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DIRECTOR’S PREFACE
The Landis Fire Department Policy Manual is established for the members of the Landis Fire
Department, and the policies contained herein supersede the policies on these matters previously
issued in General and/or Special Orders, Standard Operating Procedure Manuals, training
materials and any other written directives.
This compendium represents a major review and revision of previous general order manuals. The
goals in this undertaking were to update these policies to reflect community needs and
expectations, legal requirements, and professional fire service best practices; to more effectively
provide direction and guidance to members of the Landis Fire Department in carrying out their
duties and responsibilities.
This Policy Manual is the core of the Department's directive system. This manual will be
regularly updated as the needs and priorities of the Department and community change. All
members are encouraged to contribute to this continual process by notifying the Fire Chief of
changes in the working environment requiring policy revisions and suggestions to improve the
performance of this department and its members in service to the community.
These policies are intended for internal Department use only and should not be construed as to
the creation of a higher standard of safety or care in any civil or criminal procedure with respect
to third party claims.
All members are individually responsible for reading, understanding and carrying out all
department policies that guide or affect the performance of their assigned duties, responsibilities
and obligations. Responsibility for understanding includes seeking clarification or instruction
from a member's immediate supervisor for any portion of a written directive that is not
understood by a member.
By order of:
Zachary Lechette, Ph.D
Public Safety Director,
Chief of Police and Fire Services
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LEGAL DISCLAIMER

The directives contained in this policy manual are applicable to Town of Landis employees
assigned to the Landis Fire Department and are for departmental use only. The policies contained
herein are not intended, and shall not be construed, to create any right or benefit, substantive or
procedural, enforceable at law or otherwise by any third party against the Town of Landis, the
Landis Fire Department, or the officers, employees, agents, or other associated personnel thereof.
Departmental policies are not to be construed as creating higher standards of safety or care in a
legal or evidentiary sense with respect to third party claims. Violations of policy may form the
basis for administrative sanctions.
No policy or provision in the policy manual is intended to create a contract binding the employee
or the employer to an agreement of employment for a specific period of time. No provision or
portion of the policy manual constitutes an implied or expressed contract, guarantee, or
assurance of employment or any right to an employment-related benefit or
procedure. Employment can be terminated by either the employee or Town of Landis at any
time, for any reason, with or without notice. No representative or agent of the Town of Landis,
other than the Town Manager, can authorize or sign an employment agreement contrary to the
above terms or otherwise make any binding offer of employment for a specific term.
In the event of any conflict between these policies and any policy or ordinance of the Town of
Landis, the provisions of Town policies, the Personnel Policy Manual and ordinances shall
prevail. Likewise, nothing in these policies shall be construed to circumvent or supersede any
local, state or federal law. If a conflict between these policies and any law arises, the law shall
prevail.
For the purposes of this manual, the terms Chief, Fire Chief, and Public Safety Director are
interchangeable and synonymous unless otherwise noted.
The Public Safety Director shall be the final authority regarding the interpretation and
clarification of any questions or conflicts that arise from, or within, the policy manual.

4

Town of Landis
Public Safety Department
The Public Safety Department is responsible for providing police and fire services in the Town of
Landis. The department is committed to protecting the lives, property, and rights of all
residents and visitors in the community through professional law enforcement and fire
protection services.
Motto
“Working for a safer tomorrow”
Mission
“Our mission, in partnership with our community, is to protect and enhance the quality of life
for our residents and visitors, by providing professional law enforcement and fire protection
services.”
Vision
It is the vision and goal of the Town of Landis Public Safety Department to provide the highest
level of service and protection to our citizens. We will accomplish this goal by providing our
staff with the tools and knowledge to meet and exceed all present and future needs of law
enforcement and fire protection services. We will work in cooperation with our community to
proactively address identified areas of needed improvement, build trust-based relationships,
and continually strive to provide the level of service and safety deserved by the community we
serve.
Guiding Principles
L–E–A–D–E–R–S–H–I–P
L – Loyalty
E – Empathy
A – Accountability
D – Duty & Determination
E – Engagement
R – Respect
S – Safety & Selfless Service
H – Honor
I – Integrity & Innovation
P – Professionalism
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Landis Fire Department
Policy and Procedures Acknowledgement Form

I, ______________________________________, hereby confirm that I have received, read and
understand the updated Landis Fire Department policy manual. I understand that it is my
responsibility to comply with all policies of the department and of the Town of Landis, to
include the Town of Landis Personnel Policy Manual, as a condition of my employment with
Landis Fire Department.
I sign this acknowledgement fully understanding all departmental and Town of Landis policies
and procedures. I have sought guidance and clarification from a supervisor for any questions that
I may have had prior to signing this acknowledgement form and all questions, if any, have been
answered to my satisfaction and complete understanding.
Refusal to sign the Policy and Procedures Acknowledgement Form, absent the seeking of
clarification for questions or concerns, is subject to disciplinary action up to, and including,
dismissal from the Landis Fire Department.
Employee Printed Name: ____________________________________
Employee Signature: ________________________________________ Date: ______________
Witness Printed Name: _______________________________________ Rank: ______________
Witness Signature: __________________________________________ Date: _______________
Director’s Acknowledgement: _________________________________ Date: ______________
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Introduction
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 100.01

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

This manual establishes standard fire department specific policies. These policies are meant to
provide guidance when dealing with fire department specific issues and situations, and to help
ensure department activities are consistent, effective, efficient and safe.
The Landis Fire Department shall provide for the safety, health and wellness of department
members by establishing a fire department specific policy manual and accompanying procedures.
All fire department personnel shall follow these policies and accompanying procedures to the
best of their ability.
All members will understand and follow these policies and procedures. Officers of the
department are responsible to ensure their subordinates understand and follow these policies and
procedures. Officers will document and report deviations to the Fire Chief, or his/her designee,
for review.

9

Code of Ethics
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 1 of 2

POLICY # 100.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
The purpose of this policy is to describe the basic objectives sought and to provide the general
rules for performance and duties of firefighters and department members.

II.

DISCUSSION
A member of the department must often make difficult decisions in the performance of his or
her duties. Occasionally, the decisions involve a choice, which may cause a member hardship
or discomfort. Members must be faithful to the principles of professional fire services and the
objectives of the department. In the discharge of his/her duty a member must not allow
personal motives to govern his/her decisions and conduct.

III.

POLICY
I understand that I have the responsibility to conduct myself in a manner that reflects
proper ethical behavior and integrity. In so doing, I will help foster a continuing positive
public perception of the fire service. Therefore, I pledge the following:
•
•
•
•
•
•
•
•

•

•

Always conduct myself, on and off duty, in a manner that reflects positively on myself,
and the Landis fire department and the fire service in general.
Accept responsibility for my actions and for the consequences of my actions.
Support the concept of fairness and the value of diverse thoughts and opinions.
Avoid situations that would adversely affect the credibility or public perception of the
fire service profession.
Be truthful and honest at all times and report instances of cheating or other dishonest acts
that compromise the integrity of the Landis Fire Department.
Conduct my personal affairs in a manner that does not improperly influence the
performance of my duties or bring discredit to the Landis Fire Department.
Be respectful and conscious of each member’s safety and welfare.
Recognize that I serve in a position of public trust that requires stewardship in the honest
and efficient use of publicly owned resources, including uniforms, facilities, vehicles and
equipment and that these are protected from misuse and theft.
Exercise professionalism, competence, respect and loyalty in the performance of my
duties and use information, confidential or otherwise, gained by virtue of my position,
only to benefit those I am entrusted to serve.
Never propose or accept personal rewards, special privileges, benefits, advancement,
honors or gifts that may create a conflict of interest, or the appearance thereof.
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POLICY # 100.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

•
•
•
•

Never engage in activities involving alcohol or other substance use or abuse that can
impair my mental state or the performance of my duties and compromise safety.
Never discriminate on the basis of race, religion, color, creed, age, marital status, national
origin, ancestry, gender, sexual preference, medical condition or handicap.
Never harass, intimidate or threaten fellow members of the Landis Fire Department or the
public and stop or report the actions of other firefighters who engage in such behaviors.
Responsibly use social networking, electronic communications, or other media
technology opportunities in a manner that does not discredit, dishonor or embarrass the
Landis Fire Department, the fire service and the public. I also understand that failure to
resolve or report inappropriate use of this media equates to condoning this behavior.
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Mission Statement
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 100.03

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
To establish and promote the mission for the Landis Fire Department.

II.

POLICY
Our mission, in partnership with our community, is to protect and enhance the quality of life
for our residents and visitors, by providing professional fire protection services.

III.

DISCUSSION
A.

This mission is accomplished by a commitment to:
1. Strive to ensure safety in public places;
2. Maintain fiscal responsibility to our citizens;
3. Meet the expectations of our community;
4. Enhance personal safety; and,
5. Efforts to achieve our mission will be expressed through plans of action based
on the goals and objectives outlined in the department’s strategic plan.
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Vision Statement
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 100.04

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

It is the vision and goal of the Landis Fire Department to provide the highest level of service and
protection to our citizens. We will accomplish this goal by providing our staff with the tools and
knowledge to meet and exceed all present and future needs of fire protection services. We will
work in cooperation with our community to proactively address identified areas of needed
improvement, build trust-based relationships, and continually strive to provide the level of
service and safety deserved by the community we serve.
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Mutual Aid
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 100.05

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

POLICY
Prior to the Landis Fire Department being dispatched to assist in an incident, there must
be an up-to-date Mutual Aid Agreement signed by both agencies.

II.

POLICY
A. When the Landis Fire Department is dispatched to assist a neighboring company, the
apparatus that has been dispatched will respond, unless that truck is out of service, it is
not at the same station that the responding crew is currently at, or the on-duty officer sees
that another truck would fit the incident criteria better at the time.
B. Once the first truck has responded to the mutual aid incident, other fire personnel can
respond to Landis Fire Station 44/58 for district coverage, but not to the scene of the
initial incident, unless Incident Command of the mutual aid incident requests additional
resources.
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Discipline Philosophy
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 100.06

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
Discipline in a fire organization must be maintained in order to maintain and enhance
public trust.

II.

POLICY
The goal of the Landis Fire Department is to be consistent and fair in the review of
behaviors, which may be determined to be unacceptable. The purpose of discipline is to
correct the behavior when possible, recognizing that some unacceptable behaviors may
rise to a level requiring employee termination. Consistency is defined as holding
everyone accountable for unacceptable behavior. Fairness is understanding the
circumstances that contributed to the behavior while applying the consequences in a way
that reflects this understanding.

III.

PROCEDURES
The following factors must be considered in order to determine a consistent and fair
corrective or disciplinary action related to unacceptable behavior.
A.

Employee Experience
A relatively new employee (or a more experienced employee in an unfamiliar
assignment) will be given greater consideration when judgment errors are made.
In the same vein, employees who make judgmental errors that would not be
expected of one who has significant amount of experience may expect to receive
more serious sanctions.

B.

Employee Motivation
Was the employee operating in the public interest? An employee who violates a
policy in an effort to accomplish a legitimate fire purpose that demonstrates an
understanding of the broader public interest inherent in the situation will be given
more positive consideration in the determination of consequences than one who
was motivated by personal interest.
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POLICY # 100.06

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

C.

Intentional / Unintentional Errors
Generally, intentional errors will be treated more seriously and carry greater
consequences than unintentional errors.

D.

Degree of Harm
Harm can be measured in a variety of ways. It can be measured in terms of the
monetary cost to the department and community. It can be measured in terms of
the personal injury the error causes or it can be measured by the impact of the
error on public confidence and trust in the organization.

E.

Employee’s Past Record
To the extent allowed by law and policy an employee’s past record will be taken
into consideration in determining the consequences of a failure to meet the
department’s expectations.
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Legal Disclaimer
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 100.07

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

The directives contained in this policy manual are applicable to Town of Landis employees
assigned to the Landis Fire Department and are for departmental use only. The policies contained
herein are not intended, and shall not be construed, to create any right or benefit, substantive or
procedural, enforceable at law or otherwise, by any third party against the Town of Landis, the
Landis Fire Department, or the members, employees, agents, or other associated personnel
thereof. Departmental policies are not to be construed as creating higher standards of safety or
care in a legal or evidentiary sense with respect to third party claims. Violations of policy may
form the basis for administrative sanctions.
No policy or provision in the policy manual is intended to create a contract binding the employee
or the employer to an agreement of employment for a specific period of time. No provision or
portion of the policy manual constitutes an implied or expressed contract, guarantee, or
assurance of employment or any right to an employment-related benefit or
procedure. Employment can be terminated by either the employee or Town of Landis at any
time, for any reason, with or without notice. No representative or agent of the Town of Landis,
other than the Town Manager, can authorize or sign an employment agreement contrary to the
above terms or otherwise make any binding offer of employment for a specific term.
In the event of any conflict between these policies and any policy or ordinance of the Town of
Landis, the provisions of town policies and ordinances shall prevail. Likewise, nothing in these
policies shall be construed to circumvent or supersede any local, state or federal law. If a conflict
between these policies and any law arises, the law shall prevail.
For the purposes of this manual, the terms Chief, Fire Chief, and Public Safety Director are
interchangeable and synonymous unless otherwise noted. Likewise, the terms Assistant Fire
Chief and Assistant Public Safety Director are interchangeable and synonymous unless otherwise
noted.
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Affirmative Action
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 200.01

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

The department will provide each employee, and applicant for employment, an equal opportunity
based on ability and fitness without discrimination because of race, color, sex, religion, or
national origin. This guarantee will be applied to all aspects of employment including
recruitment, selection, placement, training, promotion, disciplinary action, etc. All employees of
this department, regardless of position, will be expected to comply with the policy.
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Department Personnel
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES
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POLICY # 200.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

Firefighters are frequently required to make decisions affecting human life and in difficult
situations where there is no opportunity to seek advice and little time for reflection. The fire
service requires a firefighter to have the stamina, intelligence, moral courage, and emotional
stability necessary to deal fairly and impartially with human beings in many complicated and
potentially explosive situations. To obtain the caliber of personnel necessary to provide the
public with professional fire services, it is essential that the department participate in the
recruitment and selection of potential firefighters. Thereafter, the department must provide
training for all members and promote the most qualified.
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Grievance Procedures
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 1 of 3

POLICY # 200.03

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
The purpose of this policy is to:

II.

1.

Provide employees a procedure by which their complaints can be considered
rapidly, fairly, and without reprisal.

2.

Encourage employees to express themselves about the conditions of work, which
impact them as employees.

3.

Promote better understanding of policies, practices, and procedures that affect
employees.

4.

Instill in employee’s confidence that personnel actions are taken in accordance
with established, fair, and uniform policies and procedures.

5.

Develop in supervisors a greater sense of responsibility in their dealings with
employees.

POLICY
It is the policy of the Landis Fire Department to provide procedures whereby employees
may resolve disputes or complaints concerning the terms or conditions of their
employment.
THIS POLICY PROVIDES A QUICK OVERVIEW OF THE GRIEVANCE
PROCEDURES AS OUTLINED IN THE TOWN OF LANDIS’ PERSONNEL
POLICY MANUAL OF SUCCESSVIE STEPS TO BE TAKEN IN GRIEVANCES.
ALL EMPLOYEES SHOULD REFER TO THE TOWN OF LANDIS’
PERSONNEL MANUAL, SECTION 4, GRIEVANCE PROCEDURES, FOR FULL
INFORMATION CONCERNING THE STEPS, TIMELINES, AND
PROCEDURES TO BE FOLLOWED. THE TOWN OF LANDIS’ PERSONNEL
POLICY MANUAL SUPERCEDES THIS POLICY SHOULD A CONFLICT
ARISE.

III.

DEFINITIONS
Grievance: A claim or complaint based upon an event or condition which affects the
circumstances under which an employee works, allegedly caused by misinterpretation,
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ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

unfair application, or lack of established policy pertaining to employment conditions. A
grievance might involve alleged safety or health hazards, unsatisfactory physical
facilities, surroundings, materials or equipment, unfair or discriminatory supervisory
practices, unjust treatment by fellow workers, unreasonable work quotas, or any other
grievance relating to conditions of employment.
IV.

PROCEDURES
A.

Conditions and Limitations:
When an employee or group of employees has a grievance, the following
successive steps are to be taken. The number of days indicated at each level
should be considered as the maximum number of working days unless otherwise
provided. However, when mutually agreed upon, the time limits given below may
be extended.
1.

The employee with a grievance shall present the matter orally or in writing
to his immediate supervisor within 15 calendar days of the time the
employee learns of its occurrence, with the objective of resolving the
matter informally. The supervisor should, and is encouraged to, consult
with any town employee or firefighter deemed necessary to reach a correct,
impartial, and equitable determination and shall give the employee an
answer as soon as possible but within 10 calendar days. The grievance and
answer shall be reported to the supervisor's immediate superior.

2.

If the grievance is not resolved during step (1), the employee or group of
employees may file the grievance in writing within 10 calendar days with
Fire Chief, who shall review the grievance and render a decision in writing
within a maximum of 10 calendar days. If the supervisor with whom the
informal grievance is filed under step (1) is the Fire Chief, the Fire Chief
need not hear the grievance again, but the grievance and the Chief’s
response should be stated in writing.

3.

If the grievance is not resolved to the satisfaction of the employee or group
of employees, they may ask within ten calendar days that the written
grievance presented in step (2) be referred to the Town Manager. The
Town Manager shall review the grievance and shall respond within 10
calendar days. The Town Manager's decision shall be the final decision.
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Grievance Procedures
Effective Date: 11/01/2021
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POLICY # 200.03

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

B.

Information Which Should be Included in Filing a Grievance
1)

The employee’s name;

2)

The supervisor’s name;

3)

Identify the grievance;

4)

Date(s) of the incident giving rise to grievance;

5)

Date grievance submitted and to whom; and,

6)

Statement of relief sought.

Page 3 of 3
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Harassment & Discrimination
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 1 of 4

POLICY # 200.04

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
To maintain a work environment free of harassment and discriminatory treatment,
intimidation, ridicule or insult; and to provide procedures for reporting, investigating and
resolving complaints of harassment and discrimination.

II.

POLICY
Landis Fire Department employees shall treat one another with respect and dignity.
Harassment or discrimination against employees or applicants for employment based
upon race, color, sex, national origin, religion, age, or disability violates state and federal
law. It also is unlawful to retaliate against an employee or applicant for employment
based upon that individual’s prior participation in protected equal employment
opportunity activity. Employees of the Landis Fire Department shall not engage in such
unlawful or inappropriate harassment or discrimination.
THIS POLICY PROVIDES A QUICK OVERVIEW OF THE HARASSMENT
POLICY AS OUTLINED IN THE TOWN OF LANDIS’ PERSONNEL POLICY
MANUAL. ALL EMPLOYEES SHOULD REFER TO THE TOWN OF LANDIS’
PERSONNEL MANUAL, SECTION 6, HARASSMENT PROHIBITED, FOR
FULL INFORMATION CONCERNING THE STEPS AND PROCEDURES TO BE
FOLLOWED. THE TOWN OF LANDIS’ PERSONNEL POLICY MANUAL
SUPERCEDES THIS POLICY SHOULD A CONFLICT ARISE.

III.

DEFINITION
Harassment: Verbal, non-verbal, or physical conduct that is unwelcome and unreasonably
interferes with an employee’s job performance or creates an intimidating, hostile or
offensive working environment based upon an individual’s race, color, sex, religion, age,
national origin, veteran status, genetic information, or disability. Harassment is unlawful
when committed by a co-worker, supervisor, customer or vendor of the department.
Harassment is defined as conduct that culminates in tangible employment action or is
sufficiently severe or pervasive as to create a hostile work environment.
Unlawful Discrimination: Taking an unjustified adverse employment action against an
employee because of that employee's race, color, sex, religion, age, national origin,
veteran status, genetic information, disability, or prior participation in protected equal
employment opportunity activity.
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IV.

HARASSING CONDUCT
Examples of prohibited harassing conduct based upon a person’s protected status include,
but are not limited to:

V.

1.

Verbal: Epithets; slurs; ethnic, racial, or sexual jokes or derogatory statements;
negative stereotyping; threats; suggestive sounds or noises, verbal intimidation or
hostile statements.

2.

Non-Verbal: Inappropriate, offensive, or graphic materials that are posted or
displayed on Town property or elsewhere in the workplace; inappropriate gestures
and leering.

3.

Physical: Requests for sexual favors in exchange for employment benefits; the
invasion of personal space; assault; blocking movement; cornering, kissing,
patting, bumping, grabbing, stroking, massaging; inappropriate touching of
another or oneself; pushing or threatening motions and gestures.

COMPLAINT PROCEDURES
1.

Any employee who encounters unlawful harassment or discrimination is
encouraged to inform the harasser that his or her actions are unwelcome and
offensive.

2.

Any employee who believes that he or she is being harassed or discriminated
against should report the incident(s) as soon as possible to one of the following:
his/her supervisor; a supervisor higher in the chain of command; the Human
Resources Director, or a member of the Town Manager’s Office. Immediate
reporting of harassment and discrimination allows the town to respond as soon as
possible so that steps may be taken to shield the employee from further
harassment and discrimination, and so that an appropriate investigation can be
initiated.
(a)

The supervisor or other person with whom a complaint is lodged shall
document the allegations and immediately forward the information to the
Fire Chief and Human Resources Director for a prompt investigation.

(b)

The Fire Chief shall notify the Director of Human Resources of the filing
of the complaint of discrimination or harassment.
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(c)

3.

The Fire Chief, Director of Human Resources, or their appropriate
designee shall be responsible for investigating allegations of
discrimination or harassment.

This policy does not preclude any employee from filing a complaint or grievance,
internally with the town, or externally with a different agency, such as the Equal
Employment Opportunity Commission.

SUPERVISOR'S RESPONSIBILITIES
Each supervisor shall be responsible for preventing acts of harassment and
discrimination. This responsibility includes:
1.

Monitoring the work environment on a daily basis to ensure that harassment and
discrimination are not taking place.

2.

Taking action to discontinue any observed acts that may constitute unlawful
harassment or discrimination. Supervisors shall also document the conduct
observed and the action he or she took in order to prevent future similar acts.
Supervisors must intervene and document their actions regardless of whether the
observed inappropriate conduct took place between or among employees under
their supervision.

3.

Every supervisor who learns of an incident of harassment or discrimination has a
duty to report it. If anyone notifies a supervisor of harassment or discrimination
in the workplace, either verbally or in writing, that supervisor shall document the
allegation and forward the complaint through the chain of command.

RESPONSIBILITY OF ALL EMPLOYEES
Each member of the Landis Fire Department shall assist in the prevention of
discrimination and harassment by:
1.

Refraining from participation in or encouraging actions that could be perceived as
harassment or discrimination;

2.

Reporting acts of harassment or discrimination to the appropriate supervisor; and
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3.

Encouraging any member who confides that they are being harassed, to report
these acts to a supervisor, the Fire Chief, or the Town of Landis Human Resources
Director

RETALIATION
The Landis Fire Department prohibits retaliatory action of any kind against an employee
or applicant for employment because that person filed a complaint or charge of
discrimination; or assisted, testified or participated in any manner in a hearing,
proceeding or investigation of a charge or complaint of employment discrimination or
harassment.
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I.

PURPOSE
The purpose of this policy is to inform employees of the proper procedure to be followed
whenever an employee is at risk of an exposure to an infectious disease such as Hepatitis
B or HIV. These guidelines are set forth to ensure that all personnel who may be exposed
to an infectious disease are adequately protected.

II.

DISCUSSION
It is recognized that certain employees of the Landis Fire Department may risk exposure
to infectious disease while performing their duties. The following personnel have been
determined to be at risk: All personnel.

III.

DEFINITIONS
A.

Blood Borne Pathogens: Pathogenic microorganisms that are present in human
blood and can cause disease in humans. These pathogens include, but are not
limited to, Hepatitis B Virus (HBV) and Human Immunodeficiency Virus (HIV).

B.

Contaminated: The presence or reasonably anticipated presence of blood or other
potentially infectious body fluids on an item or surface.

C.

Contaminated Laundry: Any contaminated garment or uniform worn by an
employee.

D.

Contaminated Sharps: Any contaminated object that can penetrate the skin.

E.

Engineering Controls: Methods of protection, isolation or removal of blood borne
pathogens from the workplace.

F.

Occupation Exposure: Reasonably anticipated skin, eye or mucous membrane
contact with blood or other potentially infectious body fluids that may result from
the performance of an employee’s duties.

G.

Other Potentially Infectious Materials (OPIMS): Semen, vaginal secretions,
cerebrospinal fluid, pleural fluid, saliva, any body fluids in situations where it is
difficult or impossible to differentiate between body fluids.
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IV.

H.

Personal Protective Equipment (PPE): Specialized clothing or equipment worn by
an employee for protection against a hazard.

I.

Biohazardous Waste: Liquid or semi-liquid blood or other potentially infectious
body fluids; contaminated items that are contaminated with blood or other
potentially infectious body fluids that are capable of releasing these infectious
materials during handling; and contaminated sharps.

J.

Universal Precautions: An approach to infection control. According to the
concept of universal precautions, all human blood and certain human body fluids
are treated as if known to be infectious for HIV, HBV or other blood borne
pathogens.

K.

Work Practice Controls: Controls that reduce the likelihood of exposure by
altering the manner in which a task is performed.

UNIVERSAL PRECAUTIONS
All personnel will practice universal precautions to prevent contact with human blood or
other potentially infectious materials.
A.

All at-risk personnel will use barrier precautions to prevent exposure to the skin
and mucous membranes (eyes, nose, mouth) when contact with blood or other
potentially infectious materials are anticipated.

B.

Disposable gloves (single use) will always be replaced as soon as practical when
visibly contaminated, torn, and punctured or when their ability to function as a
barrier is compromised. Disposable gloves will not be washed or decontaminated
for re-use.

C.

Masks and protective eyewear will be worn when performing duties that are likely
to generate splashes, sprays and spatters of blood or other potentially infectious
materials.

D.

Aprons or other protective body clothing will be worn when performing duties
likely to generate splashes of blood or other potentially infectious materials.

E.

Body suits, hoods, and shoe covers will be worn in instances when gross
contamination can reasonably be anticipated.
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F.

Hands or other skin surfaces will be washed immediately and thoroughly if
contaminated with blood or other potentially infectious materials. Hands will also
be washed after removing protective gloves.

G.

Safety precautions within this policy will be followed to prevent injuries caused
by needles or other sharp instruments.

H.

All sharps (e.g., needles) will be placed in properly labeled puncture proof and
leak resistance containers with the international biological hazard symbol and the
wording “biohazard”.
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V.

ENGINEERING AND WORK PRACTICE CONTROLS
Engineering and work practice controls will be used to eliminate or minimize employee
exposure.
A.

Safe Work Practices:
1.

Eating, drinking, smoking, applying cosmetics or lip balm and handling
contact lenses are prohibited in work areas where there is a reasonable
likelihood of occupational exposure.

2.

Food and beverages will be consumed only in a safe designated area.
Food and drinks will not be kept on countertops or bench tops where
blood or other potentially infectious materials are present.

3.

Employees will wash hands immediately or as soon as feasible after
removal of gloves or other personal protective equipment. The
department issued antiseptic hand cleansers or towelettes will be used if
hand-washing facilities are not available.

4.

Employees will wash their hands or any other skin with soap and water; or
flush the mucous membranes with water immediately or as soon as
possible following contact with blood or other potentially infectious
materials.

5.

Smoking is permitted in designated areas only.

6.

The mucous membranes (eyes, nose, and mouth) will be protected when
there is a likelihood of spatters or splashes from blood or other potentially
infectious materials. All procedures will be performed in a manner which
minimizes splashing, spraying, spattering and the generation of droplets of
these substances.

7.

Contaminated needles or other contaminated sharps will not be bent,
recapped, sheared, broken or removed. Immediately, or as soon as
possible, contaminated sharps will be placed in containers, which are
puncture resistant, leak resistance and properly labeled. These containers
will be disposed of properly.

30

Infectious Disease Control Plan
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 5 of 7

POLICY # 200.05

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

B.

8.

Biohazardous waste or other potentially infectious waste material will be
appropriately packaged and labeled and placed in a properly marked
biohazardous waste container for disposal.

9.

Any blood or body fluid related accident (i.e., needle stick, blood or body
fluid splatter or splash to the mucous membranes) will be reported to your
immediate supervisor. The supervisor shall follow the guidelines
contained in Section VII of this policy.

10.

Any equipment which has been contaminated with blood or other
potentially infectious materials will be decontaminated with a 10:2 water
and bleach (5.24% Sodium Hypochlorite) (household bleach) solution or
Isopropyl Alcohol. Allow the equipment to air dry before further use.

Personal Protective Equipment
1.

Personal protective equipment will be provided, at no cost to all personnel
that are at risk of occupational exposure. Personal protective equipment
will include the following: disposable gloves, aprons, laboratory coats,
face shields or masks and eye protection, as needed and appropriate.

2.

Personal protective equipment will be used for all occupational exposure
situations, however, the employee based on his/her training and
experience may temporarily or briefly decline the use of the equipment if
its use would prevent delivery of immediate healthcare or public safety
services or would pose an increased hazard to the safety of the employee.

3.

Situations in which personal protective equipment was temporarily or
briefly declined will be investigated and documented to determine if
changes can be instituted to prevent future occurrences.

4.

Appropriate personal protective equipment in appropriate sizes will be
readily accessible to each at risk employee.

5.

Gloves will be worn when it can be reasonably anticipated that the
employee may have contact with blood, other potentially infectious
materials, and when handling or touching contaminated items or surfaces.
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C.

VI.

6.

Repair, replacement or disposal of personal protective equipment will be
provided at no cost to the employee.

7.

Personal protective equipment will be utilized when working with
potentially infected individuals and potentially infectious materials.

8.

If a garment(s) is penetrated by blood or other potentially infectious
material, the garment(s) must be removed immediately or as soon as
feasible. The garment(s) should be safely placed in a biohazard bag and
appropriately sealed. Arrangements will be made to have the item(s)
laundered. Employees should maintain and store a clean uniform or duty
garments at the fire department to utilize in the event of garment
contamination.

9.

Personal protective equipment will be removed prior to leaving the work
area where there is reasonable likelihood of occupational exposure. All
personal protective equipment will be placed in a biohazard bag and
appropriately sealed, labeled and placed in a biohazard waste container.

Contaminated Waste Management
1.

Containers or bags will be provided to all at risk personnel. The container
or bag will be marked with the international biological hazard symbol and
the wording “BIOHAZARD”.

2.

All contaminated materials or contaminated personal protective equipment
intended for disposal will be placed in a biohazard bag. The bag will be
sealed and promptly placed in a biohazard waste container for proper
disposal.

3.

Contaminated materials or contaminated personal protective equipment
will be disposed of properly in strict accordance with this policy.

HEPATITIS B VACCINATION
A.

Employees who have occupational exposure will be provided, at no cost, the
Hepatitis B vaccine and vaccination series, as well as post-exposure evaluation
and follow-up procedures.
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VII.

B.

The Hepatitis B vaccine and the future booster(s) will be available to employees
who have an occupational exposure, unless they have previously received the
complete Hepatitis B vaccination series and antibody testing has revealed the
employee is immune or the vaccine is contraindicated for medical reasons.

C.

A Hepatitis B prescreening program will not be a prerequisite for receiving the
vaccination.

D.

An employee who initially declines the Hepatitis B vaccination will be permitted
to receive the vaccination at a later date.

E.

Employees who decline to accept the Hepatitis B vaccination will be required to
sign a waiver statement.

POST EXPOSURE PROCEDURE
A.

B.

Any exposure, or possible exposure, to an infectious disease is to be treated as a
job-related injury.
1.

The concerned employee’s supervisor shall thoroughly investigate and
document the incident.

2.

The concerned employee shall report as soon as is possible to an
appropriate medical facility for proper testing and evaluation.
Arrangements for testing and evaluation will be coordinated by the Fire
Chief, his designee, or the Human Resources Director.

Evaluation and response to exposure of fire employees to infectious diseases will
be handled and coordinated by the Fire Chief, his designee, or the Human
Resources Director. The Town’s Workers Compensation Insurance Program will
be utilized in the event the employee does contract some disease during the
performance of his job. Payment of applicable medical bills and the extension of
other benefits will be coordinated by the Human Resources Department or
designee.
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I.

PURPOSE
The purpose of this policy is to establish ride-along program procedures that will govern the
program. This program will provide the public who meet the requirements, the opportunity to
observe activities to gain a better understanding of the day-to-day operations and
responsibilities of the fire department.

II.

POLICY
The Landis Fire Department encourages community involvement in the operation of the Fire
Department both during emergency and non-emergency related events. This policy will allow
qualified and approved ride-along participants to be an observer of fire department personnel
for legitimate civic or educational reasons. The ride-along program shall be regulated through
the Fire Department’s administration.

III.

PROCEDURES
A. BACKGROUND
The ride-along program allows an individual that meets the requirements of the ridealong policy to respond to emergencies with the Landis Fire Department during the ridealong period. The program allows for the participant to witness the role of the firefighter
and gain knowledge of the profession and the importance of firefighters in our
community.
B. WARNING
Fire Department work and the duties of Department members may be dangerous. A ridealong may involve hazards to the health of citizens who desire to participate. There is the
possibility that a citizen could be seriously injured or killed during a ride-along. This
danger must be weighed against the value of exposure to the types of duties that
Department employees perform.
C. APPLICATION
Any individual who wishes to participate in the ride-along program must complete a Fire
Department Ride-Along Application and Release of Liability at least ten (10) days prior
to the requested date for the ride-along. All documents must be completed in their
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entirety. Any application missing the required information, or one which is not
completed in its entirety, will be denied.
Complete applications will be forwarded to the Fire Chief, or his or her designee, to
determine participant eligibility. Applicants will be notified in writing as to the decision
of eligibility and approval to participate. This written notification includes, if any, the
reason(s) for the denial of the ride-along request. All documents related to the
application shall be maintained by the Department pursuant to the Landis Fire
Department record retention schedule, as well as all applicable state laws.
D. ELIGIBILTY
Citizens desiring to participate in the ride-along program must apply for and obtain
permission from the Town of Landis Fire Department. The Fire Chief, or his or her
designee, will consider the reason the applicant wishes to participate, along with the
frequency, duration, and hours requested.
In order to participate in the Fire Department Ride-Along Program, the applicant shall
meet the following criteria, or fall within an exception outlined below:
A.

Each participant must be at least sixteen (16) years of age or older. Any ridealong participant under the age of eighteen (18), must have signed permission of a
parent or legal guardian as required on the Application and Release of Liability
Agreement.

B.

Each participant should be in good health and be free of any conditions that may
restrict department personnel from performing their official duties. Individuals
with severe or communicable illnesses will need to reschedule their approved
ride-along to a time when the participant is no longer ill. The Department will, to
the extent possible, make every effort to provide reasonable accommodations to
any person interested in participating in the ride-along program.

