WEST METRO FIRE-RESCUE
Notice of Board of Directors Meeting
December 10, 2014
6:00 PM Closed Work Session
6:30 PM Regular Meeting

A closed work session of the West Metro Fire-Rescue District Board of Directors will be held:
Date and Time: Wednesday, December 10, 2014 at 6:00 PM
A meeting of the West Metro Fire-Rescue District Board of Directors will be held:
Date and Time: Wednesday, December 10, 2014 at 6:30 PM
Location:

West Metro Fire Station 3
4251 Xylon Avenue North
New Hope, MN 55428

For additional information, contact the Board Secretary, Anne Norris at 763-531-1000.
Posted at: Crystal City Hall, West Metro Fire Stations, and New Hope City Hall.

Dated: 12/02/2014

West Metro Fire-Rescue District
BOARD OF DIRECTORS MEETING AGENDA
December 10, 2014
6:00 PM Closed Work Session
6:30 PM Regular Meeting
Work Session – Closed
A. Chief Evaluation Process
Regular Meeting
A. Call to order by Board President Gary Laurant.
B. Roll Call
C. Recognition of Service as a Board Director
1. Daniel Stauner
2. Mark Hoffmann
D. Swearing in of Assistant Chief of Logistics
E. Approval of Minutes
1. Approve the October 8, 2014 Board of Directors’ Meeting Minutes
F. Open Forum
G. Consent Agenda
1. Approve September Financial Statement and Expenditures Totaling $122,471.00
2. Approve October Financial Statement and Expenditures Totaling $190,913.00
3. Approve Resolution 2014 - 12 Accepting Relief Association Donations of $20,000 and $10,000; and DNR
Donation of a Skid Unit
4. Approve Resolution 2014 - 13 Authorizing Fire Chief as Purchasing Agent
5. Approve Resolution 2014 - 14 Authorizing Credit Card Purchases
6. Approve Resolution 2014 - 15 Sale of Assets
H. Chief’s Report
I.

Old Business
1. Review of WMFRD By-Laws

J.

New Business
1. Approve Resolution 2014 - 16 Authorizing Carry Over and Commitment of Funds to the 2015 Capital
2.
3.
4.
5.
6.
7.

Fund

Approve 2% COLA for WMFRD Employees
Approve 2% Pension Increase for WMFRD Paid, on-call Employees
Approve 2015 Insurance Contribution
Annual Review and Update of Employee Handbook
Approve 2015 Meeting Schedule
Fire Chief’s Evaluation

K. Other Matters and Announcements
1. Next meeting of the Board of the Directors, February 11, 2015
L. Adjournment

E-1 Minutes

WEST METRO FIRE-RESCUE DISTRICT
Board of Directors Meeting Minutes
October 8, 2014
Draft

A. Call to order
President Gary Laurant called the regular meeting of the West Metro Fire-Rescue District Board of
Directors to order at 6:30 p.m. on June 18, 2014, at Station 3, 4251 Xylon Avenue N., New Hope,
MN.
B. Roll Call – The following Directors were present:
Gary Laurant
Representative at Large, President
Anne Norris
City Manager, City of Crystal, Secretary
Kirk McDonald
City Manager, City of New Hope, Vice President
Mary Serie
Citizen Representative (Council), City of Crystal
Mark Hoffman
Council, City of Crystal
Dan Stauner
Council, City of New Hope
The following staff members were present:
Chief Sarah Larson
Assistant Fire Chief Joel Nelson
Assistant Fire Chief Adam Wodtke
District Counsel Roger N. Knutson
District C.P.A. Matt Mayer
Recording Secretary Amy Juntunen, JASS
C. Approval of minutes
Motion by Norris, second by Hoffman to approve the minutes of the June 18, 2014 Board of
Directors meeting and notes of the August 13, 2014 Joint Council meeting with the correction that
Serie was present at the August meeting. Motion carried.
D. Open Forum – None.
E. Consent Agenda
1. May financial statement and expenditures totaling $158,622
2. June financial statement and expenditures totaling $163,385
3. July financial statement and expenditures totaling $177,617
4. August financial statement and expenditures totaling $127,015
Motion by Stauner, second by Serie to approve the consent agenda as presented. Motion carried.
F. Chief’s Report
Chief Larson and Assistant Chiefs Nelson and Wodtke presented the October 8, 2014 Chief’s Report,
covering service calls, financials, human resources, community events, and maintenance. (Report
on file.)
G. Old Business

West Metro Fire-Rescue District
Board Meeting Minutes
October 8, 2014
Page 2
1. Fund Balance Policy Amendment – Larson drafted a resolution that was sent to both City
Councils for discussion re reserving for new apparatus. Both Cities agreed to budget for new apparatus
on their own. Motion by McDonald, second by Hoffman to approve the resolution as
presented. Motion carried.
H. New Business
1. Annual Joint Powers Agreement (JPA) Review – The Board noted that the JPA doesn’t require
any changes, but that the Bylaws should be reviewed on a future agenda or work session.
2. Resolutions.
a. Fund Balance Transfer – The transfer proposed is in line with the new policy and will transfer
excess funds to the Capital Fund in the amount of $111,236, which is 10% of the annual
budget. Motion by Serie, second by Norris to approve the Fund Balance Transfer Resolution
as presented. Motion carried.
b. Capital Fund Balance Commitment to Future Purchases – The resolution is also in line with
the approved policy. Staff has contacted vendors to approximate future costs. Motion by
Stauner, second by Serie to approve the Capital Fund Balance Commitment to Future
Purchases resolution as presented. Motion carried.
3. MMKR Engagement for 2014 Audit – Motion by McDonald, second by Hoffman to engage
MMKR to perform the 2014 audit. Motion carried.
4. Special Fund Donations – Directors requested Staff to look at the Special Fund balance and to
spend those dollars on needed items. The fund is for items that do not belong in the general
operating budget, such as conferences, honor guard, truck belts, extrication gloves, and home
safety surveys. The District will continue to accept donations for these types of items.
Donations given for specific items will be noted as restricted to the purchase of those items.
Equipment and items firefighters need to perform their duties are included in the operating
budget. This fund is used for purchasing items that are nice to have, but not strictly necessary.
Motion by Serie, second by Stauner directing administration to discuss unrestricting donated
funds with the Relief Association. Motion carried.
5. Fire Chief’s Evaluation Process – Norris provided handouts and requested feedback on the
timeline presented. Forms should be returned to Norris who will provide them to the Chair by
November 5.
I.

Other Matters and Announcements
The next meeting is scheduled for December 10, 2014 at 6:00 p.m.

J.

Adjournment
There being no further business, motion by McDonald, second by Stauner to adjourn. Motion
carried. The meeting was adjourned at 7:18 p.m.

Respectfully submitted,
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Amy Juntunen
Recording Secretary

G-1 Consent
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ACCOUNTANT'S COMPILATION REPORT

To the Board of Directors
West Metro Fire-Rescue District
New Hope, Minnesota

We have compiled the accompanying Balance Sheet of West Metro Fire-Rescue District as of
September 30, 2014 and the related Statement of Revenue, Expenditures and Changes in Fund Balances
for the one month and nine months then ended. We have not audited or reviewed the accompanying
financial statements and, accordingly, do not express an opinion or provide any assurance about whether
the fmancial statements are in accordance with U.S. generally accepted accounting principles.
Management is responsible for the preparation and fair presentation of the fmancial statements in
accordance with U.S. generally accepted accounting principles and for designing, implementing, and
maintaining internal control relevant to the preparation and fair presentation of the financial statements.
Our responsibility is to conduct the compilation in accordance with Statements on Standards for
Accounting and Review Services issued by the American Institute of Certified Public Accountants. The
objective of a compilation is to assist management in presenting financial information in the form of
fmancial statements without undertaking to obtain or provide any assurance that there are no material
modifications that should be made to the financial statements.
The supplementary information contained in Schedules I-IV are presented for purposes of additional
analysis and are not a required part of the basic fmancial statements. The supplementary information has
been compiled from information that is the representation of management. We have not audited or
reviewed the supplementary information and, accordingly, do not express an opinion or provide any
assurance on such supplementary information.
Management has elected to omit substantially all ofthe disclosures and Statement of Cash Flows
required by U.S. generally accepted accounting principles. If the omitted disclosures and Statement of
Cash Flows were included Ln t..he financial statements, they might influence the user's conclusions about
the Organization's financial position, results of operations and cash flows. Accordingly, these financial
statements are not designed for those who are not informed about such matters.
We are not independent with respect to West Metro Fire-Rescue District.

~~ ().;;..._ N_
KERN, DEWENTER, VIERE, LTD.
Minneapolis, Minnesota
October 14,2014
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West Metro Fire-Rescue District
Balance Sheet
All Government Funds
As of September 30, 2014

Governmental Fund Types

Totals

Special

Capital

General

Revenue

Replacement

Pension

Fund

Fund

Fund

Fund

Current
Year

Assets and Other Debits

Assets

Cash and Investments

$

146,841

$

34,641

$

861,316

$

187,500

1,230,298

$

Accounts Re:eivable

163,600

163,600

Prepaid Expenditures

25,484

25,484

Total A:isets and Other Debits

$

335,925

$

$

46,313

$

34,641

$

861,316

$

187,500

$

1,419,382

$

46,313

Liabilities, Equity and Other Cre11its

Liabilities

Accrued Payroll and Taxes
Total Liabilities

$

$

46,313

46,313

Equity and Other Credits
Fund Balante

Non Spendable
Restricted

25,484

25,484
34,641

34,641

Committed

577,691

Assigned

283,625

283,625
264,128

289,612

Total Equity and Other Credits

See accompanying Accountant's Compilation Report

765,191

264,128

Unassigned

Total Liabilities, Equity, and Other Credits

187,500

$

335,925

34,641
$

34,641

861,316
$

861,316

187,500
$

187,500

1,373,069
1,419,382

$
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West Metro Fire-Rescue District
Statement of Revenue, Expenditures and Changes in Fund Balances
For the One Month and Nine Months Ended September 30, 2014
General
Fund
Current
Reven.ue
Member Assessment
Intergovernmental revenue • grants
Miscellaneous Income
City Pension Contribution
Dona1:ions - restricted
Total Revenue
E:r.pendih•res
Personnel
Regular Salaries
Part- Time Volunteers
Part - Time Inspectors
PERA Coordinator
Social Security & Medicare
Uniforms
Fire Pension
lnaurance
Dental Insurance
Health Insurance
Long Tenn Disability
Life Insurance
Worlrers Camp Insurance
Supplies
Office Supplies
Clearung
Mise Operating
Tools & Equipment
Motor Fuels
TurnOut Gear
Fire P:-evention Supplies
E:r.p·eoditure! Subtotal

See acoompanying Accountant's Compilation Report

$

Special
Revenue
Fund
Current

General
Fund
YfD

128,599 $
(0)

1,157,396 $
20,525

1,177,977

44,420
30,092
3,703
5,481
3,206

366,019
273,464
21,209
56,781
27,418
1,348

247
23
223
529
4,998

394
636
2,217

96,408

Capital
Replacement
Fund
Current

YID

s

$

14,167

Capital
Replacement
Fund

Pension
Fund

Pension
Fund
Current

YTD

YID

s

127,500

s

s

56

128,600

239

Special
Revenue
Fund

10,000
10,000

14,167

127,500

20,833

187,500

20,833

187,500

20,833

187,500

20,833

187,500

1,110
44,227
1,893
1,473
42,425
1,448
2,982
6,301
1,075
15,401
5,542
5,210
875,326
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West Metro Fire--Rescue District
Statement of Revenue, Expenditures and Changes in Fund Balances
For the One Month and Nine Months Ended September 30,2014
General
Fund
Current

Special
Revenue
Fund
Current

General
Fund

YID

Special
Revenue
Fund
YTD

C11pital
Replacement
Fund
Current

Capital
Replacement
Fund

Pension
Fund
Current

Pension
Fund

YTD

YID

Service
Consultant

$

$

8,739

2,944

Legal Fees

40

MediGal Exams
Communication and Delivery
Telephone

55

13,559

Postage & Delivery

29

299

1,350

12,739

2,587

17,618

Radio Units

Utilities
Electric
Wate1/Sewer

287

2,966

Gas

438

21,180

42

665

1,790

9,993

Refuse
Maintenance
Building Maintenance & Cleaning

167

6,459

Equipment Repairs

1,520

21,055

Vehicle Repairs

2,302

17,697

220

32,580

796

4,943

Building Repairs

Information - Technology
Rent
Office Equipment Rental
Dues, Subscriptions, & Training

Dues & Subscriptions
Awards

(0)

1,861

1,517

28,464

4,214

Books
Training

1,153

1,455

4,275

Licem:es & Permits
Miscellaneous
Restrictions satisfied by payment
Advertising - Employee

(0)

1,550

60,107

1,550

60,107

1,343
187

Printing

General Insurance

4,828

25,797

Financial Servicea

1,584

37,825

117,375

1,153,921

Capital outlay
Tot.JI expenditure&
See accompwlying Accountant's Compilation Report

3,546

98,924

3,546

98,924

20,833

187,500
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West Metro Fire-Rescue District
Statemellllt of Revenue, Expenditures and Changes in Fund Balances
For the One Month and Nine Months Ended September 30, 2014
General
Fund

General
Fund
Current

YTD

Special
Revenue
Fund
Current

Special
Revenue
Fund

YrD

Capital
Replacement
Fund

Capital
Replacement
Fund
Current

Pension
Fund
Current

Pension
Fund

YrD

YTD

Extess of revenue and other
fin,,oting sources over expenditures
and. other finanting uses

11,225

24,056

Fund Balance - Ending

See accompanying Accountant's Compilation Report

(50,107)

(1,550)

