Do Not Armoral steering wheel, seats, brake or accelerator
o] Wash and wax entire unit

*O O OOO0OO0Oo

SCHEDULE B

Engine and Ladder

o] Connect pump to hydrant

o] All PIRV valves or intake stortz connections will be removed, screens behind
these appliances will be removed, plumbing inside scraped with spanner wrench
and wire brush, particles removed and not allowed to travel inside pump

Pump water through discharges

At least one gate should have a nozzle attached and flowed to 150 PS]

Back flush pump

Operate relief valve

L ubricate discharge handles and drains where necessary with white lithium or
grease gun

o] Lubricate front suction butterfly of applicable wye

o] Check deluge gun(s) for operability and ease of motion, lubricate with WD40 as

o 0O O0OO0Oo

necessary

o] Check and lubricate deluge hold-down clamps

o] Check deluge gauge for readability

o] Check and lubricate with WD40, where necessary, al ladder and hard suction

bracket clamps
o] Check ladder halyard for fraying, etc.

Aeria Ladder Device

Check aerial ladder for crack in structura members and welds

Check cables for wear and tear, tension, etc.

Check Nylatron blocks for wear and tear; lubricate per Driver's manual

Flow water through water-way; |ubricate water-way and ladder as necessary per
E-One manual

Check emergency power switch

© O 0O

(@)
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o] Check override switches

o] L ubricate outriggers as necessary per Driver/Operator manual
o] Rotate and extend aerial

Rescue

o] Spray a mild degreasing solution onto the A/C intake fans |ocated under vehicle
on the step side (358, 359, 360, 362, 373, 374 & 375)

Rinse with hose once solutions have been alowed to work for 5 minutes

Wipe counter top, cabinet doors, etc. with disinfectant (Virahol)

Mop interior floor with light bleach (1:100) solution

Wipe down Lifepak casing with Virahol

Med Box - clean al trays and outside

Clean all suction units

Wipe down and disinfect all backboards

O O0OO0OO0OO0OO0OO0o

In an effort to enhance existing procedures dealing with vehicle repairs, the following
revised procedure shall take effect.

1 Three-part Vehicle Repair Form(s) will be utilized when requesting
repairsto vehicles. Thisform must be completed with sufficient detail to
allow repair/requests to be effectively provided in atimely manner.

A. The front (white) copy and the attached middle (yellow) copy will
be placed on the provided binder and kept in each vehicle. The
middle (yellow) copy will eventually become arecord for the city
garage and will be removed upon completion of repairs.

The back (pink) copy will be forwarded through proper channels to
the Logistics Division.

2. All completed Vehicle Repair Forms shall be faxed to the city garage
(954-749-4078) and Sunrise Fire Rescue Logistics (954-746-3455)
immediately upon completion. Thiswill allow all ordersfor work to be
closely monitored and coordinated between the departments.

This procedure will reduce delay from the time that repairs become
needed until the city garage receives thisinformation. All pertinent
information will be immediately placed in the unit binder and will be
available to the mechanics as soon as the vehicle arrives at the garage.
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Binders should be |eft on the driver's seat upon entry into First Vehicle
Services and upon exit from First Vehicle Services.

As repairs are made, the mechanics will check off all items repaired thus
allowing Fire Department personnel to confirm and verify that appropriate
repairs were completed. It isimperative that Fire Department personnel
receiving the repaired vehicle take the time to confirm that repairs were
made. At this point in the process, the white copy will be available in the
vehicle binder and can serve as a reference of which repairs were made.
Once dl repairs from avehicle repair form are compl eted, the white copy
can be sent to Logistics to insure continuity of paperwork.

All vehicles taken to the City garage for repair will be taken to the City
Garage compound. Vehiclesrequiring repair should not be left outside the
compound regardless of the time of day. All vehicle keys should be given
directly to an attendant in the garage office or, placed in the garage office
“drop box”.

There are at times, situations dictating that units report to the City garage
for immediate repairs without going “out of service”. These may include
safety repairs and “quick fixes’. During such occurrencesit isimperative
that unit personnel report to the city garage supervisor on duty. Under no
circumstances are fire department personnel to request repairs/consultation
from mechanic personnel in the repair yard.

Once repairs are completed, the Fire-Rescue Department will be
contacted. At thispoint, the vehicleis ready for service.

All requests for repair must be properly documented, in sufficient detail,
in order to facilitate immediate repair.
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Station Duties

At no time shall any person make alterations or modifications to any fire station, fire
department vehicle or fire department equipment without the written permission of the
Fire Chief, or designee. Such prohibited activities may include, but are not limited to,
running telephone and cable lines, hanging of pictures, artwork, etc. and the drilling,
cutting or breaching of any structural or electrica component. This policy obviously
includes computer programs, computer bulletin board access/online services or any
modification unless operationally necessary and approved.

Any request for modification, etc. shall be submitted, in writing, to the Fire Chief for
approval. Upon approval, specific directives, suppliesor logistical arrangements will be
supplied to insure proper completion of the project. Absolutely no work isto be initiated
prior to written approval. Also, all personnel are reminded that department equipment is
for official use only.

Maintenance of Fire Rescue Facilities

In addition to the daily upkeep and cleaning that commonly occurs, the station shall be
divided into specific areas, along with corresponding days each week. On the designated
days, these areas will be thoroughly cleaned. Extratime should be spent to perform
functions that are not completed on adaily basis. Such activities may include extensive
cleaning of windows, bays, patios, walkways and the exterior, as well as other items that
may arise. The Department will not utilize shift/non-shift employees for maintenance of
lawns and shrubbery at fire stations or other City buildings.

It isthe responsibility of the Station Officer to insure this schedule is adhered to and
completed routinely. The Battalion Chief shall regularly inspect the facilities and
apparatus to monitor compliance with this program.

The following is a breakdown of assignments to be completed by all Stations on adaily
basis.

1. Sunday: Apparatus Day; which will include back flushing of pumps, removing
equipment from compartments, and cleaning both compartments and equipment
as necessary. The cab areawill aso be cleaned and windows washed. The vehicle
will be washed thoroughly. Rescue units will have their interior and exterior
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compartments emptied and cleaned. The patient areawill be wiped down with a
10 % bleach solution or disinfectant and the floor mopped. The cab areawill also
be cleaned windows washed and the exterior thoroughly washed. Reserve
suppression apparatus assigned to the station will have their pumps back flushed
and all reserve apparatus will be washed thoroughly.

2. Monday: Kitchen Day; including the cleaning of all kitchen storage aress,
cabinets, stove, oven, hood filters. The on duty shift conducting the field day will
empty and clean its refrigerator, etc. The hood filters should be removed and
cleaned with a degreaser.

3. Tuesday: Bathroom Day; includes the cleaning of all toilets, sinks, showers,
locker rooms and laundry areas. The tops of lockers will be dusted and the floors
in both areas swept and mopped.

4. Wednesday: Dormitory Day; dormitory common areas and weight room will be
thoroughly dusted, floors will be swept or vacuumed and mopped where
appropriate.

5. Thursday: Lobby & Office Day; Watch and Lieutenants Offices, Lobbies,
Station 92 classroom, adjacent hallway and common areas. These areas will be
thoroughly dusted, the floors will be swept and mopped. These areas will be free
of any clutter and kept in a neat and orderly fashion.

6. Friday: Living Area Day; Dining and Day Rooms, will be thoroughly dusted,
floors will be swept and mopped and free of any clutter. The courtyard and patio
areas will be hosed down. Patio furniture will be wiped down and the barbecue
grill will be cleaned. If the station has a hood system in this area, it will also be
cleaned with degreaser

7. Saturday: Apparatus Bay Day; all apparatus should be removed from the station
and the bay floors hosed out and scrubbed with degreaser. Bunker gear racks
straightened and all Bunker gear stored neatly, and any cobwebs removed. Loose
hose should be placed on hose racks, and all other equipment should be stored in
their proper location. All Storage, Mechanical, Bunker gear, Medical, Generator,
Electrical rooms, and aprons, and should be cleaned and hosed out if needed. The
exterior grounds of the station should be policed for debris and liter.

Bi Annual Cleaning:

In addition to the daily field days the Department will incorporate a Bi Annual Cleaning
policy which will occur during the months of January and July. This Summer and Winter
schedule will provide athrough cleaning and maintenance of al Fire Stations and will
include.

1. Thewashing of all windows inside and those outside that can be reached without
the aid of aladder.
2. All furniture will be moved and the floors swept and mopped or vacuumed.
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3. All refrigerators will be pulled out the floors swept and mopped.

4. Patio furniture will be hosed down and scrubbed with soap and water.

5. All bays, stairwells, pole wells, and other areas will be cleaned of all cob webs.
Fire pole will be polished. (care should be used not to wet electrical fixtures or
openings).

6. All A/C intake and exhaust vents, and plenum grills will be dusted and cleaned.

Maintenance of Administrative Facilities

All personnel assigned to administrative facilities, including P.S.C., Dispatch Center or
other designated locations, are expected to keep their respective work areas clean and
neat at al times. All work areas shall be free of clutter, maintaining a professional
appearance. It istheresponsibility of the Support Services Division Chief to perform
routine inspections and insure compliance.
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VEHICLE OPERATIONS

VEHICLE PARKING

Apparatus, rescue vehicles, fire engines and the ladder truck will be parked in the bay
areas whenever possible to prevent damage to equipment and supplies.

The prolonged running of the apparatus in the bay can be dangerous due to the
accumulation of exhaust fumes. Vehicle checkouts should be conducted on the station

apron.

When parking emergency vehicles during non-emergency situations, personnel should
position the apparatus in a manner as to facilitate a quick and safe response. This
includes backing apparatus into spaces and parking at locations remote from vehicular
and pedestrian traffic. Vehicles shall not be parked in areas designated as Fire Lanes, or
other locations officially marked and designated as non-parking areas.

SAFE BACKING PRACTICE

When backing any Fire-Rescue vehicle, the unit’s warning lights shall be used to caution
civilian traffic. At all timeswhen staffing permits, as the emergency vehicleis being
backed up, the following steps are to be adhered to:

The Officer’s and Driver’s Responsibilities

1. The Officer isresponsible for the safe operation of the vehicle and its personnel.

2. The Officer isresponsible for following and enforcing this policy. In this case —
deploying spotters when backing up or as necessary to allow the safe movement
of the vehicle.

3. TheDriver isin control of the vehicle and therefore responsible for its movement.
He/she should not move the vehicle until directed by the Officer and when the
spotter has been deployed in a backing up situation.

4. If the Driver loses sight of the spotter, he/she shall stop the vehicle until they are
back in hig/her sight.

5. If a any timethe driver feels that the situation is not safe, he/she should stop the
vehicle until the situation is corrected. This may mean getting out and physically
walking around the vehicle and down the road to where the vehicle is headed.
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The Spotter’s Responsibility

=

The spotter is responsible for directing the driver while backing up the vehicle.

2. The spotter needs to be constantly aware of the surroundings while performing
this function.

3. The spotter needs to be constantly looking and listening for other vehicles and
people that may enter the path of the vehicle that is backing up.

4. The spotter must either stop the oncoming hazard or stop the vehicle being backed

up.

The spotter must be aware of objects and direct the driver safely around them.

The spotter must not only look at the ground level obstructions, but also LOOK

UP for overhead hazards. Thisis especially important when backing aeria

devices.

7. The spotter shall maintain visua contact with the driver at all times. Thisrequires
the spotter remain in the line of sight of the mirrors at al times and must stand at
a safe distance from the rear of the vehicle (not on the tailboard).

8. At night the spotter shall use aflashlight to help the driver see them, the spotter
shall also wear atraffic vest or bunker coat. Never point the flashlight directly in
the mirror of the driver.

9. The spotter shall use hand signalsto direct the driver. The hand signals should be
exaggerated so that the driver is clear on the direction.

10. In congested or tight areas, more than one spotter may be necessary.

Consideration should be given to placing one spotter at the rear and one at the

front in these areas especially when moving aeria apparatus.

o U

VEHICLES OFF ROAD

At no time should any apparatus be driven off any hardened or paved roadway.

ON-BOARD GENERATORS AND AIR CONDITIONERS

Vehicle operators are to assure that al generators and air conditioners are off prior to
starting avehicle. The practice of starting vehicles under the load of either a generator or
an air conditioner is damaging to the electrical system aswell as the generator or air
conditioner.

Similarly, electrical accessories, lights, fans, etc. should be turned off prior to starting or
shutting off the vehicle.
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USE OF TRAFFIC CONTROL DEVICES

Personnel shall utilize emergency traffic signals when exiting fire stations for emergency
responses wherever available and applicable to the response.

TAKE HOME VEHICLES

City vehicles are for use only for official business and for the employee' s transportation
directly to and from work.

Take home vehicles are assigned to personnel at the Fire Chief’s discretion.

Passengers other than City employees (unless authorized by an appropriate supervisor)
are not permitted in take home vehicles.

All traffic incidents (tickets, accidents, etc.) must be immediately reported to an on-duty
Battalion Chief. The Battalion Chief will initiate an investigation, if necessary.

Use of alcohol while operating atake home vehicleis strictly prohibited. Transporting
alcohol in atake home vehicleis not permitted.
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DAILY ACTIVITY SCHEDULE

The execution of the daily activity schedule shall be the responsibility of the Station
Officers, under the approval of the Shift Commander. Because of the nature of the
associated responsibilities on the personnel, an exact schedule cannot be practical. Itis
however, necessary to insure that specific activities are consistently carried out during the
duration of each and every shift. Shift personnel are expected to perform housekeeping
dutiesin and around fire stations. Routine policing for trash and other forms of debrisin
fire station parking lots and other exterior areas of the fire station is expected. Routine
upkeep of Fire-Rescue equipment and apparatusisincluded. The Department will not
normally require shift/non-shift personnel to perform major repairsto City buildings and
properties.

Station Officers are to insure the following activities are consistently completed. This
does not limit the Station Officer from completing additional assigned tasks as
determined by the Fire Chief (or designee) or from demonstrating initiative in conducting
activities consistent with the Department Mission.

1. Delivery of emergency services.

2. Shift change with line-up.

3. Vehicle and equipment check.

4. Vehicle, equipment, and facilities maintenance.
5. Pre-scheduled training.

6. Company leve training.

7. Special details and events.

8. Physical training.
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OPERATIONAL STATE OF READINESS

In order to maximize appropriate protection for our community, the non-emergency
movement of units will be closely monitored. Units shall strive to conduct
non-emergency movement only when necessary, taking into consideration the current
level of citywide activity. The purpose of this policy is to assure the best possible
deployment of resources at any given time. Ongoing monitoring of system activity by all
personnel will provide that ability.

Therefore, the following procedure shall be in place with regard to non-emergency
movement of fire-rescue units.

This policy shal apply to all field units, specifically ALS engines, rescues, ladders, and
specialized units such as dive and hazardous materials units. For purposes of this policy,
the primary station district for al units shall be the station to which the unit is assigned.

Movement of Units Within Their Primary Station Response Area

Station Officers shall be responsible for all units assigned to their station. Accordingly,
unit movement within the district shall be alowed with the permission of the Station
Officer. Units shall obtain the approval of the Station Officer before conducting, or
modifying, non-emergency movement within the district. Station Officers are not
permitted to provide 'blanket’ permission for such movement. Station Officers shall
know, with a reasonable degree of certainty, the location and purpose of movement by
units under their command.

Movement of Units Outside Their Primary Station Response Area

The on-duty Battalion Chief shall be responsible for al non-emergency unit movement
when that movement occurs across district boundaries. Units shall obtain permission
from the Battalion Chief for such movement if such movement is outside their primary
station district. In addition, units shall assure that their station officer is aware of such
movement as well.

Under normal conditions, no district shall be vacant of all of the primary response units
assigned to it. At least one unit must remain in its designated district at all times, except
for active incidents. If it is necessary that more then one unit from a district may have to
be placed out of district for a scheduled event, prior approval from the Battalion Chief
must be obtai ned.
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Mesetings, training sessions, details or other out-of-district activities shall be conducted in
such amanner as to support the objectives of this policy.

If the Battalion Chief is unavailable for consultation (i.e., managing an incident in a
different part of the City) and movement outside of the primary district is essential, the
unit shall first obtain permission from the Station Officer and then check with dispatch to
determine if such movement can be accomplished without adversely impacting Citywide
protection. However, units shall minimize the need to conduct such movement when the
Battalion Chief is unavailable to review the request.

Fuel Levels

Company officers, Driver/Operators, Rescue Lieutenants or other persons responsible for
avehicle, shall be constantly aware of fuel levels. A minimum capacity of three-quarters
(3/4) of atank of fuel shall be maintained while in pre-deployment status. To maintain
these fuel levels, units shall refuel when returning from calls, training or details, keeping
in mind the coverage and deployment standards of this policy.

Reserve and/or un-staffed apparatus will adhere to the same fuel requirements as in-
service equipment. Thisshall be the responsibility of the respective station officers.

Personnel Readiness

All personnel shall be aware of the potential to respond to various forms of emergencies
immediately upon assuming duty and at all times during the assigned shift. Specific
attention shall be given to monitoring radios and telephones for incoming alarms and
persons seeking aid/assistance at the fire stations.

All personnel shall insure that assigned/required equipment is readily prepared for usein
proper condition in order to minimize turnout time while in quarters or on assignment.

Turnout time for all personnel and units should not exceed sixty (60) seconds, under
normal conditions. Battalion Chiefs are responsible for insuring that the target time is
met. Station Officers shall immediately report potential delays in reaction time to the
Battalion Chief.
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Purpose

The purpose of this policy isto create greater accountability for the transferring of

information among personnel on adaily basis. The policy aso streamlines the amount of

paperwork that is generated daily by each station.

The Daily Station Report is athree-part form, which incorporates al of the pertinent

payroll information on the top half of each sheet, while the bottom half of the form
contains information related to station, shift and vehicle activities. The top half of the
Daily Station Report shall also be considered the Daily Time Sheet as referenced in OPM
300.12. Thefields of the first page are as follows and should be filled out as such.

1.

2.

3.

7.

8.

9.

Shift: The shift working (i.e. A, B, C)
Day: The day of the week
Date: Today’s date

Station: The Station number for which report is being generated. “PSC”
will be used for B39/EM S39

Officer: Name of officer responsible for that station.

Employee Name: Name of employee reporting for duty

Employee Signature: The signature of employee reporting for duty
Time in: The time that employee reported for duty

Time out: Thetime that employeeisrelieved of duty

10. Total Hrs: The total number of hours worked that shift

11. OT Hrs: The number of overtime hours worked by an employee. (e.g. if

an employeeis held over for 1 hour then 1 would be entered in this field)
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12. OT Auth: Theinitials of the officer authorizing the overtime (Note:
overtime lasting more than two hours requires an overtime authorization

form)

13. Time Exchange For: Name of employee filling in for another employee

(if applicable).

14. OOC: Out of Classfield: If during the shift an employee is bumped up to
aposition or rank above that which they currently hold they areto circle

the appropriate class which they are assuming.

15. OOC Hrs: Enter the total number of hours an employee has been assigned
to working “Out of Class”.

16. Payroll Comments: Are comments reserved to justify Overtime. (e.g.
FF' s Jones and Smith held over dueto Log NO. ###)

17. Officer in Charge’s Signature: The Engine Company Officer will be the
Officer in Charge and their signature is required.

The bottom half of the second and third page has an area called the Daily Officer Report.
The Officer in Charge isto enter information accordingly. There are atotal of four sections
to this half of the form and the Officer in Charge shall complete these sections on adaily

basis.

It will be the Officer in Charge who is responsible for all phases and components of their
Station’ s performance and activities. They will assure that all OPM’s, General Orders, and
other procedures will be strictly enforced and adhered to. For purposes of this policy, when
multiple officers are assigned to a station the Officer in Charge (or Station Officer) will be

the Officer functioning as the Engine Company Officer.
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Thefirst area has 12 fields that serve as a checklist for Officers to use in highlighting the

days activities. Within the 12 field areas are six bolded categories, that when checked,

require additional information to be added to the bottom of the report in the blank space

area.

Section One:

1.

Safety: The Officer has assured a brief check of all personnel PPE equipment
(Bunker gear, helmets, gloves, etc.), SCBA and all other safety equipment carried
on apparatus. Further, appropriate use of safety equipment and procedures were
used throughout the shift. Any safety issues/problems should be noted in the
comments; likewiseif the shift had no issues or problems this too should be
noted.

Review of Information: Signifies that the Officer has reviewed with al station
personnel any new OPM, General Order or Administrative Bulletin that was

recently issued.

Vehicles Clean: Denotes that all apparatus have been cleaned and are
operationally ready for the relief companies.

Station Duties: Denotes that station field day duties have been completed per
OPM 303.02 (Station Duties) and the station has been prepared for shift change.

Training Logged: All appropriate training was entered into the records system for
the shift.

Details Logged: To be checked anytime the station is detailed to a specia event
(i.e, flow test, Fire Prevention, Public Ed., and Show and Tells occurring in the
station). A brief description of the event is required.
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7. Incident Report: Means an incident has occurred requiring additional paperwork
to be generated. A brief description of the incident and paperwork completed shall
be noted.

8. Probation Evauation: The officer completed the necessary evauation forms for

any probationary firefighter assigned to them for the shift, if applicable.

9. Worker’s Comp: Anincident has occurred requiring a worker’s comp packet to
be filled out. A brief description shall be provided in the comments.

10. Work Orders: Checked for any station work order, vehicle repair form, or the
red tagging of any equipment, that was done. A brief description shall be provided

in comments.

11. Inventory: Checked on the assigned day when station inventories and benevolent

supplies have been compl eted.

12. Student Rider: Checked whenever there is a student rider riding in the station.
The name of the student and educational affiliation shall be entered in the blank

area of Section Three.

Section Two:
The second areaincludes four fields that mimic the older logbook and requires the entrance

of vehicle numbers and personnel assigned to those units for that day.
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Section Three:

Thethird areais ablank areafor entry of pertinent data, comments, or events that occur
during a shift. There are situations that will automatically necessitate information to be
entered in this area, such as checking of one of the six bolded categoriesin Section Two
above.

Information entered in this section shall be of sufficient detail to be clear and complete for
subsequent review by others. (i.e. “item red-tagged and sent to PSC for repair” or “FF Smith
injured on call #03-9999. Treated on-scene and sent to workers comp clinic.”

Section Four:

The signature line at the bottom of the page requires the signature of both the off-going and
on-coming Officersto indicate al pertinent information has been transferred. The signature
of the on-coming Officer denotes that they are accepting responsibility for the Station and

have been briefed of relevant information from the off-going shift.

Paperwork Flow:

Once the Daily Station Report has been completed, the flow of paper work will be as
follows: The top two pages will be removed and routed to the Public Safety Complex. The
bottom hard stock copy, furnished with athree-hole punch, will be placed in athreering
binder at the Station - this copy will act as the Station Log Book.
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The on-coming Battalion Chief will collect al of the Station Reports and separate page one
from page two. Page one will be forwarded for payroll processing. Page two will be reviewed
by the Battalion Chief to assure that all additional paperwork has accompanied the Daily
Station Report (i.e. comp packets, incident report, etc). Once this is completed the Battalion
Chief will place al of the Daily Station Reports in the off-going Battalion’ s box.

Battalion Chiefs will review their own shift reports for completeness and accuracy. Sign the
report in the lower right hand corner and place them by station into the appropriate three ring

binder that will be kept in the operations area of the Public Safety Complex.

All of the binders will be purged annually and archived at the Public Safety Complex.
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FIRE HOSE TESTING AND MAINTENANCE

PURPOSE

To establish standard guidelines for fire hose testing and maintenance; documentation
and reporting of test results, in accordance with recommendations set forth by the
National Fire Protection Association Standard 1962.

All City of Sunrise Fire-Rescue firefighting hose shall be inspected and service-tested
within 90 days prior to being placed in service for the first time and at least annually
thereafter. Fire hose, in service, and on apparatus, shall additionally be rotated twice
yearly. As part of the testing procedure, fire hose rotation will be included as part of this
process.

INTENT

All fire hose, whether on apparatus or in station storage will be inspected and pressure
tested annually.

RESPONSIBILITY

A. Battalion Chief of Logistics will assign hose testing and rotation schedules to
each Shift Battalion Chief prior to February 15™ of each year.

B. Shift Battalion Chiefs will monitor the hose testing program to ensure it is
completed before the end of March.

C. The second rotation of supply hose will occur during the month of September.
D. Company Officers will supervise the inspection and testing of hose.

ACCOUNTABILITY

A. Company officers will record test results for each length of hose assigned to
the station and unit on the Fire Rescue Hose Testing Form. The completed
forms shall be returned to the Logistics Division upon completion of testing.

B. Hose on which the engraved inventory numbers cannot be plainly read will be
re-etched. If the numbers are not readable, the Battalion Chief of Logistics
will be contacted to arrange for re-etching.

C. TheBattalion Chief of Logisticswill review all test results.
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D. All hose that fails the pressure test, or is otherwise defective, will be red
tagged by the company officer with the reason for removal from service
noted. The tag will be attached to each individual length of hose and the
Logistics Division will be contacted and arrange for the appropriate repairs to
be made.

PROCEDURE

A. Supply hose and attack hose shall be tested by taking the following steps:

1. A hose-testing machine shall be utilized, and positioned in the
most convenient configuration possible. The hose-testing machine
shall be thoroughly checked before commencing any service
testing session. It shall be additionally checked each time that it is
transported to a new testing site. The machine shall be carefully
examined for damaged components that might fail during the test.
If any damage is discovered, the hose-testing machine shall not be
used until the damaged component(s) is repaired or replaced. Such
damage shall be immediately reported to the Logistics Division for

repair.

2. Each length of hose to be tested simultaneously shall be of the
same service test pressure and, collectively, shall not exceed 300
feet. The hose test layout shall be straight, while lying flat,
without kinks or twists.

oeocepodopehalb e

3. The test layout shall be connected to the outlet side of the water
supply valve on the hose-testing machine. A test cap with a
bleeder valve shall be attached to the far end of each hose line in
the test layout. If atest cap is not available, a nozzle with a non-
twist shutoff shall be permitted to be used.

4, With the test cap valve or the nozzle open, the pressure shall be
raised gradually to 45-psi £ 5 psi. After the hose layout is full of
water, all the air in each hose line shall be exhausted by raising the
discharge end of each hose line above the highest point in the
system. The nozzle or test cap valve shal be closed slowly, and
then the outlet water supply valve shall be closed.



304.01 Fire Hose Testing and Maintenance

Page 3 of 5

Last Issued / Revised: 09/30/09

10.

11.

With the hose at 45-psi + 5 pdi, it shall be checked for leakage at
each coupling and the coupling tightened with a spanner wrench
where necessary. Each hose shall then be marked at the end or
back of each coupling to determine, after the hose has been
drained, if the coupling has slipped during the test. Utilizing a
black marker pen on the hose surface where the coupling and hose
meet will facilitate marking of the hose.

All personnel other than those persons required to perform the
remainder of the procedure shall clear the area.

The pressure shall be raised slowly at arate not greater than 15 psi
per second until the service pressure is attained and then
maintained, by pressure boosts if necessary, for the duration of the
stabilization period. The stabilization period shall be not less than
1 minute per 100 ft of hose in the test layout.

After the stabilization period, the hose layout shall hold the service
test pressure for 35 minutes without further pressure boosts.

(Step 9 or 10)

Fire hose manufactured in July 1987 and after: The service test
pressure for fire hose manufactured in July 1987 and after is
stenciled on each length of hose and reads “ Service Test to . . . PS|
per NFPA 1962.”

Fire hose manufactured prior to July 1987: The service test
pressure for fire hose manufactured prior to July 1987 is as
follows:

a 137 - 250- 300 psi
b. 27 - 250 300 psi
C 4 200 psi
d 5" - 200 psi

While the hose test layout is at the service test pressure, it shall be
inspected hose for leaks. The inspecting personnel shall walk the
test layout at a distance no closer than 15 ft. to the left side of the
nearest hose line in the test layout. The left side of the hose line
shall be defined as that side that is to the left when facing the free
end from the pressure source. Personnel shall never stand in front
of the free end of the hose; on the right side of the hose; closer than
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15 ft. on the left side of the hose; or straddle a hose in the test
layout during the test.

12. If the hose test layout does not hold the service test pressure for the
35-minute duration, the service test shall be terminated and the
length(s) of hose that leaked shall have failed the test. The test
layout shall be drained and the defective hose removed from the
test layout. The service test shall be restarted beginning with step
3.

13.  After 35 minutes at the service test pressure, each test cap or
nozzle shall be slowly opened to drain the test layout.

14.  The marks placed on the hose at the back of the couplings shall be
observed for coupling slippage. If the coupling has dlipped, the
hose shall have failed the test.

SAFETY PRECAUTIONS

A

E.

. Do not stand near or over couplings.

Do not straddle hose.

Be aert for sudden ruptures.

. Personnel attending hose lines must wear helmet, eye protection, and gloves.

Observe all general safety rules.

GENERAL HOSE CARE AND MAINTENANCE

A.

After testing, all hose shall be thoroughly cleaned, drained, and dried
before being placed in service or storage.

Hose shall be removed from the apparatus and reloaded so that the folds
occur at different positions with sufficient frequency to prevent permanent
folds setting in the lining (rotate the hose).

Dirty fire hose must be cleaned with water and swept with a broom to
clean.
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D. A mild detergent solution and scrub brush should be used on fire hose that
isoily or greasy.

E. Cleaned hose must be thoroughly rinsed and dried.

F. When loading supply hose, there should not be any flipped couplings. To
accomplish this, use a*“dutchman” to insure all straight pulls of hose.

All new hose placed in service after October 1, 1998 shall be marked asfollows. An
inventory control number shall be engraved into the female coupling of all threaded hose
and shall be engraved into one of the two storz couplings on large diameter hose (LDH).
The inventory control number shall consist of the following components:

First two digits — year of purchase

Third digit - Size of hose rounded to lowest full inch

15 = 1 y = 4
1.75 = 1 5 = 5
25 = 2
3 = 3

Last three digits — a sequential, three digit ID number for each length of hose
purchased in that year.

EXAMPLES:
- Engraved as 993001
A length of 1.75” hose purchased in 1998
Engraved as 981107
A length of 5" hose purchased in 2000
Engraved as 005017

The Logistics Division shall be responsible for maintaining hose inventory records. Any
problems with markings, damaged hose, etc. shall be referred to the Logistics Division.
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COMPANY LEVEL TRAINING PROGRAM

The following establishes policy and procedures for the Company Training Program of
the Sunrise Fire-Rescue Department. Program purpose and responsibility will be set
forth, as well as specific responsibilities for each position involved in the program.

PURPOSE
The purpose of the Company Training Program is to provide each member of the Sunrise
Fire-Rescue Department, Operations Division, with the opportunity to increase and

maintain their knowledge and skills in areas which pertain to daily duties.

RESPONSIBILITIES

A. Company Officers* - are responsible for completing the training assigned to a
station for each month. Thisincludes Acting Captains and “floating” Captains
who are responsible for checking the Company Training Log each shift to
determine which Training Objectives are still in need of completion, and assisting
in completing these objectives. All Company Officers (and Acting) are
responsible for delivering the training, ensuring completion and completing al
necessary paperwork/records associated with the training.

Company Officers are responsible for assessing company training needs and
ensuring that training is delivered to station personnel each shift. If thereisno
assigned training from the Training Division, the Company Officer isresponsible
for identifying training topics and delivering the training. Stations 39, 83, and 92
are to conduct a minimum of 3 hours of bona-fide training each shift (Monday
through Saturday). Station Maintenance is not bona-fide training. Special details
such as hose testing, ladder testing, and pump testing can be substituted for
training.

B. Company Personnel - all company personnel are required to participate in training
whenever it is conducted.

*Company Officer = A minimum rank of Captain/Acting Captain
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C. Battalion Chiefs - Battalion Chiefs (and Acting) are responsible for ensuring that
the Company Officers assigned to their shift are completing the monthly Training
Objectivesin atimely manner. Battalion Chiefs will also ensure that company
level training does not drastically affect the operational readiness of the
shift. For example, three companies should not be out-of-service doing hose
evolutions at the same time. The Battalion Chief is responsible for ascertaining
what each station commander will be doing for training each day and placing it on
the Morning Report. If a conflict in scheduling devel ops, the Battalion Chief will
coordinate the training, e.g., Engine 39, at 0900, Engine 59 at 1100, and Engine
83 at 1300. Battalion Chiefs shall review the Records Management System
(RMS) each shift to verify that training has been properly documented.

D. Training Officer(s) - The Training Division personnel shall develop performance
objectives, monthly training objectives, and materials necessary to complete these
objectives.

COMPANY TRAINING PROGRAM OVERVIEW

Each station is required to compl ete the following each month:

Station 39 - 3 hours of logged training per shift.
Station 59 - 1 hour of logged training per shift.
Station 72 - 1 hour of logged training per shift.
Station 83 - 3 hours of logged training per shift.
Station 92 - 3 hours of logged training per shift.

This permits slower stations to spend more time training and the busier stations from
having the burden of attempting to complete the same amount of training, in addition to
running a high volume call load.

The Special Operations Team will incorporate specialized training sessionsinto their
training hours each month.

Training Division Resources

The mgjority of Training Division resources, including videotapes, books, manuals, hose
dummies, etc., can be utilized by Company Officers to enhance training. Officers should
attempt to call at least one shift in advance when in need of these materials.
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DISPOSAL OF INFECTIOUS WASTE

In order to comply with County, State, and Federal |aws regarding disposal of potentially
infectious waste, several practices have been instituted and existing practices/policies are
being reinforced.

1.

Potentially infectious waste (biohazardous waste) shall be properly disposed of at
the receiving emergency department that the patient(s) is/are brought to. This
waste must be placed in properly designated biohazardous waste containers. This
waste must be disposed of after each incident and not allowed to accumulate.

Biohazardous waste containers are in place at each fire rescue facility for the
disposal of biohazardous waste not disposed of at the emergency department.
This situation should only occur on ALS engine calls, non transport calls, and on
medical incidents occurring at the Fire-Rescue facility. These containers must be
lined with an approved biohazardous bag. The lid of these containers must be
kept securely closed at all times. The biohazardous waste in these containers will
be collected, by alicensed disposer, on a predetermined schedule assigned by the
EMS Coordinator. Only biohazardous waste shall be placed in these containers.
All other waste shall be segregated and placed in ordinary waste containers.
Under no circumstances shall loose “sharps’ containers be placed in these
containers.

Sharps must be disposed of in containers specially designed for this purpose.
These containers must be kept closed at al times when not in use.

ALWAYS USE BODY SUBSTANCE ISOLATION WHEN HANDLING
BIOHAZARDOUS WASTE.

Strict adherence to these and other infection control practices/policiesisvital to the safety
of the public aswell as all members of the Sunrise Fire Rescue Department. In addition,
the law mandates strict adherence, with fines as high as $10,000.00 per violation. Any
Sunrise Fire-Rescue Department personnel deliberately violating or ignoring Sunrise
Fire-Rescue Department infection control practices/policies shall be subject to
disciplinary action.
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RESPIRATORY PROTECTION

POLICY

It isthe policy of the Sunrise Fire-Rescue Department to maintain a comprehensive
occupational safety and health program based upon sound engineering, education and
training. This document establishes Departmental procedures and requirements for the
protection of firefighters whose job requires the use of respiratory protection.

This document will also provide assistance to the firefighter in the use and care of
respiratory protection.

GENERAL

It isamandatory policy of Sunrise Fire-Rescue that all firefighters will wear a self-
contained breathing apparatus (SCBA) or supplied air respirator (SAR)_under the
following conditions:

While engaged in interior structura firefighting;

While working in confined spaces where toxic products or an oxygen deficient
atmosphere may be present;

During emergency situations involving toxic substances and contaminated
atmospheres;

During all phases of firefighting inclusive of aerial operations and overhaul.

Firefighters donning SCBA shall ensure that their personal alert safety system (PASS)
has activated prior to entering an area where respiratory protection is required.

Firefighters wearing SCBA shall conduct a seal check prior to each use.
Firefighters shall not remove the SCBA face piece at any time in the dangerous
atmosphere. SCBA shall be used in accordance with the manufacturers instructions (see

Appendix A).

All firefighters shall continue to wear an SCBA until the officer in charge determines,
through monitoring or other means that respiratory protection is no longer required.
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The use of the airline respirator located on HazMat 92, TRT 92 or aerial apparatus shall
only be used for exterior firefighting operations, confined space rescue, trench rescue and
certain hazardous materialsincidents. The airline respirator shall be worn in combination
with an appropriate escape type SCBA.

Protective Clothing

Firefighters wearing an SCBA shall be fully protected with the use of approved structural
firefighting clothing that meet the requirements of the NFPA 1971 Standards for
Firefighters. Protective clothing shall include turnout coat, bunker pants, gloves, boots,
helmet, fire resistant hood, or when SCBA or inline air respirators are used for non-
firefighting special operations, a Nomex/PBI jumpsuit, Nomex/PBI hood and Nomex/PBI
gloves shall be worn.

Procedures for Interior Structural Firefighting
In interior structural fires, the fire department shall ensure that:

At least two firefighters enter the immediately dangerous to life and health

(IDLH) atmosphere and remain in visual or voice contact with one another at al
times;

At least two firefighters will be located outside the IDLH atmosphere to serve asa
Rapid Intervention Team (RIT); and

All firefighters engaged in interior structura firefighting will use SCBAs.

Note:

One of the two firefighters located outside the IDLH atmosphere may be assigned to an
additional role, such asincident commander in charge of the emergency or safety officer,
so long as the firefighter is able to perform assistance or rescue activities without
jeopardizing the safety or health of any firefighter working at the incident.

Nothing in this section is meant to preclude firefighters from performing emergency
rescue activities before an entire team has been assembled.

There must always be at |east two firefighters stationed outside during interior structural
firefighting. They must be trained, equipped and prepared to enter if necessary to rescue
firefightersinside. However, the incident commander has the responsibility and
flexibility to determine when more than two outside firefighters are necessary given the
circumstances of thefire. The two-in/two-out rule does not require an arithmetic



400.02 Respiratory Protection

Page 3 of 6

Last Issued / Revised: 09/30/09

progression for every firefighter inside, i.e. the rule should not be interpreted as four-
in/four-out, eight-in/eight-out, etc.

One of the standby firefighters may have other duties such as serving as the incident
commander, safety officer, or operator of fire apparatus. However, one of the outside
firefighters must actively monitor the status of the inside firefighters and will not be
assigned additional duties. The second outside firefighter may beinvolved in awide
variety of activities. Both of the outside firefighters must be able to provide support and
assistance to the two interior firefighters; any assignment of additional duties for one of
the outside firefighters must be weighed against the potential for interference with this
requirement. Proper assignment of firefighting activities at an interior structural fire must
be determined by the incident commander and is dependent on the existing fire
conditions. Consideration of all worksite variables and conditions, and the judgment of
the incident commander is critical.

The two firefighters entering an IDLH atmosphere to perform interior structural
firefighting must maintain visual or voice communication at al times. Electronic
methods of communication such as the use of radios shall not be substituted for direct
visual contact between team members in the danger area.

TRAINING

Self-Contained Breathing Apparatus Training

Firefighters wearing respiratory protection shall be trained in proper use, cleaning and
maintenance. No firefighter shall wear respiratory protection without training as
specified in this document.

Each new firefighter will be given acomprehensive initia training before using
respiratory protection and all operations personnel shall demonstrate SCBA proficiency
on an annual basis.

New Recruit Training

New recruits shall be trained in accordance with NFPA 1404.

Annual Training

Annual training shall be provided to all firefighters of the Department, through drills,
performance objectives, etc.
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Each firefighter must pass aface piece fit-test during initial and annual training.
Fill Station Training (Station 59 and TRT 92)

SCBA cylinders will befilled only by firefighters who have completed fill station
training.

RESPIRATOR FITTING AND SEAL CHECK

Each firefighter must pass a face piece fit-test conducted annually and/or when a
firefighter has experienced a significant weight change, or has experienced facial trauma,
reconstructive surgery, or major dental work that may interfere with a face piece seal, and
during initial training. OPM 400.02 (Section 1) Respiratory Fit Testing contains the
procedures for annual fit testing.

Inspection Before Use

When using SCBA, each firefighter shall select and wear the correct size face piece as
determined by initial fit testing. A firefighter shall not wear respiratory protection unless
the proper size face piece is available and the equipment is in proper working condition
according to the manufacturer’ s specifications.

Effective Seal Required

An effective face-to-face piece sed is extremely important when using respiratory
protective equipment. Minor leakage can allow contaminants to enter the face piece,
even with apositive pressure SCBA. Any outward leakage will increase the rate of air
consumption, reducing the time available for use and safe exit. The face piece must seal
tightly against the skin, without penetration or interference by any protective clothing or
other equipment.

Nothing can be between the sealing surface of the mask and the face of the wearer,
including but not limited to, eyeglasses, protective hoods, and beards or other facia hair.

Firefighters shall perform a seal check prior to every SCBA use. SCBA can only be
worn when an adequate seal is achieved.
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INSPECTION, STORAGE, MAINTENANCE AND AIR SUPPLY

Inspection

Regular periodic inspections are required to ensure that al respiratory protection
equipment is properly operating and available for use.

Inspection Schedule

All SCBA and spare cylinders shall be inspected after each use and during the daily
apparatus checkout. Guidelines for inspection are in the manufacturer’ s instructions
found in Appendix A of this program.

SCBA units determined to be unfit for use shall be taken out of service, and tagged with a
description of the particular defect and forwarded to Station 59 for repair.

In the event replacement or repair of SCBA components is necessary, it shall be
performed according to the manufacturer’ s instructions and only by persons trained and
certified by the manufacturer or returned to the manufacturer’s service facility.

Firefighters will not subject SCBA units to unnecessary abuse due to neglect and/or
carelessness. Caution must especially be exercised to protect the face piece section of the
mask from being scratched or damaged.

Each SCBA shall be cleaned after each use. Only cleaning/sanitizing solutions for
respiratory equipment will be used for cleaning and disinfection. (NOTE: the required
SCBA cleaning procedures are found in Appendix A of this document.)

SCBA cylinders shall be hydrostatically tested within the period specified by the
manufacturer and applicable governmental agencies. The Scott Carbon Fiber Cylinders
used by Sunrise Fire-Rescue must be tested every five (5) years from the date of
manufacture or date of last hydrostatic test. Escape cylinders are fiberglass and must be
hydrostatically tested every three years. Maximum service lifeis 15 years for both
cylinders.