C.

Applicants must read and complete a written application and acknowledge the
risks associated with participation in the ride-along program through the
execution of a written Release of Liability Agreement.

D.

Applicants must agree to keep personal and protected information gained during
the ride-along confidential.
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E.

Applicants shall not have been convicted of a felony, serious criminal or traffic
offense or have been named in a protection order or restraining order granted by
the court within the previous year. Applicants shall not be named as a defendant
in a pending criminal case. Applicants must consent to the Town of Landis
conducting a criminal background check and may be required to pay for the actual
costs of such background check.

F.

Each participant shall agree to follow all directions of the on-shift Officer to
which they are assigned, as well as all rules of the ride-along program and/or the
Town of Landis.

E. HIPAA COMPLIANCE
Under the requirements of the federal Health Insurance Portability and Accountability
Act (“HIPAA”), ride-along participants who come into contact with private, healthrelated information will be required to agree, in writing, to keep all confidential
information learned during their ride-along participation confidential.
F. RIDE-ALONG RULES AND CONDUCT OF PARTICIPANTS
A.

Only one participant shall be permitted to ride-along in an emergency response
vehicle at any time.

B.

Ride-along availability is limited to Monday-Friday, between the hours of 8:00
a.m. and 8:00 p.m., except in special circumstances as approved in the sole
discretion of the Fire Chief, or his or her designee. The hours, locations, and
assignments for which applicants will be allowed to participate are to be
determined by the Fire Chief, or his or her designee.

C.

Participants will not be allowed to participate, directly or indirectly, in situations
that may jeopardize the safety of the ride-along participant, any Department
personnel, or the general public.

D.

A patient or member of the public who is receiving services has the absolute right
to refuse to allow participants to observe any procedures performed by EMS or
other members of the Department. If a patient does not consent to the
Participant’s observation, the Participant will not be allowed to witness any
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procedures and will need to wait in a location as directed by the Department
member in charge.
E.

The Department reserves the right to alter or change the procedures and
guidelines for the ride-along program at any time.

F.

The Department and/or any Department personnel may terminate the ride-along at
any time, for any reason, and transport the ride-along participant back to the Fire
Department, or other location of origin. Examples of reasons why an employee
may terminate the ride-along include, but are not limited to, the ride-along
participant’s conduct, safety, violation of the rules of conduct, or Department
response needs. If necessary, Department personnel shall notify the Fire Chief, or
his or her designee of the ride-along participant’s termination. The on-shift
officer shall indicate the termination and the reasons for the termination on the
application form.

G.

Fire Department employees assigned to a ride-along participant should use
appropriate caution to ensure that the citizen is not placed in unduly dangerous or
hazardous situations. Employees should not engage in dangerous situations, to
the extent possible, with ride-along participants.

H.

Department personnel will explain the potential hazards that may be encountered
and the necessity for participants to immediately obey all instructions.
Participants shall follow the rules of the program as well as any directions of the
supervising Department member or the firefighter to which they are assigned.

I.

All ride-along participants are only observers of the Department’s operations. No
participant shall become involved in any incidents unless specifically instructed to
do so by an authorized member of the Department.

J.

Participants shall respect and preserve the confidentiality of all names of persons
or information learned through the program, unless otherwise authorized.

K.

Participants shall not operate any vehicle during their ride-along.

L.

Participants shall not use Department equipment except when directly authorized
by department staff or in extreme emergencies.
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M.

Participants shall be required to wear seatbelts at all times and remain within the
Department’s vehicle, unless otherwise directed by authorized Department
personnel.

N.

Participants are prohibited from possessing or carrying firearms or any other
weapons. Participants are not allowed to record, photograph or capture sensitive
information or have cell phones out during public interaction while on scene.

O.

Participants shall not smell of, possess, or consume alcoholic beverages or drugs
before or during the ride-along.

P.

Participants shall wear appropriate, business casual dress at all times during the
ride-along, including supportive shoes or boots. The Fire Chief, or his or her
designee, has the sole authority to determine whether a participant is appropriately
dressed. Inappropriate dress may be cause for immediate cancellation of the ridealong. Unless provided by the Department, ride-along participants shall not wear
any clothing that implies direct association with the Department.
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RIDE-ALONG APPLICATION
All qualified personnel are required to complete the following application in order to participate in a ride
along program. The rider must present a valid operator's license or Photo ID with this application before
any authorization is completed. A copy will be made and attached to the application.

1. Full Name: _______________________________________________________________________
2. Drivers License Number and State: ___________________________________________________
3. Address: ________________________________________________________________________
4. Previous address: ____________________________________________________
5. Age____________ Date of birth: _______________________________________
6. Place of employment: _________________________________________________
__________________________________________________________
7. Length of employment: _______________________________________________
8. Name of spouse or person to contact in the event of an emergency:
____________________________________________________
9. Have you ever been arrested, and if so for what reason: _____________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
10. Nickname(s) used: ___________________________________________________
11. Number to call in case of emergency: ____________________________________

___________________________________
Applicant’s Signature
Date
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Rules and Regulations of Ride-Along Participants
The following is a list of rules and regulations that apply to ride-along participants, but such list is
not all-inclusive:
(a).

All participants in the Ride-Along Program are required to utilize a seat belt while in a
Town vehicle.

(b).

Participants shall wear appropriate clothing and maintain a professional attitude.

(c).

Participants must recognize that their participation is strictly limited to that of an observer.

(d).

Participants will remain inside the fire vehicle when calls for service and other official duties
are being performed unless specifically directed by the senior officer/firefighter.

(e).

Participants may request to ride with specific members, and members may request
permission for specific civilians to ride with them. However, assignment of civilian riders to
specific members will be at the discretion of the duty officer unless otherwise specified by
the Fire Chief.

(f).

Participants are prohibited from carrying or possessing firearms while riding in departmental
vehicles.

(g).

Participants are prohibited from consuming any alcoholic beverage for at least 8 hours prior
to the scheduled ride-along.

(h).

Participants are prohibited from operating any Town of Landis Fire vehicles or equipment
while participating in a Ride-Along.

(i).

Participants shall not record or photograph any fire activities while engaging in a RideAlong.

By signing below, I acknowledge the rules, requirements, and expectations of the Landis
Fire Department’s Ride-Along program.
Signature of Applicant: ___________________________
Printed Name: __________________________________

Date: ________________
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Landis Fire Department and Town of Landis
Ride- Along Program Release and Waiver Form

The undersigned applicant has requested the Fire Chief to allow him/her to ride in a fire vehicle at a
specified time with a member of the Landis Fire Department for the purpose of observing the member’s
activities.
The undersigned applicant understands that riding in a fire vehicle is an inherently dangerous activity,
which may suddenly place the rider in circumstances beyond the control of the department or the
member. By signing this waiver, the applicant voluntarily acknowledges the inherent risk of physical
injury or death that may result from his or her participation in a ride-along. The undersigned specifically
assumes the risk of injury or death associated with his or her participation in the ride-along.
Accordingly, the applicant on behalf of himself/herself and his/her heirs, assigns or personal
representatives, hereby agree to waive and release all claims he/she may have for any physical or
psychological injuries, including death, sustained while participating as an observer riding along in a fire
vehicle. This waiver shall be for the benefit of the member operating the vehicle, the Landis Fire
Department, the Town of Landis and any employees or agents of the Town of Landis.
In witness thereof, the undersigned hereunto sets his/her hand and seal.
_____________________________________
Applicant’s Full Name (Printed)
___________________________________
Applicant’s Signature ____________________________
Date Requested: _____________

Date

___________________

Date Expired: ____________ # of Rides: ________

NORTH CAROLINA
________________ COUNTY
I, ______________________________________, a Notary Public for said County and State, do
hereby certify that _____________________________________, personally appeared before me
this day and acknowledged the due execution of the foregoing instrument.
Witness my hand and Notorial seal, this ______day of ______________, and 20 ________.
______________________________________
Notary Public

My Commission Expires: _____________________
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APPLICANT CRIMINAL HISTORY REPORT
Arrest History?
Yes
No
If yes, please list charges and dates:
______________________________________________________________________________
______________________________________________________________________________
Warrants?
Yes
No
If yes, please list:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Date Application Received: __________________________
Background check completed by: ____________________________________
Date: ______________
Application:

Approved

Denied

Signature: _____________________________________________
If denied, please explain:
______________________________________________________________________________
______________________________________________________________________________
ASSISTANT FIRE CHIEF REVIEW
Date Application Received: _____________________________

Approved

Denied

If denied, please explain:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Assistant Fire Chief Signature: ___________________________________
Date: _______________
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DENIED APPLICANT NOTIFICATION
Applicant notified by: _____________________________
Date/Time: ____________________________
Signature: ___________________________________________________________
POST RIDE-ALONG INFORMATION
Host Member/Shift: _____________________________Primary Vehicle No.: __________
Date of Ride-Along: ___________________
Time of Ride-Along: _______________ to _____________
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I.

PURPOSE
To provide a healthy, comfortable and productive work environment for employees.

II.

POLICY
The Landis Fire Department:

III.

A.

Prohibits smoking or utilizing tobacco products in any form in all Landis Fire
Department facilities, except for in designated areas. Designated areas shall be
identified by proper signage.

B.

Prohibits smoking in all town and fire vehicles.

C.

Prohibits smoking or using tobacco products on calls or where the general public
is present.

PROCEDURES
A.

Standardized signs will be posted in highly visible areas advising employees and
the public that the use of tobacco products is prohibited.

B.

There will be no changes in length or number of break times to accommodate the
use of tobacco products; authorized employee break times may be used for such
purposes.

C.

Employees should ask the public in a courteous and diplomatic manner to comply
with this policy.

D.

The use of tobacco products will be allowed in outdoor areas only that are
designated for such use.

E.

A person using tobacco products is responsible for the proper disposal of such
products.

F.

All employees are also expected to comply with the Town of Landis’ Substance
Abuse Policy.
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G.

All employees share in the responsibility for adhering to and enforcing this
policy. Any employee who violates this policy should be reported to their
supervisor for appropriate disciplinary action.
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Fire protection is one of the most expensive and complex services provided by the Town. The
extent of service provided depends on the resources made available to the department, and the
way in which those resources are used. To ensure that the highest level of services is obtained
from the resources at its disposal, the department must use the most efficient management and
budgeting techniques available.
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I.

PURPOSE
To establish procedures related to budgeting, accounting, fiscal and inventory
management of the Landis Fire Department.

II.

POLICY
The Landis Fire Department will conduct all fiscal operations of the agency in
accordance with the established controls and procedures of the Town of Landis and
applicable North Carolina law.

III.

PROCEDURES
A.

ADMINISTRATION
1.

Primary authority and responsibility for Town fiscal management,
accounting and budget execution is delegated by the Town Manager to the
Director of Finance and Budget Administrator.

2.

The Fire Chief has responsibility for preparation of the fire budget and the
fiscal management of the department's authorized resources to ensure
compliance with the accounting and budget control procedures established
by the Town of Landis. The fiscal management function includes, at a
minimum:
(a)

Development, coordination and submission of annual budget
requests and periodic budget amendments in accordance with town
requirements as determined by the Budget Administrator and
approved by the Town Manager;

(b)

Supervision of department expenditures and maintenance of
internal fiscal controls, including the submission and authentication
of required documents and the maintenance of internal records
related to expenditures; and

(c)

Review of periodic budget reports related to fire department
expenditures and budget account balances.
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(d)

3.

B.

The Fire Chief manages the fiscal activities and funds allocated to
Administration and Fire Operations. Although the Chief is
ultimately responsible for all fiscal matters of the agency, selected
responsibilities may be delegated to specific individuals or
components in order to facilitate the effective administration and
operation of the Department. The Assistant Fire Chief and/or Fire
Captain will maintain records of appropriations and expenditures;
and monitor expenditure accounts.

Chief Officers are responsible for the following:
(a)

Properly managing fiscal operations and funds to ensure that
expenditures do not exceed appropriated resources;

(b)

Acquisition, distribution, inspection and accounting of
departmental property and equipment assigned to their respective
components; and

(c)

Informing the Fire Chief of any budgetary questions and/or
problems with Town fiscal administration procedures as they relate
to their respective components.

ANNUAL BUDGET
1.

Chief Officers, as well as other designated members, will actively
participate in the preparation of the annual department budget. Such
participation will include, but is not limited to:
(a)

Preparing and submitting the departmental budget, including lineitem budget requests and budget narratives;

(b)

Preparing justification reports /forms for any new personnel
positions, new or expanded costs, and capital outlay; and

(c)

Coordinating budget requests with the development of annual goals
and objectives as required by departmental policy.
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C.

2.

Written recommendations and justification for line-item expenditures will
be based on detailed operational and activity analyses that demonstrates
the specific need or operational capability to be enhanced.

3.

The Assistant Fire Chief or Fire Captain will compile the preliminary
consolidated budget of all departmental areas. Command level meetings
will be conducted to review all unit budgets to assure department-wide
understanding of the final submission data, rationale, and implication for
each organizational unit.

4.

Upon adoption of a final budget ordinance by the Town Council,
Command Staff will be provided with a copy of the final budget, and will
take appropriate action to ensure proper accounting and control of
expenditures.

POSITION CONTROL
1.

As part of the annual budget process, the number and classification of
authorized positions for the Fire Department is established by Town
Council. The Fire Chief or his designee will ensure that the number and
classification of positions filled are in accordance with the positions
authorized by Council. Requisitions for supplemental personnel or
staffing of vacant positions will be prepared and submitted as needed in
accordance with procedures established by the Town.

2.

The Chief’s Office or his designee will submit Personnel Action Forms to
the Director of Human Resources on any reported change in position
classification of employees to ensure proper position accounting.
Personnel listings received from the town Human Resources Director will
be verified and any discrepancies brought to the attention of the Fire
Chief.

3.

To assist in managing position control, the department will maintain a
staffing table showing the number of allocated positions, the number of
positions filled and vacant, and the number of any outstanding conditional
offers of employment.
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D.

E.

PURCHASING
1.

All departmental transactions pertaining to the requisition and purchase of
equipment, supplies and services shall be in accordance with prevailing
law and the fiscal policies of the Town of Landis. The Fire Chief,
Assistant Fire Chief or appropriate Chief Officer/Captain will coordinate
with the authorized town Purchasing Manager in the development of
specifications for items requiring standardized purchases, contracts, or
formal bidding procedures. Formal bids, when required, will be
administered in accordance with applicable law and town policy. The Fire
Chief will have the authority to make the final departmental determination
regarding all purchases or acquisitions.

2.

Requisitions or procurement card purchases for the purchase of
equipment, supplies or services are to be submitted through use of
approved forms (e.g. purchase requisition, procurement card reconciliation
or check request). All such transactions are to be properly prepared and
submitted through the chain-of-command for approval by the Fire Chief or
his designee.

3.

All documentation relating to the purchase and receipt of equipment,
supplies and services will be prepared and submitted in accordance with
established town policies and procedures.

PETTY CASH
1.

If allocated and available, petty cash fund will be maintained for the
reimbursement of any approved purchase of $50 or less.

2.

Reimbursement for approved purchases in excess of $50 will be handled
via check request, no petty cash funds will be provided.

3.

All requests for reimbursement must be submitted to the Office of the
Chief with appropriate forms and the receipt reflecting purchase of the
item.
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F.

G.

SUPPLEMENTAL APPROPRIATIONS AND FUND TRANSFERS
1.

When situations arise involving circumstances that could not have been
anticipated by prior fiscal planning, the Fire Chief may submit a request
for supplemental appropriations to the Budget Administrator and Town
Manager, who in turn, may seek Town Council authorization.

2.

The Fire Chief may request approval of the transfer of funds from one
departmental account to another in the interest of effective fiscal
management. All requests for fund account transfers must be submitted
via the chain of command on the approved Town form, to the Fire Chief
for final departmental review and approval.

RECEIPT OF FUNDS FROM PUBLIC TRANSACTIONS
1.

Employees may collect monies for all approved scheduled fees. No
disbursement of cash is made from Landis Fire Department.

2.

Employees may receive funds in payment for:
(a) Knox Box
(b) Donations
(c) Other authorized public transactions
The Fire Chief may authorize additional personnel to receive such funds
when deemed in the best interest of the department.

3.

H.

All monies received as a result of authorized public transactions shall be
accounted for by maintaining a daily summary of cash register receipts as
a permanent record.

INVENTORY MANAGEMENT
1.

The Fire Chief is responsible for ensuring departmental compliance with
the Town of Landis’ inventory control procedures. Agency inventory
control functions will include:
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(a)

Proper accession of capital equipment and other capital assets,
including proper marking or attachment of town assigned capital
asset control numbers;

(b)

Proper disposal or disposition of damaged or surplus property;

(c)

Periodic inventory verification; and

(d)

Maintenance of internal inventory control records for departmental
property, non-capital equipment and capital assets.

2.

Distribution, issuance, and accountability for departmental property shall
be a responsibility of Chief Officers, dependent upon the type of property
involved. Department Officers are responsible for evaluating the
operational readiness of property assigned to their respective units through
regular line inspections.

3.

Selected members may be designated responsibility for the control and
maintenance of departmental property not specifically issued or assigned
to an individual employee. Department Officers shall establish property
management responsibilities for items of property assigned. Reporting
and disposition of property that is damaged or surplus will be in
accordance with established town and department policies. Lost, stolen,
or missing property must be reported immediately in writing to the
appropriate supervisor.

4.

The Assistant Fire Chief and/or Fire Captain will be responsible for
maintaining an inventory of all departmental property, equipment, and
other assets.
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I.

PURPOSE
To establish a guideline to maintain the safety of the public and members of the fire
department and to ensure members can discharge their duties in a safe and proficient manner.

II.

POLICY
A. The visiting hours of the station are between the hours of 08:00 and 22:00, unless
amended and approved by the on-duty officer.
B. All visitors must be accompanied by a member of the Landis Fire Department at all
times. When dispatched to a call, visitors must immediately exit the station. Visitors will
be allowed to return when staff clear from the call and return to the station.
C. No one except department members shall be authorized in any sleeping quarters for any
reason.
D. Amorous activity with a visitor is not permitted by any member while on the premises of
the fire department.
E. Visitors shall not be allowed to disrupt the daily work schedule of department members.
F. Children must be accompanied by their guardian(s) at all times. Children may be allowed
to sit in apparatus while accompanied by a member of the fire department. When
escorting visitors in an apparatus bay, members shall not allow children to play on or
around emergency apparatus or equipment.
G. Visitors shall park in the marked spaces behind the fire station. Visitors will not be
allowed to park anywhere that will impede the operation of any fire apparatus.
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I.

PURPOSE
To describe the basic objectives sought and provide guidelines pertaining to antiretaliation for all employees.

II.

POLICY
A. No Employee who in good faith reports a violation of the code of conduct, or other
violation of policy or law, shall suffer harassment, retaliation, or adverse consequences.
B. Any member of the LFD who retaliates against an employee who has reported such a
violation in good faith is subject to discipline up to and including termination of
employment.
C. Any employee who believes that he/she has been subjected to retaliation for engaging in
such protected activity should promptly report the alleged act of retaliation to any
supervisor, the Office of the Fire Chief, or the Town Human Resources Department. Any
supervisors who receive an allegation of retaliation will refer the complaint to the Office
of the Fire Chief.

54

On-Duty Injuries
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 1 of 2

POLICY # 200.12

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
It is the objective of this department to have a uniform procedure for handling injuries
that occur on the job. This is to insure proper medical treatment and documentation. It
also ensures that the department and town’s interests are met.

II.

POLICY
I.

Emergency Treatment:
A. Members who suffer life-threatening or serious injuries while on-duty are to be
transported to the nearest appropriate medical facility.
B. It is the responsibility of department members to immediately assist any other
injured member.

II.

Non-Emergency Treatment:
A. Members who sustain non-serious injuries are to be transported, by the best
means, to the medical facility of their choice or as otherwise dictated by town
policy or procedure.
B. Treatment required outside of normal business hours should be initiated at an
emergency room, urgent care facility, or available medical office of the
member’s choice, or as otherwise dictated by town policy or procedure.

III.

Reporting Requirements:
A. All work-related injuries are to be immediately reported to a supervisor and
documented according to departmental and town policy.
B. Documentation should include, but is not limited to, all required local, state, and
federal forms related to work-related injuries, insurance reporting requirements,
and investigation functions into the circumstances surrounding the injury.
C. The Fire Chief or his designee should be immediately alerted to any member
requiring emergency medical care for a work-related injury or illness.
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IV.

Return to Work Release:
A.

Members who have sustained a debilitating illness or injury may be
examined by a medical provider of the town’s choice, for release to return to
duty regardless of whether the injury or illness was on or off-duty.

B.

If members are required to be examined by a medical provider of the town’s
choice, they should make an appointment as soon as they are well enough to
return to work.

C.

This policy in no way requires a member to obtain an examination for a
minor injury or illness.
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I.

PURPOSE
To establish guidelines for the use and administration of meals and breaks. Members are
allowed meals and breaks, however, they must be taken in a manner which does not
sacrifice protections or services for the Town of Landis.

II.

POLICY
I. Meals:
A. Firefighters:
1. Meals may be taken at any location within the town.
2. Meals may be obtained and taken outside the town limits, subject to call volume
and the needs of the department.
3. Meals obtained and taken outside the town limits shall be limited to the areas of
China Grove and the North Kannapolis areas, unless engaged in training or calls
for service in a different locality.
4. Firefighters are paid during their meals and breaks and can be “called-off” at the
discretion of a supervisor for any reason.
B. Civilian Members:
1. Meals for those members who generally work an 8-hour day will be 1 hour in
length.
2. Length of meals may be adjusted to accommodate work schedule.
II. Breaks:
A. Firefighters:
1. Members may take approved breaks during a tour of duty.
2. Members may take their break(s) at their discretion. The use of breaks shall not
be abused or interfere with the operations or services to the Town.
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B. Civilian Members:
1. Civilian members may take approved breaks during a tour of duty.
2. Civilian member may take their break(s) at their discretion. The use of breaks
shall not be abused or interfere with the operations or services to the Town.
III. Smoking Breaks:
A. Smoking is only permitted in designated areas.
B. Smoking breaks are to be taken in accordance with the Town and departmental
policy concerning use of tobacco.
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I.

POLICY
The purpose of this policy is to provide protocols for the Landis Fire Department (LFD) on
Critical Incident Stress Management (CISM). These protocols are designed to ensure that
members who are involved in Traumatic Incidents, high stress incidents, or Critical Incidents
receive proper stress management support, guidance, and education. When referred to in this
guideline, a CIST member is an affiliate with the Rowan County Emergency Management
Division or third party affiliate of their organization.

II.

DEFINITIONS
Critical Incident — An incident that is unusual, violent, and involves a perceived threat to
or actual loss of human life that may overwhelm an individual’s normal coping mechanisms
and cause psychological distress.
Critical Incident Stress Debriefings — A one-on-one discussion conducted by a licensed,
qualified mental health professional that is designed to help members to understand their
emotional response to a Traumatic or Critical Incident, and strengthen their coping
mechanisms following an incident.
Critical Incident Stress Management — A formal process used to assist an individual who
has been involved in a Traumatic or Critical Incident to return to and maintain an effective
level of functioning.
Directly Involved — Any member, whether participatory or accessory, who is on the scene
of a Traumatic or Critical Incident at the time the incident occurs.
Employee Assistance Program — EAP is a voluntary, confidential program that helps
employees work through various life challenges that may adversely affect job performance,
health, and personal well-being. EAP services include assessments, counseling, and referrals
for additional services to employees with personal and/or work-related concerns, such as
stress, financial issues, legal issues, family problems, office conflicts, and alcohol and
substance use disorders.
Employee Assistance Program Provider — The approved confidential EAP service
provider who responds to member support requests. The EAP provider consists of a staff and
provider network of psychologists, social workers, clinicians, and licensed mental health
practitioners, all who provide confidential counseling and consultation.
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Involved Member — Any member who is directly affected by a Traumatic or Critical
Incident may include, but not be limited to: members who are on the scene at the time of the
incident, those who respond to the scene immediately following the incident, and support
personnel participating in the response to the incident, such as emergency dispatchers and
crime laboratory technicians.
Peer Mentor — An individual who has received training in Critical Incident Stress
Management and who has been designated to provide emotional, social, practical and moral
support to a BPD member. A Peer Mentor can be a sworn or civilian member of the
department. A Peer Mentor is not a counselor or therapist but are trained to recognize and
refer cases that require professional intervention, or are beyond their scope of training, to a
licensed mental health professional.
Peer Support Team — A group consisting of sworn and civilian employees who have been
trained in Critical Incident Stress Management to assist members involved in Critical
Incidents as well as high stress incidents, (e.g. death of a family member, divorce, or
financial hardships). The Peer Support Team consists of a Team Coordinator, Peer Mentors,
and a Mental Health Professional. Peer Support Team members will be required to
participate in the department’s comprehensive response to critical incidents.
Post-Traumatic Stress Disorder (PTSD) — As defined by the National Institute of Mental
Health (NIMH), PTSD includes a group of symptoms, such as disturbing recurring
flashbacks, avoidance, or numbing of memories of a dangerous event, and/or hyper-arousal.
Acute PTSD symptoms usually begin early (within three months of an event), or may be
onset symptoms beginning six months to a year afterwards. Symptoms must continue for
more than a month after the occurrence of a traumatic event, and be severe enough to
interfere with relationships or work to be considered PTSD.
Referral — The process of directing or redirecting a person to an appropriate specialist or
agency for consultation, review, or further action, including but not limited to treatment.
Traumatic Incident — A mentally and sometimes emotionally painful and highly stressful
event that cannot be resolved through normal stress-coping mechanisms. These events may
cause disabling emotional and physical problems unless members are adequately treated. A
Traumatic Incident is defined by an individual's unique, internal reaction to an event, not
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necessarily the external appearance or apparent magnitude of the event. It is not necessarily a
life threatening incident.
III.

PROCEDURES
A. THE CRITICAL INCIDENT
Fire department response to incidents that cause personnel unusually strong emotional
involvement will qualify for some form of critical incident stress intervention (i.e., defusing,
debriefing, or one-on-one contact). The following are examples of incidents that require
intervention:
o Prolonged incident with loss of life or serious injury
o High emotion impact incidents
o Any incident that effects any one crew member profoundly, where he/she may need
confidential support.
o Serious injury or death of a fire department member or other emergency personnel
(including suicide).
o Mass casualty incidents.
o Death of a child, or violence to a child.
o Serious injury or death of a civilian resulting from fire department operations (i.e., auto
accident, etc.).
o Loss of life of a patient following extraordinary and prolonged expenditure of physical
and emotional energy during rescue efforts by fire department personnel.
o Hindered, failed, or complicated situations that affected goals (possibly cause of death, or
injury).
o Drownings or near-drownings involving a child.
o Incidents that attract extremely unusual or critical news media coverage.
o Any incident that is charged with profound emotion.
o Any incident in which the circumstances were so unusual or the sights and sounds so
distressing as to produce a high level of immediate or delayed emotional reaction.
Key Points:
� Debriefing will take place 24-48 hours after notification.
� A location away from the fire station will be used for the debriefing.
� In order to maintain strict confidentiality, ONLY the people involved at the
scene will be admitted to the debriefing room.
� All personnel shall be relieved from duty when possible, to attend
debriefing.
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� CISD is not to be used as a critique of the emergency operation.
Performance issues will not be discussed at the debriefing.
� No media personnel or observers will be allowed in the debriefing.
Information needed when the CISD is requested:
� Name and Title of person requesting CISD
� Information that led to the call for the CISD Team;
� Date and Time of Incident
� Duration of Incident
� Number of victims / patients
� Type of Incident
� Suggested time and location for debriefing
B. INTRODUCTION
Case studies by medical groups of major incidents where numerous injuries or fatalities
occurred have revealed that significant numbers of rescue personnel experienced some form
of stress-related symptoms following the incident. Many of these symptoms were brief, and
most personnel had no long-term detrimental effects. These studies, however, have also
revealed that a small percentage of personnel do experience continuing, long-term
detrimental effects resulting from exposure to such incidents. Some of these effects have
been delayed, surfacing later after a period of no apparent symptoms. Without professional
intervention, these personnel have experienced declining work performance and deterioration
of family relationships as well as increased health problems. Personnel that have been
repeatedly exposed to serious incidents or personally significant incidents, over a period of
time may also exhibit stress-related problems, called cumulative stress. The objective of this
procedure is to provide professional intervention to minimize stress-related injury to Fire
Department personnel.
C. ON-SITE MANAGEMENT
Minimizing exposure to these stressful incidents result in fewer stress-related problems.
Command should reduce this exposure by rotating personnel and by removing initial
personnel from the scene as soon as possible.
Any personnel directly involved in high-stress incidents (particularly previously listed
examples) should be considered as high priority for immediate removal from the scene.
Relief from duty for these personnel may also be a consideration.
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On-site evaluation and contact by a critical incident stress team (CIST) member should also
be considered for some critical incidents when time and circumstances permit. In such
situations, a critical incident stress team member can observe, watch for acute reactions,
provide support, encouragement, consultation, and be available to help resting personnel deal
with stress reactions. Team members should be considered a resource available to Command
for assignment to Rehab, or other sectors as needed.
D. ACTIVATION OF THE CRITICAL INCIDENT STRESS PROCESS
Company officers, the incident commander, and the critical incident stress team members
bear the responsibilities for recognizing significant incidents that require intervention. When
an incident is identified as a "critical incident," a request for a defusing or debriefing should
be made to your lieutenant, captain, chief officer or a critical incident stress team member as
soon as possible.
Any incident commander, company officer, or crew member who may have experienced a
traumatic event may initiate the CIS process by contacting a CIST member, his or her
lieutenant, captain, or chief officer. All other department personnel working in other areas
besides suppression would contact a CIST member or their immediate supervisors. The
CIST member in conjunction with the company officer and/or chief officer will evaluate the
incident and determine what level of intervention is necessary (i.e., defusing or debriefing).
The form of intervention utilized will depend greatly upon how early the team is activated
and the nature of the incident. Strict confidentiality is to be maintained during the entire
process.
CIST members have their own deployment process that will be discussed orally in the event
of a CIST dispatch. The CIST member will also make arrangements for the meeting place.
This method should make the team notification much easier and maintain confidentiality.
Any member who feels the need for a personal, confidential one-on-one or defusing may
initiate the process by contacting a CIS team member or the contracted professional
counseling staff directly.
The CIS team will be responsible for coordinating the critical incident process. Follow-up
care and other support functions may be coordinated by City Social Services, which is CIST
medical control.
E. AFTER ACTIVATION OF THE CIS TEAM
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CIST contacts are left to the discretion of the CIS team member to either contact personnel
involved by telephone or in situations where the critical incident warrants, make contact in
person to determine what form of intervention is necessary.

F. TYPES OF INTERVENTION
The type of intervention by the CIS team will be determined by confidential discussion of the
critical incident with the company officer, crew members, and/or chief officers. Contact with
a CIST team member does not automatically mandate a debriefing, unless it meets required
criteria.
The types of intervention are as follows:
One-On-One - Done by either a Fire Department CIS team member or professional
counselor. One-on-ones may be done anytime.
Defusing - Conducted normally by two Fire Department members, no professional
counselor involved, within close proximity, preferably before going off-shift, 30-45
minutes, informal, confidential.
Debriefing – Critical incident debriefing is not a critique of fire department operations at
the incident. Performance issues will not be discussed during the debriefing. The
debriefing process provides formats in which personnel discuss their thoughts and
reactions and this, reduce the stress resulting from exposure to critical incidents. All
debriefings will be strictly confidential. Debriefings are conducted by professional
counselors and fire department CIS team members and should be done within 72 hours of
the incident but after 24 hours if possible. Debriefings are formal lasting one-to-two
hours and may be preceded by a defusing a short tie after the incident. Follow-up
Debriefings are rare and are usually conducted weeks or months after the incident where
there is concern of delayed or prolonged stress symptoms. This type of debriefing may
be done informally.
G. ATTENDANCE
Attendance of defusing or debriefings is mandatory of all personnel who were directly
exposed to the traumatic aspects of an incident selected for intervention. The CIS team
members involved may grant exceptions following assessment.
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H. LOCATION
Defusing and debriefings may be conducted anywhere that provides ample space, privacy,
and freedom from distractions. Any meeting facilities, centrally-located to the involved
companies, are worthy of consideration. A fire station is not an option. Examples of meeting
places are Fire Training Center, Community Room - Fire Administration, the Center,
Library, City Hospital. Selection of the site will be determined by the CIS team member.
I. STATUS OF CREWS DURING INTERVENTION
During one-on-one, defusing, and debriefings all crews involved will be out of service
(unavailable) and all radios, pagers or other distractions will be secured. Confidentiality will
be strictly maintained.
J. THE CRITICAL INCIDENT STRESS TEAM
The CIS team will consist of professionals in stress-related counseling as well as Fire
Department personnel. The CIS team members' role in the CIS process will be to assist and
support the professional counselors as necessary during a debriefing process. During a
defusing the CIS team members will conduct the defusing without a professional counselor
present. One-on-one meetings may be conducted by either a professional counselor or CIS
team member, depending on what the incident calls for and/or what the involved personnel
request.
K. RELIEVING PERSONNEL FROM DUTY
Circumstances of a critical incident may result in a recommendation by the CIS team that
individuals or companies be taken out of service. Such decisions may include returning
personnel to their station(s) in an out-of-service status and allowing crew(s) to determine for
themselves when they are mentally and physically prepared to retune to service. In other
circumstances, the crew member(s) may decide that they cannot return to duty, or the
professional counselor may recommend relief from duty for the balance of the shift. If this is
the case, the Public Safety Director or supervisor will be responsible for making appropriate
arrangements. Under no circumstance is a recommendation for relief from duty to be
construed as critical or negative.
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References: Kelly Potts (Rowan County EMS, Captain) CISM Manager (704) 202-8888
Michael Lanning (Spencer Fire Dept., Chief)
Firefighter Behavioral Health Alliance (336) 416-3694
Pastor Franks (First Reformed Church, Landis)
Pastor Sheeks (Immanuel Lutheran Church, Rockwell) (704) 639-5247
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I.

PURPOSE
One of the most devastating and traumatic events for any firefighter or department member is the critical injury or
death or another member, particularly when it occurs in the line of duty. This policy establishes procedures to ensure
the proper support and emotional care for a firefighter’s family, to include spouses, children, parents, and siblings
following a line of duty death or critical injury.

II.

POLICY
The policy of the Landis Fire Department is to ensure critical injury and death notifications are made in person and
in a timely and compassionate manner, to provide liaison assistance to immediate survivors of a firefighter who dies
in the line of duty and maintain continuous relationship with the surviving family. The assistance will be provided
whether the death was criminal or accidental, while the firefighter was performing fire-related function, either on or
off duty. Further, the Fire Chief may institute certain parts of this order in cases of an employee’s natural death.