265,556

Fund Bala~ce -Beginning
$

2!!9,612

10,620

28,576
832,740

84,748
$

34,641

$

861,316

187,500
$

187,500
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West Metro Fire-Rescue District
Supplemental Schedule I - General Fund
For the One Month and Nine Months Ended September 30, 2014
Current

Year To Date
Balance

Balance
Actual

Annual
Budget

Remaining
Budget

Remaining
Budget
Pereent

Variance

Actual

Revenue

50100- Operating Revenue
50110 - Intergovernmental Grants
51000 - Mise Income

$

Total Revenue

128,599 $
(0)
128,599

1,157,396 $
20,525
56
1,177,977

1,543,195

1,543,195

$

385,799
(20,525)
(56)
365,218

25%

113,981
39,156

24%

38,991
18,819

65%
22%

0%
0%
24%

Expense

Personnel
61500- Regular Salaries
62000 - Part - Time Volunteers

44,420

366,019

480,000

30,092
3,703

273,464
21,209

312,620
60,200

5,481
3,206

56,781
27,418

75,600
35,000

239

1,348

8,000

7,582
6,652

247
23

1,110
44,227

(1,110)

0%

1,893
1,473

26,773
2,307

38%

223
529

71,000
4,200

4,998

42,425

55,000

394

1,448
2,982

2,300
3,000

852

72500 - Cleaning

18

1%

74000- Mise Operating

636

6,301

10,000

37%

2,217

1,075
15,401

3,000
25,000

3,699
1,925

5,542

62001 - Part - Time Inspectors
62200 - PERA Coordinator
62800 - Social Security & Medicare
65500- Uniforms

Insurance
63600- Dental Insurance
63800- Health Insurance
63900 - Long Term Disability
64000 - Life Insurance
64500- Workers Comp Insurance

475

(998)
12.575

13%
25%

83%

55%
(210)%
23%

Supplies

70500- Office Supplies

75500- Tools & Equipment

76000- Motor Fuels
77000 - Turn Out Gear
79000- Fire Prevention Supplies

37%

64%

9,599

38%

15,000

9,458

63%

5,210

8,000

2,790

35%

8,739

8,000
1,100

(739)
1,100

100%

2,944
40

12,000
10,000

9,056

75%

9,960

100%

13,559

25,000
1,500

11,441

46%
80%
49%
27%

Senrice

80200 - Consultant
80400 - Other Contract
80600- Legal Fees
80800 -Medical Exams

(9)%

Communication and Delivery

81200- Telephone
81400- Postage & Delivery
81600- Radio Units
Expenses Subtotal

See accompanying Accountant's Compilation Report

55
29
1,350

299
12,739

25,000

1,201
12,261

97,842

913,646

1,250,995

337,349
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West Metro Fire-Rescue District
Supplemental Schedule I - General Fund
For the One Month and Nine Months Ended September JO, 2014
Current
Baknce
Achaal

Year To Dale
Balauc:e:
Artual

ADDual
Budget

Remaioiog
Budget
Variance

RoWoiog

Budget
Percent

Utili tie!!

83200 - Electric
83400 -Water/Sewer

$

83600- Gas
83800 -Refuse
Maintenance
84000 - Building Maintenance & Cleaning
84200 - Building Repairs
84400 - Equipment Repairs
84600- Vehicle Rcpails
84800 -Information -Technology
Rent
85400 - Office Equipment Rental
Dues. Subscriplioas, & Training
86200 - Dues & Subscriptions
86400- Awards
86600 - Books
86800 - TrainiDg
86900 - Licenses & Permits
Miscellaneous
87200 - Adve:rti.sing -Employee

2,587
287
438

$

24,000 $
9,000
15,000

6,382
6,034
(6,180)

27%
67%
(41)%

42

665

1,200

535

1,790
167

9,993
6,459

12,000

2,007

17%

2,641

1,520
2,302

21,055

9,100
20,500

29%
(3)%

(555)
30,303

48,000

45%

220

17,697
32,580

33,000

420

63%
1%

796

4,943

6,000

1,057

18%

(0)
1,455

1.153
1,861

1,400
3,000

247
1,139

18%

3,000
30,000

(1,214)

1,517

4,214
28,464
4,275
1,343
187

1,000
1,000

4,828
1,584

25,797
37,825

33,000
37,000

117,375

1,153,921

1,543,195

(0)

Total E~eDlles

$

2,966
21,180

87400- Printing
87500- General Insurance
87700 - Finmcial Services

17,618

1,536
725

5,000

(343)
813
7,203
(825)
389,274

38%
(40)%
5%
15%
(34)%
81%
22%
(2)%
25%

Exuu (deftdeocy) of
revenue over upeoditures

$

11,224 $

24,056

$

Net locome (Loss)

$

11,224

24,056

$

Ftmd Balance -Beginning Designated
Ftmd Balance - Ending

See accompanying Accountant's Compilation Report

s

(24,056)

265,556
$

289,612
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West Metro Fire-Rescue Distrid
Supplemental Schedule ll - Budget Report
Multi-Year
2011

1011

Adual
Amouot

Actu&l
Amount

2013
Actual
Alllonnt

1014

2014

Actual
Amount

Final
Bnclget

Remailling
Bndget
Percent

Remahliog
Budget

Variance

Revenue
50100 ·Operating Revenue
50600 - lnsurilllce Recovery
5011 0 • Intergovei'IliD.elltal Grants
51000 • Mise [ncom.c

Total Revenue

$

1,798,596

$

1,772,010

$

1,767,123

$

1,157,396

$

1,543,195

s

385,799

25.0%

6,814

1,477

58,701

45,904

19,700

20,525

(20,525)

0.0%

58

9,298

5,891

56

(56)

0.0%

1,864,169

1,828,689

1,793,314

1,177,977

1,543,195

365,218

23.7%

452,456

461,391

411,545

366,019

480,000

113,981

23.7%

273,464

312,620

39,156

21,209

60,200

38,991

12.5%
64.8%

0.0%

Expen8e
Penonnel
61500 - Regular Salaries

52,893

61501 • Salary - Severance
62000 ·Part· Time Volunteers
62001

337,$26

335,019

367,399

-?an· Time Inspectors

0.0%

62200- "?ERA Coordinator

60,851

62,074

51,208

56,781

75,600

18,819

24.9%

62800 • Social Security & Medicare

35,864

35,596

39,096

27,418

35,000

7,582

21.7%

5,541

6,467

5,958

1,348

8,000

6,652

83.2%

287,270

241,916

194,022
186

1,110

58,866

46,074

43,047

44,227

71,000

26,773

3,222

3,222

2,275

1,893

4,200

2,307

344

458

1,473

475

46,178

40,968

42,425

55,000

12,575

22.9%

70500 • Office Supplies

2,199

2,207

1,855

1,448

2,300

852

37.0%

72500 • Cleaning
74000 • Mise Operating

3,128

2,274

2,549

2,982

3,000

18

0.6%

10,438

7,238

8,978

6,301

3,699

37.0"10

4,068

3,013

3,491

1,075

10,000
"3,000

1,925

64.2%

76000 • Motor Fuels

20,522

20,327

24,467

15,401

25,000

9,599

38.4%

77000 ·Tum Out Gear

25,307

19,319

11,160

5,542

15,000

9,458

63.1%

65500- Uniforms
63000 · :Fire Pension

Insurance
63 600 - Dental lnsUJlUice
63 800 - :Health Insurance
63900 ·:Long Tenn Disability
64000 • Life Insurance
64500 ·Workers Comp Insurance

(320)
47,351

(1,110)

(998)

0.0%
37.7%
54.9%
(210.1)%

Supplies

75500 -Tools & Equipment

79000 • Fire Prevention Supplies

Expenses Subtotal

See accompanying Accountant's Compilation Report

4,119

8,504

10,647

5,210

8,000

2,790

34.9%

1,357,999

1,296,067

1,277,807

875,326

1,168,395

293,069

25.1%
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West Metro Fire-Rescue District
Supplemental Schedule D - Budget Report
Multi-Year
2011
Actual
Amount

2013
Actual
Amount

2012
Actual
Amount

2014
Actual
Amount

2014
Final
Budget

Remaining
Budget
Variance

Remaining
Budget
Percent

Service
80200 - Consultant
80400 - Otber Conttact
80600 - Legal Fees
80800 - Medical Exams

5,605

8,700

5,673

757

391

404

19,577

30,719

13,534

2,944

12,000

9,056

75.5%

7,725

9,459

10,892

40

10,000

9,960

99.6%

34,439

26,296

21,745

13,.559

25,000

ll,441

45.8%

1,471

1,330

495

299

1,500

1,201

80.1%

23,204

21,559

30,489

12,739

25,000

12,261

49J)"/o

24,624

24,163

2.5,248

17,618

24,000

6,382

26.6%

8,247

9,444

8,737

2,966

9,000

6,034

21,304

14,060

21,289

21,180

15,000

(6,180)

1,133

849

1,197

66.5

1,200

11,297

9,360

10,361

9,993

12,000

2,007

16.7%

9,650

9,023

8,488

6,459

9,100

2,641

29.0"/b

18,483

15,918

20,317

21,0.55

20,500

30,303

8,739

8,000
1.100

(739)
1,100

{9.2)%
100.0%

Communio:ation and Delivery
81200- Telephone
81400- Postage & Delivery
81600- Radio Units
Utilities
83200 - Elecrric
83400 - Water/Sewer
83600- Gas
83800 -Refuse

535

67.0%
(41.2)%
44.6%

Maintenar1ce
84000 - Building Maintenance & Cleaning
84200 - Building Repairs
84400 - Equipment Repairs
84600- Vehicle Repairn

(555)

63.1%

54,572

46,244

72,407

17,697

36,725

46,391

38,735

32,.580

33,000

420

1.3%

6,950

6,573

7,005

4,943

6,000

1,057

17.6%

0.0%

84 700 - Grounds Maintenance
84800 - Information - Technology

(2.7)%

48,000

Rent
8.5400 - Office Equipment Rental
Dues, Subiscriptions, & Training
86200 - Dues & Subscriptions

1,370

1,082

1,823

1,153

1,400

247

17.6%

86400- Awards

2,451

6,000

3,310

1,861

3,000

1,139

38.0%

86600 - Books
86800 - Training

3,565

3,172

1,896

4,214

3,000

(1,214)

39,809

3.5,499

44,680

28,464

30,000

1,536

5.1%

4,275

5,000

725

14.5%

86900 - Licenses & Permits

(40.5)%

Ml8c:ellaneou8
87200 - Advertising -Employee

1,!36

321

1.343

1,000

(343)

87 400 -l>rinting

1,516

535

2,236

187

1,000

813

81.3%

87500- General Insurance

26,490

32,935

34,023

25,797

33,000

7,203

21.8%

87700 - Financial Services

53,717

.50,720

4.5,854

37,825

37,000

1,773,916

1,706,810

1,708,645

1,153,921

1,543,195

Total Expenses

Sec accompanying Accountant's Compilation Report

(825)
389,274

(34.3)%

(2.2)%
25.2%
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West Metro Fire-Rescue District
Supplemental Schedule fl -Budget Report
Multi-Year
:ZOll
Ad11RI
Amount

2012

2013

2014

2014

Actual
Amount

Actual
Amount

Actual
Amount

Final
Budget

Remaining
Budget
Variance

Remaining
Budget
Percent

otber Income (Loss)
93000 • Interest Income Money Madret
Total Other Income (Loss)

4,768

6,960

2,117

0.0%

4,768

6,960

2,117

0.0%

Excess (deficiency) of

$

reven·11e over expenditure·s

95,021

$

128,839

$

86,786

$

24,056

$

24,056

$

$

24,056

1.5%

Transfers
Transfers out

(166,558)

(176,206)

(129,828)

(166,.558)

(176,206)

(129,828)

Transfers In
Total Transfer
$

Net [r.,come

$

427,502

Fund Bahmce - Beginning Designated
Fund Balance -Ending

(71,.537)

$

See accompanying Accountant's Compilation Report

355,965

(47,367)

$

355,965

$

308,598

(43,042)
308,598

$

265,556

265,556

$

289,612
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West Metro Fire-Rescue District
Supplemental Schedule III- Special Revenue Fund
Multi-Year
Special

Special

Special

Special

Revenue

Revenue

Revenue

Revenue

Fun~

Fund
2012YTD

Fund
2013YTD

Fund
2014 YTD

2011 YTD

Revenue

Donations - restricted

$

Investment and other income
Total Revenue

19,100

$

65,400

$

300

$

10,000

479

696

212

19,579

66,096

512

10,000

458

2,609

96,884

60,107

458

2,609

96,884

60,107

Expenditures

Restrictions satisfied by payment

Total Expenditures
:~xcess

(deficiency) of revenue and other financing sources

over expenditures and other financing uses
Fund Balance- Beginning
Fund Balance- Ending

See accompanying Accountant's Compilation Report

$

19,121

63,487

(96,372)

(50,107)

98,512

117,633

181,120

84,748

181,120 ,;:,=~~:::,
84,748 ,;:==~~
$
34,641
$
117,633 ,;:;$==~~

11

\Vest Metro Fire-Rescue District
Supplemental Schedule IV- Capital Replacement Fund
Multi-Year
Capital
Replacement
Fund
2011 YTD

Capital
Replacement

Capital
Replacement

Fund
2012 YTD

2013YTD

2014
Annual
Budget

Capital
Replacement
Fund
2014 YTD

Fund

Remaining
Budget
Variance

Remaining
Budget
Percent

Revenue
Member Assessment

$

Investment and other income

1,413,991

$

(4,431)

Total Revenue

144,577

$

139,600

$

127,500

6,264

1,905

1,409,560

150,841

141,505

127,500

277,090

2,903,656

275,696

277,090

2,903,656

275,696

1,132,470

(2,752,815)

(134,191)

28,576

$

170,000

$

42,500

25.00%
0.00%

170,000

42,500

25.00%

98,924

(98,924)

0.00%

98,924

(98,924)

0.00%

141,424

83.19%

Expenditures
Capital outlay

Total expenditures
Excess (deficiency) of
revenuE~

over expenditures

170,000

Other financing sources (uses)
Sale of property

Total other financing sources (uses}

14,546

59,045

55,180

0.00%

14,546

59,045

55,180

0.00%

Excess (deficiency) of revenue and other financing

sources over expenditures and other financing uses

Fund Balance ~ Beginning
Fund Transfer
Fund Balance - Ending

See accompan}ing Accountant's Compilation Report

$

1,147,016

(2,693,770)

(79,011)

28,576

1,985,913

3,299,487

781,923

832,740

166,558

176,206

129,828

3,299,487

$

781,923

$

832,740

$

170,000

141,424

83.19%

861,316

12
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ACCOUNTANT'S COMPILATION RF.PORT

~

l

To the Board of Directors
West Metro Fire~Rcscue District
N..:w Hope. tvlinncsota

"'

\

"

/'

,J

/

We have compiled the accompanying Balance Sheet of West tvktro Pirc~Rescuc District as of October
31. 2014 and the related Statement of Revenue. Expenditures and Changes in l·und Balances"Tor the one
month and ten months then ended. We have not audited or reviewed the accompanying financial
statements and. accordingly. do not express an opinion or provide any assurancc about whether the
linancial statements are in accordance with U.S. generally accepted accounting, principle".