Storage

All units shall be stored so that they are protected against direct sunlight, dust
accumulation, severe temperature changes, excessive moisture, fumes and damaging
chemicals. Careisto be taken so that the means of storage does not distort or damage
rubber or elastomeric components.
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Air Supply

Breathing air in the SCBA cylinder shall meet the requirements of the Compressed Gas
Association G-7.1-1989, COMMODITY SPECIFICATION FOR AIR, with a minimum
air quality of Grade D. Sunrise Fire-Rescue shall ensure that private vendors supplying
compressed breathing air provide a copy of the most recent inspection and certification.

The purity of the air from the Sunrise Fire-Rescue Department’ s air compressors shall be
checked by a competent laboratory at least annually.

Sunrise Fire-Rescue personnel shall assure that sufficient quantities of compressed air are
available to refill SCBA for all emergencies.

Air cylinders for SCBA shall befilled only by personnel who have completed fill station
training.

Compressed oxygen shall not be used in open-circuit SCBA.

MEDICAL EVALUATION

A medica evauation to determine the firefighter’ s ability to wear a SCBA will be
provided at the time of initia hiring. Only firefighters that are medically able to wear
SCBA will be allowed to do so.
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RESPIRATORY FIT TESTING

An annual fit test evaluation is required for al Sunrise Fire Rescue personnel who are
expected to use a full face piece SCBA. This annual test is to be part of the effort to
assure that proper fitting respiratory protective equipment is being provided to users to
better assure their health and safety protection. Fit testing will be accomplished by
trained personnel.

1. Thetest subject shall select arespirator/mask, which provides the most comfortable
fit. Each respirator/mask represents a unique size, shape, and if fit and used properly
will provide adeguate protection.

2. The subject shall be shown how to put on the applicable respirator/mask, how it
should be positioned on the face, how to set strap tension and how to determine a
“comfortable’ respirator.

3. Themost comfortable mask shall be donned and worn at least five minutes to assess
comfort. The test subject, without assistance from the test conductor or other persons,
shall perform all donning and adjustments of the face piece. Assistance in assessing
comfort can be given by discussing the pointsin #4 below. If the subject is not
familiar with using the particular respirator/mask, the test subject shall be directed to
don the mask several times and to adjust straps each time to become adept at setting
proper tension on the straps.

4. Assessment of comfort shall include reviewing the following points with the test
subject and allowing the test subject adequate time to determine the comfort of the
respirator/mask:

Positioning of mask on nose (if applicable).
Room for eye protection (if applicable).
Room to talk.

Positioning mask on face and cheeks.

5. Thetest conductor shall break both ends of a ventilation smoke tube containing
stannic oxychloride, or equivalent. Attach a short length of tubing to one end of the
smoke tube. Attach the other end of the smoke tube to allow pressure air pump set to
deliver 200 milliliters per minute.
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6. Thetest conductor shall advise the test subject that the smoke can be irritating to the
eyes and instruct the subject to keep the eyes closed while the test isin progress.

7. Thetest conductor shall direct the stream of irritant smoke from the tube towards the
face seal area of the test subject. The person conducting the test shall begin with the
tube at least 12 inches from the face piece and gradually move to within one inch,
moving around the whole perimeter of the mask.

8. Thefollowing criteria shall be used to help determine the adequacy of the
respirator/mask fit:

Chin properly placed.

Strap tension.

Fit across nose bridge (if applicable).
Distance from nose to chin (if applicable).
Tendency to dlip.

Self-observation.

9. After selecting, donning, and properly adjusting a respirator/mask, the test subject
shall begin thefit test exercise under the direction of the test conductor.

Fit-Test Exercise:

a) Breathe normally.

b) Breathe deeply. Be certain breaths are deep and regular.

¢) Turn head all the way from one side to the other. Inhale on each side. Be certain
movement is complete. Do not bump the respirator against the shoulders.

d) Nod head up-and-down. Inhale when head isin the full up position (look toward
ceiling). Be certain that motions are complete and made about every second. Do
not bump the respirator on the chest.

e) Talking. Tak aoud and slowly for several minutes. The following paragraph is
called the Rainbow Passage. Reading it will result in awide range of facial
movements, and thus be useful to satisfy this policy.

When the sunlight strikes raindrops in the air, they act like a prism and form a
rainbow. The rainbow is a division of white light into many beautiful colors.
These take the shape of a long round arch, with its path high above, and its two
ends apparently beyond the horizon. Thereis, according to legend, a boiling pot of
gold at one end. People look, but no one ever finds it. When a man looks for
something beyond reach, his friends say he is looking for the pot of gold at the end
of the rainbow
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10.

11.

12.

13.

14.

15.

16.

f) Jogging in place.
g) Breathe normally.

If at any time during the test, the subject detects the irritant smoke odor, the test has
failed.

If the test isfailed, the subject shall select and put on another respirator, and repeat
the fit-testing exercise (#3). The process continues until arespirator/mask that fits
well has been found.

Persons who have successfully passed thisfit test may be assigned the use of the test
respirator.

The test shall not be conducted if there is any questionable hair growth between the
skin and the face piece-sealing surface. Thetester shall determinethis.

If the subject exhibits difficulty in breathing during the tests, she or he shall be
referred to a physician to determine whether the subject can wear arespirator while
performing assigned duties.

Because the sealing of respirators/masks may be effected under certain conditions,
qgualitative fit testing shall be repeated immediately when the test subject has a:

a) A significant weight change.

b) Significant facial scaring in the area of the face piece sed,

c) Significant dental changes: i.e.: multiple extractions without prosthesis, or
acquiring dentures,

d) Reconstructive or cosmetic surgery, or,

€) Any other condition that may interfere with face piece sealing.

A summary of all test results shall be maintained for a period of not less than three
years. The summary shall include as a minimum:

a) Name of test subject.

b) Date of testing.

¢) Name of test conductor.

d) Respirators selected (indicate manufacturer, model, size, and approval number).
€) Testing agent
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AIR MANAGEMENT

PURPOSE

The purpose of air management is to actively monitor and manage air consumption while
performing firefighting functions, and to calculate air usage so that members exit the
Immediately Dangerous to Life and Health (IDLH) environment prior to the activation of
thelow air alarm (This indicates the user is consuming their reserve air supply).

GENERAL

Historicaly, firefighters have worked until the low air alarm on their Self Contained
Breathing Apparatus (SCBA) has activated. This alarm had served as the indicator for
firefighters to leave the IDLH environment. Initiating egress after the activation of the
low air alarm requires the individual to utilize the reserve air supply to exit the IDLH
area. This has had tragic consequences. Evidence shows that firefighters do not call for
help until they have consumed their reserve air supply. This practice puts the Rapid
Intervention Team (RIT) at a severe disadvantage and lessens the likelihood of survival
or successful rescue.

In addition, the sounding of multiple alarms (both PASS and low air) is commonplace,
and therefore not seen as an indicator of afirefighter in trouble. Many firefighter
testimonials have documented that individuals in trouble, with alarm bells ringing, went
unnoticed by crews working in the same area.

POLICY

It shall be the policy of Sunrise Fire-Rescue that members exit the IDLH environment
prior to the activation of the low air alarm. It is further intended to provide aguideline
that stresses how critical air management is to the health and safety of its members. It is
no longer acceptable for personnel to work in hazardous atmospheres until their SCBA
low air alarm activates. The implementation of this policy will require members to exit
the IDLH environment prior to the activation of the SCBA low air dlarm. Thisis
accomplished by requiring members to maintain an awareness of their air pressure at all
times and provide an early notification of low air situations. In the event of alarm
activation, members are required to provide immediate notification to their Officer, and
then to Command. This policy also defines actions to be carried out in low air
emergencies.
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PROCEDURES

A. Individuals shall check their SCBA (daily check) upon arrival for duty.

B. Individuals shall check air pressure with their team or crew prior to entry into the IDLH
environment.

1. Air pressure upon initial entry shall be at 90% (4050 psi) or above recommended full
pressure as stated by the manufacturer.

C. Continually monitor air consumption and pressure as an individual and crew/group.
Below are some examples:

1. Regular timeintervals (approximately every five minutes)

2. 10 minute CAD noatification from dispatch

3. Change of work area (floor level change, area searched)

4. Passing of mgor landmarks within the structure

5. Completion of assignment and prior to accepting another assignment

6. Assituation dictates

D. When the first member of any crew/group has their 50% heads-up-display activate
(amber light flashing slowly) the officer/group leader shall give notification to the
proper ICS functionary (command, division, ect.) that the team is at 50% air supply.
This will allow the ICS functionary to pre-plan for replacing that crew/group in the
IDLH atmosphere.

E. Managing your air level and request for relief is at the utmost importance so that
egress from the IDLH area occurs prior to activation of the low air aarm and

consumption of your reserve air supply.

F. If alow air darm activatesin the IDLH environment, it calls for an immediate radio
transmission to Command specifying WHO you are, WHERE you are, and WHAT
your statusis.
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1. Example: "Engine 59 to Command, Firefighter Jones and myself are on division
two in the Bravo-Charlie corner. Our air status is 1100 and we are in sight of the
door on the Bravo wall and exiting."

NOTE: Always address this radio transmission to the proper ICS functionary. For
example, if assigned to Rescue Branch, radio transmissions shall be addressed to
"Rescue Branch”, not to Command. If assigned to aDivision or Group, radio
transmissions shall be addressed to the appropriate Division or Group Supervisor
(e.g., AlphaDivision). In al casesthisinformation shall then be relayed to
Command.

G. Command shall confirm that the Rapid Intervention Team Leader has received the
message of air status, possible location and egress path for the crew/group, with the
low air alarm activation.

H. The Rapid Intervention Team shall evaluate the need to reposition to confirm the member's
exit.

|. The RIT Leader shall then track the member's remaining timein the IDLH area and
notify Command if the member has not exited within one minute of low air
notification.

J. Command shall evaluate the need for an immediate RIT response.

K. The crew/group shall constantly monitor the member in low air alarm. In situations of low
visibility and with crews of three or more members, the member in low air alarm should be
moved to the second position from the front and remain in touch contact at all times.

L. Member shall notify Command immediately upon exit from building.

M. All members shall maintain a heightened awareness of low air and PASS aam
activation.

N. A low air alarm activation without a notification to Command shall produce a call to
Command from any crew or member in close proximity of the alarm to report low air
alarm activation and the possible location. This should be considered an emergency
until proven otherwise.

1 Example: “Engine 59 to Command, we hear alow air aarm in the building near
the Bravo-Charlie corner”.
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SCBA FILLING

PURPOSE

This policy isintended to support OPM 400.02 (Section 2) Air Management Palicy, by
mandating SCBA fill procedures and guidelines. It will further assure that all SCBA’s
and spare cylinders are filled to their capacity and ready for service.

PROCEDURE

Wednesday will be deemed “Air Fill Day” and, as such, al SCBA’s and spare cylinders
will befilled to their maximum capacity of 4500psi. The following will serve as the
schedule.

1. Station 59 will be responsible for filling all spare bottles (in SCBA room) as well
asthe in-service bottles (including spares) on their apparatus @ Station 59.

2. Station 39 will beresponsible for filling al in service bottles (including spares) on
their apparatus @ Station 59.

3. Station 92 will be responsible for filling the spare bottles and the top off of the
cascade system in TRT 92, aswell as, the in service bottles (including spares) on
all apparatus @ Station 92. Thiswill also include any SCUBA bottles requiring
filling.

4. Station 72 will be responsible for filling all in service bottles (including spares) on
their apparatus @ Station 59.

5. Station 83 will beresponsible for filling al in service bottle (including spares) on
their apparatus @ Station 92.

6. If personnel levels permit, the TRT truck (unit 376) will be taken to the stations to
fill bottles rather than units traveling to their assigned locationsto fill bottles.

Note: All SCBA bottles must befilled slowly to prevent “Hot Filling”. All bottles
should befilled at arate of 300psi to 500psi per minute not to exceed 600psi. Thisfill
rate will provide an accurate fill reading.
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This policy is not intended to replace the current practice of refilling SCBA bottles post
incidents. After any incident that required air consumption all bottles are to be filled to
capacity. Thiswill be accomplished by following the outline above, or on larger incidents
responding the TRT truck, or mutual aid air truck to the scene to facilitate this SCBA Fill
Policy.

To maximize safety all SCBA’s areto bein adesignated SCBA bracket in the apparatus.
All spare bottles are to be located in the various designated and secured locations of the
apparatus. No bottles should be stored |oose on shelving or within compartments
unsecured. Furthermore no bottles shall be stored in a Station unlessit isin arack system.
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PROTECTIVE CLOTHING

DEFINITION

FULL PROTECTIVE CLOTHING includes: helmet (with safety visor/shield);
turnout coat and pants; boots; fire gloves, and hood. Goggles are aso available
and should be worn when the SCBA mask is not worn (for extrication operations,
etc.).

PROCEDURE

A. Protective clothing shall be worn by firefighting personnel responding en
route to calls whenever they are exposed or potentially exposed to the
hazards for which it is provided (i.e. fire alarms, brush fires, vehicle and
dumpster fires, gas leaks, chemical spills.)

B. Protective clothing is not required for the driver in aclosed cab while
responding to an alarm to the degree that the protective clothing impairs
the ability to safely operate the vehicle.

C. The level of protective clothing during an overhaul operation will be at the
discretion of the Incident Commander.

D. All personnel shall wear whatever protective clothing is required or
appropriate to afford complete personal protection while operating on an
EMS scene. Full protective clothing will be worn when operating forcible
entry equipment, saws, extrication equipment, and gas-powered tools.

E. Personnel are required to wear only protective clothing assigned to them
by the Department.
F. For visibility to oncoming traffic when not wearing full bunker gear

(including pants and coat) or raingear with reflective trim, personnel
operating in areas where vehicular traffic is anticipated must wear safety
vests with reflective trim.

G. Face shields or safety goggles shall be utilized at any time the need for eye
protection seems apparent.
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H. Gloves shall be utilized at any time the need for hand protection seems
apparent. Utility gloves shall not be used where the potentia for thermal
protection is needed.

It is the responsibility of personsin charge of unitsto insure al personnel
including students and riders utilize safety vests when appropriate.

GENERAL INFORMATION

A. In specific situations for which no guidelines have been provided, the
proper protective clothing to protect against al foreseeable hazards shall
be worn.

B. Personnd will not alter, deface, or write on any protective clothing in any
way. Such ateration may void the fire retardant warranty. Liners on any piece
of equipment are not to be removed or altered in any way.

ON-DUTY UNIT PLACEMENT OF PROTECTIVE CLOTHING

A. Protective clothing should be securely placed on each assigned unit. In no case
shall protective clothing be placed in a patient compartment or a compartment
shared with oxygen. Protective clothing shall be removed from storage/ transport
bags and prepared for donning for al on duty personnel.

Rescues (Extra cab) — Driver and officers gear should be placed in the extra cab
portion of the unit, the 3 persons gear should be placed in the Left rear
compartment.

Rescues (No extra cab) — Driver, officers and 3" persons gear should be placed
left side of vehicle in the double compartment and/ or the left rear compartment.

Engines — Drivers gear should be placed in the driver compartment in the left
rear passenger door area. Officer and Firefighters gear should be placed near
their assigned sedt.

B. Protective clothing should be removed from the unit after the completion of
duty.
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PROTECTIVE CLOTHING STORAGE AND TRANSPORT BAGS

A. The purpose of the Protective Clothing Bags is to protect personnel from
contaminates and safely transport protective clothing. Personnel transporting
protective clothing should keep protective gear secure and in storage/transport
bags during transport in staff vehicles, personal vehicles and transporting to and
from locations in non-in-service emergency vehicles.

B. Protective clothing should be allowed to ventilate contaminates during periods of
non-use. Ventilating protective clothing during periods of non-use can be
accomplished by hanging the gear on the racks provided in each station removed
from bags.
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INCIDENT/SCENE SAFETY

As ameans of reducing the possibility of injury to any personnel, warning vests have
been placed on all rescue units. Three vests have been issued to each unit.

These traffic-warning vests shall be worn by all rescue crewmembers whenever complete
turnout gear (or raingear) is not being worn and the crewmembers are operating on a
scene where there is vehicular traffic in close proximity, particularly when working at the
scene of traffic accidents.

While these warning vests do not insure complete protection, they do increase an
employee’ s on-scene visibility and therefore decrease the possibility that an individual
will be struck by avehicle. Normal safety precautions must be exercised on the scene of
all emergencies.
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EMPLOYEE ASSISTANCE PROGRAM

PURPOSE

The Employee Assistance Program (EAP) is a professionally run benefit. Itis
designed to provide a confidential service to employees whose personal problems
presently or in the future could seriously affect their work performance.

ELIGIBILITY

The Employee Assistance Program is available to all employees. The EAP can
also be an effective tool for supervisors who feel the changes in an employee's
work performance may be caused by personal problems.

HOW IT WORKS

The primary function of the Employee Assistance Program isto assist people who
need help with their personal problems. The EAP provides a specific number of
counseling sessions. The EAP counselor and the employee/client then discuss
whether the issues have been resolved or whether the client wishes to continue
counseling. The EAP isboth voluntary and confidential. An employee who
initiates a request for assistance is under no obligation to pursue any course of
professional help which he/she does not wish to follow. However, each employee
is responsible for maintaining an acceptable level of job performance.

Job security or promotional opportunities will not be affected or jeopardized by a
request for assistance or involvement in the EAP.

CONFIDENTIALITY

The EAP is completely confidential. No oneis entitled to information about the
employee unless he/she gives express written consent. The EAP counselor will
discuss this with each employee in detail.

COSTS

Services of the EAP are aprepaid benefit. Each employee can use up to 6 free
sessions under the EAP. If an employee decides to continue with counseling,
he/she will be responsible for payment either through health insurance (if
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applicable) or hissher own resources. By the completion of the EAP services, the
counselor will discuss the costs.

The current provider is Clinical Provider Organization (CPO). The contact
number is 954-979-1611 in Broward, or 800-329-5EAP(327).
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STATION/PERSONNEL INSPECTIONS

STATEMENT OF POLICY

It isthe intent of the SFRD to identify needed resources, alleviate problems, and insure
that the highest level of safety is provided at all times. In order to accomplish this,
regularly scheduled station inspections will be provided.

MONTHLY INSPECTIONS

A.

Inspections of al personnel will be completed by the Station Commanders
at each station during shift change. Items checked will include, but are not
limited to: grooming and uniform compliance; all persona protective gear;
valid and current drivers' license, EMT and/or Paramedic certificate, CPR
card and ACLS card, if applicable.

Lieutenants will be subject to inspection by the Battalion Chief.

Any problems noted during inspections will be documented and
immediately forwarded to the Fire Chief viathe chain-of-command.

QUARTERLY INSPECTIONS

A.

Quarterly inspections of all personnel and stations will be completed by
the Fire Chief and/or other designated staff personnel. The emphasis of
these inspections will be on environmental and safety conditions,
cleanliness of stations, and readiness and cleanliness of emergency
vehicles.

Quarterly Inspections will include:

1. The 0730 inspection will commence with aline-up inspection of
all off-going personnel in Class B uniform. The personnel
inspection will include dress/appearance; driver'slicense, EMT
and/or Paramedic certificate, CPR card, City fuel card, City 1D,
and protective clothing inspection.
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The 0800 inspection will commence with aline-up inspection of
all on-coming personnel in Class B uniform and will include an
inspection as noted above.

Station facilities will be inspected while vehicle check-out is
underway. All areas and vehicles, are subject to inspection.

Administrative policy and procedure manuals will be inspected for
completeness. Run reports, log books, inventory forms, etc. are
subject to inspection.

A review will be made regarding pending vehicle and station work
orders, station supplies, property disposal, new property issue
requests, and property for City identification inventory tags.

A review will be made of linen disposal, infectious disease
procedures, drug and medical supply equipment, and interior
rescue unit cleanliness.

A review will be made to insure that bulletin boards are neat and
up-to-date.

A review will be made to insure that books, videos, pictures, or
other items of a sexual or provocative nature are not posted or
availablein thefire station.
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MATERIAL SAFETY DATA SHEETS

The Occupational Safety and Health Administration requires certain manufacturers,
distributors and employers to meet the requirements of the Hazard Communication
Standard (29 CFR 1910.1200). Therefore, al Sunrise Fire-Rescue facilities shall make
available for review, Material Safety Data Sheets (MSDS), to all employees.

Materia Safety Data Sheets will assist in identifying any hazardous chemicals that are
used and/or stored in or around the work place. These Materia Safety Data Sheets will
be posted in an obvious location where employees are free to review them at any time.

In addition, “right to know” training is provided annually for those personnel who use or
come into contact with chemicals.
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TRAFFIC PRE-EMPTION PROGRAM

INTRODUCTION

Sunrise Fire-Rescue participates in a countywide traffic pre-emption program designed to
enhance safety when responding Code 3 while simultaneously assisting in the reduction
of emergency response times.

EQUIPMENT

The traffic pre-emption equipment utilized in this program involves vehicle mounted low
power radio transmitters and GPS locators. This phase of the program was completed,
tested, and passed per the executed agreement. Thisis the equipment the satellites will
“see” enabling them to predict the time to approach at an intersection, alowing
emergency vehiclesto pre-empt traffic signals accordingly. The radio transmitters
communicate with the traffic signal boxes at each intersection.

The second phase, consisting of station re-radiators was also compl eted, tested, and
passed per the same agreement. This equipment consists of an emitter positioned in the
bay at each fire station that “ sees” each apparatus in the bay and sends the position of
those apparatus to overhead satellites via a re-radiating antenna placed on the station roof.

The control head in each apparatus allows the vehicle operator to monitor the status of
the pre-emption equipment as well as reactivate the system after it has been disabled
(described below).

OPERATION

The traffic pre-emption equipment is specifically wired to only be active while running
Code 3, meaning the vehicle' s overhead emergency lights must be on for the system to be
“active”. The green on/off button on the control head must be left depressed, then, when
the overhead lights are turned on the on/off button will light up “green” in color followed
by the system self-check. These self-check lights on the right of the control head should
turn green showing all systems normal. Thetable below illustrates the designation of the
Vehicle Control Unit Indicators:
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Indicator Color or Condition Meaning
Green Power applied to unit
POWER
Green Power applied to unit
ON/OFF Switch ) .
Flashing Green Vehiclein Disable mode
Off Vehicle not in Disable mode
DISABLE
Flashing Green Vehicle in Disable mode
Amber Not receiving GPS, radio not
GPS transmitting
Green GPS has good 3D fix
Amber No communication between
radio/GPS unit & vehicle
control unit
RADIO
Green Good communication between
radio/GPS unit and vehicle
control unit

Once a unit has arrived on scene and the vehicle driver opens the driver’s door, the
pre-emption system is disabled. This wiring scheme allows units to operate at motor
vehicle accidents without continuing to pre-empt traffic while on scene. When
leaving the scene to transport a patient or to return to service, the vehicle driver simply
“reactivates’ the traffic pre-emption system by pressing the on/off button on the
control head twice.

POLICY

The traffic pre-emption program is designed to assist the Department in reaching its goals
of safe Code 3 response for its personnel while simultaneously improving response time
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as outlined in the Introduction. Assuch, it isonly to be used in conjunction with a Code
3 response to the scene of an emergency and likewise during patient transport to the local
Emergency Department. Vehicle Operators should continue to drive as if the equipment
were not in place in order to maximize their anticipation of other drivers actions. The
pre-emption devices will not be used for purposes other than those previously stated.
Broward County Traffic Engineering will be providing periodic Quality Assurance
documents to the Department via their computerized audit trail allowing the Department
to match up uses of the traffic pre-emption equipment with known emergency responses
by this agency.
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VIOLENT INCIDENT PROCEDURES

Thefirst priority isto provide a protected environment for SFRD personnel to work in. If
aunit is dispatched to an incident where violence has occurred or is likely to occur, units
will stage as indicated below

The following guidelines will describe how to manage a scene of aviolent nature:
SIZE-UP

While responding to the scene all members of the crew should be considering
the violence potential of the call they are responding to. Any emergency call
has a potential for violence involving firefighters. Depending on the type of
the call, Dispatch will automatically contact PD for support. 1n some cases,
PD may aready be responding and actually be first on the scene.

A shooting, stabbing, fighting (domestic or public) should be ared flag for
more violence. A man down, suicide, and overdose must be closely evaluated
for potential violence. Gang violence will receive automatic PD dispatch. Do
not hesitate to call for PD if you believe the call is potentially violent.

Size-up starts as soon as you receive acall. Initial and follow-up information
available from Dispatch can be important. (In many cases, PD will be on the
scene prior to our arrival and have us stage when the scene is still dangerous
or unstable.)

What to look for:

Is PD on scene?

Reference of the call?

Type of injuries?

Drugs/acohol/altered mental status?

Isafight still in progress?

How many units responding (need for staging)?
Is the perpetrator still on the scene?

How many people are involved?

STAGING OF UNITS

Responding units will stage out of sight of the incident until advised by
PD that the sceneis secure. Communicate clearly to Dispatch you are
staging and verify PD isresponding.
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Whilein the staging area, units will turn off emergency warning lights and
audible warning devices.

Crews will stay in their units while in staging in the event immediate
evacuation is necessary.

THE SCENE

String fire line tape to establish abarrier between firefighters and the crowd. Fire
line tape isagood divider and provides a control line for PD to enforce. The tape
isgenerally well received by citizens as needed by emergency personnel to
provide control of an incident.

Notify Police to secure traffic and crowds. Thisis the primary responsibility of
police at the scene of afire department emergency. When police arrive, afire
department member should establish liaison with the ranking police officer on
scene. Explain to them what is needed to control the scene; more officers should
be called if necessary.

Provide for lighting when necessary. As more serious violence occurs after
daylight hours, use of scene lights or a utility truck take away the cover of night.
All emergency responders will be able to see more of the scene when good
lighting is provided.

SAFETY AWARENESS

Some people may fear detection of criminal activity or do not respect our
profession or us. They may have been the perpetrators of violence and may not
want the patient to receive emergency care.

Some dangers signs:

Antagonism toward crews.

Verbal abuse.

Lack of cooperation.

Anyone may be a potential threat of danger even as passive and cooperative as
they may seem.

When dealing with patients and others with an altered mental status as a result of
alcohol/drugs or mental illness, we need to introduce ourselves as Sunrise Fire-Rescue
Firefighters/Paramedics, and that we are there to assist them and ask what we can do to
help.
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Uniforms sometimes can be threatening to certain people. They may confuse us with the
police department or may not like authoritative figures. To prevent confusion about who
we are, introduce yourself as soon as possible.

Always be aware that a weapon may be on a person or near, but out of sight. Train
yourself to look for them; between car seats, waistbands, jackets, and loose clothing.

Weapons come in two types:

Common -- guns, knives.
Makeshift -- anything that wasn't designed to be a weapon, but can be used as one.

SPOTTING THE APPARATUS (RESIDENCE)

Turn off siren several blocks away if possible.

Drive by slowly and pass the house.

Spot the vehicle approximately 100 feet past the residence or 100 feet before. This
will alow us to approach the scene from a safe position (direction).

APPROACHING THE BUILDING

Do not slam door of apparatus or vehicle.

Keep volume low on radio.

Gain information before entering house.

Look and listen before entering house.

Listen for arguments or fights/number of voices you hear.

APARTMENT BUILDINGS

Keep the elevator door on manual so it will remain open.
Check stairwell doors to make sure they are unlocked to provide an escape route.

CONTACT AND CONTROL

The contact person stands on the doorknob side of the door. Thiswill require the
person opening the door to open it wide to see you.

If there is a screen or security door, position yourself on the doorknob side of

the inner door. Be subtle and non-aggressive in positioning yourself. Greet the
homeowner with a friendly demeanor.

NEVER STAND DIRECTLY IN FRONT OF THE DOOR.
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ENTERING THE STRUCTURE

Introduce yourself.

Dog -- ask for the dog to be secured.

If they ask you to comein, ask them to open the door.

If they insist you enter, ask them why they can't come to the door.
Consider the risks involved when looking into a window.

Scan room for weapons, acohol, drugs, or signs of violence.

Look for makeshift weapons.

Look for signs of weapons (bulges in clothing, watch their hands).
Keep crew in sight at all times. Never leave a crewmember alone.
Have at least two crewmembers together at all times.

Have the person who answered the door lead you to patient.

SEPARATING DISPUTANTS

The scene that becomes violent when initially safe surprises firefighters nationwide
every day. At any time, what looks like aroutine call can turn into adeadly
encounter.

Injuries from domestic disputes may be reported as accidents (falls, etc.)

Don't stand between disputants

If not already done, ask PD to separate disputants by taking them to an areawhere
they can't see or hear one another (at |east two crew members should be together);
separating them will help calm the situation.

SPOTTING THE APPARATUS AND APPROACHING A VEHICLE

Park unit to the rear of the vehicle (afull length from vehicle).

Park at adlight angle to driver’s side (forms a protective barrier from oncoming
traffic).

Use safety cones where necessary.

Use saf ety vests.

INTERVIEW STANCE

If you suspect violence, stand at a partial right angle to the patient out of arms reach
(they must turn to attack you).

Don't stand against awall.

Don't fold arms (judgment).

Don't put hands in pockets (appear unconcerned).
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Use physical barriers (coffee table, chair, etc.) between yourself and a potential
violent person.
If you see aweapon call PD.

Do

Pay attention to any information provided by Dispatch.

Be prepared to send an emergency alarm (orange button on Astro XTS 5000R portable
radios).

Once on the scene, be aware of your surroundings and impending danger.

When approaching the scene and while on-scene, display a confident/in control
attitude (Command presence).

Look for theinformal or designated leader of a potentially violent group and attempt
to visually monitor and, if possible, make a personal contact to ease tensions.

Clear the scene of potentially violent materials.

Set up fire line tape to help secure perimeter.

DON'T

Get lulled into afalse sense of complacency.

Ignore the potential for violence on any call we go to--including travel to and from
the call and trips back and forth to the apparatus while on-scene.

Ignore your gut feeling--when it doesn't fedl right, it probably isn't.

Be confrontational --be confident, but not abusive to anyone or any group.

Be an easy target--call for the help early and be prepared to evacuate if the need
arises.
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Incident Safety Officer

Statement of Policy

The Fire Rescue Department recogni zes the need for an Incident Safety Officer
position on multi unit and Special Operations incidents in accordance with the
most current edition of NFPA 1521. The Incident Commander shall establish an
Incident Safety Officer as soon as possible, with this policy and OPM Section
600.01 Common Incident Command Procedures serving as guidelines. The
Incident Safety Officer shall operate under the direct supervision of the Incident
Commander and shall keep the Incident Commander apprised of all
hazardous/unsafe conditions with a recommendation of action.

*The Incident Commander shall be the final authority on all
recommendations and decisions made by the Incident Safety Officer.

Crew Staffing

To meet this objective, the Incident Commander (1C) may assign an Engine
Company as a “Safety Company”. The Company Officer shall be the Incident
Safety Officer (1SO) and the balance of the crew will be assigned other duties
such as, Battalion Aide, accountability, assistant safety officer, etc.

Training
The 1SO must be Company Officer* level or above, with documented training
from the Training Division as aminimum. The training criteria shall be
determined by the Fire Chief.

Responsibility

The 1SO shall continuously update the IC regarding conditions, hazards, and
risks that may develop, have changed, failed to change, worsened or
improved.

The 1SO shall correct, change or mitigate any imminently dangerous situation
and advise the IC of the steps taken.

The 1SO shall ensure that the IC has established medical rehabilitation
whenever the incident requires.

* Company Officer = A minimum rank of Captain/Acting Captain
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The 1SO shall monitor communications to ensure that priority
communications are not missed or ignored and that low-priority and
nonessential radio traffic is not interfering with operations.

The ISO shall ensure that all personnel are using appropriate PPE and
Infection Control Procedures at emergency operations.

The 1SO shall evaluate al operations where motor vehicle traffic can directly
impact the operation or the safety of personnel operating in these conditions.
This shall include, but is not limited to; apparatus placement, the use of
orange safety vests and helmets, charged hose lines, traffic flow, vehicle
stabilization, fuel leaks, energized equipment, and al other associated
hazards.

The ISO shall, upon notification that any personnel have become injured, ill,
or exposed, arrange for appropriate medical treatment and notify the IC.

The 1SO shall ensure that the appropriate authority institutes documentation
and investigative procedures upon the injury or death of any personnel.

The 1SO shall advise the IC when the size, complexity or duration of the
incident requires the use of an assistant or assistants.

The ISO shall evaluate areas designated as alanding zone for hazards and the
crew’ s ability to access and transfer the patient to the flight crew.

The 1SO shall keep written documentation that will be pertinent during Post
Incident Analysis.

General Information

The 1SO, once assigned, shall not be distracted or self-direct themselvesinto
performing other duties or assignments. Thisis especially important when a call
for afirefighter down/missing occurs, as the 1ISO may be tempted to become
involved with the teams conducting rescue operations and thisis a time when the
ISO is needed the most.

If there is no imminent threat to personnel safety the 1SO should not stop
personnel from performing tasks assigned by the IC nor direct unassigned
personnel until the IC has been consulted.
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INCIDENT SCENE SAFETY OPERATING GUIDELINES
ON LIMITED ACCESS HIGHWAYS
IN BROWARD COUNTY, FLORIDA

OBJECTIVES

To provide specific procedures to insure the safety of the general public and
public safety personnel (Law Enforcement/Fire/Emergency Medical Services)
while conducting emergency operations at the scene of an incident and to reduce
delays by opening the roadway to traffic as quickly as possible.

DEFINITIONS

A. Limited Access Roadway - any Interstate Highway, U.S. Highway, State
Route, or County Road with limited access.

B. Incident Commander — that person managing the incident scene.

C. Responsible Agencies — those agencies with specific responsibilities on the
scene of emergency operations.

NOTIFICATION

It is the responsibility of the on-scene coordinator/incident commander to notify
the necessary agencies needed to provide resources that will successfully mitigate
the incident scene and restore normal traffic flow and conditions. These may
include Florida Department of Transportation (FDOT), Florida Department of
Environmental Protection (FDEP), Department of Environmental Resources
Management (DERM), private contractors, towing companies or additional public
safety agencies.

COOPERATION

Cooperation among the personnel of all responsible agencies such as law
enforcement and the fire department is essential.

When incidents involve injured persons and/or hazardous materials, the Incident
Commander shall be the Fire Department until the injured persons have been
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treated and/or the exposure of hazardous materialsis no longer athreat to the
public. The Incident Command shall subsequently be turned over to the law
enforcement agency with jurisdictional responsibility. Law Enforcement
personnel should provide traffic control, if fire rescue personnel are workingin
the travel lanes. Fire department personnel will assist law enforcement personnel
in restoring normal traffic flow as soon asit can be done safely.

RESPONSIBILITIES

A. Law Enforcement: traffic flow, scene control/security, and investigation
B. Fire Department:  scene safety, medical treatment, and hazardous materials
C. Other Agencies. DERM, FDEP, FDOT

RESOURCES

Specific directions should be conveyed through communication operators by the
first arriving unitsto help direct later arriving units when response problems are
encountered or on-scene situations change. A request should be directed to the
shift commander to provide an escort or traffic assistance to expedite emergency
response, if necessary.

PROCEDURES

A. INCIDENT MANAGEMENT — Thefirst arriving public safety agency will
serve as the Incident Commander and advise other responding units of the
situation. Upon arrival of other responsible agency representatives, a unified
command incident management system will be instituted. The unified command
system isresponsible for interaction and coordination of individua agenciesto
develop one unified plan of action. Thefirst arriving unit will also be responsible
for directing the subsequent arriving units to assure safety of the incident scene.

B. LIAISON — The Incident Commander will establish aliaison with al incoming
agency personnel upon their arrival on scene. Liaisons arriving later should report
to the established command post for a briefing with the Incident Commander,
unless otherwise instructed.

C. RESPONSE — Units responding to the incident should attempt to reach the
scene at the reported location in the normal direction of travel, unless advised by
their communications personnel. Units will proceed in the opposite direction to
normal traffic flow only at the request of law enforcement unit(s) at the scene and
only when it is confirmed that all traffic has been stopped in that section of the
highway.

D. RESPONSE ZONE — If a specific response zone or responding agency or
department cannot be identified, al on-scene personnel shall cooperatein a*“good
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faith” effort to immediately address al safety and environmental concerns until
such time as the Incident Commander is identified.

County Roads — The appropriate agency will be contacted to respond.
State Roads — FHP will contact their dispatcher and request FDOT for assistance.
Turnpike — FHP will contact their dispatcher and request FDOT for assistance.

E. SCENE SAFETY — Only necessary operations will be allowed at the scene
until deemed safe. All public safety personnel on-scene will make a coordinated
effort to insure that these incident scene safety operating guidelines are followed.
When emergency operations require personnel to work in conflict with motor
vehicle traffic, emergency vehicles may be utilized as a shield from oncoming
traffic, wherever possible.

When acting as a shield, vehicle warning lights shall remain on, and fluorescent
and retro reflective, illuminated, or other appropriate warning devices shall be
used to warn the oncoming traffic of emergency operations and possible hazards to
emergency personnel operating at the scene.

Vehicle should be parked at an angle to protect personnel. To prevent avehicle
from colliding with personnel or equipment, the front wheels should be turned
away from the incident scene. This procedure will require traffic to be routed into
the remaining lanes, decreasing flow speed in those lanes. As soon as law
enforcement start to control traffic flow, fire department and rescue vehicles
should be repositioned or removed from the travel lanes to assist law enforcement
with resumption of normal traffic flow.

Later arriving emergency assistance personnel should park their vehiclesin front
of the incident, as close as can be done safely, in the same lane, with emergency
lights activated. Thiswill provide a safety zone directly in front of the immediate
scene, without further impeding traffic.

F. TERMINATION — Once emergency activities are ceased, the Incident
Commander shall begin to scale down the incident, with the highest priority given
to restoring normal traffic flow. This may include assisting towing companies to
safely remove vehicles assisting environmental agencies and assisting law
enforcement investigations.

It isthe Incident Commander’ s responsibility to insure that when incident
management is transferred to another agency, safety of those still working in the
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areais maintained. This includes private contractors, towing companies and
environmental personnel.

All required reporting documentation should be completed prior to clearing the
scene and transferring management to another agency.

G. INCIDENT CRITIQUE — A post-incident critique and follow up should be
accomplished in-house and you are also encouraged to present your findings to the
Freeway Management Team meetings on all large scale scenes or incidents that
presented unusual challenges to your agency.

H. HAZARDOUS MATERIALS — These Incident Scene Safety Operating
Guidelines (ISSOG) do not supersede any Hazardous M aterials Response Safety
Operating Guidelines. OSHA 29 CFR1910.120 is the mandated document for
response to hazardous material incidents throughout the State of Florida.

I. TRAINING — It isincumbent upon each agency to educate and train their
personnel who may be involved in the use of the ISSOG. The delivery of this
required training will insure the successful implementation of this plan.
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CARBON MONOXIDE MONITOR

STATEMENT OF POLICY

The Department has issued carbon monoxide gas monitors to be placed on each in-
service pumper, the Platform, Battalion Chief’ s unit, and the EM S Captain’ s unit. The
monitors are for the detection of carbon monoxide (CO) and shall be used on fire scenes
according to the procedure listed below.

PROCEDURE

A. The monitors shall be used during all interior salvage and overhaul
operations at structure fires as well as any environment where CO could
possibly be produced.

B. The monitor shall be worn on an SCBA strap when SCBA iswaorn or on the
flap of the top pocket of the bunker coat.

C. Themonitor shall be activated, allowed to enter the gas reading mode in
fresh air, and battery status shall also be determined prior to entering any
environment where CO may be present.

D. The monitor has three alarms; visual, audible, and vibrating, which will
activate when CO content reaches alow of 35ppm and a high of 70ppm.
Personnel shall exit the hazardous area as soon as the low level alarm
activates. If the area can be sufficiently ventilated personnel may return
without donning SCBA. If ventilation is not practical then personnel shall
don full SCBA and only enter the environment on air with Accountability
and RIT in place. In either event, personnel should try to establish the cause
of the CO production.

E. Personnel should not enter any environment where the oxygen content could
be altered and gases other than CO could be displacing oxygen, as the
monitor does not read any other type of gas and does not determine if low or
high levels of oxygen exist.

F. The monitors shall be turned on daily and allowed to warm up and enter the
gas reading mode. Whenever the monitor is turned on, it shall be donein an
areathat is free from possible CO contamination. The battery status will
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display on the LCD screen and shall be checked prior to turning the monitor
off. The monitor usesasingle “AA” akaline battery which shall be changed
when the battery power becomes low, indicated by the icon and a single beep
every 30 seconds.

G. Monitors that appear damaged, have been dropped or submerged shall be red
tagged and turned into the Logistics Division for evaluation. A spare monitor
will be issued when available.

GENERAL INFORMATION

The availability and wearing of these monitors shall not preclude personnel from
establishing and maintaining appropriate ventilation practices. The Operations
Division Chief shall oversee a periodic function test (as described in the operating
instructions) every 6 months and at the same time have each monitor battery
changed. Any questions or concerns should be directed to the Training Division.
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EMERGENCY ALERT POLICY

Statement of Purpose

The following standard will serve as a guide to the proper use of the emergency
alert feature of the Sunrise Fire Rescue 800MHz portable radios.

It shall be the responsibility of all Fire Rescue personnel to know this policy and
the related 800MHz Communications Policy (OPM section 800.06), specifically
the sections that denote the operation of the portable radio in the emergency alert
mode and how to access the individual 1D number.

The portable radio emergency alert feature shall be used for perilous situations
that are not covered by the “Mayday” policy. Some examples of such situations
would be; weapons involved violent patients or bystanders, hostage or terrorist
situations etc.

Guidelines

Each portableradio has a six digit individual 1D number, that is mapped to a
specific unit and position (i.e. portable radio 718103 will appear as Eng. 59 in
Dispatch) each time the portable radio transmits, its corresponding Unit 1D
appears in the communication center. Therefore portable radios must stay with the
unit and position the individual 1D is assigned. Asthisisasafety issue, it shall be
the responsibility of the Station Commander to ensure that each portableisin the
correct position and being used by the person assigned to the radio’ s designated
position.

No policy can cover every potential problem, as each emergency situation will
differ in nature. So, there will have to be a coordination of efforts between the
Fire and Police responses. If there is the possibility that a hazardous
atmosphere/chemical attack has caused the emergency, then the first response to
the scene should be Fire Rescue, whereas if there is the possibility of aviolent
person or hostage type situation, then the Police Department should be the first
response. Units on any incident should strive to keep dispatch continually updated
on their situation or changes in their surroundings.