III.

SCOPE
1. Line of duty death (LODD): the firefighter died while on duty or died after an incident that was the direct cause
of the later death. Full military-style honors.
2. Non-LODD for an active or uniformed firefighter: Department funeral with some military-style honors.
3. Non-LODD for an inactive or affiliate member Non-uniformed, retired, honorary, spouse, or dependent.

IV.

DEFINITIONS
A.

Line-of-Duty Death: Any action, criminal or accidental, which claims the life of a Landis
firefighter who is performing work-related functions either while on or off-duty.

B.

Line-of-Duty Injury or Illness: A Line-of-Duty injury or illness shall be an injury or systemic
illness serious enough that hospitalization or time away from the department is ordered by a
physician for an indefinite period.

C.

Primary Survivor: Spouse or parent(s) of the injured or deceased firefighter. In the event
there is no spouse or parent(s) living, the Primary Survivor will extend to whom ever is
designated by the member.

D.

Survivor: Family members of the injured or deceased firefighter, including spouse, children,
grandchildren, parents, grandparents, fiancé and/or significant others.

1

67

Critical Injury/Death
Notification/Funeral
Representation
Effective Date: 11/01/2021
Landis Fire Department
POLICIES AND PROCEDURES

Amended:

Page 2 of 10

POLICY # 300.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

E.

Beneficiary: Those designated by the member as recipients of specific death benefits.

F.

Benefits: Financial payments made to the family to assist with financial stability following
the death of a loved one.

G.

Officer in Charge (OIC): Designated by the Fire Chief, the OIC shall supervise coordination
of all departmental functions regarding the incident.

H.

Critical Incident Response Team: Representatives of the Department coordinating all
departmental functions regarding the incident, to include planning funeral arrangements and
providing assistance to the family, appointments made by the Fire Chief.

I.

Family Support Team: Representatives of the Department for the purpose of assisting the
families of deceased members, appointments made by the Fire Chief. The Family Support
Team shall include the department’s Chaplain.

J.

Badge presentation: The Fire Chief may wish to make a formal presentation of the name tag
and badge worn by the fallen firefighter to the next of kin. The badge and tag should be in a
framed shadow box or display that also includes a department uniform patch.

K.

Badge shroud: The period of mourning includes placing a piece of black tape or material
horizontally over the center of the uniformed badge. Do not shroud a chaplain’s badge that
contains a cross, a crescent, tablets, or the Star of David.

L.

Bagpipers: Well known for serving during police funerals; also used in traditional fire service
ceremony. Bagpipers accompany and play music while the casket is being moved (in and out
of the church, for example) and, if desired, during the service.

M.

Bell service (“Last Alarm” or “Last Call”): After the religious ceremony or at interment, a
fire department member reads a prepared statement about the firefighter’s last call. A
portable fire department bell is then tolled by another member. In some traditions, it is tolled
three time; in others, three sets of three; and in others, three sets of five. The bell ringing
recalls a time when the fire bell rang to call firefighters to an alarm and then, again, to signal
that the alarm had ended.

N.

Bugler: The playing of Taps is one of the final activities at the committal. Either an on-site
bugler, if one is available, or a recorded playing of taps is acceptable. If live, the bugler
stands about 75 feet from the burial site.

O.

Casket watch: The vigil performed by the honor guard at the viewing or wake.

2
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P.

Closed casket: In cases where the family specifies a closed casket for the viewing and/or
funeral, a photo of the firefighter in uniform may be placed on or next to the casket, along
with his clean helmet or dress hat.

Q.

Color guards: Members who are formally trained in the ceremonial carrying and presentation
of the national and local flags. A color guard often includes two armed persons (in the case of
a fire department color guard, each will carry a ceremonial pick ax). If your department
doesn’t have a trained color guard, check with the American Legion or VFW.

R.

Crossed ladders: In a formal LODD funeral, there may be two aerial trucks crossing extended
ladders or booms, located at the entrance to the cemetery (or en route), with the American
flag hanging from the apex of the extended ladders.

S.

Eulogy: The formal speech in memory of the one who has passed; may be offered at the
wake, at the funeral, or at the committal by a family member, close friend, clergy, dignitary,
or fire service member. The family decides what, when, where, and by whom the eulogy is
given.

T.

Fire engine caisson: Traditionally a caisson, or horse-drawn wagon, was used to transport the
casket of a dignitary to the cemetery; a fire engine (a pumper, for example) may be used to
transport the casket of a fallen firefighter. It would be cleaned, stripped of hoses, and draped
with bunting for this purpose.

U.

Firing party: Similar to a 21-gun salute; if a military-type firing party is used, they fire three
volleys at a position of about 75 feet from the burial site. Because the sudden noise can be
startling to the mourners, make people at the service are aware if this tribute is planned.

V.

Flag: If the department has its own flag, it can be used to drape the casket at the wake or the
funeral service. If a department flag is not available, a local, association, or state flag can be
used. If the deceased was a veteran or died in the line of duty, an American flag may be used.
The flag is folded by two pallbearers or members of the honor guard and presented to the
chief or a third member, who presents it to the family at interment.

W.

Flower unit: In addition to the engine that is used as a caisson, a second fire department
vehicle may be used to transport flowers during the procession from church or funeral home
to cemetery.

X.

Hearse: Vehicle provided by the funeral home to carry the casket, if an engine is not used.

Y.

Honor guard: One or (more commonly) two uniformed fire service members who stand at
attention at the head and foot of the casket during the wake or viewing. The honor guard also
3
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may have special formations at walk through, while the casket is being carried from funeral
home to hearse, on entry and exit from the church, and on either side of the path at the
cemetery or final resting place.
Z.

Honor detail: Uniformed and visiting department members who are not part of the honor
guard but are present to pay tribute.

AA.

Line of duty death: A death that happens as a direct and immediate or later result of an onduty incident, e.g., a traumatic injury during a fire resulting in immediate decease, or severe
smoke inhalation that later causes long-term complications leading to death.

BB.

Mourning period: Flags are lowered to half-staff until the day after funeral, immediately after
the service, or at sunset on the day of the service; badges are shrouded for 30 days; dark
bunting is draped on the station sign or building for 30 days, sometimes along with dark
floral arrangements, depending on department tradition and customs. When the American
flag is flown at half-staff, no other flags shall be flown with it.

CC.

Pallbearers: Selected by the family from among friends or department members or, if the
family declines, can be selected by the department from among department members.
Department members who act as pallbearers are in formal dress: Class A uniforms with hats
and white gloves. Pallbearers’ duties include carrying the flag-draped casket (or the cremated
remains and the flag separately); riding on department engines if used as caisson and flower
vehicle; and folding the flag that draped the casket. Honorary pallbearers may be uniformed
members or family or friends of the deceased who are placed in an honorary position leading
the casket.

DD.

Procession: The line of vehicles proceeding from funeral home or church to place of
interment or committal. The procession may pass the firefighter’s home or fire station; if
passing the fire station, it is appropriate for personnel to assemble outside, come to attention,
and toll a bell that has been muffled. It also is appropriate to park apparatus outside in a
display of respect.

EE.

Station bunting: Black mourning drapes and, sometimes, dark floral arrangements that are
placed on the outside of the firefighter’s fire station or other stations that wish to show
respect for the fallen.

FF.

Survivor Action Officer: Either acts as the direct liaison with the family or supervises the
team that includes the family liaison officer.

4
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V.

GG.

Uniform: The department’s family liaison should ask the family if they choose to have
deceased buried in uniform; if so, the department must provide a uniform to the funeral
home.

HH.

Ushers: Can be chosen from among department members (10 recommended); family may
request specific individuals.

II.

Vehicle bunting: Black mourning drapes that signify a death and decorate fire vehicles
participating in the procession as either caisson or flower unit.

JJ.

Walk through: A ceremonial, unified tribute by uniformed members and dignitaries who, at a
predetermined time, enter the wake or viewing and pass in single file by the casket, with each
firefighter pausing briefly to pay tribute.

FUNERAL PROCEDURES
A. Formal Firefighter Funeral with Full Honors
A funeral for a line of duty death generally presents the family with many options and traditions for honoring
their loved one
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

The use of apparatus
Pallbearers
A color guard (optional)
A funeral detail composed of fire personnel in Class A uniforms
Badge shrouds
Bagpipers
A bell service (“Last Alarm” or “Last Call”)
A bugler
Crossed ladders at the entrance to the cemetery
A fire engine caisson
An honor guard
Station/vehicle bunting
Do they want an honor guard at the wake?
Do they need pallbearers? Who? How many?
Will there be a church service? If so, where and what time?
What cemetery will be used for burial?
Do they need to use the firehouse or pavilion for refreshments after the wake or funeral?
Will there be a procession to the place of interment, and what route will it take?
Will apparatus be in the procession and/or used for carrying the casket, flowers, etc.?
Do they want firefighters to escort the hearse (coffin) in the procession or upon entering the cemetery?
5
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•
•

Do they want bagpipes? Where will they play? Church, procession, cemetery?
Do they want a “Last Call” and if so, where? Firehouse, cemetery?

Additional topics to consider, depending on department procedures:
•
•
•

Procession route, which may include a drive or walk by the deceased’s fire station or home, or other special
considerations
Providing a static display of apparatus if requested and appropriate on the procession route
Providing crossed ladders or aerial equipment if requested and appropriate at the cemetery entrance

Other topics to discuss would be whether there will be burial or cremation; whether they need help with housing for outof-town relatives, child care, transportation, or a post-service luncheon; who they would like to deliver the eulogy;
whether they want to designate a cause or charity in lieu of flowers; and other routine questions asked of any family
suffering a loss.
B. Semi-Formal Firefighter Funeral with Honors
In the case of an off-duty death of an active department member or affiliate member, the following honors may
be given:
•
•
•
•
•
•
•

Pallbearers
Color guard (optional)
A funeral detail composed of fire personnel in Class A uniforms
Badge shrouds
A bell service
An honor guard
Station/vehicle bunting
C. Non-Formal Firefighter Funeral with Honors
If the deceased was a non-firefighting, affiliated, or retired department member or the immediate family of a
firefighter, non-formal honors may be given:

•
•
•
•
•

A funeral detail of fire personnel in Class A uniforms
Badge shrouds
A bell service
An honor guard
Station bunting

Again, these options are dependent on the wishes of the deceased, the preferences of the family, and the resources of the
affected fire department. The department should be absolutely certain of its ability to provide a particular tradition or
6
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honor before it offers it to the family. For example, if the family wants a color guard, but the department is in a small
community and doesn’t have its own color guard, it must confirm the availability of a color guard through another
department or the American Legion or VFW before promising one for the funeral.
D. Sample Order of Events
For a formal, full-honors funeral
1.
2.
3.
4.
5.
6.

Invocation
Prayer
Opening remarks/greetings
Special music
Scripture reading/clergy remarks
Speakers
a. Local elected official from district
b. State or Federal officials
c. Family representative(s)
d. Department representative’s friends
7. Eulogy – Chief
8. Special music
9. Presentations
10. Closing remarks/prayer
11. Last Alarm ceremony
12. Bagpipes
13. Dismissal instructions
VI.

PROCEDURES
A.

Notification
1)

The Fire Chief will be immediately notified of any firefighter(s) death or who is
critically injured.

2)

Two or more persons will always make notification to survivor.

3)

The Fire Chief or his designee and if available, a Chaplain, will notify in person the
firefighter’s primary survivor in the event of Line-of-Duty death.

7
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4)

If the Fire Chief or his designee is unavailable, the Assistant Fire Chief and, if
available, a Chaplain, will notify in person the firefighter’s primary survivor in the
event of Line-of-Duty death.

5)

In the event of critical injury or illness, an on-duty supervisor will perform
notification. Transportation will be made available to the hospital for the immediate
family of a firefighter critically injured.

6)

If there is knowledge of a medical condition with a primary survivor, medical
personnel will be dispatched to the residence to coincide with the notification along
with the notifying personnel.

7)

Only the Fire Chief will release the name of the injured or deceased firefighter
or another person designated by the Fire Chief, and only after notification of the
primary survivor.

8)

Department employees shall not contact the firefighter’s family until official
notification is made.

9)

If the primary survivor(s) are not in close proximity to Rowan County, the Fire Chief
shall request personal notification by a local law enforcement/fire service agency.

10)
B.

C.

The Fire Chief will promptly notify the Mayor, Town Manager and Assistant
Town Manager of the death or critical injury of a departmental employee.

Assistance for Affected Personnel
1)

In the event of death, any firefighter or department personnel who were on the scene,
who arrived shortly afterwards should be relieved as quickly as possible.

2)

Fire personnel who witnessed or who are emotionally affected by the death or critical
injury of another firefighter, department personnel will attend a Critical Incident
Stress Debriefing held by a trained mental health professional.

Notification in the event of any line of duty firefighter’s death
1)

In all situations where a departmental employee is fatally injured, the employees of
the fire department must be given priority.

2)

All department personnel will be immediately notified and kept informed of funeral
arrangements either in person, by telephone or email.
8
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D.

3)

The Fire Chief or his designee will have Rowan County Communications transmit a
DCI message announcing the death, but only after the immediate family has been
notified. This message shall also be sent to appropriate county-wide Department
Heads and email listservs.

4)

Rowan County Communications will transmit additional DCI messages announcing
funeral and committal services. This message shall also be sent to appropriate countywide Department Heads and email listservs.

5)

The Fire Chief or his designee will provide the same notification to all employees of
the Town of Landis by e-mail, telephone etc.

Officer in Charge (OIC)
1)

In order to prevent duplication of efforts, maintain order, and ensure that the process
works for the benefit of the firefighter or his/her family; the Officer in Charge shall
supervise the coordination of all department functions regarding the incident.

2)

The Officer in Charge shall be the Assistant Fire Chief. If the Assistant Fire Chief is
otherwise unavailable, the Fire Chief will designate another chief officer as the OIC.

3)

The OIC should arrange personnel to replace any firefighter or department personnel
who were on the scene, who arrived shortly afterwards. This could include an official
request of another fire department o assist the Landis Fire Department by providing
personnel to answer calls for assistance in the Town of Landis.

4)

The OIC shall meet with the primary survivor as quickly as possible.

5)

The OIC shall immediately appoint a liaison for the family. Although the liaison
should know the deceased firefighter and be aware of the family relationships, the
liaison shall not be so emotionally involved with the loss that he or she would
become ineffective.

9
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VII.

RESPONSE TO LIFE THREATENING INJURY OR DEATH IN THE
LINE OF DUTY
The fire department will provide the following for family members:
A

Personal notification to family members.

B

If the family lives outside of the department’s jurisdiction,
notification will be made to the jurisdictional fire/law enforcement
agency in which the immediate surviving family member resides.

C

Coordination of transportation to the medical facility or other location
of the family members.

D

If requested, a firefighter will be posted at the family residence, while
the family is taken to the medical facility or other location and will
remain until relieved.

E

A firefigther will be available, as needed or requested, 24-hours a
day, from the time of notification, until the firefighter’s life is no
longer threatened, or if death occurs, until burial. This time period
can be extended, when approved by the Fire Chief.

F

If the injury results in a line of duty death, the department will
provide the family with the firefigther’s badge and ceremonial flag
during the funeral service.

G

The Fire Chief, or his designee, will secure assistance from other
agencies to facilitate appropriate honors such as: Color Guard/Honor
Guard, Rifleman, Bagpipes, Pallbearers, etc.

10
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I.

PURPOSE
The purpose of this policy is to establish a departmental policy concerning tardiness.

II.

DISCUSSION
It is necessary that members of the department have established guidelines concerning
tardiness.

III.

PROCEDURE
A.

All members of the Landis Fire Department are expected to report for duty at their
assigned times.

B.

Any member failing to do so shall be subject to the following:
First Offense: Counseling / Second Offense: Reprimand / Third Offense: One (1)
Day’s Suspension / Fourth Offense: Three (3) Days’ Suspension / Fifth Offense:
Recommendation for Termination

C.

Members who arrive late for work will be allowed to work the remainder of the
shift but will not receive pay for the time they were not on duty.

D.

Violations for this policy shall be considered for a one (1) year period.

E.

In the event of an unforeseeable emergency that can be confirmed by the
member’s supervisor, the disciplinary action may be waived, such as a power
outage or vehicle accident.

F.

Any permanent change in work hours must be in the form of a written request to
the Fire Chief.

G.

This Policy will apply to authorized departmental training dates, times, and
locations.

H.

Employees of the Department shall be punctual in reporting for duty at the time
and place designated by their superior officers. Repeated failure to report
promptly at the time directed will be deemed neglect of duty and made the subject
of charges. Sickness or illness must be reported by an employee to his

77

Tardiness
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 2 of 2

POLICY # 300.03

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

supervisor(s) prior to the time he is due to report for duty. Once having reported
off sick, the member shall keep the department advised as to his status and
expected return to duty.
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I.

PURPOSE
To establish a procedure for the administration of employee records.

II.

POLICY
Each employee shall notify the Office of the Fire Chief and his/her Supervisor of any
change in address, telephone number and/or marital status.

III.

PROCEDURE
A.

All employees of the Department shall maintain a telephone in their residence;
this may be a landline or cell phone that they carry. Any changes in the telephone
number must be reported by the end of the next business day following any such
change.

B.

Employees shall notify the Office of the Fire Chief and his/her Supervisor within
72 hours of any and all changes in marital status.
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I.

PURPOSE
To establish written and administrative procedures for temporary light duty.

II.

POLICY
Temporary light-duty assignments, when available, are designed for employees who,
because of injury, illness or temporary disability, are unable to perform their regular
assignments, but who are capable of performing light duty assignments.

III.

DEFINITION
Temporary Light Duty: Temporary assignments provided for eligible employees who are
unable to perform all of their job requirements due to injury or other temporary medical
restrictions.

IV.

PROCEDURES AND ELIGIBILITY
A. Workers Compensation
1. Employees who are approved for worker's compensation benefits and are
temporarily unable to perform all of their job requirements will be
assigned to temporary light duty.
2. The Human Resources Department will coordinate with the designated
health care provider to identify work restrictions.
3. There is no set time limit on the duration of temporary light duty for an
approved workers compensation claim.
B. Non-Workers Compensation
1. Employees may request light duty for injuries or temporary disabilities,
which are not subject to worker's compensation. Any employee requesting
to be considered for temporary light duty under this section must make a
written request to the Fire Chief.
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2. Employees requesting a light duty assignment must provide a note from a
physician identifying the employee’s restrictions and the expected
duration.
3. Pregnant employees are eligible for temporary light duty under this
section.
4. The Human Resources Department will coordinate with the designated
healthcare provider to identify the work restrictions.
5. Light duty is strictly temporary and should not exceed 60 days in duration,
except with regard to light duty based upon pregnancy. In no event shall
temporarily light duty attributable to a non-work-related injury extend past
12 months.
6. If an employee is unable to return to his or her full duty assignment within
60 days, he or she will
(a)

Submit a written request for an extension of light duty in
conjunction with a note from a physician or designated
health care provider providing the restrictions and expected
duration. This documentation must be submitted to the Fire
Chief prior to the expiration of the approved light duty.
Requests for extension of light duty will be considered for
30 day increments maximum.

C. Activities Prohibited While on Temporary Light Duty
1.

Employees who are on light duty due to any type of injury or
illness will not:

(a)

Engage in secondary employment in their capacity as a firefighter;

(b)

Wear the departmental uniform;

(c)

Drive a city owned vehicle; or
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(d)

Participate in any off-site training or conference, unless prior
written approval has been received from the Fire Chief or
designee.

D. Return to Regular Assignment
When an employee who has been assigned to light duty and has received written
clearance from his or her physician to return to his/her regular duty assignment,
the employee will:
1.

Provide a note from the physician stating the employee may return to his
or her regular position with no restrictions. If your physician requires a
copy of your job description, it can be obtained by contacting the Fire
Chief.

2.

The Fire Chief, or his designee, will forward all such documents along
with any recommendations to the Department of Human Resources.
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I.

PURPOSE
To establish the minimum number of personnel assigned to work a shift.

II.

POLICY
A. The Town of Landis Fire Department will be staffed by three firefighters including one
company officer (acting company officer), one engineer (acting engineer), and one
firefighter. Minimum staffing shall be no less than two approved personnel per shift.
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I.

PURPOSE
To set standards and expectations of physical fitness for department members.

II.

POLICY
A. Full-time members of the Fire Department shall be held to a higher physical fitness level
than the average employee of the Town, due to the demanding physical requirements of
the job.
B. Full-time crews are required to be involved in at least 45 minutes of physical activity
each shift, with the intent of improving his or her stamina, strength, and/or flexibility.
C. These activities can include, but are not limited to, running, jogging, lifting weights,
CrossFit workouts, firefighter agility courses, bay workouts, and high intensity training
that elevates one’s heart rate.
D. These workouts can be done anytime throughout the shift, but it is preferred that they are
completed within the first hour of each shift.
E. When a part time employee is on shift, he or she should also participate.
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All operational members of the Landis Fire Department are required to complete a yearly
medical physical administered by a third party. The clinic conducting the physicals will be
determined by the town and the AHJ (Authority Having Jurisdiction) and relayed to the
members.
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I.

PURPOSE
To establish general guidelines and regulations related to the operation of fire department
vehicles and apparatus.

II.

POLICY
A. All members MUST be at least 21 years of age to drive department vehicles/apparatus.
B. All members operating Landis Fire Department vehicles/apparatus must have a valid
North Carolina driver’s license.
C. Members will only operate vehicles/apparatus for which they are properly licensed to do
so (class of license and/or endorsements).
D. All members MUST complete EVD (Emergency Vehicle Driver) and TIMS (Traffic
Incident Management System) classes before being released to operate department
vehicles/apparatus on their own.
E. Driver/Operators MUST obtain Driver/Operator and Aerial certifications within one-year
of being released to operate fire apparatus on their own.
F. New drivers must complete supervised driver’s training, including routine and emergency
operations.
G. Vehicle operators will operate apparatus in such a manner so as to not bring discredit
upon themselves or the Town of Landis.
H. Drivers will not attempt to drive any vehicle while under the influence of any alcoholic
beverage, or after taking any medication that would impair their senses or ability to
operate vehicles.
I. The driver shall avoid moving any vehicle without first checking around the entire
vehicle and/or having fire personnel also checking around the vehicle.
J. When backing any vehicle, the driver shall use extreme caution and shall utilize the
assistance of fire personnel in the rear of the vehicle to give directions and guidance.
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K. All drivers will place wheel chocks in the proper positions immediately after stopping
and dismounting from the inside of all vehicles, except when parked in quarters.
L. Drivers and officers will not drive, or knowingly permit to be driven, any vehicle that is
in a mechanically unsafe condition (brakes, warning devices, & etc).
M. Drivers and all crewmembers will wear seat belts at all times when vehicles are in
motion.
N. During an emergency response, all members (except the driver) shall don protective
clothing required for the type of incident they are responding to prior to mounting the
vehicle.
O. Once all members are seated and buckled, the driver will make a verbal
acknowledgement that everyone is ready. After this process has been completed, the
company may then proceed to the incident.
P. Standing or trying to dress while the vehicle is in motion is unsafe and will not be
tolerated.
Q. Seat belts will not be released until the vehicle has come to a complete stop.
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I.

PURPOSE
Operating at emergency incidents poses an inherent risk of injury – or worse, death. The
purpose of this procedure is to describe the department’s operating procedure regarding risk
assessment and safety management of emergency incidents. We are committed to providing
the safest possible work environment for our members. It is important that all members
operating at incidents operate in a safe manner. Each member is responsible for their own
safety and to work within the incident action plan to maintain effective accountability and
effective coordination of action. Towards that goal, all members are expected to operate
under the following Risk Management Plan.

II.

PROCEDURE
All operating personnel shall work within a standard Risk Management Plan during all
emergency operations on every emergency incident. This application will be continuously re‐
assessed at all levels of the incident until all units leave the scene.
1. We Will risk our lives a lot, in a calculated manner, to save savable lives.
2. We Will risk our lives a little, in a calculated manner, to save savable property.
3. We Will Not risk our lives at all for lives or property that are already lost.
“Actions in a calculated manner” should consider the following:
• Incident Command established
• Proper personal protective equipment
• Accountability system established
• Safety procedures in place
• Continuous risk assessment by all members
• Uninterrupted Communications
Operational Information
The position in the risk management plan represents the “why” are we taking risk at this
incident. It must be clear to all companies, working at all levels of the incident command
system, that the incident strategy and plans are focused on either savable lives or savable
property. The recognition through an effective size‐up that savable lives may be present at an
incident and that the conditions exist that the fire crews can provide a rescue is a situation
that has the greatest allowable threshold for risk. The questions that are necessary to
determine this level of risk are:
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• Is it reasonable to believe that there are savable lives present at this incident?
• Are there any survivable environments or compartments at this incident?
• Do we have the resources and ability to affect a rescue and survive to complete it?
For fire incidents, a quick and overwhelming attack on the fire, from any reasonable position,
may be the best thing for mitigating significant risk an allowing the opportunity for rescue
and firefighter survivability.
If the incident size‐up has determined neither, savable lives or savable property are present
because of the conditions, no or very limited risk shall be taken within a defensive strategy.
This risk management plan is effective and necessary for all types of hazards and
incidents. This includes:
•
•
•
•
•

Large scale medical incidents
Hazardous materials incidents
Technical rescue incidents
Violent incidents
Fire suppression incidents
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All new members of the Landis Fire Department are subject to a minimum of a 6-month
probationary period. Each probationary member will be required to successfully complete all
required training and certification courses as specified at the time of their membership.
Probationary members are also required to attend in-house trainings and obtain minimum
number of training hours as determined by the Fire Chief.
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I.

PURPOSE
The purpose of this guideline is to help reduce the risk of unnecessary exposure to
carcinogens.

II.

PROCEDURES
A. Cancer Decontamination
1. Turnout gear (TOG) shall not be worn or stored in living quarters, dayrooms, kitchens, or
bunkrooms.
2. Plymovents shall be connected to apparatus while idling in the apparatus bays and shall
remain connected prior to leaving and reconnected upon returning.
3. SCBAs shall be worn during an entire operation when there is a risk of inhalation of soot,
smoke particles, and other unknown chemicals being off-gassed.
4. After leaving an IDLH with smoke particles, members shall remove their protective hood
and shall not allow it to hang from their neck.
5. Members should utilize decontamination wipes to clean soot/smoke particles away from
their face, neck and any other exposed areas after any incident requiring the use of a
SCBA.
6. Decontaminate TOG:.
(i)
(ii)

Use a leaf blower or brush to clean heavily soiled turnout gear while on a
scene;
Rinse gear off with water

7. If TOG is deeply soiled and advanced cleaning is necessary, utilize a second set of TOG
to allow immediate cleaning of the soiled gear; wash hoods upon returning to the station.
8. Employees shall shower upon returning to the station after participating in active
firefighting activities. Showers should begin with cool water to wash carcinogens away
without opening the skin’s pores. Initial arriving crews will remain committed until
showers are completed.
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I.

PURPOSE
To provide a guideline for how committees will be formed and how positions will be filled.

II.

SCOPE
This will affect all members of Landis Fire Department who desire to be added to a
committee.

III.

PROCEDURE
Committees will be approved and filled at the discretion of the fire chief and will consist of a
Chairman, Co-Chairman, and Members.
Current Committees:
(i)
Apparatus Committee
(ii)
Membership Committee
(iii) SOG Committee
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I.

PURPOSE
To establish guidelines that all personnel will utilize when booking and using the “Fire Hut”
for events.

II.

SCOPE
This policy applies to all members, and guests of members, while utilizing the Fire Hut.

III.

PROCEDURES
A. Reservations
1. Any member that wishes to use the Fire Hut must make a reservation with the officer
that oversees the Fire Hut.
2. Reservations will be granted on a “first come” “first serve” basis, and no event can be
held without the booking member present.
B. Cleaning
1. It is the responsibility of the member booking the Fire Hut to make sure it is clean
after the event. This includes the removal of all items put in the refrigerator. All trash
must be removed from the building.
C. Conduct
1. On-duty fire personnel shall not visit the Fire Hut if alcohol is being served at an
approved event.
2. The Fire Hut is the property of the Town of Landis; therefore, all members and guest
are expected to conduct themselves accordingly and represent the Town in a
professional manner. Failure to do so may result in the loss of Fire Hut privileges
and/or disciplinary action on behalf of the member(s) responsible, or those member(s)
responsible for booking the event.
3. All Fire Hut keys shall be returned upon request of a senior member of the
department. Keys shall not be reproduced or redistributed to others.

93

Inclement Weather
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 1 of 3

POLICY # 300.15

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
This SOG provides guidance for companies encountering severe weather conditions
during field operations. Company officers should use discretion to alter their functions
should conditions change rapidly.

II.

PROCEDURES
1. Heavy Rain
A. Heavy rain should not have any effect on fire/rescue functions except that extra
care should be taken while driving, and to protect patients/fire victims from the
weather.
2. Lightning
B. Lightning storms are common in our response area and are encountered
frequently by fire/rescue units. Personnel not actively involved in emergency
operations should remain inside apparatus or structures during periods of
lightning. Aerial operations should be halted during lightning conditions, and the
use of ladders should be limited to Life Safety purposes only.
3. Wind
A.

Sustained wind conditions can be very hazardous. At sustained wind speeds
above 35 MPH, aerial operations should be halted.

B.

Sustained wind speeds above 50 MPH, only critical fire/rescue operations
should be undertaken, and all vehicles with high profiles and lightweight
should not be used.

C.

At sustained wind speeds of 70 MPH or higher, all fire/rescue units should
remain in shelter.
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D.

Personnel operating outside in sustained wind conditions above 30 MPH will
wear helmets and full turnout gear to protect from flying debris.

4. Hail
A. When encountering hail conditions, all personnel will wear full protective
clothing, and company officers shall use discretion to determine if personnel
should seek shelter.
5. Tornadoes
A.

When a tornado or funnel cloud is observed in the field, companies should
move away from it at right angles to its direction of travel, if possible. If
proximity to the tornado prevents escape, the apparatus shall be abandoned
and personnel should seek shelter and keep together.

B.

If a tornado is observed while in quarters, personnel should mount the
apparatus and move away as indicated above, if it can be done safely, and
time permitting.

6. Flooding
A.

Company officers must exercise considerable judgment and discretion relative
to personnel safety when encountering flooded areas. In rapidly moving water
more than two (2) feet deep, personnel shall use a lifeline and wear approved
Personal Floatation Devices (PFDs). Particular care should be taken to avoid
run-off areas, drains, open manholes, and ditches.

B.

Also, extreme caution should be used when traversing flooded areas in
vehicles.
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7. General
A. Any severe weather conditions should be reported immediately to dispatch and
the senior officer on duty. Safety of personnel and the general public must be the
first priority of officers commanding units in the field. ii) Damage to equipment
and/or apparatus due to weather must be reported immediately, and documented.
8.

Snow and Ice
A. Drive with due regard, lights and no siren during snow and icy conditions. When
passing through intersections audible warning devices should be used
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I.

PURPOSE
To provide guidelines for the proper use and maintenance of issued equipment and for the
return of issued equipment.

II.

POLICY
The Landis Fire Department will purchase and replace all required equipment for
employees. The purchase of all approved supplemental equipment is the responsibility of
the employee.

III.

PROCEDURES
A.

B.

Employee Identification
1.

All full-time firefighters will be issued a photo identification card and
should have it in their possession while on duty or taking official action.

2.

If not visible, all employees will produce identification upon request.
Employees will give verbal identification over the telephone.

Equipment
1.

Employees are responsible for the security of any issued equipment and
for taking reasonable precautions to ensure that it is used properly.

SUPPLEMENTAL EQUIPMENT
A.

Members may obtain, at their own expense and use on duty, equipment which
duplicates issued equipment and has been approved for duty use by the Fire Chief
or his designee.
RADIO

A.

Members entering a situation where they will have their portable radio turned off
will notify their dispatcher of their location and the reason they will be off the air.
The member will notify the dispatcher as soon as possible upon returning to "on
the air" status.
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B.

Members who are issued a loaner radio will maintain the loaner radio until the
permanently assigned radio is returned.

RESPONSIBILITY FOR EQUIPMENT
A. Worn, damaged or destroyed equipment will be repaired or replaced by the
department at the direction of the member’s immediate supervisor. Members needing
to replace worn or damaged equipment must first turn the item into the department to
receive a requisition for replacement.
B. All equipment will be properly maintained by the employee.
LOST, STOLEN OR TRANSFER OF EQUIPMENT
A.

Employees whose equipment has been lost or stolen will immediately report such
loss to their supervisor in writing. The employee’s supervisor must do the
following.
1.

Notify the Office of the Fire Chief immediately regarding a lost or stolen
radio and take appropriate action to deactivate (when possible) the lost or
stolen radio.

2.

Take appropriate action to attempt to de-activate remote computer access
for lost or stolen computers.

3.

Notify a supervisor of any lost or stolen computers or cell phones.

4.

When an employee departs from the fire department all pagers and radios
must be turned in immediately.

B.

The supervisor will investigate the loss of any issued equipment and prepare a
written report including his or her findings and recommendations for replacement
of the lost or stolen items.

C.

A copy of the supervisor's report will be forwarded to the employee's chain of
command.
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RETURNING EQUIPMENT AND UNIFORMS
A.

Employees suspended for a period of time greater than 3 days, but less than 15
days will turn in their pager, photo identification and radio at the beginning of
their suspension. The employee’s supervisor will secure or this equipment
pending the member’s return to duty.

B.

Employees who are suspended from duty with a recommendation for termination,
or who are suspended for a period of greater than fifteen (15) days, will turn in all
issued uniforms and equipment to their supervisor through the chain of command,
unless otherwise directed by the Fire Chief, or designee.

C.

Upon resignation, retirement, or termination, employees must return all issued
uniforms and equipment. It is the responsibility of the employee’s immediate
supervisor to ensure all equipment is returned to the department.
1.

The employee's final paycheck will be held until all issued uniforms and
equipment has been returned.

2.

The employee’s immediate supervisor will furnish the employee with a
property inventory, which will be signed by the employee and supervisor
stating that all equipment issued has been returned to the department.

3.

The completed Property Return Statement form will become a permanent
part of the employee's personnel file.
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I.

PURPOSE
To establish departmental policy governing the use of the department’s computers, mobile data devices, cell
phones, system software, hardware, network and internet.

II.

POLICY
The Landis Fire Department will maintain and use all computers and computer network systems in
accordance with all applicable federal, state, and local laws and ordinances, software manufacturers licensing
agreements, and department rules and regulations.
Mobile Data Computers or devices enable members to communicate directly with each other, the
Communications Center, and with other fire service agencies using wireless technology. The mobile data
system shall be used for official purposes only and in strict accordance with applicable regulations.
The Landis Fire Department can access and review all information stored on the Town’s computer
equipment and network. The Landis Fire Department reserves the right to perform an inspection of town
computers, devices and the network at any time. An employee should not expect that any file, record, or any
other data stored or accessed on the town’s computer equipment or network will be private. No reasonable
expectation of privacy exists in any such file, record, data, search or device.
The Landis Fire Department also has established this policy concerning the use of mobile phones as an
effective communications tool to enhance personal safety and provide a vital communications link for
employees and to the citizens they serve.