.

I

Mnnagcment is responsible for the preparation and n1ir presentation f the financial Stat~.:mcnts in
accordance with \J. S. generally accepted accounting principles and for designing. implementing. and
maintaining internal control relevant to the preparation an'd fair pr semation of the financial stah.:mcnts.
..

"

Our responsibility is to conduct the compilation in accordance with Statemems on Standards for
Accounting and i{eview Services issued by the American 1nstinne of Certified Public Accountants. The
o~jective or a compilation is to assist management in presenting Jinancial information in tbe form of
financial statements without undertaking to obtain or provide any assurance that tht:re are no material
modifications that should be made to the financial statement . '

.•

The suppkmcntary infom1alion contained in Schedule I are presented fix purposes or additional analysis
;.md are not a rt:quircd part of the basic financial statcmenlS. The supplementary infommtion has been
compiled from information that is the reprl:!. t;/llation or management. W..:: Jmvc not audited or reviewed
the supplementary infonnation and, accm:dingly. do not express an opinion or provide any assurance on
sue h .s upp Iemen tary i nfom1ati on.
Managerm:nt has dected to omit sub ·tantially all ofth~ disclosun:s and Statement of Cash Flows
required hy U.S. generally acc..::pted accounting principles. If the omitted disclosures and Statement of

Cash Flows were included in the linancial statcmcms. they might inlluence. the user's conclusions about
the Organi7.ation's fimm:cial position, results ol'operutions and cash !lows. Accordingly. these financial
statements an~ not designed lor those who an: not informed about such matters.
We

~c

not independent with respect to West lvlctro Fire-Rescue District.

'"
KERN. D ·:WENTI.'.R VIERE. LTD.
Minneapolis. Minnesota
November 14, 1014

.

/;

'

West Metro Fire-Rescue District
Balance Sheet
All Government Funds
As of October 31, 2014

,...~,.,...··

-··

.'

I

' ...

.

/

'

/

/

"

,·'·-,- . /

.:

..

Totals

Governmental Fund Types
Special
Capital
Revenue
Replacement
Fund
Fund

.,

I

General
Fund

Current
Year

Pension
Fund

/
',.__/.4

Assets and Other Debits
Assets
....

Cash and Investments
Accounts Receivable
Prepaid Expenditures

..

~

.

157,748
163,600

$
'.
........_

Total Assets nnd Other Debits

$

26,436

$

815,601

$

208,333

$

1,208,118
163,600
20,533

s

26,436

$

815,601

s

208,333

s

1,392,251

$

45,283
45,283

·, _ _ _....:::.;20:.:.;,5:.:.3.:..3

____ ...
./.

341,881

$

'

-·

Liabilities, Equity and Other Credits

..

Liabilities
Accrued Payroll and Taxes
Total Liabilities
Equity and Other Credits

··-s

45_,283
,(

'

'
>

~

/

Fund Balance
Non Spendable

'~ .....2o.533

.

Restricted
Co111mitted

/

."

As.~igned

276,065

~·

...~~··-··""

"',~~

l

'\.

296,598
341,881

-'

'

.'81~601
-.

26,4)6

s

'

/'

208,333

s

815,(iO{

$,'

26,436
·~-

208,333

531,976
283,625

.

;·

s

20,533
26,436
740,309
283,625
276,065
1,346,968

26,436
-/

Unassigned
Total Equity and Other Credits
Total Unbilities, Equity, and Other Credits

s

$

·45.283

..... -

,

208,333

1,392,251

$

.,
i

I

/

""-r·:
Sec accompanying Accountant's Compilation Report
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West Metro Fire-Rescue District
Statement of Revenue, Expenditures and Changes in Fund Balances
For the One Month and Ten Months Ended October 31, 2014
General
:. ' l;und
Current

General
Fund

Special
Revenue
Fund
Current

YfD

/

Revenue
'
/
Member Assessment
Intergovernmental revenue - grants'
Miscellaneous Income
City Pension Contribution
Donations - restricted
Totnl Rcnnue

129,812' $

1,287,208

Special
Revenue
l;und

Capitol
Replacement
Fund
Current

YfD

$

Pension
Jo'uud

Pension
Fund
Current

YI'D

YfD

14,167

$

$

Cnpital
l{eplacement
Fund

$

141,667

$

$

20,525
(0)

56

,t
'-./'

''
)~9.812

208,333

20,833

208,333

20,833

208,333

20,833

208,333

10,000
10,000

1.307,789

''

20,833
141,667

14,167

'

Expenditures
Personnel
Regular Salaries
Part- Time Volunteers
Part • Time Inspectors
PERA Coordinator
Social Security & Medicare
Unifonns
Fire Pension
Insurance
Dental Insurance
Health Insurance
Long Tenn Disability
Life lnsurunce
Workers Comp Insurance
Supplies
Office Supplies
Cleaning
Mise Operating
Tools & Equipment
Motor Fuels
TurnOut Gear
Fire Prevention Supplies
Expenditures Subtotal

·,
31,649'· '--·- ,.
23,236
3,415
5,118

·.--

39~,668
29'6, 700
24,624 /' /
·.. 61,8?9'

2,478

29'.il96

247

1.595

•,

··,

·'

125

1,235

5,185

49,412

223

2,116

(91)

1,382

4,997

47,422

241

3,223

1,160

7,461

,/
~-,
> ..

.'

'

1,448

1,075
2,052

17,453

190

5,732

400

5,610

80,625

955,951

·,_
'

'·
I

'.
I·

·'·

..... '

/

.·

\,
'
i

'

.......~--

"--·,

"

/

...

~ ----~

'"--<
See accompanying Accountant's Compilation Report
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West Metro Fire-Rescue District
Statement of Revenue, Expenditures and Changes in Fund Balances
For the One Month and Ten Months Ended October 31,2014

·.
/
/

/

Sen· ice
Consultant

' . General
• Fund
;Current

/

/
I....__../

$

.. ,

.

.$

8,739

"

474

474

Other Contract
Legal Fees

.
.'

Medical Exams

Special
Revenue
Fund
Current

General
Fund
YTD

'•'

736

3,680

'

235

195

Capital
Replacement
Fund
Current

Special
Revenue
l;und
YTD

Capital
Replacement
Fund

Pension
Fund
Current

Pension
Fund
YTD

YTD

Communication and Delivery
?,205

Telephone

22,764

/

'

Postage & Delivery

299

'6;JI6

Radio Units
Utililies

1,305

Electric
Water/Sewer

870

Gas

540
86

Refuse
Maintenance

18,855 /

""·-- ..."-.._

.

•. · 3.836

/.

21,720/

'

-J5i

Building Maintenance & Cleaning

984

10.977

Building Repairs

720

7,179

Equipment Repairs

2,643

23,698

Vehicle Repairs

9,661

27,358

223

32,803

Information ·Technology

,,'

/a~•,

-/'

'

,.

_..,

' .

.

•,

/
/

.

,. '

---

,·,
,• /

•,

.,

,•

"

/

/

/

/

':-,
'

Rent
Office Equipment Rental

10

4,953

Dues, Subscriptions, & Training
Dues & Subscriptions

'

(0)

'

•J

'
1,739

Awards

~

'

-

-·

1,153
3,600

·-...~··"'

4,214

Books
4,052

Training
Subtotal

32.516
4,275

Licenses & Permits
E~penditures

"·,

18:923

/

39.559

,_
!

253,002

... . ,,_'
Sec accompanying Accountant's Compilation Report
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...
/
~

Miscellaneous

/

/

I

West Metro Fire-Rescue District
Statement of Revenue, Expenditures and Changes in Fund Balances
For the One Month and Ten Months Ended October 31, 2014
'

' • General

YfD

;'-.._....

Restrictions satisfied by payment

'"

(0)

Advertising • Employee
Printing
General Insurance
Financial Services

__ ,

'•

linaneing sourt'es over expenditures
and other financing uses
Fund Balance • Beginning
Fund Balance • Ending

·.

YfD

68,312

59,882

158,806

11,205

68,312

59,882

158,806

(58,312)

(45,715)

( 17, 139)

39.245

/

1,276,747

122,826'

''

Pension
Fund

YfD

8,205

..

--·
Excess of revenue and other

Pension
Fund
Current

27,019

'

1',420
/.

YTD

Capital
Replacement
Fund

187

'
'

Capital
Replacement
Fund
Current

Special
Revenue
Fund

1,343

1,2-22

Capital outlay
Total upenditures

Specinl
Revenue
Fund
Current

Genernl
Fund

·Fund
Current

1

'
'

..

~ ---~·

6,986

208,333

'

'

/

' ·- ,..•·

.

s

20,833

'

(8,205)

31,042

265,55~-ri===,_====
296.598

===...;===,===

~ ~··s

,_
.~ ....... .r.

/,,

/

·

s

__ ,./~ ,/ =========
~

' '-'

____
84..:..,7_4.;:_8 = = = = = _ _ _____;;8..;.,;32;;.:.,7,;_4~0 ======

..

26,436

/~

815,601

208,333
$

208,333

..., ,

//-

/

.·<
/

~
/

·'

/

.
'

/

/
~·
~-

'·-

~

-·

:

-~

'

'!

'

I

·~·

/

/

/

'--

/

'~

Sec accompanying Accountant's Compilation Report

..

/

/

...

-·

-/

5

West Metro Fire-Rescue District
Supplemental Schedule I- General Fund
For the One Month and Ten Months Ended October 31,2014
Year To Dote
Balance
Actual

Current
Balance
Actual

Annual
Budget

Remaining
Budget
Variance

Remaining
Budget
Percent

Revenue

129,812

$

50100- Operating Revenue
50110- Intergovernmental Grants
51 000 - Mise Income
Total Revenue

)

"'· ..\.

7

..

397,668
296,700
24,624
61,899
29,896
1,595

31,649
23,236
3,415
5,118
2,478
247

'

~

I

/

\

1,235
49,412

125
5,185
223
(91)
4,997

.,

15%

35,576' -.
-.'\13,7QI
)6,104
'6,405

/

17%
S%
59%
18%
15%
80%

j

<

(1,235)
21,588
2,084
(907)
7,578

0%
30%
50%
(191)%

37%
(7)%

5,732
5,610

3,000
25,000
15,000
8,000

852
(223)
2,539
1,925
7,547
9,268
2,390

195

8,739
474
3,680
235

8,000
1,100
12,000
10,000

(739)
626
8,320
9,765

(9)%
57%
69%
98%

9,205

22,764

6,116

299
18,855

25,000
1,500
25,000

2,236
1,201
6,145

9%
80%
25%

97,351

1,010.997

1,250,995

239,998

19%

'

I

<' 2,116
/
1,382 ·.

'

. .:

-:

'

', 47,422

'

241
,1,160

\ ..,
\ ·,

\

/

2,052
190 ··,
400

',

"\
'

·.

~~.• 9~0

•~.ooo _:; -,~
I

~

\

---'\T---__0_%

}82,332

\ 75,600
· •.35;0Q~

.

17%

'\

\

480,oog,. :
312,620
60,200

.,f

-\

\ 474'
) 736

'-'

\

'" .

3 223'

', . 7,461

' "t.ms
t1,453

\

\
/

'

1,44.~

\

''

71,000 ..
'\
I
' 4,200
475
55,000
2,300
3,000
10,000

14%

25%
64%
30%
62%
30%

I

/

)

./ .