Whileit is understood that accidental activation of the emergency aert may occur
there shall be no impromptu or unannounced tests of the system.
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Operating Emergency Alert Button (EAB): (Top Orange Button)

To activate the EAB, the operator simply depresses the EAB and holds it down
for approximately 2 seconds until it rapidly beeps.

When the EAB is activated, an audible aert is transmitted to Dispatch Console
advising of an emergency status. The user’ s radio will also display the
nomenclature upon the LCD Screen; “EMERGENCY” letting the user know that
he/she is transmitting an emergency message.

EAB signals are sent at maximum power to facilitate better building
penetration and will be heard at maximum volume regardless of the receiving
radio volume setting.

To reset the EAB, the member can, either depress the EAB and hold it for
approximately 2 seconds until a steady reset tone is heard, then release the button,
or simply turn the radio off and then back on.

Note:

¢ When an Emergency Alert and subsequent voice communication are not
acknowledged, the "Emergency Alert Tone" can be resent by briefly
depressing the emergency button again

Emergency Situations

Once the orange emergency alert button has been depressed, the dispatcher will
ask the unit whose individual ID isdisplaying, “is everything 10-24”. The
appropriate response if you have an emergency shall be to repeat back “10-24”,
which would then be followed by a brief explanation if possible. If the aert was
accidental, then dispatch can be advised in plain English that no emergency exists.
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If aunit responds 10-24 or there is no response to the dispatchers query, then the
following shall occur:

A code 3 police response to the incident location shall be initiated
immediately.

The Shift Commander shall be notified on a separate channel.

A code 3 full station assignment shall be dispatched on a separate channel.
The Shift Commander shall monitor both channels.

A staff all cal shal beinitiated.

Fire Dispatch shall advise the Shift Commander and Police Department (On a
different channel or by landline) the type of call the unit in trouble was dispatched
to, aswell as any pertinent information leading up to the emergency. When the
response dictates that the Police Department should be the first to arrive; on a
case-by-case basis the Shift Commander shall decide if the full station assignment
shall use lights and sirens, and where the assignment should stage until the Police
Department advises the scene is secure. When it has been determined that Fire
Rescue should be thefirst arriving units, then the Shift Commander shall advise if
and when it is safe for the Police Department to enter the scene. In either caseit is
imperative that both Police and Fire Commanders keep one another appraised of
what is occurring on the scene. Any gaps in information may cause undue stress
and entice a unit to enter the scene prematurely.

Accidental Activations

Accidental activations of the EAB may occur from time to time, in the event that
an accidental activation occurs the operator or user of the radio should notify
dispatch immediately so that the system can be reset. To reset the EAB see above
under the operation of the EAB.

Spare Radios

The policy of bringing a portable in need of service to the on duty Battalion Chief
shall continue. Spare radios six digit ID number have been programmed to read as
aSpare in the communication center. It is therefore imperative that the Shift
Commander maintain a close inventory as to what units have spare radios and
their position on the unit.
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EXPOSURE REPORTING PROCEDURE

EXPOSURE DETERMINATION

One of the keys to implementing a successful Exposure Control Plan is to identify exposure
situations employees may encounter. To facilitate this in our operations, we have prepared
the following lists:

0 Job classifications in which al employees have occupational exposure to
bloodborne pathogens, shownin"A" below.

0 Tasks and procedures in which occupational exposure to bloodborne
pathogens occur (these tasks and procedures are performed by employeesin
the job classifications shownin "A" below.)

The initia lists were compiled on or before May 5, 1992. The EMS Division Chief will
work with department managers and supervisors to revise and update these lists of tasks,
procedures, and classifications as necessary.

A. List of job Classfications in which employees have potentiad exposure to
bloodborne pathogens.

Firefighter
Firefighter/Paramedic
Firefighter/EMT
Fire Inspector

Fire Marshal
Driver/Operator
Rescue Lieutenant
Captain

Battalion Chief
Division Chief
Deputy Chief

Fire Chief

B. Tasks and procedures in which occupational exposure to bloodborne pathogens
occur. (These tasks and procedures are performed by personnel listed in the job
classificationslisted in "A" above.) Thesetasksinclude, but are not limited to:
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1. During emergency conditions:
~Performing CPR
~Conducting patient assessment
~Providing supplemental oxygen therapy
~Maintaining airway control
~Suctioning the airway
~QObtaining intravenous access
~Obtaining blood samples
~Placing oropharyngeal devices
~Placing nasopharyngeal devices
~Placing combitube airway devices
~Trached intubation
~Cricothyrotomy
~Pleural decompression
~Controlling hemorrhage
~Bandaging wounds
~Splinting fractures
~Packaging and handling patients
~Patient defibrillation

2. During non-emergency conditions:
~Decontamination procedures
~Engineering control procedures
~Genera housekeeping procedures
~Transportation of biohazardous waste

*Horida State Statute 395.1025 requires receiving emergency departments to notify
EMS agency Designated Officers within 48 hours of determining a patient
transported to their ED has an airborne communicable disease.

CONFIDENTIALITY

According to Florida law, the identity of individuals tested for HIV and the results of those
tests shall remain confidential. No persons shall have access to records containing HIV test
results, except as authorized by The Department of Health, by rule or by law. The identity
of HIV test subjects and test results may be disclosed only under specific circumstances as
described in 381.004 Horida Statutes, and only to those who can demonstrate a legal "need
to know".
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The need to know shall not be construed to be an exception to the informed consent
requirements of Chapter 64D-2. HIV test results may be provided to persons with a
significant exposure after the significant exposure has occurred.

INFORMED CONSENT

No person in Foridashal perform atest to identify HIV, or its antigen or antibody, without
first obtaining the informed consent of the person upon who the test is being performed,
except as specified elsewhere in law. Informed consent shall be preceded by an explanation
of the test, including its purpose, potential uses, and limitations and the meaning of its
results.

Infection Control - Transmission

There are a number of viruses that must get inside the body to make you sick. Each hasits
own particular body cellsthat it prefers to attack. Viruses cannot act without being attached
to another cell. Once attached, they direct the activity of that cell. Infectious substances are
transmitted via an infected persons body fluids (i.e. saliva, sputum, blood, urine, vomitus
and feca matter). Generdly the human skin is a barrier against exposure to infectious
contaminants. If, however, the skin has open sores, cuts, or abrasions, this protective barrier
is broken. Infectious contaminants can also enter the body through openings such as the
mouth or sexua organs. Once insde the body viruses can then be absorbed into the blood
stream. Some of these viruses are capable of stimulating the body to produce antibodies to
defend it. If that has occurred from past exposure, the person may be immune to any later
eXposures.

For illnessto occur, (1) There must be blood or other body fluids containing the virus, (2) an
opening to the inner part of the body, (3) a means of getting the virus inside that opening, (4)
a large enough amount of virus, (5), and a defense system that does not have immunity
already built up.

Patients who cough and/or sneeze toward trestment personnel also increase the risk of
exposure. A puncture wound resulting from an IV needle or other item that has been in
contact with the patients blood or body fluid possess a significant exposure risk to treatment
personndl.

In the genera public and in the hospital setting, the most efficient route of transmission is
directly from the infected person, not through an intermediary, such as a third person's
hands. In other words, for a firefighter to take it home to a family member, the firefighter
would normaly first have to get the infection. Hands and clothing would not be expected to
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be an efficient means of transfer. Hand washing is the primary deterrent for transmitting
infectious diseases.

Infection Control - Prevention

The objective of prevention is to establish protective measures to prevent or reduce the risk
of direct exposure of members to infectious diseases. Fire Department members on
emergency responses will find it difficult to determine if a patient has an infectious disease.
When asking a patient about their medical history it is appropriate to ask if they have any
infectious diseases. However, personnel should be aware that:

- Patients may not know they have an infectious disease
- Patients may not be honest with their response to questions.

The level of protective precautions taken by department personnel should be based on the
patient evaluation and good judgement. Anyone can have an infectious disease; however,
some target populations are considered a higher risk than others. All human blood and
certain human body fluids should be treated as if known to be infections for HIV, HBV, and
other bloodborne pathogens.

Infection Control - Medical Exposure Severity Rating

The Sunrise Fire Rescue Department uses a medical exposure severity rating system to
assist the infection control representative in eval uating the seriousness of reported infectious
disease exposure. It categorizes and defines two exposure levels firefighters may face when
treating a patient, non significant and significant.

In al cases, it is presumed that the firefighter can immediately and thoroughly clean the
exposed area (hands, forearms, face or eyes). If he/she is unable to wash or clean the
affected area in a timely manner, then the severity of hisher exposure may be upgraded,
depending on the circumstances. For the purpose of this rating system, bodily fluids can
include a patient's blood, urine, feces, vomitus, saliva, tears, sweat, mucous, semen, vagina
secretions, placental fluids, and drainage from sores, wounds or other lesions.

ASSESS THE EXPOSURE/BLOOD OR BODY FLUID

A significant bloodborne exposure is a combination of one or more of the types of body
fluids and one or more of theinjurieslisted below and requires immediate medical
evaluation.
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PREVENTION AND IMMUNIZATION PRACTICES

Purpose Each employer shall identify “at risk” employees based on job descriptions.
(OSHA CFR 1910.1030)

Risk levels:

At-risk Employees. Emergency medical and public safety employees are at risk
for exposure to blood, body fluids, feces and/or respiratory secretions.

Low-risk Employees. These employees are identified through job descriptions as
having job tasks that are low or no “At-risk” to exposure to blood, body fluids,
feces and/or respiratory secretions. For these employees timely postexposure
prophylaxis rather than preexposure vaccination may be considered.

Special Risk Employees. Periodic evaluation of job description may be done as
indicated to evaluate certain tasks that may be considered at a higher level.

History of Immunity. Employees who are “at risk” for exposure to and possible
transmission of vaccine preventable diseases should have on record of employment all
immunizations currently recommended by the US Public Health Service. A medical

eva uation that includes childhood immunity or immunization history for Measles,
Mumps, Rubella, Tetanus, Diphtheria, Polio, Pertussis (Whooping cough) and Varicella
zoster (chicken pox) should be obtained and recorded for these employees. This program
should be completed at the time of hire or as part of a catch-up program. (CDC MMWR
1997:46 (No. RR18)). (NFPA 1581, 2-5.2.2).

INFECTION CONTROL PROGRAMS

Infection Control Officer. Employers shall identify a Designated Infection
Control Officer.

Education. Employees shall have Bloodborne/Airborne Pathogen Training.

Immunization Programs. Employers with vaccination programs shall offer
vaccine product information and declination statements as determined by CDC
and OSHA regulation. Employers shall make vaccines available to employees
who initialy decline and later decides to accept the vaccines within 10 days.
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Medical records and test maintenance. All employees medical records,
immuni zation records and baseline testing shall be maintained according to
applicable laws governing medical confidentiality. (29 CFR 1910.1030 (h)).

Needle-Stick Prevention Programs. Employers (where applicable) shall
provide needleless systems. Needleless systems means a device that does not use
needlesfor: (1) The collection of bodily fluids or withdrawal of body fluids after
initial venous or arterial accessis established; (2) The administration of
medication or fluids; or (3) Any other procedure involving the potential for
occupational exposure to bloodborne pathogens due to percutaneous injuries from
contaminated sharps. (OSHA 29 CFR 1910.1030)

Hepatitis Vaccination Programs. All “At-Risk” employees shall have made available to
them at employment (within 10 days) of initial assignment the Hepatitis vaccine and
education, unless the employee has documentation of the following: completed
vaccination series, record of immunity (positive titer), or medical contraindications. (29
CFR 1910.1030(f) (2)). Hepatitis A vaccination is strongly recommended and may be
offered if specific local conditions dictate. (NFPA 1581, 2-5.2.2).

Influenza Vaccination Programs. “At-Risk” Employees are considered to be at
significant risk for acquiring or transmitting influenza (the common Flu). Influenza
vaccine should be made available to employees from October through February annually.
(CDC MMWR 1997:46(No. RR-18) (NFPA 1581).

Periodic titer screening for immunizations. Routine periodic post vaccination
screening is not recommended after initial titer level has been determined. Booster doses
are not currently recommended. If the US Public Health Service recommends a routine
booster dose(s) at afuture date, such booster dose(s) shall be made available. (29 CFR
1910.1030(f) (1) (ii).

BASELINE AND ANNUAL SCREENING

Baseline Screening. Baseline screening for TB, Hepatitis A, B and C isindicated for
presumptive laws requirements. Meningitisis aso covered in the presumptive law but
does not require a baseline screening. (FS 112.181 6(a) (b)). (Florida Pension Statue for
police and firefighters only)
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TB Screening. A tuberculin skin test (PPD) shall be performed for al “at-risk” annually.
Employees who have previously tested negative and now test positive shall have a
baseline chest x-ray and one follow-up ayear later. All new positive TB test results shall
have prophylactic treatment offered. (CDC MMWR 1994:43(RR13)).

POSTEXPOSURE MANAGEMENT

Provide personal first aid.

Secure area to prevent further contamination.

Remove contaminated clothing

Wash the area well with soap and water or waterless hand
cleanser.

Notify Supervisor

Assess the level of exposure (Significant or non-significant)

Notification and Relief of Duty. EMS 39 and Battalion 39 be notified if aemployee
experiences an occupational exposure involving potentially infectious material. The
supervisor should determine if the employee needs to be relieved of duty.

Assess the level of Exposure. An Occupationa exposureis the “exposure to an other
person’s body fluids or airborne fluids. There are two types of occupationa exposures,
non significant and significant.

Non-Significant Exposure. Non-Significant exposures are occupationa
exposures that have little to no risk of transmission of diseases known at this time.
All Non-Significant exposures need to be documented on the “ Infectious Disease
Exposure Report Form”, so at a later date should said occupation exposure be
reported by the CDC as having an increased risk, the exposure was documented.

Significant Exposure. Significant Exposures have increased risk of transmission
and acquiring of disease(s). All Significant exposures need documentation and
medical follow-up.

Assessing Exposures to Blood or Body Fluids. A significant bloodborne or body fluid
exposure

Body Fluids:
Blood, Serum, and al fluids visibly contaminated with blood
Pleural, amniotic, peritoneal, synovial, and cerebrospinal fluids
Uterine/vaginal secretions, semen, feces and urine
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Sdiva

Action or Injury:
- Percutaneous (through the skin injuries such as, needlestick, laceration,

abrasion, bites, ect.)
Mucous membranes (e.g. eyes, nose, mouth)
Nonintact Skin (e.g. cut, chapped or abraded skin). Consider the larger the
area and/or the longer the material isin contact, the more difficult itisto
verify that all relevant skin areais intact. Also, an increased risk if within
2 hours of shaving skin and scabs <24 hours, if skin is till open.

Assess the Exposure to Airborne Droplets. A significant airborne exposure is
considered a combination of a source exhibiting signs/symptoms of suspected airborne
illness and an incident that would place the employee at risk of droplet or airborne
exposure.

Source: Any aerosolized exhalations containing droplets, sputum, lung secretions or
saliva either by the source coughing, spitting, breathing or by a action by the employee
such as suctioning or intubating AND the employee was wearing appropriate respiratory
protection (HEPA mask, eye protection).

Actions by employee that have increased risk of airborne disease spread include;
unprotected mouth-to-mouth CPR, suctioning of the nasopharnex or oralpharnex, active
cough or gag reflex upon suctioning or insertion of tracheal tube, Combitube®©, OPA,
NPA or nasogastric tube.

REPORTING, MEDICAL ATTENTION, CONSENT AND TESTING

Report the Exposure. The employee or supervisor should begin filling out an
Infectious Disease Exposure Form” and submit it to the Designated Infection
Control Officer

Transport. A Significantly exposed employee should be transported to a
designated facility within 2 hours for evaluation, testing and treatment options
(preferably afacility that offers rapid HIV testing if the material was blood or
body fluids). The employee and the source patient should be transported to the
same medical facility.
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Triage. The employee should be rapidly triaged as possible. The employee
should present to the medical facility an Infectious Disease Exposure reporting
Form and an Employer Information Sheet that contains specific information about
the employer, the employees Designated Infection Control Offer, the employers
employee compensation policy, and employers medical providers information for
follow-up care.

Consent and Counseling.

Counseling shall be provided to and consent obtained from both source of the exposure
and the exposed employee (29 CFR 1910.1030(f) (3)). The Employee' s Compensation
carrier will incur cost of testing for source and employee.

Informed Consent. Source and exposed employee consent to physician
authorizing testing. The source will not incur any cost of said testing.

No Consent. (e.g. sourceisunconscious or denies consent) If consent cannot be
obtained from the source of the exposure and blood sample is available, the
facility may conduct testing without consent and the attending physician
documents the need in the medical record of the employee.

Note: Florida’s Omnibus AIDS Act provides for a court order for the source to
comply and have testing completed. In this case, prophylaxis treatment may not
be completed in a timely manner, medical protocol providesfor an “ unknown
source” category.

Postexposure Testing for Blood and Body Fluids. Moved consent and counseling. The
facility should perform an Acute Hepatitis Panel (CPT 80074), Rapid HIV and RPR
(Syphilis) tests. Testing maybe added as per attending physician request.

Postexposure Testing for Airborne Droplet exposures. Focus on airborne dropl et
exposure is focused on alerting the medical facility that a significant exposure has
occurred. Testing is administered by the facility targeting a myriad of airborne diseases.

If TB exposure is suspected a tuberculin skin test (PPD) following the exposure should be
performed on source and exposed employee. Do not perform tuberculin skin test (PPD)
on exposed employee has been tested within the previous 12 weeks, or has a history of
positive skin test reaction.

Hospital Notification. If no exposure was reported to the medical facility, and the
medical facility determined through testing that and increased risk of disease
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transmission may have occurred, shall notify the agency of such event within 48 hours
after determination. (F.S. Ryan White Act)

Discharge. The Infectious Disease Exposure Reporting form should be complete with a
discharge summery that includes a description of all diagnostic tests performed on the
employee. A copy of the form is routed to the Designated Infection Control Officer and a
copy is provided to the employee.

Postexposure Medical Follow-Up. The employer is responsible to provide or make
available postexposure monitoring as directed by the medical provider. Follow-up testing
from blood and body fluid exposures will be performed after the initial, at week six, week
twelve and week twenty-six after the exposure. Testing after one year may indicated for
high risk significant exposures.

DOCUMENTATION

Employees are to complete the following forms for their respective situation.
Exposure Non-Significant

Infectious Disease Exposure Report Form

Exposure Significant

Infectious Disease Exposure Report Form*

First Report of Injury or IlIness

Supervisor Accident/Injury

Employee Incident (FD 30)

Sunrise EM'S Report

Workers Compensation Report from Employee. (2 Sections)
1. Employer Section: (Completed by employee)
2. Physician’s Section: (Completed by Physician)

* Completefirst to receive treatment.



401.02 Injury Reporting Procedure

Pagelof 3

Last Issued / Revised: 02/28/2007

INJURY REPORTING PROCEDURE

STATEMENT OF POLICY

It isthe intent of the Department to work in conjunction with the City's insurance carriers
and the Risk Management Department regarding issues of Worker's Compensation and
on-the-job injuries. All policies set forth by the City will be followed in all
circumstances. The following represents policies specific to the Fire-Rescue Department.
Any additional Worker's Compensation information will be provided to employees as it
becomes available.

PROCEDURE

A. The following policy isin effect for all Fire-Rescue employees and isto
be used in conjunction with Worker's Compensation policies provided by
the Risk Management Department.

B. If anincident involvesan injury or illness or it islikely that an injury or
illness may result from the incident, Fire-Rescue employees are required
to obtain and complete the following:

First Report of Injury or Illness*
Supervisor's Report Accident/Injury **
Report from Employee

Standard Patient Report

NFIRS-1 (Completed in RMS)
NFIRS-5 (Completed in RMS)

FD30 (for staff follow-up)

1 Call in Report of Injury to Risk Management at 954-572-2497
during hours of 9 am. and 5 p.m. (Monday — Friday).
If calling after these hours, |eave voice mail message on 954-572-
2497 with details of injury, name of injured employee, where
injured employee was treated and phone number of employee and
thelr supervisor’s name.

2. Complete the First Report of Injury or IlIness and the Supervisor
Report Accident/Injury and fax the reports to Risk Management at
954-572-2278 immediately after completing the phone
notification.
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C. If thereisno injury or illness resulting from an accident (i.e. minor vehicle
damage) and it is unlikely that future injury or illness will occur as a result
of the incident, the only reports that are necessary are the:

First Report of Injury or Illness*
Supervisor's Report Accident/Injury**
FD30 (for staff follow-up)

* If the employeeisincapacitated or, for whatever reason, cannot sign this form,
it is appropriate to write "unavailable" on the line designated for the employee's
signature.

** |t is appropriate for a Captain to sign this report.

Members who becomeill or are injured during the execution of their duties are
required to report the incident immediately to their immediate supervisor. Any
follow-up care or further consideration will be dictated by the City’s Worker's

Compensation carrier as well as appropriate work-related injury policies.



Work related injury or illness Reports

Refer to the proper Operations and Policy Manuel for instruction.
401.01 Exposure Reporting Procedure
401.02 Injury Reporting Procedure
401.03 Vehicle Accident Reporting Procedure

1. Battalion or greater must be notified in order to arrange medical treatment, in the
absence of an emergency.

2. Cadl intoreport injury to Risk Management at 954-572-2497 during the hours of
9:00am and 5:00PM (Monday — Friday).

3. After Hours, Call and leave message on 954-572-2497 with details of injury,
name of injured employee, where injured employee was treated and phone
number of employee and their supervisor.

4. First Report of Injury or IlIness and Supervisor Report are to be faxed
immediately after completing the phone notification to 954-572-2382.

Forms to be completed

Chemical Exposure (not treated) Chemical Exposure Treated
y First Report of Injury or lliness y First Report of Injury or Iliness
Yy Supervisor Accident/Injury y Supervisor Accident/Injury
y Employee Incident (FD30) y Employee Incident (FD 30)
y Chemical Exposure Report y Sunrise EMS Report
y Workers’ Compensation Report from Employee.
(2 Sections)
1. Employer Section: (Completed by employee)
2. Physician’s Section: (Completed by Physician)

Note: Complete all necessary forms. Return any form not required in the same
“Special Attention” interoffice envelope. This red envelope is to be used for work
related injuries only.
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VEHICLE ACCIDENT REPORTING

PURPOSE

The purpose of this document is to clarify and define the procedures necessary to report
ALL vehicle accidents involving city vehicles (including minor damage such as scratches
and broken lenses, etc).

VEHICLE ACCIDENT(S) (NON-INJURY)

1.

2.

The appropriate police department shall be notified for areport.

A Vehicle Incident Report must be completed and immediately forwarded
indicating the vehicle number, extent of damage, personnel involved, and a brief
description of the incident.

Notify the on-duty Battalion Chief.

If the unit can be safely driven, it shall remain out of service and taken to the City
garage for evaluation and photos. Vehicles that cannot be safely driven shall be
towed to the City garage. The Logistics Division must be notified.

NOTE: If the garage is not open, the company officer shall determine if the
vehicle shall stay in service and insure that the vehicle is taken to
the garage at the first available opportunity (if safe operation
cannot be determined, the vehicle shall be taken out of service).

Workers compensation paperwork shall be prepared about the driver of the
vehicleinvolved in the accident (see 401.02).

The Battalion Chief shall immediately notify, by phone, the Risk Management
office of the accident. The Battalion Chief shall also insure that al appropriate
paperwork is completed, including a cover letter describing the facts surrounding
the incident. ALL paperwork, including cover letter, shall be immediately turned
in to the Administrative Officer.
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VEHICLE ACCIDENT(S) (WITH INJURIES)

1.

2.

Medical protocol shall be followed FIRST.
Notify the on-duty Battalion Chief.
The appropriate police department shall be notified for areport.

If the unit can be safely driven, it shall remain out of service and taken to the City
garage for evaluation and photos. Vehicles that cannot be safely driven shall be
towed to the City garage.

NOTE: If the garage is not open, the company officer shall determine if the
vehicle shall stay in service and insure that the vehicle is taken to
the garage at the first available opportunity (if safe operation
cannot be determined, the vehicle shall be taken out of service).
The Logistics Division must be notified.

Workers' compensation paperwork shall be prepared on ALL personnel that are
SUSPECTED of being injured in the accident (see 401.02).

The Battalion Chief shall immediately notify, by phone, the Risk Management
office of the accident. The Battalion Chief shall have dispatch notify the Duty
Chief and the Operations Chief. The Battalion Chief shall aso insure that all
appropriate paperwork is completed, including a cover letter describing the facts
surrounding the incident. ALL paperwork, including cover letter, shall be
immediately turned in to the Administrative Officer.



SECTION 5

ORGANIZATIONAL
COMMUNICATIONS



500.01 General Policy

Pagelof 1

Last Issued / Revised: 08/04/2003

INFORMATION SYSTEMS

In an effort to keep employees informed, copies of various minutes and reports will be
disseminated as outlined below. The following outlines those documents that will
initially be sent to the field.

Staff Meetings:

Minutes from each staff meeting will be sent to each station. File copies are kept
at PSC. Stations may dispose of old minutes after two weeks.

Monthly Reports of Responses and Incidents:

Monthly reports, outlining responses by unit and Station will be sent to each
Station. File copies are kept at PSC. Stations may dispose of old monthly reports
after two months.

From time to time, additional reportyminutes will also be delineated. Any
guestions regarding these reports can be directed to the Shift Battalion Chief.
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PUBLIC RECORDS

Information pertaining to public records are part of the City Code Section 2-391 and are
incorporated by reference.

For the purpose of this section, the term “public records’ is defined as the books, records,
documents, letters, memoranda, written proceedings, minutes, instruments, ordinances,
resolutions, or copies of productions, prepared by, enacted or received by any city
official, group, body, committee or board or city commission of the city pertaining to city
business, with the exception, however, of confidential employment records.

Section 2-392 defines the custodian of the City’s public records as the City Clerk.

Any requests for “public records’ shall be directed to the Fire Chief’s office. Personnel
are not permitted to provide documents except as directed by the Fire Chief or designee.
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HEALTH INSURANCE PORTABILITY AND
ACCOUNTABILITY ACT (HIPAA)

Overview

The federal government implemented the Health Insurance Portability and Accountability
Act (HIPAA) in 1996. Designed to be implemented in phases, the latest phase came into
effect April 14, 2003. The primary concern for this organization involves the restriction
on use and disclosure of protected health information (PHI). This PHI means information
that is created or received by the Department and relates to the past, present, or future
physical or mental health or condition of a patient, the provision of healthcareto a
patient, and information that identifies a patient or for which there is reasonable basis to
believe the information can be used to identify the patient. PHI includes information of
persons living or dead.

Information concerning a patient you transport to the Emergency Department (ED) can
be provided to the staff assigned to care for the patient at the ED but not to persons not
directly providing care to that patient. Itisstill permissibleto transmit patient
information over telemetry, however, do not provide any identifying information over the
air. For example, this would include the patient name, medical record numbers,
Medicare/Medicaid numbers, socia security numbers, phone/fax numbers, or vehicle
|D/plate numbers.

Security of Completed Patient Reports

A central component of HIPAA isthe security of PHI. Assuch, some of the common
work practices in place today must be changed. For example, completed patient reports
can no longer be left in plain view on the desk, or on station clipboards. Completed
patient reports will be required to be stored in specific interoffice envelopes. Further,
these envelopes must be stored in the station file cabinet (top drawer) until retrieved on
station rounds. Other station paperwork should not be co-mingled with the patient
reports. Once retrieved, the completed patient reports are to be forwarded to the EMS
Shift Supervisor for collation and Quality Assurance review. After the review, they will
be forwarded to the billing office still under interoffice envelope cover.
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Notice of Privacy Practices

Additionally, a Notice of Privacy Practices (NPP) must be provided to each patient
encountered by Fire-Rescue where a patient report is generated. The current patient
report is being modified to include a section for the patient to sign for the NPP in non-
emergent situations. For emergent patients, the NPP signature can be collected from a
family member, much the same as the billing signature. Until the revised patient reports
areavailableit will be necessary to document in the narrative that the NPP was provided
to the patient.

Sanctions
HIPAA permits the Secretary of Health and Human Services to impose civil monetary
penalties for non-compliance; therefore, employees violating this policy may be subject

to discipline.

Privacy Officer

The HIPAA legislation requires a Privacy Officer to be selected and serve as the point of
contact for patient complaints, subpoenas, and record requests. The Administrative
Officer isthe Privacy Officer for Sunrise Fire-Rescue.

Subpoenas

Fire-Rescue employees receiving a subpoenain connection with their employment with
this agency can no longer request a copy of the patient report from our Records
Custodian. Theissuer of the subpoena should provide a copy, if requested, as they will
have the appropriate releases from the involved parties.
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Computer Information Systems Security and use Policy
SUMMARY

It is through the use of a clearly defined set of objectives and goals that an effective and
efficient Computer Information Systems Policy is based. The requirements constitute the
core around which a plan can be developed. Appropriate security and use measures must
be in place to protect the confidentiality and integrity of all data stored on the City's
computers. This policy is intended to define the computer and network security
requirements for the City of Sunrise. The policy will also provide guidelines on the use
of computing resources and implementing the controls necessary to meet the
requirements. The requirements are grouped into three categories. a) General Controls,
b) Application Controls, c) Administrative Controls.

POLICY

Overal responsibility for the Management Information Systems of the City of Sunrise
shall be vested with the MIS Director.

Genera Controls will include a plan of organization and methods and procedures that
apply to the overall computer operations of the City of Sunrise. They are to provide the
reliability of, and security over, the information being processed and maintained.
Controls must be provided over computer systems, programs, data files,
telecommunications networks, and input and output devices and materials.

Application Controls will ensure the authority of data origination, accuracy of datainput,
integrity of processing, and verification and distribution of output. These controls must
ensure only authorized data is processed, that it is processed promptly, accurately, and
completely.

Administrative Controls will ensure there is a clear assignment of responsibilities and
accountability for planning, managing and controlling the functions of the data
processing environment, ensuring personnel are qualified, adequately trained and
supervised and that there is a proper separation of duties.

PROCEDURE

System administration is a function of the MIS Department. The MIS Director/System
Administrator is responsible for the secure operations of al computer resources. The
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MIS Director/System Administrator also ensures that the system is accessed, used and
maintained according to City of Sunrise policies.

A. The following General and Administrative Controls are the responsibility of the
MIS Director/Systems Administrator:

1. Ensure appropriate safeguards are incorporated into the system and tested
periodicaly.

2. Ensure aDisaster Recovery Plan exists.

3. Ensure the system is reviewed periodicaly to safeguard against

unauthorized use.

Ensure control objectives are clearly defined.

Ensure that the appropriate technical, administrative, physical and

personnel security requirements are established.

6. Ensure security specifications are delineated and properly implemented by
the users.

7. Ensure system documentation exists and is current. The documentation
should be sufficient to ensure effective operation by systems personnel,
programmers and users.

8. Upon receipt of a new user request, assesses the appropriateness and
proper authorization of the requested activity. Thiswill include obtaining
approva from the department responsible for the maintenance of the
system. For example, the Finance Director must approve all access to the
financial system. Once approva is granted and the propriety of the
request is reviewed, establish a new user with proper authorities and
restrictions or change the current user authorization.

9. Be responsible and accountable for all hardware and software owned or
leased. The MIS Director shall establish and ensure compliance with
approved guidelines for sub-custody, transfer and disposal.

o &

B. The following Application and Administrative Controls are the responsibility of
the MIS Director/Systems Administrator:

1. Ensure department managers are trained on the necessity for a separation
of duties between the authorizing, processing, recording and reviewing of
transactions.

2. Ensure each department has written procedures to enforce the intended
function of these controls.

3. Ensure systems access is updated routinely to include: making changes
according to the signed directives; reviewing security applications listings,
removing users who are no longer employed by the City or have not used
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the system in twelve (12) consecutive months, and removing users
according to management’ s directives.

Individuals shall not be granted access to the City’s computer systems and
computer networks without the proper authorization. All requests for additions,
modifications, and deletions to computer access will be in writing, signed by the
department director specifically stating the access requirements of the user, and
forwarded to the MIS Director for approval. Only MIS personnel with
responsibility over systems, police officers and fire safety personnel using mobile
data terminals to access specific Public Safety information, and other City
personnel, with the direct approval of the MIS Director, will be granted approval
to access City computers remotely. Remote use by non-City personnel may be
authorized with the approval of the Finance Director and the MIS Director. It is
the responsibility of each user to understand and adhere to the policies and
procedures regarding password protection and the security of all hardware and
software systems.

Access to the City’ s computer network and/or any of the City’s computer systems
may only be done through the use of City equipment. No one may use their own
personal computing equipment to access any City systems without the express
approva of the MIS Director.

C. The following Administrative Controls are the responsibility of the User:

1. User ldentification — (userids). A userid is associated with a unique
profile that is established for each user. The format used for the userid
and the profile will be established by the MIS Department. All users will
be assigned a unique userid by the MIS Department. Special menus that
restrict user access may be defined in the user profile. Users may have
their access restricted only to items listed on the menu.

2. User Guidelines. Each userid will be assigned to only one person. No one
is to share his or her userid with anyone else. The MIS Director/Systems
Administrator may disable a userid for a variety or reasons including, but
not limited to: termination of employment; non-use of the account for
twelve (12) consecutive months; or, notification of security violation (by
management directive). Prompt, written notification must be given to MIS
when a userid must be deactivated or removed from the system. After a
predefined number of failed sign-on attempts, the system will lock the user
out. The user must contact the M1S Department to reinstate access.




501.01 Computer Information Systems Security and use Policy
Page 4 of 13

Last Issued / Revised: 07/30/2009

3.

Passwords. Passwords are designed to prevent anyone but an authorized
individual from using aprofile. Each user is responsible for assigning and
changing their password.

Password Guidelines:

0 Password structure will be determined and established by the MIS
Department

o0 The computer system forces each user to change his or her
password every ninety (90) days. A new password must be
selected each time. A password can only be used once.

0 A password is secret and should never be made known to another
individua. It isthe responsibility of the user to keep the password
secret.

0 Avoid passwords that incorporate personal data elements (e.g.,
user’s name, child’s name, date of birth, etc.).

0 Passwords must not be posted on terminals, bulletin boards, or
other locations where they may be disclosed.

o If apassword has been seen, guessed or compromised, it must be
changed immediately and the MIS Department must be notified.

D. The following General and Application Controls are the responsibility of
the User:

1.

Protect passwords. Follow the password guidelines and do not share a
password with anyone.

Protect unattended terminals. Alwayslog out of the system before leaving
aterminal unattended for extended periods of time. The MIS Department
may establish procedures to automatically lock a terminal after extended
periods of inactivity, requiring a password to resume operations.

Protect against viruses. Never bring unauthorized disks, diskettes, flash
drives, etc. or persona software to work. Beware of borrowed or
unsolicited software; these could contain computer viruses or maware
designed to capture, alter or destroy data.
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4. Protect equipment. Practice good housekeeping at all times, including no
smoking, drinking or eating around a personal computer, termina or
workstation. Keep electrical appliances away from the computer and
media

Protect all equipment used for remote access. This includes laptop
computers, Blackberry devices, PDAs, and any other device that may
contain City data or have access to the City network or data. MIS may
establish procedures that will lock these devices after a predetermined
period of inactivity, requiring a password or code to resume operations.
Theloss or theft of these devices must be reported immediately to the MIS
Department. The MIS Department may then attempt to implement remote
processes to wipe out and/or remove all data on these devices.

5. Protect files. Users are responsible for the integrity of the data.

6. Protect senditive information. Sensitive information, specifically
personnel and payroll data and accounting data require protection from
unauthorized use or loss. Periodically review access privileges to
sensitive information.

7. Protect media. Label all media and lock up software and removable
media.

E. Internet/E-Mail use and procedures
DEFINITIONS:
1. The Internet, for the purposes of this policy, is defined as the World Wide Web;
accessible from the City network for the purpose of conducting City business.

2. The Intranet is defined as an application, similar to the Internet that is restricted
to and accessible only within the City’ sinternal network.

3. Electronic Mail (E-Mail) is an alternative eectronic communications medium
provided by the City of Sunrise for the purpose of conducting City business.
All City employees must comply with Florida’s public records law and state
retention schedules for public records, including E-mail.

City employees may use E-mail and the Internet as communications tools subject to the
rules established by this policy. When any E-mail is transmitted, both the sender and
reader should consider if the communication falls within these rules
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Only the MIS Department may install hardware and/or software necessary to have access
to E-mail and the Internet.

F. Access and Use of the Internet and E-mail
1. E-mail may only be used for City business. Employee access to E-mail and/or the
Internet must be requested by their Department Director and approved by the MIS
Director.

2. Internal E-Mail. Internal E-Mail is E-mail transmitted internally to only City
employees over the City network.

3. External E-mail. Externa E-mail is E-mail transmitted over the Internet to send
and recelve electronic documents, which may be public records and which were
produced or received for official City business.

4. The following uses of the Internet and/or E-Mail do not constitute City business
and are prohibited:

- Soliciting or proselytizing for commercia ventures, chain letters, religious
or persona causes, outside organizations or other similar, non-job related
solicitations or purposes.

Any use that is insulting, derogatory, threatening, vulgar, obscene,
disruptive, or offensive by other persons, or harmful to morale. Examples
of forbidden transmissions include unwelcome propositions or love letters;
ethnic or racia durs; sexually-explicit messages; profanity; or any other
message that can be construed to be harassment or disparagement of
others based on their sex, race, sexual orientation, age, national origin or
religious or political beliefs or any other characteristic protected by
federal, state or local law

Sending copies of documentsin violation of copyright laws.

Offering for sale non-City related items.

Any use that compromises the integrity of the City or its business in any
way.

Any use that violates any rules of E-mail etiquette established by MIS.
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5. Abuse of E-mail. Abuse of this medium by engaging in prohibited acts will result
in disciplinary action up to and including termination. Any employee who
receives an offensive inappropriate email or attachment must immediately
report it to the MIS Department and to the department director and Personnel
Department.

6. Accessibility of E-mail THE CITY E-MAIL SYSTEM IS INSTALLED FOR
THE PURPOSE OF FACILITATING CITY BUSINESS. THE SYSTEM
BELONGS TO THE CITY AND THE CONTENTS OF E-MAIL
COMMUNICATIONS ARE ACCESSIBLE AT ALL TIMES BY THE CITY.
THESE SYSTEMS MAY BE ACCESSED AT ANY TIME, WITH OR
WITHOUT ADVANCE NOTICE. ALTHOUGH YOU MAY HAVE A
PERSONAL PASSWORD, YOUR E-MAIL CAN BE ACCESSED BY THE
CITY WITHOUT YOUR KNOWLEDGE OR CONSENT TO MONITOR
YOUR COMPLIANCE WITH THIS POLICY. NOTHING ON THE E-MAIL
SYSTEM, THEREFORE, SHOULD BE CONSIDERED PRIVATE OR
CONFIDENTIAL. MOREOVER, E-MAIL MESSAGES MAY BE SUBJECT
TO THE PUBLIC RECORDS LAW AND ALL PUBLIC RECORDS WILL BE
DISCLOSED UPON REQUEST IN ACCORDANCE WITH THE LAW'’S
PROVISIONS.

G. E-mail as a Public Record
Florida's public records law, Chapter 119, Florida Statutes, defines public records as:

“All documents, papers, letters, maps, books, tapes, photographs, films,
sound recordings, data processing software or other material, regardless of
physical form, or characteristics, or means of transmission, made or
received pursuant to law or ordinance or in connection with the transaction
of official business by any agency.”

This definition encompasses all materials made or received by an agency in connection
with official business, which are used to perpetuate, communicate or formalize
knowledge. All of these materias, regardless of form, are open for public inspection
unless the legislature has specifically exempted them from disclosure.

1. Exemptions to the Public Records Law:

State and federal law exempts certain categories of documents from disclosure under the
public records law. E-mail should not be used to transmit exempt information. Before a
copy of any E-mail is released pursuant to a public records request, any exempt
information must be deleted from the E-mail.
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2. Responding to a Public Records Request for E-mail:
E-mail that falls within the definition of a public record that is retained should be
provided. E-mail, which is a public record but contains exempt information, should be
provided but the exempt information must first be deleted or redacted. If in doubt as to
whether an E-mail message is a public record or contains exempt information, the
department should contact the City Clerk and/or the City Attorney’s Office, as necessary.

3. Transitory Messages:
The record series entitled “Transitory Message”, found in the state's general records
schedule, is designed to cover certain E-mail communications, as well as other
information with short-term administrative value. Transitory Messages are defined as
follows:

This record consists of those records that are created primarily for the
informal communication of information, as opposed to communications
designed for the perpetuation or formalization of knowledge. Transitory
Messages do not set policy, establish guidelines or procedures, certify a
transaction, or become a receipt. The informal tone of Transitory
Messages might be compared to the communication that might take place
during a telephone conversation or a conversation in an office hallway.
Transitory messages would include, but would not be limited to: E-mail
messages with short-lived, or no administrative value, voice mail, self-
sticking notes and tel ephone messages.

4. Maintaining E-Mail Documents:
Transitory messages created as E-mail may be deleted. E-mail that is a public record can
be deleted after it has been retained for the correct time period as determined by the
retention schedules.

If External E-mail you send or receive is a public record, comply with the retention
requirements of the public records law by printing the public record E-mail and storing
the hard copy in the relevant subject matter file as you would any other hard-copy
communication. It is the individual user’s responsibility to maintain this public record
ust as you would a letter received through normal mail.

H. Use of the Internet and E-Mail

The following rules apply to Internet and e-mail use:
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1. THE PROHIBITIONS SET FORTH UNDER “ACCESS AND USE OF E-
MAIL” IN SECTION F OF THIS POLICY ALSO APPLY TO USE OF
THE INTERNET AND ALL OTHER NON-CITY NETWORKS. Use of the
Internet via the City’s Internet facilities and computer resources is prohibited
except in the furtherance of City business. The MIS Director must approve
employees who are to have Internet access.