III.

DEFINITIONS
The following definitions are for the limited purposes of this Policy and may not apply in all other cases:
A.

Microcomputer: Any desktop or laptop computer (also considered hardware).

B.

Software: Programs used by the computer to perform any of its functions.

C.

Authorized Software: Computer programs the department has paid for or is licensed to use. Also
included in this definition is personally owned or public domain software approved for use on a
departmental microcomputer.
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D.

Network: A system of linked microcomputers that facilitates data communication between
components.

E.

Internet: A system of linked computer networks, international in scope that facilitates data
communication services such as remote login, file transfer, electronic mail and newsgroups.

F.

E-mail: Electronic mail is a way of sending other people messages from a computer. This includes
messages sent over the Internet or internally over the department’s network.

G.

Mobile Data System: The combination of mobile computers and headquarters based wireless data
technology that enables apparatus to interface directly with the department’s computer aided dispatch
(CAD) and records management system (RMS).

H.

Agency Mobile Phone: A mobile phone purchased/leased by the Town of Landis/Landis Fire
Department to conduct Town business.

I.

Personal Mobile Phone: A mobile phone that is purchased and paid for by an employee of the fire
department for their personal use.

J.

Smartphone: A mobile phone with enhanced capabilities such as e-mail, web, applications (apps) and
GPS.

K.

Applications Software: Computer software designed to help the user to perform specific tasks. This
software is also known as an application or an “app”.

L.

Text Messaging: The act of typing and sending a brief, electronic message between two or more
mobile phones or fixed or portable devices over a phone network. This act is also known as “texting”.

M.

Data plan: Service provided by a mobile telephone carrier that allows the user access to the internet,
applications, texting and other alternative communication formats.

2
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N.

IV.

Minutes: A unit of time measurement for the use of mobile phones which
is usually established by agreement or contract between client and service
provider.

PROCEDURES
A.

B.

Responsibilities
1.

It is the responsibility of each employee to ensure the proper
and legal use of the agency’s computer network. The use of any
part of the network is subject to all applicable federal, state, and
local statutes.

2.

The final authority relating to the procurement, maintenance,
inventory, and security of the agency’s computer network rests
with the Fire Chief.

System Administration
1.

The Fire Chief or his designee serves as the department’s
administrative authority over all access and use of the computer
data system by agency employees.

2.

The Fire Chief or his designee shall have the following duties
and responsibilities related to the network:
(a)

Serve as the Department’s single point of contact.

(b)

Maintain an updated inventory of all network hardware
and components.

(c)

Ensure that adequate security measures are implemented
to protect the agency’s computer network from viruses
and unauthorized access.

(d)

Coordinate the acquisition of all departmental
microcomputer hardware and software products.
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(e)
C.

Coordinate the installation, use, inspection, and support
of the department network and related software.

Security
1.

Computer Login Names and Passwords:
(a)

The Fire Chief or his designee shall maintain a list of
login names.

(b)

Each employee is assigned a unique login name (access
code) and password to access the network computer
system.

(c)

Employees shall either lock or close all programs and
log out prior to leaving the computer workstation
unattended. Any activity completed on an individual
workstation will be the responsibility of the employee
signed on at the time.

(d)

In the event that an employee forgets his/her assigned
password or the confidentially of the password is
compromised a memorandum or phone call shall be
made to the Fire Chief or his designee without delay.

(e)

The Chief or his designee shall conduct an annual audit
of the agency’s computer network and records
management software for verification of passwords.

(f)

Employees shall not disclose their password to anyone.

(g)

The Technology Services Officer, designated by the
Fire Chief, will manage information system accounts,
including establishing, activating, modifying, reviewing,
disabling, and removing accounts. The agency shall
validate information system accounts at least annually
and shall document the validation process.

4

103

Town Computers, Devices,
Network and Internet
Effective Date:
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 5 of 12

POLICY # 400.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

(h)

(i)

D.

The Technology Services Officer shall identify
authorized users of the information system and specify
access rights/privileges. The agency shall grant access
to the information system based on:
i).

Valid need-to-know/need-to-share that is
determined by assigned official duties.

ii).

Satisfaction of all personnel security criteria.

The Technology Services Officer shall be notified
when:
i).

A user’s information system usage or need-toknow or need-to- share changes.

ii).

A user is terminated, or associated accounts are
removed, disabled, or otherwise secured.

iii).

Logs of access privilege changes shall be
maintained for three years.

2.

In the event of a suspected security incident, LFD personnel
will notify Technology Services Officer personnel immediately.
An incident report will be filed with the appropriate agency
officials and or authorities.

3.

Technology Service Officers will share security
alerts/advisories as is appropriate with the LFD users; as well as
conduct internal reviews of the network/system to ensure the
environment is protected against the threat and make all
necessary changes that the systems will allow.

Software
1.

Computer software is generally a copyrighted product. The
Town of Landis and/or the Landis Fire Department purchases
the right (license) to use a computer program on a specific

5
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number of workstations. All department employees are to
respect computer software copyrights and adhere to the terms
of the software license. Employees shall not unlawfully
duplicate any licensed software obtained for the department’s
use.
2.
E.

Privately owned software shall not be installed on town owned
computer equipment.

Use of Mobile Data System
1.

Communication over the mobile data system is not intended to
replace radio communication, rather to enhance it and make it
more efficient. Because not every fire vehicle is equipped with
an MDC, it is critical that all on-duty employees and
supervisors be made aware of emergencies and other situations
affecting safety.

2.

Safety Issues
(a)

Members must not let the operation of an MDC distract
them from their primary duty to drive with due regard
for the safety of themselves and other users of the
roadway. When the fire vehicle is in motion, the
member should operate the terminal ONLY if such
operation can be safely accomplished. (Note: This
section does not apply to operation of the MDC by a
secondary member riding as a passenger in the fire
vehicle).

(b)

Members should avoid becoming so focused on MDC
operation that they fail to see movement or other actions
that could pose a hazard to personal safety.

(c)

Members are to ensure that vehicle mounted MDC
equipment is not positioned in a manner that could
interfere with deployment of any safety system.
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3.

Maintenance and Security of all Computers
(a)

F.

All maintenance and service to all computer devices
will be performed by approved personnel. This includes
any repair or modification of the equipment, as well as
the installation, upgrade, deletion, or modification of
operating software. The installation of supplemental
software will be approved based on a demonstrated
business need.

Restrictions
1.

The use of any departmental computer or electronic device for
any purpose that violates any federal, state, or local law is
prohibited.

2.

The use of any departmental computer or electronic device for
private commercial purposes, financial, or material gain while
on or off duty is prohibited.

3.

Sending harassing, intimidating, abusive, or offensive materials
to or about others is prohibited.

4.

The use of another employee’s password or login name is
prohibited. The Technology Services Officer may use an
employee’s password or login name when necessary to identify
or correct computer related problems.

5.

Employees are not authorized to add, delete, or modify
computer components without the direct approval of the
Technology Services Officer or designee. This includes both
hardware and software.

6.

Employees must not share log-in credentials.

7.

Personal cloud service accounts may not be used for storage,
manipulation or exchange of Town data.
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G.

Mobile Phone Usage
Employees of the fire department will comply with the following
procedures regarding mobile phone use.
1.

Employees using mobile telephones shall comply with all
applicable state and federal laws and departmental policies
related to their use.

2.

While on duty, employees will limit the use of any mobile
device for the purpose of recreation or entertainment.

3.

While on duty, personal phone calls, even on a personal cell
phone, should be restricted to only essential communications
and limited in length so as not to interfere with official duties.
The employee is expected to utilize fair and appropriate
judgement of what constitutes acceptable use.

4.

Information contained on an employee's personal cell phone
that is job related may be considered a public record and as
such, may be available to the public pursuant to a public
records request. N.C.G.S. § 132-1 et. seq.

5.

Any information contained or stored on a personal or agency
mobile phone (text messages, phone numbers, photographs,
email, social media, videos, etc.) that is collected while on or
off-duty, and is of evidentiary value in a criminal case or
otherwise subject to discovery in a criminal or civil case, is
subject to production to the State of North Carolina or possibly
to private litigants. Content on an agency mobile phone (text
messages, phone numbers, photographs, email, social media
postings, videos, etc.) that reflects misconduct is subject to
production to the Landis Fire Department.

6.

If an employee chooses to have his/her town email (if
applicable) forwarded to his/her personal cell phone, the above
conditions would or could apply whether an employee is on or
off duty. In this case, the potential collection of discovery (for
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criminal and civil cases) or other evidence would not be limited
to an member’s shift or tour of duty and could be collected.
Employees also should be aware that emails created in the
conduct of town business generally are a matter of public
record unless legally privileged.
7.

Unless an email that relates to town business is privileged (e.g.,
attorney-client, criminal investigative or intelligence
information, etc.) the email is a matter of public record and
must be produced upon request. Requests for public records
should be forwarded to the Office of the Fire Chief.

NOTE: Non-exempt employees shall not work on Town business during non- duty hours
without the prior approval of the employee’s supervisor. This includes a prohibition or
reviewing and responding to Town email.
H.

Prohibited Activity

Use of Town computers, networks, and internet access is a privilege granted by
management and may be revoked at any time for inappropriate conduct including,
but not limited to:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Sending chain letters.
Engaging in excessive private or personal business
activities.
Misrepresenting oneself or the Town.
Engaging in unlawful or malicious activities.
Using abusive, profane, threatening, racist, sexist, or
otherwise objectionable language in either public or private
messages.
Sending, receiving, or accessing pornographic materials.
Causing congestion, disruption, disablement, alteration, or
impairment of town networks or systems.
Infringing in any way on the copyrights or trademark rights
of others.
Using recreational games.
Defeating or attempting to defeat security restrictions on
town systems and applications.
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Using town systems to create, view, transmit, or receive racist, sexist, threatening, or otherwise
objectionable or illegal material is strictly prohibited. “Material” is defined as any visual,
textual, or auditory entity. Such material violates the Town of Landis anti-harassment policies
and is subject to disciplinary action. The town’s electronic mail system must not be used to
violate the laws and regulations of the United States or any other nation or any state, city,
province, or other local jurisdiction in any way. Use of town resources for illegal activity can
lead to disciplinary action, up to and including dismissal and criminal prosecution.
I.

Confidentiality of Electronic Mail

Electronic mail is subject at all times monitoring, and the release of specific information is
subject to applicable state and federal laws and town rules, policies, and procedures on
confidentiality. Existing rules, policies, and procedures governing the sharing of confidential
information also apply to the sharing of information via commercial software.
J.

Internet and Intranet

This policy applies to all uses of the Internet and Intranet but does not supersede any state or
federal laws or town policies regarding confidentiality, information dissemination, or standards
of conduct.
The use of town automation systems is for business purposes only. Brief and occasional
personal use is acceptable as long as it is not excessive or inappropriate, occurs during personal
time (meals or other breaks), does not result in expense to the town.
Use is defined as “excessive” if it interferes with normal job functions, responsiveness, or the
ability to perform daily job activities. Managers determine the appropriateness of the use and
whether such use is excessive.
The Internet is to be used to further the town’s mission, to provide effective service of the
highest quality to the town’s citizens, customers and staff, and to support other direct job-related
purposes. Supervisors should work with employees to determine the appropriateness of using
the Internet for professional activities and career development. The various modes of
Internet/Intranet access are municipal resources and are provided as business tools to employees
who may use them for research, professional development, and work-related communications.
Limited personal use of Internet resources is a special exception to the general prohibition
against the personal use of computer equipment and software.
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Employees are individually liable for any and all damages incurred as a result of violating town
security policy, copyright, and licensing.
All Town of Landis policies and procedures apply to employees’ conduct on the Internet,
especially but not exclusively, relating to: intellectual property, confidentiality, town information
dissemination, standards of conduct, misuse of town resources, anti-harassment, and information
and data security.
Violation of these policies and/or state and federal laws can lead to disciplinary action, up to and
including dismissal and possible criminal prosecution.
K.

Inappropriate Use of Internet and Intranet

Use of town computer, network, or internet resources to access, view, transmit, archive, or
distribute racist, sexist, threatening, or otherwise objectionable or illegal material is strictly
prohibited. “Material” is defined as any visual, textual, or auditory item, file, page, graphic, or
other entity. Such material violates the town’s anti-harassment policies and is subject to
disciplinary action.
No employee may use the town’s Internet/Intranet facilities to deliberately propagate any virus,
worm, Trojan horse, trap-door program code, or other code or file designed to disrupt, disable,
impair, or otherwise harm either the town’s network or systems or those of any other individual
or entity.
The municipal Internet/Intranet facilities and computing resources must not be used to violate the
laws and regulations of the United States or any other nation or any state, city, province, or other
local jurisdiction in any way. Use of town resources for illegal activity can lead to disciplinary
action up to and including dismissal and criminal prosecution.
L.

Internet and Intranet Security

The town owns the rights to all data and files in any information system used by the town.
Internet use is not confidential and no rights to privacy exist. The town reserves the right to
monitor Internet/Intranet usage, both as it occurs and in the form of account histories and their
content. The town has the right to inspect any and all files stored in private areas of the network
on any types of computer storage media in order to assure compliance with this policy and state
and federal laws. The town will comply with reasonable requests from law enforcement and
regulatory agencies for logs, diaries, archives, or files on individual Internet activities.
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Existing rules, policies, and procedures governing the sharing of work related or other
confidential information also apply to the sharing of information via the Internet/intranet.
The town has taken the necessary actions to assure the safety and security of our network. Any
employee who attempts to disable, defeat, or circumvent town security measures is subject to
disciplinary action, up to and including dismissal.
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I.

PURPOSE
To provide a guideline by which all personnel will effectively use all personal protective
equipment afforded to them while operating in hazardous working environments.

II.

SCOPE
This procedure will affect all personnel operating within the Fire/Rescue division and those
outside the Division that operate at the scene of any emergency where the Landis Fire
Department is operating in any capacity. The Fire Chief, the Incident Commander, or the
Company Officer who will bear complete responsibility of the deviation, must approve any
deviation from this procedure.

III.

PERSONAL PROTECTIVE EQUIPMENT
These procedures will apply to all employees involved in any emergency or
training exercise that involves the Landis Fire Department.
1.

All responding personnel, shall, wear full protective clothing if immediate
action is possible on arrival. (Driver PPE is at his/her discretion)

2.

Either while enroute or upon arrival, and as needed and required, all
personnel will utilize all other personal protective equipment available to
them, such as;

3.

A.

a)

Self-Contained Breathing Apparatus

b)

Infectious Control Materials

c)

Hearing Protection

d)

Eye Protection

Personal Protective Equipment (PPE) will consist of protective clothing,
self-contained breathing apparatus, and other personal safety devices that
are designed to provide protection to firefighters when engaged with
firefighting and other associated hazards that would require use of some
type of PPE.

Protective Clothing
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1.

Commonly referred to as “turn-out” or “bunker” gear, protective clothing
will consist of pants, a jacket, a helmet, protective hood, gloves, and boots
that are approved for structural firefighting, however not limited to such
operations.

2.

Bunker gear and / or PPE should not be expected to offer complete
protection to the wearer, however is suitable for lesser hazards that may be
encountered while operating on emergency incident scenes, grass/woods
fires, and other minor hazardous materials incidents.

3.

Protective clothing is issued to each individual by the department.

4.

Protective clothing will be worn at all times when involved in or on the
scene of any type of firefighting, interior smoke investigation, extrication,
and other situations that has the potential to pose a personal injury hazard
to the member that protective clothing may prevent or at a minimum
afford protection.

5.

It will be considered mandatory for all fire department personal operating
in any hazardous environment where an oxygen deficiency or any type of
hazardous inhalant could cause injury or death that Self-Contained
Breathing Apparatus be worn and operated properly.
a)

These situations shall include but are not limited to:

b)

All reported or actual structural fires / including salvage &
overhaul

c)

All automobiles fires

d)

All dumpster or trash fires

e)

When conducting a search of a structure for a reported fire or
activated fire alarm
(a)

Have SCBA and mask with you however not on air

f)

Any potential or reported Hazardous Materials Incident or
Investigation

g)

Individuals working on an active fire scene will be required to
wear the proper complement of firefighting protective equipment.
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6.

B.

All protective clothing will be worn in the proper fashion.
a)

Failure to wear any protective clothing correctly may result in
personal injury.

b)

Failure to wear protective clothing correctly may result in The
State of North Carolina withholding an employee’s Worker's
Compensation benefits in cases where the employer has provided
appropriate safety appliances and protective equipment to the
employee, that would have prevented the injury, but which the
employee failed to wear or wear properly as it is intended to be
worn.

c)

Proper PPE will not be removed until instructed to do so by a
company officer of higher.

Proper Washing
1.

2.

A commercial washer and dryer are available at Station 58 for the
laundering of soiled protective clothing.
a)

Boots and helmets may be cleaned with mild soap and water.

b)

Gear should never be stored damp or left in direct sunlight.

c)

Any and all protective clothing that is in need of commercial
cleaning should be brought to the attention of the Fire Chief.

Protective clothing contaminated with blood or other potentially infectious
body fluids will be decontaminated immediately.
a)

Contaminated clothing will be handled as little as possible with
minimum agitation.

b)

The member must remove all personal protective clothing prior to
leaving an injury scene or work area.

c)

Protective clothing heavily contaminated with blood and/or body
fluids will be placed in leak proof bags, sealed and then cleaned
following the proper guidelines whether it be in house or done
professionally.
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d)

IV.

The member or members (those who will be cleaning the turnout
gear) coming in contact with the contaminated clothing are
required to wear protective disposable gloves and any other
personal protective equipment as the situation warrants.

SELF-CONTAINED BREATHING APPARATUS
A.

The SCBA provides respiratory protection in dangerous atmospheres
including oxygen deficiency, toxic gases, elevated temperatures, and smoke.
1.

Only members qualified to use SCBA will do so.
a)

Qualification requires that each individual pass a physical
screening, respiratory testing, and facepiece fit test administered by
Landis Fire Department or a neighboring department using the
same equipment/facepiece.

b)

Member must be trained on the proper use and emergency
procedures for the SCBA used by Landis Fire Department.

2.

SCBA will be worn when involved in any type of firefighting (including
vehicle fires and rubbish fires) with the exception of grass and woods
fires.

3.

SCBA will also be worn during any possibly dangerous atmosphere
including overhaul, initial investigations of unknown odors, confined
spaces, below ground level, or where the possibility of a contaminated or
oxygen deficient atmosphere exists.
a)
Electronic gas detection equipment will be used to verify that the
atmosphere is safe before any personnel are allowed to remove SCBA.

4.

SCBA will be properly cleaned, disinfected, and refilled after each use and
returned to its proper location ready for service.

5.

Self Contained Breathing Apparatus will not be worn when conditions
prevent a good face seal.
a)

Such conditions may be beards, excessive facial hair, sideburns, a
skull cap that projects under the face piece, or temple pieces on
glasses.
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B.

c)

If eye glasses are worn, the person will use frames that do not pass
through the seal area of the face piece.

All personnel will be instructed by a Qualified Instructor along with new
personnel meeting the criteria and performance objectives for SCBA use.

Breathing Apparatus Assignments
1.

D.

The absence of one or both dentures can seriously affect the fit of a
face piece.

Training
1.

C.

b)

Each shift officer/engineer have been issued a face-piece that is to be
utilized with the MSA G1 SCBA.
a)

It is the responsibility of the individual to keep this mask in good
working order.

b)

Any repairs that are needed should be directed to the on duty
officer.

Preventive Maintenance
1.

All SCBA will be checked off according to the guideline in the Weekly
Duties SOG.

2.

SCBA developing an operating problem will immediately be taken out of
service and the shift officer notified.
a)

3.
E.

No SCBA will be left on any apparatus with a problem operating.

Only trained personnel are to make any repairs or adjustments to an
SCBA.

Inspection, Cleaning and Sanitizing SCBA and Face Piece
1.

Self Contained Breathing Apparatus will be inspected and properly put
back into service after each use.

2.

Personnel using a Self Contained Breathing Apparatus under any
condition are expected to do the following after each use:
a)

Ensure a minimum 90% cylinder capacity.
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b)

Inspect all lines and connections.

c)

Ensure harness/mask straps are adjusted out to the full length.

d)

Turn SCBA on and check for normal operation. (Confirm no leaks)

e)

Check exhalation valve for proper operation.

f)

Ensure bypass / purge valve is closed.

g)

Shut cylinder valve, and breathe until low-air alarm sounds to
ensure operation.

h)

Clean SCBA with approved cleaner if needed.

i)

For heave soil clean and sanitize face piece as listed below:
(1)

Rinse in warm water to remove ash, dirt, soot, etc.

(2)

Carefully wash in warm water, and mild soap detergent

(3)

Rinse face piece in fresh warm water

(4)

Immerse the face piece in the disinfecting solution MSA
Confidence Plus

(5)

Rinse the face piece thoroughly in fresh warm water

(6)

Hang face piece to dry
(a) If face piece put on, you must follow the disinfecting
guidelines listed above.

F.

SCBA Storage
1.

After inspection and cleaning, SCBA will be stored back in their
respectful location on each apparatus, with straps and harness assembly
readily accessible for the next operator.
a)

Any problems with SCBA holding brackets should be reported.
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I.

PURPOSE
The Landis Fire Department provides for the safety of its community while
presenting itself in a professional and orderly way. Not only does the care and
maintenance of our buildings and equipment ensure that the proper emergency
response services are intact at all times but it shows the community that we practice
good stewardship with the resources they provide us.

II.

SCOPE
To provide a schedule for the maintenance and care of departmental resources to
ensure a high level of readiness. As a result, the public will receive better service
from our department.

III.

PROCEDURES
A.

Daily Duties
1. Station officers are responsible for ensuring that the daily and weekly duties
are carried out as described in this policy. These activities will be recorded
every shift in the logbook.
2. Daily duties will be conducted by all shifts
a. Check Primary Response Apparatus
Starting, Lights, Siren, Fuel level, SCBA, Spare Cylinders,
Medical Bag
b. Ice Coolers
c. Empty all trash cans (as needed)
d. Clean all bathrooms
e. Sweep and mop station (as needed)
f. Straighten up day room
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g. Vacuum Rugs
h. Clean windows in entrance door and bay walk through door
i. Check all secondary apparatus
Starting, Lights, Siren, Fuel Level
j. Wash apparatus (both stations as needed)
k. Clean apparatus windows (as needed)
B.

Weekly Duties
1. Apparatus Checks
Apparatus are to be checked off according to the checklist found in Image
Trend
Monday – E443
Tuesday – E442
Wednesday – Sq58 and B447
Thursday – L58
Friday – E581
Saturday – C44
2. Weekly Station Duties
a. Monday
i. Clean Board Room (UNTIL PARTITION WALL IS ADDED)
1. Vacuum
2. Clean Windows
3. Clean Tables
4. Dust
b. Wednesday
i. Clean bunkrooms
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C.

c. Friday
i. Clean Fire Hut
d. Saturday
i. Clean Station 58
1. Blow out bays and dayroom
2. Mop dayroom (as needed)
3. Wipe off desk
4. Clean Bathroom
ii. Check both stations lights for burned out bulbs
Monthly Duties
1. Station
a. First Saturday Every Monty
i. Wash Bay Floors
b. Fourth Saturday Every Month
i. Clean the Tower

D.

Semi-Annual Duties
1. Apparatus (Empty and Clean out compartments)
a. First Monday of each Month
i. E443 – January & July
ii. E442 – February & August
iii. B447 – March & September
iv. Sq58 – April & October
v. L58 – May & November
vi. E581 – June & December
b. Apparatus Detailing & Waxing to be conducted during:
i. May & June
2. Station
a. April & October (First Tuesday)
i. Bay Windows (inside and out)
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The Department exists to serve the public. In serving the public, the Department provides
assistance and advice in both routine and emergency situations. Saving lives and property, aiding
the injured, locating lost persons, keeping the peace, and providing for many other miscellaneous
needs are some of the basic services provided by the Department.
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All employees will advise the Communications Center when they become unavailable for duty
for any extended period of time.
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I.

PURPOSE
Establish guidelines for the use of recording devices by employees.

II.

POLICY
Employees shall not secretly record other employees.

III.

PROCEDURE
A.

Employees are prohibited from making secret audio, video or audio-video
recordings of any other employee, except pursuant to an investigation that has
been approved by the Fire Chief or his designee.

B.

Employees will not permit or tolerate any secret recording of another employee. If
an employee becomes aware of any prohibited secret recording taking place, he or
she will immediately report this in writing to the Office of the Fire Chief.

C.

Employees may NOT possess or use a recording or transmitting device on duty
during citizen contact while performing official duties, unless such equipment has
been provided by the department and approved by the Fire Chief.
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I.

PURPOSE
To establish guidelines and procedures to assist agency personnel in recognizing and
properly responding to the needs of people with mental illness.

II.

POLICY
The department will provide people with mental illnesses or disabilities with the same
services provided to others.

III.

IV.

DEFINITIONS
A.

Cognitive Disability: The mental process of knowing, including aspects such as
awareness, perception, reasoning, judgment and learning.

B.

Communications Disability: A condition that impairs one’s ability to convey
information and ideas.

C.

Mental Illness: May consist of various conditions characterized by the
impairment of an individual’s normal cognitive, emotional, or behavioral
functioning.

PROCEDURES
A.

Members may encounter victims, witnesses, or others who have mental illnesses.

B.

When responding to a call that involves a person who has or exhibits symptoms of
mental illness, members should obtain as much information as possible to assess
and stabilize the situation. Members should follow the guidelines below when
dealing with an individual who appears to be exhibiting symptoms of mental
illness:
1.

Remain calm and avoid overreacting;

2.

Be helpful and professional;

3.

Indicate a willingness to understand and help;

4.

Understand that a rational discussion may not take place;

124

Mental Illness
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 2 of 4

POLICY # 500.04

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

5.

Be friendly, patient, accepting and encouraging, but remain firm and
professional;

6.

Be aware that uniforms may frighten the person with mental illness;
and

C.

Guidelines for recognition of persons suffering from mental illness:
The following are generalized signs of behavior that may suggest mental illness,
although employees should not rule out other potential causes. An individual’s
behavior should be considered in the total context of the situation when making
judgments about the need for intervention.
A mentally ill person may exhibit one or more of the following traits:

D.

1.

Abnormal memory as to such common facts as name or address.

2.

Delusions – the belief in thoughts or ideas that are false, such as delusions
of grandeur or paranoia.

3.

Hallucinations of any of the five senses (e.g. hearing voices, feeling one’s
skin crawl, smelling strange odors, etc.)

4.

The belief that one suffers from extraordinary physical maladies or
abilities that are not possible.

5.

Extreme depression.

6.

Strong and unrelenting fear of persons, places, or things.

7.

Extremely inappropriate behavior for a given context.

8.

Easily frustrated in new or unforeseen circumstances and may demonstrate
inappropriate or aggressive behavior in dealing with the situation.

Guidelines for responding to persons who appear to be mentally ill:
1.

Carefully plan questions based on the person’s ability level;
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2.

Formulate and write down questions that are developed around the
person’s communication abilities;

3.

Consider having a trusted caregiver or mental health professional present;

4.

Avoid all extraneous sensory distractions, the person may be easily
distracted;

5.

Develop good rapport;

6.

Do not be condescending;

7.

Use simple, direct language. Deal with one issue at a time;

8.

Get the person to restate what happened in his/her own words;

9.

Make sure your words and their words have meanings that you both
understand;

10.

Be alert to nonverbal clues—for example, restlessness, frowning, or long
pauses between answers—that suggest the person may not understand or is
confused;

11.

Make sure the person and you understand who is being referred to when
using pronouns;

12.

Be patient; wait for an answer;

13.

Let them know that it is OK to say “no” to your questions;

14.

Carefully establish time lines. Rather than asking about the specific time
of the day or dates, broader questions focusing on context may be more
useful;

15.

Avoid leading questions; and

16.

If the person has a short attention span, consider conducting the interview
in short time intervals.
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E.

Procedure for Accessing Available Community Health Resources
Communications personnel will have access to contact and referral information
for available community mental health resources. The member may request that a
mental health provider respond to the scene or may transport the subject to a
mental health facility, if the situation warrants direct contact.

V.

1.

Mental Health Facilities or Providers are available for referral. Some
facilities have a 24-hour crisis line and detoxification center with extended
hours.

2.

After hours and weekends, the person should be referred directly to a
nearby medical facility.

Training
Entry-level employees will be provided with training to assist them in providing services
to people who may be mentally ill as part of their initial training.
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I.

PURPOSE
This guideline identifies a system of incident accountability. The purpose of this guideline is
to account for all firefighters operating at an incident. Use of this system will increase
firefighter safety and provide the Incident Commander and Company Officers a means to
track the location and function of firefighters on the scene

II.

RESPONSIBILITY
Accountability is a critical element in maintaining the safety of all firefighters working on the
fireground. Each person involved in an incident whether at strategic, tactical, or task level of
an incident must make a strong personal commitment to follow all guidelines and procedures
regarding accountability.

III.

EQUIPMENT
Accountability equipment for each piece of apparatus consist of a Velcro passport with the
Company Identification (ex ENG 443, ENG 442, ENG 581, L58)
Each firefighter is issued a set of individual Identification tags with their Landis Fire
Department Identification number.
All personnel are to keep their Individual Accountability ID tag accurate in good repair and
have them on a Velcro patch under the helmet brim at all times.

IV.

PROCEDURE
The Landis Accountability System (LAS) will be used by all members to effectively track
firefighters working at the incident, regardless of what fire district the incident is located.
Each Company Office/Senior Member will be responsible for ensuring that the Landis
Accountability System (LAS) reflects only the members presently assigned to their
Company.
1) Each firefighter responding on a piece of apparatus shall attach their ID tag to the
Company Passport located in the Cab of that apparatus.
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2) Upon arrival of the incident, the Company Officer/Senior Member shall provide the
Incident Commander with the Company Passport with the individual ID tags of the
firefighters who responded on that apparatus.
3) When responding to a Mutual Aid incident the Company Officer/Senior Member will be
responsible for providing the (LAS) and passport to the Incident Commander if
requested.
4) No Member will be permitted to enter the HOT Zone on the fireground without first
receiving an assignment and attaching their Individual ID tag to the appropriate Company
Passport.
A. Personal Accountability Report
The personal accountability report or (PAR) is a Roll call of personnel at an incident scene. It
is designed to allow the Company Officers to confirm that the members of his or her crew are
visually accounted for.
Benchmarks for a Par Include:
1) Any report of a missing or trapped firefighter (Command initiates a PAR of all crews on
the scene)
2) Any change from offensive to defensive mode of Fire Attack (Command initiates a PAR
of all crews on the scene)
3) Any sudden hazardous event at the incident – flash over, backdraft, collapse, etc.
(Command shall request a PAR of all crews on the scene)
4) A PAR should be conducted by the Company Officer when exiting the structure to ensure
all members of the crew are accounted for. The Company Officer should then inform the
Incident Commander VIA radio traffic or face to face.
5) At the 10-minute elapsed time during active firefighting operations.
6) At the report that the fire is under Control
B. Lost/Missing Firefighter
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At any time, a member or members are believed to be unaccounted for, they will
automatically be assumed lost or trapped in the hazard zone until otherwise determined safe.
Company Officers must immediately report any absent members to Division Officers or
Command.
For any reports of missing firefighters, Command will request additional resources that are
deemed necessary to search locate and rescue the missing members. This response will
generally be equal to a first alarm response. Command must next initiate an immediate roll
call (PAR) of all companies assigned to duty in the hazard zone. Simultaneously with these
actions, Command must adjust on-scene strategies to a priority search and rescue effort.
C. After the Incident
As Companies and personnel are released, they shall report to the Incident Commander and
retrieve their Company Passports and ID tags. Each member is responsible for his/her ID tag.
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I.

PURPOSE
To establish guidelines and expectations concerning the use of seatbelts in Landis Fire
Department vehicles and apparatus.

II.

POLICY
A. The driver of any fire department vehicle or apparatus shall be directly responsible
for the safe operation of the vehicle.
B. Drivers shall not move fire department vehicles or apparatus until all persons are
seated and secured with seat belts in approved riding positions.
C. The company officer/driver of the vehicle shall confirm that all personnel and riders
are on-board, with seat belts on, before the vehicle is placed in motion.
D. North Carolina State Motor Vehicle Laws require the use of seat belts in all motor
vehicles unless a specific exemption applies.
E. All persons riding in fire department vehicles or apparatus shall be seated and
secured by seat belts or safety harnesses at any time the vehicle is in motion.
F. Riding on tailboards, side steps, running boards, or in any other exposed positions or
standing while riding shall be prohibited.
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I.

PURPOSE
This respiratory protection program is designed to provide a standard operating policy for
the Landis Fire Department. This policy is designed to insure that all firefighters
engaged in emergency operations will be provided personal protection equipment to
eliminate
respiratory hazards. These hazards include, but are not limited to, by-products of combustion
(smoke, heat, toxic gasses, and oxygen deficiency, which present a working environment that
is
Immediately Dangerous to Life and Health (IDLH). This policy establishes when respiratory
protection shall be used and shall meet the intent of the North Carolina Department of Labor,
Bureau of Labor Standards Respiratory Protection Standard, 29 CFR 1910.134 and
amendments.
The use of Self Contained Breathing Apparatus (SCBA) shall be the worn in all IDLH
atmospheres. Engineering controls, such as ventilation, may be used when the Incident
Commander (IC) is able to determine, by metering, that no respiratory hazard exists.
Metering
must be specific and the IC must be certain that no respiratory hazard exists before
respiratory
protection can be removed. Ventilation during structural firefighting shall NOT be
considered as
a substitute for the use of respiratory protection.

II.

SCOPE AND APPLICATION
This program shall apply to all employees who may be or are required to wear respiratory
protection during firefighting or other emergency operations where an IDLH or other
respiratory hazard exists.
The Landis Fire Department will be responsible for any required expenses
resulting from the employee's participation in the respiratory protection plan.

III.