Expenses Subtotal

~~~

/

76000 - Motor Fuels
77000 - Tum Out Gear
79000 - Fire Prevention Supplies

'

255,987

$

_ _ _ _ __,.:(:::.:.0) _ _ _ _ _....:;5..:..6 - - - - - - - _ _ _ _--::,.-',l:(5:..::,:6)
129,812
1,307,789
1,543,195
235,406.

72500 - Cleaning
74000 - Mise Operating
75500- Tools & Equipment

'

1,543,195

~~

Expense
Personnel
61 500 - Regular Salaries
62000- Pan- Time Volunteers
6200 I - Pan - Time Inspectors
62200 - PERA Coordinator
62800 - Social Security & Medicare
65500 - Unirorms
Insurance
63600 - Demal Insurance
63800 - Health Insurance
63900 - Long Tcnn Disability
64000- Lire Insurance
64500 - Workers Comp Insurance
Supplies
70500 -Office Supplies

Service
80200 - Consultant
80400 - Other Contract
80600 - legal Fees
80800 - Medical Exams
Communicotion and Delinry
81200- Telephone
81400- Postage &-Delivery
·'
· ... ..,
81600- Radio Units
\

1,287,208 $

$

--

"

See accompanying Accountant's Compilation Repon
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West Metro Fire-Rescue District
Supplemental Schedule I- General Fund
For the One Month and Ten Months Ended October 31,2014
Remaining
Budget
Percent

Remaining
Budget
Variance

Annual
Budget

Year To Date
Balance
Actual

Current
Balance
Actual
Utilities

$

83200 - Electric

$

1,305

18,923

$

24,000

$

5,077

21%

5,164

57%

83400- Water/Sewer

870

3,836

9,000

83600-Gas

540

21,720

15,000

(~720)

86

751

1,200

'''449..:o

84000- Building Maintenance & Cleaning

984

10,977

12,000

84200 - Building Repairs

720

7,179

84400 - Equipment Repairs

2,643

23,698

84600 - Vehicle Repairs

9,661

27,358

48,000

223

32,803

\ .33,000

83800 - Refuse
Maintenance

84800 • lnfonnation ·Technology

/:.
9,100 . .

20,500'' '

\

Rent
4,953

10

85400 -Office Equipment Rental

(0)

86200 - Dues & Subscriptions

4,052
~~./.....;,

86900 - Licenses & Permits

' .,

'

Miscellaneous

'

/

(0)

87200 - Advertising· Employee

\"'
.\ ' \

87400 - Printing
87500 - General Insurance

!..222

87700 - Financial Services

/1,420

/

\

'

122,82,6

Total Expenses

'

''

Excess (deficiency) of

''\..6,986

$

revenue over expenditures

"' ...

\.
/.

Fund Balance· Ending

'•

~

'

'\

1,27~,747

I
J

)' (3,198)

.

21%

(16)%

'\., / 20;642 : ..

',.

"....'

·\. 9%

1,023

197

37%

I

43%
1%

/

l047

17%

247

18%

.....:_."',', r

,I

(600)

(20)%

.. "- 3.~'

(1,214)

(40)%

30,000

(2,516)

(8)%

5,000

725

15%

1,000

(343)

1,000

813

33,000

5,981

18%

37,000
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G-3 Consent

RESOLUTION #2014 - 12

RESOLUTION ACCEPTING DONATIONS
ON BEHALF OF WEST METRO FIRE-RESCUE DISTRICT
WHEREAS, Minnesota Statute § 465.03 requires that all gifts and donations of real or
personal property be accepted only with the adoption of a resolution;
WHEREAS, the West Metro Fire - Rescue District has received the following donations;
DNR
West Metro Fire-Rescue Firefighter’s Relief Association
West Metro Fire-Rescue Firefighter’s Relief Association

Skid Unit
$20,000
$10,000

WHEREAS, said donations must be accepted via a resolution of the Board of Directors
adopted by a two-thirds majority of its members.
NOW, THEREFORE, BE IT RESOLVED by the Board Directors of the West Metro Fire Rescue District that:
1. The donations of a Skid Unit from the DNR, $20,000 and $10,000 from the West
Metro Fire-Rescue Firefighter’s Relief Association are accepted; and
2. The DNR and the West Metro Fire-Rescue Firefighter’s Relief Association are
sincerely thanked for their generous donations.
DATED this 10th day of December, 2014.
WEST METRO FIRE - RESCUE DISTRICT
By: ___________________________, President
Gary Laurant
ATTEST: __________________________, Board Secretary
Anne Norris

West Metro Fire Rescue District Firefighters Relief Association
4251 Xylon Ave. North
New Hope MN 55428

DRAFT
General Meeting Minutes
October 27th, 2013

Board Member Present:
Kevin Harty (President)
Mark Carpentier (Secretary)
Amy Leininger (Treasurer)
Sarah Larson (Fire Chief)

Tim Herlofsky (Station 1 Trustee)
Bethany Brunsell (Station 2 Trustee)
Tom Eliason (Station 3 Trustee)

Members Present:
STATION 1: Jason Braun, Vance Schwartz
STATION 2: NONE
STATION 3: Dan Halvorson
Gambling Manager Bill Merriam.
Meeting called to order at 19:03 by Kevin Harty.
Minutes
September 22nd, 2014 Board Meeting Minutes read aloud by Mark Carpentier
Motion to pass the above Minutes made by Jason Braun, seconded by Vance Schwartz. Motion carried.
Jason Braun asked that since the Meeting Minutes are sent prior to the General Meeting if the Body
can vote to waive the reading of the minutes
- Bill Merriam said that the state requires that the minutes be read for the Gambling Operation but
did not know if this included Board Meeting Minutes
• This item will be researched further
August 22nd, 2014 General Meeting Minutes Read aloud by Mark Carpentier
Motion to pass the above minutes made by Jason Braun, seconded by Joel Nelson. Motion carried
Treasury Report dated September 30th, 2014 read by Amy Leininger.
Motion to pass Treasury report made by Tim Herlofsky, seconded by Dan Halvorson. Motion carried.
Attachment 1
Committees:
Frolics
- Total deposits for Frolics was $43,624.11
- Total expenditures were $14,931.90
- Total profit of $28, 692.21

Old Business:
Kevin reported that he did not receive any feedback from the Board regarding his draft of his letter to the
members regarding behavior at Relief Association sponsored events.
- He asked the all board members read his draft of the letter and provide feedback so it can be sent
to all members.
• The Board will review the language in the bylaws prior to the November meeting.
Kevin reported that due to a new position within his profession that he will not be able to move forward
as the President of the Relief Association. He will be stepping down from this position at the 2014
Annual Meeting.
- The Board will need to appoint a member from the Board to this position for the remainder of his
term.
The Gambling Operation will be opening at Outtakes on Saturday, 11/1.
New Business:
Vance reported that at the October Fire Board meeting, it was reported that there was not a letter sent to
the West Metro Fire Rescue District from the Relief Association for requested items to be purchased for
Firefighter use with the funds donated by the West Metro Fire Rescue District Firefighter Relief
Association.
- Kevin was going to check is records regarding this communication.
The following positions will be up for election at the 2014 Annual Board Meeting being held on Sunday,
December 7th
•
Secretary, Station 1 Trustee, and Station 3 trustee
Gambling:
Bill reported that the State of Minnesota fined the Gambling Operation of the West Metro Fire Rescue
District $1,500.00 for funds donated to organizations that were not registered as 501c3 organizations.
- These funds must be reimbursed by the General Fund to the Gambling Operation
• A donation to the Carver Fire Department for a fundraiser
• A donation to a Wisconsin fire department for loss of equipment due to fire damage
• A donation to the MN 100 club
Motion to reimburse the Gambling Operation $1,500.00 from the general fund made by Kevin Harty,
seconded by Tim Herlofsky.
Bill reported that the Gambling Operation had a check forged on their account for $13,372.70.
- The funds have been deposited back into our account and our bank and our bank through forgery
coverage
Motion to approve the September 30th, 2014 actual gambling expenses of $18,511.24 for Big Louie’s,
made by Vance Schwartz, seconded seconded by Jason Braun. Motion carried.
Motion to approve the March 31, 2014 actual gambling expenses of $8,635.70 for Steveo’s, made by
Mark Carpentier, seconded seconded by Bethany Brunsell. Motion carried.
Motion to approve November, 2014 estimated gambling expenses for Big Louie’s made by Vance
Schwartz, seconded by Jason Braun. Motion carried.

Motion to approve November, 2014 estimated gambling expenses for Steveo’s made by Vance Schwartz,
seconded by Bethany Brunsell. Motion carried.
Motion to approve November, 2014 estimated gambling expenses for Outtakes made by Tim Herlofsky,
seconded by Jason Braun. Motion carried.
Request Granted:
Motion to give $750.00 to St. Raphael’s Church Holiday Family Sponsorship Program on behalf of the
West Metro Fire Auxiliary made by Mark Carpentier, seconded by Amy Leininger. Motion Carried
Motion to give $500 to the Prizm on behalf the West Metro Fire Auxiliary made by Bill Merriam,
seconded by Vance Schwartz. Motion Carried
Motion to give $500 to NEAR on behalf of the West Metro Auxiliary made by Bill Merriam, seconded
by Jason Braun. Motion Carried
Motion to give $500 to St. James Catholic Church Kid Pack Program on behalf of the West Metro
Auxiliary made by Amy Leininger, seconded by Vance Schwartz. Motion Carried
Motion to give $500 to the Cooper High School Boys Soccer made by Mark Carpentier, seconded by
Amy Leininger. Motion Carried
Motion to give $500 to the Wounded Warrior Project made by Mark Carpentier, seconded by Jason
Braun. Motion Carried
Motion to give $500 to Northstar Search made by Jason Braun, seconded by Vance Schwartz. Motion
Carried
Motion to give $20,000.00 to the West Metro Fire Rescue District for the following items made by Bill
Merriam, seconded by Vance Schwartz. Motion Carried. Items include:
- Honor Guard
- WMFRD Explorer Program
- Fire Department Instructors Conference (FDIC)
- Home Safety Survey Program
- WMFRD Health and Wellness Program
Request Denied:
Motion to deny a donation to First Baptist Church for home construction training made by Vance
Schwartz, seconded by Amy Leininger. Motion Carried
Request Tabled:
Motion to table a donation to the Special Olympics made by Bethany Brunsell, seconded by Amy
Leininger. Motion Carried
Motion to table a donation to the American Cancer Society made by Bethany Brunsell, seconded by Amy
Leininger. Motion Carried

Motion to pay the bills made by Vance Schwarz, seconded by Tim Herlofsky. Motion carried.
Motion to adjourn meeting at 19:45 made Bill Merriam, seconded by Vance Schwartz. Motion carried.
Minutes written by Mark Carpentier, Secretary of West Metro Fire Rescue District Firefighters Relief Association.

West Metro Fire Rescue District Firefighters Relief Association
4251 Xylon Ave. North
New Hope MN 55428

DRAFT
General Meeting Minutes
November 24th, 2014

Board Member Present:
Amy Leininger (Treasurer)
Mark Carpentier (Secretary)
Sarah Larson (Fire Chief)

Tim Herlofsky (Station 1 Trustee)
Bethany Brunsell (Station 2 Trustee)
Tom Eliason (Station 3 Trustee)

Members Present:
STATION 1: Tom Anderson, Vance Schwartz
STATION 2: Jim Adams, Josh Anderson, Eric Enselein, Eric Grimes, Jeff Hortenbach, Phil Maki,
Karsten Nelson, Matt Rowedder, Raul Valedez
STATION 3: Ed Forcier, Dan Halvorson, Jeff Rowedder
Gambling Manager Bill Merriam.
Meeting called to order at 19:06 by Amy Leininger
Minutes
October 27th, 2014 Board Meeting Minutes read aloud by Mark Carpentier
Motion to pass the above Minutes made by Tim Herlofsky, seconded by Jeff Hortenbach. Motion
carried.
October 27th, 2014 General Meeting Minutes Read aloud by Mark Carpentier
Bill Meriam made a correction to the October 27th General Membership minutes regarding donated funds.
He stated that the state was not requiring us to reimburse the Gambling Operation $500 from a donation
to a Wisconsin Fire Department. We only had to reimburse the Gambling Operation $1,000.00 for a
donation to the Carver Fire Relief Association for a fundraiser and donation of $500 to the MN 100. Bill
also made correction to a donation to St. Jame’s Church per the October General Membership minutes,
the donation was actually made to St. Joseph Church.
Motion to pass the above minutes made by Jim Adams, seconded by Dan Halvorson. Motion carried
Treasury Report dated October 31st, 2014 read by Amy Leininger.
Motion to pass Treasury report made by Tom Eliason, seconded by Tom Anderson. Motion carried.
Attachment 1

Committees:
Elections
- The following nominations were received for the 2014 expiring Board terms
• Secretary- Mark Carpentier
• Station 1 Trustee- Tim Herlofsky
• Station 3 Trustee- Tom Eliason
Dan Halvorson asked if there were any update in Kevin Harty resigning from his position on the Board
due to professional commitments.
- Amy reported that the Board appointed her to the role of President at the 11/24/14 Board meeting per
Article III. Section 2 of the Bylaws
• She will take over this role at the 12/7/14 Board meeting which will take place immediately
following the 2014 Annual Meeting.
- Amy then reported that the Board will solicit interest from the membership to fill the Treasurer
position left vacant from her appointment. Based on Article III. Section 2 of the Bylaws, the Board
will appoint who they feel is the best candidate for this position from the members who express
interest in this position.
Bill Merriam asked why the Board didn’t appoint a trustee to the President role and solicit interest to fill
the trustee position.
- Amy stated to Bill that there was no interest from any station trustees to fill this position and the
Board appointed her per the previously mentioned Article of the Bylaws.
Jim Adams stated that the last time a president resigned, the board added the open to position to the ballot
at that year’s Annual Meeting at the request of the membership. Jim made a request to proceed in this
same manner
- Amy expressed that per the bylaws, the Board voted to appoint a member from within and seek
interest for the position of Treasurer from the membership.
- Jim asked if there was any discussion with the General Membership regarding the appointment
process the Board followed during the current resignation of Kevin Harty.
• Mark reported that the decision to move forward in this manner was only just discussed in the
11/24/14 Board meeting and as a Board, they appointed Amy. Mark then informed Jim that they
would seek interest from the membership for the Treasurer role as previously discussed.
Karsten Nelson asked why the Board sought an internal candidate to appoint as President but were
looking externally to fill Treasurer role.
- Amy explained that she expressed a willingness to step into the President role and the Board would
have liked a current Board member to appoint as Treasurer but there were no Board members that
showed interest when this was discussed at the meeting
- Karsten asked what the Board plans to do if there is no interest from the membership for the
Treasurer position
• Tim Herlofsky stated that he would step up to fill this role if there was no other interest.
Old Business:
Mark reported that a letter Kevin Harty sent out to all members regarding behavior at Relief Sponsored
events
- Karsten Nelson asked if the Relief Association was invited back to the golf course where the Relief
Association outing took place and if we were requested to pay for any damages caused at this
location.

•

Mark reported that we were not invited back to this location and we were not responsible to pay
for any damages that were reported

The Board revisited an item from the October meeting regarding a communication for the letter of request
to the District for items requested to be purchased with funds donated by the Relief Association
- Sarah Larson reported she never received this letter of request and Kevin was not present to confirm
whether or not he found this letter in his records.
• Kevin had never confirmed with the Board that he had record of sending this letter
New Business:
NONE
Gambling:
Motion to approve the October 31st, 2014 actual gambling expenses of $17,925.86 for Big Louie’s, made