2. SOFTWARE AND SYSTEMS MAY BE UTILIZED THAT CAN
MONITOR ALL INTERNET USAGE (FOR EACH AND EVERY USER)
EACH WORLD WIDE WEB SITE VISIT, OR E-MAIL MESSAGE, AND
EACH FILE TRANSFER INTO AND OUT OF THE CITY’S INTERNET
FACILITIES AND COMPUTING RESOURCES. NO EMPLOYEE HAS
ANY EXPECTATION OF CONFIDENTIALITY OR PRIVACY AS TO
THE EMPLOYEE’S INTERNET AND/OR E-MAIL USAGE.

3. The display of any kind of sexually explicit material may not be downloaded,
archived, stored, distributed, edited or recorded using the City’ s Internet access or
computing resources.

4. The City’'s Internet facilities and computing resources shall not be used to violate
the laws and regulations of the United States, or the laws and regulations of any
country, state, county or city.

5. Any software or files downloaded via the Internet into the City’s network
becomes the property of the City. Any such files or software may only be used
consistent with their licenses and copyrights.

6. City Internet facilities and computing resources shall not be used to download or
distribute pirated software or data.

7. City Internet facilities and computing resources shall not be used to propagate any
virus, worm, Trojan horse, trap-door program code or any other program code
intended to cause disruption or unauthorized access to any computer system.

8. City Internet and computing resources shall not be used to disable or overload any
computer system network, or to circumvent any system intended to protect the
privacy or security of another user.

9. Each employee using the City’s Internet facilities shall identify himself or herself
honestly, accurately and completely (including the City’s name and the
employee’ stitle where requested). Employees shall not advise or make any claim
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to the sender of E-mail communications that the contents of any E-mail will be
kept confidential.

10. The unsolicited receipt via Internet of any material that violates this policy shall
be immediately reported to the employee's department head and the MIS
Department.

11. Any file that is downloaded will be scanned for viruses before it is run or
accessed.

12. E-mail may not be used to transmit exempt information under Florida' s Public
Records Law if transmission will make the information non-exempt.

13. All users shall include the official City disclosure (see attachment “A”) in all
external emails.

Rules for Adherence: This policy stipulates the Computer Information Systems
Security and Use Policy for the City of Sunrise. Departures from this policy will
only be with the specific written approval of the MIS Director.

The Personnel Department will provide a copy of this policy to al new
employees.  All employees will receive and be required to sign the
acknowledgement, consent and receipt form (Attachment “B”) before being
allowed access to any City computer systems and/or network.

It is essential that standards and guidelines be in place to ensure that licensing
agreements and compatibility requirements are met with regard to computer
hardware and software. Any unauthorized software or hardware found on the
City’s personal computers and/or computer networks is subject to immediate
removal.

All computer-related hardware and software installed on City-owned personal
computers and/or computer networks must be authorized and approved by the
MIS Director. Purchase requisitions will require the approval of the MIS Director
and the Budget Director. Users may purchase the items only after receiving all the
required approvals.

All original software and licenses will be maintained and under the control of the
MIS Department unless specifically exempted by the MIS Director.
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CONTACTS

Computer/Telephone Support Line/Help Desk
MIS Department

4401 NW 103 Avenue

Sunrise, FL 33351

(954) 746-3420

Personnel Department

1300 Sawgrass Corp. Parkway, Suite 100
Sunrise, FL 33323

(954) 838-4522

APPROVED:

Bruce Moeller Date
City Manager



501.01 Computer Information Systems Security and use Policy

Page 12 of 13

Last Issued / Revised: 07/30/2009

ATTACHMENT “A”

E-Mail Disclosure:

Please note that Florida has a broad public records law, and that all
correspondence to me via email may be subject to disclosure.

This message, together with any attachments, is intended only for
the addressee. It may contain information that is legally privileged,
confidential and exempt from disclosure. If you are not the
intended recipient, you are hereby notified that any disclosure,
copying, distribution, use, or any action or reliance on this
communication is strictly prohibited. If you have received this e-
mail in error, please notify the sender immediately by return e-mail
and delete the message, along with any attachments.
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ATTACHMENT “B”
COMPUTER INFORMATION SYSTEMS SECURITY AND USE POLICY
EMPLOYEE ACKNOWLEDGEMENT, CONSENT AND RECEIPT FORM

FILL IN THE INFORMATION BELOW, SIGN AND RETURN THE
ORIGINAL TO THE MIS DEPARTMENT. KEEP A COPY FOR YOUR
RECORDS AND YOUR DEPARTMENT'S RECORDS. PLEASE NOTE
THAT YOUR COMPUTER ACCOUNT WILL NOT BE ESTABLISHED
UNTIL THIS DOCUMENT IS RECEIVED IN MIS.

| HAVE RECEIVED AND READ THE COMPUTER INFORMATION
SYSTEMS SECURITY AND USE POLICY. | WILL COMPLY WITH THE
POLICY AND AS A CONDITION OF MY USE OF E-MAIL AND THE
INTERNET; | CONSENT TO HAVING MY E-MAIL AND INTERNET USE
MONITORED BY THE CITY IN ACCORDANCE WITH THIS POLICY, AND
| UNDERSTAND THAT VIOLATIONS OF THIS POLICY MAY SUBJECT
ME TO DISCIPLINARY ACTION, UP TO AND INCLUDING
TERMINATION OF MY EMPLOYMENT.

Employee Name (Print or Type) Department (Print or Type)

Signature: Date:

IF YOU HAVE ANY QUESTIONS REGARDING THIS POLICY, PLEASE
CALL EITHER MIS AT (954) 746-3420, OR PERSONNEL AT (954) 838-452
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TELEPHONE/FAX SYSTEMS

City telephones and fax machines shall not be utilized for the purposes of operating
personal interests such as secondary employment or other non-work related activities.
Furthermore, City telephones shall not be utilized for any personal activities between the
hours of 0800-1700 hours. During thesetimesit is expected that phone lines are | eft
available for business only activities.



501.03 Personal Communication/PDA’s and Imaging Devices
Page 1 of 2

Last Issued / Revised: 07/30/2009

Personal Communication/PDA’s and Imaging Devices
Purpose
To define the use of persona cell phones, PDA’s and Imaging Devices
Intent
To prevent distractions in the workplace and help ensure the safety of al personnel and
the patients we serve, and to ensure the maximum degree of privacy and protection of all

patient and business information consistent with the law and general principles of
confidentiality.

l. Policy
A. Célular phone use and use of personal digital assistants (PDAS) while on
duty shall be limited to necessary work related calls made on work-issued
phones.
B. Use of personal cell phonesis only permitted during limited times when
work responsibilities are not being performed.
C. Digital imaging devices, including those that are part of a personal cellular

phone (e.g. camera phone) may not be used while on duty except with
permission of the Fire Chief or hisdesignee. When digital or
photographic images are needed for work-related purposes, staff should
utilize the department-provided imaging equipment, and all such image
filesisthe property of the City of Sunrise as part of the patient’s medical
record.

D. The City of Sunrise Fire-Rescue takes patient privacy and the protection
of confidential information very seriously. The City of Sunrise Fire-
Rescue also recognizes the value of appropriate photographs, video and
other images to enhance morale and to instill pride in the workplace,
which iswhy City of Sunrise Fire-Rescue does not outright prohibit the
use of personal cell phones and digital imaging devicesin limited
situations.

1. Procedure
A. Personal Cellular Telephones and Digital Assistants (PDAS)

1. Persona cellular telephones are permitted to be carried while on
duty, but must be placed on silent mode, and allow voice mail to
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answer the call. Messages may be checked on “down time”
when not actively involved in a Fire-Rescue call or performing
work duties.

2. Personnel will not utilize a personal or department cellular
telephone or PDA while driving except under very limited
circumstances (such as when the vehicle is staffed only with a
driver). If cellular communication is necessary for work-related
communications, the person in the officer’s seat or other onboard
personnel should handle the telephone wherever possible.
Personnel working aboard one-person vehicles will minimize the
use of cell phones while operating department vehicles and do so
only if absolutely necessary. Where necessary and possible, the
department will install compatible hands-free cellular telephone
equipment in appropriate vehicles where the driver may need to
use a department cell phone.

B. Digital Imaging Devices (Digital Cameras, Video, Photography)

1. Intheinterest of protecting employee documents, patient
confidentiality. Common sense should be used when using
personal imaging devices while on duty and when not on an
active incident.

2. Any images that are taken with personal or department issued
imaging devices that involve a patient, emergency incident scene
or the identity of the department in that image may not be
distributed in any manner, including posting on publicly or
privately accessible web sites or other Internet locations (such as
Myspace.com, Facebook.com, etc.), without the express
permission of the Fire Chief or his designee.

3. Any images, whether taken with department or personal imaging
devices, may only be added to the City web site by the Cities
webmaster. All such images (including those taken with a
persona imaging device) then become the property of the City
upon posting by the City.

4. Images taken with company-issued imaging equipment may not
be downloaded or transferred to any other device (include
personal imaging devices or flash drives or data storage devices)
without the express permission of the Fire Chief or his designee.

5. Off duty use of imaging devices may only be done with the
advance permission of the Fire Chief or his designee.
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IDENTITY THEFT PREVENTION
PURPOSE

Sunrise Fire-Rescue, under the City of Sunrise Fire-Rescue’s Identity Theft Prevention
Program, is committed to providing all aspects of our service and conducting our
business operations in compliance with all applicable laws and regulations. This policy
sets forth our commitment to compliance with those standards established by the Federal
Trade Commission under the Identity Theft Red Flags and Address Discrepancies under
the Fair and Accurate Credit Transaction Act of 2003 (“the Red Flag Rules”) at 16 C.F.R.
8681.2, regarding the establishment of awritten Identity Theft Prevention Program
(“Program”) that is designed to detect, prevent, and mitigate identity theft in connection
with the opening of a covered account or any existing covered account

SCOPE

This Program contains policies and procedures designed to identify, detect and respond

appropriately to “Red Flags’ for identity theft. It also contains policies and procedures

for the periodic identification of covered accounts and for the general administration of

the Program. This Program addresses our general approach to compliance with the Red
Flag Rules. Asa“creditor” with “covered accounts’ under the Red Flag Rules, Sunrise
Fire-Rescue isrequired to:

Periodically identify covered accounts,
Establish awritten Identity Theft Prevention Program; and
Administer the Identity Theft Prevention Program.

DEFINITIONS

A. "Account" means a continuing relationship established by a person with the
Sunrise Fire-Rescue Department to obtain services for personal, family,
household or business purposes and includes an extension of credit, such asthe
purchase or services involving a deferred payment.

B. "Covered account” means:
1. Anaccount that Sunrise Fire-Rescue offers or maintains, primarily for

personal, family, or household purposes, that involves or is designed to
permit multiple payments or transactions; and
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2. Any other account that Sunrise Fire-Rescue offers or maintains for which
thereis areasonably foreseeable risk to individuals or to the safety and
soundness of Sunrise Fire-Rescue from identity theft, including financial,
operational, compliance, reputation, or litigation risks.

3. "ldentity theft" means afraud committed or attempted using the identifying
information of another person without authority.

4. "ldentifying information” means any name or number that may be used,
alone or in conjunction with any other information, to identify a specific
person, including any:

a. Name, socia security number, date of birth, officia state or government
issued driver's license or identification number, alien registration number,
government passport number or employer or taxpayer identification
number;

b. Unique biometric data, such as fingerprint, voice print, retinaor iris
image, or other unique physical representation;

c. Unique éectronic identification number, address, or routing code; or

d. Telecommunication identifying information or access device (as those
terms are defined in 18 U.S.C. 81029(e)).

e. Medicare number.

f. Health care claim number.

5. “Program” means this written Identity Theft Prevention Program developed
and implemented by the Sunrise Fire-Rescue Department.

6. "Red Flag" means a pattern, practice, or specific activity that indicates the
possible existence of identity theft.

7. "Service provider" means a person who provides a service directly to Sunrise
Fire-Rescue and includes third party billing companies and other
organizations that perform service in connection with Sunrise Fire-Rescue's
covered accounts.
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PROCEDURE

A. ldentify Covered Accounts

1. Sunrise Fire-Rescue will annually determine whether it offers or maintains
covered accounts (see definition of “covered account” in this Program) and
shall document that determination.

2. Aspart of thisannual identification of covered accounts, Sunrise Fire-Rescue
shall conduct an annual risk assessment of its accounts to determine whether it
offers or maintains accounts that carry a reasonably foreseeable risk to
patients or to the safety and soundness of Sunrise Fire-Rescue from identity
theft, including financial, operational, compliance, reputation, or litigation
risks. In determining whether Sunrise Fire-Rescue offers or maintains such
accounts, Sunrise Fire-Rescue will conduct an annual risk assessment that
takes into consideration:

a. Themethods it usesto open its accounts
b. methods it uses to access its accounts; and
c. Itsprevious experiences with identity theft.

3. Theannual identification of covered accounts should ideally be conducted by
an evauation or audit team acting under the direction of the Fire Chief or
other individual in charge of Program administration.

B. ldentify Red Flags

1. Once Sunrise Fire-Rescue has identified its covered accounts, it shall identify
Red Flags (see definition in this Program) for those accounts. This shall be
conducted on an annual basisin conjunction with Sunrise Fire-Rescue’'s
identification of covered accounts. Sunrise Fire-Rescue will also identify red
flags as they arise and incorporate them into this Program.

2. Sunrise Fire-Rescue shall consider the following factors in identifying
relevant Red Flags for covered accounts, as appropriate:

The types of covered accountsit offers or maintains;

The methods it provides to open its covered accounts;

The methods it provides to access its covered accounts; and

Any incidents of identity theft that Sunrise Fire-Rescue has experienced.

cooTw
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3. Sunrise Fire-Rescue shall also consider the examples of Red Flagslisted in
Supplement A to Appendix A to 16 C.F.R. Part 681. The Program shall
include relevant Red Flags from the following categories, as appropriate:

a. Alerts, notifications, or other warnings received from consumer report
agencies or service providers, such as fraud detection services;

b. The presentation of suspicious documents,

c. The presentation of suspicious personal identifying information, such asa
suspicious address change;

d. Theunusual use of, or other suspicious address change; and

e. Notice from customers, victims of identity theft, law enforcement
authorities, or other persons regarding possible identity theft in connection
with covered accounts.

4. Sunrise Fire-Rescue shall also incorporate Red Flags from sources such as:

a. New and changing risks that Sunrise Fire-Rescue has identified; and
b. Any applicable supervisory guidance from the FTC or other appropriate
SOurces.

5. Thefollowing are Red Flagsidentified for Sunrise Fire-Rescue’s covered
accounts as of the most recent update to this Program:

a. Patterns of activity on payment accounts that are inconsistent with prior
history;

b. Increasesin the volume of inquiriesto an account;

c. The presentation of information that is inconsistent with other sources,
e.g., the address, date of birth, or socia security number listed for the
patient does not match the address given or is inconsistent with other
identifying information provided by the patient;

d. Personal identifying information isidentified by third-party sources as
having been associated with known fraudulent activity;

e. Personal identifying information of atype commonly associated with
fraudulent activity (e.g., fictitious address, use of mail drop, or phone
number that isinvalid or associated only with a pager or answering
service);

f. The social security number provided by the patient is a duplicate of that of
other patients,

g. Theaddress or telephone numbers given are the same or similar to those
of other patients, particularly recent ones;
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Attempts to access an account by persons who cannot provide
authenticating information;

Requests for additional authorized users on an account shortly following
change of address;

Uses of an account that are inconsistent with established patterns of
activity such as: nonpayment when thereis no history of |ate or missed
payments;

Nonpayment of the first payment on the account;

Inactivity on an account for areasonably lengthy period of time;

. Mail correspondence sent to the provided address is returned and mail is

returned despite continued activity in the account;

Notification of Sunrise Fire-Rescue of an unauthorized transaction by the
patient;

Notification of Sunrise Fire-Rescue by the patient, alaw enforcement
authority, or other person, that it has opened a fraudulent account;

A complaint or question from a patient based on the patient’s receipt of:

A bill for another individual;

A bill for aservice that the patient denies receiving;

A bill from a health care provider that the patient never
utilized;

A notice of insurance benefits (or Explanation of Benefits)
for health services never received; or

A patient or insurance company report that coverage for
legitimate healthcare service is denied because insurance
benefits have been depleted or alifetime cap has been
reached.

A complaint or question from a patient about information added to a credit
report by a health care provider or insurer;

A dispute of abill by a patient who claims to be the victim of any type of
identity theft;

A patient who has an insurance number but never produces an insurance
card or other physical documentation of insurance;

A notice or inquiry from an insurance fraud investigator for a private
insurance company or alaw enforcement agency;,

A security breach;

Unauthorized access to a covered account by personnel;

. Unauthorized downloading of patient files;

Loss or theft of unencrypted data;
Inappropriate access of a covered account;
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Zz. A computer virus or suspicious computer program;

aa.

ab.

ac.

ad.

Multiple failed log-in attempts on aworkstation;

Theft of a password;

The presentation of an insurance card or form of identification that is
clearly altered; and

Lost, stolen, or tampered facility equipment.

C. Detect Red Flags

1. Sunrise Fire-Rescue shall adopt reasonable policies and procedures to address
the detection of Red Flags in connection with the opening of covered accounts
and existing covered accounts, such as:

a

b.

Obtaining identifying information about, and verifying the identity of, a
person opening a covered account; and

Authenticating patients, monitoring transactions, and verifying the validity
of change of address requests.

2. Thefollowing procedures have been adopted by Sunrise Fire-Rescue to
address the detection of Red Flags as of the most recent update to this
Program.

a

Suspicious Documents at the Time of Transport: Sunrise Fire-Rescue
personnel shall be on the alert for patients who present suspicious
documents such as an insurance card or form of identification that appears
to have been altered or does not match other information about the patient.
Whenever possible, the crew shall attempt to verify the identity of the
patient with someone who knows the patient and/or someone who has
rendered care to the patient. Personnel shall not delay the provision of
care when verifying this information and should obtain this information
after the transport when it could delay the provision of care.

ID Verification Before Discussing Patient Account Information or
Change of Address: Before discussing any information related to a
covered account with any individual, or making a change to address
information in a covered account; Sunrise Fire-Rescue personnel shall
sufficiently ascertain the identity of the individual.

If apatient or appropriate representative makes a telephone
inquiry or request regarding a patient account, Sunrise Fire-
Rescue personnel shall require the patient or appropriate
representative of the patient to verify the date of birth,
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socia security number (or at least the last 4 digits), and
address of the patient to whom the account pertains.

If the patient or appropriate representative of the patient
presents in person to the business office of Sunrise Fire-
Rescue Fire Rescue, he/she shall be required to provide a
valid government issued photo ID in addition to the date of
birth, social security number (or last 4 digits), and address
of the patient to whom the account pertains.

If the patient or appropriate representative of the patient is
unable to provide the necessary information to verify the
identity of the patient, Sunrise Fire-Rescue staff shall make
anotation of the inquiry or address change request in the
patient account file and alert an appropriate supervisor
without providing access or honoring the address change
request.

c. Under the HIPAA Privacy and Security Rules, Sunrise Fire-Rescueis
required to implement policies and procedures regarding the protection of
protected health information and to implement administrative, physical
and technical safeguards to protect electronic protected health information.
The following policies and procedures from Sunrise Fire-Rescue’ s HIPAA
compliance program serve the dual purpose of detecting identity theft in
connection with the opening of an existing covered accounts at Sunrise
Fire-Rescue and they are hereby incorporated in this Program by
reference:

Genera Security of Electronic and Other Patient and
Business Information

Patient Access, Amendment and Restriction On the Use of
PHI

Levels of Access, “Minimum Necessary Standard” and
Limiting Disclosure and Use of PHI and e-PHI
Procedure for Requesting Amendment of PHI

Access to the Information System and e-PHI

Physical Security of PHI and e-PHI

Electronic Information System Activity Review and
Auditing

Facility and Computer Access Point Controls
Encryption and Decryption

Use of Computer and Information Systems Equipment)
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a. Computer Hardware/Peripheral s/Software Inventory

b. City of Sunrise Fire-Rescue Administrative Policy

Use of Electronic Mail and Facsimile Transmissions

a. City of Sunrise Fire-Rescue Electronic Mail
Administrative Policy

Internet Access and Use

a. City of Sunrise Fire-Rescue Administrative Policy

b. Internet Administrative Policy

D. Responding to Red Flags

1. Sunrise Fire-Rescue will respond to Red Flags when it becomes awarein a
manner commensurate with the degree of risk posed by the Red Flag. In
determining an appropriate response, Sunrise Fire-Rescue will consider
aggravating factors that may heighten the risk of identity theft. For example,
notice to Sunrise Fire-Rescue that a patient has provided information to
someone fraudulently claiming to represent Sunrise Fire-Rescue may suggest
that identity theft ismore likely.

2. Sunrise Fire-Rescue shall assess whether the Red Flag detected poses a
reasonably foreseeable risk of identity theft and if it does, respond
appropriately. If Sunrise Fire-Rescue determines that the Red Flag does not
pose areasonably foreseeable risk of identity theft, it shall have areasonable
basis choosing not to respond to the Red Flag.

3. If any personnel at Sunrise Fire-Rescue believe identity theft has occurred or
may be occurring, he/she shall immediately notify a supervisor. The
supervisor will contact the designated Red Flag Rule compliance officer who
will determine the appropriate response.

4. Appropriate responses may include the following:

a. Monitoring a covered account for evidence of identity theft;

b. Contacting the patient;

c. Changing any passwords, security codes, or other security devices that
permit access to a covered account;

d. Reopening a covered account with a new account number;

e. Not opening anew covered account;

f. Closing an existing covered account;
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0. Not attempting to collect on a covered account or not selling a covered
account to a debt collector;

h. Notifying law enforcement; or

i. Determining that no response is warranted under the particular
circumstances.

5. Patient Notification: If thereisaconfirmed incident of identity theft or
attempted identity theft, Sunrise Fire-Rescue will notify the patient after
consultation with law enforcement about the timing and the content of such
notification (to ensure notification does not impede a law enforcement
investigation) via certified mail. Victims of identity theft will be encouraged
to cooperate with law enforcement in identifying and prosecuting the
suspected identity thief, and will be encouraged to complete the FTC Identity
Theft Affidavit.

6. Investigation of Suspected Identity Theft: If anindividual clamsto bea
victim of identity theft, Sunrise Fire-Rescue will investigate the claim. The
following guidelines apply:

a. Theindividua will beinstructed to file a police report for identity theft.

b. Theindividua will beinstructed to complete the ID Theft Affidavit
developed by the FTC, including supporting documentation; or an 1D theft
affidavit recognized under state law.

c. Theindividual will be requested to cooperate with comparing his or her
personal information with information in Sunrise Fire-Rescue' s records.

d. If followinginvestigation, it appears that the individua has been avictim
of identity theft, Sunrise Fire-Rescue will take the following actions:

Cease collection on open accounts that resulted from
identity theft. If the accounts had been referred to
collection agencies or attorneys, the collection
agencies/attorneys will be instructed to cease collection
activity.

Cooperate with any law enforcement investigation relating
to the identity theft.

If an insurance company, government program or other
payor has made payment on the account, the provider will
notify the payor and seek instructions to refund the amount
paid.

If an adverse report had been made to a consumer reporting
agency, the provider will notify the agency that the account
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was not the responsibility of the individual.

e. If followinginvestigation, it does not appear that the individual has been a
victim of identity theft, Sunrise Fire-Rescue or the collection agency will
give written notice to the individual that he or she is responsible for
payment of the bill. The notice will state the basis for determining that the
person claiming to be avictim of identity theft was in fact the patient.

7. Amendment of Records: Patient medical records and payment records must
be corrected when identity theft has occurred. Thisis necessary to ensure that
inaccurate health information is not inadvertently relied upon in treating a
patient, and that a patient or athird-party payer is not billed for services the
patient did not receive. Patient records will be corrected in consultation with
the patient and the patient's treating health care provider(s), and in a manner
consistent with the Sunrise Fire-Rescue’ s HIPAA policy on amendmentsto
medical records.

8. Disclosure/Unauthorized Access to Unencrypted Data: If thereisa
disclosure of, or an unauthorized access to, unencrypted computerized data
containing a person’'s first name or first initial and last name and (1) a socid
security number, (2) driver's license number, or (3) financial account number
(including a credit or debit card number), state law governing notification of
patients will be followed.

9. The Presentation of Suspicious Documents at the Time of Transport:
When a patient presents a suspicious document such as an insurance card or
form of identification that is clearly altered or does not match other
information about the patient, ambulance personnel shall:

a. Note the nature of the incident and circumstances surrounding the incident
in an incident report or other appropriate document so that the claim is
"flagged" for review.

b. If possible, attempt to obtain identifying information about the patient
from other sources such as individuals who know or have treated the
patient.

c. Notify theindividual in charge of Red Flag Rules compliance as soon as
possible after the transport about the incident and the circumstances
surrounding the incident.

d. Before opening acovered account under the name given, the Red Flag
Rules compliance officer, or other designated individual, shall make
attemptsto verify the identity of the patient though any means possible. If
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it appears the patient has attempted to commit identity theft, the
procedures for notification and investigation of the incident shall be
followed.

E. Update the Program

1. Sunrise Fire-Rescue shall update this Program (including identifying Red
Flags determined to be relevant) annually.

2. Theupdate shall reflect changesin risks of identity theft to patients or to the
safety and soundness of Sunrise Fire-Rescue’s information. The review and
update will be based on factors such as:

cooTo

The experiences of Sunrise Fire-Rescue with identity theft;

Changes in methods of identity theft;

Changes in methods to detect, prevent, and mitigate identity theft;
Changesin the types of accounts that Sunrise Fire-Rescue offers or
maintains; and

Changes in the business arrangements of Sunrise Fire-Rescue including
mergers, acquisitions, alliances, joint ventures, and service provider
arrangements.

F. Administer the Program

1. Program Oversight: The Fire Chief shall designate an individual who isin

charge of Red Flag Rules compliance. Thisindividua shall beinvolved in the
oversight, development, and implementation and administration of the
Program. Theindividual shall be responsible for:

a

b.

Implementation of this Program;

Reporting to the Fire Chief, or an appropriate designated committee of the
Fire Chief, at least annually on compliance by Sunrise Fire-Rescue with
this Program. The report shall address material matters related to the
Program and eval uate issues such as:

The effectiveness of the policies and procedures of Sunrise
Fire-Rescue in addressing the risk of identity theft in
connection with the opening of covered accounts and with
respect to existing covered accounts;

Service provider arrangements,
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Incidents involving identity theft and management's response;
and
Recommendations for material changes to the Program.

2. After reviewing official annual reports, the Fire Chief or appropriate
designated committee shall approve changes to this Identity Theft Prevention
Program, as necessary.

G. Train Employees

1. Sunrise Fire-Rescue will conduct a general training session for all personnel
to provide them with a general overview of this Program. All new personnel
shall undergo such training during their orientation process. Documentation
of training, including copies of al rosters and sign-in sheets showing the
training dates and the names of attendees, shall be maintained for at least four
years.

2. All staff that are responsible for the administration of the Program and staff
who regularly deals with covered accounts should be trained on an annual
basis.

H. Oversee Service Provider Arrangements

If Sunrise Fire-Rescue engages athird party to perform an activity in connection
with one or more covered accounts (e.g., billing companies, collection agencies),
Sunrise Fire-Rescue will:

1. Review thethird party’s policiesfor preventing, detecting, and mitigating
identity theft and determine if those policies are acceptable to Sunrise Fire-
Rescue Fire Rescue; or

2. Requirethethird party to comply with the applicable terms of this Program
through contract, or agreement.
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RESPONSIBILITY

All members must keep themselves informed of Administrative Bulletins, General
Orders, the Operations & Policies Manual, and Inter-Office Memorandums addressed to

them.

STATEMENT OF POLICY

A.

An administrative policy for the proper distribution of departmental written
communications is necessary. Our goal is to provide a mechanism which is
consistently applied and one which guarantees that all memoranda will be readily
available to all personnel for review and compliance.

It is the responsibility of every member to have a working knowledge of all
department policies, including those contained herein. It is the responsibility of al
officers to provide regular and on-going reviews to insure that the books are
complete and that all personnel within their command are familiar with, and
understand the context of, all bulletins and orders. The following represents an
explanation of various policies and the method by which written communications
are distributed.
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GENERAL ORDERS

Genera Orders are permanent policies that are not intended to change. Items
included in this category are those of the highest priority.

PROCEDURE

A. Generad Orders are reviewed and signed by the Fire Chief prior to
distribution.

B. Index pages will be provided by topic and by a phabetical order.

C. Documents which are revised or replacing previous documents, for any
reason, will be provided with a note of revision or replacement at the top
of the page(s) (i.e. REV/1-1-98 or REPL G.O. 97-14/2-2-90).

D. Genera Orders will be formally reviewed every year for update. This
review process will be accomplished by the Labor Management/OPM
Committee.
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ADMINISTRATIVE BULLETINS

Administrative Bulletins are informationa in nature. Included in this category are
short-term announcements, classes, street closings, etc.

PROCEDURE

A. Administrative Bulletins are reviewed and signed by the Fire Chief prior
to distribution.

B. Index pages will be provided by topic and by aphabetical order.

C. Documents which are revised or replacing previous documents, for any
reason, will be provided with a note of revision or replacement at the top
of the page(s) (i.e. REV/1-1-98 or REPL A. B. 97-14/2-2-90).

D. Administrative Bulletins will be formally reviewed every year for update.
This review process will be accomplished by the Labor
Management/OPM Committee.
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PATIENT SIGNATURES

An authorized signature must be included with the patient report in order to bill patients.
Included below is the text from the Headlth Care Finance Administration (HCFA)
outlining acceptable methods of documenting authorization:

If the patient is physically or mentally unable to sign, a representative may sign
on behalf of the patient. The claim may be signed by a representative, legal
representative, relative, friend, representative of an institution providing the care
or support, or by a governmental agency providing the patient with assistance. In
this instance, the party signing for the patient must indicate the patient’s name
followed by “by” and include their name, address, and relationship to the patient
and the reason the patient cannot sign. The authorization is in effect indefinitely
unless the patient, or the patient’ s representative, revokes this arrangement.

EXAMPLE: Patient unconscious, unableto sign.
John Doe by FF/PM/XX, Transporting Paramedic
10440 W. Oakland Park Blvd.
Sunrise, FL 33351
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INCIDENT REPORTS

Statement of Policy

The need to accurately document all emergency and non-emergency runs made by the
Sunrise Fire Rescue Department is obvious. To accomplish this goal, different run reports
are used to document the activities of the various personnel responding to incidents.
These run reports are:

1. The computerized NFIRS .
2. The Sunrise Fire-Rescue EM S Report.

General Guidelines

These reports are to be used for a specific type of run documentation.

The computerized NFIRS is used to document incidents electronicaly. Module 1
(NFIRS Basic) is used on all incidents with additional Modules attached depending on
the nature of the incident. For example, a structure fire would include Module 3, and a
Haz Mat incident would require Module 7. These examples arein addition to Module 1.

Subsequent units working at a structure fire would document their activity by attaching a
narrative record to the incident.

The Sunrise Fire-Rescue EM S Report is to be used to document each patient treated, or in
some incidents, patients that should be treated by Department personnel. The Sunrise
Fire-Rescue EMS Report will use the City of Sunrise EMS Report Guidebook as the
reference book to complete this type of report.

The following are required elements for complete documentation:

Staple the patient’s ECG (with patient name and log number) to the “card stock”
copy when completing the report.

All times for reporting purposes are in military format.

At aminimum, two sets of vital signs are necessary and will include the time
measured.

Rescue Units transporting for Engine Companies must document their interaction
with the patient from the time they receive them until they deliver them to the ED.
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It is not acceptable for the Engine Company to write the only narrative appearing
on the report.

The process of obtaining Patient Authorization for insurance billing is unchanged
from the past form. If the patient is unable to sign the form, it must be for a
medical reason.

The section under “Oral Intubation” isintended to remind personnel to verify tube
placement with the EDD, ETCO, and SaO,,

Documentation of IV insertion will be in the narrative section and must include
the size, location, and 1V fluid used.

The unit clipboards have been updated to assist with documentation in the following
arees:

Medical Code numbers will reflect the best impression of the patient’s chief
complaint. Frequently used billing codes will be on the clipboard.

The Health Care Finance Administration (HCFA) requires the ZIP Code of the
incident location to be included in patient reports, aswell asthe mileage. This
information will be included in the patient authorization section of the report.
HCFA has a'so changed the way patients are classified for billing purposes. Of
the numerous classifications devised by HCFA, only three (3) will be utilized by
SFRD. They are defined below:

1. BLS—-Where medically necessary, the provision of Basic Life Support
(BLYS) services as defined in the National EM'S Education and Practice
Blueprint for the EMT- Basic including the establishment of a peripheral
intravenous line.

2. ALS1 —Where medically necessary, the provision of an assessment by an
advanced life support provider and/or the provision of one or more ALS
interventions. An ALS provider isdefined as a provider trained to the
level of an EMT-Intermediate or Paramedic as defined in the National
EMS Education and Practice Blueprint. An ALS intervention is defined as
a procedure beyond the scope of an EMT-Basic in the National EMS
Education and Practice Blueprint.

3. ALS-2-Where medically necessary, the administration of at least three
(3) different medications and/or the provision of one or more of the
following ALS procedures. Manual defibrillation/cardioversion,
endotracheal intubation, central venous line, cardiac pacing, chest
compression, surgical airway, intraosseous line.

Supplemental Patient Forms available in the event more narrative space is needed.
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On multi-unit responses, all incident commanders are responsible for writing the overal
detailed narrative of the incident. This should include unit assignmentsin a chronological
and systematic order that will reflect an accurate picture of all events that occurred and
the incident’ s outcome.

Whenever the el ectronic reporting system is down al reports shall be documented by
hand on forms provided. The handwritten report shall contain all the times, log numbers
and information that the electronic version requires. Thisis applicable and required in
every situation including those times when the City may be operating during a hurricane
or other disaster. If ablank form is not available then all information will be recorded on
ablank sheet of paper and kept until such time that a handwritten or electronic report can
be generated.

Furthermore, all Battalion Chiefs are responsible for the quality assurance and accuracy
of the reports being generated in the reporting system. This would include but is not
limited to the number of units on scene, the dollar loss to both property and contents and
that all appropriate modules to the reporting system have been filled out in their entirety.
Shift Commanders and Station Commanders shall ensure that every call for serviceis
appropriately documented.

Required Reports
All members shall report or record, as applicable, al reports or records as may be
required of them for the efficient operation of the Department.

False Reports

No member of the Fire Department shall knowingly make afalse verbal or written report.

Alter, Forge, Tamper

No member shall alter, forge, or tamper with any Fire Department records, reports, files,
or documents of any nature.

Destroy

Members shall not remove from its storage area, nor destroy or permanently remove from
itsfile, any departmental report except by authority of the Fire Chief or his designee.
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Non-Official Use of Property, Files, and Records

No member shall appropriate to his’her own use, or that of another, City property, files,
or records, which have come into his’her possession without the written permission of the
Fire Chief or hissher designee.
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INCIDENT MANAGMENT SYSTEM

Sunrise Fire-Rescue personnel shall conform to the Incident Management System as
adopted by the Broward County Fire Chiefs Association. The IMS is incorporated by
reference.
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INTRODUCTION

Lessons learned from Hurricane Andrew and other natural disasters, as well as
recommendations from the Federal Government, the Florida Fire Chief's Association,
and the National Fire Academy, serve to reinforce the need for ONE type of incident
command system in Broward County, with a common vocabulary. It is for use by ALL
governmental agencies, at all levels. The Fire Chief's Association of Broward County
during the spring of 1996 officially adopted this approach.

It is the intent of this manual to serve as a reference and instructional guide for
providing a single uniform Incident Command System to ALL of the Broward County,
Florida Fire Rescue agencies. Moreover, it is hoped that all emergency response
agencies in Broward County, such as Police, Emergency Management, Red Cross,
Public Works, etc. adopt and utilize this system. Furthermore, these procedures were
designed to meet the requirements of NFPA 1561 and are totally compatible with the
incident command systems utilized by the Federal Government and recommended by
the Florida Fire Chief's Association.

Undoubtedly, from time to time, this manual will require periodic change and updating.
New concepts and procedures will be incorporated into this document with the
participation of all the Fire Rescue agencies in Broward County. It is only with total
cooperation and involvement from these agencies that this plan can remain effective.

Finally, for those seeking additional information and instructional assistance, the
following will prove to be helpful:

"NIIMS Model Procedures for Structural Firefighting” - Fire Protection Publications -
Oklahoma State University

"Incident Command System Student Manual" (NFA-ICS-SM) - National Fire Academy
"NIIMS Field Operations (FOG) ICS-420-1

Broward Fire Academy - Instructional Staff
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ICS ORGANIZATIONS

Under the Incident Command System (ICS) the ultimate control and direction of all
emergency response resources falls under a single individual, the Incident Commander,
except where a Unified Command is established. The Incident Commander is
responsible for the overall incident response effort and implementation of the
appropriate portions of this plan. This Command System is quite flexible in that the
Incident Commander can activate, consolidate, or delete various positions depending
upon the needs of the incident. Although this structure is designed for full or partial
implementation, it is important that all position roles are reviewed to ensure vital
functions are not overlooked.

It is recommended that the person ultimately taking command at an incident is a Chief
Officer or other qualified individual, highly trained and skilled in the Incident Command
System. The Incident Command System is not rank structured, but can be filled from
whatever positions are best suited for the needs of the individual organization.

The degree of plan implementation will again depend on the nature and magnitude of
the incident. The following pages outline the roles and responsibilities of the various
areas of the Command structure.

The ICS organizational structure develops in a modular fashion based on the kind and
size of an incident. This modular escalation will allow a manageable span of control for
all participants throughout the incident. Span of control is defined as the number of
subordinates one supervisor can manage effectively. In emergency situations, the
accepted limit is five.

The organization's staff builds from the top down with the responsibility and
performance placed initially with the Incident Commander. As the need exists, four
separate sections can be developed, each with several units, which may be established.
These sections are identified as:

1. Operations - All activities directed toward hazard reduction and control
2. Planning - Collection, evaluation, and dissemination of information
3. Logistics - Provides support needs to the incident

4. Finance/Administration - Responsible for all costs incurred at the incident
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In addition to these four sections, Command Staff may include the following:

1. Safety Officer

2. Public Information Officer
3. Liaison Officer
4. Incident Commander Aide
COMMAND I
‘_,.-"
SAFETY
COMMAND
STAEE | LIAISON
INFORMATION
b
I | | |
FINAMCE LOGISTICS PLAMMING OPERATIONS
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COMMAND SEQUENCE

Highly dynamic situations require sound, organized thinking. The Command Sequence
is a standardized sequential thought process, which enables the Incident Commander
to analyze situations, identify problems, and implement solutions based on basic skills
and knowledge.

The Command Sequence consists of four parts:

1.

Incident Priorities:
* Life Safety - actions which reduce the threat of life or injury which involves
civilians as well as responders. Life safety is always the first priority!

* Incident Stabilization - Activities designed to stop the escalation of the incident.

* Property Conservation - Efforts to reduce the long-term economic and social
impact of the incident.

Size Up:
* Size up involves gathering information about an incident, evaluating the
information, and determining how a specific incident should be handled.

Goals and Objectives:

* The application of information gathered in size up to determine the desired
results of the operation. Goals considered in relation to incident priorities are
listed as follows:

Rescue
Exposures
Confinement
Extinguishment
Overhaul

Tactical Operations:
Specific actions carried out to accomplish goals and objectives. Tactical
operations can be considered to be the solutions to the problems.
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COMMON TERMINOLOGY

It is essential that all cooperating agencies understand and utilize a standard
terminology for organizational functions, resource elements, and facilities. Such
standardization facilitates effective communications between all agencies involved at an
emergency scene.

1. Command Post: Designated as the CP, the Command Post will be the location
from which the incident operations are directed. There is only one Command
Post for the incident. In a Unified Command structure where several agencies or
jurisdictions are involved, the responsible individuals designated by their
respective agencies would be co-located at the command post. The Planning
function is also performed at the Command Post, and normally the field
communications center would be established at this location. The CP may be
co-located with the incident base if communications requirements can be met.

Roof Division
Captair E-1

s
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B N E-2 :
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2. Incident Base: The Incident Base is the location at which primary support
personnel activities are performed. The Base will house all equipment and
personnel support operations. The Logistics Section may be located at the Base
and normally the Base will not be relocated. If possible, Incident Base locations
should always be included in the pre-incident plans.

3. Staging Area(s): These are established by the Operations Section Officer for
temporary location of available resources on short notice. A Staging Area can be
anywhere in which mobile equipment and/or personnel and equipment can be
temporarily parked awaiting assignment. It may include temporary Sanitation
Services and fueling facilities. The Operations Officer may establish, move
and/or discontinue the use of Staging Areas. The Operations Officer will assign
a Staging Area Manager to each Staging Area. The Staging Area Manager is
responsible for the checking of all incoming resources, dispatching of resources
at the request of the Operations Officer, and requests for services from the
Logistics Section necessary for resources located in the Staging Area.

4. Unified Command: In a multi-jurisdictional incident, key officials from each
jurisdiction contribute to the process of:

Determining overall incident objectives
Selection of strategies

Insuring joint planning for tactical activities
Insuring integrated tactical operations

Making maximum use of all assigned resources

The Unified Command structure could also be used to bring together different
functional departments within a single jurisdiction. The implementation of the
action plan will be done under the direction of a single individual - the Operations
Section Officer - who is normally drawn from the agency having the greatest
jurisdictional involvement.
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Unified Command Structure
Multi-Department

CFire  law  Medical
Dept. Deptl Dept
(Same jurisdiction)

Objectives

" Command Staff

(Functional Areas)

5. Landing Zone: (helibase) These are temporary locations where helicopters can
land and take off i.e. to pick up patients. Locations where helicopters are staged
for possible action are known as helibases.

6. Single Resources: These are individual engines, truck, and rescue companies,
etc. that will be assigned as primary tactical units. A single resource will be the
apparatus, the personnel required to properly utilize it and the communications.

7. Task Force: Any combination of resources with common communications and a
leader. Task Forces can be pre-designated to meet local needs. Typically, the
maximum number of units to properly utilized it and the communications.

8. Strike Team: Are a set number of resources of the same kind and type, which
have an established minimum number of personnel. Strike Teams will always
have a leader and will have common communications among resource elements.
Strike Teams can be made up of engine companies, or rescue units or hazmat
units, or any kind of resource where a combination of similar elements becomes
a useful tactical resource.
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9.

10.