DEFINITIONS
IDLH - Immediately Dangerous to Life and Health, means an atmosphere that poses an
immediate threat to life, would cause irreversible adverse health effects, or would impair an
individual's ability to escape from a dangerous atmosphere. This would include structural
fire,
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chimney fire, dumpster fires, hazardous material incidents, vehicle fires, or any other
operations, which may pose a respiratory hazard.
Rapid Intervention Team (RIT) - This team shall consist of at least two (2) firefighters in full
protective clothing with SCBA, have portable radios and rescue equipment immediately
available. One member shall remain outside the entry point, while the other member(s) may
perform limited outside duties that may be able to be disregarded in the event of an interior
firefighter emergency. All auxiliary RIT assignments will be designated by the IC, and those
duties will not jeopardize the safety of the interior firefighters or exhaust those members of
the designated RIT.
Buddy System - Operating in teams of two or more firefighters. Under this system, no single
firefighter shall be assigned a task to perform alone in an IDLH atmosphere. Members
operating under the Buddy System shall maintain voice or visual contact with the other team
member(s).
Medical Evaluation - Shall mean the completion of the pre-employment Medical
Questionnaire forms given at the time of employment and found in Appendix C of 29 CFR
1910.134 and reviewed by a Professional Licensed Health Care Provider (PLHCP) during
pre-employment physicals.
Medical Examination - Shall mean a physical examination by a PLHCP, selected by the
Landis Fire Department.
Fit Testing - A test conducted on each individual who is expected to wear a respirator. The fit
test will be done using the facepiece selected for that individual, to insure a proper seal. Fit
testing shall meet the QLFT (qualitative fit testing) protocol found in Appendix B of
29CFR1910.134.
IV.

RESPONSIBILITIES
A. Training Officer
The Training Officer shall have the overall responsibility of the administration of the
Respiratory Protection Program including:
 Development of the Respiratory Protection Program.
 Development of policies, rules, and regulations.
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 Developing and implementing a budget to administer the Respiratory Protection
Program.
 Appointment of the Respirator Program Administrator.
 Determining those individuals required to participate in the program.
 Assist the program administrator in the respirator protection program.
B. Program Administrator
The program administrator is responsible for administering and overseeing the respiratory
protection program. The program administrator may delegate certain responsibilities and
duties to other company officers. Duties of the program administrator shall include:













Identify work areas or operations that require individuals to wear respirators.
Select the respiratory protection options.
Develop and implement the respiratory protection program.
Ensure that all individuals expected to use respirators are given a medical evaluation.
Provide a copy of the program and Job Task Analysis to the PLHCP.
Ensure that physical exams are conducted if required by the PLHCP.
Implement a fit testing schedule for all individuals expected to wear a respirator.
Institute a respirator training and retraining program.
Ensure proper storage and maintenance of respirators.
Develop and maintain all respirator training and respirator records.
Evaluate and update the program as needed.
Shall ensure that the compressed air maintains Grade D quality and that the air
compressor is serviced and tested at least annually.

C. Company Officers
Company Officers are responsible for ensuring that the respiratory protection program is
Implemented. In addition to being knowledgeable about the program requirements for their
own protection, Company Officers shall ensure that the program is understood and followed
by all individuals under their charge. Duties of Company Officers include:
 Ensure that individuals under their supervision have received appropriate training, fit
testing, and medical evaluations according to the established schedule.
 Ensuring the availability of SCBA for all personnel working in an IDLH atmosphere.
 Enforcing the proper use of SCBA when necessary.
 Ensuring that SCBAs are properly cleaned, maintained, and stored according to the
respiratory protection program.

134

Respiratory Protection
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 4 of 15

POLICY # 500.07

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

 Continually monitoring work areas and operations to identify respiratory hazards.
 Report to the Program Administrator or Deputy Administrator any individual having
difficulty wearing or when using SCBA.
 Ensure that all Personnel operating in IDLH incidents follow the Department SOG for
D. Employees
 Each employee shall wear his/her SCBA when and where required and in the manner in
which they were trained.
 Each employee shall care, maintain, and store their SCBA as instructed.
 Shall inform the Company Officer if the SCBA facepiece no longer fits well and request
to be refitted with the proper fitting facepiece.
 Inform the Company Officer should you have difficulty when wearing or using an SCBA.
 Inform the Company Officer or Program Administrator of any respiratory hazards that
you feel are not adequately addressed in the workplace and any other concerns that you
have regarding the program.
V.

PROGRAM ELEMENTS
A. Selection of Respirator Procedures
The Landis Fire Department currently uses the MSA Firehawk M7 and MSA G-1 SCBA.
The MSA SCBA’s are certified by NIOSH and shall be used in accordance with the
certification. Personnel shall be fit tested annually. Should the individual require a different
mask then the standard, the Department shall issue to the individual member the proper
fitting mask.

VI.

HAZARD EVALUATION WHERE SCBA WILL BE REQUIRED
A. Structural Firefighting
Due to the unknown respiratory hazards posed by structural firefighting, all members of the
Landis Fire Department engaged in interior structural firefighting (as defined in the
definition section of this program) shall use SCBAs. The SCBA shall remain in use until
overhaul is complete and the fire is determined to be out by the Incident Commander, or the
respiratory hazard has been eliminated and deemed safe by the use of meters.
Firefighters who are performing exterior operations at a structural fire may be required to use
SCBA, depending on the operation and the potential respiratory hazard as determined by the
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Incident Commander, Safety Officer, or Company Officer.
Each and every firefighter using SCBA shall be required to go through Fire Scene
Rehabilitation after each air cylinder is used, and before reentering the structure. Firefighters
must complete all aspects of rehabilitation as written in the Rehabilitation SOG. On scene
medical personnel have the final approval before a firefighter can reenter the IDLH
atmosphere.
B. Vehicle Fires
Vehicle fires are known to produce toxic gasses that may be IDLH. Firefighters who are
engaged in vehicle firefighting operations shall use SCBA while performing this operation.
C. Dumpster Fires or Trash Container Fires
These fires (if not classified as a structure fire) when involved in a fire, shall require
firefighters to wear SCBA while performing these operations.
D. Hazardous Materials Incidents
Firefighters who respond to or operate at a hazardous materials incident may be exposed to a
variety of known and unknown respiratory hazards. SCBA shall be worn by all personnel
operating in the Hot Zone, Warm Zone, and Decontamination Zone as determined by the
Incident Commander.
E. Chimney Fires
Firefighters operating on the roof level at chimney fires shall be required to wear SCBAs.
F. Carbon Monoxide Incidents
Due to the fact that carbon monoxide presents a potential respiratory hazard, personnel
operating at CO Alarms shall wear SCBA until the structure has been declared safe and by
verifying with a Carbon Monoxide Meter or four gas monitoring system.
G. Special Rescue Situations
Special rescue situations may include below grade, confined space, and other areas where the
Incident Commander cannot ensure the quality of the atmosphere. In these cases personnel shall
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be required to wear SCBA. Engineering controls such as ventilation may be used with constant
monitoring and may ensure with certainty the quality of the atmosphere in the rescue
environment.
H. Other Respiratory Hazards
Nothing in this policy is intended to restrict the Incident Commander, Safety Officer, or
Company Officer from requiring personnel to use SCBA when he/she suspects a potential
respiratory hazard. Officers are encouraged to adequately size up the situation and consider the
safety of personnel when making decisions regarding SCBA. When in doubt, order SCBA on.
VII.

UPDATING THE HAZARD ASSESSMENT

The Program Administrator shall review and update the hazard assessment annually or as
needed.
VIII. MEDICAL EXAMINATION
All new hires shall be required to complete a Medical Evaluation form, Appendix C of 29
CFR 1910.134. New hires must receive a PLHCP certification that they are able to wear an
SCBA. Any new hire refusing a Medical Evaluation will be terminated.
VIX.

MEDICAL EVALUATION

Personnel who may be subject to or required to wear SCBA must pass a medical evaluation
before being permitted to wear SCBA in training or on the job. Personnel are not permitted to
wear SCBA until a PLHCP has determined that they are medically able to do so. Any personnel
refusing a medical evaluation will not be allowed to work in an area requiring SCBA.
A PLHCP at Pro Med Urgent Care in Salisbury, NC will provide the medical evaluation.
Medical evaluation procedures are as follows:
 The medical evaluation will be conducted using a questionnaire provided in Appendix C
of the respiratory protection standard.
 To the extent feasible, the Landis Fire Department will assist employees who are unable
to read the questionnaire (by providing help in reading the questionnaire). When this is
not possible, the employee will be sent directly to the PLHCP for medical evaluation.
 All affected employees will be given a copy of the medical questionnaire to fill out, along
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with a stamped and addressed envelope for mailing the questionnaire to the Department
PLHCP. Employees will be permitted to fill out the questionnaire on employer time.
 Follow-up medical evaluations will be provided to employees as required by this
standard, or as required by the PLHCP.
 All employees will be granted the opportunity to speak with the physician about their
medical evaluation, if they so request.
 After an employee has received clearance and begun to wear SCBA, additional medical
evaluations will be provided under the following circumstances.
o Annually after age 40.
o Every two years between the ages of 35 & 39.
o Every five years up to age 34
Or:
 The employee reports signs and/or symptoms related to their ability to use an SCBA,
such as shortness of breath, dizziness, chest pains, or wheezing.
 The PLHCP or supervisor informs the Program Administrator that the employee needs to
be reevaluated.
 Information from the program, including observations made during fit testing and
program evaluation, indicates a need for reevaluation.
 A change occurs in the workplace that may result in an increased physiological burden on
the employee.
All examinations, evaluations and questionnaires are to remain confidential between the
employee and the PLHCP.
X.

FIT TESTING
Before an employee is required to use any respirator with a negative or positive pressure tightfitting face piece, the employee must be fit tested with the same make, model, style, and size of
respirator that will be used. The Company shall ensure that an employee using a tight-fitting
face piece respirator is fit tested prior to initial use of the respirator, whenever a different
respirator face piece (size, style, model or make) is used, and at least annually thereafter
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The Company has established a record of the qualitative and quantitative fit tests administered to
employees including:
•
•
•
•
•

The name or identification of the employee tested;
Type of fit test performed;
Specific make, model, style, and size of respirator tested;
Date of test; and
The pass/fail results for QLFTs or the fit factor and strip chart recording or other
recording of the test results for QNFTs.

Additional fit tests will be conducted whenever the employee reports, or the Company,
Physician, supervisor, or program administrator makes visual observations of, changes in the
employee's physical condition that could affect respirator fit. Such conditions include, but are
not limited to, facial scarring, dental changes, cosmetic surgery, or an obvious change in body
weight.
If after passing a QLFT or QNFT, the employee notifies the Company, program administrator,
supervisor, or Physician that the fit of the respirator is unacceptable, the employee shall be given
a reasonable opportunity to select a different respirator face piece and to be retested.
A. Types of Fit Tests
The fit test shall be administered using an OSHA-accepted QLFT or QNFT protocol. The
OSHA-accepted QLFT and QNFT protocols and procedures are contained in Appendix A of
OSHA Standard 29 CFR 1910.134.
•

QLFT may only be used to fit test negative pressure air-purifying respirators that must
achieve a fit factor of 100 or less.

•

If the fit factor, as determined through an OSHA-accepted QNFT protocol, is equal to or
greater than 100 for tight-fitting half face pieces, or equal to or greater than 500 for tightfitting full face pieces, the QNFT has been passed with that respirator.

•

Fit testing of tight-fitting atmosphere-supplying respirators and tight-fitting powered
air-purifying respirators shall be accomplished by performing quantitative or qualitative
fit testing in the negative pressure mode, regardless of the mode of operation (negative or
positive pressure) that is used for respiratory protection.
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•

Qualitative fit testing of these respirators shall be accomplished by temporarily
converting the respirator user's actual face piece into a negative pressure respirator with
appropriate filters, or by using an identical negative pressure air-purifying respirator face
piece with the same sealing surfaces as a surrogate for the atmosphere-supplying or
powered air-purifying respirator face piece.

•

Quantitative fit testing of these respirators shall be accomplished by modifying the face
piece to allow sampling inside the face piece in the breathing zone of the user, midway
between the nose and mouth. This requirement shall be accomplished by installing a
permanent sampling probe onto a surrogate face piece, or by using a sampling adapter
designed to temporarily provide a means of sampling air from inside the face piece.

•

Any modifications to the respirator face piece for fit testing shall be completely removed,
and the face piece restored to NIOSH approved configuration, before that face piece can
be used in the workplace.

Fit test records shall be retained for respirator users until the next fit test is administered. Written
materials required to be retained shall be made available upon request to affected employees.
Fit testing is required for all employees wearing SCBA.
XI.

RESPIRATORY USE
SCBA use is required for all employees engaged in the following firefighting activities:
structural fires, hazardous materials incidents, vehicle fires, dumpster fires, and special rescue
situations, or any incident which may cause exposure to a respiratory hazard.
A. General Procedures
Employees will use their SCBAs under conditions specified by this program, and in accordance
with the training they receive on the use of each particular model. In addition, the SCBA shall
not be used in a manner for which it was not certified by NIOSH or by its manufacturer.
All employees shall conduct "User Seal Checks" each time that they wear their respirator.
Employees shall use either positive or negative pressure check (depending on which test works
best for them).
Employees who detect operational problems with, or experience failure of, the SCBA shall

140

Respiratory Protection
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 10 of 15

POLICY # 500.07

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

immediately notify their supervisor, sound their PASS Alarm, and leave the hazardous
environment with their partner.
Employees are not permitted to wear any jewelry, ear protection, eyeglasses, or protective hoods
in a manner that may interfere with the face to facepiece seal. Facial hair or any other hairstyle
may not interfere with the face to facepiece seal.
B. Interior Structural Firefighting
Employees engaged in Interior Structural Firefighting shall:
 Use SCBA for all fires beyond the Incipient Stage or as directed by the Incident
Commander.
 Continue to use SCBA until the completion of "Overhaul".
 Work in a minimum of pairs and maintain voice and visual contact with members of each
team.
 Be supported by two stand-by members who are available for immediate rescue of
interior firefighters, at each point of entry as determined by the Incident Commander.
Each stand-by member shall be dressed in full protective clothing and have SCBA immediately
available to them. The function of one of the stand-by members shall be accountability of the
firefighters inside the structure. The other stand-by member may assume other duties including
Incident Commander or Pump Operator provided this individual is able to perform rescue
assistance without jeopardizing the safety or health of any firefighter working at the incident.
Nothing herein shall prohibit the Incident Commander from establishing a Rapid Intervention
Team (RIT) to replace the two firefighters outside, provided a RIT Team is established for each
entry point as determined by the Incident Commander.
In the event that the Incident Commander determines the need to perform Emergency Rescue
Activities upon arrival of the entire team, the Incident Commander must:
 Notify dispatch of entry without the two stand-by members.
 Enter with or without a charged handline, perform the Emergency rescue, and
immediately leave the structure.
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 After the incident, document in writing, to the Fire Chief, a detailed explanation
regarding
the deviation of policy.
C. Use other than Interior Structural Firefighting
For incidents requiring SCBA use other than Interior Structural Firefighting, employees shall use
SCBA whenever they may be exposed to environments which may become IDLH or other
respiratory hazard, as directed by the Incident Commander.
When the Incident Commander cannot ensure the employees ability to escape from the
hazardous environment, one employee shall be stationed at the point of entry to maintain
accountability and be readily available to perform immediate rescue.
D. Procedures for Non-IDLH Atmospheres –
The department does not use Full facepiece air-purifying respirators (APRs)
E. Procedures for Emergency Medical Response
Emergency medical responders are required to use respirators where there is direct exposure to
patients with aerosol transmissible disease exposure (i.e., tuberculosis, bacterial meningitis,
pertussis, chicken pox, SARS, COVID-19) as directed in T8 CCR, Section 5199, Aerosol
Transmissible Diseases.
The minimum level of respiratory protection against infectious aerosols is an N95 respirator.
High-hazard aerosol generating procedures on suspect or confirmed cases (e.g., intubation) will
require a higher level of respiratory protection.
Disposable respirators should never be shared between users. A disposable respirator should
always be discarded if:
(1) It becomes contaminated with a hazardous substance;
(2) It becomes contaminated with blood, respiratory or nasal secretions, or other bodily fluids
from patients;
(3) It has been used during an aerosol generating procedure;
(4) It becomes wet or visibly dirty; or
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(5) Breathing through it becomes more difficult. Respirators can be continuously worn between
patients without removal (“extended use”) without creating a hazard for the patients or the
employees, so long as hand hygiene and other standard precautions are maintained. Respirators
should not be worn between patients after high hazard procedures or if the respirator has become
contaminated with bodily fluids.
XII.

AIR QUALITY

SCBA cylinders shall be filled with Grade D compressed air only. The Program Administrator
shall ensure that the compressed air maintains Grade D quality and that the air compressor is
serviced annually and air quality tested at least quarterly by a third party testing facility.
XIII. CLEANING
 SCBA are to be cleaned and disinfected after each use. The cleaning policy to be as
follows:
 Disassemble SCBA, removing cylinder, mask and PASS device.
 Wash the facepiece and associated parts in mild detergent with warm water.
 Disinfect the facepiece with MSA Confidence Plus germicidal cleaner.
 Air-dry in a clean area.
 Reassemble the SCBA, test the function, and replace any defective parts, test function.
 Place back on apparatus, masks are to be stored in a bag, or within an enclosed cab.
There will be no sharing of SCBA masks in the field without proper cleaning.
The Program Administrator will ensure an adequate supply of cleaning and disinfecting material
at the fire station. If supplies are low, employees should notify their supervisor who will in turn
notify the Program Administrator.
XIV. MAINTENANCE
SCBA are to be properly maintained at all times in order to ensure that they function properly
and adequately protect the employees. Maintenance involves a thorough visual inspection for
cleanliness and defects. Worn or deteriorated parts will be replaced prior to use. No components
will be replaced or repairs made beyond those recommended by the manufacturer, except by
those trained by the manufacturer to do such repairs. Repairs beyond the scope of our trained
personnel will be conducted by the manufacturer or their designee.
The following items are to be checked after each use and weekly. The findings of these checks
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are to be properly recorded in the SCBA Maintenance Log:
A. Facepiece
 Cracks, tears, or holes
 Facepiece distortion
 Cracked, loose, or damaged lens
B. Headstraps
 Breaks or tears
 Broken buckles
C. Valves
 Residue or dirt
 Damage to valve or valve material
D. Gauges, regulators & Air Lines
 Damage to or inaccuracy
 Leaks
E. PASS Alarm
 Operation
 Battery condition
F. Body Harness
 Tears, rips, fraying or otherwise damaged straps
 Broken buckles
G. Cylinder
 Air supply full
 Hydrostatic test date
 General cylinder condition
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SCBA that are defective or that have defective parts shall be taken out of service
immediately. If during an inspection or during use, an employee discovers an SCBA with a
defect he / she is to bring the defect to the attention of his / her supervisor. Supervisors will
give all defective SCBA to the Program Administrator. The Program Administrator will
decide whether to:
 Temporarily take the SCBA out of service until it can be repaired
 Perform a simple repair on the spot.
 Dispose of the SCBA or part due to irreparable condition.
When a respirator is taken out of service, it will be appropriately tagged indicating the
problems, and stored in the SCBA maintenance room until it can be repaired or sent out for
service.
XV.

STORAGE

Storage of SCBA shall be in their designated place on the apparatus. Masks shall be stored in
enclosed apparatus cabs to prevent exposure to road dirt or other contaminates.
XVI. TRAINING
Annually, each employee shall attend and successfully complete SCBA training that is based
on current NFPA Standards. Training will be both knowledge and hands-on based. Training
will include:
•
•
•
•
•
•
XVII.

The need for respirator use, and how improper fit, usage, or maintenance can compromise
the protective effectiveness of the SCBA.
Limitations and capabilities of SCBA
How to effectively use SCBA
How to inspect, don, duff, use, and perform proper seal checks.
Procedures for maintenance field cleaning, and storage.
How to recognize medical symptoms that may compromise the safety of the wearer.
PROGRAM EVALUATION

The Program Administrator shall annually and as needed evaluate the respiratory program to
ensure that:
•

Current written programs are being effective and properly implemented.
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•
•
VXIII.

Employees are properly using SCBA and,
The program continues to be effective.
RECORDKEEPING

The Program Administrator shall keep and maintain all documentation in the areas of:
• Medical evaluations (PLHCP recommendation only)
• Fit Testing
• Training records
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I.

PURPOSE
To provide all emergency responders with the utmost level of safety when operating in or
around the scene of a motor vehicle collision.

II.

POLICY
All emergency responders should be in full turnout gear during the initial response. Down
leveling of gear may be allowed by the Officer in Charge (OIC) once it has been determined
that the scene is safe.

III.

PROCEDURES
A. The first arriving apparatus or Chief should transmit a scene size-up report.
B. If necessary, roads should be shut down and if possible, traffic diverted.
C. All compartments of the vehicles involved in the incident will be opened to identify
potential hazards to emergency personnel
D. All personnel involved in the care and treatment of victims or scene clean-up should take
proper infectious control measures as specified in the Landis Fire Departments Infectious
Control Plan.
E. All vehicles should be stabilized prior to any activities.
F. Only trained personnel should use extrication tools.
G. All personnel should report to staging upon arrival at the scene.
H. Proper eye protection will be in place when operating at the scene of a motor vehicle
accident.
I. Proper vehicle placement is critical and should be considered and exercised when
positioning emergency and personal vehicles at the scene. Location of exhaust must be
considered in vehicle placement.
J. All traffic control will be handled by Landis Public Safety personnel whenever possible.
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K. Additional help assigned to assist should report to the Operations Officer.
L. When extricating a victim from a vehicle, all vehicle occupants, including members, will
be covered for their protection.
M. All personnel should wear high visibility vests except for the members actively working
in the HOT zone.
N. When responding to a vehicle accident involving an electric and/or telephone pole, the
driver should place the apparatus a minimum of one (1) pole length away from the
involved pole on the opposite side of the street of the wires.
O. When operating at all MVA’s, a minimum of a 20-pound, ABC dry chemical
extinguisher should always be available.
P. Both car battery cables (+ and -) should be secured on all emergency incidents with
occupants remaining in the vehicle. Cables shall be removed without cutting them, if
possible, when patients are free of vehicle.

148

Vehicle Lock Outs
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 1 of 5

POLICY # 500.09

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

I.

PURPOSE
A key value for our Fire Department and its members is our willingness to assist our citizens in
any way possible. This assistance has traditionally included assisting entry into locked vehicles
where such actions can be taken safely, efficiently, and without risk of damage to the vehicle or
occupants. Unfortunately, the continued development of anti-theft devices, side airbags, and
other technological developments have created a situation where risk to the safety of Fire
Department personnel, the vehicle occupant, and even the vehicle itself exceeds our ability to
provide an effective, safe service. These risks include, but are not limited to:
•
•
•
•
•

Possibly assuming liability for immediate or future damage to the vehicle or
occupant.
Damaging insulation or wiring that may short and cause an immediate or future
fire.
Disabling or damaging wiring for side airbags.
Disabling or damaging wiring for power door locks and windows.
Other damage to the vehicle or its finish.

The purpose of this procedure is to establish the criteria in which emergency entry into a vehicle
will be performed
II.

PROCEDURES
A. Dispatch Policy for Locked Vehicles
Fire Department Units will be dispatched to reported locked vehicles in the following situations,
which may be “emergencies:”
•
•
•

Person(s) locked in vehicle that is incapable of unlocking the vehicle and is in
immediate danger due to heat or other medical condition.
Pet(s) locked in closed vehicle without air conditioning.
Vehicle locked and running INSIDE of a closed structure producing a hazardous
atmosphere.

NOTE: a vehicle in a garage with the garage door up would not be a hazardous situation
unless there is evidence of overheating.
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•

Other situations where the locked condition of the vehicle is an obvious threat to
the safety of persons or property.

B. Call Handling Procedures
Upon receipt of a reported lockout, the TC shall determine if the situation meets the criteria for
an “emergency” as listed in Section II. An “inconvenience” is not an emergency and being “late
to work”, “late to a ball game”, etc. is not to be considered emergencies by fire or EOC
personnel. If an emergency exists, the call will be dispatched following standard
Communications procedures. If it cannot be determined whether or not an emergency exists, Fire
Department personnel will be dispatched and will respond to make an “on-scene” determination
of the appropriateness of forcible entry.
C. Fire Department Response and Entry
The Fire Department will respond to all vehicle emergencies as defined in II, above. Upon
arrival at the scene, the Fire Department Officer shall observe the situation and make the
determination of whether or not an emergency exists.
Emergency Entry
If a situation exists which poses a threat to life or property, Fire Department personnel will make
entry by taking the following actions:
1. Advise the person responsible for the vehicle that an “emergency entry” is being made.
2. Advise the person responsible for the vehicle that the safest and most economical way of
gaining entry will be to break a windowpane.
•
•
•
•

That the Fire Department cannot be responsible for any damage to the vehicle
under the emergency conditions present.
Select an appropriate window away from the occupant.
Remove the window by fracturing the glass with a center punch.
Unlock the door and stabilize the emergency.

3. After the emergency is stabilized, assist the person in control of the vehicle by removing (to
the extent possible) all loose glass from the vehicle.
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4. Advise the owner or occupant that glass fragments may sometimes be wedged between seats,
window frames, etc. It is suggested that great caution be used until a professional glass company
replaces the window and the interior checked for any residual glass.
Non-Emergency Entry
A consent form releasing the Town of Landis Fire Department of any damage or liability
occurring during the unlocking procedure should be completed and signed by the lawful owner
of the vehicle. Verification of lawful ownership should be obtained before any action is taken by
Town of Landis Fire Department Personnel. This can be obtained from the vehicle’s license plate
or VIN number(s) matching the vehicle’s registration. Addition verification may be obtained by
law enforcement and telecommunications. Any request for lock-out/lock-in Assistance not
meeting any of those requirements should be denied or referred to a Commanding Officer. The
Town of Landis Fire Department will use a specialty lock out tool known as the “Big Easy” lock
out tool system. It specializes in assisting fire personnel wedge and prop open the extremities of
doors and other openings on automobiles so that doors or windows may be opened with little to
no damage to the vehicle. As a general rule, the Fire Department will attempt to assist whenever
and however practical.
NOTE: The nature of the emergency, the reason for utilizing forcible entry, and the method of
entry and any subsequent damage must be clearly explained in the Incident Report narrative. The
individual should also produce their driver’s license, which verifies that they live at the same
address as shown on the vehicles registration once entry is gained.
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Town of Landis Fire Department
Vehicle Lockout Consent Form
Date: _________________
Location: _______________________________________________________
VIN: __________________________________
Tag#: _______________________
Year: __________
Make: _________________________________
Model: _________________________________
Vehicle Owner Name: _______________________________________________________
First

Middle

Last

Vehicle Owner Address: ___________________________________________
Street Name

___________________________________________
City

State

Zip

Vehicle Owner Drivers License #: _______________________ State Issued: ____________
(If Owner is not on site enter Operators information)
Vehicle Operator Name: _______________________________________________________
First

Middle

Last

Vehicle Operator Address: ___________________________________________
Street Name

___________________________________________
City

State

Zip
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Vehicle Operator Drivers License #: _______________________ State Issued: ____________

Town of Landis Fire Department
Vehicle Lockout Consent Form
By signing this document, which states and gives permission to the Town of Landis Fire
Department and its membership the right to make entry in to the vehicle listed on this document.
The Town of Landis Fire Department will not be held responsible for any damage prior, during, or
thereafter making entrance to the vehicle. It is also know that the Town of Landis Fire Department
does this service at no charge. If a true emergency situation exists, any and all measures of
entrance to this vehicle are viable. Vehicle ownership must be proven before any “Lockout
operation” begins. Owner of the vehicle must be present in order for “Lockout operations “ to be
executed. If vehicle is operated by someone other than its rightful owner (minor/family
member/etc.) ownership/operators rights must be proven to the exception of the Officer in charge
of the scene. The Town of Landis Fire Department withholds the right to deny any lockout
procedure for any reason or anytime.

Owner/Operator Signature: _______________________________________________________
`

Date

Witness Name (Print): ___________________________________________________________
Witness Signature: ______________________________________________________________
Date
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I.

PURPOSE
Landis Fire Department will conduct preplans for the purpose of collecting information about
high risk, high occupancies to be utilized by LFD personnel during a response to assist in
determining potential hazards, tactics, and strategies. This information will assist the incident
commander in conducting life safety and fire suppression operations in a safe and efficient
manner.

II.

SCOPE
To provide LFD personnel with a guideline to utilize in performing pre-plans of high risk,
high occupancies. To establish a consistent procedure and forms for conducting pre-plans on
an annual basis or as needed on target hazards within the response district.

III.

PROCEDURES
A. Building occupants shall be notified by telephone or face-to-face of the need to
conduct a pre-plan tour of the building and grounds. The tour should be scheduled
at a date and time that will be most convenient to the occupant to cause minimum
business interruption.
B. Check files for any existing preplan on the building to be toured before leaving
the station. Take a copy of the existing preplan form.
C. Once on-site, make contact with building management and request someone to
accompany fire department personnel on the tour to answer questions and get
access to locked areas.
D. Make drawings of building floor plans and site plan for the building. Detail the
drawings with information relevant to fire operations.
E. Complete the preplan information sheet, containing but not limited to, the
following information.
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a) Property address, business phone number, emergency contact info, hours
of operation, average number of occupants, construction type, dimensions
and flow rate {(L x W) / 3 = 100% involvement)}
*multiplied by the number of floors*
b) Water Supply, including hydrant locations
c) Exterior fire protection devices, including post indicator valves and
outside screw & yoke valves. Check for proper operation of standpipe and
sprinkler connections, and proper operation of swivels, etc.
d) Interior fire protection devices, including standpipe and sprinkler cut off
valves, alarm system annunciator and main panels, location and type of
standpipe and/or sprinkler system. Makes notes on information sheet and
mark on building map.
e) Utilities, note type and location of ways to secure on the information
sheet. Note if the building has any type of emergency power system (UPS,
generator, etc.).
f) Building characteristics, note size and dimensions of building, note
construction material. If possible access roof of building, note the access
location, check and note for heavy objects ( A/C units ). Note any
potential fall hazards or similar. Note conditions of fire walls that may
contribute to fire spread or failure.
g) Elevators, note type and operation of door and location of override keys.
h) Knox Box location if equipped along with forcible entry hazards
i) Hazardous materials, note type and location of hazardous materials, mark
on building map. Note location of MSDS sheets.
j) Exterior exposure, note any possible exterior fire spread potential. Indicate
exposures on site.
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k) Once back in station, review notes with crew, complete information sheet,
map, and upload pre plan and drawing into active 911.
l) Determine apparatus staging locations. Indicate on response sheet.
m) Place finished copies in station/apparatus preplan book.
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I.

PURPOSE
To establish guidelines for equipment which must be maintenanced/inspected within
certain timeframes.

II.

PROCEDURES
A. HYDRANTS
Hydrants will be serviced every year and flow tested every 5 years.
B. PRE-PLANS
Throughout the year, the on-duty full-time crews will work together to complete and
update pre-plans throughout the Town.
C. SCBA FIT TESTING
SCBA fit testing will be conducted in the spring of each year.
D. CASCADE AIR QUALITY
Air quality checks will be collected and tested at least twice per year.
E. LADDERS/AERIALS, PUMPS, HOSE, FIRE EXTINGUISHERS, SCBA FLOW
TESTING, APPARATUS PREVENTITIVE MAINTENANCE, STATION FIRE
PREVENTION SYSTEMS, & MEDICAL PHYSICALS
Conducted by a third party and scheduled throughout the year as required.
F. SCBA & CASCADE CYLINDERS
SCBA, and CASCADE cylinders must be hydrostatically tested every 5 years.
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I.

PURPOSE
This plan is intended to serve as an operational guide when woods, grass or brush fires are
encountered.

II.

DEFINITIONS
1. Air Attack - Aerial reconnaissance aircraft which can provide information from above the fire
by an observer.
2. Air Tanker -Fixed wing aircraft certified by the FAA as being capable of transport and
delivery of fire retardant solutions.
3. VLAT – Very Large Air Tanker – Fixed wing heavy Air Tanker DC10, 737, and larger in
some cases.
4. Buoy Wall Tank (Pumpkin)- Large 1500 to 4000-gallon collapsible water tank carried on
some water tenders used for a remote water source or fill station for Bambi Bucket operations.
These are not to be confused with a Fol-Da-Tank not designed for Bambi Bucket operations.
5. Bambi Bucket – Small 65 to 95-gallon bucket, externally attached to helicopters for water
drops on brush fires.
6. Division - Similar to a “sector”. A geographic work assignment (example East Division, or
Division A)
7. Group - Similar to a “sector”. A functional work assignment (example Water Supply Group)
8. LCES - Lookouts, Communications, Escape Routes, Safety Zones. A basic safety measure that
must be in place at all times for firefighter safety.
9. Red Flag Warning - A weather announcement made by the National Weather Service when
fire danger is Very High or Extreme. Sustained winds >= 20 mph and relative humidity <= 20%,
scattered thunderstorms, increased thunderstorm activity after a prolonged dry period, abrupt
change in wind speed and direction that may affect the area.
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10. SEAT - Single Engine Air Tanker (similar to a crop duster) A fixed wing aircraft capable of
transport and delivery of fire retardant solutions of about 800 gallons.
11. Type 1 Engine - A typical structure engine. Crew of 4 personnel, minimum 400-gallon tank
and 1000 gpm pump.
12. Type 3 Engine - Typically a short wheelbase engine capable of both structure and wildland
fire operations. Commonly 4-wheel drive, 500-gallon tank, 250 gpm pump.
13. Type 6 Engine - Approx. 200-gallon tank and 50 gpm pump with higher pump pressure
capacity than an engine and pump-and-roll capability. Typically, 4-wheel drive for off-road fire
suppression.
14. Water Tender (“Tender”) - A water transport and delivery fire apparatus. Capable of carrying
1000 to 5000 gallons of water. Pumps may range from 50 to 1500 gpm.
15. Tactical Tender – Has pump and firefighting capabilities.
16. Support Tender – Delivery of water only.
17. Wildland Fire - Any non-structure fire that occurs in the wildland.
III.

PROCEDURES
A. Ten Standard Fire Orders
Wildland fires are fast moving and extremely dangerous. These scenes require that all personnel
understand these basic wildland fire fighting orders:
1. Keep informed on fire weather conditions and forecasts.
2. Know what the fire is doing at all times.
3. Base all actions on current and expected behavior of the fire.
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4. Identify escape routes and safety zones and make them known.
5. Post lookouts when there is possible danger.
6. Be alert. Keep calm. Act decisively.
7. Maintain prompt communications with your forces, supervisor, and adjoining forces.
8. Give clear instructions and insure they are understood.
9. Maintain control of your forces at all times.
10. Fight fire aggressively, having provided for safety first.
B. Eighteen Watch Out Situations
Several situations have been found to increase the chance of injuries or fatalities on
brush/wildland fires. These include:
1. Fire not scouted or sized-up.
2. In country not seen in daylight.
3. Safety zones and escape routes not identified.
4. Unfamiliar with weather and local factors influencing fire behavior.
5. Uninformed on strategy, tactics and hazards.
6. Instructions and assignments not clear.
7. No communications link with crewmembers/supervisor.
8. Constructing line without a safe anchor point.
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9. Building fire line downhill with fire below.
10. Attempting a frontal assault on the fire.
11. Unburned fuel between you and the fire.
12. Cannot see the main fire or not in contact with anyone who can.
13. You are on a hillside where rolling material can ignite fuel below.
14. Weather is getting hotter and drier.
15. Wind increases and/or changes direction.
16. Getting frequent spot fires across the line.
17. Terrain and fuels make escape to safety zones difficult.
18. Taking a nap near the fire line.
IV.