by Tom Anderson, seconded seconded by Jason Braun. Motion carried.
Motion to approve the October 31st, 2014 actual gambling expenses of $7,763.53 for Steveo’s, made by
Vance Shwartz, seconded seconded by Bethany Brunsell. Motion carried.
Motion to approve December, 2014 estimated gambling expenses for Big Louie’s made by Jim Adams,
seconded by Bethany Brunsell. Motion carried.
Motion to approve December, 2014 estimated gambling expenses for Steveo’s made by Bethany
Brunsell, seconded by Tom Eliason . Motion carried.
Motion to approve December, 2014 estimated gambling expenses for Outtakes made by Bethany
Brunsell, seconded by Tom Eliason. Motion carried.
Bill reported that the new gambling operation at Outtakes is off to a slow start. He thinks that we’ll
continue to see growth at this location. He thinks we’ll start electronic pull tabs at this location but this
only in the preliminary stages of adding this to the operation at this location
Bill made a motion to give up to $2,000.00 for holiday bonuses for all non-fire department employees of
the Gambling Operation
- Karsten asked if it were out of line to increase their bonuses to all employees in a show of good faith
for their loyalty to the Gambling Operation
• Bill rescinded his motion and made a new motion to give up to $2,500.00 for a $100.00 holiday
bonus (after taxes) for all non-Fire District employees of the gambling operation. Seconded by
Amy Leininger. Motion Carried
Request Granted:
Motion to give $500 to First Baptist for a mission trip to Costa Rica made by Karsten Nelson, seconded
by Amy Leininger. Motion Carried
Motion to give $1,000 to the Crystal Police K-9 Program made by Vance Schwartz, seconded by Jason
Braun. Motion Carried
- Karsten asked if we were allowed to give over $500 per our Gambling Operation Mission Statement
- Tom Eliason confirmed that per our mission statement, we are allowed to donate over $500

Motion to give $10,000 to the City of Crystal- Frolics made by Tim Herlofsky, seconded by Karsten
Nelson. Motion Carried
Motion to give $10,000 to the West Metro Fire Rescue District made by Tim Herlofsky, seconded by
Vance Schwartz. Motion Carried

Request Denied:
Motion to deny a donation to the City of St. Paul Fire Foundation made by Bill Merriam, seconded by
Vance Schwartz. Motion Carried
Request Tabled:
Motion to table a donation request to the New Hope YMCA made by Ron Karsten Nelson, seconded by
Vance Schwartz. Motion carried.
Motion to pay the bills made by Bethany Brunsell, seconded by Vance Schwartz. Motion carried.
Motion to adjourn meeting at 20:01 made Mark Carpentier, seconded by Bethany Brunsell. Motion
carried.
Minutes written by Mark Carpentier, Secretary of West Metro Fire Rescue District Firefighters Relief Association.
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WEST METRO FIRE-RESCUE DISTRICT
RESOLUTION #2014 - 13
RESOLUTION AUTHORIZING THE FIRE CHIEF AS 2015 PURCHASING AGENT
WHEREAS, the Board of Directors of the West Metro Fire-Rescue District is responsible for all
expenditures made by the District, and;
WHEREAS, the Board of Directors designates a Purchasing Agent for certain items as required by
Article VII of the Joint Powers Agreement of the West Metro Fire-Rescue District, and;
WHEREAS; Article VII of the Joint Powers Agreement of the West Metro Fire-Rescue District
designates the Fire Chief as the Purchasing Agent for all purchases that do not exceed the limitation in
Minnesota Statute§412.691, and;
WHEREAS, the Board of Directors of the West Metro Fire-Rescue District has approved Employee
Handbook Section 11.10 which provides policy direction regarding purchases,
NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the West Metro Fire-Rescue
District that the Fire Chief be authorized as the Purchasing Agent for all purchases that do not exceed the
limitations in Minnesota Statute §412.691 and Employee Handbook Section 11.10.
Adopted this 10th day of December, 2014.

WEST METRO FIRE - RESCUE DISTRICT
By: ___________________________, President
Gary Laurant

ATTEST: __________________________, Board Secretary
Anne Norris

G-5 Consent

WEST METRO FIRE-RESCUE DISTRICT
RESOLUTION #2014 - 14
RESOLUTION AUTHORIZING THE FIRE CHIEF TO UTILIZE WMFRD CREDIT CARD
WHEREAS, Minnesota Statute §471.382 authorizes and defines the requirements for government
agencies to make purchases using credit cards, and;
WHEREAS, in certain forms of commerce a credit card may be the only method of payment
allowed for purchases, and;
WHEREAS, the Board of Directors has authorized credit card purchases by the Fire Chief in the
past, and;
WHEREAS, the Board of Directors finds that it is beneficial for credit card purchases to continue to
be allowed, and;
11.10.

WHEREAS, policy direction for credit card purchases is contained in Employee Handbook Section

NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the West Metro Fire-Rescue
District that the Fire Chief is authorized to make purchases by credit card as directed by Employee
Handbook Section 11.10 in 2015.

Adopted this 10th day of December, 2014.

WEST METRO FIRE - RESCUE DISTRICT
By: ___________________________, President
Gary Laurant

ATTEST: __________________________, Board Secretary
Anne Norris

G-6 Consent

WEST METRO FIRE-RESCUE DISTRICT
RESOLUTION #2014 - 15
RESOLUTION DESIGNATING FUNDS FROM THE SALE OF A 2003 FORD EXPEDITION AND 1995 AMERICAN
EAGLE TRAILER TO THE CAPITAL FUND

WHEREAS, The West Metro Fire – Rescue District (WMFRD) sold Car 7, 2003 Ford Expedition
$2,745.00 and the SHU Trailer, 1995 American Eagle $3772.00 for a total of $6517; and
WHEREAS, both items are considered capital assets; and
NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the West Metro Fire-Rescue
District that the proceeds from the sale of the two assets in the amount of $6517.00 be designated to the
Capital Fund.

Adopted this 10th day of December, 2014.

WEST METRO FIRE - RESCUE DISTRICT

By: ___________________________, President
Gary Laurant

ATTEST: __________________________, Board Secretary
Anne Norris

West Metro Fire-Rescue District

H-Chief's Report

December 10, 2014 Chief’s Report

ADMINISTRATION/OPERATIONS REPORT
Chief, Sarah Larson
CALLS FOR SERVICE REPORT
All WMFRD Incidents/Calls for service January 1-December 1, 2014
Fire
132
Rescue & Emergency Medical Service Incident
611
Hazardous Condition (No Fire)
225
Service Call
200
Good Intent Call
95
False Alarm & False Call
281
January 1 – December1, 2014 Total Calls for Service
January 1 – December 31, 2013 Total Calls for Service
2012 January 1 – December 31, 2012 Total Calls for Service
2011 January 1 – December 31, 2011 Total Calls for Service

1548
1448
1349
1638

Estimated fire loss $1,242,912
Estimated fire loss $357,182
Estimated fire loss $169,900
Estimated fire loss $318,749

Meeting with City Managers
The City Managers and I continue to meet to exchange information, provide updates on operational issues and
follow-up on Board directives. Recently they have been working with me on the revisions to the employee
handbook. We will begin work on the 2016 budget very soon.
Chief Meetings
I continue to meet with the Assistant Chief’s once per month. We are working together as the command staff
of the organization and will begin preparation of the 2016 budget this month.
Officer Meetings
We meet and train monthly with our officers as a group. We have been working on Incident Command and
tactics with the officers. Topics include; Scene Size Up, Operational Guidelines, Officer Expectations, and New
Facility Tours. We will not meet again until January.
Full-time staff and part time inspectors
We continue to meet as a group almost weekly to coordinate schedules and response. Individually we meet
as needed to assure staff gets the support they need to keep priorities and projects on track.
City Staff Meetings
I continue to attend Senior Staff Meetings at both cities.
Council Work Sessions
We met with both Councils and provided a quarterly update and some railway awareness training.
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General Fund Budget to Actual Activity
We are through 10 months of the year. This would leave an anticipated 16.6% of the budget remaining for
payroll and 33% of the budget remaining for non-payroll.
Overall the budget per the October statement shows 17% remaining, indicating that spending appears over
budget at this point in time. This should trend closer to “on budget” as we get closer to the end of the year
due to many of our purchases and processes occurring at the beginning of the year that do not continue
throughout the year.
Overall salaries and employee benefits are on budget with 16.7% of the budget remaining. The pace of
spending slowed down significantly in the part-time salaries coming in under budget for the month, but still on
pace to be over budget for the year. Regular salaries are right on pace at 17% remaining. Savings appear to
be seen right now in Inspector Salaries, Health Insurance and the final revenue from our SAFER Grant of
$9,965.00.
Categories over their yearly budget: Cleaning, Consultant, Gas (utility), Equipment Repairs, Books, Training
(Training and books should run over about $11,000 and will be offset by reimbursements from MBFTE),
Awards, Advertising and Financial Services. These amounts already being over for the year nearly $18
thousand would require offsets in some other areas to make up for the difference. Right now savings may be
seen in the following areas: Turn Out Gear ($9268 remaining or 62%), Legal Fees ($8320 remaining or 69) and
vehicle repairs ($20,642 remaining or 43%).
Line Items Trending over/under budget
62000 Part-Time Volunteer Salaries $360,570 – Trending over budget but should be offset by 62001 PartTime Inspectors and our SAFER Grant revenue.
65500 Uniforms $8,000 – This line item is trending under budget at 80% ($6,405) remaining but will be used
by our recruit firefighters on in November.
77000 Turn Out Gear $15,000 - This line item is trending under budget at 63% ($9,458) remaining but will be
used by our recruit firefighters on in November.
80200 Consultant $8,000 – This line item is over budget by 9% ($739) due to the reorganization promotional
process and recruitment.
80600 Legal Fees $12,000 - This line item is trending under budget at 69% ($8,320).
80800 Medical Exams $10,000 - This line item is trending under budget at nearly 100% ($9,960) but was used
when with our firefighter candidates. The expenditure will show in November.
83600 Gas $15,000 - This line item is over budget by 45% ($6,720) due extremely cold weather at the
beginning of the year and price increases this item will have to be looked at for 2015.
84400 Equipment Repairs $20,500 - This line item is trending over budget by 16% ($3,198) due to hose and
ladder testing were coded appropriately to this line instead of vehicle repairs.
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84600 Vehicle Repairs $45,000 - This line item is trending under budget at 43% ($20,642). We may stay
trending under on this line.
84800 Information Technology $33,000 - This line item appears to be trending over but we are working on
some coding issues between this line and 81200 Telephone. LOGIS is most of the expenditures in these two
categories and both are running on budget.
Dues, Subscriptions, & Training
87200 Advertising Employee $1,000 - This line item is trending over budget by 34% ($343) no more
expenditures in this line will occur this year. And will be offset by printing.
86600 Books $3,000 - This line item appears to be trending over budget but is offset by a portion of the
$11,000 MBFTE Reimbursement..
86800 Training $30,000 - This line item appears to be trending over budget but is offset by a portion of the
$11,000 MBFTE Reimbursement.
ADMINISTRATION REPORT
Assistant Chief of Administration, Joel Nelson
Recruiting
12 new firefighters began their careers as firefighters on November 5th. We are very excited to have this new
group of people join our fire family! They are training with the rest of the department at drills, plus they are
doing recruit training on Thursday evenings preparing for the academy that will start in late January.
We suspect that with the huge success of finding so many great candidates this year that we will not need to
recruit in 2015. We are currently staffed at 6 full-time staff and 63 POC Firefighters and Officers.
Assistant Chief of Logistics
Josh Kunde has accepted our offer and will join our staff on Monday, December 8th. Josh has been a neighbor
for several years, living in Golden Valley and serving GVFD in both a full-time (2007 to 2012) and paid-on-call
(2005-present) capacity. While full-time with GVFD he supervised and conducted comprehensive hands-on
maintenance on 3 fire stations, all their fire apparatus and equipment. His skills in this field combined with his
leadership abilities, record keeping expertise and experience in developing specifications for fire apparatus
and major equipment make him the perfect fit for this position. While serving GVFD as a paid-on-call
firefighter he co-owned and operated a successful carpentry business in Golden Valley; he sold his interest in
this business (to his brother/partner) so he can join us full-time.
Honor Guard
Since our Clinic at Camp Ripley this past March, we have implemented a program where we invite other Clinic
attendees and neighboring firefighters to join us at our monthly Honor Guard training. We hope to continue
to grow interest in the activities of the Honor Guard through this fellowship with our neighbor departments in
order to properly provide appropriate honors to our fallen firefighters throughout Minnesota.
Food Drive
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We are preparing for our 5th annual “Firefighters Fighting Hunger” food drive. This has become a very
successful annual event in the month of March. This year we are inviting Fire Departments throughout the
metro to join us in this fight; we have interest from others and expect this to be a growing tradition in the local
fire service.
ADMINISTRATION REPORT
Administrative Captain, Sean Watson
Orientation
Recruit Training began on October 5. The recruits will meet Thursdays and work with Captain Watson to
prepare for Academy in January.
2015 West Suburban Fire Academy
The 2015 West Suburban Fire Academy is scheduled to start January 26, 2015.
West Metro CERT Team
The 4th quarter West Metro CERT training was held on Wednesday, November 19th at 7pm. We will continue
to work on SCBA skills and firefighter rehab.
CERT members assisted as “role players” for firefighter EMS training in October! We received great feedback
from our firefighters and will look to hold similar trainings in the future.
The following is feedback from a CERT Member:
Hi Sean,
I’d like you (and Chief Larson) to know that I think you are doing a phenomenal job communicating with CERT
members and with the team leadership in general. It’s fantastic that you have made the association with
Plymouth CERT for training purposes, and you have implemented some great ideas, such as the 911
communication and other types of involvement for CERT members. I have been involved with several volunteer
groups and your leadership is the best I’ve seen. Thanks!
As for Nov. 19, I’ll be there!
Thanks.
TRAINING
Assistant Chief of Training, Adam Wodtke
Driver Training
Firefighters attended the St. Cloud emergency drivers’ school on November 22nd. Those apprentice firefighters
that have met all of their requirements are now cleared to drive large apparatus to emergencies. The goal is to