Position Titles:

Position Title

Incident Command Incident Commander

Command Staff Officer (i.e. Safety Officer)

Section Section Officer (i.e. Operations Section Officer)
Branch Director (i.e. EMS Branch Director)

Division Supervisor (i.e. Division "C" Supervisor)

Group Supervisor (i.e. Ventilation Group Supervisor)
Task Force Leader

Strike Force Leader

Single Resource Company Officer

Divisions/Groups: The IC shall determine the initial need for Groups and
Divisions. As the operation increases in size and complexity, it shall be the
responsibility of the Section Officers to recommend to the IC the need for
additional Divisions/Groups. Safety of personnel and maintaining span of control
is the primary reason for using Divisions and Groups.

Divisions are assigned to specific geographical areas. Structural situations will
be designated by the letter system for the sides of the building with Division "A"
being the front of the building (or legal street address side of the building), and

numbers shall be used for floors i.e. Division 5 for the fifth floor.

Functional units (Groups) will be identified by the function they perform (Salvage
Group, Triage Group, etc.). Unit Officers will report to the Division/Group
Supervisor and receive orders prior to deploying their company to task work.

EUILGIMGS WITH BOTH INTERIGR AMD EXTERIOR SECTOR OF SIDEC
| EPOSURES AND SUB-DIVISIONS
EXPOSLRE ©
ROOF DIVEI0N
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11.

Branches: As the span of control begins to become complex, or the incident has
two or more distinctly different operations (i.e. Fire suppression, Medical, hazmat,
etc.) the organization can be further divided into Branches report to the Section
Officers (most often the Operations Section) and oversee Divisions/Groups.

Branches should ideally operate in their area of responsibility on separate radio
channels (talk groups) and communicate to Operations on a different channel if
possible. The radio designation of Branches should reflect the objective/function
of the Branch (i.e. Branch I, Branch Il, Branch Ill, etc.) When Operations
implements Branch Directors, the Division/Group Supervisors should be notified
of their new supervisor. This information should include:

* What Branch the Division/Group has been assigned to
* The radio channel/talk group that the Branch is operating on

Generally, when the number of Division/Groups exceeds the span of control for
the Section Officer, the IC should designate a multi-Branch structure and allocate
the Division/Groups within those Branches.

Incident Commander

]

Operations Section Chief
[

Haz Mat e ecical

* Fire Branch
|. Branch Branch
|| Evacustion Entrd | Fatient:
Greup/Sector Transpartation
| Groupiector
- Raf :
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Division ; hccess
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12. Rapid Intervention Team(s): A team of at least two fresh firefighters, equipped
with radios, lights, search lines, forcible entry tools etc. and staged at the
Command Post for immediate and rapid deployment in the event of emergencies
involving lost or trapped firefighters on the fire ground. At large complexes,
several Rapid Intervention Teams may be staged near the various Divisions for
more expedient deployment.
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ESTABLISHING COMMAND

1. Size Up: The first unit to arrive at the scene of an incident must transmit an
arrival and size up report along with the establishment of Command. The initial
Incident Commander shall remain in Command until Command is transferred or
passed, or the incident is stabilized and terminated. The first arriving unit
activates the Command process by giving an initial radio report. This report
should include:

* Unit designation of the Company/unit arriving on scene

* A brief description of the incident situation, (i.e. building type and dimension,
hazmat release, mass casualty incident, etc.)

* Obvious conditions (working fire, vapor release, multiple patients, etc.)
* Brief description of action taken
* Declaration of Strategy (this applies to structure fires i.e. fast attack mode)
* Any obvious safety concerns
* Assumption, identification and location of Command*****
* Request or release of resources as required
*x* |dentification and location of Command shall be by geographical
location or well-known landmark. Unit numbered Command locations
shall not be used.
Examples: "Engine 99 will be Palm Avenue Command"
"Engine 2 is establishing Courthouse Command"
"Battalion 10 is establishing Airport Command"
2. Single Company Incident: A single company incident (or engine and rescue)
such as trash fires, vehicle fires, EMS incidents, etc., may only require that the

Company or unit acknowledge their arrival on scene and the ability to handle the
call without additional resources.
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3.

Examples: "Engine and Rescue 72 are arrival on scene of a dumpster
fire with no exposure; Engine 72 can handle”

Radio Designation: The radio designation "Command" will be used along with
the geographical location of the incident (i.e. "Atlantic Boulevard Command" or
"Convention Center Command"). If the unusual situation should present that
there are two incidents on the same street, the "hundred block" designator,
defining a more exact location shall be used, (i.e. 700 Atlantic Boulevard
Command). This designation will not change throughout the duration of the
incident. The designation Command will remain with the officer currently in
Command of the incident throughout the event.

General Considerations: The arrival of a ranking officer on the incident scene
does not mean that Command is automatically transferred to that officer.
Command is only transferred when the outlined transfer of Command process
has been completed.

Chief Officers and Staff Personnel should report directly to the Command Post
for assignment by the Incident Commander.

The Incident Commander has the overall responsibility for managing an incident.
Simply stated, the Incident Commander has complete authority and responsibility
for the incident. If a higher-ranking officer wants to effect a change in the
management of the incident, he/she must be present on the scene and then
utilize the formal transfer of Command procedure.
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COMMAND OPTIONS

The responsibility of the first arriving unit or member to assume command of the
incident presents several options, depending on the situation. If a Chief Officer,
member, or unit without tactical capabilities (i.e. staff vehicle, no equipment, etc.)
initiates Command, the establishment of a Command Post should be a top priority. At
most incidents the initial Incident Commander will be a Company Officer. The following
Command options define the Company Officer's direct involvement in tactical activities
and the modes of Command that may be utilized.

1. Nothing Showing Mode: These situations generally require investigation by the
initial arriving company while other units remain in a staged mode. The officer
should go with the company to investigate while utilizing a portable radio to
Command the incident.

Example:  "Engine 18 arrival at a two story office complex, nothing
showing from 3 sides. Engine 18 establishing Rock Island
Command and going to Nothing Showing Mode".

2. Fast Attack Mode: Situations that require immediate action to stabilize and
require the Company Officer's assistance and direct involvement in the attack. In
these situations, the Company Officer goes with the crew to provide the
appropriate level of supervision. Examples of these situations include:

* Offensive fire attacks (especially marginal situations)
* Critical life situations which must be achieved in a compressed time
* Any incident where the safety and welfare of firefighters is a major concern

When fast intervention is critical, utilization of the portable radio will permit the
Company Officer's involvement in the attack without neglecting Command
responsibilities. The fast attack mode should not last more than a few minutes
and will end with one of the following:

* The situation is stabilized

* The situation if not stabilized and the Company Officer must withdraw to the
exterior and establish a Command Post. At some point, the Company Officer
must decide whether or not to withdraw the remainder of the crew, based on
the crew's experience, in the hazard zone without radio communications
capabilities.

* Command is transferred to another ranking officer.
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2. Defensive Mode: The defensive mode is utilized when conditions or hazards
preclude direct entry into the hazard zone. The Company Officer's declaration of
a defensive mode, signals to all responding units that complex operations will be
Involved. The Company Officer assumes command and directs initial operations
from a safe distance until Command is transferred to a higher- ranking officer.

Example:  "Engine 92 is on scene of an overturned chemical tanker
with a large vapor cloud traveling east. Engine 92 is in the
Command Mode and is establishing Sawgrass Expressway
Command".

4, Command Mode: Certain incidents by virtue of their size, complexity, or
potential for rapid escalation, require immediate, strong, direct, overall
Command. In such cases, the Company Officer will initially assume an exterior,
safe, effective and visible command position and will maintain that position until
Command can be assumed by a higher Ranking Officer. Due to the Company
Officer's distraction of having to run Command, the balance of the crewmembers
shall not be assigned any perilous duties until the officer can rejoin them.

Example:  "Engine 92 is on scene of an overturned chemical tanker
with a large vapor cloud traveling east. Engine 92 is in the
Command Mode and is establishing Sawgrass Expressway
Command".

Summary: A Company Officer assuming Command has a choice of modes and
degrees of personal involvement in the tactical activities, but continues to be fully
responsible for the Command functions. The initiative and judgment of the Officer are
of great importance. The modes identified are guidelines to assist the Officer in
planning appropriate actions. The actions initiated should conform to one of the above
mentioned modes of operation.
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10.

GENERAL GUIDELINES FOR ICS

Receive your incident assignment, reporting locations, (check in location) Strike
Team/Task Force assignment, and communications channel assignment from
your dispatch center.

Upon arrival at the incident, check in on the assigned frequency (talk group) or at
the designated check-in location.

Agency representatives from responding agencies (Mutual Aid) shall report to the
Liaison Officer at the Command Post.

Use only clear text, common ICS terminology and plain English in all radio
transmissions.

Receive briefing from immediate supervisor. Accountability of all personnel shall
remain a priority, with each individual being responsible to one supervisor (Unity
of Command), and each supervisor responsible for the accountability of all crews
and crewmembers under his/her direction.

Acquire work materials, if applicable.

Organize and brief subordinates.

Assure the rehabilitation of all personnel who have performed on the incident as
deemed necessary by the Rehabilitation Officer, Incident Commander, or other
supervisor.

Respond promptly to demobilization orders (return to service) without undue
delay.

When released, return to home agency (quarters) promptly.
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TRANSFER OF COMMAND

As an incident escalates or de-escalates, there may be a need to transfer command.
The following guidelines outline the transfer of command:

1.

The Company Officer or Command Officer shall have command established and
when possible, have established a visible command post. As soon as is
practical, the necessary tactical worksheet should be started for the tracking of
on-scene units.

Command can be transferred by radio, but should be done as a face to face
briefing which includes current situation, current unit placements, assignments,
and a review of the tactical worksheet.

Arrival of a Ranking Officer on a scene does not automatically cause command
to be transferred. Assumption of command based on several factors, including
potential escalation of the incident, personnel considerations, and IC capabilities,
etc.

In formally transferring command, once the fact to face is completed and the
tactical worksheet reviewed, command will notify communications of the transfer.

Example:  "Chief 22 to Dispatch, be advised Chief 22 is assuming
Federal Highway Command".

It may be advantageous to have the officer being relieved remain with the new
Incident Commander, in the role of the IC Aide or Operations Section Officer,
since the initial action plan was established by this officer.

This formal process for transfer of command shall be used both as the
emergency escalates and in the demobilization phase as situations are brought
under control.

Example:  "Chief 22 to Dispatch, be advised Engine 22 will now be
assuming Federal Highway Command".
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PASSING COMMAND

In certain situations, it may be advantageous for a first arriving Company Officer to pass
Command to the next arriving Company. This is indicated when initial commitment of
the first arriving company requires a full crew (i.e. high rise or immediate rescue
situation) and another company is in a position to assume Command.

Although sometimes used during exigent circumstances, the passing of Command to an
officer who is not on scene is not advisable. The "Passing of Command" to a unit that is
not on scene creates a gap in the Command process and compromises incident
management. It is preferable to have the initial arriving Company Officer continue to
operate in the fast attack mode until Command can be passed to an on-scene unit.

When a Chief Officer arrives at the same time as the initial arriving company, the Chief
Officer should assume Command of the incident.

Should a situation occur where a later arriving Company or Chief Officer cannot locate
or communicate with Command (after several radio attempts), they will assume
Command and announce this over the radio, and initiate whatever actions are
necessary to confirm the safety of the missing crew.
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STAGING OPTIONS

It is imperative that the Incident Commander anticipates the need for additional
resources early on in the incident. It is just as important that additional uncommitted
resources are poised or stages near the incident for rapid deployment should the
incident escalate or an unexpected turn of events suddenly occur. There are two levels
of staging used to accomplish this objective.

1.

Level 1 Staging: Level one staging occurs automatically during the initial stages
of an incident unless directed otherwise by the Incident Commander. Second,
third, etc. arriving units take up a position about one block away from the incident
to avoid cluttering or "boxing in" the scene. Typically, the second due engine at a
fire response will stage at the nearest hydrant, check the hydrant for operability
and be prepared to lay a line. At this level, there is no Staging Officer.

Level 2 Staging: This is a more formalized and organized staging procedure.
During Level two staging, a formal staging area(s) are designated. A Staging
Officer is assigned and units are directed to the staging area(s). These types of
staging areas are usually located in large open areas such as parking lots or
fields and may be several blocks from the incident. It is extremely important that
crews in a staging area(s) remain with their unit and not wander off. The crew
and apparatus should be ready to deploy at a moment's notice. Units in Level
two staging should park or be arranged so as not to block each other in and allow
direct access to or away from the incident.

Staging Area ldentification: Level two staging areas can be identified simply as
"Staging” when only one staging area has been designated or, when two or more
staging areas are used they can be identified by function or location, (i.e. EMS
Staging, Fire Staging, West Staging, or K-Mart Staging).
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POSITION DESCRIPTIONS

POSITION: INCIDENT COMMANDER

LOCATION: On scene at Command Post
RECOMMENDED STAFFING: First arriving officer until relieved by higher rank
REPORTS TO: Final Authority

ACTIVATION: Any situation requiring two or more units, or where in the judgment of the
on-scene ranking officer, the ICS should be implemented for concerns of safety and
scene control.

PURPOSE: The Incident Commander (IC) provides comprehensive leadership and
direction to the response effort. The position is the focal point of all facets of operation
within the Incident Command System (ICS).

RESPONSIBILITIES: The IC is ultimately responsible for all incident response activities
including the development and implementation of strategic decisions and utilization of
extended resources. This individual must process information to and from the primary
Section Officers and staff operating within their span of control.

PROCEDURES:
1. Arrives on scene and establishes command or obtains incident briefing from
previous Incident Commander.

2. Assesses the incident situation and conducts an initial strategy briefing with the
current operations command personnel.

3. Activates elements of full ICS.

4. Briefs the command staff and primary Section Officers.

5. Participates in the preparation and authorizes the implementation of the incident
action plan.

6. Determines needs to make informed command decisions and relates these

needs to command staff.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Coordinates primary staff activities.

Manages overall incident operations.

Approves requests for and utilization of extended resources.
Authorizes release of information to the media.

Assures that adequate resources have been summoned and requests staging
areas, if required.

Ensures the incident status worksheet is utilized and completed.

Obtains briefings from Section Officers, Command Staff, and other agency
representatives on management concerns.

Reviews the progress of the incident and channels organizational efforts
towards highest priority tasks.

Insures that safety procedures and disciplines are practiced.
Approves plan for demobilization and return to normal service of units.

Prepares a final incident summary for media briefing and departmental reporting
process.

Ensures activation of the personnel accountability system.
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POSITION: INCIDENT COMMANDER AIDE

LOCATION: Command Post
RECOMMENDED STAFFING: Any qualified individual assigned by Command
REPORTS TO: Incident Commander

ACTIVIATION: When deemed necessary by the IC to assist with maintaining paperwork
and/or communications at the command post.

PURPOSE: The role of the Aide is to provide administrative and operational assistance
to the IC, manage the command area, and process information that does not require the
attention of the IC. This highly responsible position requires a thorough knowledge of
department operating procedures, strategy and tactics, and general command
terminology.

RESPONSIBILITIES: The Incident Commander Aide is responsible for site control and
security of the command post, providing resource information, tracking command
activities, assisting with liaison and press activities, and providing technical support and
advice to the IC. The Aide may also be responsible for personnel accountability during
the early stages of the incident.

PROCEDURES:
1. Sets up the incident command area and secures it with rope or fireline tape;
obtains police assistance to maintain command security.

2. Obtains incident briefing and instructions from the IC.

3. Starts and/or maintains ICS worksheet/command boards; prepares ICS vests for
distribution and logs all pertinent command information.

4. Assists with the research and interpretation of various resource and reference
materials as needed.

5. Operates various communications equipment as needed; relays command
directives to command staff, dispatch, and operating groups as directed/needed.

6. Disseminates and assist in the processing of the upward and downward flow of
information.
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7. Anticipates the needs of the IC and be prepared to react accordingly.
8. Assists the PIO by relating current incident information.
9. Assists the Liaison Officer with the management of agency representatives.

10. Observes operations and makes suggestions and recommendations to the IC.
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POSITION: OPERATIONS SECTION OFFICER

LOCATION: On scene in forward area of at the Command Post

RECOMMENDED STAFFING: Available ranking officer

REPORTS TO: Incident Commander

ACTIVATION: On all incidents requiring the establishment of Command

PURPOSE: Encompasses the majority of incident mitigation activities. This includes all
task-oriented resources participating at the scene.

RESPONSIBILITIES: Is a member of the General Staff, organizes initial incident control
activities and subsequent implementation of the incident action plan.

PROCEDURES:

1. Obtains incident briefing from the Incident Commander.

2. Establishes divisions/groups as needed to initiate operational control measures.

3. Begins development work on the incident action plan needed for initial and
immediate control of the incident.

4. Supervises operational aspects of the incident and the divisions/groups
associated with that function.

5. Determines need for and requests additional resources.

6. Advises the Incident Commander of incident progress, special concerns, or
requirements that may impact the development of an extended incident action
plan.

7. Makes tactical decisions and changes to the operation on an immediate basis if

needed.

Assembles and disassembles strike teams.



600.01 Common Incident Command Procedures
Page 26 of 63

Last Issued / Revised: 08/26/2013

10.

11.

Assigns a Rehabilitation Officer and ensures that a remote area is established for
this activity.

Assigns and implements branches if required.

Prepares a final summary of activity report for submission to the Incident
Commander. Debriefs and critiques with all divisions and/or groups.
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POSITION: BRANCH DIRECTOR

LOCATION: On scene

RECOMMENDED STAFFING: Available ranking officer

REPORTS TO: Operation Sections Officer/Incident Commander

ACTIVATION: Usually on large scale incidents where multiple units are operating and
the use of divisions/groups does not maintain an adequate span of control, usually no

more than five units per group/division.

PURPOSE: Member of the operational staff that controls and coordinates the activities
of groups/divisions operating in a specific geographic of functional area.

RESPONSIBILITIES: Directs implementations of the portions of the incident action plan
appropriate to the branch. Maintains information flow to the Operations Section Officer
concerning specific needs and mitigation process.

PROCEDURES:

1. Obtains briefing from the IC or Operations Section Officer.

2. Develops with subordinates, alternatives for branch control operations.

3. Attends planning meetings as requested.

4, Reviews and modifies division and/or group assignments based on effectiveness

of current operations.

5. Assigns specific work tasks to division/group supervisors.
6. Resolves logistical problems reported by subordinates.
7. Reports to Operations Officer when: Incident Action Plan is to be modified,

additional resources are needed, surplus resources are available, hazardous
situations or significant events occur.
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POSITION: DIVISION/GROUP SUPERVISOR

LOCATION: On scene
RECOMMENDED STAFFING: Company Officers and higher
REPORTS TO: Branch Director/Operations Officer/Incident Command

ACTIVATION: When the IC's span of control is exceeded by the number of resources
operating on-scene.

PURPOSE: To supervise the operations of up to five resources within a specific
geographical area or with a specific function.

RESPONSIBILITIES: Implementation of the assigned portion of the incident action
plan, assignment of resources within the group/division, progress reporting and
resource status updates to the appropriate supervisor.

PROCEDURES:

1. Obtains briefing from Brach Director, Operations Officer, or IC.

2. Implements portion of action plan for division/group.

3. Provides available incident action plan to strike team/task force leaders.

4, Identifies increments assigned to the division/group.

5. Reviews assignments and incident activities with subordinates; assign tasks.
6. Advises supervisor of all changes in status of units assigned to division/group.
7. Coordinates activities with adjacent divisions.

8. Determines need for additional resources in division/group.

9. Resolves logistical problems within division/group.

10.  Participates in the development of plans for the next operational period.
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POSITION: SAFETY OFFICER

LOCATION: On scene

RECOMMENDED STAFFING: Any individual appointed by command, preferably an
officer trained to NFPA Safety Officer, Florida Fire Officer I, and ICS level. Exception:
At HazMat incidents, Safety Officer must be a HazMat Technician.

REPORTS TO: Incident Commander

ACTIVATION: Any time personnel will be operating in any type of hazardous
atmosphere, or high-risk operation, or potentially dangerous situation.

PURPOSE: To ensure that all personnel at the scene are operating in as safe a manner
as possible, consistent with all current standards and practices.

RESPONSIBILITIES: Is a member of the Command Staff with the foremost
responsibility of this position being the safety of all emergency personnel operating at
the scene. Continuously monitors and assesses situations for unsafe and hazardous
conditions and developing countermeasures for assuring safety.

PROCEDURES:

1. Obtains briefing from the Incident Commander

2. Complies with NFPA 1521 or current safety standards and requirements.

3. Identifies hazardous situations associated with the incident, including flashover

condition, building stability, escape routes for interior crews, line placement as it
relates to scene safety, protective clothing, personnel protection, infectious
disease control, HazMat scene control, entry level protection for HazMats, night
time operations, and all other areas which constitute personnel safety and

protection.
4. Participates in planning meetings to advise Incident Commander.
5. Should have emergency authority to halt and/or prevent unsafe acts.
6. Does initial investigation of accidents that have occurred within incident areas.
7. Establishes safety assistants or specialized input during unusual or specialized

operations i.e. confined space, high angle rescue.
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8. Insures that Rapid Intervention Teams and/or backup teams have been
established, if necessary.
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POSITION: PUBLIC INFORMATION OFFICER

LOCATION: On scene
RECOMMENDED STAFFING: Any individual appointed by Command
REPORTS TO: Incident Commander

ACTIVATION: Any incident involving significant operations or in which the media has
responded and requires assistance.

PURPOSE: Is the focal point for the official release of information to the media. This is
the contact person for the media representatives, and this person should release all
incident information. Only one PIO should represent all the agencies involved in a
Unified Command to avoid conflicting information.

RESPONSIBILITIES: Is a member of Command Staff and establishes and maintains a
media gathering area, schedules regular media releases and briefings, and provides
post-incident media briefings. To ensure the release of accurate information shall
remain abreast of current incident information, operations, and status.

PROCEDURES:

1. Obtains briefing from the Incident Commander.

2. Begins logging and tracking incident information.

3. Sets up physical media area and utilizes police assistance, if necessary. Should

be a safe area with a visual access to the incident if possible, yet sufficiently
removed from the Command Post so as not to interfere with command functions.

4. Meets with media, provides them with information cleared by the Incident
Commander, interviews and photo opportunities as soon as possible, upon
approval of the Incident Commander.

5. Provides escort service into areas for media and VIP's; arranges meetings
between media and incident personnel.

6. Responds to special requests for background information and updated
information from the media.
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7. Updates the Incident Commander on information released to the media and
requests from the media.

8. Files all media releases with department recording process.

9. During long term incidents, PIO shall schedule and conduct regular press
briefings.
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POSITION: LIAISON OFFICER

LOCATION: On scene at Command Post
RECOMMENDED STAFFING: Any qualified individual assigned by command
REPORTS TO: Incident Commander

ACTIVATION: When separate point of contact is needed to the large number of
agencies represented at an incident.

PURPOSE: Is a member of the command staff and is to function as a point of contact
for agency representatives from other fire agencies, police, public works, private sector
agencies, etc.

RESPONSIBILITIES: Should be from the agency with jurisdictional authority and will
coordinate and maintain interagency communication and cooperation.

PROCEDURES:

1. Obtains briefing from the IC.

2. Provides a point of contact for assisting/cooperating agency representatives.

3. Identifies other agency representatives including method of communication.

4. Attempts when possible, to limit communications/contact to one person per
agency.

5. Responds to any special agency needs or requirements.

6. Responds to requests from incident personnel for interagency contacts.

7. Monitors incident operations to identify interagency needs or problems.

8. Maintains a current list of status and degree of involvement of cooperating and

assisting agencies assigned.

9. Participates in planning meetings to provide current status limitations and
capabilities to other agency resources.
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POSITION: REHABILITATION OFFICER

LOCATION: On scene
RECOMMENDED STAFFING: Any medically trained person appointed by Command
REPORTS TO: Operations Officer/Incident Commander

ACTIVATION: Any long-term incident or incident in adverse weather conditions where
crew members are in need of replenishment of fluids, monitoring of vital signs, or rest
periods.

PURPOSE: Provides for the rehabilitation and medical observation of personnel
working at the scene of an incident.

RESPONSIBILITIES: Obtains fluids, ice, food, shelter, and other materials that may
assist fire-rescue or other personnel in the performance of their duties. Monitors
medical conditions of personnel utilizing the rehabilitation area and ensures medical
care is provided, if necessary.

PROCEDURES:
1. Obtains briefing from the Operations Officer.

2. Establishes rehabilitation area, remote from the incident for the purpose of
isolating personnel from the acute emotional stress of the incident and clear of
the smoke, haze, or other hazardous by-products of the incident.

3. Required equipment: salvage cover, water, and ice, drinking cups, oxygen, EKG
monitor, basic trauma box, medical personnel and ALS transport unit.

4. The Rehab Group shall receive personnel from the Operations Section and/or
Command and shall maintain a log of the units/personnel in Rehab and
document time in and time released back to scene.

5. Personnel shall be rotated in and out of Rehab on a first in, first out system but
shall be released only when additional personnel are requested by command.

6. Personnel arriving at Rehab shall remove protective clothing to expedite the
cooling process of the body. In situations involving hazmats, personnel must
complete the decontamination process prior to reporting to Rehab.



600.01 Common Incident Command Procedures
Page 35 of 63

Last Issued / Revised: 08/26/2013

10.

11.

12.

13.

7.

Initial assessments of the physical condition of each person shall include pupils,
skin color, skin temperature, pulse, respiration, and the ability to communicate
clearly. All inappropriate conditions shall be noted and the person shall not be
allowed to return to activity until their condition has improved to within normal
parameters.

Personnel who suffer shortness of breath, chest pains, or other medical
conditions, which in the opinion of the Rehab Officer may imply underlying
medical problems, shall be monitored and not allowed to return to action until
after consultation with the IC or designee.

All personnel who have been sent to Rehab and have expended two bottles of air
or more shall have their vital signs evaluated. This includes pulse, blood
pressure, respiration and lung sounds.

Personnel shall be encouraged to drink a sufficient quantity of water for every air
bottle expended. Dehydration shall be of concern especially during periods of
high temperature.

Rehab shall coordinate the distribution of food during long term incidents.

Rehab shall be deactivated during the demobilization process when so
determined by Command.

Rehab shall advise Command of unusual circumstances or patterns, which are
adversely affecting incident personnel.
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POSITION: PLANNING SECTION OFFICER

LOCATION: On scene or at Emergency Operations Center (EOC)
RECOMMENDED STAFFING: Available Chief Officer appointed by Command
REPORTS TO: Incident Commander

ACTIVATION: When the incident has reached a size where the IC cannot effectively
forecast the future action plan due to the incident size, or time constraints on the IC or
incident complexity.

PURPOSE: Coordinates the preparation of the incident action plan. Apprises command
of potential operational impacts and maintains alternative strategies for potential and
possible incident developments. The Planning Section serves as the "clearing house”
for information.

RESPONSIBILITIES: Develops and maintains the action plan. Collects and obtains
information relative to the incident, identifying special resources as indicated by need,
and providing vital information such as weather data, environmental data, special
equipment needs, available water supply, etc. to the IC.

PROCEDURES:
1. Obtains briefing from the Incident Commander.
2. Identifies additional personnel needs for resources, documentation, etc. Updates

command on weather changes, new resource needs, etc.

3. Obtains additional incident information to identify needs and resources available.
4. Coordinates command staff meetings to outline an incident action plan.

5. Prepares written incident action plan and forwards it to the Incident Commander.
6. Monitors incidents progress and append or alter the action plan as needed.

7. Identifies specific needs to logistics for procurement.

8. Assists the evacuation/sheltering planning as needed.
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9. Provides for a demobilization and incident termination plan.
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POSITION: FINANCE/ADMINISTRATIVE OFFICER

LOCATION: As designated by Command

RECOMMENDED STAFFING: Any qualified or trained individual appointed by
Command (May be a civilian)

REPORTS TO: Incident Commander

ACTIVATION: When, due to incident length or complexity, attributable costs to the
incident will be incurred and must be tracked.

PURPOSE: Coordinates all extraneous costs incurred relative to the incident. Included
are personnel, overtime, equipment, special services and emergency purchase orders.

RESPONSIBILITIES: Tracks the use of reserve personnel and internal resources for
overtime costs; all costs and documentation relative to line of duty injuries, damaged
and/or destroyed equipment.

PROCEDURES:
1. Obtains briefing from the Incident Commander.
2. Plans organization of the Finance section and determines need for additional

Finance/Administrative Section personnel and resources.

3. Assigns work locations and tasks to Finance Section personnel.

4. Participates in the preparation of the incident action plan.

5. Identifies any special financial needs.

6. Coordinates main hours tracking and recalls of off-duty personnel.

7. Insures prompt financial payments and insurance claims relative to injuries.

8. Maintains daily contact with agency(s) administrative headquarters in reference

to financial matters.
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POSITION: LOGISTICS SECTION OFFICER

LOCATION: On scene or at Emergency Operations Center (EOC)

RECOMMENDED STAFFING: Ranking Officer appointed by Command

REPORTS TO: Incident Commander

ACTIVATION: Any incident requiring move ups or mutual aid coverage

PURPOSE: Provides for the facilities, services, equipment, and supplies including unit
move ups or mutual aid coverage for stripped areas due to incident magnitude to
support incident operations.

RESPONSIBILITIES: Secures and maintains adequate communications to support the

incident. If purchases are to be made, coordinate with Finance Section will provide for
the personal service needs of all personnel operating at the incident.

PROCEDURES:
1. Obtains briefing from the Incident Commander.
2. Plans organization of the Logistics Section and determines the need for

additional personnel and resources.

3. Assigns tasks and work locations to Logistics Section personnel.

4. Participates in preparation of the incident action plan.

5. Identifies current and future service/support requirements for the operations.

6. Reviews and provides input for the communications, traffic, and medical plans.

7. Identifies and provides support requirements of the personnel operating at the
incident.

8. Coordinates and processes request for additional resources.

9. Ensures move ups or mutual aid requests are made and filled to cover areas

stripped due to incident size.
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POSITION: STAGING OFFICER

LOCATION: Near scene
RECOMMENDED STAFFING: Any officer appointed by Incident Commander
REPORTS TO: Operations Officer/Incident Commander

ACTIVATION: When units and personnel may overwhelm the ability of Command to
immediately place these resources in an effective position.

PURPOSE: Manages the apparatus and crews in a manner that will help prevent
congestion at the incident scene and create a resource pool for the Operations Section.

RESPONSIBILITIES: Locating and maintaining an area that allows for the effective
retrieval of personnel and equipment; fills personnel/apparatus requests from the
Operations Officer/Command; maintain a sufficient pool of these resources to support
developing operations.

PROCEDURES:
1. Obtains briefing from the Operations Section.
2. Functions as a member of the Operational Staff, advising Operations Officer

command of potential personnel/apparatus requirements.

3. Fills requests for personnel/apparatus. Advises units of where to report to and
their assignment.

4. Insures that apparatus and personnel are positioned in such a way as to expedite
their response to the incident scene.

5. Coordinates with police to insure ease of access from the staging area to the
incident scene.

6. Shall notify Command or Operations Officer when resources fall below
established levels.

7. Insures that crews remain intact with their assigned apparatus.



600.01 Common Incident Command Procedures

Page 41 of 63

Last Issued / Revised: 08/26/2013

EMERGENCY EVACUATION PROCEDURE

The following procedures shall be used for an emergency requiring immediate
evacuation from inside a structure or away from the hazard zone of an emergency
scene.

1. Any person that recognizes a potential evacuation condition (i.e. building
collapse, flashover, HAZMAT release, etc.) shall notify the Incident Commander
immediately.

2. The Incident Commander shall make the decision to evacuate. The IC will

announce "EMERGENCY TRAFFIC" and have the dispatch center sound the
radio alert tone, and state, "ALL PERSONNEL EVACUATE THE BUILDING OR
AREA IMMEDIATELY". This shall be repeated twice.

3. When the order to evacuate is given, all available and appropriately equipped
units in the immediate vicinity will blow air horns intermittently (one second on,
one second off) for 30 seconds.

4, All personnel shall immediately evacuate the building or area, report to a pre-
designated safe area, and report to their company officer as soon as possible.

5. Company Officers shall report their status and that of their personnel to their
Division/Group Officer as soon as possible.

6. Division/Group Supervisors shall report their status and that of their personnel to
Operations Section (or Command) as soon as possible. It shall be the
responsibility of Command to confirm that all personnel have been evacuated
and accounted for.

7. If any personnel cannot be accounted for, all unnecessary operations shall be
suspended and the focus of all resources shall be devoted to locate the missing
personnel.

8. Command shall notify the dispatch center when all personnel have been

accounted for. If personnel are missing, no report will be announced over
the radio as to personnel status. All communications shall be done face to
face or over the telephone.
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UNIFORM APPARATUS DESIGNATIONS

AIR Helicopter or fixed wing aircraft

AMBULANCE BLS transport capable unit

ATTACK Mini pumper

BATTALION Area Command Officer/Shift Commander

BRUSH Off-road vehicle with water tank and pump

DIVE Dive team equipment vehicle

ENGINE NFPA compliant Class A pumper

FIREBOAT Boat with firefighting pump

FOAM Vehicle or trailer other then crash truck with min 50 gal.
Foam

HAZMAT Hazardous Materials Team vehicle

LADDER Straight aerial ladder of at least 75 feet

MCV Mobile command vehicle

MEDICAL ALS transport capable unit with civilian staffing

PLATFORM Telescopic boom with platform of at least 75 feet

QUINT Class A pumper with at least 75 foot straight aerial

RESCUE ALS transport capable unit with cross trained firefighters

SNORKEL Articulating platform device

SQUAD Heavy, medium, or light rescue, or personnel carrier

SQUIRT Class A pumper with 55-70 foot aerial/water tower

SUPPORT SCBA refill truck

TANKER Apparatus with minimum of 1500 gallons on-board water

TENDER Foam tanker with minimum 1000 gallons foam

TRUCK Airport crash truck with foam

UTILITY Light/generator/ventilation vehicle
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RAPID INTERVENTION TEAM GUIDELINES

BACKGROUND

OSHA 29 CFR 1090.134 (g) states that during interior structural firefighting, among
other things, the employer shall insure that:

a) At least two employees enter the IDLH atmosphere and remain in visual or
voice contact with one another at all times;

b) At least two employees are located outside the IDLH atmosphere; and

C) All employees engaged in interior structural firefighting use SCBA.

It is, therefore, the intent of this guideline to supply agencies with the basic information
necessary to develop a procedure capable of addressing the standard. Utilization or
adoption of these guidelines does not ensure compliance or relieve an organization of
its responsibility to meet specific departmental needs.

RECOMMENDED PROCEDURE

1. The Incident Commander at the scene of a working fire, or smoke filled structure,
shall, as soon as possible, assign a minimum of two firefighting personnel to fulfill
the role of Rapid Intervention Team (RIT). If necessary, additional units shall be
summoned to the scene to accomplish this objective. Unless the fire is in an
incipient stage, or the rescue of trapped occupants is necessary, incident
commanders should endeavor to have a RIT in place prior to the commencement
of interior firefighting operations.

2. The RIT team shall equip themselves with the following minimum equipment:
a. Full bunker gear including hoods and firefighting gloves
b. A Complete SCBA with armed P.A.S.S. device
C. One flashlight for each member of the RIT (personal lights OK)
d. A search rope. On larger buildings, consider attaching two search ropes
together or using a 300 foot line.
e. Halligan tool and flat head axe
f. One Spare Airpack with mask - Make sure bottle is full

g. Two-way communications with the Incident Commander
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RIT STANDBY

1. The RIT shall report to the command post unless otherwise directed by the
Incident Commander. The Incident Commander should consider placing the RIT
close to the building under certain conditions (e.g., CP long distance from
building)

2. If conditions permit the Incident Commander should consider a quick 3600
sizeup of the structure has been completed, with special attention to alternate
exits (potential exits) from the building, securing of utilities or other
considerations that command may utilize in case of a deployment of the RIT.

3. While in the standby mode, the RIT shall diligently monitor the fireground-
operating channel to remain aware of conditions and potential problems. The RIT
shall notify command, via radio, any time they leave the predesignated staging
area. There is to be no freelancing.
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RIT DEPLOYMENT

1. Upon being notified that a firefighter(s) is lost, missing, or trapped, the Incident
Commander shall have Dispatch initiate the emergency alert tone and clear the
radio channel of all radio traffic. The Incident Commander shall deploy the RIT if
conditions permit, and shall attempt to ascertain the location/condition of the
endangered crew. If necessary, all other normal fireground communications may
be switched to another channel to permit the RIT and endangered crew to
communicate freely.

2. Upon deployment, the RIT shall notify Command of the specific entrance they
take into the structure. Additionally, the RIT shall secure a lifeline to the outside,
and remain together at all times. The RIT shall assess, and if necessary,
communicate to Command any such additional resource needs as hoseline
protection, or extrication/forcible entry equipment.

3. Upon deployment of the RIT, the Incident Commander shall immediately assign a
minimum of two firefighting personnel to assume the role of secondary (backup)
RIT to standby outside the building. This RIT should, preferably, be a non-
fatigued crew. The goal is to have at least a minimum of two "ready to go"
personnel standing by outside the hazard zone anytime personnel (including
other RITs) are operating inside the hazard zone.

RIT TERMINATION

Command shall continue to staff a RIT throughout the mitigation phase, until the
possibility of danger to working crews has been eliminated.
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P.A.S.S. ACTIVATION

1. The following procedure shall be utilized in the event of an emergency activation
of a Personal Alert Safety System (P.A.S.S.) device while operating on scene.

2. On scene notification from any emergency worker shall include over the air
transmission that a P.A.S.S. device has been activated. This transmission shall
be directed to the affected Division Supervisor, if known, or directly to Command.
When contacted, the Division Supervisor shall immediately notify Command.

3. Command shall activate emergency radio traffic procedures and attempt to
contact the unit affected, or the Division Supervisor, for verbal confirmation of a
downed emergency worker.

4, The Division Supervisor shall try to physically locate the audible alarm and
determine which unit or person is unaccounted for. Additionally, the Division
Supervisor shall perform an immediate roll call to determine who is unaccounted
for.

5. Should roll call of the division be unsuccessful in identifying the downed
worker(s), Command shall request a full roll call of all divisions.

6. After two verbal or radio attempts to contact the person of unit with the activated
P.A.S.S. device, the Division Supervisor shall contact Command to activate a
Search and Rescue Team (SAR) to locate and remove the downed worker(s).

7. The SAR shall come from the Rapid Intervention Team or nearest division where
personnel are available and equipped with full SCBA cylinders. In either case
the SAR shall be assigned under the direction of the Division Supervisor of the
affected area or under the Operations Section Officer if the specific division is
unknown.

8. In the event a Division Supervisor is in fact one of the downed workers, the
Operations Section Officer shall assign the closest available Division Supervisor
or the Safety Office to take charge of the SAR.

9. The Incident Commander shall notify dispatch and all on-scene personnel when
the emergency condition has been corrected and normal operations are to
resume.
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10. Dispatch shall repeat the message over the on-scene frequencies that
emergency traffic is cleared and all units should return to normal on-scene
procedures.



600.01 Common Incident Command Procedures
Page 48 of 63

Last Issued / Revised: 08/26/2013

MUTUAL AID COMMUNICATIONS PROCEDURAL GUIDELINES

INTRODUCTION

In an effort to effectively respond and mitigate emergencies interdepartmentally, among
the fire-rescue agencies of Broward County, the following communications procedure
has been adopted by the Fire Chiefs' Association of Broward County.

OVERVIEW OF MUTUAL AID SYSTEM

The Mutual Aid system within Broward County uses a mutual aid phone circuit (MARS
system), 800 MHz radio system, and regular telephone lines to provide a redundant
system for requesting mutual aid. The primary method of requesting Mutual Aid is the
MARS circuit. This is a dedicated circuit designed so that whenever an agency picks up
the telephone handset the speakers in ALL of the other Fire-Rescue communication
centers become active. As the person who picked up the handset talks, the
conversation is heard by all agencies. This method was chosen so that as the request
is heard all communications centers can check the mutual aid book to see if any of the
units that they dispatch are going to be requested. If they have units that are going to
be requested, they can begin the process right away, thereby reducing the time
necessary to get assistance on the way to the incident. This method not only increases
speed but also increases awareness of incidents that are occurring within the County. It
is imperative that all Fire-Rescue communications centers actively participate in this
process to reduce reaction time (the amount of time to start units to an incident).

Besides the mutual aid phone circuit, an 800 MHz radio system and specific talk group
for requesting mutual aid (System 12, Talk group "A") has been established. Ultimately,
if both the mutual aid phone circuit and the 800 MHz system/talk group are unavailable,
the 7-digit emergency telephone number is available to request mutual aid. This
provides three levels of redundancy to assure that mutual aid requests are received and
properly dispatched.

The Broward County trunked radio system has one logical "system" of 15 talk groups
dedicated to Mutual Aid. System 12 has been designated as the Mutual Aid System.
Within System 12, talk group "A" has been designated the MUTUAL AID CALLING
CHANNEL. Talk groups "B" through "O" are available for assignment as tactical
channels/talk groups during an incident.
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PROCEDURE FOR USE OF MUTUAL AID SYSTEM

Requesting agencies may use several methods to notify Broward County
Communications of a mutual aid request. These methods of notification include the
MARS circuit (the primary method), radio (either mutual aid channel 12"A" or regular
dispatch channel) secondly, or regular seven-digit telephone as last resort.

When requesting mutual aid the following information will be required:

The agency requesting mutual aid

District number of incident location

Reference of call (i.e., Commercial Structure Fire)

The address of the incident / Name of occupancy (i.e., Broward Mall, Smith
Automotive)

Number and types of equipment needed

Special instructions (i.e., Staging location)

Assignment of radio channel

Grid Number (if readily available)

If the request is made via the MARS circuit, the announcement shall be as follows (for
example):

"Plantation Fire Department to Broward County” - wait for acknowledgment
"Requesting mutual aid for a commercial structure fire in District 76"

"The address is 8000 W. Broward Blvd. at Burdines, Grid 876."

"Requesting three engines and one ladder"

"All equipment report to level Il staging at the Broward Mall parking lot, southwest
corner”

"Acknowledgment by appropriate agencies”

* If the appropriate agency does not immediately respond to the request, Broward
County Communications' operator will intervene and coordinate the response.

* Appropriate agency repeats the information

* Plantation confirms

Once the initial dispatch information has been disseminated the appropriate
Communications center shall confirm the grid number and relay this information
to the responding units(s) on the assigned radio channel.