FIRE FIGHTER SAFETY
A. PPE
In the brush/wildland fire setting, proper personal protective equipment (PPE) is essential to fire
fighter safety. Structural turnout coats, pants and boots are not designed for brush/wildland fire
suppression.
Wildland PPE is designed to be more comfortable and functional while reducing fire fighter
fatigue and heat-related injuries. A proper brush/wildland fire protective ensemble will consist of
a helmet, fire resistive brush shirt/jacket, fire resistive brush pants, eye and hearing protection,
work gloves and leather ankle high boots. Nylon hiking boots are inappropriate because of the
melting and sticking potential of nylon.
Some regional agencies may have additional protective equipment guidelines that exceed these
minimum standards.
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B. Hydration
Remember that heat is a major safety problem and all personnel should be kept well hydrated.
Personnel should have access to drinking water and carry canteens or similar water containers.
Sterile water bottles can be cleaned, filled with drinking water, and carried in the brush jacket
pockets. Wildland fire fighting is a physically demanding operation and members should be fit
and prepared mentally for a very hot, fast moving, and dangerous environment.
C. Crew Safety
Wildland fires demand that Company Officers maintain a high level of awareness regarding crew
accountability. Crew members can easily become spread out and not visible in rugged and rocky
terrain. Company Officers must maintain LCES (Lookouts, Communication, Escape Routes, and
Safety Zones) and control over crew members to ensure a safe operation. Wildland fire fighting
will still employ the buddy system. Always provide for an escape route. Try to have at least two
routes of egress, should one become blocked by fire or smoke conditions. Watch out for each
other.
ANY DEPARTMENT UTILIZING DRONES DURING A BRUSH/WILDLAND FIRE
INCIDENT WILL IMMEDIATELY LAND THE DRONE AS SOON AS ANY
AIRCRAFT HAS BEEN ORDERED. THIS WILL ENSURE THE SAFETY OF
INCOMING AIRCRAFT AND EXPEDITE THE USE OF AIRCRAFT FOR
FIREFIGHTING OPERATIONS. REMEMBER: NO AIRCRAFT CAN FLY ON A FIRE
IF A DRONE IS UP.
V.

TACTICAL PRIORITIES
Tactical priorities will vary as fire situations are encountered. Wildland/urban interface usually
encompasses three types of environments.
 Isolated areas of wildland within an urban area called “buffers.”
 Structures on small, medium, or even larger lots that are bordered by wildland on broad,
front- type entrances.
 Structures scattered over large wildland areas. The three tactical priorities are as follows:
A. Reconnaissance: A careful and complete survey of the area involved will be the top
priority of the first arriving Unit. The only exceptions should be for small fires where the
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entire area can be observed from one location, situations that require immediate action (as
in a rescue), or when an exposure is severely threatened.
B. Exposure Protection: Protecting exposures and other improvements from the fire
becomes a high priority, even at the risk of adding extra acreage to the size of the fire.
C. Confinement of Perimeter: The heads of the fire should be given the highest priority in
order to efficiently control the fire spread. A direct application fire stream, with Units
operating in the burn area, is the fastest control evolution available to stop the fire spread
(direct attack). Many situations will not support this method and Command may elect to
use natural and man-made barriers to stop the forward progress of the fire (indirect
attack). Where geographical, weather, and exposure conditions permit, the initial attempt
at controlling the fire should be the indirect method. Special consideration must be given
to the availability of resources for patrolling the perimeter.
VI.

STANDARD COMPANY OPERATIONS
Standard Company Operations assign basic fire ground functions and activities to the various
Companies, based upon the capability and characteristics of each type of Unit. Standard
Company Operations on brush fires vary greatly from other types of incidents.
Upon first unit arrival, the unit’s officer will determine whether or not the incident will be an
extended campaign worthy enough of the establishment of Incident Command. The unit officer
or Incident Commander shall provide the following information in the initial radio report:
 Size (an estimate, given in acres or fraction of acres)
 General size of vegetation (light, medium, or heavy rough)
 Rate of spread (expressed as slow, moderate or rapid)
 Determine the need for a North Carolina Forestry (Rowan County Division/D-10) response.
 Access routes into the area for incoming Units
 On major incidents, establish a Command Post as soon as possible.
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 Command should plot and update the fire size, location, and progress as often as possible.
 Command shall determine the location of tankers and other sources of water supply, and
notify all Units at the incident of their location.
 As an incident grows, the Command Post may expand in size; therefore, the location selected
should be capable of accommodating additional personnel.
VII.

COMMAND

The first arriving company officer who assumes Command must address the values at risk. This
includes life safety, structures threatened, fire control, and property conservation benchmarks. In
a wildland fire setting the life safety benchmarks must include fire fighters as well as civilians.
Command must have a plan that includes LCES (Lookouts, Communications, Escape Routes and
Safety Zones) for fire fighters and equipment. LCES should be in place prior to any fire
suppression operations. Individual sectors can establish escape routes and safety zones
depending on need or location. Escape routes and safety zones should be easily accessible and
large enough to prevent radiant heat injuries or direct flame impingement. Aerial operations
should not be located near safety zones.
• Command should concern itself with strategy and allow sectors to dictate tactics
• Make early offensive/defensive (direct attack or indirect attack) decisions
• Gather adequate resources
• Think ahead - way ahead
• Support sectors
• Protect and rehab fire fighters
• Consider assigning an ALS company and a rescue for medical response for firefighters
• Consider filling the operations chief and/or logistics chief position early into the incident
On major incidents, establish a Command Post and sectors/divisions/groups as soon as possible.
The Command Post should be in a location which will be safe and not have to move if the fire
changes direction. Supporting elements should be able to set up at the Command Post. Select a
site where a helicopter may land in close proximity to the Command Post.
The Command Post will need to plot progress, exposures and access. The units in the field,
particularly geographic sectors/divisions/groups, will have to report this information back to
Command via radio or personal contact.
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As fire spread becomes critical, Command must be prepared to special call additional attack
units by specific companies or to request assistance by standardized alarm responses. This
determination must be made early.
When brush/wildland fires begin to threaten homes, Command must be prepared to readjust and
develop a defensive strategy to protect exposures while allowing the fire to burn to a location
better suited for control.
VIII. EQUIPMENT
-

Only brush trucks should be taken off-road. Extreme circumstances may require the use
of a pumper; however, this action must be approved by the company officer of the
intended apparatus.

-

Never place equipment in front of a brush fire.

-

Vehicles should not be left unattended in dry grass or other flammable vegetation.

-

While operating off-road, maintain a constant awareness of soil composition or
conditions that would hamper mobility. Be careful of changes in type, size, and color of
vegetation (as it may indicate a change of soil composition). Use a person’s foot to
precede the Unit when soil is questionable.

-

When entering off-road areas, switch to four-wheel drive prior to departing the hard
surface of the roadway.

-

Vehicles with a winch should be parked near questionable areas to more readily facilitate
removal of Units should they become stuck.

-

Brush Trucks shall not be used to push over or plow through trees and heavy brush.

-

When working a fire with a Brush Truck, the driver should be aware of available water
levels in the tank. Depending on the location in the fire area, try to have enough water in
the tank to protect the vehicle and Crew in case you are cut off, or have a flare-up and
need to escape.

The following items represent the standard operating procedure that will normally be performed
by Companies on brush fire incidents:
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Brush Truck
 Operate off-road, from the burned area, to directly apply fire streams.
 Reconnaissance
 Rescue and evacuation
 Exposure protection
 Fireline and spot-fire patrol
 Overhaul (mop-up) Engine Company
 Ability to directly apply fire streams from improved roadways.
 Rescue and evacuation
 Exposure Protection
 Water supply for other Brush Trucks or ATV’s
 Overhaul in accessible areas
Due to the ever-changing nature of a brush fire, the key concept in standard company operations
is mobility. Engine Companies and Tankers should not be committed in such a manner as to
become inflexible to rapid reassignment of duties or location.
IX.

FIREGROUND FACTORS
The following factors have a critical effect on the burning characteristics of a brush fire and on
the effectiveness of control efforts:
 Weather
 Relative humidity
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 Wind-speed and direction
 Temperature
 Cumulative and long-range drying
 Fuel
 Type
 Size
 Arrangement
 Equipment available
 It is essential that the North Carolina Forestry Service (NCFS) Units be requested as early as
possible. During peak fire periods, NCFS Units may be committed or have extended response
times due to the large geographical areas that they cover.
X.

TACTICS AND STRATEGY
Brush fires often present a large area of rapidly spreading fire with numerous and complex
exposure problems. The critical decision is often where to attack the fire to the best advantage.
Protection of exposures is the primary goal when immediate control is not possible.
There are two basic methods of attacking a brush fire: The Direct Attack and the Indirect Attack.
In many situations, a combination of the two, applied to different areas of the fire, has proven
most successful in providing effective control.
Command must quickly develop a firefighting plan, and this plan must remain flexible
throughout the incident.
The following is a list of size-up considerations that affect the strategy and tactics considered:
 Location, direction, and speed of fire heads, wind direction, and speed
 Exposures and improvements involved or threatened
 Burning conditions, weather, time of day, and previous experience in the general area
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 Fuel: size, type, and arrangement
 Barriers available to support backfire, natural or man-made
 Accessibility into the fire area
 Spot fires, frequency and distance from the main fire
 When operating in unburned areas, always maintain an escape plan.
 When cutting wire fences, keep the post between yourself and cut, as the wire may recoil
when tension is released.
 If it becomes necessary to cut a fence, make every effort to repair it. Notify Command and be
very careful not to let any livestock escape.
 Full protective clothing must be worn while working with winch cables. When tension is
applied to winch cables, maintain a safe distance or stand behind the apparatus.
A. Size Up
A deliberate and thorough initial size up is extremely important on significant or potentially
significant fire incidents in order to develop a fire fighting plan. The initial incident commander
should take the necessary time to gather pertinent information on the fires location, spread rates
and direction, identified hazards, any threats to improvements (structures, power lines, etc) and
anticipated needed resources. The following is a list of size-up considerations that greatly affect
tactics and strategy:
B. Fire:
• Location of fire head or heads
• Size of fire and rate of speed
• Flame length
• Spot fires
• Accessibility into fire area
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C. Fuel:
• Fuel continuity
• Type of fuel—grass, brush, trees
• Fuel loading - light, heavy
D. Weather:
• Temperature
• Wind speed and direction
• Relative Humidity
E. Topography:
• Is it flat ground or on hillside
• Bottom, middle or top of hill
F. Hazards:
• Exposures--improvements, buildings, crops, etc.
• Special hazards (e.g., spot fires, hazardous materials, etc.)
G. Resources
• Manpower needs
• Water resource (e.g., tenders, hydrants, etc.)
Command must then quickly develop an incident action plan based on this size up.
XI.

FIRE BEHAVIOR
The following factors have a critical effect on the fire behavior of a wildland fire. Command
must maintain an awareness of these conditions and be prepared to react quickly, pessimistically
and well ahead of the fire. The factors are: WEATHER, FUEL, and TOPOGRAPHY.
A. Weather
Command must be aware of constantly changing weather conditions. During a normal day, local
winds will change 180 degrees near midday and usually become gusty during the afternoon.
Morning winds are normally East to West and afternoon winds are usually West to East. Fire
spread will usually slowdown in the evening AS HUMIDITY INCREASES (25%) and increase
during the midmorning hours AS THE HUMIDITY DECREASES (15%).
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A Red Flag Warning issued by the National Weather Service indicates when conditions are
present that may have substantial effects on any brush/wildland fire incidents during that period.
Crews should give special consideration to any fire incident under these conditions.
Command should always be aware of the fire conditions, weather conditions and time of day.
Remember that a large WILDLAND fire can create dangerous convection currents that cause
erratic fire behavior and spot fires far in advance of the fire head. Heavy winds also produce
similar results.
Hot and dry conditions produce extremely rapid-fire spread. A slight decrease in relative
humidity will cause a significant increase in fire intensity. During extreme days surface-wetted
fuel will dry in a few minutes.
B. Fuel
Most of the fuel in the Landis area is relatively light and burns very rapidly. Fires will be mostly
wind driven and depending on fuel loading could require extensive overhaul. Fuels in the river
bottoms are usually a mix of grass, brush, and trees which will increase fire behavior and the
time it takes to extinguish them.
C. Topography
Fire burns uphill much more rapidly than downhill. On an uphill slope, the fire will tend to
crown over the top and start spot fires a considerable distance down the receding slope. A large
free-burning fire will tend to create its own convection currents and spot fires may be started.
Access is often the most serious problem with topography.
Companies with considerable brush fire potential should size-up areas with regard to fuel,
topography and extent of exposure to structures. Particular attention should be paid to access
roads and accessible areas where apparatus may travel. Natural fire breaks and potential
exposure problems should be noted on the area maps provided for this purpose.
D. Direct Attack (Offensive)
Direct attack should be used whenever fire conditions allow fire personnel to work directly and
safely on the fires edge. Personnel should “anchor and flank” a fire by first establishing a safe
location, or anchor point, to start the attack without being outflanked by fire. An example of an
anchor point would be a road or green farm field.
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Fire suppression personnel on fires in light fuels should use the “one foot in the black” method in
an inside out attack where the safety zone is the previously burned area adjacent to the burning
fire front. Unlike a structural fire attack, a brush/wildland fire attack should be from the
BURNED (black) side where possible. Structural fire fighters can find themselves entrapped by
fire when attacking a fire head-on from the unburned side where fire can quickly overrun them.
A direct water attack is the fastest control evolution available to counteract wildfire spread.
Brush trucks can accomplish this through pump-and-roll tactics. Apparatus and personnel should
be in the burned (black) area as opposed to the unburned fuels.
E. Indirect Attack (Defensive)
Indirect attack methods are used when fire personnel are prohibited from direct attack due to fire
conditions or access to the fire. For indirect attack strategy, fire personnel work some distance
away from the fires edge. This may be in support of wildland fire crew burnout operations,
structure protection or another tactic.
On large open grass fires, Command must take advantage of natural fire barriers that will assist
in control measures, such as: dry sandy washes, roads, trails, rock outcroppings, patch fuels, etc.
Structure Protection/Interface Operations
During interface fires involving brush and structures it may be necessary to retain a 3-1 structural
assignment in staging and be prepared to assign those units to conduct structural firefighting if
needed. These staged resources will be turned out and equipped to carry out interior structural
firefighting.
Units assigned to protect a structure or improvement should first thoroughly size up the site to
ensure firefighter safety can be maintained. The Company Officer should walk the driveway or
access road to ensure apparatus have good access and clearance and that the site is deemed safe
to protect. Apparatus should back-in to allow for quick egress is necessary.
During structure protection, crews should plan to remain as mobile as possible in case escape is
necessary. Hose lays should be as short as possible and limited to one or two at most. “Bump
bags” or other hose packs may be used by some regional departments that have more frequent or
substantial interface areas. These hose packs consist of 1 ½” “trunk” line with a gated “y” and
one or two 1” forestry hose lines with nozzle.
When water is in short supply, it is usually most effective when applied to burning material
instead of wetting fuel in advance. Seriously exposed structures should be kept wet, using
appropriate foam if possible.
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Tactical challenges and hazards for structure protection:
(Firefighters with a safety zone can safely defend structures with some challenges)
• Narrow roads, unknown bridge limits, and septic tank locations
• Ornamental plants and combustible debris next to structure
• Wooden siding and/or wooden roof materials
• Open roof vents, eaves, decks, and other ember traps
• Fuel tanks and hazardous materials
• Power lines
• Limited water sources
• Property owners remaining onsite
XII.

MOP-UP

After direct or indirect line work is completed and a fire is called "Under Control," many things
remain to be done to make the fire line safe and put the fire out. This work is called mop up. The
objective of mop up is to put out all fire embers or sparks to prevent them from crossing the fire
line.
A certain amount of mop up work is done along with line building. Mop up becomes an
independent part of firefighting as soon as the spread of the fire is stopped, and all line has been
completed. Ordinarily, mop up is composed of two actions; putting the fire out, and disposing of
fuel either by burning to eliminate it, or removing the fuel so it cannot burn. The principles of
mop up follow:
1. Start work on each position of line just as soon as possible after line construction and burning
out are completed. Treat most threatening situations first.
2. Allow fuel to burn up if it will do so promptly and safely.
3. On small fires, all fire should be extinguished in the mop up, where quantities of burning
material are not so large as to make this impractical.
4. On large fires, completely mop up enough of the area adjacent to the line to be certain no fire
can blow, spot, or roll over the fire line under the worst possible conditions.
5. Search for smoldering spot fires.
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6. All smoldering material that is not put out with water or dirt should be spread well inside of
lines.
7. Eliminate or put into a safe area all less flammable fuels, such as rotten logs and snags, which
are outside, but near the control line.
8. Eliminate all burned trees inside of line that could throw sparks over line or fall over the line.
9. Put all rolling material in a position that it cannot possibly roll across the line.
10. Look for indications of hot spots. Some are gnats swarming, white ash, ground which shows
pin holes, and wood boring insects.
11. Use water wherever possible and practical in mop up.
12. Use water sparingly but use enough to do the job. Match the amount of water to the job.
13. Adding Class A foam to water will greatly increase effectiveness in mop up of deep-burning
fuels.
A. When addressing mop up operations, Command should:
1. Determine the distance inside the control line to be overhauled (for small fires, this may be the
entire burn area).
2. During rehab of mop up crews, ensure at least two fire fighters remain in the area to monitor
for re-ignition or spread of fire.
3. Schedule for follow-up checks by crews to ensure the fire is out in mopped up perimeter.
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I.

PURPOSE
Establish guidelines for employees involved in a collision while driving a town
owned vehicle and guidelines for supervisors to request the North Carolina State
Highway Patrol (SHP) to investigate a collision involving town vehicles.

II.

POLICY
The Landis Fire Department, through the Landis Police Department, shall
request the SHP to investigate certain fire vehicle collisions as described below,
while allowing the department to continue investigating minor collisions.

III.

PROCEDURE
A.

B.

The SHP shall be called to investigate a motor vehicle collision involving
any Town vehicle, to include fire and law enforcement vehicles, if:
1.

The collision involves a fatality or serious personal injury to a third
party; or

2.

When it is deemed appropriate by the on-duty supervisor.

The following procedure will apply to motor vehicle collisions not covered
in section III-A.
1.

The Landis Police Department will investigate any collision
involving Town vehicles which occurs inside the corporate town
limits except for those collision covered in section III, A of this
policy. The on-duty supervisor shall ensure a North Carolina
Crash Report Form (NCCRF) is completed.
(a)

North Carolina Crash Report Form (NCCRF) shall be
used for collision, if the damage is $1,000.00 or more or
any injury.

(b)

The supervisor shall respond immediately to the scene
and take charge of and investigate the collision, preparing
and forwarding a report to the Chief of Police/Fire Chief.
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(c)

The supervisor’s report will be a written report
containing, at minimum, the following:
•

What the member was doing at the time of the
collision

•

Apparent cause of the collision

•

Names and statements of witnesses

•

Nature of injury of members and/or others

•

Damage to vehicle and/or other property

•

Photographs of damaged vehicles and
property

•

Recommendation as to corrective action

(d)

The supervisor shall not delegate this responsibility unless
exigent circumstances require it.

(e)

Only the investigating supervisor, or designated officer as
allowed in subsection (d) above, shall complete the North
Carolina Crash Report Form (NCCRF), also known as a
DMV-349 report.

C.

In every collision involving a Town vehicle, the involved employee will
notify a supervisor, regardless whether they are on or off duty.

D.

The supervisor will ensure photographs are taken of all Town vehicle
collision scenes, damaged vehicles and property.

E.

When there is extensive damage, or serious personal injury or death, the
SHP will be contacted.

F.

The supervisor is responsible for ensuring the employee is screened, as
required by the Town of Landis Substance Abuse Policy and any
required post-collision drug testing requirements.
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G.

Any member who becomes involved in a collision while in charge of or
operating a fire vehicle shall immediately notify his/her supervisor.

H.

Members shall not move the vehicle from the scene unless safety or
exigency requires it. The member shall take all precautions to protect the
scene from disturbing influences until ordered by a supervisor or SHP to
move the vehicle.

I.

Members shall, immediately after tending to any injured persons and
summoning appropriate resources, begin to secure the names, addresses,
telephone numbers, etc. of all witnesses.

J.

Members shall follow all instructions received from a supervisor.

K.

Members shall prepare a complete written statement, omitting no detail,
as to the collision, giving names, addresses, telephone numbers, etc. of
all witnesses.
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I.

PURPOSE
This procedure provides guidelines for the extinguishment of vehicle fires. This
procedure applies to automobiles, light duty trucks, medium trucks, tractor- trailers,
campers, buses, trains, construction equipment, motorcycles and other on and off-road
vehicles. This policy does not apply to vehicles involved in hazardous materials accidents
or to vehicle fires inside of structures.

II.

PROCEDURES
A. Size-Up
1. Upon arrival on the scene, the officer in charge shall size-up the situation
informing the communication center of the vehicle type involved and the nature
of the problem.
2. Special attention shall be made to identify any and all placards and/or labels that
may provide essential information to the Incident Commander for the safety of all
persons involved.
3. The apparatus shall, if possible, position uphill and upwind from the vehicle(s).
The apparatus shall be positioned approximately 100 feet from the vehicle.
B. Rescue
1. Vehicles shall be searched for the presence of persons with special attention paid
to small children or infants. Any persons found shall be removed out of the Hot
Zone and emergency medical personnel shall begin treatment if present.
C. Fire Control
1. Fire Control shall be made with an offensive attack using a 1 3⁄4” hose line or
larger. Fire attack should be made in the most effective and efficient manner
according to fire conditions and fire location. Additional lines shall be used as
required for the control of the fire or protection of exposures and personnel. Class
A foam may be more effective for extinguishing vehicle fires than by using plain
water. Burning fuel fires may require the use of Class B foam.
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2. Depending on the type and size of vehicle involved, additional engines, or tenders
may be requested because of limited water supplies on highways or the need for
additional personnel. The ladder or rescue company may be requested for the use
of specialized equipment if necessary.
3. At least one hose line shall remain operational until the vehicle is removed from
the scene or rendered safe if the vehicles that cannot be moved immediately.
4. Batteries shall be disconnected, and any other possible ignition sources eliminated
to prevent the ignition of flammable vapors or chemicals.
D. Overhaul
1. Caution shall be taken during overhaul procedures so that the origin and cause of
the fire may be determined. If there is reason to believe that there may be victims
located within the vehicle, extreme caution should be used to ensure that the
victims’ remains are not disturbed. Overhaul shall also be performed so that a
rekindle of the fire will not occur.
E. Safety
1. All personnel shall be in full protective clothing including self-contained
breathing apparatus. Caution shall always be exercised because of the possibility
of hazardous materials. A safety officer should be assigned on working vehicle
fires to monitor traffic and other potential hazards.
2. Firefighters shall avoid the front and rear bumpers of vehicles as they have been
known to explode and travel great distances.
3. Firefighters should be aware of possible drive shaft explosions. Drive shafts are
more apt to explode when removed from the vehicle and in storage. The ends of
the shafts appear to be the weakest points. The majority of the shafts open up
(split) near the ends. An overturned vehicle is less susceptible due to less heat
being generated under the shaft.
4. Be prepared for more than one explosion of a fuel tank. Firefighters may approach
a vehicle, after an explosion has occurred, believing it to be safe. The first
explosion may only cause a slight rupture of the tank. If the tank is still rapidly
heated, a second explosion may result sometimes more violent than the first.
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5. Hydraulic lines and reservoirs often explode when heated. Flaming hot oil may
cause severe burns.
6. Hydraulic cylinders are now commonly used in vehicles. They are used for
assisting and holding up tailgate and hood assemblies. These cylinders when
heated can violently explode sending shrapnel great distances. Extreme caution
should be used when the vehicle involved could potentially have these cylinders
installed.
7. Vehicle batteries are also cause for concern. When heated, the caps may blow off.
In some cases, the batteries may split open causing battery acid to leak out.
8. Vehicles equipped with airbags, air curtains, seat belt tensioners and other safety
restraint system devices should be approached with caution. In most cases if the
temperature of the fire exceeds 300F, the systems will self-destruct, but caution
must still be used.
9. Most new vehicle fuel tanks are constructed of plastic. They are susceptible to
melting from the vehicle fire causing a further larger flash fire from the escaping
fuel.
10. The hybrid and alternative fuel vehicles present a new challenge for firefighters.
Identification of this type of vehicle is critical to safe fire ground operations. The
high voltage batteries should be disconnected as soon as possible if they are
accessible. Vehicles powered by natural gas or propane create problems from the
compressed gases and their containers. Isolate these fuels when safe to do so.
Evacuation of the area may be necessary if the fire cannot be controlled in a
reasonable amount of time.
11. Adequate law enforcement personnel must be present to control traffic hazards.
Firefighters present that are not critical to the operation shall stay out of the
roadway in a safe location. Firefighter not in SCBA shall don reflective safety
vests when operating or assisting near the roadways. An additional apparatus may
be needed for blocking purposes especially on the major highway system.
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I.

PURPOSE:
The purpose of this procedure is to establish guidelines for the response of Landis Fire
Department (LFD) personnel and equipment to structure fires.

II.

SCOPE:
This policy shall apply to all members of the LFD.

III.

TACTICAL OBJECTIVES:
The tactical objectives in fighting a structure fire should be in order of priority as follows:
1.

LIFE SAFETY
Human life is the most important consideration at a fire or other emergency.
Rescue of occupants and firefighter safety have primary consideration. A primary
and secondary search shall be conducted at all structure fires.
A. SIZE UP: A size up shall be conducted and relayed via radio by the
first arriving apparatus. Careful observation will give them some
indication as to the fire, whether or not the building is likely to be
occupied, the probable structural integrity of the building, and some
idea of the amount of the time it will take to effectively search the
structure.
a. Initial crews should identify escape routes, such as windows,
doors, fire escapes, balconies, etc.
b. If possible, obtain information about those who still might be
inside and where they might be found, as well as to obtain
information about the location of the fire.
c. Firefighters should not assume that all occupants are out until
the building has been searched.
d. Information on the number and location of victims should be
relayed to the Incident Commander (IC) and all incoming units.
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B. PRIMARY SEARCH: It is standard procedure to extend a primary
search in all involved and exposed areas which can be accessed. The
Incident Commander should structure initial operations around the
completion of the primary search. A primary search should be done
quickly but thoroughly through all affected areas. Verification of the
removal and/or safety of all occupants and possible location of fire
should be transmitted to the IC.
C. VICTIM REMOVAL: A conscious or semi-conscious victim may only
require help to walk to safety. However, some victims will not be
capable of self-preservation. When removing victims, normal means of
egress (stairs, halls, public access areas, etc.) should be utilized to
remove victims whenever possible. Secondary means of rescue
(ladders, fire escapes, etc.) must be utilized in their order of
effectiveness.
D. SECONDARY SEARCH: Secondary search means that teams
thoroughly search the interior of the fire area after initial fire control
and ventilation have been completed. Different teams than those
involved in the primary search should complete a secondary search.
Thoroughness, rather than speed, is the critical factor in secondary
search.
E. RIT PROCEDURE: As soon as possible, IC shall establish a RIT at all
working structure fires or any other incident where the IC feels there is
a need for RIT.
2.

EXPOSURE PROTECTION
Exposure protection is the strategy of preventing a fire from spreading to the
uninvolved building(s) or uninvolved parts of the fire building.
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3.

CONFINEMENT
The strategy of confinement means preventing the fire from extending to
uninvolved sections of the building. Whenever possible, the most effective
method of confining fire spread is a direct attack on the fire. The Incident
Commander shall decide whether to make an offensive approach, aggressive
interior attack, or a defensive approach. There may be situations when both
approaches could be used. All avenues of fire spread must be considered
(Examples: shafts, openings, utility raceways, ducts, type of construction, etc.).

4.

EXTINGUISHMENT
In most fire situations, a quick and aggressive attack on the seat of the fire will aid
in rescue operations, exposures protection and confinement of the fire all at the
same time. The size-up will provide information as to techniques, equipment and
manpower needs to overcome the fire.
A. FIRE STREAM MANAGEMENT:
Adequate water supply during fire attack operations has a critical impact
on fire control outcomes. GPM flow can provide for a lower fire loss with
a quick extinguishment. Inadequate GPM flow, leaking couplings or
nozzles can lead to an increased risk to firefighters, victims, and greater
fire loss.
B. FIRE STREAM CHOICE:
1. Attack Hose Line:
a. The 1 ¾” attack lines will normally be the primary attack lines
used for most fires. The 1 ¾” line is fast, mobile, and is the
first line off the engine at all structure fires. The 2 ½” will
provide greater volume but is slower and more difficult to
move without sufficient manpower. When operating in
offensive attack mode, attack hose lines should be advanced
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inside the fire building in order to put water on the fire and to
control access to halls, stairways, or other vertical and
horizontal channels through which people and fire may travel.
i.
ii.

iii.

The first stream should be placed between the fire
and any endangered life.
A second hose line should protect a secondary
means of egress (ALWAYS KEEP IN MIND
THE PRESENCE OF FIREFIGHTERS
OPERATING IN OPPOSING POSITIONS).
Whenever possible, crews should position hose
lines in a manner and direction that supports
rescue activities, begins confinement, protects
exposures, and controls loss.

2. Engine Mounted Master Streams: Offer very large GPM flows (500 to
1,000 GPM), quick operation, reach and penetration. A solid bore tip
offers greater reach, penetration, with a more intact stream than a fog
nozzle that is set on straight stream.
a. Engine Mounted Master Streams should be considered for
structures that are well involved, beyond rapid reach of attack
lines, for exposure protection, or situations that pose an unusual
safety risk to firefighters.
C. FIRE STREAM CHARACTERISTICS: Fire control forces should
consider the characteristics of fire streams and choose the most effective
nozzle and stream for the task
1. Solid Stream: Greater penetration, reach and striking power
and less steam conversion.
2. Fog Stream: Increased heat absorption/expansion. Shorter
reach. Most effective in confined spaces and protecting
exposures.
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D. FIRE STREAM CONSIDERATIONS:
a. An offensive attack mode should achieve an effect on the fire
quickly. If you apply water in an offensive attack mode and the fire
does not go out – React! Back it up or Re-deploy. Think ahead!
Predict where the fire is going to go and crews should be placed in
positions ahead of the fire.
b. Do not operate fire streams down ventilation holes during
offensive operations. This reduces the effect of ventilation and may
seriously endanger interior attack crews.
E. WATER SUPPLY OPERATIONS:
a. The first arriving apparatus will be responsible for establishing
their own water supply from the closest hydrant or notifying the
second arriving apparatus to establish a water supply to be brought
to the first arriving apparatus.
b. If a hydrant is not available, in a non-hydrant zone, the first
arriving apparatus needs to notify incoming units of the need for a
water shuttle.
c. Fill site for a water shuttle will be decided by the IC or by the
known preplan.
F. VENTILATION:
The type of ventilation needed will be determined once the fire department
arrives on the scene and an initial size up has been completed. Ventilation
and fire control operations must be closely coordinated for maximum
efficiency and safety.
Depending upon the situation, Positive Pressure Ventilation using electric
or gasoline-powered fans, Vertical Ventilation utilizing roof openings, or
Horizontal Ventilation utilizing window and door openings may be used.
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Proper ventilation facilitates fire control operations by increasing
visibility, reducing excessive heat and limiting fire spread.
Early ventilation of a building is important to the success of fire control
operations and the safety of firefighters and victims. Upon size-up,
Command should determine which type of ventilation is appropriate and
establish ventilation teams.
1. Types of Ventilation
A. Positive Pressure:
1. PPV rapidly removes heat and smoke from the
building, thereby reducing the fires ability to spread and
advance throughout the structure.
2. PPV causes an improving atmosphere inside the
structure.
3. Rapid removal of smoke improves fire fighters ability to
conduct search and rescue operations as well as their ability
to conduct attack and extinguishment operations more
effectively.
4. The improved atmosphere inside the structure greatly
reduces fire fighter heat stress.
5. PPV reduces loss caused by smoke and fire damage to
the structure and building contents.
6. PPV can reduce the need and risk of roof ventilation at
many fires.
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B. Vertical / Horizontal Ventilation
1. This type of ventilation is intended to allow the fire and
its gases to escape harmlessly into the atmosphere,
especially in potential back draft situations. In performing
ventilation, firefighters should seek to give the smoke and
fire gases the most direct path out of the structure that is as
safe possible, without spreading the fire or interfering with
occupants exiting the building.
2. Ideally, the ventilation exit opening should be made
directly over the seat of the fire. This area is the preferred
G. UTILITY CONTROL:
Utilities should be shut down and brought under control to insure that they
will not contribute to the fire’s spread, overall damage or create any type
of safety hazard. At structure fires where electrical involvement or damage
has occurred, request the response of the electric company. If necessary,
shut down gas lines at the meter and have the gas company notified. Also,
if necessary shut down water supplies to the structure.
5.

SALVAGE AND OVERHAUL
SALVAGE: is the act of saving or rescuing property in danger. Salvage
includes activities required to stop direct and indirect fire damage in
addition to those required to minimize the effects of firefighting
operations. This includes losses from water, smoke and firefighting
efforts. From a public relations point of view besides putting the fire out,
salvage is one of the most important functions we can do on the fire
ground. Salvage operations are often grouped with overhaul operations;
this creates a misconception that the two operations are one in the same,
not true. Salvage operations must be aimed at aggressively controlling loss
by the most expedient means. Salvage objectives are to stop or reduce the
source of damage and to protect or remove the contents.
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A. Salvage operations most often involve early smoke removal and
covering building contents with salvage covers or plastic. In some
cases, the contents of threatened areas, where appropriate, can be
removed to a safe location. When removal is not practical, contents
should be grouped in the center of rooms, raised off the floor and
covered to provide maximum practical protection.
Salvage shall include:
1. The use of salvage covers.
2. Removing water from the structure.
3. Removing furniture and personal belongings to a
safe location.
4. Debris removal.
5. Removal of valuables from debris.
6. Covering openings to keep weather out and to
secure the building.
Consider the following items when addressing salvage.
1. Type, value and location of contents
2. The extent and location of the fire
3. Recognition of existing and potential damage
sources
4. Estimate of required resources
Salvage efforts should begin in areas most severely threatened by
damage. In most cases, that will be areas directly adjacent to or
below the fire area. Additional salvage activities should expand
outward until all areas of potential loss are secured. All firefighting
activities have the potential to damage property and contents. The
key to successful salvage is to distinguish between excessive
damage, and damage that is required to reduce potential fire
damage.
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Command should meet with the property owner or responsible
party to determine or identify the salvage priorities. The earlier this
can be done, the greater the opportunity to identify high value or
priority items or areas. In some cases, when safe to do so, allowing
the property owner or occupant to be escorted through the
building, by fire department personnel can be of great assistance to
the salvage operation.
Salvage equipment:
1. Salvage covers – used to protect contents, redirect or
block the flow of water.
2. Smoke ejectors – used to remove smoke.
3. Plastic sheeting – used to protect interiors.
OVERHAUL:
The main objective of overhaul is to make sure the fire is completely out.
Particular attention should be given to hidden areas during overhaul.
Unsafe conditions should be identified early in the overhaul process.
Personnel should not remove their breathing apparatus until the area is
completely cleared of toxic gases.
6.