have all apprentice firefighters evaluated and cleared to drive by the first of the year.
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Airport
We are in the early stages of planning with Crystal Airport management for small familiarization training and a
multi-agency training scenarios.
Active Shooter
A planning meeting is scheduled for December 9, 2014 from 0930-1130. The meeting will take place at the
Maple Grove Emergency Operation Center in the lower level of City Hall. West Metro will work with Crystal
and New Hope police for this training.
Police In-Service
West Metro has been asked to provide Crystal PD training with tourniquets and Haz Mat operations at their
annual In-Service training in February.
Outside Speaker
Sean Gray has been booked to speak at West Metro Fire. We submitted a Conference Reimbursement with
the MBFTE for this speaker.
Training Schedules
The drill schedule has been developed out to the second quarter of 2015. First quarter topics include
Respectful Workplace and First Responder Refresher.
INFORMATION TECHNOLOGY
Assistant Chief of Training, Adam Wodtke
MDC’s
All of West Metro’s MDC’s have been brought up to date with Windows 7. Microsoft was no longer supporting
Windows XP, so Hennepin County had to switch all County MDC’s to Windows 7. West Metro has gone from
19 Panasonic Toughbook laptops down to 5. These units have been removed from the inventory or replaced
by iPads. A Toughbook is roughly $4,000 dollars; an iPad is roughly $500.
Firehouse Records Management
We are currently testing for use FHNet from Firehouse. It is expected that we will begin to move to this
program at the beginning of 2015 with a complete switch to this by the end of 2015. Chief Wodtke and Chief
Larson attended the Firehouse FHETS Conference last month to begin their training on FHNet. Assistant Chief
Wodtke has been using the software in test mode since September. In the start of 2015 additional staff will
start to use FHNet for testing. Switching to this software will allow staff to build a more accurate database.
This product is included in the current cost paid to Firehouse Software.
LOGISTICS
Lightweight Rescues
We have taken delivery on both lightweight chassis for our rescue trucks. The second chassis was damaged in
transit this fall and a replacement was ordered and recently delivered.
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HVAC
New HVAC units were installed at Station 1 last month.
PREVENTION
Deputy Fire Marshal, Shelby Wolf
Inspections/Plan Reviews  330 inspections/plan reviews dating back to August 14, 2014.
 67 plus re-inspections to insure compliance with orders written.
Home inspection Program
We conducted 12 home surveys so far this fall. We currently have 6 more surveys scheduled for December,
which will total 18 home surveys. Our goal is to reach 50 homes a year. We will be working on marketing the
program better.
Fire Prevention Education
The month of October was Fire Prevention Month. This year we did fire safety programs mainly for 1st and 3rd
grade students.
We completed programs in the following schools:
Neil Elementary School- 4 programs, 8 classes, for a total of about 240 kids.
Forest Elementary School- 4 programs, 8 classes, for a total of about 240 kids.
Robbinsdale Spanish Emersion (RSI) - 4 programs (kindergarten and 3rd grade only), 12 classes, for a
total of about 276 kids.
Sonnesyn Elementary School-4 programs, 8 classes, for a total of about 240 kids.
Meadow Lake Elementary School-11 programs, 11 classes, for a total of 253 kids.
Pre-school programs completed this fall:
New Hope Learning Center-8 programs, 8 classes, for a total of about 168 kids.
St. James Church (Evergreen Pre-school) - 1 program, total of 35 kids.
Christina’s Daycare Center-2 programs, total of 27 kids.
Energizer Battery Event-Cub Foods on October 31, 2014 (12-3pm)
Multi-Housing and Crime Free Fire Safety Program on August 18, 2014
Fire Safety Program for the New Hope Apartment Managers on November 19, 2014
Adopt a Hydrant Program
The program will start January 1, 2015 and we currently have 12 hydrants adopted for this winter. We are
continually working on marketing the program. We sent out letters to local businesses this fall and currently
we have 5 businesses partnering with us for the program by donating gift certificates for prizes.
Fire Investigations
 6400 60th Ave North on 09/1/2014

Garage Fire
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4131 Colorado Ave North 09/11/2014
2900 Hillsboro Ave North 09/15/2014
5216 West Broadway 09/19/14
7824 49th Ave North Apartment 10/28/14
9101 Science Center Drive 11/14/2014

Small Kitchen Fire
Cooking fire contained to stove, microwave and cabinets
Small electrical fire
Small Deck Fire
Electrical fire on plating line
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I-1 Old Business

MEMORANDUM
DATE:

November 3, 2014

TO:

West Metro Fire-Rescue District Board

FROM:

Kirk McDonald, New Hope City Manager
Anne Norris, Crystal City Manager
Sarah Larson, WMFRD Chief

RE:

Review of WMFRD By-Laws

At its last meeting, the WMFRD Board suggested it would be appropriate for the Board
to review the WMFRD By-Laws. The By-Laws address:
Meetings of the WMFRD Board;
Order of business for WMFRD Board agendas/meetings;
Committees - an executive committee is permitted (not required);
Dispute resolution; and
Purchasing agent for and financial matters of the WMFRD.
Attached are the By-Laws for the Board's review. The Board should discuss whether
any changes or updates are necessary.

Attach:

BY-LAWS
WEST ME;TRO .FIRE.:. RESCUE DISTRICT
BOARD OF DIRECTORS
ARTICLE I
General
Section 1.

.The. West Metro Fire-:- Rescue District (District) has be.en established by a Joint
and.Cooperative·Agreement (Agreement) between the City ofCrystal and City of
NewHope~

Section 2.

The terms defined in the Agreement have the same meanings in these by-laws.

Section 3.

The purpose of these by-laws is to comply with requirements of the Agreement
withrespect to by-laws.

ARTICLEll
Meetings
Section 1.

Meetings of the Board of Directors are to be held as provided in the Agreement.

Section 2.

The annual.meeting of the Board of Directors is the regularly scheduled meeting
in June of each year;

Section 3.

Regular meetings of the Board will be held as specified by the Board of Directors.

Section 4.

The normal order ofbusiness at a regular meeting is as follows:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.

Call to order
Roll Call
Approval of minutes of previous meetings
Open forum
Consentagenda
Chiefs report
Old business
New business
Other matters and announcements
Adjournment
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Section 5.

Meetings of the Board of Directors are governed by Robert's Rules of Order,
Latest Revision.

ARTICLE III
Committees
Section 1

The Board of Directors may establish an executive committee consisting of (i) the
President, (ii) the City Manager of New Hope, (iii) the City Manager of Crystal
and (iv) the Vice President. The executive committee has the powers of the Board
of Directors between meetings of the Board, subject to the direction and control of
the Board. The executive committee may not amend these by-laws.

Section 2.

Other Committees (to be supplied)

ARTICLE IV
Resolution of Disputes
Section 1.

The City of New Hope or the City of Crystal, acting through their respective City
Councils, may state by resolution that (i) there has been an incorrect interpretation
by the District of a term or condition of the Agreement, or (ii) that the other city
has failed to perform an obligation under the Agreement or has otherwise violated
the terms of the Agreement. The resolution must be filed with the President of the
District. The Board of Directors must consider the resolution as its first order of
business at its next regularly scheduled meeting and must resolve the dispute
within 60 days thereafter by written communication to the objecting city. The
objecting city may (i) accept the determination of the Board, (ii) reject the
determination of the Board, or (iii) withdraw its objection. If the determination of
the Board is rejected by the objecting city, the Board and·the objecting city may
submit the dispute to mediation in an agreed upon forum. If the dispute is not ·
resolved by mediation within 60 days after submission to mediation, the Di~trict
and the city may pursue whatever remedies they may have at law or in equity.

ARTICLEV
Section 1.

Official Address
The official address of the District is: 4251 Xylon Ave. N.
New Hope, MN 55428
The official address may be changed by resolution of the Board. · · ·

ARTICLE VI
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Amendments
Section 1.

These by-laws may be amended by a majority vote of all directors at a regular or
special meeting of the Board of Directors provided that a ten-day written notice of
the meeting is provided to each director.

ARTICLE VII
Financial Matters
Section 1.

The Fire Chief shall be the chief purchasing agent of the district. The Fire Chief is
authorized to approve purchases and contracts not exceeding the amounts
specified in MN. Statute 412.691. Purchases and contracts exceed the amount
specified in MN. Statute 412.691 shall be approved by the board of directors prior
to payment.

1. Adopted the 301h day of March 1998.

2. Revised the

1st

day of July 1998.

3. Revised October 3, 2001 -Article ill, Section 1. Executive Committee Definition
4. Revised November 7, 2002 - Article II, Section 2 - change date of annual meeting from
May to June.
5. Administrative change-Article N (replace comma with period) and VII- underline
Financial Matters {10/8/2003).
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Memorandum
To:

Board of Directors

From:

Sarah Larson, Fire Chief

Date:

December 10, 2014

Subject:

Capital Fund Purchases

Additional New Business

Background:
The 2014 Board approved capital plan includes $4,200 to replace outdated Automatic External Defibrillators (AED).
These AED’s are replaced on a ten year rotation. District Policy requires all Capitol Purchased be approved by the West
Metro Fire-Rescue District Board of Directors.
Recommendation:
I recommend that West Metro-Fire Rescue District Board of Directors approve the use of capital funds to purchase two
LIFEPAK 1000 AED’s at a unit cost of $2,018.80 and a total cost of $4,037.60
Funding:
The Board approved 2014 Capitol Plan contains funds to cover these purchases.

J-1 New Business

WEST METRO FIRE-RESCUE DISTRICT
RESOLUTION #2014 - 16
RESOLUTION AUTHORIZING CARRY OVER AND COMMITMENT OF
CERTAIN BUDGETED ITEMS
WHEREAS, The West Metro Fire – Rescue District’s (WMFRD) annual budget includes a capital budget; and
WHEREAS, the WMFRD 2014 budget, including the capital budget, was approved in 2013; and
WHEREAS, there are funds budgeted in the WMFRD 2014 capital budget for certain line items that need to
be carried forward or committed; and
WHERAS, the total of the items to be carried over or committed is $805,500;
NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the West Metro Fire-Rescue District that:
1. The following line items in the 2014 capital budget are carried over:
Turnout gear replacement from 2011
Turnout gear replacement from 2012
SCBA replacement from 2012
SCBA replacement from 2013
SCBA replacement from 2014
MDC/iPad replacement from 2013
Office Furniture (Plan Review Table) from 2014
Overhead Garage Doors from 2014
Portable Radios from 2014
Air Compressor from 2014
Light Rescue

$13,000
$20,000
$50,000
$50,000
$100,000
$7,500
$6,000
$200,000
$180,000
$60,000
$90,000

2. The following funds from 2014 LOGIS projects and interior
painting project are committed to 2015 bathroom accessibility project:
LOGIS
Painting

$10,000
$19,000

Adopted this 10th day of December, 2014.
WEST METRO FIRE - RESCUE DISTRICT
By: ___________________________, President
Gary Laurant

ATTEST: __________________________, Board Secretary
Anne Norris

J-2 New Business
MEMORANDUM

DATE:

December 1, 2014

TO:

West Metro Fire Rescue District Board

FROM:

Sarah Larson, WMFRD Chief

RE:

West Metro 2015 2% COLA Increase

BACKGROUND:
A 2% cost of living adjustment (COLA) for all West Metro Employees is included in the
2015 approved West Metro Fire General Operating Budget. Historically, the District has
given employees the same COLA as the Cities. For 2015, Crystal has settled with one
bargaining group for a 2% COLA and New Hope has factored a 2% COLA in its budget.

RECOMMENDATION:
Approval of a 2% cost of living adjustment for all West Metro Fire employees.

J-3 New Business
MEMORANDUM

DATE:

December 1, 2014

TO:

West Metro Fire-Rescue District Board

FROM:

Sarah Larson, WMFRD Chief

RE:

West Metro Firefighter Pension

Recommendation
Approval of a 2% increase to the paid, on-call firefighter’s pension to $7,540.
While the WMFRD paid, on-call firefighters receive some pay, the pension is a major
tool for recruiting new firefighters and retaining existing firefighters.
History
When the WMFRD was established, a new WMFRD pension fund was established.
Rather than guaranteeing a certain annual pension payment upon retirement (defined
benefit), the WMFRD pension was a defined contribution amount that the Relief
Association would be responsible for managing. The pension contribution was paid
from the annual state aid revenue (funded from insurance fees) and if needed,
supplemented by the WMFD general operations budget.
The amount contributed was a flat amount of $2,000. In late 2000, the WMFRD Board
approved the concept of an annual cost of living adjustment to the base pension
contribution. In 2001, the Board approved an annual wage adjustment of the average of
the two cities’ 49’ers wage adjustments with a maximum rate of increase to be no
greater than 1.5 times the previous year’s increase. Additionally, the total pension
contribution was not to exceed the sum of the state aid funds and the pension
contribution line item in the WMFRD general operations budget. This formula was
intended to sunset in 2011, to allow the Board and Relief Association time to review the
assumptions, pension and budget impacts.
In November, 2001, Article VII, Section B of the Fire Relief Association By-Laws
regarding the payment of pension contributions was revised so that the base
contribution per firefighter was increased to $3,000, starting in 2002, and continuing the
annual cost of living adjustment specified above. The formula for review was to be
reviewed every five years, or in 2006, 2011, 2016, etc. Language was also included
that review of the formula would occur if the state aid formula changed or both parties
mutually agree to review the pension contribution.
In 2005, the WMFRD Board directed the Executive Committee to review the pension
contribution. Based on comparisons with other fire departments, the Board approved
an increase in the annual pension contribution amount to $6,500 in 2006 with the

formula being reviewed every three years, or in 2009, 2012, 2015, etc. The other
formula review provisions remained as stated above.
Below is a history of the annual contributions:

Year

Number of
Firefighters

Annual Pension
Contribution

State Aid

City
Contribution

1999
2000
2001
2002
2003
2004
2005
2006
2007
2008
2009
2010
2011
2012*
2013
2014
2015

74
69
73
70
66
64

$2,067
$2,261
$3,000
$3,090
$3,179
$4,365

63
63
65
62
63
64
59
64
55
63

$6,500
$6,695
$6,895
$6,964
$7,034
$7,104
$7,175
$7,248
$7,392
$7,540

$139,328
$145,859
$136,136
$155,419
$189,935
$244,090
$238,067
$250,391
$213,562
$179,891
$151,053
$154,961
$141,983
$144,387
$202,786
$201,956

0
0
$58,166
$50,908
$10,067
0
0
0
$109,276