Field units shall make all mutual aid requests through their regular dispatch
center. Additional requests for units to the same incident should continue to be
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made through the Mutual Aid Communications System (MARS), via agencies'
dispatch centers.

All units responding mutual aid shall report their arrival to the Broward County
Communications center via the mutual aid channel in addition to any other
communications with their own centers.

Upon the completion of use of an assigned mutual aid "talk group”, the channel
should be cleared by returning to 12"A" and advising Broward County
Communications that the operation has been terminated.
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GENERAL GUIDELINES

1. All communications will be done in plain English. No signals or codes shall be
used. Communications shall be performed in clear text.

2. All communications with the primary dispatch center shall be done through the
Incident Commander. This includes requests for additional resources, command
transfers, and situation status reports.

3. Radio traffic shall be kept to a minimum. Communications, such as between the
Incident Commander and the Section Officers or between a Division/Group
Supervisor and respective units should be done face to face if at all possible.

4. In the event that emergency information needs to be broadcast, the radio alert
tone and the announcement "EMERGENCY TRAFFIC" shall precede the
message. The dispatch center shall repeat the message twice in its entirety.
Until cleared by the Incident Commander, all routine radio traffic shall be
suspended or taken to another channel.

5. During a multi-jurisdictional incident, the Incident Commander shall verify that
responding mutual aid companies have the ability to communicate directly with
Command. This shall be accomplished by one of the following:

* Incoming units with compatible radio systems are instructed as to what
radio frequency/talk group(s) are being utilized.

* Responding units which do not have compatible radio systems shall have
an additional radio equipped agency representative respond to act as a
liaison at the command post and establish direct communications between
these units.

* The requesting agency shall provide radios to the responding mutual aid
units thus allowing communications with the Incident Commander.

* The responding agencies shall be teamed up with one of the on-scene
units or division Supervisors that have communications with the Incident
Commander.
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SPECIAL OPERATIONS RESPONSE GUIDELINE

INTRODUCTION

In an effort to effectively meet Federal regulations and industry standards during the
response and mitigation of emergencies involving specialized fire rescue operations
such as hazardous materials, confined space and technical rescue, and dive
emergencies, interdepartmentally, among agencies of Broward County, the following
guidelines has been adopted by the Fire Chiefs' Association of Broward County.

BACKGROUND

Special Operations emergencies cover a wide range of incident scenarios. These
scenarios vary in difficulty and resource requirements. Therefore, it becomes
necessary to implement a standard but flexible plan of action that can be used for
emergency response and resource deployment. Many departments countywide have
limited resources when responding to special operations emergencies. It is therefore
necessary to utilize mutual aid, including the coordinated response of one or more of
the regional response teams.

DEFINITIONS

Special Operations - Any response to emergencies requiring specialized equipment and
personnel trained to effectively mitigate emergencies involving hazardous materials,
confined space and technical rescue, and dive emergencies.

Hazardous Materials Incident - Any incident involving the leak, fire or spill of any
radioactive, chemical, or biological substance.

Rope Rescue Incidents - Any rescue attempt that requires rope and related equipment
necessary to safely gain access to, and remove victims from, hazardous geographic
areas with limited access such as high rise buildings, above or below grade structures,
by means of rope systems.

Confined Space - Those areas that are not intended for continual occupancy, have
limited means of egress, and have potential for physical, chemical or atmospheric
engulfment.
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Trench Rescue Incident - Any rescue operation in a narrow excavation made below the
surface of the earth. In general, the depth is greater than the width, but the width of a
trench is no greater than 15 feet.

Structural Collapse - Structural collapse or failure generally occur as a result of natural
occurrences such as hurricanes, tornadoes, earthquakes or other unusual weather
phenomenon's, fire or explosion, engineering errors, and other human factors including
malicious damage and terrorist incidents.

Water Rescue Incident - Any rescue attempt that requires water rescue gear and
related equipment necessary to safely gain access to, and remove victims from bodies
of water, including lakes, canals, or other waterways.

Risk/Benefit Factor - The final consideration for each mission determining whether the
risks involved merit the benefit.

GUIDELINES

The following guideline is established to provide first responders with recommendations
to consider in the event of special operations responses to the following:

Hazardous Materials Incident
Category | and Il hazardous materials incidents should be initially investigated by the
first responder and assessed for the need for assistance by a regional response team.

If needed, the first responder should request one (1) regional response team to assist.

Category lll and IV hazardous materials incidents recommend the automatic response
of two regional hazardous materials response teams.

Confined Space Emergency Incidents

When responding to a confirmed active incident the automatic response of two (2)
regional response teams is recommended.

Consideration should be given to the need for a dedicated hazardous materials
response team for the purpose of atmospheric monitoring during a confined space
incident.
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Rope Rescue Incidents

Non-Technical Evacuation (Evacuations that are less than 40 degrees inclination)
should be first evaluated by the first responder. If assistance is needed, one (1)
regional response team should be requested.

Technical Evacuation (Evacuations that are greater than 40 degrees inclination or on
such rough terrain that the evacuation requires specific technical rescue training)
recommends the automatic response of two (2) regional response teams.

Trench Rescue Incidents

When responding to a confirmed incident the automatic response of two (2) regional
response teams is recommended.

Consideration should be given to the need for a dedicated hazardous materials
response team for the purpose of atmospheric monitoring during a trench rescue
incident.

Structural Collapse

When responding to a suspected incident the response of one (1) regional response
teams is recommended.

When responding to an active incident, or when on scene and a structural collapse
occurs the response of two (2) regional response teams is recommended.

Consideration should be given to post emergency incidents such as structural fires
resulting in the loss of structural integrity. Consideration should be given to the need to
deploy one (1) regional response team for the purpose of shoring and securing the
integrity of the structure prior to performing fire cause and origin, evidence collection or
other investigations within the structure or hazard zone.

Water Rescue Incidents
Rescue Operation (Mode) - Identified as such if there is a chance to save a human life.

Generally the time frame for a rescue is identified as submersion time of up to one (1)
hour. If assistance is needed, one (1) regional response team should be requested.
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Recovery Operation (Mode) - Identified as such when there is no significant chance to
save a life. Generally the time frame for a recovery is identified as submersion time of
greater than one (1) hour. Additionally, the recovery operation may be for the sole
purpose of supporting another agency's objective (vehicle or evidence recovery) where
there is no human/victim (life) involvement. If assistance is needed, it is recommended
that one (1) regional response team be requested. The responding dive team should,
upon arrival, assess the scene for the need of additional divers/resources.
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PERSONNEL ACCOUNTABILITY PROCEDURE

PURPOSE

This procedure identifies a system of incident site firefighter accountability. The
purpose is to account for all firefighters, at any given time, within a small geographical
area, within the "hazard zone" of an incident. Use of the system will provide enhanced
personal safety for the individual firefighters and will provide the incident command
organization staff an improved means to track and account for all personnel working in
the hazard zone.

The hazard zone will be defined as any area that requires an SCBA, or in which a
firefighter is at risk of becoming lost, trapped, or injured by the environment or structure.
This would include entering a structure reported to be on fire, operating in close
proximity to the structure during exterior operations, confined space or trench rescue,
the hot zone at a hazmat incident, etc.

ACCOUNTABILITY

Accountability involves a personal commitment to work within the safety system at an
incident. Command will always be responsible for including accountability as a major
element in strategy and attack planning, and must consider and react to any barriers to
effective accountability. Division/Group Officers will always maintain an accurate
tracking and awareness of crews assigned them. This will require the Division/Group
Officer to be in his/her assigned area and maintain close supervision of crews assigned
to them.

All crews will work for Command or Sectors - no "freelancing.” Crews arriving on the
scene should remain intact for all intents and purposes. A minimum crew size will be
considered two members and a radio will be required. A Lieutenant or other higher
ranking individual must supervise all crews entering a hazard zone. All crews will go in
together, stay together, and come out together. Reduced visibility and increased risk
will require very tight togetherness. If a radio fails while in the hazard zone, the crew
will exit unless there is another working radio with the crew.
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PASSPORTS - I.D. CARDS

To enhance accountability and to improve tracking of firefighters in the hazard zone, the
"PASSPORT" system will be used. PASSPORTS involve an identification tag with at
least the crewmember's name affixed, which is turned in to an Accountability Officer.

The Accountability Officer may be a driver, a Division/Group Officer, or a designated
Accountability Officer, depending on the nature, type, and complexity of the incident.
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SYSTEM COMPONENTS

This system utilizes a PASSPORT system to track assignments of personnel working
within the hazard zone.

PASSPORT NAME TAGS:

Each member of the division will be assigned a plastic "name tag.” The nametag is
approximately 1" x 2" and engraved with the member's last name and the first two
initials of the first name. This nametag will be stored on the collar of each member's
bunker coat, helmet, or other similar location.

COLORS:

White - Chief Officers

Red - Company Officers

Yellow - Firefighters/Paramedics/Drivers/Others

PASSPORT UNITS:

Each emergency vehicle will be assigned a "passport unit." The passport unit is
approximately 2" x 3" and engraved with the apparatus or unit number. The passport
unit will be attached to a velcro area located at or near the center of the dashboard.

STATUS BOARDS:
Status boards will be carried by the Battalion Chief, the Duty Officer, or other
designated supervisors.

TACTICAL BENCHMARK

Several accountability benchmarks are included in tactical operations. The Personnel
Accountability Report (or "PAR") involves a roll call of personnel assigned. For the
Company Officer, a "PAR" is confirmation that members assigned to his/her crew are
accounted for. For the Sector Officer, a "PAR" is an accounting of all crewmembers, of
all companies assigned to his/her sector. PARs should be conducted face-to-face
within the company or with the Sector Officer whenever possible.

A personnel accountability report will be required for the following situations:

1. Any report of a missing or trapped firefighter (Command initiates a report of all
crews on the scene).
2. Any change from offensive to defensive operations (Command initiates a report

of all crews on-scene).
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3. Any sudden hazardous events at the incident - flashover, back draft, collapse,
etc. (Command initiates a report of all crews on the scene).

4, By all crews reporting an "all clear" (Company Officers of crews responsible for
search and rescue will ensure they have accounted for their crews at the time
they report an "all clear").

At each 30-minute interval of elapsed incident time.

At a report of "fire under control.”

oo

GENERAL RULES

The following rules must be followed for the accountability system to function properly:

=

PASSPORTS never enter the hazard zone.

2. PASSPORTS must be maintained at the Command vehicle during large or
complex operations.

3. PASSPORTS must reflect only personnel presently in the hazard zone.

PASSPORT IMPLEMENTATION

Implementation of the PASSPORT system will occur at any incident that requires the
use of Self-contained Breathing Apparatus. The objective of the PASSPORT system is
to have PASSPORTS at the Command Post and that they are kept accurate, reflecting
only those members entering the hazard zone.

For single company incidents, the PASSPORT will remain on the apparatus dash. The
Driver/Operator will assume accountability responsibilities. On multi-company
operations where SCBA is used, PASSPORTS will be delivered to the Command Post
or Accountability Officer prior to entering the hazard zone.

LOST/MISSING FIREFIGHTERS

An absent member of a crew will be assumed lost or trapped in the hazard zone until
otherwise determined safe. Company Officers must immediately report any absent
member to the Sector Officer or Command. For any reports of missing firefighters,
Command must request the next greater alarm assignment (i.e., first alarm to second
alarm, second alarm to third alarm).

Command must next do an immediate roll call of all companies assigned in the hazard
zone. Searches will begin in the last reported working area of the lost firefighter.
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RESPONSIBILITIES
COMMAND

Command will be responsible for including personnel accountability as a major element
of strategy and tactics. Command will react to all barriers that influence incident
accountability and will ensure that all companies entering a hazard zone have radios
and are supervised by a Company Officer or higher ranking officer. Command will
make every effort to keep crews intact, however, if companies are split, Command will
ensure continued accountability.

DIVISION/GROUP OFFICERS

Division/Group Officers will maintain accurate tracking of assigned companies. This
requires the Division/Group Officer to be in the assigned location to monitor the
companies assigned to the division/group.

COMPANY OFFICERS

Company Officers will ensure the PASSPORT unit reflects the names of the personnel
currently assigned to the company. The Company Officer will keep all members
assigned to the hazard zone intact at all times. When entering the hazard zone, the
Company Officer will turn over the PASSPORT until to Command or the Accountability
Group Officer and retrieve it upon leaving the scene. The Company Officer will exit the
hazard zone with an intact crew any time a radio failure occurs. If a situation occurs
that the entire crew is not assigned to the hazard zone, an individual must leave the
hazard zone, or an individual is reassigned, (i.e., the Driver/Operator is at the Apparatus
pumping), the Driver's or individual's name will be turned upside down to indicate that
the Driver or individual are not in the hazard zone.

IMPLEMENTATION
The accountability system will be implemented at any incident requiring entry into a
hazard zone.

SINGLE COMPANY RESPONSE
For single company responses, the PASSPORT until will remain on the dashboard of
the unit.

MULTI-COMPANY RESPONSE
On multi-company responses, the PASSPORT units will be given to Command or the
Accountability Group Officer.
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2ND ALARM OR GREATER RESPONSES

The first unit on each geographic side of the incident will be the initial accountability
location for all units arriving on that side of the incident. The PASSPORT unit of the first
arriving unit will remain on the dashboard, and the driver of that unit will assume the role
of accountability Group Officer until Command assigns a Division/Group Officer or an
Accountability Group Officer. PASSPORT units will always remain outside of the
hazard zones with the Accountability Group Officer or Command. When a crew has
completed its assignment in the hazard zone, the PASSPORT unit is returned to the
Company Officer for entry into rehab or reassignment.

TERMINATING THE PASSPORT SYSTEM

PASSPORT accountability will be maintained until a report of “fire under control” or
"incident under control," at which time a report for all crews must be obtained.
Command will determine at that time, based on the situation (i.e., fire or collapse) and
risk, whether to continue the PASSPORT system.

Upon completion of assignments and release from the incident, Company Officers will
pick up the PASSPORT at the Command Post and return it to the apparatus dash.
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"MAYDAY" PROCEDURAL GUIDELINE

INTRODUCTION

In an effort to effectively respond to emergencies relating to trapped or endangered
firefighters throughout Broward County, the following procedure is supported and
adopted by the Fire Chiefs' Association of Broward County.

OVERVIEW

The following procedure was developed by the Mutual Aid Committee of the Fire Chiefs'
Association of Broward County. The procedure is intended to prevent fire rescue
personnel from being injured or killed while performing their duties. The "MAYDAY"
procedure will allow companies to report perilous situations to incident commanders or
the communications center. The procedure will also allow incident commanders to
quickly react to potential critical situations such as structural collapse, cave-in,
unsecured vehicles or other dangers that may cause serious injury or death to
firefighters.

PROCEDURE

The term "MAYDAY" will be utilized whenever a fire rescue unit or crewmember
encounters an immediately perilous situation such as a downed or trapped firefighter.
The "MAYDAY" call will receive the highest communication priority from dispatch,
command and all operating units. Units may initiate the "MAYDAY" procedure by
verbally broadcasting the term "MAYDAY" over their two-way radio. "MAYDAY" shall
not be used to access airtime for any other reason.

When a unit or crewmember reports an impending emergency by announcing their unit
identifier, followed by "MAYDAY, MAYDAY, MAYDAY", the incident commander will
gather all necessary information including confirmation of the nature of the problem
(trapped, missing firefighter etc.). The incident commander shall immediately advise
dispatch to initiate the "MAYDAY" protocol. Dispatch shall activate an alert tone and
announce "MAYDAY, MAYDAY, MAYDAY, all unit stand by for MAYDAY traffic."
Dispatch will then receive all emergency information from the incident commander and
repeat the information for all monitoring units one time. Appropriate assistance will be
dispatched to assist in the mitigation of the immediate emergency surrounding the
"MAYDAY" announcement. Dispatch must control all airtime associated with the
incident, disallowing all non-essential radio traffic. Units assigned to the initial incident
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may need to be reassigned to an alternative channel until the emergency has been
resolved.

In the event the incident commander or dispatch does not acknowledge the "MAYDAY"
alert, any available monitoring unit should respond to the alert and respond to the
request for assistance. It is therefore necessary that all personnel are thoroughly
familiar with this procedural.

At any time a unit, crew or individual initiates a "MAYDAY" request, an immediate
Personnel Accountability Report (PAR) is required. Additionally, all nonessential
incident operations shall be suspended, the area evacuated and the Rapid Intervention
Team (RIT) be deployed as appropriate. The focus of other on scene resources shall
be devoted to the location, protection and extrication of the endangered personnel.
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INCIDENT MANAGEMENT SYSTEM

INTRODUCTION

Lessons learned from Hurricane Andrew and other natura disasters as well as
recommendations from the Federa Government, the Florida Fire Chief’s Association,
and the National Fire Academy serve to reinforce the need for ONE type of Incident
Management System in Broward County, with a common vocabulary. It is for use by
ALL governmental agencies, at all levels. The Fire Chief’s Association of Broward
County during the spring of 1996 officially adopted this approach.

It is the intent of this manual to serve as areference and instructional guide for providing
a single uniform Incident Management System to ALL of the Broward County, Florida
Fire Rescue agencies. Moreover, it is hoped that all emergency response agencies in
Broward County, such as Police, Emergency Management, Red Cross, Public Works, etc.
adopt and utilize this system. Furthermore, these procedures were designed to meet the
requirements of NFPA 1561 and are totally compatible with the Incident Management
Systems utilized by the Federa Government and recommended by the Florida Fire
Chief’s Association.

This manual will, from time to time require periodic change and updating. New concepts
and procedures will be incorporated into this document with the participation of al the
Fire Rescue agencies in Broward County. It is only with total cooperation and
involvement from these agencies that this plan can remain effective.

Finally, for those seeking additional information and instructional assistance, the
following will prove to be helpful:

“NIIMS Model Procedures for Structural Firefighting” — Fire Protection Publications
— Oklahoma State University

“Incident Management System Student Manual” (NFA-ICS-SM) — Nationa Fire
Academy

“NIIMS Field Operations (FOG) 1CS-420-1

Broward Fire Academy — Instructional Staff
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INCIDENT MANAGEMENT SYSTEM
IMS ORGANIZATION

Under the Incident Management System (IMS) the ultimate control and direction of al
emergency response resources falls under a single individual, the Incident Commander,
except where a Unified Command is established. The Incident Commander is
responsible for the overall incident response effort and implementation of the appropriate
portions of this plan. This Command System is quite flexible in that the Incident
Commander can activate, consolidate, or delete various positions depending upon the
needs of the incident. Although this structure is designed for full or partia
implementation, it is important that all position roles are reviewed to ensure vita
functions are not overlooked.

It is recommended that the person ultimately taking command at an incident is a Chief
Officer or other qualified individual, highly trained and skilled in the Incident
Management System. The Incident Management System is not rank structured, but can
be filled from whatever positions are best suited for the needs of the individua
organization.

The degree of plan implementation will again depend on the nature and magnitude of the
incident. The following pages outline the roles and responsibilities of the various areas
of the Command structure.

The IMS organizational structure develops in a modular fashion based on the kind and
size of an incident. This modular escalation will alow a manageable span of control for
al participants throughout the incident. Span of control is defined as the number of
subordinates one supervisor can manage effectively. In emergency sSituations, the
accepted limit isfive.

The organization’s staff builds from the top down with the responsibility and
performance placed initialy with the Incident Commander. As the need exists, four
separate sections can be developed, each with several units, which may be established.
These sections are identified as:

1. Operations— All activities directed toward hazard reduction and control

2. Planning — Collection, evaluation, and dissemination of information

3. Logistics — Provides support needs to the incident
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INCIDENT MANAGEMENT SYSTEM
4. Finance/Administration — Responsible for al costsincurred at the incident
In addition to these four sections, Command Staff may include the following:
1. Safety Officer
2. Public Information Officer
3. Liaison Officer
4. Incident Commander Aide
COMMAND SEQUENCE
Highly dynamic situations require sound, organized thinking. The Command
Sequence is a standardized sequential thought process, which enables the Incident
Commander to analyze situations, identify problems, and implement solutions based
on basic skills and knowledge.
The Command Sequence consists of four parts:
1. Incident Priorities:
- Life Safety — actions which reduce the threat of life or injury which involves civilians
aswell asresponders. Life safety is always the first priority!

Incident Stabilization — Activities designed to stop the escalation of the incident.

Property Conservation — Efforts to reduce the long-term economic and social impact
of the incident.

2. Size Up:
- Size up involves gathering information about an incident, evaluating the information,
and determining how a specific incident should be handled.

3. Goals and Objectives:
- The application of information gathered in size up to determine the desired results of
the operation. Goals considered in relation to incident priorities are listed as follows:
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INCIDENT MANAGEMENT SYSTEM

Rescue
Exposures
Confinement
Extinguishment
Overhaul

4. Tactical Operations:
Specific actions carried out to accomplish goals and objectives. Tactical operations
can be considered to be the solutions to the problems.

COMMON TERMINOLOGY

It is essential that all cooperating agencies understand and utilize a standard terminology
for organizational functions, resource elements, and facilities. Such standardization
facilitates effective communications between all agencies involved at an emergency
scene.

1. Command Post: Designated as the CP, the Command Post will be the
location from which the incident operations are directed. There is only one
Command Post for the incident. In a Unified Command structure where
several agencies or jurisdictions are involved, the responsible individuals
designated by their respective agencies would be co-located at the command
post. The Planning function is also performed at the Command Post, and
normally the field communications center would be established at this
location. The CP may be co-located with the incident base if communications
reguirements can be met.

2. Incident Base: The Incident Base is the location at which primary support
personnel activities are performed. The Base will house al equipment and
personnel support operations. The Logistics Section may be located at the
Base and normally the Base will not be relocated. If possible, Incident Base
locations should aways be included in the pre-incident plans.

3. Staging Area(s): These are established by the Operations Section Officer for
temporary location of available resources on short notice. A Staging Area can
be anywhere in which mobile equipment and/or personnel and equipment can
be temporarily parked awaiting assignment. It may include temporary
Sanitation Services and fueling facilities. The Operations Officer may
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establish, move and/or discontinue the use of Staging Areas. The Operations
Officer will assign a Staging Area Manager to each Staging Area. The
Staging Area Manager is responsible for the checking of all incoming
resources, dispatching of resources at the request of the Operations Officer,
and requests for services from the Logistics Section necessary for resources
located in the Staging Area

4. Unified Command: In a multi-jurisdictional incident, key officials from each
jurisdiction contribute to the process of:

Determining overall incident objectives
Selection of strategies

Insuring joint planning for tactical activities
Insuring integrated tactical operations

Making maximum use of all assigned resources

The Unified Command structure could also be used to bring together different
functiona departments within a single jurisdiction. The implementation of the action
plan will be done under the direction of a single individual — the Operations Section
Officer — who is normally drawn from the agency having the greatest jurisdictional
involvement.

5. Landing Zone: (helibase) These are temporary locations where helicopters
can land and take off i.e. to pick up patients. Locations where helicopters are
staged for possible action are known as helibases.

6. Single Resources: These are individual engines, truck, and rescue companies,
etc. that will be assigned as primary tactical units. A single resource will be
the apparatus, the personnel required to properly utilize it and the
communications.

7. Task Force: Any combination of resources with common communications
and a leader. Task Forces can be pre-designated to meet local needs.
Typicaly, the maximum number of units to properly utilized it and the
communications.

8. Strike Team: Are aset number of resources of the same kind and type, which
have an established minimum number of personnel. Strike Teams will always
have a leader and will have common communications among resource
elements. Strike Teams can be made up of engine companies, or rescue units
or Haz Mat units, or any kind of resource where a combination of similar
elements becomes a useful tactical resource.
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9. Position Titles:

Position Title
Incident Command Incident Commander

Command Staff Officer (i.e. Safety Officer)
Section Section Officer (i.e. Operations Section Officer)
Branch Director (i.e. EMS Branch Director)
Division Supervisor (i.e. Division “C” Supervisor)
Group Supervisor (i.e. Ventilation Group Supervisor)
Task Force Leader
Strike Force Leader
Single Resource Company Officer

10. Divisions/Groups: The IC shall determine the initial need for Groups and
Divisions. As the operation increases in size and complexity, it shall be the
responsibility of the Section Officers to recommend to the IC the need for
additional Divisions/Groups. Safety of personnel and maintaining span of
control is the primary reason for using Divisions and Groups.

Divisions are assigned to specific geographical areas. Structural situations will be
designated by the letter system for the sides of the building with Division “A” being
the front of the building (or legal street address side of the building), and numbers
shall be used for floorsi.e. Division 5 for the fifth floor.

Functional units (Groups) will be identified by the function they perform (Salvage
Group, Triage Group, etc.). Unit Officers will report to the Division/Group
Supervisor and receive orders prior to deploying their company to task work.

11. Branches: As the span of control begins to become complex, or the incident
has two or more distinctly different operations (e.g., Fire suppression,
Medical, Haz Mat, etc.) the organization can be further divided into Branches
report to the Section Officers (most often the Operations Section) and oversee
Divisions/Groups.

Branches should ideally operate in their area of responsibility on separate radio
channels (talk groups) and communicate to Operations on a different channel if
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possible. The radio designation of Branches should reflect the objective/function of
the Branch (i.e. Branch I, Brach I1, Branch 11, etc.) When Operations implements
Branch Directors, the Division/Group Supervisors should be notified of their new
supervisor. Thisinformation should include:

What Branch the Division/Group has been assigned to
The radio channel/talk group that the Branch is operating on

Generadly, when the number of Division/Groups exceeds the span of control for the
Section Officer, the IC should designate a multi-Branch structure and allocate the
Division/Groups within those Branches.

12. Rapid Intervention Team(s): A team of at least two fresh firefighters,
equipped with radios, lights, search lines, forcible entry tools etc. and staged
at the Command Post for immediate and rapid deployment in the event of
emergencies involving lost or trapped firefighters on the fire ground. At large
complexes, several Rapid Intervention Teams may be staged near the various
Divisions for more expedient deployment.

ESTABLISHING COMMAND

1.

Size Up: The first unit to arrive at the scene of an incident must transmit an arrival
and size up report along with the establishment of Command. The initial Incident
Commander shall remain in Command until Command is transferred or passed, or the
incident is stabilized and terminated. The first arriving unit activates the Command
process by giving an initia radio report. This report should include:

Unit designation of the Company/unit arriving on scene

A brief description of the incident situation, (e.g., building type and dimension, Haz
Mat release, mass casualty incident, etc.)

Obvious conditions (working fire, vapor release, multiple patients, etc.)
Brief description of action taken
Declaration of Strategy (this appliesto structure firesi.e. fast attack mode)

Any obvious safety concerns
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Assumption, identification and location of Command™* ****
Request or release of resources as required

***** | dentification and location of Command shall be by geographical location or
well-known landmark. Unit numbered Command locations shall not be used.

Examples. “ Engine 92 will be Sawgrass Mall Command”
“Engine 72 is establishing SMT Command”
“ Battalion 39 is establishing Arena Command”

2. Single Company Incident: A single company incident (or engine and rescue) such as
trash fires, vehicle fires, EMS incidents, etc., may only require that the Company or
unit acknowledge their arrival on scene and the ability to handle the call without
additional resources.

Examples. " Engine and Rescue 72 have arrived on scene of a dumpster fire
with no exposure; Engine 72 can handle”

3. Radio Designation: The radio designation “Command” will be used along with the
geographical location of the incident (e.g., “Atlantic Boulevard Command” or
“Convention Center Command”). If the unusual situation should present that there
are two incidents on the same street, the “hundred block” designator, defining a more
exact location shall be used, (e.g., 700 Atlantic Boulevard Command). This
designation will not change throughout the duration of the incident. The designation
Command will remain with the officer currently in Command of the incident
throughout the event.

4. General Considerations. The arrival of a ranking officer on the incident scene does
not mean that Command is automatically transferred to that officer. Command is
only transferred when the outlined transfer of Command process has been completed.

Chief Officers and Staff Personnel should report directly to the Command Post for
assignment by the Incident Commander.

The Incident Commander has the overall responsibility for managing an incident.
Simply stated, the Incident Commander has complete authority and responsibility for
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the incident. If a higher-ranking officer wants to effect a change in the management
of the incident, he/she must be present on the scene and then utilize the formal
transfer of Command procedure.

GENERAL GUIDELINES FOR IMS

1.

0.

Receive your incident assignment, reporting locations, (check in location) Strike
Team/Task Force assignment, and communications channel assignment from your
dispatch center.

Upon arrival at the incident, check in on the assigned frequency (talk group) or at the
designated check-in location.

Agency representatives from responding agencies (Mutual Aid) shall report to the
Liaison Officer at the Command Post

Use only clear text, common IMS terminology and plain English in al radio
transmissions.

Receive briefing from immediate supervisor. Accountability of al personnel shall
remain a priority, with each individual being responsible to one supervisor (Unity of
Command), and each supervisor responsible for the accountability of all crews and
crewmembers under his/her direction.

Acquire work materials, if applicable.

Organize and brief subordinates.

Assure the rehabilitation of all personnel who have performed on the incident as
deemed necessary by the Rehabilitation Officer, Incident Commander, or other
supervisor.

Respond promptly to demobilization orders (return to service) without undue delay.

10. When released, return to home agency (quarters) promptly.
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COMMAND OPTIONS

The responsibility of the first arriving unit or member to assume command of the incident
presents several options, depending on the situation. If a Chief Officer, member, or unit
without tactical capabilities (e.g., staff vehicle, no equipment, etc.) initiates Command,
the establishment of a Command Post should be a top priority. At most incidents the
initial Incident Commander will be a Company Officer. The following Command
options define the Company Officer’s direct involvement in tactical activities and the
modes of Command that may be utilized.

1. Nothing Showing Mode: These situations generally require investigation by theinitial
arriving company while other units remain in a staged mode. The officer should go
with the company to investigate while utilizing a portable radio to Command the
incident.

Example: “ Engine 59 arrival at a two story office complex, nothing showing from
3 sides. Engine 59 establishing University Drive Command and going to Nothing
Showing Mode’ .

2. Fast Attack Mode: Situations that require immediate action to stabilize and require
the Company Officer’'s assistance and direct involvement in the attack. In these
situations, the Company Officer goes with the crew to provide the appropriate level of
supervision. Examples of these situations include:

Offensive fire attacks (especially marginal situations)
Critical life situations which must be achieved in a compressed time
Any incident where the safety and welfare of firefightersisamajor concern

When fast intervention is critical, utilization of the portable radio will permit the
Company Officer’s involvement in the attack without neglecting Command
responsibilities. The fast attack mode should not last more than a few minutes and
will end with one of the following:

The situation is stabilized
The situation if not stabilized and the Company Officer must withdraw to the exterior

and establish a Command Post. At some point, the Company Officer must decide
whether or not to withdraw the remainder of the crew, based on the
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5.
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crew’s experience, in the hazard zone without radio communications capabilities.
Command is transferred to another ranking officer.

Defensive Mode: The defensive mode is utilized when conditions or hazards
preclude direct entry into the hazard zone. The Company Officer’s declaration of
a defensive mode, signals to al responding units that complex operations will be
involved. The Company Officer assumes command and directs initial operations
from a safe distance until Command is transferred to a higher-ranking officer.

Example: “ Engine 92 is on scene of an overturned chemical tanker with a large
vapor cloud travelling east. Engine 92 is in the Defensive Mode and is
establishing Sawgrass Expressway Command” .

Command Mode: Certain incidents by virtue of their size, complexity, or potential
for rapid escalation, require immediate, strong, direct, overal Command. In such
cases, the Company Officer will initially assume an exterior, safe, effective and
visible command position and will maintain that position until Command can be
assumed by a higher Ranking Officer. Due to the Company Officer’s distraction
of having to run Command, the balance of the crewmembers shall not be assigned
any perilous duties until the officer can rgjoin them.

Example: “ Engine 92 is on scene of an overturned chemical tanker with a large
vapor cloud travelling east. Engine 92 is in the Command Mode and is
establishing Sawgrass Expressway Command” .

Summary: A Company Officer assuming Command has a choice of modes and
degrees of persona involvement in the tactical activities, but continues to be fully
responsible for the Command functions. The initiative and judgement of the Officer
are of great importance. The modes identified are guidelines to assist the Officer in
planning appropriate actions. The actions initiated should conform to one of the
above mentioned modes of operation.
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TRANSFER OF COMMAND

As an incident escalates or de-escalates, there may be a need to transfer command. The
following guidelines outline the transfer of command:

1.

The Company Officer or Command Officer shall have command established and
when possible, have established a visible command post. As soon as is practical,
the necessary tactical worksheet should be started for the tracking of on-scene
units.

Command can be transferred by radio, but should be done as a face to face
briefing which includes current situation, current unit placements, assignments,
and areview of the tactical worksheet.

Arrival of aRanking Officer on a scene does not automatically cause command to
be transferred. Assumption of command based on several factors, including
potential escalation of the incident, personnel considerations, and IC capabilities,
efc.

In formally transferring command, once the face to face is completed and the
tactical worksheet reviewed, command will notify communications of the
transfer.

Example: “ Chief 39 to Dispatch, be advised Chief 39 is assuming Sawgrass Mall
Command” .

It may be advantageous to have the officer being relieved remain with the new
Incident Commander, in the role of the IC Aide or Operations Section Officer,
since theinitial action plan was established by this officer.

This formal process for transfer of command shall be used both as the emergency
escalates and in the demobilization phase as situations are brought under control.

Example: “ Chief 39 to Dispatch, be advised Engine 92 will now be assuming
Sawgrass Mall Command” .
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PASSING COMMAND

In certain situations, it may be advantageous for a first arriving Company Officer to pass
Command to the next arriving Company. This is indicated when initial commitment of
the first arriving company requires a full crew (i.e. high rise or immediate rescue
situation) and another company is in a position to assume Command.

Although sometimes used during exigent circumstances, the passing of Command to an
officer who is not on scene is not advisable. The “Passing of Command” to a unit that is
not on scene creates a gap in the Command process and compromises incident
management. It is preferable to have the initial arriving Company Officer continue to
operate in the fast attack mode until Command can be passed to an on-scene unit.

When a Chief Officer arrives at the same time as the initia arriving company, the Chief
Officer should assume Command of the incident.

Should a situation occur where alater arriving Company or Chief Officer cannot locate or
communicate with Command (after several radio attempts), they will assume Command
and announce this over the radio, and initiate whatever actions are necessary to confirm
the safety of the missing crew.

STAGING OPTIONS

It isimperative that the Incident Commander anticipates the need for additional resources
early on in the incident. It isjust asimportant that additional uncommitted resources are
poised or stages near the incident for rapid deployment should the incident escalate or an
unexpected turn of events suddenly occur. There are two levels of staging used to
accomplish this objective.

1. Leve 1 Staging: Level one staging occurs automatically during the initial stages of an
incident unless directed otherwise by the Incident Commander. Second, third, etc.
arriving units take up a position about one block away from the incident to avoid
cluttering or “boxing in” the scene. Typicaly, the second due engine at a fire
response will stage at the nearest hydrant, check the hydrant for operability and be
prepared to lay aline. At thislevel, there is no Staging Officer.
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2. Level 2 Staging: Thisis amore formalized and organized staging procedure. During
Level two staging, a formal staging area(s) iS/are designated. A Staging Officer is
assigned and units are directed to the staging area(s). These types of staging areas are
usually located in large open areas such as parking lots or fields and may be several
blocks from the incident. It is extremely important that crews in a staging area(s)
remain with their unit and not wander off. The crew and apparatus should be ready to
deploy at a moment’s notice. Unitsin Level two staging should park or be arranged
so as not to block each other in and alow direct accessto or away from the incident.

3. Staging Area ldentification: Level two staging areas can be identified simply as
“Staging” when only one staging area has been designated or, when two or more
staging areas are used they can be identified by function or location, (i.e. EMS
Staging, Fire Staging, West Staging, or K-Mart Staging).

POSITION: INCIDENT COMMANDER
LOCATION: On scene at Command Post

RECOMMENDED STAFFING: First arriving officer until relieved by higher rank

REPORTS TO: Final Authority

ACTIVATION: Any situation requiring two or more units, or where in the judgment of
the on-scene ranking officer, the ICS should be implemented for concerns of safety and
scene control.

PURPOSE: The Incident Commander (IC) provides comprehensive leadership and
direction to the response effort. The position is the focal point of all facets of operation
within the Incident Management System (IMS).

RESPONSIBILITIES: The IC is ultimately responsible for al incident response activities
including the development and implementation of strategic decisions and utilization of
extended resources. This individual must process information to and from the primary
Section Officers and staff operating within their span of control.

PROCEDURES:

1. Arrives on scene and establishes command or obtains incident briefing from previous
Incident Commander.

2. Assesses the incident situation and conducts an initial strategy briefing with the
current operations command personnel.
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8.

0.

10.

11.

12.

13.

14.

15.

16.

17.

18.
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Activates elements of full IMS.
Briefs the command staff and primary Section Officers.

Participates in the preparation and authorizes the implementation of the incident
action plan.

Determines needs to make informed command decisions and relates these needs to
command staff.

Coordinates primary staff activities.

Manages overall incident operations.

Approves requests for and utilization of extended resources.
Authorizes release of information to the media

Assures that adequate resources have been summoned and requests staging aress, if
required.

Ensures the incident status worksheet is utilized and compl eted.

Obtains briefings from Section Officers, Command Staff, and other agency
representatives on management concerns.

Reviews the progress of the incident and channels organizational efforts towards
highest priority tasks.

Insures that safety procedures and disciplines are practiced.
Approves plan for demobilization and return to normal service of units.

Prepares a final incident summary for media briefing and departmental reporting
process.

Ensures activation of the personnel accountability system.
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POSITION: INCIDENT COMMANDER AIDE
LOCATION: Command Post

RECOMMENDED STAFFING: Any qualified individual assigned by Command

REPORTS TO: Incident Commander

ACTIVIATION: When deemed necessary by the IC to assist with maintaining paperwork
and/or communications at the command post.

PURPOSE: Therole of the Aideisto provide administrative and operational assistance to
the IC, manage the command area, and process information that does not require the
attention of the IC. This highly responsible position requires a thorough knowledge of
department operating procedures, strategy and tactics, and general command
terminology.

RESPONSIBILITIES: The Incident Commander Aide is responsible for site control and
security of the command post, providing resource information, tracking command
activities, assisting with liaison and press activities, and providing technical support and
advice to the IC. The Aide may aso be responsible for personnel accountability during
the early stages of the incident.

PROCEDURES:
1. Sets up the incident command area and secures it with rope or fireline tape; obtains
police assistance to maintain command security.

2. Obtainsincident briefing and instructions from the IC.

3. Starts and/or maintains IMS worksheet/command boards; prepares IMS vests for
distribution and logs al pertinent command information.

4. Assists with the research and interpretation of various resource and reference
materials as needed.

5. Operates various communications equipment as needed; relays command directives
to command staff, dispatch, and operating groups as directed/needed.
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6. Disseminates and assist in the processing of the upward and downward flow of
information.

7. Anticipates the needs of the IC and be prepared to react accordingly.

8. Assiststhe PIO by relating current incident information.

9. Assiststhe Liaison Officer with the management of agency representatives.
10. Observes operations and makes suggestions and recommendations to the IC.
POSITION: OPERATIONS SECTION OFFICER

LOCATION: On scenein forward area of at the Command Post

RECOMMENDED STAFFING: Available ranking officer

REPORTS TO: Incident Commander

ACTIVATION: On al incidents requiring the establishment of Command

PURPOSE: Encompasses the mgority of incident mitigation activities. This includes al
task-oriented resources participating at the scene.

RESPONSIBILITIES: Is amember of the General Staff, organizes initial incident control
activities and subsequent implementation of the incident action plan.

PROCEDURES.
1. Obtainsincident briefing from the Incident Commander.

2. Establishes divisions/groups as needed to initiate operational control measures.

3. Begins development work on the incident action plan needed for initia and
immediate control of the incident.

4. Supervises operational aspects of the incident and the divisions/groups associated
with that function.

5. Determines need for and requests additional resources.

6. Advises the Incident Commander of incident progress, special concerns, or
requirements that may impact the development of an extended incident action plan.
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7. Makes tactica decisions and changes to the operation on an immediate basis if
needed.

8. Assembles and disassembles strike teams.

9. Assigns a Rehabilitation Officer and ensures that a remote area is established for this
activity.

10. Assigns and implements branches if required.

11. Prepares a final summary of activity report for submission to the Incident
Commander. Debriefs and critiques with all divisions and/or groups.

POSITION: BRANCH DIRECTOR
LOCATION: On scene

RECOMMENDED STAFFING: Available ranking officer

REPORTS TO: Operation Sections Officer/Incident Commander

ACTIVATION: Usually on large scale incidents where multiple units are operating and
the use of divisions/groups does not maintain an adequate span of control, usually no
more than five units per group/division.

PURPOSE: Member of the operationa staff that controls and coordinates the activities of
groups/divisions operating in a specific geographic of functional area.

RESPONSIBILITIES: Directs implementations of the portions of the incident action plan
appropriate to the branch. Maintains information flow to the Operations Section Officer
concerning specific needs and mitigation process.

PROCEDURES:

1. Obtains briefing from the IC or Operations Section Officer.
2. Develops with subordinates, alternatives for branch control operations.

3. Attends planning meetings as requested.
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4. Reviews and modifies division and/or group assignments based on effectiveness of
current operations.

5. Assigns specific work tasks to division/group supervisors.

6. Resolveslogistical problems reported by subordinates.

7. Reports to Operations Officer when: Incident Action Plan is to be modified,
additional resources are needed, surplus resources are available, hazardous situations
or significant events occur.

POSITION: DIVISION/GROUP SUPERVISOR

LOCATION: On scene

RECOMMENDED STAFFING: Company Officers and higher

REPORTS TO: Branch Director/Operations Officer/Incident Command

ACTIVATION: When the IC’'s span of control is exceeded by the number of resources
operating on-scene.

PURPOSE: To supervise the operations of up to five resources within a specific
geographical area or with a specific function.

RESPONSIBILITIES: Implementation of the assigned portion of the incident action plan,
assignment of resources within the group/division, progress reporting and resource status
updates to the appropriate supervisor.

PROCEDURES:

1. Obtains briefing from Brach Director, Operations Officer, or IC.
2. Implements portion of action plan for division/group.

