MT HOPE COMMUNITY VOL. FIRE DEPT GENERAL OPERATING GUIDELINES


DEFINTIONS for General Operating Guidelines
1. A manual containing the Fire Department’s official rules and regulations and General Operating Guidelines. 

DEFINITIONS

Terms used in this manual shall have the following definitions:

1. Absent without leave (AWOL):  Failure to report for duty without sufficient reason and without securing proper approval for leave in advance.

2. Acting:  Serving temporarily in a position to which the member is not ordinarily assigned, usually in a position of higher rank.

3. Administration: Consists of the Officers of the Dept.

4. Chain of Command:  The line of authority from the Fire Chief through a single subordinate at each level of command.

5. Compensatory time:  The period of time during which a member is excused from active duty as compensation for hours worked in excess of the regular tour of duty.  Also known as “exchange time.”

6. Days off:  The time off granted to each employee without loss of pay after the member completes his regular tour of duty.

7. Dismissal:  The act of terminating the service of a member.

8. District:  The physical area within the defined boundaries of the county.

9. Eligibility list:  A list of eligible candidates certified by the Administration as having qualified to be considered for employment in an entry-level position.

10. Emergency callback:  Callback to duty when emergency conditions require additional personnel to mitigate the emergency.  Members shall be compensated for callback duty according to the departmental policy.

11. Employee: A collective term applied to all paid members’ on the department’s roster.

12. EMS:  Emergency Medical Service.

13. Funeral leave:  The period of time during which an employee is excused from active duty be reason of the death of an immediate family member.

14. Gender:  Within this manual, the words “he/she” and “his/her” shall be construed to refer to both genders.

15. General orders: Consecutively numbered, written directives used to amend or clarify a policy or procedure and for information of a permanent nature.  General orders shall be posted for review and kept in a permanent file.  New general orders shall be read aloud to members at roll call by the officer in charge.  Members shall also be required to initial new general orders to indicate that they have read the order.

16. General Operating Guidelines (GOG): General guidelines for day to day operations as well as for incidents involving the Fire Dept.

17. Holiday Leave: The holiday time granted to all employees of the department each year as established by the Administration.

18. Immediately:  The term “immediately” shall be construed to mean “as soon as possible and practicable.”

19. Incompetence:  The inability to satisfactorily perform one’s duties or responsibilities.

20. Injury on duty leave:  The period of time during which a member is excused from duty by reason of being injured while on duty.

21. Inspection:  The periodic exam of personnel, stations, or apparatus for appearance, readiness, fitness for duty, and attention to duty according to standards set out in the rules and regulations manual, general operating guidelines, and general orders.

22. Insubordination:  The willful disobedience of any order, lawfully issued by a superior officer, or any disrespectful, mutinous, insolent, or abusive language toward a superior officer.

23. Length of service:  The period of time starting from the date a member’s employment begins until the present or until the date the member’s employment ends.

24. May and should:  The word “may” is permissive.  “Should” is advisory.  Where used, the word “should” implies that, while the procedure is not mandatory, it is in the best interest of everyone involved for the procedure to be followed.

25. Members: A collective term applied to all persons (volunteer or paid) on the department’s roster.

26. Memo: Consecutively numbered correspondence, generally of an informational nature.  Memos may address administrative policies and alter or clarify routine practices but may not alter or amend an item addressed in the Rules and Regulations Manual or the GOG Manual.  Memos shall be posted for review, if appropriate, and shall be maintained in a permanent file.

27. Neglect of duty:  Failure to give proper attention to the performance of one’s duty

28. Nonsworn employee:  A civilian, nonuniformed employee.

29. Oath of office:  The oath each member takes at the time he is commissioned into the department’s service.

30. On duty:  A member is on duty during the period of time he is commissioned into the department’s service.

31. Off duty:  A member is off duty on his days off and when on authorized leave and free of the responsibility of performing usual routine duties.  

32. Order:  An instruction or directive, either written or oral, issued by a superior officer to a subordinate or group of subordinates in the course of duty.

33. Personnel:  Fire department members (volunteer or paid).

34. Policy & Procedure manual:  A written collection of administrative policies operational procedures, and rules and regulations authorized by an order of the Fire Chief.

35. Probationary period:  The initial six months (or other period of time) of new members’ service, beginning with the date of employment or membership.

36. Promotion:  A change in a member’s status to a position of greater responsibility or higher classification.

37. Promotion list:  A list of eligible candidates certified by the Administration as having qualified for promotion.

38. Regular duty callback:  Callback to duty to fill a vacancy on a shift when another member’s absence leaves that shift below the minimum staffing level

39. Rank:  A grade of official standing.  Each class of members of the department constitutes a rank.

40. Ranking officer:  The officer having the highest rank in grade for the longest period of time, unless otherwise designated by competent authority.

41. Relieved of duty:  A condition during which a member is not required or permitted to perform assigned duties but retains pay status.  A member generally is relieved of duty when under investigation.

42. Reserve members:  All persons in the department who provide complementary staffing without formal compensation.

43. Resignation:  The act of voluntary termination of a member’s service.

44. Retirement:  Termination of a member’s active service by reason of attainment of the statutory length of service and age requirements or because of an incapacitating disability.

45. Shall and will:  The words “shall” and “will” as used herein indicate that the action referred to is mandatory.

46. Sick leave:  The period of time during which an employee is excused from active duty by reason of illness or injury that prevents the employee from performing his duties.

47. Special duty:  Any duty that requires a member to be excused from his regular duties.

48. Special Order: A written, unnumbered directive that addresses a specific instance where a policy or procedure will be changed, altered, or amended for a specific period of time.  Special orders will be posted during the specified time period and shall be discarded after they expire.

49. Standard Operating Procedure:  A written, numbered organizational directive that establishes a standard course of action.

50. Superior Officer:  Any member with supervisory responsibilities, either temporary or permanent, over members of a lower rank.  

51. Suppression personnel:  Members assigned to firefighting and emergency medical service response duties.

52. Suspension:  An action taken whereby a member is denied the privilege of performing his duties as a consequence of dereliction of duty, breach of discipline, misconduct, or violation of regulations.  Suspension is either the first step in the disciplinary process or the penalty assessed.

53. Sworn employee:  A uniformed employee.

54. Through official channels:  Through the hands of the superior officer in the chain of command.  Written and oral communications may be passed through interoffice mail or voice mail unless the urgent or sensitive nature of the matter requires personal face-to-face contact.

55. Tour of duty:  The hours during which a member is on duty.

56. Vacation leave:  The vacation time granted to all employees of the department each year as established by the Administration.

57. Workday:  A tour of duty.
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