$163,031
$246,502
$255,227
$253,627
$287,269
$194,022
$250,000
$200,000

*2012 implementation of performance requirements dictating good time/bad time.
Good Time/Bad Time
WMFRD paid, on-call firefighters are eligible for this pension. Statute requires that all
paid, on-call firefighters receive equal pension for good time. WMFRD good time/bad
time is measured by performance and amount of leave taken.
A WMFRD firefighter must be available to work 17 days each month to receive good
time towards the pension. They must also meet their quarterly performance
requirements for incident response and drill attendance. If a firefighter does not meet
their percentages they lose a quarter of good time.

J-4 New Business

MEMORANDUM

DATE:

December 1, 2014

TO:

West Metro Fire Rescue District Board

FROM:

Sarah Larson, WMFRD Chief

RE:

West Metro 2015 Health Insurance Contribution

BACKGROUND:
The WMFRD offers 3 plans and pays 70% of the midrange health insurance plan.
Health Insurance Contribution Levels

2011

2012

2013

Single coverage
Employee + Spouse

$478.87
$1021.37

$410.90
$863.10

$445.90
$936.60

$505.05 $559.18
$1060.50 $1173.37

Employee + Children

$964.67

$821.80

$891.80

$1010.45 $1117.37

$1260.07

$1068.20

$1158.85

$1312.85 $1455.82

Family coverage

RECOMMENDATION:
Approval by the Board of the WMFRD Health Insurance Contribution.

2014

2015

2015 West Metro Fire Rescue District Final Plan Options
Carrier:
Plan
Network/RX Formulary
In-Network Plan Design Features
Lifetime Maximum
Annual Maximum
Deductible CY
Coinsurance
Medical Out-of-Pocket Maximum (includes
Medical & Rx)
Preventive Care
Office Visit/Urgent Care
Convenience/Retail Care Clinic
Lab & Pathology
X-ray & Other Imaging
Inpatient Hospitalization
Outpatient Hospitalization
Emergency Room Facility
Emergency Room Physician
Prescription Drugs (Rx)
Rx Out-of-Pocket Maximum
Generic/Brand/Non-Formulary
Specialty
Mail Order
Blue Cross Blue Shield Aware Rates
Employee Only
Employee + Spouse
Employee + Children
Family
Blue Cross Blue Shield Accord Rates
Employee Only
Employee + Spouse
Employee + Children
Family

BCBSMN
$30 Copay Plan

BCBSMN
$30 Copay
90/10% coinsurance

BCBSMN
$2600 HDHP.HSA

Flex Rx

Flex Rx

Flex Rx

Unlimited
N/A
None

Unlimited
N/A
None

Unlimited
N/A
$2,600/person; $5,200/family

100%
$1,200/person; $5,000/family

90/10%
$2,500 person/$5,000 family

100/0%
$2,600/person; $5,200/family

100% coverage
$30 copay

100% coverage
$30 Copay

100% coverage
100% after deductible

100% (copay waived)

100% (copay waived)

100/0%
100/0%
100/0%
100/0%
$75 copay
100% after copay above
Open formulary with a mandatory
generic
N/A
80/20% with a min/max copay of
$10/$25 per script
80/20% - capped at $200 per script
per month
80/20% with a min/max copay of
$20/$50 per script

90/10%
90/10%
90/10%
90/10%
$75 copay
90/10%
Open formulary with a mandatory
generic
N/A
80/20% with a min/max copay of
$10/$25 per script
80/20% - capped at $200 per script
per month
80/20% with a min/max copay of
$20/$50 per script

100% after deductible
100% after deductible
100% after deductible
100% after deductible
100% after deductible
100% after deductible
100% after deductible
Open formulary with a mandatory
generic
N/A
100% after deductible

$838.74
$1,760.24
$1,676.24
$2,179.24

$798.74
$1,676.24
$1,596.24
$2,073.74

$553.24
$1,160.74
$1,105.74
$1,436.74

$806.74
$1,692.24
$1,611.74
$2,095.24

$768.24
$1,610.74
$1,534.24
$1,997.74

$532.74
$1,116.24
$1,063.24
$1,382.24

100% after deductible
100% after deductible

Network Definitons:
Aware Network - Open Access
Accord network - subset of the Aware network that excludes a small number of high-cost providers. Currently the Accord network excludes the following
as in network providers: Mayo Health Systems in its entirety; Hazelden Providers. Members who receive services at these "out-of-network providers wil still
receive hold-harmless benefits.
This analysis is an outline of the coverage proposed by the carrier's), based on information provided by your company. It does not include all of the terms,
coverage, exclusions, limitations, and conditions of the actual contract language. The policies and contracts themselves must be read for those details.
Policy forms for your reference will be made available upon request.

J-5 New Business
MEMORANDUM

DATE:

December 2, 2014

TO:

West Metro Fire Rescue District Board

FROM:

Sarah Larson, WMFRD Chief

RE:

Annual Review of WMFRD Employee Handbook and Review of
Recommended Changes

BACKGROUND:
The initial West Metro Fire-Rescue Employee Handbook was approved by the Board of
Directors in June of 2011. There were changes to the grievance/complaint procedure
from the previous policy and that issue was discussed at the joint council work sessions
that were conducted between November, 2011, and May, 2012. One of the top priorities
of the issues list from the joint council meetings was to revise the grievance procedure
policy and to review the entire Employee Handbook.
In June/July, 2012, a new District Employee Review Board was established and a new
grievance/complaint policy was approved by the Board.
Also in June, 2012, the entire Employee Handbook was submitted to the League of
Minnesota Cities by city representatives for an outside professional opinion. The
League reviewed the handbook in its entirety in July and submitted comments back to
the cities. The League provided summary comments on each section of the handbook
and provided handwritten notes on individual pages of the handbook. The League did
comment that in general, they felt the handbook was a well-written document.
Subsequent to the receipt of the comments, the city managers, HR representatives from
each city, and Chief Larson conducted several meetings and reviewed the
comments/handbook page-by-page. Many of the comments/clarifications by the League
were inserted in the new draft. Chief Larson prepared a revised draft document
incorporating new language where all changes are denoted.
Chief Larson prepared a revised draft document incorporating new language where all
changes are denoted and this first revision was formally approved by the Board on
September 19, 2012.
As part of the Boards ongoing priorities it was recommended to complete an annual
review of the WMFRD Employee Handbook.

RECOMMENDATION:
It is recommended that the newly revised/updated handbook be reviewed and considered for
formal approval.
REVISIONS:
Throughout the WMFRD Handbook revisions have been made to update titles that correspond
with the 2013 reorganization. I have not listed these changes.
Section 3.20 – removal of Fire Technician Program we are no longer supporting this program.
Section 5.20 – the paragraph outlining expectations to meet minimum requirements is removed
and covered under section 6.20.
Section 5.25 and 5.30 - have been removed. There are issues with HIPPA and we are working
with our Occupational Medicine Provider to find an alternative.
Section 6.10 – has been updated to reflect our current percentage requirements of 40%.
Section 6.15 – was updated to reflect our current performance measures.
Section 7.05 – the section relating to Ethical Leadership was removed by recommendation of
the HR representative. It was redundant to other parts of the code of conduct.
Section 7.35 – removed and replaced with LOGIS Members Security Policy 2014
Section 7.55 – updated with new policy that corresponds to our new uniforms.
Section 7.60 – The League of Minnesota Cities was unable to define the word “accident” in
these sections. We will test when there is reasonable suspicion, death or line of duty injury as
defined in Statute.
Section 8.05 – the first paragraph was deleted due to all our staff performing the duty of
firefighter.
Section 8.15 – the second paragraph was deleted due to all our staff performing the duty of
firefighter.
Section 8.25 – we will offer a flexible workplace to our probationary firefighters.
Section 10.30 – remove Fire Technician Program no longer supported
Section 12.35 – removed and replaced with LOGIS Members Security Policy 2014
Section 12.40 – facility use modified to remove fees and some restrictions for use.
Section 14.15 – paragraph on banquet removed to allow for flexibility.
Attachments: Employee Handbook Updated Pages
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Position Descriptions

Section 3.05

The Fire Chief and the Board of Directors, with the assistance of the leadership team, must establish and
maintain a job description for each position which shall include:
•
•
•
•
•

a job title
FLSA status
example of duties
minimum qualifications
desirable knowledge and skills

Job descriptions will be reviewed and revised as needed. District Administration will maintain the official copy
of each current job description for regular positions.

Paid on-call Positions
District Assistant Chief (3)
Training Captain (3)
Station Captain (3)
Lieutenant (6)
Fire Technician
Firefighter (66)
Apprentice Firefighter
Probationary Firefighter

Section 3.10

Full-time and Part-time Positions
Section 3.15

Chief
Assistant Chief (3)
Administrative Captain
Deputy Fire Marshal

Part-time Fire Inspector (3)

Fire Technician Program

Section 3.20

The District’s Fire Technician Program allows for a one (1) dollar per hour increase in a paid, on-call
firefighter’s pay after completing program training requirements and application process.
Fire Technician Program Requirements
•

Successful completion of firefighter probationary and apprentice periods.

•

Successful completion of 150 hours of outside/special fire related training above the levels of
Firefighter II, Haz-Mat Operational, Emergency Medical First Responder and Fire Apparatus Operator.

•

To maintain pay increase a Firefighter Technician must successfully complete at least an additional 16
hours of outside/special fire related training levels of Firefighter II, Haz-Mat Operational, Emergency
Medical First Responder and Fire Apparatus Operator every 5 years.

Eligible Training
The following training is considered eligible for credit towards the Fire Technician Program:
•

Fire training provided by the State College System, State Fire Schools, National Fire Academy or other
approved training agencies.

•

Supervisory training from an approved training agency.

•

Special training offered by the District or another fire agency when approved. (does not include regular
drills or First Responder Refresher classes)

•

Training courses must be at least 8 hours.

•

Courses that were completed prior to the original date of this policy are eligible provided they meet
the above requirements and are approved by the Deputy Chief.

Any questionable courses should be approved by the Deputy Chief prior to attendance.
Documentation
It is the responsibility of the firefighter applying for the Fire Technician Program to complete the “Fire
Technician Application Form”, attach all supporting certificates, transcripts and other documents as necessary.
The application shall be submitted to the Deputy Chief. All applications will be reviewed, and verified. The
Fire Chief shall act on the application within 30 days. Pay increases for approved applications will be effective
the next business day.

Section 4.0
Definitions
Unless otherwise indicated, the following words
and terms have meanings indicated below:
Anniversary Date: the month and day of the
initial hiring or promotion of an employee.
Appointment: a regular assignment to a paid
position in the District.
Apprentice Firefighter: under supervision of the
Fire Chief, Deputy Chief, District Chief, Captains,
and Lieutenants of the Administrative Captain
works toward completion of the second year of
training requirements and certifications.
Administrative Captain: This position reports to
the Training/IT Assistant Chief and is responsible
for performing records management activities,
the duties of a public liaison officer and the
District’s Mentor Program. During incident
response the primary role of this position would
be that of a Captain
Assistant Chief: The Assistant Chief is a member
of the command staff of the District and as such
performs work supervising and directing the
activities of the District both in an administrative
capacity and during emergency operations. Work
is performed under the general supervision of
the Fire Chief. There are four major areas of
accountability:
1.
2.
3.
4.

Training
Administration
Logistics
Operations

Benefits: items of indirect compensation that
include insurance programs, and fully
compensated absences (vacations, holidays, sick
leave). Benefits may be changed at any time
without consultation with employees.

Board of Directors: the members appointed
according to the West Metro Fire-Rescue Board
of Directors Joint Powers Agreement Article IV,
to serve on the Board of Directors of the West
Metro Fire-Rescue District.
Captain: under supervision of the Fire Chief, the
Deputy Chief, and District Chief provides first-line
supervision to District firefighters and
Lieutenants.
City Council: The elected body composed of
members who serve on the council's of the Cities
of New Hope or Crystal.
Compensatory Time: this is time off from work
computed at one and one-half times the number
of overtime hours worked in a week earned by
non-exempt employees and hour for hour by
exempt employees. Accrual of compensatory
time may be subject to limitations.
Deputy Chief: under the supervision of the Fire
Chief provides first-line supervision to all District
Chiefs, Captains, Lieutenants and Firefighters.
Directors: members of the West Metro FireRescue District Board of Directors.
District Chief: under supervision of the Fire Chief
and the Deputy Chief, provides first-line
supervision to his/her station’s Captains,
Lieutenants and Firefighters.
Elected Official: Members of the City Councils of
Crystal or New Hope.
Employee: a person holding a paid position in
the District.
Executive Assistant: Under the supervision of
the Fire Chief provides administrative and
professional support to the Fire Chief and Deputy
Chief. Coordinates or performs a variety of
administrative details related to private
personnel issues and cyclical business functions
in the District.

Exempt Employee: employees specifically
exempt from the overtime compensation
provisions of applicable FLSA (Fair Labor
Standards Act) legislation as defined and limited
by administrative rules and regulations; these
employees generally have as their primary duty
management, administration, or work of a
professional nature.
Firefighter: under supervision of the Fire Chief,
Deputy Chief, District Chief, Captains, and
Lieutenants an employee who engages in fire
protection activities as assigned.
Fire Chief: Under the general administration of
the Board, plans, directs, manages, and oversees
the activities and operations of the District.
FLSA: Fair Labor Standards Act which is a federal
law regarding minimum wage and overtime
compensation, classifying positions as exempt or
non-exempt.
Full Time Equivalents (FTE): A measurement
equal to one staff person working a full-time
work schedule for one year. If the employee’s
normal workweek equals 40 hours, one FTE
would be equal to an employee who works 2,080
hours annually. When defining the workweek as
40 hours, an employee working 20 hours a week
would be considered as a 0.5 FTE. An employee
working 30 hours per week would be considered
as a 0.75 FTE.
Grievance: A dispute or disagreement relating to
terms or conditions of employment.
Immediate Family: The spouse, partner,
children, step-children, siblings, step-parents
parents, grand- parents and step-grandparents
of an employee.