3. Provides available incident action plan to strike team/task force |eaders.

»

Identifies increments assigned to the division/group.
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5. Reviews assignments and incident activities with subordinates; assign tasks.
6. Advises supervisor of all changesin status of units assigned to division/group.
7. Coordinates activities with adjacent divisions.
8. Determines need for additional resources in division/group.
9. Resolveslogistica problems within division/group.
10. Participates in the devel opment of plans for the next operational period.
POSITION: SAFETY OFFICER
LOCATION: On scene
RECOMMENDED STAFFING: Any individua appointed by command, preferably an

officer trained to NFPA Safety Officer, Florida Fire Officer |, and ICSlevel. Exception:
At Haz Mat incidents, Safety Officer must be a Haz Mat Technician.

REPORTS TO: Incident Commander

ACTIVATION: Any time personnel will be operating in any type of hazardous
atmosphere, or high-risk operation, or potentially dangerous situation.

PURPOSE: To ensure that all personnel at the scene are operating in as safe a manner as
possible, consistent with all current standards and practices.

RESPONSIBILITIES: Is a member of the Command Staff with the foremost
responsibility of this position being the safety of all emergency personnel operating at the
scene.  Continuously monitors and assesses situations for unsafe and hazardous
conditions and devel oping countermeasures for assuring safety.

PROCEDURES:

1. Obtains briefing from the Incident Commander

2. Complieswith NFPA 1521 or current safety standards and requirements.
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3. ldentifies hazardous situations associated with the incident, including flashover
condition, building stability, escape routes for interior crews, line placement as it
relates to scene safety, protective clothing, personnel protection, infectious disease
control, Haz Mat scene control, entry level protection for Haz Mats, night time
operations, and all other areas which constitute personnel safety and protection.

4. Participatesin planning meetings to advise Incident Commander.

5. Should have emergency authority to halt and/or prevent unsafe acts.

6. Doesinitial investigation of accidents that have occurred within incident areas.

7. Establishes safety assistants or speciaized input during unusua or speciaized
operationsi.e. confined space, high angle rescue.

8. Insures that Rapid Intervention Teams and/or backup teams have been established, if
necessary.

POSITION: PUBLIC INFORMATION OFFICER
LOCATION: On scene

RECOMMENDED STAFFING: Any individual appointed by Command

REPORTS TO: Incident Commander

ACTIVATION: Any incident involving significant operations or in which the media has
responded and requires assistance.

PURPOSE: Is the focal point for the official release of information to the media. Thisis
the contact person for the media representatives, and this person should release all
incident information. Only one PIO should represent all the agencies involved in a
Unified Command to avoid conflicting information.

RESPONSIBILITIES: Is a member of Command Staff and establishes and maintains a
media gathering area, schedules regular media releases and briefings, and provides post-
incident media briefings. To ensure the release of accurate information shall remain
abreast of current incident information, operations, and status.
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PROCEDURES:

1. Obtains briefing from the Incident Commander.

2. Beginslogging and tracking incident information.

3. Sets up physical media area and utilizes police assistance, if necessary. Should be a
safe area with a visual access to the incident if possible, yet sufficiently removed
from the Command Post so as not to interfere with command functions.

4. Meets with media, provides them with information cleared by the Incident
Commander, interviews and photo opportunities as soon as possible, upon approval
of the Incident Commander.

5. Provides escort service into areas for media and VIP's; arranges meetings between
media and incident personnel.

6. Responds to specia requests for background information and updated information
from the media.

7. Updates the Incident Commander on information released to the media and requests
from the media.

8. Filesall mediareleases with department recording process.

9. During long term incidents, PIO shall schedule and conduct regular press briefings.

POSITION: LIAISON OFFICER

LOCATION: On scene at Command Post

RECOMMENDED STAFFING: Any qualified individual assigned by command

REPORTS TO: Incident Commander

ACTIVATION: When separate point of contact is needed to the large number of agencies
represented at an incident.
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PURPOSE: Is a member of the command staff and is to function as a point of contact for
agency representatives from other fire agencies, police, public works, private sector
agencies, etc.

RESPONSIBILITIES: Should be from the agency with jurisdictional authority and will

coordinate and maintain interagency communication and cooperation.

PROCEDURES:

1.

Obtains briefing from the IC.

Provides apoint of contact for assi sting/cooperating agency representatives.
Identifies other agency representatives including method of communication.
Attempts when possible, to limit communications/contact to one person per agency.
Responds to any special agency needs or requirements.

Responds to requests from incident personnel for interagency contacts.

Monitors incident operations to identify interagency needs or problems.

Maintains a current list of status and degree of involvement of cooperating and
assisting agencies assigned.

Participates in planning meetings to provide current status limitations and capabilities
to other agency resources.

POSITION: REHABILITATION OFFICER

LOCATION: On scene

RECOMMENDED STAFFING: Any medically trained person appointed by Command

REPORTS TO: Operations Officer/Incident Commander
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ACTIVATION: Any long-term incident or incident in adverse weather conditions where
crew members are in need of replenishment of fluids, monitoring of vital signs, or rest
periods.

PURPOSE: Provides for the rehabilitation and medical observation of personnel working
at the scene of an incident.

RESPONSIBILITIES: Obtains fluids, ice, food, shelter, and other materias that may
assist fire-rescue or other personnel in the performance of their duties. Monitors medical
conditions of personnel utilizing the rehabilitation area and ensures medical care is
provided, if necessary.

PROCEDURES:

1. Obtains briefing from the Operations Officer.

2. Establishes rehabilitation area, remote from the incident for the purpose of isolating
personnel from the acute emotional stress of the incident and clear of the smoke,
haze, or other hazardous by-products of the incident.

3. Required equipment: salvage cover, water, and ice, drinking cups, oxygen, ECG
monitor, basic trauma box, medical personnel and ALS transport unit.

4. The Rehab Group shall recelve personnel from the Operations Section and/or
Command and shall maintain a log of the units/personnel in Rehab and document
time in and time released back to scene.

5. Personnel shall be rotated in and out of Rehab on afirst in, first out system but shall
be released only when additional personnel are requested by command.

6. Personnel arriving at Rehab shall remove protective clothing to expedite the cooling
process of the body. In situations involving Haz Mats, personnel must complete the
decontamination process prior to reporting to Rehab.

7. Initial assessments of the physical condition of each person shall include pupils, skin
color, skin temperature, pulse, respiration, and the ability to communicate clearly.
All inappropriate conditions shall be noted and the person shall not be alowed to
return to activity until their condition has improved to within normal parameters.
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8. Personnel who suffer shortness of breath, chest pains, or other medical conditions,
which in the opinion of the Rehab Officer may imply underlying medical problems,

shall be monitored and not allowed to return to action until after consultation with the
IC or designee.

9. All personnel who have been sent to Rehab and have expended two bottles of air or
more shall have their vital signs evauated. This includes pulse, blood pressure,
respiration and lung sounds.

10. Personnel shall be encouraged to drink a sufficient quantity of water for every air
bottle expended. Dehydration shall be of concern especialy during periods of high
temperature.

11. Rehab shall coordinate the distribution of food during long term incidents.

12. Rehab shall be deactivated during the demobilization process when so determined by
Command.

13. Rehab shall advise Command of unusua circumstances or patterns, which are
adversely affecting incident personnel.

POSITION: PLANNING SECTION OFFICER
LOCATION: On scene or at Emergency Operations Center (EOC)

RECOMMENDED STAFFING: Available Chief Officer appointed by Command

REPORTS TO: Incident Commander

ACTIVATION: When the incident has reached a size where the IC cannot effectively
forecast the future action plan due to the incident size, or time constraints on the IC or
incident complexity.

PURPOSE: Coordinates the preparation of the incident action plan. Apprises command
of potential operational impacts and maintains aternative strategies for potential and
possible incident developments. The Planning Section serves as the “ clearing house” for
information.
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INCIDENT MANAGEMENT SYSTEM

RESPONSIBILITIES: Develops and maintains the action plan. Collects and obtains
information relative to the incident, identifying special resources as indicated by need,
and providing vital information such as weather data, environmental data, special
equipment needs, available water supply, etc. to the IC.

PROCEDURES:
1. Obtains briefing from the Incident Commander.

2. ldentifies additional personnel needs for resources, documentation, etc. Updates
command on weather changes, new resource needs, etc.

3. Obtains additional incident information to identify needs and resources available.
4. Coordinates command staff meetings to outline an incident action plan.

5. Prepares written incident action plan and forwards it to the Incident Commander.
6. Monitorsincidents progress and append or alter the action plan as needed.

7. Identifies specific needs to logistics for procurement.

8. Assists the evacuation/sheltering planning as needed.

9. Providesfor ademobilization and incident termination plan.

POSITION: FINANCE/ADMINISTRATIVE OFFICER

LOCATION: Asdesignated by Command

RECOMMENDED STAFFING: Any qudlified or trained individua appointed by
Command (May be acivilian)

REPORTS TO: Incident Commander

ACTIVATION: When, due to incident length or complexity, attributable costs to the
incident will be incurred and must be tracked.




600.02 Incident Command
Page 27 of 31

Last Issued / Revised: 08/04/2003

INCIDENT MANAGEMENT SYSTEM

PURPOSE: Coordinates all extraneous costs incurred relative to the incident. Included
are personnel, overtime, equipment, special services and emergency purchase orders.

RESPONSIBILITIES: Tracks the use of reserve personnel and internal resources for

overtime costs; al costs and documentation relative to line of duty injuries, damaged
and/or destroyed equipment.

PROCEDURES:

1.

2.

Obtains briefing from the Incident Commander.

Plans organization of the Finance section and determines need for additional
Finance/Administrative Section personnel and resources.

Assigns work locations and tasks to Finance Section personnel.

Participates in the preparation of the incident action plan.

Identifies any specia financial needs.

Coordinates man hours tracking and recalls of off-duty personnel.

Insures prompt financial payments and insurance claimsrelative to injuries.

Maintains daily contact with agency(s) administrative headquarters in reference to
financial matters.

POSITION: LOGISTICS SECTION OFFICER

LOCATION: On scene or at Emergency Operations Center (EOC)

RECOMMENDED STAFFING: Ranking Officer appointed by Command

REPORTS TO: Incident Commander

ACTIVATION: Any incident requiring move ups or mutual aid coverage



600.02 Incident Command
Page 28 of 31

Last Issued / Revised: 08/04/2003

INCIDENT MANAGEMENT SYSTEM

PURPOSE: Provides for the facilities, services, equipment, and supplies including unit
move ups or mutual aid coverage for stripped areas due to incident magnitude to support
incident operations.

RESPONSIBILITIES: Secures and maintains adequate communications to support the
incident. If purchases are to be made, coordinate with Finance Section will provide for
the personal service needs of all personnel operating at the incident.

PROCEDURES:

1. Obtains briefing from the Incident Commander.

2. Plans organization of the Logistics Section and determines the need for additional
personnel and resources.

3. Assignstasks and work locations to Logistics Section personnel.

4. Participatesin preparation of the incident action plan.

5. Identifies current and future service/support requirements for the operations.

6. Reviews and providesinput for the communications, traffic, and medical plans.

7. ldentifies and provides support requirements of the personnel operating at the
incident.

8. Coordinates and processes request for additional resources.

9. Ensures move ups or mutual aid requests are made and filled to cover areas stripped
dueto incident size.

POSITION: STAGING OFFICER
LOCATION: Near scene

RECOMMENDED STAFFING: Any officer appointed by Incident Commander

REPORTS TO: Operations Officer/Incident Commander
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INCIDENT MANAGEMENT SYSTEM

ACTIVATION: When units and personnel may overwhelm the ability of Command to
immediately place these resources in an effective position.

PURPOSE: Manages the apparatus and crews in a manner that will help prevent
congestion at the incident scene and create a resource pool for the Operations Section.

RESPONSIBILITIES: Locating and maintaining an area that alows for the effective
retrieval of personnel and equipment; fills personnel/apparatus requests from the
Operations Officer/Command; maintain a sufficient pool of these resources to support
devel oping operations.

PROCEDURES:

1. Obtains briefing from the Operations Section.

2. Functions as a member of the Operationa Staff, advising Operations Officer
command of potentia personnel/apparatus requirements.

3. Fills requests for personnel/apparatus. Advises units of where to report to and their
assignment.

4. Insures that apparatus and personnel are positioned in such away as to expedite their
response to the incident scene.

5. Coordinates with police to insure ease of access from the staging area to the incident
scene.

6. Shall notify Command or Operations Officer when resources fall below established
levels.

7. Insures that crews remain intact with their assigned apparatus.
COMMUNICATIONS
In order to maintain effective communications on the emergency scene, and avoid

confusion among units responding from other agencies and jurisdictions, the following
basic concepts shall be utilized:
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INCIDENT MANAGEMENT SYSTEM

1. All communications will be donein plain English. No signals or codes shall be used.
Communications shall be performed in clear text.

2. All communications with the primary dispatch center shall be done through the
Incident Commander. This includes requests for additional resources, command
transfers, and situation status reports.

3. Radio traffic shall be kept to a minimum. Communications, such as between the
Incident Commander and the Section Officers or between a Division/Group
Supervisor and respective units should be done face to faceif at all possible.

4. In the event that emergency information needs to be broadcast, the radio aert tone
and the announcement “EMERGENCY TRAFFIC” shall precede the message. The
dispatch center shall repeat the message twice in its entirety. Until cleared by the
Incident Commander, all routine radio traffic shall be suspended or taken to another
channel. Department protocol shall be followed as outlined in the OPM.

5. During a multi-jurisdictional incident, the Incident Commander shal verify that
responding mutual aid companies have the ability to communicate directly with
Command. This shall be accomplished by one of the following:

Incoming units with compatible radio systems are instructed as to what radio
frequency/talk group(s) are being utilized.

Responding units which do not have compatible radio systems shall have an
additional radio equipped agency representative respond to act as a liaison at the
command post and establish direct communications between these units.

The requesting agency shall provide radios to the responding mutual aid units thus
allowing communications with the Incident Commander.

The responding agencies shall be teamed up with one of the on-scene units or division
Supervisors that have communications with the Incident Commander.
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INCIDENT MANAGEMENT SYSTEM

APPENDIX F: UNIFORM APPARATUS DESIGNATIONS

AIR

AMBULANCE

ATTACK
BATTALION
BRUSH
DIVE
ENGINE
FIREBOAT
FOAM
HAZMAT
LADDER
MCV
MEDICAL
PLATFORM
QUINT
RESCUE
SNORKEL
SQUAD
SQUIRT
SUPPORT
TANKER
TENDER
TRUCK
UTILITY

Helicopter or fixed wing aircraft

BLS transport capable unit

Mini pumper

Area Command Officer/Shift Commander

Off-road vehicle with water tank and pump

Dive team equipment vehicle

NFPA compliant Class A pumper

Boat with firefighting pump

Vehicleor trailer other then crash truck with min 50 gal. Foam
Hazardous Materials Team vehicle

Straight aerial ladder of at least 75 feet

Mobile command vehicle

ALS transport capable unit with civilian staffing
Telescopic boom with platform of at least 75 feet
Class A pumper with at least 75 foot straight aerial

ALS transport capable unit with cross trained firefighters
Articulating platform device

Heavy, medium, or light rescue, or personnel carrier
Class A pumper with 55-70 foot aerial/water tower
SCBA refill truck

Apparatus with minimum of 1500 gallons on-board water
Foam tanker with minimum 1000 gallons foam

Airport crash truck with foam

Light/generator/ventilation vehicle
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Operations

Consistent with current concepts of emergency operations, firefighting and emergency
medical services crews are often assembled to operate in groups referred to as engine
companies, ladder companies or rescue companies. Sunrise Fire-Rescue will achieve
higher staffing levels for company operations by 1) assuring adequate personnel are
dispatched to emergency incident locations, and 2) assembling engine, ladder and rescue
crews together to form working companies as necessary.

The Incident Commander will be responsible for assuring that Sunrise Fire-Rescue crews
are assembled into working engine, ladder or rescue companies at emergency incidents.

Crew Staffing:
Minimum crew staffing on an engine shall be three (3) personnel. Minimum crew

staffing of the ladder shall be two (2) personnel. Minimum crew staffing of arescue shall
be two (2) personnel.
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3.

ENGINE COMPANIES

Basic engine company responsibilities and operations include a variety of
functions including but not limited to:

* fire ground operations

* medical rescue

* hazard abatement

* non-emergency incident abatement

* equipment and station maintenance.

Methodology for specific tasks performed by engines are described in SFRD's
Competency Based Learning Program Guidelines and Instructor Manual.

Tactical considerations for structure fires:

Basic Offensive Plan:

* Complete size-up upon arrival at scene.

* Establish "command" following the Incident Management System.
* Determined need for victim rescue.

* Provide attack line for fast, aggressive interior attack.

* Complete primary search.

* Establish rapid intervention team.

* Provide additional support activities.

Basic Defensive Plan:

* Complete size-up upon arrival at scene.

* Establish "command” following the Incident Management System.
* Determine stopping point of fire spread.

* Prioritize fire steams (2 & 1/2" hose and larger).

* Maintain sufficient resources to control spread.

ALS Operations:

Response Assignment:

*

*

Responses of an ALS engine, for medical purposes, will be dictated by the OPM
"Response Assignment Strategy" (Section 705.00).

ALS engine may respond outside their district as primary medical provider if they
arethe closest ALS provider.
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Responsihilities:

*

The ALS engine paramedic will initiate AL S treatment and advise Dispatch as for
the need of transport to a medical facility. The transport unit will respond
"emergency” to the scene unless otherwise requested by the ALS engine
paramedic.

The ALS engine paramedic is responsible for transferring the "Primary
Evauation" form including patient information and care rendered.

The ALS engine paramedic shall, after initiating patient care, contact the
appropriate medical facility and provide them with al the necessary information
pertaining to patient care.

A reasonable decision must be made by the paramedics on scene regarding which
paramedic will accompany the patient to the receiving hospital. In most incidents,
the proper transfer of information will make it unnecessary for the ALS engine
paramedic to accompany the patient. The condition of the patient and care
rendered may influence this decision.

Engine Company Shutdowns;

*

*

Recognition for the need of additional personnel needed during transport should
be determined early into the incident and the Rescue Lieutenant requested to
respond.

The Rescue Lieutenant is the first choice in shutting down a unit to assist in
transportation to the hospital.

The jumpseat fire fighter is the first choice of engine personnel to supplement
rescue staffing during transport.

The loss of the jumpseat fire fighter does not mandate the need to remove the
engine for service. The engine, with officer and driver, will advise Dispatch of
their reduced staffing and remain in service on a limited call basis until normal
staffing is resumed.

The practice of engine companies following rescue to the hospital for the sole

purpose of picking up the jump seat firefighter requires permission from the shift
commander.
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Emergency Scenes

1.

All vehicle drivers will observe al traffic regulations at al times. Lights
and sirens do not exempt any SFRD vehicle operator from traffic laws or
from exhibiting extreme safety in emergency or non-emergency situations.

Full protective gear including SCBA and PASS will be worn while
fighting afire, or in any other situation in which an incident poses a health
and safety risk to the individual.

Member will observe safety rules at all times.

Members of the SFRD, while on an emergency scene, will display the
expertise needed to perform in the professional manner required by their
position.

Members of the SFRD, on an emergency scene, must immediately and
willingly obey the orders of a supervisor. Failure to do so represents
insubordination.

Members must work, cooperate, and participate with other members at all
times.

Members of the SFRD who become aware that they were exposed to, or
come in direct contact with, a contagious disease or toxic substance, shall
immediately notify their Officer, have the appropriate reports completed,
and receive necessary medical treatment.

EMT's and Paramedics will follow current medical protocols. (Therearea
minimal number of circumstances in which an individual may deviate
from the protocols. If the need to deviate from protocols does occur, the
employee must be prepared to document why it was necessary).
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10.

11.

No member will leave the immediate area of their respective responding
emergency vehicle without the permission of the person or officer in charge
of the vehicle or, in situations in which an Incident Management System is
established, without permission from the Incident Commander.

While at an emergency scene or when dealing with the public in any
situation, the greatest degree of silence compatible with an efficient
discharge of duty will be required, and any noisy or boisterous conduct
will be sufficient cause for censure, or other action, by the officer in
charge.

Traffic warning vests are to be worn by all crewmembers when complete
turnout gear is not being worn, or when operating on ascenein close
proximity to moving traffic.
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AERIAL COMPANIES

Aeriad Company operations are an integra part of all fire ground operations. Specific
tasks typically assigned to aerial companies, elevated fire streams or laddering a building
beyond the capabilities of ground ladders can only be accomplished by the aerid
company while other tasks can be reassigned to engine or rescue companies for
completion.

RESPONSIBILITIES

Primary aerial company responsibilities and functions include, but are not limited to:
* Victim rescue

* Ventilation

* Laddering

* Forcible entry

* Elevated water streams

* Salvage

* Overhaul

* Secondary means of egress

Secondary functions include:
* Utility control

* Rapid Intervention Team

* Engine company operations
* BLS rescue

OPERATIONAL ACTIVITIES

Response assignments are covered in the section on Response Assignment Strategy and
Basic Fire Attack.

Initial concerns on fire ground operations pertain to either apparatus positioning to
perform aerial functions or staging out of vehicle travel lanes.

Aerid crews must be prepared to perform both primary and secondary functions as
ordered by command. The aeria Lieutenant should also be prepared to assume command
following the IMS.
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RESCUE COMPANIES

RESCUE OPERATIONS

Rescue companies are composed of firefighter/paramedics and officers assigned to the
medical rescue units.

Basic rescue company responsibilities and operations include a variety of functions
including but not limited to:

* BLS assessment and treatment of patients using departmental medical protocols.

* ALS assessment and treatment of patients using departmental medical protocols.

* Establish communications with appropriate medical facilities.

* Provide patient transportation to hospital

* Vehicle extrication

* Fire ground operations

RESPONSES

Rescue units responses are covered by the Response Assignments Strategy.

FIRE GROUND OPERATIONS

Asthefirst arriving unit at a non-medical scene, the following guidelines are in effect.

* Report viaradio size-up of incident.

* Prepare to perform any and all engine company functions.

* Advise via radio initial actions, if any, taken prior to arrival of engine company, to
mitigate the situation.

* Report to command your availability.

* Establishing command is not recommended.

As part of multi unit response to structure fire:
* Prepare to perform any and all engine company functions.
* Report to command for orders.
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HAZ MAT OPERATION FOR ENGINE COMPANIES

PURPOSE

The following guideline is intended for an engine company response to an actual or
potential hazardous material incident.

SCOPE

SFRD units, aside from a staffed and functioning Haz Mat team, are considered First
Responders. As such, operational concerns deal primarily with scene safety and product
identification.

PROCEDURES

1. While en route, check with Dispatch for additional information particularly:
a Material involved.
b. Size of leak or spill.
c. Possibility of immediate live endangerment.

2. Determine wind direction and velocity, approach incident upwind. Exercise caution
appropriate to potential magnitude of situation.

3. Provide size-up on arrival to scene or near scene if appropriate.
4. Ingtitute the Incident Management System.
5. Request proper assistance, i.e. Haz Mat Team, police, etc.

6. ldentify situations that present immediate danger to life and isolate appropriately,
evacuating all people including civilians, police and fire personnel.

7. Establish and define initial evacuation zone.

8. Immediate rescue should be attempted when the rescuers are:
a. fully aware of the risk posed to them
b. wearing full protective clothing and SCBA
c. utilizing a bare minimum number of personnel
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10.

11.

12.

d. If the hazards are unknown or exceptionaly life-threatening, the rescuers
should consider waiting for the Haz Mat team.

Identify the material by:

a. Consulting witnesses or facility personnel.
b. Using DOT ERG book asinitial guide.

c. ldentifying type and size of container.

d. Container lettering or markings.

e. Shipping papers.

Identify need and request additional resources, or as with some minor Category |
spills, mitigate the situation with units on scene.

The Uniform Classification System For Categorizing Hazardous Material
Incidents shall be used to report al hazardous material incidents to Dispatch.

Cleanup and recovery of al spilled and leaked materias is the responsibility of
the property/vehicle owner. SFRD units will not take possession of recovered
materials, remove them from scenes, or take them to a City facility.
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SPECIAL OPERATIONS

DIVE TEAM OPERATIONS

PURPOSE

The Specia Response Team's Dive Component was developed in order to safely and
rapidly conduct underwater emergency operations and to assist in the recovery of
property in underwater incidents.

SCOPE

All dive operations, including but not limited to, emergency victim rescues, body
recoveries, and personal property recoveries, fall within the jurisdiction of the SFRD as
stipulated in City Code.

STAFEFING

Assigned divers must have completed Public Safety Diver or equivalent and Dive Rescue
I courses and be assigned by the Fire Chief to be ateam member.

For daily operations, the Dive Rescue component of the Special Response Team will be
considered "in-service" only when staffed with at least two (2) Dive Team members,
preferably stationed with the apparatus, who are able to perform all dive rescue functions.
Team members physically or otherwise unable to perform dive duties shall report their
status to the station commander who will inform the shift commander.

DAILY DUTIES

* The Dive Rescue Response Unit will be, on a daily basis checked for proper
mechanical operation.

* Members of the Dive Rescue Team will provide a daily inventory check of the
Dive Rescue Response Unit.

* All auxiliary equipment located on various apparatus, must be checked daily by
Dive Team personnel.
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* Documentation of all maintenance and check-outs are to be forwarded to the shift
commander.
RESPONSES

* The Dive Rescue Response Unit will respond to all dive calls. Either Dive Team
personnel or support personnel may drive the vehicle to the scene.

* |t may be necessary to place other units out of service to accommodate the Dive Team
response.

* Additional Dive Team personnel, at the Battalion Chief's discretion, may be assigned
from other units to support dive team operations.

* The Battalion Chief in consultation with the Dive Rescue Coordinator or Dive Team
members, shall render a decision directing a recall of off-duty Dive Team personnel to
assist in dive operations.

OPERATIONAL GUIDELINES

* It is recommended that dive operations have a minimum of two (2) Dive Team
members and two (2) support personnel prior to starting dive operations.

* All personnel participating in dive operations, in or out of water, must wear a
personal flotation device when operating near the water.

* Specific operational guidelines for Dive Rescue Team operations are set forth in
the SFRD Special Operations Manual.

All dive recovery activities must be appropriately documented including vehicle and
owner information. Thiswill assist the Billing Department when filing for the applicable
recovery fees.

When providing mutual aid for dive incidents, it is not the department’s normal practice
to recover vehicles or other objects. Recovery operations can be hazardous to SFRD
divers, time consuming, and tax SFRD equipment. Fees for recovery operations outside
the City are not recoverable. Unless extraordinary circumstances are evident, the dive
team shall not perform recovery operations when providing services outside the City.
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USAR/DMAT DEPLOYMENT

PURPOSE

The Department actively participates in the FEMA sponsored Urban Search and Rescue
(USAR) and Disaster Medical Assistance Team (DMAT) programs. Activation
procedures for USAR/DMAT SFRD personnel are contained within this section.

DEFINITIONS

ACTIVATION: the formal request by FEMA to mobilize and respond the area USAR
team. Members are to arrive at a designated point-of-departure within six hours of being
activated.

ALERT: The formal notification by FEMA that an event has occurred and that the team
activation may be pending.

MEMBERSHIP

Membership into the South Florida USAR Task Force is solely at the discretion of the
Sponsoring Jurisdiction, which is the City of Miami Fire Department.

SFRD personnel who are active members of the Task Force must request and receive
permission in writing from the Fire Chief, in order that they may be considered for
activation status.

RESPONSIBILITIES

Department personnel participating in USAR/DMAT training activities, do so on their
off-duty time. Individuals must make their own arrangements for training activities.

In the event of a possible aert, it is the responsibility of the team member to notify the
shift commander of the pending activation without delay.
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In the event of activation, it isthe responsibility of the team member to notify the shift
commander of the activation immediately. On duty members will remain on operational
duty until relieved by the shift commander. Only personnel approved by the Fire Chief
are permitted to be relieved of duty.

Upon activation, the shift commander shall take all steps necessary to maintain
operational staffing levels on shift, including but not limited to station changes or
overtime.

Alterations of the hours of duty of personnel and overtime hours are to be reported to the
administrative officer by the shift commander.

Upon deactivation, team members shall immediately advise the shift commander of their
ability to return to normal duty.

The Fire Chief must be notified by the shift commander of all USAR/DMAT activations.
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TECHNICAL RESCUE

Technical rescue operations include incidents involving confined spaces, trench rescue
situations, structural collapse and rope rescue situations. Both engine and rescue
companies involvement in these types of incidents is limited primarily to recognition and
specialty team support roles.

Recognition of the potentially dangerous situation to fire rescue personnel and other
rescuers associated with these types of incidents is of paramount importance. Actions
taken by improperly trained and under-equipped rescuers often lead to the injury or death
to the potential rescuers themselves. Therefore the early recognition for the need for
Specialty Team operations and the accumulation of resourcesisapriority.

The following guidelines for engine companies are common to most technical rescue
operations.

1. Provideinitial size-up of situation.
2. Establish "command" per the Incident Management System.
3. Establish safety zone.
4. Re-evaluate situation and request additional resources e.g., specialty team and
additional engines and rescue.
5. Obtain information pertinent to rescue:
* number and location of victims
* physical characteristics (type, size, etc. of confined space, trench or structure
* witnesses and job site foreman
* potential e ectrical/mechanical/chemica hazards/hydraulic or water
6. Assure additional resources are responding:
* Battalion Chief
* Safety Officer or Operations Division Chief
* ALSrescue
* Speciaty teams
* Mutual aid

SCOPE

There is an increasing number of routine calls normally received, but also those
emergencies that are unusual in nature; such as hurricanes, construction accidents, trench
emergencies, building collapse, confined space rescue, water rescue, and rope rescue, €etc.
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Sometimes such calls involve a simple non-technical rescue and at timesit involves a
very long and complex technical rescue.

PURPOSE
The following Guideline is established to provide SFRD personnel and the Technical
Rescue Team with procedures to follow for conducting technical rescue operations. This

should not eliminate the team members use of their personal intelligence and/or past
experience when dealing with unusual situations.

DEFINITIONS

CONFINED SPACE RESCUE

Confined spaces are defined as those areas which are not intended for continual human
occupancy, have limited means of egress, and have the potential for physical chemical or
atmospheric engulfment. Effective rescuing of victims from these types of areas often
requires the combination of specialized tools and techniques for mitigation.

TRENCH RESCUE OPERATIONS

A narrow excavation (in relation to its length) made below the surface of the earth. In
genera, the depth is greater than width, but the width of a trench (measured at the
bottom) is no greater than 15 feet (4.6m). If forms or other structures are installed or
constructed in an excavation so as to reduce the dimension measure from the forms or
structure to the side of the excavation to 15 feet (4.6m) or less the excavation is aso
considered a trench. Speciaized training and tools are often required to effect victim
rescue.

ROPE RESCUE OPERATIONS

Rope rescue is defined as any rescue attempt that requires rope and related equipment
necessary to safely gain access to, and remove victims from, hazardous geographic areas
with limited access such as high rise buildings, above or below grade structures, by
means of arope system.

Non-Technical Evacuations: Those evacuations that are, generally speaking, less
than 40 degrees inclination.
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Technical Evacuation: Those evacuations that are greater than 40 degrees
inclination or on such rough terrain that the evacuation requires specific technical
rescue training.

PHASE I: SCENE PREPARATION AND RECONNAISSANCE

Step One: Assessment

1.

Thefirst-arriving Company Officer shall establish Command after arriving
on scene.

Secure responsible party or withess. Command should secure awitness as
soon as possible after arriving on scene. Thiswill help identify the
problem and locate the patient(s).

Locating the victim(s). In most cases, Command will have to send a
Recon Team to the area of the victim(s) to determine the exact location,
number of patients, and nature of injuries. Command must designate a
minimum of two personnel asthe Recon Team. The Recon Team should
have medical equipment to begin to administer first aid to the victim(s). If
the terrain is greater than 40 degrees inclination, Command may decide to
wait until the Technical Rescue Team (TRT) arrives with the proper
eguipment to reach the victim(s). The decision to wait for TRT to arrive
should be based on the risk/benefit factor to the operation. Command
may also choose to use the helicopter for aerial recon.

Step Two: Manpower and Equipment

1.

Assess the need for additional resources. Recon Team should provide
Command with enough information, or recommend the need for
additional resources as soon as possible. Information that will be helpful
in determining the need for additional resources would be: Number of
victim(s), location and condition of victim(s), estimated angle of
terrain, distance of victim(s), and estimated time of evacuation.
Command should put in an early call for additional resources. |If
additional resources are not needed after acall has been put in, Command
can return those units to service.
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2. Assess the hazards. Command shall designate a Safety Group to identify
all potential hazards to rescuers. The Safety Group will be responsible for
securing those hazards or making all members aware of those hazards.
The Safety Group shall also be responsible for assuring that all safety
procedures are followed. The Safety Group usually consists of one
member of TRT assigned to this function. A special call for additional
personnel may be required.

3. Decide on Rescue or Recovery. Recon Team should advise Command
whether the operation will be conducted in the Rescue or Recovery mode.

If the operation is to be conducted in the Recovery mode, Command may
wish to leave the victim(s) and any related equipment in place for
investigative purposes.

4, Decide on an Action Plan. With the recommendation from the Recon
Team, Command will have to decide on an Action Plan. Technical
Rescue Operations Group and Safety Group shall be aware of the specific
Action Plan.

PHASE Il: PRE-RESCUE OPERATIONS

1 Make the General Area Safe. Command or his/her designee should begin
to make the general area safe. This may include securing the area and not
allowing civilian personnel into the area.

2. Make the Rescue Area Safe. Command or his/her designee should make
the immediate rescue area safe. This may include removing all civilian
personnel and all non-essential rescue personnel from the area. If it isnot
possible to secure all the hazards in the immediate rescue area, all
personnel operating in that area shall be made aware of those hazards.

3. Pre-Rescue/Recovery. Depending on the Action Plan established,
Command may want to establish a TRT Operations Group. The Technical
Rescue Operations Group will be responsible for gathering all equipment
and personnel to conduct the rescue, and support personnel to support the
rescuers, during the actual rescue phase. The TRT Operations Group
should have an alternative Action Plan, should the first choice plan fail.
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This alternate plan should be communicated to all personnel operating in
the rescue area.

PHASE I11: RESCUE OPERATIONS

1.

After pre-rescue operations are complete, the TRT Operations Group shall
put forth the Action Plan for removal of the victim(s). Rescue operations
should be conducted from low risk to high risk. Rescues should be
conducted with the least amount of risk to rescuers necessary to rescue the
victim(s). Low risk operations are not always possible, but should be
considered first. If the rescue of the victim(s) is only possible by means of
a high-risk operation, TRT Operations Group shall communicate with
Command the risk/benefit of the operation.

The order of rescue from low risk to high risk would be:

a Talk the victim(s) into self-rescue. If the victim(s) is not exposed
to alife-threatening situation, it may be possible to talk the
victim(s) into self-extrication. If thevictim(s) is exposed to alife-
threatening situation, it may be best to advise the victim(s) to stay
in place until arope rescue system can be set up.

b. For terrain less than 40 degrees inclination (non-technical), most
first responders have the equipment and training to assist the
victim(s) down. If the victim(s) is ambulatory, he/she can walk
down with the assistance of rescuers. If the victim(s) iS/are injured
or unable to assist their own rescue, he/she should be packaged
properly in a Stokes basket and carried to safety.

The Stokes evacuation should be conducted with a minimum of four
attendants. Attendants should face the direction of travel during the
evacuation. If appropriate, a tag line should be attached to the Stokes
basket for assistance through unstable areas.

For terrain of greater than 40 degrees inclination, the Technical Rescue
Team shall be called in to assist with the evacuation. If the victim(s) iS/are
ambulatory, he/she may be assisted down by rescuers with the use of a
belay/tag line. If appropriate, rescuers should set up an anchor system for
the belay.
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If the victim(s) is not ambulatory, rescuers shall build an anchor system
and prepare for a steep angle evacuation. The victim shall be packaged
properly in a Stokes basket and prepared for the evacuation. There shall
be at least four litter attendants assisting with the Stokes basket
evacuation. Attendants should face the anchor during the evacuation. A
separate raising/lowering line and belay line shall be set up for raising or
lowering during steep angle evacuations.

For evacuations greater than 60 degrees, the Technical Rescue Team shall
conduct the evacuation. Evacuations greater than 60 degrees are
considered high angle operations. The TRT Operations Group, in
conjunction with the Safety Group, should decide the most appropriate
method of evacuating the victim(s). This may include putting the
victim(s) in aharness or packaging them in a Stokes basket for raising
and/or lowering.

In any case, a15:1 Safety Factor shall be maintained and a double rope
technique shall be used if at al possible. If possible, a separate anchor
should be used for the main line and the belay line. Proper care shall be
taken to assure that the victim(s) will not come out of the harness or
Stokes basket used to evacuate him/her. Whichever method of evacuation
isused, the TRT Operations Group shall ensure the overall safety of the
raising/lowering system. The TRT Operations Group shall designate the
tasks of individual rescuers during the operation.

Helicopter operations are considered high risk operations. Several factors
must be considered before deciding on the use of a helicopter for
evacuations. Some of these factors are: Time of day, Condition of
Victim(s), Difficult Access to the Victim(s), and the Qualifications of
the Pilot and Rescuers. If Command, in conjunction with the TRT
Operations Group, decides to use a helicopter for evacuation, alanding
zone (L.Z.) shall be set up and aL.Z. Group shall be established,
according to protocol.

PHASE IV: SAFETY CONSIDERATIONS

1.

Assure all rescue personnel are equipped with the proper protective
clothing; helmets, gloves, harnesses and eye protection.

Secure al utilities, gas, electrical and water supplies.
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9.

10.

Perform lock-out/tag-out procedures.

Provide sufficient illumination, when necessary.

I ssue portable radios to recon, rescue teams and to all groups.

Clear the area of personnel not usefully engaged in rescue operations.
Assure a safety belay line, whenever possible.

Assure that the Incident Commander, Operations Group and the Safety
Officer are wearing appropriate vests.

Pay attention to negative psychological effects to rescuers.

Consider the need for CISM debriefing.

PHASE V: TERMINATION

1.

After the victim(s) have been evacuated, he/she will be turned over to a
Medical Group. An ALS evaluation shall be done on the victim(s).

Check personnel list and assure all personnel and equipment involved are
accounted for. Call for a PAR.

Decon, inspect, inventory and replace all equipment.

Tag and place any equipment damaged or potentialy unfit for further rope
rescue use out-of-service until repaired.

Assure that all rope and equipment log forms shall be filled out
appropriately.

A team briefing/post incident analysis shall be conducted on site or at the
station as soon as possible.

Rescuers shall go through a psychological “debriefing” on scene or at the
station as soon as possible, if deemed necessary.
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8. Complete all required TRT logs.
0. Complete any required OSHA Report.
STRUCTURAL COLLAPSE

SCOPE

Structural collapse operations cover awide range of incident scenarios. These scenarios
will vary in difficulty from incident to incident. Therefore, it becomes necessary to
implement a standard but flexible plan of action that can be used for rescue operations at
all structural collapse incidents. Difficult collapse rescue operations will require the
combination of specialized tools and techniques for effective mitigation.

In an effort to minimize risk to both personnel and victims, the following guidelines are
established for entry and rescue for structural collapse operations.

PURPOSE

The following procedures are established to provide Sunrise Fire-Rescue personnel and
the Technical Rescue Team with guidelinesto follow in the event of a structural collapse
incident. This should not eliminate the team member’ s use of their personal intelligence
and/or past experience when dealing with unusual situations.

STRUCTURAL FAILURE CAUSES

Structural collapse or failure may occur for several reasons:

Natural occurrences. Hurricanes, tornadoes, high wind conditions, earthquakes,
floods, snow, ice, rain loads and mud or land slides or movement.

Fire or explosion. The effects of fire weakening structural components.
Including excessive water applied for extinguishment. Blast loading; interior or
exterior, due to natura gas explosion, rupture of hazardous building contents and
terrorist bombing.

Human factors. Accidental undesigned impact on the building due to airplane
crash and/or vehicle crash. Intentional malicious damage to the building.
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Engineering Errors. Poor design, poor detailing at connections of major elements
and poor construction methods or materials used due to lack of codes or
enforcement.

PHASE I: SCENE PREPARATION AND RECONNAISSANCE

Upon arrival at a“structural collapse’, the first due Technical Rescue Team Officer shall
obtain the following information from the first due Company Officer, Battalion Chief,
structural engineer or job site foreman.

Step One: Assessment

1. Perform a 360 degree safety survey and size-up of the damaged area.

2. Establish a safety zone, two times the height of the building.

3. Locate and secure the job site foreman or areliable witness.

4, Building occupancy and use.

5. Number of occupants.

6. Determine location and number of victims trapped.

7. thai n blueprints, maps or have on-site personnel draw a sketch of the
site.

8. Are rescue operations currently underway and by whom?

9. Determine the nature and extent of damage, mechanisms of entrapment

and the danger of fire travel in confined spaces.

10. Determine e ectrical, mechanica and/or chemica hazards. The location
of live electrical wires and main electrical panels.

11. Determine the possibility of ruptured gas mains or meters. Secure if
possible and/or notify gas department.

12. Determine the possibility of flooding from burst mains, plumbing and
sewers.
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13.

14.

15.

16.

17.

Determine the possibility of additional collapse of the building and/or
adjoining structures.

Make a conscious decision as to whether thisisa“rescue” or “recovery”.
Determine the number of entry points and locations.

Ensure that first due engine companies stretch hose lines to the collapse
site to protect exposuresin case of fire or explosion.

Assign and start Technical Rescue Documentation sheet.

Step Two: Manpower and Equipment

1.

10.

11.

Ensure needed response of additional technical rescue team members,
regional technical rescue teams and/or FEMA teams, i.e.; (FL TF1 Metro
and/or FL TF2 Miami).

Ensure needed response of a Safety Officer (TRT trained).

Ensure needed response of structural, water, gas and/or electrical
engineers.

Ensure afull structural response is assigned.

Ensure needed response of hazardous material unit.

Ensure multiple ALS Rescue units and ambulances.

Establish atreatment and triage area.

Ensure adequate air supply, cascade truck and cylinders.

Ensure sufficient rehab areais established.

Ensure visible Incident Command and/or Operations group is established.

Ensure adequate emergency building shoring equipment and supplies.
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Step Three: Make the General Area Safe

1.

Establish a perimeter with fire line tape and assign police to assure an
access point. Ensure that the Battalion Chief assigns an access control
person, preferably not atechnical rescue team member.