SAFETY
Safety is an important aspect of all fire ground operations. Accomplishing
fire ground objectives in a safe manner helps reduce firefighter injuries
and deaths. Members involved at structure fires shall wear appropriate
protective clothing and self-contained breathing apparatus. Fire officers
must constantly be aware of both fire and structural conditions which may
deteriorate at some point, which may place fire fighters in jeopardy.
Indications of the possibility of structural collapse and/or other life
threatening occurrences shall be communicated to all personnel within the
incidents perimeter. Accountability should take place to ensure everyone
is accounted for.
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I.

PURPOSE
This guideline is instituted to protect all firefighters while servicing or maintaining
machines, equipment, valves, pipes, and wires where the unexpected energization, start
up, or release of energy could cause injury to persons or property; and to establish
minimum performance requirements for the control of hazardous energy. This guideline
will also provide guidance on locking out utility at structure fires. The program conforms
to 29 CFR 1910.147 CONTROL OF HAZARDOUS ENERGY SOURCES.

II.

POLICY
All Fire personnel are responsible for understanding and using lockout/tagout procedure.
This SOG applies to all Fire personnel, Mechanical and any contractors who may
perform service and/or maintenance on vehicles, motorized or electrically energized
equipment within the fire house or emergency incidents, and all other where lockout/tag
out applies.

III.

SCOPE
This guideline establishes the controls for lockout/tagout of hazardous energy and the use
of energy isolating devices on machines and equipment capable of "unexpected" start up
or release of stored energy. Effective hazardous energy control procedures will protect
all workers potentially exposed to unexpected energization or release of stored energy
which could cause injury to employees during the servicing or maintenance of machines,
equipment or systems, as well as while working on or near exposed de-energized
electrical conductors and parts of electrical equipment.
When the Landis Fire Department is called upon for an incident involving equipment or
materials using energized electrical current, safety of our members is paramount.

IV.

PROCEDURES
A. General Equipment
The procedures will be followed in sequence:
1. Identify machines or equipment that contained stored energy that shall be
turned off or shut down.
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2. Notify all affected employees / Command that servicing, maintenance or rescue
operations are required on a machine or equipment and that the machine or
equipment must be shut down and locked out.
3. The employee/firefighter shall identify the type and magnitude of the energy
that the machine or equipment utilizes, understand the hazards of the energy, and
know the methods to control the energy.
4. If the machine or equipment is operating, shut it down by the normal stopping
Procedure (depress the stop button, open switch, close valve, etc.).
5. De-activate the energy isolating device(s) so that the machine or equipment is
isolated from the energy source(s).
6. Lock out the energy isolating device(s).
7. Stored or residual energy (such as that in capacitors, springs, elevated machine
members, rotating flywheels, hydraulic systems, and air, gas, steam, or water
pressure, etc.) must be dissipated or restrained by methods such as grounding,
repositioning, blocking, bleeding down, etc.
8. Ensure that the equipment is disconnected from the energy source(s) by first
checking that no personnel are exposed, then verify the isolation of the
equipment by operating the push button or other normal operating control(s) or
by testing to make certain the equipment will not operate.
Caution: Return operating control(s) to neutral or "off" position after verifying
the isolation of the equipment.
9. The machine or equipment is now locked out.
B. Motor Vehicles/Apparatus
1. The key must be removed from the ignition to prevent accidental starting of the
vehicle while work is being performed.
2. A sign is to be posted on the STEERING wheel reading A WARNING - DO
NOT START VEHICLE UNLESS AUTHORIZED TO DO SO BY THE
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MECHANIC or A WARNING - VEHICLE BEING SERVICED, DO NOT
START.
3. Apparatus with tilt cabs shall be equipped with a positive means of support,
permanently attached and capable of being locked in position to prevent the
lowering of the body during work
4. Vehicles with Hydraulic or Air Implement Systems: Linkage and parts
requiring work under raised linkage, parts or machine, shall be blocked with
external supports. Never allow anyone to walk under or near unblocked raised
equipment.
5. Vehicles Lacking Supports: A tag out will be required if the implement is
raised and the vehicle contains no support system.
C. Electrical and Mechanical Equipment
1. When operating in or around devices requiring lock out tag out such as
agricultural and mechanical devices seek employees or manufacture
recommendations for proper lock out tag out
2. When more than one company is operating at an incident where lock-out/tagout guidelines are in use, the Company officer shall assign the principal
responsibility of energy control to the Commander of one company..
3. Tags do not provide the physical restraint provided by a lock. Use of tags alone
may evoke a false sense of security. Tags must be secured to the energy-isolating
device so that they cannot be accidentally detached.
D. Elevator equipment
1. Any time the fire department is involved in an elevator emergency the main
breaker shall be shut off prior to any operations.
E. Incident Termination
4. At the termination of an incident the member assigned the principal
responsibility of energy control shall be the last member to remove his/her lock.
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Prior to ordering the removal of the last lock the IC shall conduct a personnel
accountability of all members operating at the incident.
5. The Incident Commander shall consider the ongoing status of the energyisolating device prior to terminating the incident.
6. The IC shall decide if the equipment may be re-energized or if it shall be
tagged out.
7. When the energy-isolating device remains tagged out, the tag shall include
information as to why it has been affixed and who is authorized to remove the tag.
For example, the tag affixed to the main power disconnect of a malfunctioning
elevator would state, “To be removed by a licensed elevator mechanic ONLY”.
WARNING: Only the Officer of the crew that affixed the lock shall authorize its
removal. All exceptions to this section shall be with the specific consent of the
Incident Commander.
WARNING: If a lock cannot be attached to the device, a tag shall be applied and
a member with a portable radio shall be posted to provide security.
F. Structure Fires
1. All utilities should be secured within 10 minutes of the incident. Incident
command will delegate this task accordingly
2. Electrical Lockouts - Main breakers should be shut off, if no main breaker is
present shut off all breakers. Lock the meter box out if possible or place a tag
on the box.
3. Water- Water should be cut off at the main source of entry into the structure.
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I.

PURPOSE
The purpose of this policy is to designate a standardized system “CODE RED” of alerting
fireground personnel to imminent dangers which require immediate withdrawal from a
building or area

II.

SCOPE
During structural fire fighting and other emergency scene activities, immediate
evacuation of fire fighting forces may be required of personnel due to extremely
dangerous or rapidly deteriorating conditions. Such conditions would be recognized as
imminent building collapse, possible cave- ins, explosions, hazardous vapor plumes, or
other hostile conditions such as riots.

III.

POLICY
Upon sighting or noticing any condition warranting emergency evacuation of fire
department personnel, the officer will announce via the portable radio on the operating
channel “EMERGENCY TRAFFIC, CODE RED, CODE RED, ALL UNITS
EVACUATE THE AREA”

IV.

PROCEDURE
A. “CODE RED” Any officer on the scene, to include COMMAND, Division Officers,
Safety Officer, or Company
B. Officers may initiate the “Code Red” emergency evacuation procedure. The initiating
officer must then notify command of the condition and location.
C. Command will notify all other units that may be operating on other radio channels, of
the Code Red Condition. Rowan will also be notified of the condition by Command.
D. Upon hearing the Code Red signal, on-the-scene engineers should sound initiate a
continuous blast of the apparatus air horns. This blast should be maintained for 15
seconds. A blast longer than this time will impede necessary radio emergency
communications and roll-call (PAR) procedures.
E. All personnel, upon hearing the emergency evacuation signal, either via radio or air
horn, will notify personnel assigned to their unit, and without delay will evacuate the
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area and return to their apparatus for roll-call (PAR). The company officers will
conduct roll call and prepare to report status to Command. All Command Staff
officers will report to the Command Post, Personnel not able to report to their
respective apparatus will report to the closest working engine or to the Command
Post for roll-call. Use of the radio will be reserved for transmissions of company
status reports and roll-calls only.
F. Prior to initiating company roll call via the radio, Command will conduct an open
inquiry for any company who has emergency traffic. For example: “Command to any
company who has Emergency Traffic”..............If Engine 9 has two personnel
unaccounted for, then Engine 9 will report “Engine 9 to Command, Emergency
Traffic, Firefighter_______, and Firefighter_______ are missing, last operating in the
Division B”
G. After Command addresses the emergency messages, he/she will then conduct
company roll-calls (PAR). For example: “Command to Engine 1, Code Red status?”
Engine 1 replies: “Engine 1 PAR” and give current location.
H. Only Command can terminate Code Red procedures upon its activation.
I. The “Code Red” is conducted as a three (3) step process:
a.

SIGNAL: Initiate the “CODE RED, CODE RED”, ALL PERSONNEL
EVACUATE THE AREA”, Advise COMMAND of the conditions and
Location; Engineers activate the air horns.

b. EVACUATE: All personnel evacuate without delay and assemble at their
respective apparatus.
c. ROLL-CALL: Command determines status of all companies.
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I. PURPOSE
The purpose of this policy is to provide a procedure for mayday situations and it is
required that all firefighters know and understand these procedures and the criteria herein
as to fully understand their different applications.
II. POLICY
A Mayday code is transmitted when a firefighter(s) is in imminent danger (life
threatening situation). ex: trapped, disorientated, injured, etc. Mayday is not an
emergency evacuation call! Air horns do not initiate a mayday! A mayday is
communicated by radio and/or person to person over the radio.
It is imperative that all firefighters know and understand the procedure, as it will be the
sole method for firefighters who find themselves or others in a life-threatening situation
to communicate such an emergency at any incident.
III. PROCEDURES
A. The following situations will initiate a mayday call:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Entanglement
Cut off by fire
Cut off by collapse
Through the floor
Pinned
SCBA failure
Firefighter down
Lost/Disoriented
Pass Device Activation
Trapped

B. Mayday Procedure
1. The Mayday procedure for Landis Fire Department will be as follows:
a. (1) The signal for a MAYDAY situation is the verbal transmission of
“MAYDAY, MAYDAY, MAYDAY” (3 times)
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b. (2) The “Mayday” transmission shall continue until acknowledged. It should
be reported to the Incident Commander immediately.
c. (3) The Communications Dispatcher, upon hearing a “Mayday” call, shall
advise all other radio traffic to stay clear of the channel on which the
“Mayday” was called.( Radio silence)
d. (4) Any department personnel that are aware of a missing individual or crew
should also declare a “Mayday”.
e. (5) Individuals who declare a “Mayday” should, if possible, provide
approximate location by floor or last known location to assist with finding
them. Also, they should provide as much information as to their circumstances
as possible. LUNAR. Location, Unit, Name, Assignment/Air supply,
Resources Needed.
f. (6) Personnel who become trapped or disoriented should execute all
necessary self-rescue activities to assist in their own rescue.
g. (7) Upon receipt of the “Mayday”, the incident commander shall immediately
consult with the FAST/RIT leader and assign the rescue to that team, if one is
available on the scene. In the event a FAST/RIT is not available, all interior
firefighters not engaged in other critical assignments will be utilized for the
rescue effort.
h. (8) All fire suppression activities shall continue unless ordered to cease by the
incident commander.
i. (9) All company officers shall provide a Personnel Accountability Roster to
the Incident Commander, if available.
2. All “Mayday” activities will continue as directed by the Incident Commander
utilizing either FAST/RIT TEAM or available personnel, whichever is available.
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I.

PURPOSE
To establish a policy for all personnel to follow when communicating with Rowan County’s
communication center.

II.

SCOPE
This policy shall apply to all members of the Landis Fire Department.

III.

DEFINITIONS
Communications Center – Rowan County 911 Dispatch Center
Command – Member(s) in-charge of a scene
Fire Department Radio Call Numbers – Ex. 4402-5899

IV.

PROCEDURES
The following procedures shall be followed when communicating with Rowan County’s
communication center:
A. The Fire Chief, Assistant Chief, Captain, Lieutenant, Engineer, or senior firefighter shall
assume command of the emergency and be identified as “Command”.
B. Command will be the only person to answer radio communications between the fire
scene and the communication center.
C. First Responders and all other units will answer as individual units or the operational
team to which they are assigned.
D. All units are to respond and check on scene-on with Rowan Fire Dispatch.
E. When responding, monitor the Operations Channel assigned and inform Command when
arriving on-scene.
F. When clearing the scene, notify the communication center of 1) clearing the scene, 2)
returning to quarters, and 3) units being returned to in-service.
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I.

PURPOSE
This standard guideline addresses employee right-to-know requirements, employee
participation, maintenance and access to safety information, employee notification and
training. The purpose of this SOG is to provide for the safety of members who may be
exposed to chemicals in the workplace and to ensure compliance with the applicable OSHA
and Town Regulations. The purpose of this written program is to ensure the hazards of all
chemicals used in the Fire Department are evaluated and information concerning the
chemical hazards is provided to the employees. The transmittal of information to the
employees is to be accomplished by this Hazard Communication Policy. This includes
container labeling and other forms of warnings, Material Safety Data Sheets (MSDS) and
employee training. Under this program, Fire Department employees will be informed of the
contents of the Hazard Communication Standard, the hazardous properties of the chemicals
with which they work, safe handling procedures and measures to take to protect themselves
from these chemicals.

II.

SCOPE
This SOG pertains to all personnel in this organization. This program applies to all Fire
Stations and work sites in the Fire Department where employees may be exposed to
hazardous substances under normal working conditions or during an emergency.

III.

DEFINITIONS
1. Acute Effect – An adverse effect on a human or animal body caused by exposure
to a chemical or physical agent, with symptoms developing rapidly.
2. Asphyxiant – A gas who’s primary or most acute health affect is asphyxiation.
There are two classes of asphyxiant: simple asphyxiants, such as nitrogen or
methane, which act by replacing oxygen; and chemical asphyxiants, such as
carbon monoxide, which cause asphyxiation by preventing oxygen uptake at the
cellular level.
3. Carcinogen – a substance or agent capable of producing cancer.
4. Ceiling Limit – An airborne concentration of a toxic substance in the work
environment that should never be exceeded.
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5. Chemical – Any element, chemical compound or mixture of elements and/or
compounds.
6. Chronic effect – An adverse effect on a human or animal body, with symptoms,
which develop slowly over a long period of time of exposure to a chemical or
physical agent.
o
o
7. Combustible liquid – Any liquid having a flashpoint at or above 100 F (37.8 C),
but below 200oF (93.3oC), except any mixture having components with
flashpoints of 200oF (93.3oC), or higher, the total volume of which make up 99
percent or more of the total volume of the mixture.

8. Compressed gas – A gas or mixture of gases having, in a container, an absolute
pressure exceeding 40 psi at 70oF (21.1oC); or a gas or mixture of gases having,

in a container an absolute pressure exceeding 104 psi at 130oF (54.4oC)
regardless of the pressure at 70oF (21.1oC); or a liquid vapor pressure exceeding
40 psi at 100oF (37.8oC) as determined by ASTM D-323-72.

9. Container – Any bag, barrel, bottle, box, can cylinder, drum, reaction vessel,
storage tank, or the like that contains a hazardous chemical. Pipes or piping
systems, and engines, fuel tanks, or other operating systems in a vehicle, are not
considered to be containers.
10. Corrosive – A substance that causes visible destruction or permanent changes in
human skin tissue at the site of contact.
11. Decomposition – The breakdown of a chemical or substance into different parts or
simpler compounds. Decomposition can occur because of heat, chemical reaction,
decay, etc.
12. Evaporation rate – The ration of the time required to evaporate a measured
volume of liquid to the time required to evaporate the same volume of a reference
liquid (ethyl ether) under ideal test conditions. The higher the ratio, the slower the
evaporation rate.
13. Flammable liquid -Any liquid having a flash point below 100oF (37.8oC).
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14. Flash point -The lowest temperature at which a liquid gives off enough vapor to
form an ignitable mixture with air and produce a flame when a source of ignition
is present. Two tests are used: open cup and closed cup.
15. Gas – A state of matter in which the material has a low density and viscosity, can
expand and contract greatly in response to changes in temperature and pressure,
easily diffuses into other gases, and readily and uniformly distributes itself
throughout any container. A gas can be changed into a liquid or solid state only by
the combined effect of increased pressure and decreased temperature (below the
critical temperature).
16. Hazardous material – Any substance or compound that has the capability of
producing adverse effects on the health and safety of humans.
17. IDLH – Immediately dangerous to life or health.
18. Material safety data sheet (MSDS) – As part of hazard communication standards,
federal OSHA requires manufacturers and importers of chemicals to prepare
compendia of information on their products. Categories of information that must
be provided on MSDSs include physical properties, recommended exposure
limits, personal protective equipment, spill-handling procedures, first aid, health
effects and toxicological data.
19. Melting point – The transition point between the solid and liquid states, expressed
as the temperature at which this change occurs. Oxidizer – A chemical other than
a blasting agent or explosive that initiates or promotes combustion in other
materials,
20. Pyrophoric – Chemical that will ignite spontaneously in air at a temperature of
130oF (54.4oC) or below.
IV.

PROCEDURES
A. EMPLOYEE RIGHT TO KNOW REQUIREMENTS
The Landis Fire Department will maintain an effective “Hazard Communication
Policy” in accordance with the current Occupational Safety and Health
Administration (OSHA) regulation (29 CFR 1910.1200) and the Town of Landis.
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B. MATERIAL SAFETY DATA SHEETS (MSDS)
The purchaser will obtain an MSDS for each hazardous chemical that is
purchased and stocked. Food, drugs and cosmetics brought into the workplace
for employee consumption are exempt. Employees in the purchasing section of
the Fire Department are responsible for updating the MSDS File located on the
office computer with the new information found on a revised MSDS or an MSDS.
An MSDS will be provided for all applicable chemicals and materials used within
the department. The Fire Department provides the MSDS in two formats:
hardcopy at the work location and electronic on the office computer.
C. LABELS AND OTHER FORMS OR WARNING
All work site containers of hazardous chemicals must be labeled. Labels must list
in English the chemical identity, appropriate hazard warnings, and the name and
address of the manufacturer. Information may be added in other languages if
the information is available in English as well. Labels frequently contain
other information, such as precautionary measures (i.e., “do not use near open
flame”), but this information is provided voluntarily by the company and is not
required by the rule. Labels need to be legible and prominently displayed,
though the size and color can vary.
D. RESPONSIBILITIES
Safety Officer Responsibilities
1. Ensure on an annual basis that staff performs a chemical inventory with every
chemical and maximum volumes and updates the hardcopies and the file on the
office computer.
2. Ensure employees receive Hazard Communication – Right to Know training
3. Ensure employees receive training on the chemicals used upon initial
assignment and when new chemicals are added.
4. Ensure employees are advised of the location and availability of the
written hazard communication policy, including the required list(s) of
hazardous chemicals and Material Safety Data Sheets required by this section.
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Fire Purchasing Responsibility
1. Ensure labels and Material Safety Data Sheets are supplied by the
manufacturer when the chemical is delivered.
2. Ensure that the most CURRENT updated hardcopies of MSDSs are obtained
and maintained at each work site.
3. Ensure Material Safety Data Sheets (MSDS) are provided and delivered to the
Fire stations for new products that enter the system.
Employee’s Responsibility
1. Attend all hazard communication training as directed.
2. Become familiar with the safe handling procedures and emergency
procedures (as provided on the various labels, instructions and/or Material
Safety Data Sheets) for chemicals prior to using the chemical.
3. Ensure all work site containers of hazardous chemicals are labeled, tagged or
marked with the identity of the material and appropriate hazard warnings.
4. Utilize personal protective equipment (PPE) recommended and/or required by
the manufacturer of the chemical.
5. Employees shall not perform non-routine tasks involving hazardous chemicals
or material without first receiving training. No employee shall place himself or
herself at risk in the performance of any chemical-related or other task.
E. EMPLOYEE INFORMATION AND TRAINING
Employees will be provided information and training on hazardous chemicals in
their work area at the time of their initial assignment and before they come
into contact with or are exposed to chemical products in the workplace.
Additional HAZCOM training will also be provided whenever a new chemicalrelated hazard is introduced into the work area, which has not previously been
included in training.
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HAZCOM Training will include information on the following:
1. Operations that involve the use of hazardous chemicals
2. How to access this written policy, the work area inventory lists and the MSDSs
for hazardous chemicals used in the work area.
3. Emergency procedures to follow in the event of an accidental spill or release
of hazardous material.
4. How to detect potential exposures or exposures to hazardous chemicals in the
workplace.
5. The physical and health hazards of the different categories of products used
within the Fire Department.
6. Details of the Fire Department Written HAZCOM program, including an
explanation of MSDSs and product labeling
7. How to access MSDSs on the office computer
8. Use of proper personal protective equipment (PPE)
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I.

PURPOSE
To establish a guideline for the fire department’s flow of information between the department,
the news media and the general public.

II.

SCOPE
This action will cover the department’s public information officer as well as all fire department
personnel who operate at any fire department scene or event. Ability to deviate from the
guideline lies with the fire chief or his appointed designee.

III.

PROCEDURES
The fire department recognizes the need to communicate openly with the general public and the
media. The fire department will strive to provide correct and factual information to the public
and news media in a timely and impartial manner.
A. Responsibilities of the Public Information Officer (PIO)
1. The PIO is responsible for coordinating the flow of information concerning
departmental policies and operations and on specific statements concerning issues that
could arise concerning the department.
2. The PIO will act as the main source for media contacts. The Incident Commander may
be responsible for the release of news information at the scene of an emergency. At no
time will the emergency operation be compromised for the release of news information.
3. In the event of an extremely newsworthy incident, the IC will determine the need for
the PIO’s response. When a response is needed, the IC will notify the PIO by direct
contact or if necessary be dispatched via paging or radio system at the discretion of the
IC. The IC will immediately advise him/her of the situation and appropriate level of
response code.
4. A PIO will report to the scene of all major incidents to coordinate media information.
MAJOR INCIDENTS shall be defined as:
• Multi-alarm fire incidents involving industrial or commercial occupancies.
• Fire incidents involving fatalities or serious injuries
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• Any incident involving multiple fatalities or serious injuries.
• Hazardous materials emergencies or any other incident requiring major
evacuations.
• Extended or complicated rescue operations.
• Any incident involving death or serious injury to Fire Department personnel.
• All serious accidents involving fire vehicles that result in injury or fatality to
civilians or fire personnel.
• Serious aircraft or railroad accidents.
5. Upon arrival at the scene of a major incident, the PIO shall report to the command post
to confer with the IC on the information to be released.
6. If requested by the media and with agreement of affected personnel, the PIO, via chain
of command, may coordinate an interview with employees having first-hand knowledge
of a particular fire/EMS related activity.
7. The PIO will obtain approval through the Fire Chief prior to release of information on:
Internal Investigations, Personnel Matters and Citizen complaints to fire personnel or
media
representatives.
B. Incident Command (IC)
1. The IC shall be responsible for the management of public information on the fire
ground.
2. Any major incident (as described above) likely to attract news media attention, shall be
brought to the attention of the PIO by the IC.
3. When practical, the IC shall establish a Media Sector and advise Rowan dispatch of
this location, Rowan dispatch will in turn notify the news media of this location. The IC
can request that this be done via a media page and/or a group media fax or phone.
4. At multi-agency incidents, the agency having primary jurisdiction will be responsible
for the coordination and release of information to the media.
5. Members of the media will often respond to a scene that normally would not require
the presence of a PIO. In such cases, the IC should be prepared to provide a media
briefing as soon as their command responsibilities permit.
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C. Information Release Guidelines
1. Information released to the media should relate only to the facts of the incident.
2. No determination as to the cause of an incident shall be released. Questions relating to
the cause shall be referred to the appropriate investigative agency (i.e. on scene Fire
Investigators, Fire Service Division Chief, and/or Law Enforcement).
3. Under NO circumstances shall the names of fatalities or injured persons be released
unless authorized by the PIO or the appropriate investigative agency.
4. At no time shall Fire personnel information be provided to the news media. All
requests for such information shall be immediately referred to the PIO via the chain of
command.
5. When in the opinion of the IC an incident results in what may be a potentially
controversial situation, the PIO will be notified immediately.
6. When a representative of the news media request interviews or information from
departmental personnel at any time other than that described in the above section, the
request shall be referred to the PIO via the chain of command.
7. Do not release the following information:
• The identity of the victim of a sex crime
• The identity of a juvenile suspect
• The identity or other identifying information (i.e. captain of football team,
cheerleader) on an attempted suicide
• Information on an active fire investigation regarding cause
• Standard operating procedures written for emergency response or prefire action
plans
• Information on suspects who have been interviewed but not charged
8. Release of victim information on fire or medical emergencies:
• The release of names and identifiable biographical information of victims,
including minors, is not restricted. No information on the identity of any critically
injured or deceased person shall be made prior to notification of next of kin
(usually 24 hours from the time of death).
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• Individually identifiable health information obtained by the fire department is
confidential.
• The release of names of deceased persons shall be discussed by the IC and PIO
after confirmation of notification of next of kin has been made and information
absorbed.
D. Media Relations
1. It is very important that the PIO or his designee very early on make arrangements to
guide
the media to vantage points to safely get coverage without interfering with emergency
operations. Failure to do this will result in free-lancing by the Media. In large scale
operations it may require that a Media Sector be set up in Staging or other location where
transportation to the incident site can be arranged by the PIO. (Consider the use of Rowan
County transportation services.)
2. At the scene of any event of public interest, representatives of the news media will be
permitted to conduct interviews, take photographs, and otherwise perform their assigned
tasks, provided that their actions are not in violation of the guidelines established in the
SOG, and provided such activity does not interfere with fire department operations.
3. Photographs and videotapes, may be taken from any area where the news media
have been given access to by the IC or PIO.
Areas of access for news representatives on the scene of an incident will include:
• Any areas open to the public.
• Any designated area set aside for news media briefings.
• Any areas to which the news media representatives are provided guided access
to by the PIO, IC or his/her designee.
4. News media representatives shall be permitted to interview victims of an incident who
have consented to such interviews providing:
• The victim is not undergoing medical attention.
• The victim appears to be able to make sound decisions, is not visibly upset,
severely injured or emotionally distraught.
• Investigative personnel have completed their interviews.
• If the victim desires not to be interviewed, the media representatives will be so
advised.
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I.

PURPOSE
The Landis Fire Department understands the potential value in the appropriate
use of social media in order to enhance communication, collaboration, and
information exchange, to streamline processes, and to foster productivity. This
policy establishes this department’s position on the utility and management of
social media and provides guidance on its management, administration, and
oversight. This policy is not meant to address one particular form of social
media, but rather social media in general, as advances in technology will occur
and new tools will emerge.

II.

POLICY
Social media provides a new and potentially valuable means of assisting the
department and its designated and authorized personnel in meeting community
outreach, problem-solving and related objectives. This policy identifies potential
uses that may be explored or expanded upon as deemed reasonable by
authorized administrative and supervisory personnel. The department also
recognizes the role that these tools may play in the personal lives of other
department personnel. The personal use of social media can have a bearing on
departmental personnel in their official capacity. As such, this policy provides
information of a precautionary nature as well as certain prohibitions and
limitations on the use of social media by all department personnel. The Landis
Fire Department social media policy directs specific social media issues related
to the fire service and the intricacies of public safety. In addition, the Town of
Landis social media policy directs all town employees on the proper use of
social media addressing personal and professional use. The Town of Landis’
Social Media Policy can be found in the Personnel Policy Manual.

III.

DEFINITIONS
A.

Blog: A self-published diary or commentary on a particular topic that
may allow visitors to post responses, reactions, or comments. The term is
short for “Web Log.”

B.

Page: The specific portion of a social media website where content is
displayed and managed by an individual or individuals with
administrator rights.
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C.

Post: Content and individual shares on a social media site or the act
of publishing content on a site.

D.

Profile: Information that a user provides about himself or herself on a social
networking site.

E.

Social Media: A category of Internet-based resources that integrate usergenerated content and user participation. This includes, but is not limited
to, social networking sites (Facebook, MySpace), micro-blogging sites
(Twitter, Nixle), photographs and video- sharing sites (Flickr, YouTube),
wikis (Wikipedia), blogs, and news sites (Digg, Reddit
Social Networks: Online platforms where users can create profiles, share
information, and socialize with others using a wide range of
technologies.

IV.

F.

Speech: Expression or communication of thoughts or opinions in spoken
words, in writing, by expressive conduct, symbolism, photographs,
videotape, or related forms of communication.

G.

Web 2.0: The second generation of the World Wide Web focused on
shareable, user- generated content, rather than static web pages. Some
use this term interchangeably with social media.

H.

Wiki: Web page(s) that can be edited collaboratively.

ON-THE-JOB USE
A.

Potential Department-Related and Work-Related Uses
1.

Social media can be used for community outreach and engagement
by:
(a)

Providing fire safety tips;

(b)

Offering online-reporting opportunities;

(c)

Sharing fire district maps and data; and
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(d)
2.

B.

Soliciting tips about the origins of fires.

Social media can be used to make time-sensitive notifications related
to:
(a)

Road closures;

(b)

Special events;

(c)

Weather emergencies;

(d)

Missing or endangered persons; and

(e)

Other fire emergencies.

Social Media Protocol
1.

Public Information Officers are authorized by the Fire Chief to
coordinate official social media site(s) for the department that are
public-oriented:
(a)

LFD employees seeking to post to LFD’s official
social media site(s) can submit requests to the PIO.

(b)

LFD employees with a work-related social media site
should have a targeted business focus and get approval
from their supervisor as well as informing the PIO of their
site for monitoring and public records purposes.

(c)

The Town, not the employee, owns any social media
accounts created under the employee’s job.

(d)

All employees must immediately relinquish and not use
such accounts after their employment is terminated.

(e)

Only the Town is permitted to change account names and
settings.
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2.

V.

Designated and authorized employees are responsible for
ensuring that the department-sanctioned social media conform to
all applicable department rules and guidelines.
(a)

These employees are authorized to remove immediately
and without advance warning any content, including
offensive content such as defamatory material,
pornography, obscenities, profanity, and/or material that
violates the department’s EEO and/or anti-harassment
policies.

(b)

For public records purposes, before deleting anything
other than offensive content such as defamatory
material, pornography, obscenities, profanity and/or
materials that violates the department’s EEO and/or
anti-harassment policies, make a print screen shot of
the post, paste it into an email with deleted Social
Media Material written in the subject line and email it
to the PIO or Fire Chief. The PIO is the contact for any
questions.

PERSONAL USE OF SOCIAL MEDIA
A.

Precautions and Prohibitions
1.

The Town understands that social media is a form of personal
communication apart from any Town-sanctioned use. However,
in order to protect the department’s interests and ensure that
employees focus on their job duties, employees are expected to
adhere to the following rules.

2.

As with checking personal email or personal use of Internet
Browsing on Town equipment or technology, employees should
limit participating in social networking or through websites or
services such as Twitter, Facebook, or similar sites/services or
posting to a blog or website, during working time only during
breaks, lunch, or before and after regular work hours. Personal

211

Social Media Use
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 5 of 7

POLICY # 600.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

use must not interfere with the employee’s or other employees’
ability to perform their jobs. Such personal use will be kept to a
minimum and abuse of this privilege can result in disciplinary
action up to and including termination. Employees must not use a
Town email account in conjunction with a personal social media
site.
3.

Department personnel should assume that their speech and
related activity on social media sites will reflect upon their
position and this department. As public employees, speech, on or
off duty, made pursuant to official duties is not protected speech
under the First Amendment and may form the basis for discipline
if deemed detrimental to the efficient operations of the
department. Employees are also reminded of the speed and
manner in which information posted on a blog, website, or social
networking on or through websites or services such as, Twitter,
Facebook, or similar sites/services can be relayed and often
misunderstood by readers. Employees must use their best
judgment.

4.

Department personnel shall not post, transmit or otherwise
disseminate any confidential or work-related information, such as
documents, recordings and photographs, to which they have
access solely as a result of their employment without written
permission from the Fire Chief or his/her designee.

5.

When posting to a personal social media account, if an employee
mentions the department and also expresses either a political
opinion or an opinion regarding the department’s actions, the
poster must specifically state that the opinion expressed is his/her
personal opinion and not the department’s position.

6.

When using social media, department personnel should be
mindful that their speech becomes part of the worldwide
electronic domain. Therefore, adherence to the department’s code
of conduct is required in the personal use of social media. In
particular, department personnel are prohibited from the
following:

212

Social Media Use
Effective Date: 11/01/2021
Amended:
Landis Fire Department
POLICIES AND PROCEDURES

Page 6 of 7

POLICY # 600.02

ZACHARY LECHETTE, PUBLIC SAFETY DIRECTOR

(a)

Speech containing obscene or sexually explicit language,
images or acts and statements or other forms of speech
that are discriminatory, defamatory, libelous or
threatening, or otherwise express bias against any race,
any religion or any protected class of individuals.

(b)

Speech involving themselves or other department
personnel reflecting behavior that would reasonably be
considered reckless, unbecoming or irresponsible.

7.

Department personnel engaging in prohibited speech are subject
to discipline, up to and including termination.

8.

Department personnel may not divulge information gained by
reason of their authority, make any statements, speeches,
appearances and endorsements or publish materials that could
reasonably be considered to represent the views or position of the
Landis Fire Department, without express authorization from the
Fire Chief.

9.

Department personnel should be aware that they may be subject
to civil litigation upon committing the following act(s):
(a)

Publishing or posting false information that harms the
reputation of another person, group or organization
(defamation);

(b)

Publishing or posting private facts and personal
information about someone without their permission that
has not been previously revealed to the public, is not of
legitimate public concern and would be offensive to a
reasonable person;

(c)

Using someone else’s name, likeness or other personal
attributes without that person’s permission for an
exploitative purpose; or
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(d)

B.

Publishing the creative work of another, trademarks or
certain confidential business information without the
permission of the owner.

10.

Landis Fire Department personnel should be aware that privacy
settings and social media sites are constantly in flux and one
should never assume that personal information posted on such
site(s) is protected.

11.

Landis Fire Department personnel should expect that any
information created, transmitted, downloaded, exchanged or
discussed in a public online forum may be accessed by the
department at any time without prior notice. The department
reserves the right to monitor social media activities of employees,
whether or not such activities are conducted with department
resources, to the extent permitted and in accordance with
applicable law.