Monitor atmospheric conditions prior to entry, rescue operations if
hazardous conditions exist.

Ventilate the general area, if needed.

Ventilate the space with positive pressure. There may be times when
positive pressure will not work as needed. Continually assess the
effectiveness of proper ventilation process by:

a Atmospheric monitor readings.
b. Assessment of type of configuration of the space, void and crevice.

Ensure fire control measures, if needed.
Do not allow sources of ignition on site.

In the event that, in the opinion of the Incident Commander, Structural
Engineer and/or Safety Officer, the structure and/or atmospheric readings
become unsafe to continue operations, all entry teams shall be evacuated
from the space or void immediately and a PAR conducted. Re-entry will
not occur until such time conditions are corrected.

Step Four: Structure/Hazard Evaluation Marking System

1.

A Search and Reconnaissance Team shall evaluate each building to
determine if search and rescue operations are viable.

Structure/hazard evaluation marking should be performed during this
phase and prior to the initiation of rescue operations.

TRT personnel conducting structure searches shall outlinea?2' x 2* square
box at any accessible entrance into any compromised structure.
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Aerosol cans of spray paint (orange color only) shall be used for this
marking system.

Specific markings shall be clearly made inside the box to indicate the
condition of the structure, and any hazards at the time of this assessment.

a A blank box indicates that the structure is accessible and safe for
search and rescue operations. Damage is minor or the structureis
completely pancaked with little danger of further collapse.

b. A single slash indicates that the structure is significantly damaged.
Some areas are relatively safe, but other areas may need shoring,
bracing, or removal of falling and collapse hazards.

C. A crossing slash indicates that the structure is not safe for search
and rescue operations and may be subject to sudden additional
collapse. Remote search operations may proceed at significant
risk.

An arrow located next to a marking box indicates the direction of the safe
entrance, should the marking box need to be made remote from the
indicated entrance.

Theinitialed symbol “HM”, indicates that a hazardous material condition
existsin or adjacent to the structure. Consideration for operations should
be made in conjunction with Haz Mat technicians.

Step Five: Entry Preparation

1.

Ensure that al personnel who will enter the site are properly equipped and
trained.

Ensure at least one paramedic per each entry, rescue team.

Ensure that there is one back-up team for every entry team, and that each
back-up team is properly attired and trained.

No one shall enter astructural collapse space or void alone; entry must
always be in teams of at |east two.

Each entry team shall be equipped with the following items:
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oo

One member from each entry team shall have a portable radio in
place.

Explosion-proof lighting, cyalume or explosion-proof light.
Atmospheric monitor, persona units preferred.

Proper protective gear as deemed necessary by the Incident
Commander. At the very least, each member shall wear coverals
(flame retardant), Nomex hood, appropriate footwear, hearing and
eye protection, helmet and gloves.

PHASE I1: EXPLORATION AND SEARCH

Step One: Search Assessment Marking

1.

Members performing the search function will draw an “X” that is 2" x 2"
with orange color spray paint. This*X” will be constructed in two
operations.

a

b.

Single slash drawn upon entry into structure or areaindicates
search operations are currently in progress.

Crossing slash will be drawn upon search and rescue members
completing the search and upon exit of structure or area.

Distinct markings will be made inside the four quadrants of the “X” to
clearly denote the search status and findings at the time of this
assessment.

a

b.

Left Quadrant - Identifier of rescue team compl eting search.

Top Quadrant - Time and date rescue team members left the
structure.
Right Quadrant - Personnel hazards (e.g., rats, etc.).

Bottom Quadrant - Number of live and dead victims removed
from inside the structure (e.g., “O” = Novictims, “L” =live, “D” =
deceased).

Search and Rescue Team members shall use orange colored spray paint
to mark the exact location of avictim.
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4, It isimportant that markings are made specific to each area of entry or
separate part of the building, in order to reduce needless duplication of
search efforts.

Step Two: Entry

1. Once the best method and location for entry has been determined, teams
shall mark each entry point and begin reconnai ssance operations in the
space or void.

2. Entry decisions shall be made based on known locations of the victim(s),
safety of the opening, atmospheric readings and ease of recovery points.

3. If possible, attempt two separate points of entry to reach the victim(s) if
their location is known or suspected.

4, Prior to entry, each team member shall be logged on a Technical Rescue
Documentation sheet with their time of entry. Thisfunction shall be
assigned to one technician who shall keep the Operation’s Branch
appraised of the status of each team.

5. Teams shall be rotated frequently depending on physical activity, stress,
fatigue and weather conditions.

6. Each team shall be assigned to rehab upon removal from the space until
rehydrated and vital signs are within normal limits.

7. Onceinside the void or space:

a Assure adequate interior team communications.

b. Assure adequate communications with the operations exterior.

d Mark entry points or movement patterns with chalk, spray paint,
lumber crayons to assure egress.

d. Move toward the suspected victim location as ateam.
e Beware of elevation differences and unstable footing.
8. Need to search all areas for victims who may still be alive and effecting

their release before any attempt is made to rescue victims with aless
chance of survival.
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0. Before deciding which victims should be rescued first, the victim(s)
condition, position, and the difficulty in extricating them should be
considered.

10.  When working close to a victim, debris should be removed by hand to
avoid further injury. Recognition of a human body in a pile of rubble or
debrisisdifficult.

11.  When aburied victim is discovered alive in a collapse after hours of work,
do not remove them unless secondary collapse, fire, electrocution or
drowning is imminent!

12. Once the victim has been located, decide:

a Is this a rescue or recovery?

b. If arescue, isvictim trapped, buried, pinned?

C. Can the victim be easily extricated with current equipment carried
by the team?

d. Are additional personnel needed to make the move?

e Communicate your decision to the outside command.

Step Three: Search and Removal of Surface Victims

1. Victims found on top of debris and those partly or lightly buried. 50% of
peopl e rescued from collapse structures are found in this state.

2. Victims who can be heard or seen.
3. Victims whom exact location is known, even if they can’t be seen or
heard.

Step Four: Locating Casualties Using the Hailing System

1 Place rescuersin calling and listening positions, concentrate on listening
for the faintest sound from victims buried in the rubble.

2. Going “round-the-clock”, each rescuer calls out or traps some object. All
others listen to determine a“fix” on any sound they may hear.
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After sound has been picked up, at least one additional “fix” should be
attempted from another angle.

Once communication has been established with avictim, it should be
continually maintained.

Signals using portable air horns for quiet, listening, resuming work, and
immediate withdraw are as follows:

a 1 Long Blast (three seconds) - Cease operation/All quiet,
personnel listen for sounds of victims.

b. 3 Short Blasts (one second each) - Evacuate the area.

C. 1 Long and 1 Short Blast - Resume operations.

Step Five: Void Searches

1.

Asidentified by victims, rescuers, search dogs, listening devices, fiber-
optic video cameras, infrared video cameras, sonic and heat sensing
devices.

Need to search strong or sheltered parts of a structure. Spaces under
stairways, basement and cellar areas, locations near chimneys or
fireplaces, voids under floors, undemolished rooms having exits barred by
debris and voids created by heavy furniture or machinery.

Consider al possible escape routes for rescuers. Basement entrances may
be utilized to enter an above grade void from below.

Identify secondary escape routes for rescuers. Pre-plan these prior to
placing personnel in voids.

Consider normal transportation corridors as survivable voids. Personnel
should utilize them to their advantage.

During void exploration, maintain good accountability of personnel.

Work from the least damaged into the most damaged area as personnel
progress into voids.
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Step Six: Breaching

1.

Always utilize inspection holes when forcing blindly through awall, roof
or floor assembly.

Avoid breaching solid wall components such as columns, beams, and
filled cells. Reinforced concrete columns or filled cells are typically found
at corners and adjacent to window and door openings.

If possible, breach block whereit is not load bearing, such as panelsinside
astructural frame of steel or reinforced concrete.

Note where utilities enter a building, such as meters, valve pits, plumbing
stacks and service wires, for indications of where not to breach.

Try to determine the height of the floor inside a building in relation to
where aholeisto be opened in an exterior wall.

Step Seven: Emergency Shoring

1.

2.

Shores shall berelatively strong, lightweight and adjustable.

Always allow alarge margin of safety. Use more shores than you need
rather than fewer.

The size of shores and the types of shoring system will be dependent on
the weight to be supported and the condition of the element to be
supported.

a Concrete/masonry weight is 125-150 Ibs. per cubic foot.
b. Normal concrete floor is 100-150 Ibs. per square foot.

Check base, foundation and ground conditions for stability prior to
shoring. These may have been compromised during the collapse and may
need reinforcement.

Shoring systems should act like adouble funnel, collecting the load into
the funnel, passing it through the struts and distributing it out into the
supporting structure and eventually into the ground.
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Shores should be installed to support the structure, not designed to restore
structural elements back to their origina positions.

Keep shores as short as possible. The maximum length of a shore
should be no more than 50 times its width.

Cribbing can be arranged to support cross beams and/or be diagonally
braced.

a Limitations are based on 500 psi cross grain bearing.

b. Failure due to crushing of cross grain of wood is slow and noisy
giving warning to rescuers.

C. Lateral stability dependent on width to height ratio. Maintain wide
box arrangement during application. Rule of thumb; you can
build your crib box three times as high as the box is wide (i.e.,
3" long equals 9" high).

d. Utilizing wood cribbing laid flat, if at all possible use three
members per layer to double the capacity:

4x4 crib capacity (2 per layer) = 24,000 |bs.
4x4 crib capacity (3 per layer) = 48,000 Ibs.
6x6 crib capacity (2 per layer) = 60,000 |bs.
6x6 crib capacity (3 per layer) = 135,000 |bs.

All values given have a 2 to 1 safety factor for Douglas fir and Southern
pine with good grain and no defects. Remember that wood strength can
vary greatly depending on species, closeness of grain, knots, wane,
checks, etc.

PHASE I11: PATIENT REMOVAL

1.

Perform a patient survey, C-Spine immobilization, O2, treat for crush
syndrome, run an ECG, and package the patient for transport.

Once the patient is set for removal, assure the following:

a Assure as much C-spine control as possible based on the space and
patient’s condition.
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b. If possible, package patient in a Stokes basket, thiswill alow for
easy transfer from rescuer (S) to rescuer ().

C. Use removal systems on the exterior which are applicable to the
size and weight of the patient.

d. Mechanica advantage systems, or manual winches are preferred
over manual hauling.

e Do not use electric winches, etc., to remove patients; these allow
little control and could result in dismemberment or additional
injury.

3. Once the patient has been packaged and isin the process of being
rescued/recovered, assure that if the patient is moved through an opening,
either vertical or horizontal, which presents team members the only way
out, that the following guidelines are followed:

a Whenever possible, assure that all team members are stationed to
the egress side of the opening in the event the patient becomes
lodged.

b. Always try to avoid being blocked in by a patient.

C. If thisis not possible, assure the following:

i. When the move is made, assure it is made quickly and
smoothly, leaving the time that the space is blocked for
egress as minimal as possible.

ii. Assure that the exterior personnel, as well as interior teams,
are aware of the move and a plan is agreed upon prior to
blocking the space.

iii. Assure that all equipment and debris are clear of the
patient(s) and their movement path to ensure that no
problems devel op as aresult of the patient becoming
entangled.

4, Once the patient is clear from the space, remove all entry team personnel
and equipment.

a Patient shall be turned over to amedical group.
b. All entry team personnel shall be decontaminated and evaluated by
the medical group.
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PHASE IV: GENERAL DEBRIS REMOVAL

1.

2.

Utilized after all other methods are exhausted.

Done with heavy machinery, cranes, bulldozers, etc. After all accessible
victims have been removed.

Identify the areas where victims are potentially located, where no voids
exist that can be searched.

Each pile of debris removed must be systematically inspected and the area
searched.

Use the IMS to control the scene. The operation should be organized and
directed.

PHASE V: SAFETY CONSIDERATIONS

1.

Ensure that al rescue personnel are equipped with the proper protective
clothing; turnout clothing or flame retardant jumpsuits, gloves, helmets,
safety glasses or goggles, hearing protection and masks.

Secure al utilities; gas, electrical and water supplies to the building or to
the section of the building where collapse is located.

Provide sufficient illumination.

Provide sufficient ventilation.

Perform lock-out/tag-out procedures.

Issue portable radios to al Groups, Branches and entry teams.

Ensure that al Branch or Group Officers, the Safety Officer and the
Incident Commander are wearing appropriate vests.

Perform a safety analysis every thirty minutes. Survey for weakened
walls, floors or roof. Maintain constant watch for signs of further
collapse. If possible, shore or demolish.
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10.

11.

12.

13.

14.

Shore large objects to prevent secondary collapse.

Clear the area of personnel not usefully engaged in rescue operations.
Avoid cutting timbers that appear to support debris. If necessary, cut,
brace, and shore the immediate area and use the minimum number of
rescuers during this operation.

Rescuers should work in pairs with frequent planned relief.

Pay attention to negative psychological effects to rescuers.

Consider the need for CISM debriefing.

PHASE VI: TERMINATION

1.

Check personnel list and ensure that all personnel are accounted for. Call
for aPAR.

Decon, inventory, and replace all equipment on squad.
Tag and place any equipment that has been damaged or rendered
potentially unfit for further structural collapse out-of-service until

repaired.

Have contractor or responsible party sea entry points to ensure no
additional entry.

Rescuers shall go through a psychological “debriefing” after each work
period or shift while assigned to the disaster site.

A team briefing/post incident analysis shall be conducted on site or at the
station as soon as possible.

Complete all required TRT logs.

Complete all required OSHA reports.
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STRUCTURAL COLLAPSE OPERATIONS:

The loss of a structure's integrity causing the collapse and random accumulation of
structural components requiring the combination of specialized tools and techniques for
effective mitigation.

TECHNICAL RESCUE TEAMS:

Specific operational guidelines for the Specialty Team members specific to the type of
emergency are provided in detail in the Sunrise Fire-Rescue Special Operations Manual.

QUALIFICATIONS FOR TEAM MEMBERSHIP:

To be amember of any of the Specialty Teams, all personnel must:
* Successfully complete a recognized course in the respective area of the specific
team.
* Request in writing for admittance to the Team.
* Receive appointment to the Team by Fire Chief.
* Remain in good standing through participation in drills, training, and by
maintaining acquired skills.

RESPONSIBILITIES:

The Battalion Chief retains the overall responsibility on all Technical Rescue
operations.

Team members should coordinate all operations through the Incident Commander.
Incident Management System is to beinstituted on al incidents.

Technical operations requiring speciaized training and equipment shall not commence
until adequate manpower and equipment are available.
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HIGH RISE PROCEDURES

HI-RISE DEFINED

For purposes of this procedure, a high-rise shall be defined as a structure where the fire
fighting attack lines cannot reach the fire vianormal Pre- connected lines, or via hoisting
up to external balconies. A high-rise building shall include al buildings where standpipe
hookups must be used, and al buildings with internal hallways over two stories.

The construction of most hi-rise buildings effectively shields the interior from the
outside. Thus, al crews arriving at incidents involving fire alarms, smoke odors, and
reports of fire at hi-rise buildings must assume that an active concealed fire is present
until ruled out by SFRD personnel.

ESTABLISHING COMMAND

In most high-rise situations the need for establishing command outside the structureis
secondary in urgency to the need to get an officer and crew up to the fire (or reported)
area. Passing of Command by first arriving officersto the next arriving officer may be the
most prudent command option.

Because of the complexity of high rise incidents, shift commanders MUST take
command upon arrival after proper command transfer procedures.

The Command post should be situated away from the immediate perimeter of the
building, out of the range of falling glass, hose streams, etc.

A hazard zone shall be established 200 feet around the building. All civilians, police
officers, and non-essential firefighting personnel shall remain clear of this area. All
personnel , civilian and fire department personnel shall remain at least 50 feet away from
hose lines supplying the building siamese.

A Chief Fire Officer should be assigned as quickly as possible to the firefighting level of
aconfirmed fire. This officer shall be equipped with full bunker gear and an SCBA and
become “Division XX ”

Once attack companies have confirmed an actual fire on an upper floor, Command must
be concerned with the following incident priorities:

Call for additiona resources
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Provide for life safety of personsin immediate danger Establish (confirm) lobby
control

Provide for a sustained water supply (this becomes alower priority in buildings with
operating wet systems/fire pumps)

Size up conditionsin the stairwells, on the floor above thefire, and if possible the top
floor of the building

Assign a Rapid Intervention Team to the floor below the fire

Provide support systems such as staging, rehab and resource groups early on

ESTABLISHING LOBBY CONTROL

Generdly, the driver of thefirst arriving engine, dressed in full bunker gear with SCBA,
equipped with a portable radio and Knox Box Key, shall proceed to the building |obby
and establish lobby control. Command designator is simply “lobby control”

Lobby Control shall perform the following duties:

Obtain any and al keys from the building’s Knox Box vault.

Maintain elevator control using Fireman service key to assure delivery of companies
and equipment to upper floors.

Identify location of alarm annunciator panel and visualize what the pandl is
displaying (e.g. smoke detectors on 9" floor, heat detector in duct systems, etc.)
Prepare to shut off alarm system once command has determined that building or area
is adequately evacuated. Thiswill permit more efficient radio communications
Identify which stairwells can be used by firefighting forces to the fire floor.

Take control of the building’s emergency phone system if present

Direct occupants entering the lobby from upper floors to appropriate exits.

Prevent occupants from re-entering elevators or stairwells

Record names/and or passport tags of all firefighting personnel going up into the
building

Establish liaison with building maintenance/security personnel

Request additional resources to lobby control if needed

ALL PERSONNEL ENTERING THE BUILDING MUST REPORT TO LOBBY
CONTROL FOR CHECK IN BEFORE REPORTING TO ANY OTHER DIVISON OR
GROUP.
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UPPER FLOOR ACCESS (elevator use)

National Elevator Codes call for elevators to automatically return to the building lobby
upon activation of certain fire detection system components. The use of the “Fireman
Service” key may be the only way to use an elevator during an incident. Water from
sprinkler systems and firefighting streams can quickly disable elevators.

FIREFIGHTERS SHALL NEVER TAKE AN ELEVATOR TO THE FLOOR OF
A REPORTED FIRE, SMOKE ODOR, OR ALARM ACTIVATION.

Firefighters using elevators for access to upper floors during a fire, smoke, or alarm
incident shall utilize the following procedures:

Accurately determine the location of the fire(aarm) floor upon arrival. Always
confirm what you have been told by building personnel and SFRD dispatchers via the
building's fire protection system annunciator panel and/or video display terminal(s).
If there is discrepancy on alarm/fire locations or, smoke/fire detectors are activating
on severa floors, always assume that the lowest floor is the start of the problem.

Prior to entering the elevator car, attempt to open the emergency escape hatch in car
ceiling and look up the shaftway or look up the shaftway in the space between the car
door and the shaft door. Look for water or smoke entering the shaftway which void
the use of that particular elevator. Check the location of the stairwell in relation to
the elevator car while in the lobby.

Use the elevator in the “Fireman Service” mode and realize that this system may fail.
Firefighters entering elevator cars during these emergencies MUST be fully
“bunkered out”, have the SCBA tank turned on and be prepared to immediately don
the SCBA facepiece.

NEVER take the elevator to the actual floor of the incident. Always take the elevator
two floors below the incident and walk up the rest of the way.

All crews riding in elevators during fire emergencies shall be equipped with full
bunker gear/SCBA (worn), forcible entry equipment and aradio.

INITIAL FIRE ATTACK

At least two companies (e.g. engine and rescue) should proceed to the fire(alarm) area
Companies shall set up for operation on the floor below the incident. The officer may
perform a reconnaissance of conditions on the fire (alarm) floor from the stairwell while
the crew stages and prepares for a hose stretch to the floor above. Firefighting hoselines
shall not be connected to standpipes on the same floor as, or above the incident.
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Exception — Where TRUE separated smoke tower stairwells are present, such as the new
Crown Plaza Hotel, crews may elect to connect to the standpipe on the same floor as the
incident BUT ONLY FROM THE INSIDE OF THE SMOKE TOWER.

Pump operators shall deliver aminimum of 150 gpm fire flow to the attack line.

If fire has already extended into an interior hallway, fire officers should seriously
consider the deployment of a backup line prior to fire attack.

Fire Attack should never begin until it has been verified by SFRD personnel that a
sustained (from building fire pumps/hydrants/municipal water system) water supply is
available to support operations.

In occupancies that contain hose cabinets with fire hose (house hose) it shall be the policy
of this department that these hoses NOT BE USED by SFRD personnel except for
extreme circumstances where life safety isimmediately threatened.

Fire Officers/Command should consider deploying a2.5” attack line to the fire area when
it is obvious that the fire has gained considerable headway, (e.g. heavy fire entering the
interior hallway, flashover has occurred in the fire compartment).

WATER SUPPLY

Command shall determine the urgency of supplementing a building’'s water supply.
Generdly dry standpipe systems require urgent and immediate supplementation.
Buildings with operable wet system/internal pumps require less urgency in supplying the
system. Regardless of the priority, all incidents requiring the operation of charged lines
from standpipes shall have the standpipe system/sprinkler systems supplemented by fire
department pumpers connected to a municipal water supply. Driver's of apparatus
assigned to standpipe support shall connect to and obtain a municipal water source as
soon as possible. As soon as possible hoselines shall be connected from the supplied
engine to the standpipe (uncharged). If and when the interior team(s) advise that they will
be commencing fire attack from the standpipes, the driver shall charge the standpipe
supply lines, bring the pump up to the proper pressures and take control of the standpipe
system at which time the building fire pump (if present) will most likely turn off to a
stand by mode.

Driver Operators shall not use Large Diameter Hose (4 & 5") to supply
standpipe/sprinkler systems.
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Driver Operators shall deliver aminimum of 150 GPM to al 1.75” fog nozzles operating
from standpipes.

Driver Operators shall be particularly alert to the problem of apparatus pump overheating
due to the need for higher operating pressures/rpm’s.

Driver Operators conducting pump evolutions within 100 feet of a building with a
confirmed fire shall wear helmet and bunker coat at all times.

STAIRWELLS AND VENTILATION

In buildings with two or more stairwells one stairwell should be used for fire attack and
fire department support. The other stairwell(s) should be reserved for clear access and
evacuation from the floors above the fire. Command should aert al units operating on
the fireground asto the designated use of al stairwells.

All stairwells should be pressurized at the base with positive Pressure Ventilation early
on unless contraindicated by the observations of crews working in thefirearea. The
ladder company should ascend to the top of the stairwell looking for and opening any
roof hatchesfor vertical ventilation.

Crews shall avoid intentionally ventilating fire into a stairwell.

Conditions may present where it is necessary to shuttle equipment , air cylinders and hose
up stairwells. If this arises Command should assign a stairwell support group. Personnel
assigned to stairwell support should station themselves on every other floor and if
conditions allow, remove their bunker gear to reduce heat stress. These personnel should
not have to travel more than two flights each.

BASE STAGING AREA

During extended firefighting operations above athird floor, a Base Staging Area may be
required. The Base(radio designation) should be established two floors below the fire
floor. This area shall be used to stage extra SCBA bottles and equipment, rehab
firefighters, medically evaluate firefighters, and possibly triage victims.

RAPID INTERVENTION TEAM
A rapid intervention team (RIT) should be designated as quickly as possible and

deployed to the stairwell of the floor immediately below the fire floor. While standing by,
the RIT should acquaint themsel ves with the general floor plan/layout of the building on
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the floor below the fire. Unless otherwise directed by Command, the third arriving engine
company (see section 10) should assume RIT duties. A RIT crew shall remain operational
until the environment in the building has been reduced to a point whereit is no longer
immediately dangerous to life and health.

COMMUNICATIONS

Situations may arise whereby crews operating inside a building may be unable to
broadcast to dispatch and units operating outside due to shielding within the building. In
this case the crew should attempt to switch to channel 4. Transmissions on Channel 4 can
be picked up by any unit operating on channel 3 within range. Similarly Channel 4 will
pick up all channel 3 transmissions. While operating on channel 4 it may be necessary to
relay communications to the outside via Lobby Control.

MINUMUM EQUIPMENT REQUIREMENTS FOR COMPANIES
Units arriving on scene SHALL bring the following equipment with them on al alarms,

smoke odors and reports of fire in high rise buildings UNLESS directed otherwise by the
Shift Commander.

FIRST ARRIVING ENGINE & RESCUE

Mission: Assess Conditions on Fire Floor & Prepare for Fire Attack

Officer Hand Light, Elevator Keys, Utility Line
Driver REPORT TO LOBBY with Knox Box® keysand ESTABLISH LOBBY
CONTROL

FF (Eng) High Rise Kit*

FF (Res) Extend-A-Bag, handlight

FF (Res) Rabbit Tool and Irons (Flat Axe & Halligan)

FIRST ARRIVING LADDER COMPANY

Officer Hand Light, Elevator Keys, Irons
Driver Pike Pole, Utility Line
FF Rabbit Tool, 2 Spare SCBA Bottles

SECOND ARRIVING ENGINE & RESCUE

Mission: Report to floor below fire and prepare to support attack crew

Officer | Hand Light, Elevator Keys, Spare SCBA bottle
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Driver DROP OFF CREW PROCEED TO SUPPORT STANDPIPES

FF (Eng) High Rise Kit*

FF (Res) Extend-A-Bag, Handlight

FF (Res) 2 Spare SCBA hottles

THIRD ARRIVING ENGINE

Mission: Report to Command Obtain Thermal Imager — Prepared to serve as RIT on
floor below fire

Officer Thermal Imager, Search Rope, Handlight, Elevator keys
Driver Spare SCBA PACK, Spare SCBA bottle
FF Irons and Spare SCBA Bottle

All other units to stage and await assignment from command.
PROPERTY CONSERVATION

Unlike residential and single storied buildings, hi-rise commercial properties can be
exposed to extraordinary property loss due to water and smoke damage. Command
should give consideration to summoning additional resources for the purpose of property
conservation where applicable.

PLACING A HIGH RISE KIT BACK IN SERVICE

If ahighrisekit isused and charged during a cal, you areto return to your station and
repack the kit utilizing dry hose which isin the stations. The used hose should be cleaned
and either accordion folded on the bay floor or hung in a hose tower for drying. Wet
hose should no longer be repacked and stored in compartments due to mildew and
moisture problems which have been noted.

*The Metro load High Rise Kit consists of 100 ft of 1-3/4 attack line, 1 TFT
breakaway nozzle and a gated wye already attached. The short section of 2-1/2
isno longer incorporated as part of the evolution — instead, the 50 ft extend a
bag must be deployed during a high rise evolution.
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TERRORISM PREPAREDNESS PROCEDURES

Overview — Eventsin the world necessitate the need for emergency responders to
continually reacquaint themselves with measures to reduce their exposure to terrorism
attacks. Thisincludes the security of city/department facilities, security of apparatus,
familiarity with personal protective equipment specific to nuclear, biological, and
chemical (NBC) exposures, decontamination procedures, MCI procedures, and weapons
of mass destruction (WMD) characteristics. The procedures that follow are guidelines
for helping Sunrise Fire Rescue personnel to prepare for these unlikely, yet possible,
events. Remember that emergency response personnel are viable targets of terrorism.

Heightened State of Alert — From time to time local, state and federal agencies may
advise public safety agencies to be on a heightened state of alert for possible terrorism
attacks. The Fire Chief or designee may wish to place the Sunrise Fire Rescue
Department on such status. Upon declaration of a heightened state of alert within the
SFRD organization, members of the department shall ensure that Sections A through G of
this policy are administered.

Section A - Facility Security:

During a“ heightened state of alert”:

a. Apparatus shall not be left outside the station on the ramp

b. Apparatus bay doors shall remain closed at all times unless the station crew
Is actively operating in the bay.

c. All perimeter doors shall be regularly checked for security and kept locked
and closed

d. Station parking lots should be regularly assessed for unknown vehicles. If
the ownership of avehicle cannot be ascertained with the assistance of the
police department, notify the on duty shift commander.

e. Station commanders should assess outdoor/perimeter lighting each shift and
initiate the process of repair for any inoperable lighting.

f.  Station members shall not accept and food, beverages, plants, etc, from well
meaning civilians that are unknown to station personnel.

g. Intheevent that someone brings a suspicious package, envelope, etc., to the
station, it IS NOT under any circumstances to be brought inside the
station and the person(s) transiting the package should not be allowed into
the station.
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Section B — Apparatus Security:

During a*“heightened state of alert”:

a. Apparatus shal not be left unattended while shopping or on details.

b. Apparatus should be parked as close to the PSC building as possible when
attending classes

c. During emergency calls attempts should be made to keep apparatus under a
watchful eye.

d. All reserve apparatus which must be stored outside or on the street outside
the city garage must be locked, compartments and doors, at all times.

e. Portableradios shall not be left in unattended vehicles.

Section C — Personnel Protective Equipment (PPE):

On aregular basis and during a * heightened state of alert”, station commanders shall
ensure that al issued WMD kits are in service and that crews are familiar with WMD kit
components and its capabilities and limitations. Rather than breaking open sealed kits for
training, contact the training division for training kits.

Every in-service (regularly staffed) rescue and engine company has been issued aWMD
— PPE kit. The kits on the rescues contain 2 sets of PPE and the engine company kits
contain 3 sets of PPE. Each set contains 1 Scott® cartridge adapter, 1 NBC air purifying
cartridge, 1 pair of Silvershield™ gloves, a hooded Saranex™ splash resistant coverall
with elastic wrist and ankle bands. The Scott® Cartridge adapter is designed to permit
each firefighter to use their own personaly issued Scott® SCBA mask with the NBC
Cartridge. Thiskit is designed to be used in conjunction with an individual’s structural
firefighting boots. When these items are used together as a complete system (Level C) it
offers the user good head to toe protection against solids, particulates, mists, and light
liquid splashes. This ensemble can be used with an SCBA in place (Level B) in cases
where even higher levels of respiratory protection are needed.

Capabilities and limitations of the WMD kits:

a. The WMD kits are designed to protect rescuers who operated in the
WARM ZONE only. These level of PPE was never designed to permit
entry into aHOT ZONE without stringent monitoring and positive
identification and confirmation of substances.
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. The WMD Kits are designed to protect the rescuer against RESIDUAL

contamination on victims who are being decontaminated, triaged, or
treated while operating in the WARM ZONE.

Generally, unless cleared by aHaz Mat team, theses kits should be used in
an open air environment and not within the confines of buildings until
atmospheric sampling can be conducted.

. The Scott® mask and NBC cartridge cannot be used in oxygen deficient

atmospheres or atmospheres containing harmful levels of Carbon
Monoxide.

. The NBC cartridge is very effective against nuclear and biological

contaminants. It has a particul ate matter efficiency of 99.997% and filters
out particles greater than 0.3 microns. Anthrax spores, for example, range
from 3 to 10 microns.

The NBC cartridge is effective against a variety of organic and inorganic
chemical compounds including Ammonia 500ppm, Nerve Gases

(Sarin, Tabun, VX) 1000ppm, hydrogen cyanide 4000ppm,
Benzene50ppm, Chlorine5000ppm, Hydrogen Chloridel000ppm, Sulfur
Dioxide300ppm, Phosgene2000mg/m3, Hydrogen Sulfide5000ppm,
Chloropicrin5000ppm and tear gases/riot control agents.

. The duration of the NBC cartridge effectiveness is several days for

particul ate screening and varies widely for chemical exposure. Factors
affecting the useful life of the cartridge include temperature, humidity and
concentration of the challenge chemical. However, since we are going to
use these mask/cartridges outside, in the warm zone, and most of these
chemicals are gases and volatile liquids, these cartridges should be
expected to provide a minimum of 6-8 hours protection against
SECONDARY (residual) chemical exposure.

. All components of the WMD kit are designed for single use and disposal

after use EXCEPT the actual mask itself, the cartridge ADAPTER (not
the cartridge) and the firefighter boots. Masks and boots must be
decontaminated.

NOTE: Whilestructural firefighting bunker gear does offer some protection against
NBC agents, the Saranex™ suit in the WMD kit should be the clothing of choice. Bunker
gear is hot, heavy, and can be extremely hard to decontaminate.

Section D — Decontamination Procedures:

During a*“heightened state of alert” company officers shall review basic emergency
decontamination procedures and equipment with their crews.
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Under normal situations decontamination is performed and/or directed by hazardous
materials teams. However during WMD events it may be necessary for engine/rescue
companies to begin decontamination of affected personnel using basic rudimentary items
available on the engine company. The following decontamination guidelines are provided
for use in emergent decontamination of people exposed or suspected of exposure to
chemical or biological agents.
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Emergency WMD Decontamination
Procedures

Consider wind direction & grade when deciding where to locate decon
stations.

Ensure that decon personnel use suitable respiratory protection and at least
turnout gear, including butyl gloves. If available, use chemical protective gear.
Avoid contact with unknown liquids on floor, ground, and other surfaces.

Designate pre-decon area (consider shelter, security, and access to area).
Separate asymptomatic. symptomatic, and non-ambulatory casualties.
Give directions to ambulatory casualties.

Set up separate decon areas for emergency services personnel and civilians:
® Ensure site provides for privacy and security; however, do not delay decon
® Establish separate decon areas for males and females
® Assign male and female decon personnel at appropriate sites

Cordon decon area using barrier tape and prepare decon signs for decon sites.

Decon immediately casualties who have liquid agent on skin andfor clothing.
Note: Must wipe skin if agent is an oily liguid.

Consider decon "runoff’, contain if practical.

oo O O

Set up decon station(s) at field and area hospital(s) (outside).

o0 00

Prepare decontamination solution{s).
® Mixing one part household bleach and nine parts water (1:9) vields a 0.5%
solution (for skin decon)

® Full strength household bleach (5%) (for clothing and equipment decon)

L] Mix "dry chlorine" granules (calcium hypochlorite) with water at the following ratio:

® 1 ounce of chlorine granules to 1 gallon of water = 0.5% solution
® 10 ounces of chlorine granules to 1 gallon of water = 5.0% sclution

() Keep water temperature for decon between 60°F (16°C) and 70°F (21°C).

) Determine method of water/solution application:
® Portable Sprayers
® Portable Showers
® Hose Streams (small diameter at low pressure)

) Determine type of decon:

Passive (removal of clothing)

® Dry

® Wet

® (Cross Ventilation (electric fans preferred)
® (Combination of the above
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O set up decon "tents" or other enclosures for added patient protection & privacy:

® |Jse salvage covers, pike poles, aerial ladderftower, or pumpers and rope to build
temporary ambulatory and nan-ambulatory decon areas

O consider using engine and truck companies to help set up and manage specific
decon functions.

| Assign the following resources to each decon site:

& Engine Company (water supply)

® Truck Company (cross ventilation, etc,)

® Police Officers (security and control)

Provide Tyvek or other suitable disposable clothing, including shoes/sandals, for

decontaminated casualties.

Provide separate plastic bags for victims' clothing/personal property:

® Place clothing and personal property in separate bags

® Use |.D. tracking system to maintain accountability of clothing/personal property
Consider using ether hazmat teams to assist with decontamination at the scene,
field hospital(s), and/or area hospitals.

Consider impact of using fans and/or fixed ventilation system to dissipate vapors.

Rotate crews at no more than one hour intervals and send them to rehab sector.

S E B E

Remember: speed and thoroughness (whole body decontamination) are critical to
the success of the decontamination operation if lives are to be saved,

The above guidelines are for general emergency use and should not abridge normal decon
by hazardous material teams during normal incidents.

Section E — Mass Casualty Incident Procedures:

During a*“heightened state of alert” company officers and rescue supervisors shall ensure
that crew members are familiar with the MCI procedures outlined in the South Florida
Regional Common EMS Protocols. This should include areview and familiarization
with our Kits, tagging procedures, START, and RPM.

Section F — WMD agent characteristics:

During a*“heightened state of alert” station commanders shall ensure that all unitsin their
guarters have the issued copy of “Jane's Bio/Chem Handbook” on board. Station
Commanders should review the various characteristics, routes of exposure,
signs/symptoms, protective clothing/respiratory requirements, medical treatment and
decontamination needs of the various Chem/Bio agents.
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Section G — WMD notifications:

Upon recognizing that a situation isaWMD incident, or that materials present are
possibly WMD agents, or the threat of WMD agent dispersion has been made, the
incident commander shall make sure that dispatch notifies the county warning point at
954-765-5100.
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AERIAL PLATFORM OPERATIONS

Statement of Policy

This procedure addresses the safe operation of Sunrise Fire Rescue Unit 387, the
aeria platform unit, known as the “platform”.

General Guidelines

No one shall operate the platform vehicle unless they have been properly trained
in “Advanced Platform Operations’ by members of the Sunrise Fire Rescue
Department’ s Division of Training. Driver Operators who have not been trained
in “Advanced Platform Operations’ can, and are expected to, assist in operating
the Platform’s pump panel during combined pumping/aerial operations.
Firefighters may operate the basket controls when supervised by atrained
operator at the pedestal.

Only trained Driver’s and officers may operate the turntable aerial controls.
Firefighters may operate the basket controls only under the supervision of a
trained driver/officer.

No one shall operate the basket aerial controls during training sessions or during
actual incidents without a trained operator positioned at the turntable control
station. All driver/operators are capable of operating the vehicle' s pump panel and
an additional driver should be assigned by command to perform the pumping
function if needed so that the Platform driver can attend to the pedestal

operations.

Whenever personnel are operating, or climbing on the aerial, for any reason
including training and maintenance, they shall wear a minimum of a department
issued helmet and gloves. This includes the turntable operator. Anyone climbing
or operating in the basket shall wear a safety belt, capable of attachment to the
aerial structure.

All personnel Operating in the basket, or, operating from afixed position on the
aerial, must wear aladder belt and secure themselves to a structural member of
the aerial.

Although it is normal to operate the aerial with personnel tethered in the basket,
the aerial shall not be moved whenever personnel are on the actual ladder portion
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of the device. Operators must always check the aerial ladder way for the presence
of personnel prior to moving the aerial.

Whenever personnel are climbing the aerial, or transferring in or out of the
platform basket, the emergency stop button(s) shall be activated to prevent aerial
movement

Regardless of the aerial ladder angle, whenever the aerial ladder is out of its
cradle, personnel shall descend (return to the base) in a position so asto face the
rungs of the ladder.

Under normal conditions, the aerial shall not be operated any closer than 25 feet
of distribution power lines that have not been verified by FPL as being
deactivated. In exigent (life threatening) circumstances the aerial may operate
within 25 feet, but no closer than 10 feet to distribution power lines. Whenever
the aerial is operated less than 25 feet away from distribution power lines, a safety
officer shall be designated to ensure that no one approaches or touches any
portion of the apparatus while standing on the ground

Stabilizers must always be deployed whenever the aerial isto beraised from its
cradle. All pins and pads must be utilized and positioned whenever the aerid is
raised from its cradle during normal operations and whenever anyone is climbing
on the aerial or operating in the bucket.

The Platform will shall have its front wheels chocked (front and rear of wheel)
whenever the aerial is placed into service

Platform operators must familiarize themsel ves with the load limitations of the
aerid at al angles and conditions. The aerial should never be operated beyond its
load capacities. Load capacities includes personnel, equipment, and any personnel
on rappelling arms, Lyfeladderd or in a stokes basket.

During the first Sunday of Each month, the ladder company crew shall conduct a
PierceO “50 Hour Inspection” (PierceO Platform Operator’s Manual.). Any items
requiring the checking of torque shall not be conducted by SFRD personnel.
Crewmembers shall not attempt any repairs or adjustments, but, follow the normal
work order process for effecting such repairs, or in the case of dangerous
situations, place the unit out of service.
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Whenever thereis any question as to overhead clearance, a crew member shall
leave the cab and “walk” the driver through any areas where the vehicle, aerial or
bucket may contact overhangs, tree branches, signs, wires, etc.

Under normal situations, the basket may not be placed within 4 feet of a structure
without an operator/spotter in the basket. All movement of the basket when in
close proximity to a structure must be done with the platform operating at low
idle.

Although the platform has the capability to have extension, rotation, and elevation
functions performed simultaneously, only one function should be performed at a
time except in emergency situations

No one shall add hydraulic fluid to the hydraulic reservoir. Take the vehicle to the
city garage for the addition of hydraulic fluid.

The ladder shall not be retracted while the aerial waterway is charged, unless a
discharge is opened at the tip of the ladder or the base of the ladder.

Short-jacking, or limited extension of the stabilizer jacks should only be done
during emergencies where limited space prohibits the full extension of the
stabilizer. Under no circumstances shall the aerial |adder be operated past the
vehicles longitudinal axis on the side on short-jacked stabilizers.

Manual overrides, auxiliary power units, and manual controls shall not be used
unless atrue emergency exists or to return a defective aeria/stabilizers to their
travel position immediately prior to placing the vehicle out of service. The
exception to thisis during routine and periodic inspections as directed in the
PierceO Platform Operator’s Manual.

Dueto the Platform vehicle' s size and weight, drivers shall use extreme caution
when driving the vehicle and allow for adequate stopping distances. Rarely will it
be necessary to exceed posted speed limits, even while responding Code 3.

Dueto the size of the Platform vehicle, it is critical that OPM section 303.03 (safe
backing practice) be used whenever the vehicle isto be backed up.

No one shall weld, drill, affix to or attach to, the aerial ladder itself without
permission from the city garage, fire chief and/or manufacturer.
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Difficulty when transmitting orders dealing with basket movements is due
primarily to misunderstood terminology. To alleviate this problem the following
terms shall be used when transmitting orders from basket to pedestal operator:

A.

TMOUOW®

"EXTEND LADDER - Reach out with ladder.

"RETRACT LADDER" - return outstretched ladder.
"RAISE LADDER" - Increase angle of elevation

"LOWER LADDER" - Decrease angle of elevation
"LADDER LEFT" - rotate ladder to pedestal operator's |ft.
"LADDER RIGHT" - Rotate ladder to pedestal operator's
right.

During daily check of apparatus and at initial stages of placing Aerial Platform
into operation, atest of the intercom system shall be made. If results are negative,
members shall rely on portable radios for communication from pedestal and

basket

The Aerial Platform shall not be used:

A.

B.

To force timbers or cornices back into building or onto
roof.
To pull or push objects.
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ACTIVATED FIRE ALARMS

PURPOSE

To provide a standard of operational priorities in dealing with the variety of fire darms
commonly encountered.

PROCEDURE

Fire Rescue units will be dispatched based on the type of alarm and the occupancy of the
structure. OPM Response Assignments Strategy will identify the proper response.

OPERATIONS

1. Confirmed