Reporting Violations
Any employee becoming aware of or having knowledge of any posting,
website or web page in violation of the provisions of this policy shall
notify his or her supervisor immediately for follow-up action.
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I.

PURPOSE
The rules of conduct set forth in this policy are not intended to serve as an exhaustive
treatment of requirements, limitations, or prohibitions on employee conduct established
by this agency. Rather, they are intended to: (1) alert employees to some of the more
sensitive and often problematic matters involved in employee conduct and ethics; (2)
specify, where possible, actions and inactions that are contrary to the duties and
responsibilities of firefighters and employees; and (3) guide employees in conducting
themselves in a manner that reflects standards of professionalism as required of
employees.

II.

POLICY
Actions of employees that are inconsistent with the values established by this agency
negatively affect its reputation and that of its members. Such actions and inactions detract
from the agency’s overall ability to effectively and efficiently protect the public, maintain
peace and order, and conduct other essential business. Therefore, it is the policy of the
Landis Fire Department that employees conduct themselves at all times in a manner that
reflects the ethical standards consistent with the rules contained in this policy.

III.

DEFINITION
Accountability: The duty of all employees to truthfully acknowledge and explain their
actions and decisions when requested to do so by an authorized Employee of this agency
without deception, untruthfulness, or lack of candor.

IV.

PROCEDURES
General Conduct:
A.

Obedience to Laws, Regulations, and Orders:
1.

Employees shall not violate any law, ordinance or any agency policy, rule,
procedure or directive from the Office of the Fire Chief.

2.

Employees shall obey all lawful orders.

3.

Employees are required to be truthful at all times whether under oath or
not.
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B.

4.

No command or supervisory officer shall knowingly issue any order,
which is in violation of any constitutional right, law, ordinance or
departmental order, rule or policy.

5.

All Employees shall obey all laws of the United States, and of this state,
and Local jurisdiction.

6.

A conviction of the violation of any law shall be prima facie evidence of a
violation of this policy by any employee.

Conduct Unbecoming:
Employees shall not engage in any conduct or activities on or off duty that reflect
discredit on the employees, tend to bring this agency into disrepute, or impair its
efficient and effective operation.

C.

Insubordination:
The failure or deliberate refusal of an employee to obey any lawful order given by
a supervisor shall be deemed insubordination. Failure to recognize the authority
of any superior, showing disrespect, or disputing a superior’s orders shall likewise
be deemed insubordination. Acts, words, or deeds committed or delivered in a
disrespectful, insolent, curt, or abusive manner constitutes insubordination.

D.

Integrity:
The public demands that the integrity of its fire department members be above
reproach, and the dishonesty of a single firefighter can impair public confidence
and cast suspicion on the entire Department. A member must avoid any conduct,
which might compromise his own integrity or that of his fellow members, or that
of the Department.

E.

Attention to Duty:
Employees carry with them a responsibility for the safety of the community and
their fellow employees. This responsibility is discharged by the faithful and
diligent performance of assigned duties.
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F.

Responding to calls for service:
Employees of the Department shall respond without delay to all calls for fire
assistance from citizens or other Employees. Emergency calls take precedence;
however, all calls shall be answered as soon as possible consistent with normal
safety precautions and vehicle laws. Failure to answer a call for fire assistance
promptly is justification for misconduct charges.

G.

Devotion of time to fire business:
Each employee of the Department shall devote their whole time and attention to
the services of the Department while on duty. Employees off duty, upon official
notice, shall report for duty immediately upon receipt of notification and comply
with instructions given at the time of notification.

H.

Submitting reports:
Employees shall promptly submit reports required by the performance of their
duties in a timely manner so as to not disrupt the services of the department or
cause undue burden to any business or member of the public.

I.

J.

Informing supervisors:
1.

Employees shall promptly inform a supervisor of any matter, criminal,
civil, or internal, coming to their attention, which may affect the welfare
of or be of interest to the Department or any other Town service. If an
employee is served with an employment-related civil action, he or she
shall immediately notify the Fire Chief and Town Attorney.

2.

Any employee, who has been served with a domestic violence order or ex
parte domestic violence order, must report it to his/her supervisor
immediately.

Reporting violations:
1.

Employees who become aware of other employees violating laws,
ordinances, rules of the Department, or disobeying orders, shall report
violations immediately to a supervisor.
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2.

K.

Any employee who has reason to believe than a member has engaged in
official misconduct involving the unlawful deprivation of an individual's
Constitutional or civil rights shall report this information promptly to his
or her immediate supervisor.

Loyalty:
Members must be faithful to the principles of professional fire service, and the
objectives of the Department and in the discharge of their duty members must not
allow personal motives to govern their decisions and conduct.

L.

Compliance with Lawful Orders:
All employees shall promptly obey any lawful order given by any supervisor;
however, obedience to an unlawful order is not a defense for an unlawful action.

M.

N.

Conduct Toward Fellow Employees:
1.

Employees shall conduct themselves in a manner that will foster
cooperation among Employees of this agency, showing respect, courtesy,
and professionalism in their dealings with one another.

2.

Employees shall not use language or engage in acts that demean, harass, or
intimidate another person. Employees should refer to the Town’s
Personnel Policy for additional information on this subject.

3.

All employees shall refrain from making any statement that discredits,
defames or degrades any other employee except when reporting to his
superiors as required by these rules. Every employee shall accord
courtesy, consideration and cooperation to every other employee.

4.

Employees will not discriminate against any person because of race,
gender, color, religion, disability, age, national origin, or prior protected
EEO activity.

Conduct Toward the Public:
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Employees shall conduct themselves toward the public in a professional manner
that fosters public respect and cooperation. Employees shall treat citizens and
violators with respect and courtesy. They shall guard against engaging in an
offensive or overbearing attitude toward citizens. Employees shall not use
language that may belittle or ridicule an individual.
O.

P.

Accountability and Responsibility:
1.

Employees are directly accountable for their actions through the chain of
command, to the Fire Chief.

2.

Employees shall cooperate fully in any internal administrative
investigation conducted by this or other authorized agency and shall
provide complete and accurate, truthful information in regard to any issue
under investigation.

3.

Employees shall be accurate, complete, and truthful in all matters.

4.

Employees shall accept responsibility for their actions without attempting
to conceal or divert their culpability nor shall they engage in efforts to
thwart, influence, or interfere with an internal or criminal investigation.

5.

Employees who are arrested, cited, or come under investigation for any
criminal offense in this or another jurisdiction shall report this fact to their
direct supervisor immediately.

6.

Employees shall not communicate in any manner directly or indirectly any
information which might assist persons accused of criminal acts to escape
arrest or punishment or which may enable them to dispose of or conceal
evidence of unlawful activity or money, merchandise, or other property
unlawfully obtained.

7.

Employees who have committed a criminal violation in this or another
jurisdiction shall report the incident to their direct supervisor immediately.

Financial Obligations:
Employees shall fulfill all legal financial obligations.
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Q.

R.

Use of Alcohol, Drugs and Intoxicants:
1.

Members shall not consume any intoxicating beverage while on/off duty
while in uniform.

2.

No member in plain clothes shall drink any alcoholic beverage while on
duty.

3.

No alcoholic beverage shall be served, consumed or stored on fire
premises or in vehicles owned or leased by the Town of Landis.

4.

No employees shall report for duty with the odor of alcoholic beverage on
their breath.

5.

No employee shall report to work or be on duty when alcohol, medication,
or other substances have impaired their judgment or physical condition.

6.

Supervisors shall order a drug or alcohol screening test when they have
reasonable suspicion that an employee is using and/or under the influence
of drugs or alcohol. Such screening shall conform to the town’s policy on
employee drug-screening and testing.

7.

Employees shall not possess or use any substance defined by law as
“controlled” unless prescribed to the employee by a licensed physician.

Conversion of Property:
Members shall not convert to their own use, or have any claim to any found,
abandoned, or recovered property.

S.

Care for Departmental Property:
All employees are responsible for the safekeeping and proper care of all property
used by them and belonging to the department. Property shall only be used for
permitted purposes and in the capacity for which it was designed. It shall not be
transferred to any other employee without the explicit permission of the
employee’s Commanding Officer or designee.
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T.

U.

Prohibited Associations and Establishments:
1.

Employees shall not knowingly commence or maintain a relationship with
any person who is under criminal investigation, indictment, arrest, or
incarceration or who has an open and notorious criminal reputation in the
community (e.g. persons whom they know or should know are involved in
felonious activity), except as necessary to the performance of official
duties, or where unavoidable because of familial relationships.

1.

Except in the performance of official duties, employees shall not
knowingly enter any establishment in which the law of that jurisdiction is
regularly violated.

2.

Employees shall not knowingly join or participate in any organization that
advocates, incites, or supports criminal acts, criminal conspiracies or
subversive activities.

3.

Employees shall not do business with or engage in any business
transactions with any persons confined in the jail.

Acts or Statements by Employees:
Consistent with First Amendment rights, employees are permitted to engage in
free speech and may speak as a citizen on matters of public concern. However,
even when speaking as a citizen on a matter of public concern, employees shall
not engage in speech that disrupts or adversely affects departmental operations.

V.

Malicious Criticism of Employee:
All employees shall refrain from making any statement that discredits, defames or
degrades any other employee except when reporting to their supervisors. Every
employee shall accord courtesy, consideration and cooperation to every other
employee.

W.

Testifying in criminal, civil or administrative proceedings:
Any employee requested, noticed or subpoenaed to testify for the defense in any
trial or hearing or against the Town or Department in any civil or administrative
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hearing or trial shall notify the Fire Chief or Town Attorney upon receipt of the
subpoena, request or notice of hearing.
X.

Statements, Appearances, and Endorsements:
1.

2.

Employees shall not:
(a)

Divulge or willfully permit to have divulged, any information
gained by reason of their position, for anything other than its
official, authorized purpose.

(b)

Divulge non-public records or information, except as authorized.

(c)

Unless expressly authorized, make any statements, speeches, or
appearances that could reasonably be considered to represent the
views of this agency.

Endorsements:
Employees may not, in an official capacity, endorse, recommend, or
facilitate the sale of commercial products or services. It does not pertain to
the endorsement of appropriate governmental services where there is a
duty to make such endorsements.

Y.

Use of Photographs while in Uniform:
Employees shall not permit the use of their photographs or names for advertising
purpose; or by testimonial, recommendation, or other means participate in any
advertising scheme or enterprise related to or based upon their employment with
the Department, without the approval of the Fire Chief.

Z.

Political Activity:
Employees shall be guided by state law regarding their participation and
involvement in political activities. Where state law is silent on this issue,
members shall be guided by the following examples of prohibited political
activities during working hours, while in uniform, or otherwise serving as a
representative of this agency:
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AA.

1.

Place or affix any campaign literature on town/county-owned property;

2.

Solicit political funds from any Employee of this agency or another
governmental agency of this jurisdiction;

3.

Solicit contributions, signatures, or other forms of support for political
candidates, parties, or ballot measures on property owned by this
jurisdiction;

4.

Use official authority to interfere with any election or interfere with the
political actions of other employees or the general public;

5.

Favor or discriminate against any person seeking employment because of
political opinions or affiliations; or

6.

Participate in any type of political activity while in uniform, with the
exception of voting.

Expectations of Privacy:
Employees shall not store personal information or belongings with an expectation
of personal privacy in such places as lockers, desks, departmentally owned
vehicles, file cabinets, computers, or similar areas that are under the control and
management of this fire department. While this agency recognizes the need for
members to occasionally store personal items in such areas, members should be
aware that these and similar places may be inspected or otherwise entered to meet
operational needs, internal investigatory requirements, or for other reasons at the
direction of the Fire Chief or his or her designee. Employees shall not possess a
reasonable expectation of privacy in such areas.

BB.

Files and Records:
No employee of this agency shall maintain duplicate copies departmental records
in either manual or electronic formats at his or her place of residence, or in other
locations outside the confines of this agency without express permission.

CC.

Citizen Complaints:
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Employees shall follow established departmental procedures for processing
complaints. Employees may attempt to resolve the complaint, but shall never
attempt to dissuade any citizen from lodging a complaint against any employee of
the Department.
DD.

Civil Claims or Actions:
Employees shall not institute any civil claim or action arising out of their official
duties without first notifying the Fire Chief. Employees shall not use their
positions with the Department as a means of forcing or intimidating persons with
whom they are engaged in civil matters to settle the case in favor of the employee.

EE.

Departmental Keys:
Employees shall obtain permission from their direct supervisor or Commander
before having duplicates made of any departmental key, or before lending or
furnishing departmental keys to any persons not employed by the Department.

FF.

Review of Policy:
Employees shall review and sign-off on all documents within the time frame
established.

GG.

Rewards:
Employees of the Landis Fire Department shall not accept any reward money for
the performance of official duties.
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I.

PURPOSE
To establish a guideline for the fire department to be able to better recruit and retain both paid
and volunteer membership.

II.

SCOPE
This action will cover the how the department shall proceed in bringing on new membership and
guides to retain such membership.

III.

PROCEDURES
The fire department recognizes the need to constantly retain current members of the fire
department and to expand and grow our team/family atmosphere with new members of our
community.
The Public Safety Director will designate a dedicated individual(s) that will be forerunners into
establishing and maintaining a recruitment and retention program for the Town of Landis Fire
Department. This person(s) will be denoted as the Recruitment and Retention Coordinator(s).
These coordinators shall be systematically apart of the departments Membership Committee.
Under the direction of the Public Safety Director and his/her designee(s) of Recruitment and
Retention Coordinator(s), all current fire department members shall be good stewards to the
promotion of recruitment and retention as well.
A. Responsibilities of Recruitment and Retention Coordinators
It is at the responsibility of the Recruitment and Retention Coordinator(s) to be at constant
vigilance of recruiting new membership and retaining current membership of the department. It
is with high expectations that this coordinator(s) will continue to stay abreast of the membership
needs of the department, both current and future membership.
B. Methods of Outreach for Recruitment
In every evolving society, options of outreach are ever changing. Methods of outreach to the
public for recruitment should include but not limited to:
- Action displays
- TV interviews
- Membership drives
- Media (radio, print, TV)
- Employer Supported Volunteerism
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-

Social Media (Facebook, Instagram, Twitter)
makemeafirefighter.org
Town Website
Flyers, Brochures, Banners
Department Open House/Station Tours
Job Fair participation
Community sources such as High Schools, Churches, Civic Organizations, etc.
Positive word of mouth

Information of recruitment should not be left to guess. Meaning, include the rewards and
benefits of becoming an emergency service provider but to also be transparent in
acknowledgment of time and dedication required in order to be successful and qualified.
C. The Message
Every existing member of Landis Fire Department should market our fire department in a
manner that draws the attention of potential members and clearly communicates the department’s
role in bringing community members together and making the community stronger and safer.
Make the community aware of all the contributions that the fire department makes. Let both the
volunteer and paid nature of the fire department be known to the community and let the
community know their help is needed in being successful in both areas of employment. Current
members are a good source for marketing our department. Each member will look to support
one another, train one another, care for one another as family. Current members are likely to be
able to explain the requirements (and benefits) of joining. However, relying solely on word of
mouth can limit the number and variety of individuals invited and involved in our department.
To promote diversity and involve volunteers with different skill sets, knowledge and
perspectives, rely on more than one method. Current members may be the first impression that a
potential members have of our department. Current members must demonstrate that the position
is interesting, challenging and beneficial to both the individual and the community. For instance,
demonstrate how the fire service allows people to contribute to the community (reason #1).
Explain how the diverse roles in the fire service, beyond fire suppression, provide opportunity to
use their skills and experience (reason #2). If you are creative in your message, you will likely
find a way to address all reason of why being a member of Landis Fire Department is beneficial.
There are many recruiting strategies that our fire department can choose from. When deciding
on a strategy, ask yourself:
• Who is representing the department and how will they do this?
• Who is the intended audience? Is it the general public or a target population?
• What message is the department going to communicate?
• Do I need other resources such as media, posters, and ads?
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•
•
•

Does it talk about the benefits and rewards of joining?
Does it identify hazards or potential stressors and how these are mitigated?
Does it also relay expectations and potential stressors?

D. Retention of Membership
The first part of retaining membership is following the golden rule. “Do unto others as you
would have them do unto you.” Remember that we wish for each member veteran or rookie, be
treated fairly with mutual respect. The following are bullet points that should be reviewed on a
constant basis:
-

-

Open communication (keep everyone equally informed)
Task delegation (Personnel keep interested if they have something to be responsible
for
Adequate and appropriate training (everyone is responsible for training everyone
around them. Make sure training stays at or above required standards and is dynamic
so not to be monotonous)
Provide reward (whether it be for a single act or for an accumulation of actions that
an individual or group as a whole has achieved. This could include awards banquets,
pinning ceremonies, apparel for supporting the department, family gatherings with the
department, etc.)
Annual performance evaluation (Job Performance Reviews with paid and volunteer
members. What have you done? What are you going to do? What are you planning
for your future? What improvements can be made? What is bothering you?
Provide resources (Make sure personnel have the appropriate equipment, venues for
outside training opportunities, employee assistance)
Integrity of leadership (make an assessment of those leading the department. No
follower will follow a lost leader)
Advancement and Benchmarking (make sure each member has a clear
understanding of what benchmarks are available to advance internally in the
department)
Quality Control (evaluate the hiring and retention process annually)
Allow for exit interviewing (learn from those members that decide to remove
themselves from the department of what could be better or reasoning for leaving)
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E. Mission
It shall be the mission of Landis Fire Department including past, present and future members to
uphold the integrity of its membership. The membership of the department should always be
looking to expand and retain our “family”.
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I.

.
II.

PURPOSE
To establish procedures to be used to investigate allegations of misconduct, to provide
citizens with a fair and effective avenue for redress of their legitimate complaints against the
agency and/or department employees, to protect employees from false charges, and to assure
that the accused are treated fairly.
POLICY
The Landis Fire Department shall investigate complaints and allegations of agency and/or
employee misconduct.

III.

IV.

DEFINITIONS
A.

Administrative Investigation: An internal investigation that is conducted separate and
apart from any criminal investigation.

B.

Complaint: An allegation against an employee that would constitute a violation of policy
or procedure or law if found to be true.

C.

Disciplinary Action: Any action that impacts adversely upon an employee and that is
taken in response to the conduct of that employee, except that the denial of any
merit increase, promotion or advancement shall not be regarded as disciplinary action.
Disciplinary actions may range in seriousness up to and including dismissal.

D.

Inquiry: Any investigation into an allegation against an employee that, in and of itself, is
not a violation of policy or procedure.

E.

Employee: Includes all paid personnel.

F.

Volunteers: Members of the Department who are not Town employees, but who are
subject to departmental administrative policies and rules of conduct. For the sole
purpose of convenience, references to “employee” herein shall also include volunteers.

PROCEDURE
A.

Departmental Procedures in Administrative Investigations:
1.

All allegations of misconduct shall be accepted and investigated, to include
complaints received from an anonymous source.
1
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2.

The fire department will, upon request, provide instructions
for citizens to file complaints against the department and/or
employees.

3.

Any employee, upon receipt of a complaint, whether in writing,
phone call, on scene, or in person, shall gather and forward the
information via email to the Office of the Fire Chief within
three (3) business days and should contain the following
information, if possible:
(a)

Nature/Description of the complaint,

(b)

Location of incident, date and time,

(c)

Names of employee(s) or unit (s) involved,

(d)

Contact phone number and address, and

(e)

Name of complainant and any witness.

4.

When the complaint is received, a letter will be sent to the
complainant confirming receipt and to inform the individual
that the complaint has been assigned for investigation.

5.

The Fire Chief or his designee shall be notified immediately of
any complaints of a particularly sensitive nature or those
which could bring notoriety or negative publicity to the
department. The Fire Chief will maintain access to all
Internal Affairs records.

6.

Any complaint taken alleging employee misconduct shall be
directed to the appropriate supervisor.

7.

The accused employee may be suspended or reassigned
pending disposition of the Administrative Investigation or
criminal charges.

8.

An administrative investigation will be completed within 90
days of its receipt by the investigating supervisor. If the

2
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investigating supervisor requires more than 90 days to
complete an administrative investigation, he/she will notify
their immediate supervisor. If an extension is granted by the
supervisor, the investigating member will notify the
complainant at the 90 day deadline and at least once every 90
days beyond the original deadline that the investigation is still
ongoing.
9.

B.

C.

When a complaint investigation is concluded and signed by the
Fire Chief, the complainant will be notified that the
investigation has been concluded and proper action has been taken.

Role of the Investigator:
1.

To investigate alleged violations of policies and procedures
of the Landis Fire Department. Any person designated as an
Investigator by the Fire Chief will report directly to him—
specifically designated for IA Investigations.

2.

To conduct an Administrative Investigation involving the
commission of any criminal offense by any employee of the
Landis Fire Department as directed by the Fire Chief or his
designee. These investigations may also be referred to the
appropriate law enforcement agency.

3.

To receive citizen and internal complaints against t he
depart m ent or i t s employees.

4.

To coordinate all Administrative Investigations of the Landis
F i r e Department, and maintain records of these
investigations in accordance with state law, North Carolina
Department of Cultural Resources, Records Retention and
Dispositions Schedule. Records will be maintained in a secure
area to ensure and protect confidentiality.

Citizen Complaints Procedures:
When a citizen contacts an employee of the Department for the
purpose of filing a complaint or inquiry, the following procedure shall

3
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be followed without delay:
(a)

Promptly contact the supervisor of the accused employee, if that supervisor is onduty. If the accused employee’s supervisor is not on-duty, contact any available
on-duty supervisor;

(b)

The supervisor who receives the complaint will either investigate or forward the
complaint to the appropriate supervisor.

(c)

If no supervisor is working, the complainant can be directed to contact a supervisor
between the hours of 8a-5p, Monday – Friday.

(d)

The supervisor who takes the citizen complaint will acknowledge to the complainant
that they have made an official departmental complaint.
D.

Co-Worker Complaint Procedures:
1.

E.

An employee of the Department initiating a complaint
against a co-worker shall forward the complaint in writing
through the chain of command to the Fire Chief.

Processing Complaints: Fire
The investigative process shall be handled based on determining
whether the complaint received may constitute employee misconduct.
The investigation shall be handled in one of the following two ways:
1.

Formal Complaint:
The investigation shall be handled as a formal complaint
when allegations in the complaint, if found to be true, would
constitute a violation of Departmental policies and procedures.

2.

Inquiry:
The investigation shall be handled as an inquiry when the
allegation does not violate a Departmental policy or procedure.

4
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F.

Investigative Responsibility:
1.

2.

When a complaint or inquiry is initiated against an
employee, the responsibility for the investigation may be
assigned to:
(a)

The employee’s supervisor; or

(b)

A supervisor other than the immediate supervisor of
the accused employee if approved by a Chief Officer;
or

(c)

The Fire Chief or his designee.

Command Staff, rather than the employee’s supervisor, shall
be responsible for Administrative Investigations under the
following circumstances:
(a)

When directed by the Fire Chief, or designee; or

(b)

When the allegation is of a sensitive nature; or

(c)

When conduct involving moral turpitude is alleged; or

(d)

When the complaint requires extensive investigation.

3.

The Fire Chief or his designee shall be notified immediately
upon receiving a complaint involving one of the above
allegations. Notification will be made either in person or by
telephone. Other less serious complaints will be discussed
with the Fire Chief during regular briefings.

4.

When handling an investigation, respective commanders shall
ensure that an appropriate and thorough investigation of the
complaint or inquiry is conducted. The respective
commander shall maintain strict confidentiality of the
investigation as required by state law.

5.

Upon completion of an investigation or inquiry, all documents,

5
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photos, records, tapes, and/or recording of said investigation
shall be turned over to the Fire Chief, and maintained pursuant
to state law.
V.

INTERVIEW PROCEDURES FOR DEPARTMENT EMPLOYEES
A.

B.

Notification and Scheduling:
1.

An employee accused of misconduct shall be advised of
the circumstances surrounding the alleged violation. The
employee will be provided a written statement of the
allegations and employees shall be furnished with information
regarding their rights and responsibilities regarding an
Administrative Investigation, before being interviewed.

2.

Interviews of a Department employee shall be scheduled
during the employee’s normal duty hours, when practical to do
so.

Presence of attorney, supervisor, other persons:
Employees being interviewed or providing a statement concerning
an Administrative Investigation shall not be permitted to have an
attorney, supervisor, or other person present.

C.

Special Examinations and Procedures in Administrative Investigations
1.

An employee may be required to submit to a medical or
laboratory examination, at the agency’s expense, when such
an examination is specifically directed and narrowly related
to a particular internal administrative investigation being
conducted by the agency. An employee may also be
required to be photographed, to participate in a line-up
and/or submit a financial disclosure statement when such
actions are material to a particular internal administrative
investigation.

2.

Upon the order of the Fire Chief, an employee shall:

6
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VI.

(a)

Submit to a polygraph examination.

(b)

Submit to any medical, chemical or other tests,
photographs, audio, or video recordings, or line- ups
required in an administrative investigation; and release
the results of any such tests to the Department in
connection with the administrative investigation.

(c)

Submit financial disclosure statements in accordance
with Departmental procedures in connection with a
complaint in which this information is material to the
investigation. Financial statements will b e
confidentially maintained by the Fire Chief and shall
not be made available to the public.

(d)

Submit medical records relating to a condition that the
employee has raised as an issue and the condition
pertains to the employee’s fitness for duty or job
performance.

(e)

Cooperate with the creation of an audio/video recording
exemplar, if required.

CRITICAL INCIDENT NOTIFICATION
The Fire Chief shall be notified immediately concerning the following situations:

VII.

A.

Any death by vehicle involving an employee who is operating a town
vehicle; and

B.

Any death in which the supervisor has determined that an immediate
response from the Chief is required.

REVIEW OF INTERNAL INVESTIGATIONS
A.

Findings:
1.

Completed investigations shall be submitted up the Chain of
Command to the Fire Chief and shall contain:

7
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2.

(a)

A summary of alleged misconduct;

(b)

A statement of facts;

(c)

Signature of investigating member;

(d)

All records related to the investigation;

(e)

Recommended action by each member of the chain of
command involved in the investigation.

The complaint shall be disposed of in one of the following
manners:
(a)

Unfounded – The investigation indicates that the act or
acts complained of did not occur or failed to involve
fire personnel.

(b)

Not sustained – The investigation fails to discover
sufficient evidence to prove or disprove the allegations
made in the complaint.

(c)

Exonerated – Acts did occur but were justified, lawful, and
proper.

(d)

Sustained – The investigation disclosed sufficient
evidence to prove the allegation made in the complaint.

B.

In any instance in which the complaint is not sustained, unfounded or
exonerated, Command Staff shall notify the employee.

C.

A hearing may be conducted when deemed necessary by the Fire
Chief to assist the Chief in deciding a question of fact or in reaching a
decision in a particular case.

VIII. CRIMINAL INVESTIGATIONS RESPONSIBILITIES
A.

Allegations of criminal involvement by a Department employee

8
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shall be forwarded to the Fire Chief.
B.

IX.

X.

XI.

An Administrative Investigation will be completed even though the
matter has been referred for criminal investigation, perhaps to outside
agencies.

INTERNAL AFFAIRS RECORDS
A.

Only the Fire Chief or his designee may authorize release of
information contained in an Internal Affairs record. Any request to
inspect an IA file shall be made in writing by the employee. All
information maintained in Internal Affairs records shall be kept
strictly confidential and shall be released only in conformance with
N.C.G.S. Section 160A-168.

B.

All complaints/inquiries once completed will be forwarded up the
chain of command, regardless of which supervisor handled the
investigation.

C.

The Office of the Fire Chief will compile an annual statistical
summary of administrative investigations. This will be reviewed by
the Fire Chief. This summary will be made available to the public
and departmental employees upon request and will also be published
in the department’s annual report.

DISCRIMINATION AND HARASSMENT COMPLAINTS
A.

Any employee making a complaint of discrimination or harassment
may direct the complaint to the Fire Chief, Town Manager’s Office,
Town Attorney’s Office or Human Resources Director. An
investigation into the complaint will be conducted in accordance with
the Town’s Personnel Policy Manual.

B.

If the complainant is dissatisfied with the findings of the
investigation, he or she may appeal through the proper channels as
defined in the Personnel Policy Manual or an external agency as
provided by law.

EMPLOYEE ACCESS TO INVESTIGATIVE CASE FILES
9
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Records of Administration Investigations are confidential pursuant to
N.C.G.S. 160A-168, and shall not be disclosed in violation of this personnel
privacy statute.
XII.

DISCIPLINARY SANCTIONS
Immediate supervisors, through the chain of command, may recommend any
disciplinary action. The Fire Chief or his designee, prior to any discipline
being administered, must approve all disciplinary actions.
A.

The Fire Chief or his designee may impose the following
disciplinary action:
1.

2.

Remedial Training;
(a).

Training is a non-punitive component of the
Department’s discipline system designed to improve a
member’s performance, productivity and effectiveness
through the use of positive education and instructional
methods.

(b).

Training may be implemented on its own, combined
with, or take the place of, other components of the
department’s discipline system to correct employee
misconduct and/or improve performance deficiencies.

(c).

When training is implemented, the member’s
supervisor will coordinate with the officer in charge of
the Training Unit to develop a specified training plan.

(d).

The training plan shall be designed to address the
specific deficiency noted. Training Plans will be
documented and placed into the employee’s training file
as well as entered into the department’s Early Warning
System.

Counseling;
(a).

Counseling is a component of the Department’s
discipline system intended to correct minor acts of
employee misconduct and/or work performance
10
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deficiencies through the use of positive suggestions for
improvement.
(b).

Counseling affords supervisors the opportunity to
discuss improvement strategies with the employee in
relation to work performance deficiencies and/or
minor acts of misconduct.

(c).

Counseling also may serve as a notice of a possible
administrative response to repeated acts of misconduct
and/or continued work performance deficiencies.

(d).

Counseling may be imposed by itself, in
combination with, or in place of, another component
of the department’s discipline system. Counseling may
be informal (verbal) or formal (documented).

(e).

Informal counseling sessions may be conducted with
an employee to correct less serious acts of employee
misconduct or work performance deficiencies
observed during the normal course of their duties.
i.

(d).

Formal counseling sessions will be conducted when an
employee’s responses to informal counseling sessions
are not sufficient or when a formal complaint reveals
acts of misconduct or work performance deficiencies
that warrant formal counseling.
i.

3.

Informal counseling sessions are normally
verbal between a supervisor and subordinate
personnel under their command.

The supervisor should identify and define the
area that requires improvement, offer guidance
as to how the improvement can be achieved,
and ensure the employee understands the
department’s expectations.

Oral Reprimand;
An oral reprimand is formal discipline. Although issued
verbally, an oral reprimand is a documented disciplinary
action. It constitutes verbal notification that specific
11
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performance and/or conduct requires improvement and
includes a warning of potential future discipline if
improvement is not forthcoming.
4.

Written Reprimand;
A written reprimand is to be issued when corrective action
has not resulted in the expected improvement, or when an
employee engages in misconduct that warrants a written
reprimand.
(a).

5.

Written reprimands will include a description of the
incident(s) of misconduct that includes, but is not
limited to, specific dates and times, locations, policies
and/or procedures violated and personnel involved.

Suspension Without Pay;
A suspension without pay is to be issued when corrective
action has not resulted in the expected improvement, or when
an employee engages in misconduct that warrants a suspension
without pay.

6.

Non-disciplinary Suspension;
(a)

With the approval of the manager, a department
head may impose a non- disciplinary suspension
(with or without pay) on any employee who has been
accused of some action which, if the accusation is
substantiated, would constitute cause for disciplinary
action. There may be no appeal from a nondisciplinary suspension.

(b)

If a non-disciplinary suspension is imposed, the
employee shall be notified in writing:
i.

That the suspension is non-disciplinary;

ii.

That the suspension is temporary in nature (for

12
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example, pending the outcome of a criminal
trial or internal investigation);
iii.

What the accusations or allegations are that
triggered the non- disciplinary suspension;
and

iv.

Why a non-disciplinary suspension has been
imposed in this particular case.

(c)

If the accusations or allegations that result in a nondisciplinary suspension are the subject of an internal
investigation, such investigation shall be completed
within 90 days of the commencement of the
suspension unless prevented by events beyond the
control of the town.

(d)

Any employee, whose action(s) or use of force in an
official capacity results in death or serious physical
injury will be removed from operational assignment
pending an administrative review.

(e)

If it is determined (through a criminal trial, internal
investigation, or otherwise) that the charges are not
substantiated, then the employee shall be reinstated
with full recovery of any lost wages or benefits.

(f)

If it is determined that the charges are substantiated,
then appropriate disciplinary action may be taken in
accordance with this article. If an employee has been
suspended without pay pending the outcome of the
investigation and the employee is not dismissed and
the discipline imposed is less severe than the
suspension without pay the employee has already
experienced, the employee may be entitled to partial
recovery of lost wages or benefits according to the
discipline imposed.

13
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7.

Recommendation to Town Manager for Demotion in Rank or Pay;
A reduction in demotion in rank or pay may be imposed for
just cause, as a result of serious misconduct or when the
employee demonstrates an inability or unwillingness to
function at a satisfactory level at their rank or position.
Members may also volunteer or consent to demotion.

8.

Recommendation to Town Manager for Termination;
(a)

Termination is a complete and final separation from
the department. Termination may occur for, but are not
limited to, any of the following reasons:
i.

Previous disciplinary actions have not
corrected the employee’s unacceptable conduct
or work performance issues.

ii.

In circumstances where misconduct has
rendered the employee immediately unsuitable
for further employment.
It is anticipated and demonstrated that a
disciplinary action less severe than
t e r m i n a t i o n will not correct the employee’s
conduct or work performance.

iii.

(b)

iv.

The Fire Chief has determined the employee
is not capable of satisfactorily performing the
tasks required of them.

v.

The employee is found to have engaged in
misconduct which makes his or her continued
employment inconsistent with standards
required for employment with the department.

If an employee’s misconduct or continued work
performance issues result in his or her termination
from the department, the employee will be provided
with a written statement of the following information:
i.

The reason for termination.

ii.

The effective date of the termination.
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9.

iii.

Contact information for the Town of Landis
Human Resources Department for the purpose
of learning the status of their fringe and
retirement benefits after termination, if
applicable.

iv.

The content of their employment record relating to
the termination.

Emergency Relief from Duty.
When a situation exists where relieving an employee from duty
best serves the interests of the La n di s Fire Department, any
first level supervisor or above will have the authority to
relieve (temporarily) an employee from duty. Prior to doing
so, the supervisor should make every effort to consult with
the Fire Chief or his designee. This relief from duty will
remain in effect until the next business day. At that time,
the employee and the supervisor taking the action will report
to the Fire Chief or his designee.

B.

Disciplinary Action Appeal Process
See Town of Landis Personnel Policy Manual.
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