Job Class: one or more positions sufficiently
similar in the duties performed, responsibility;
degree of supervision exercised or required,
minimum requirements of training, experience,
or skill which may or may not have the same job
title, and such other characteristics that the
same tests of fitness, and the same schedule of

compensation may be applied with equity to all
of the positions
Job Classification Plan: a system of classes with
a description of the class and pay range
assignment for each class.
Lay-Off: The temporary dismissal from
employment of an employee for an unspecified
length of time. During a period of lay-off,
employees do not accrue benefits and are not
credited with service.
Lieutenant: under supervision of the Fire Chief,
Deputy Chief, District Chief, and Station Captain
provides first-line supervision to District
firefighters.
Military Leave: the leave of absence granted by
State or Federal law to employees entering
active duty in the armed forces of the United
States.
Non-Exempt: employees who are entitled to a
minimum wage and overtime compensation
pursuant to applicable fair labor standards
legislation (FLSA).
Overtime: All hours actually worked at the
express authorization of the employer in excess
of 40 by a regular non-exempt employee in a
workweek consisting of seven consecutive days
(168 hours
Position: a group of current duties and
responsibilities requiring the full-time or parttime employment of one person.
Probationary Employee: an employee who is
serving a probationary period in a position to or
from which the employee was appointed,
promoted, transferred, demoted, reclassified or
reinstated.
Probationary Firefighter: under supervision of
the Fire Chief, the Deputy Chief, District Chiefs,
Captains, Lieutenants and Firefighters
Administrative Captain works toward

completion of the first year of training
requirements and certifications as a
probationary firefighter.
Probationary Period: a working trial period
during which an employee is required to
demonstrate fitness for the position to which
appointed.
Promotion: a change of an employee from a
position of one job class to a position of another
job class with more responsible duties and a
higher salary range.
Reclassification: a change in classification of an
individual position by raising it to a higher job
class, reducing it to a lower job class, or moving it
to another job class at the same level on the
basis of significant changes in kind, difficulty or
responsibility of the work performed in such a
position.
Reinstatement: appointment of a former
employee who had regular or probationary
status to the job class to which the employee
was assigned prior to layoff or separation or to a
job class of comparable level.
Resignation: a voluntary separation from District
service by the employee.
Retired Employee: an individual whose most
recent employment was with the District and
who is receiving P.E.R.A., combination Social
Security/P.E.R.A. or other District retirement
benefits pursuant to a retirement plan.
Salary Range: a division of the salary schedule to
which classes of positions are assigned; the range
of salary from minimum to maximum is the
range which a class of positions will be paid.
Separation: an action of employees who leave
the District service by reason of death, dismissal,
lay-off, resignation or retirement.

Severance Pay: paid out of accrued benefits to
regular employees leaving District service in
good standing.
Sick Leave: the number of hours that are
available to be used by benefit-earning
employees in the event of illness or disability
only after satisfactory completion of six months
of employment.
Start Date: the date a person begins
employment in a regular position. The most
recent date of hire in a regular position is used
for determination of eligibility for vacation, sick
leave and seniority purposes.
Station Captain: under the supervision of the
Administrative Chiefs provides first-line
supervision to District firefighters and
Lieutenants.
Suspend: to temporarily relieve an employee
from duties of employment. The suspension
may be accompanied by a written notice of
intent to dismiss.
Training Captain: develops, coordinates,
implements and evaluates WMFRD training
programs under the direction of the Assistant
Chief of Training. Ensures continuity in training
and operations throughout WMFRD. Acts as
primary instructor or assists the primary
instructor at District drills and training events.
This position may be assigned specific training
areas to coordinate.
Unauthorized Leave (absence without leave):
any absence of an employee from duty that is
not authorized by a specific grant of leave of
absence under the provisions of these rules and
regulations is an absence without leave; such
absence is without pay and may be grounds for
disciplinary action; an employee absent without
leave for three consecutive work days is deemed
to have voluntarily resigned.
Veteran: a person defined as a veteran by State
and Federal law.

Veteran’s Preference: the preference granted to
veterans by Minnesota Statutes, Sections 43A.11
and 197.481.
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Job Posting & Recruitment

Section 5.05

Position Open Authorization
The Fire Chief will notify the Board of Directors and make recommendations when a position vacancy exists or
when there is a desire to fill a newly created position. The Board of Directors will review the request and
recommendations and will advise the Fire Chief. The Fire Chief will approve the proper course of action in
accordance with Article IX; Section 1 in the document entitled Second Amendment and Restatement of Joint
and Cooperative Agreement Crystal-New Hope Joint Fire District (May 9, 2011). The Fire Chief is the final
authority in the filling of all positions.
Recruitment
The Fire Chief oversees the recruitment processes to assure compliance with state and federal laws as well as
District policies. The Fire Chief will assist appropriate supervisor(s) in determining the best methods of
recruitment.
Qualifications shall be determined by education, experience, and ability based on written, oral, or other jobrelevant examinations evaluating the candidate’s ability. The Fire Chief will establish and maintain a job
description for each position which shall include a job title, Fair Labor Standards Act (FLSA) status, example of
duties, minimum qualifications, and desirable knowledge and skills.
It is the desire of the District to fill vacancies in the District by promotion or transfer of regular full-time and
paid on-call employees insofar as practical in the professional judgment of the Fire Chief. An employee must
possess the qualifications necessary for the position to which they seek promotion or transfer.
Posting of Position Vacancies
All vacancies for regular full-time or part-time positions shall be posted internally if practical. Vacancies for
regular full-time and part-time positions will be published by posting announcements on District intranet and
internet sites and through email.
Such postings will normally specify the title and salary of the positions, the nature of the work to be
performed, the minimum and essential requirements of the position, the time and place to apply, the closing
date for receiving applications, and other pertinent information. All postings will include the statement “Equal
Opportunity Employer” or a similar statement that conveys the District’s commitment to equal employment
opportunity.
It is at the discretion of the Fire Chief to fill the vacancy through an external recruitment process at any time.
When/if the District recruits a position externally, the position will be advertised in selected newspapers,
periodicals, newsletters, web pages, and/or through direct mailings, and using the internal posting methods
mentioned above.
Application Materials
To be considered for any position, all candidates must complete required application materials with original
signatures and ensure they are submitted by the application deadline. The deadline for application may be
extended by the fire Chief.

Employee Selection

Section 5.10

The Fire Chief will hire his/her choice of the qualified candidates. Evaluation of qualifications is based solely on
job-related criteria. In no case is selection based on race, color, creed, religion, national origin, gender, marital
status, age, sexual orientation, status with regard to public assistance or disability, or any other factor not
related to the duties and responsibilities of the position and the needs of the organization.
Promotions
Promotional opportunities may be offered on a competitive basis, or the Fire Chief may select a candidate at
his/her discretion. This does not preclude the WMFRD from recruitment and/or selection of applicants outside
the WMFRD. This procedure is not a waiver of job-relevant qualifications for the position, nor is it a guarantee
of preference to existing employees. The Fire Chief will select his/her choice of the qualified candidates.
Acting or Interim Appointments
Position vacancies may be filled on an “acting” basis as needed before filling a position through the normal
process. The Fire Chief will approve all acting appointments for all positions. If a current employee is
appointed to an acting position and is later hired to fill the regular appointment, with no break in service in
the new position, the effective date of the regular appointment may be considered to be the date on which
the acting appointment was made. Pay rate adjustment for acting appointments will be determined by the
Fire Chief.
False Information
Any applicant who gives false or misleading information on an application form, cheats on an examination, or
falsifies a statement, certificate, or evaluation will not be considered for employment. Fraud or attempts to
commit fraud will be cause for the WMFRD to refuse to hire an applicant.

Driver’s License / Driving Record

Section 5.15

WMFRD employees both paid, on-call and full-time, whose position responsibilities include firefighting duties
are required to hold a valid State of Minnesota driver’s license.
All District employees, whose position responsibilities include firefighting duties, shall notify the Fire Chief of a
notice of suspension, revocation, cancellation, lost privilege, disqualification to operate a vehicle and/or
actions taken that would affect the employee’s licensure or insurability within 24 hours after the employee
receives such notice.
Loss or restriction of a State of Minnesota driver’s license will require a paid, on-call firefighter to take a
personal leave of absence.
The District will periodically conduct driver’s license checks, on employees whose responsibilities include
firefighting duties, to verify driving records and the current status of each employee’s Minnesota State driver’s
license.

Paid, on Call Eligibility / Response Requirements

Section 5.20

The West Metro Fire-Rescue District provides critical services to its communities and it is imperative that
qualified candidates are chosen for employment.
Eligibility
To be eligible for a paid, on-call firefighter position, all applicants must:
• be 18 years of age and older
• be a high school graduate or equivalent
• hold a valid State of Minnesota driver’s license
• successfully complete and pass an entry level test, a background check, physical ability test, physical
and psychological exams
• must be able to respond to their assigned station from their residence within six minutes under normal
driving conditions while obeying all traffic laws
In addition, among other things, employees of the District are expected to:
• carry out his/her responsibilities and provide good communication in a calm, positive and professional
manner, especially in emergency situations
• successfully complete training requirements established by the District
• understand and follow this handbook, standard operating guidelines, and any other District policies or
procedures
Paid, on call firefighters are expected to meet exceed minimum attendance, training and work detail
requirements.
Paid, on-call firefighters must be able to respond to their assigned station from their residence within six
minutes under normal driving conditions while obeying all traffic laws.
Continuation of a paid, on-call firefighter’s employment with WMFRD due to the relocation of their primary
residence is not guaranteed. Station transfers must be approved by the Fire Chief.
Any paid, on call firefighter who moves their primary residency outside of a six minute response to a WMFRD
station will no longer be eligible for employment with the District.
While our primary consideration must remain service delivery and especially response time, requests will be
considered from a firefighter who wishes to be assigned to a particular station, as long as the response time to
that station is less than six minutes and an opening exists.
Paid, on-call Firefighter Staffing Levels and Assignments
The authorized paid, on-call staffing level is set by the Fire Chief with Board approval.

Physical Ability Testing for Firefighter Candidates

Section 5.25

Firefighter candidates must successfully complete physical ability test. This test is designed to assure that
every candidate has the physical strength, stamina, and agility required to effectively and safely carrying out
the duties of a firefighter. The approved Physical Ability Test is the “Northwest Hennepin County Firefighter
Physical Ability Test” as developed by the fire departments from Brooklyn Park, Brooklyn Center, Golden
Valley, Plymouth, Maple Grove, and West Metro Fire Rescue District (Crystal, New Hope).
To successfully pass the test a firefighter candidate must complete all 7 stations correctly as described in the
handbook and complete the entire course in 6 minutes 30 seconds or less.

On-going Physical Ability Testing

Section 5.30

Firefighters are required to meet the standards of physical ability to effectively perform firefighter duties. All
firefighters are required to demonstrate their ability to pass the current physical ability test prescribed by the
District. If a current firefighter fails to meet the standards, he or she may be suspended from all active
firefighting duties until such time as the employee is able to pass the physical ability test. Failure of a paid, on
call firefighter to pass a retest within six months may result in disciplinary action or termination.

Reference/Background Checks

Section 5.35

Reference Checks
The District reserves the right to conduct reference checks on all applicants before making a job offer. This
may include inquiries into all statements contained on the application for employment or made during the
selection and/or interview processes, including, but not limited to:
•

former employers for information concerning employment, ability, experience, and behavior on the job

•

records maintained by an educational institution or licensing/permitting agency relating to academic
performance and including, but not limited to, transcripts and proof of licensure

Applicants are required to cooperate by executing releases for prior employers and other entities. Refusal to
sign release may disqualify applicant from further consideration.
Background Checks
The District reserves the right to conduct background checks at the finalist stage or after a conditional job
offer has been made for all positions. This may involve:
•

a computerized history check through the State of Minnesota or Hennepin County to ensure there are no
relevant felony, gross misdemeanor, or misdemeanor convictions

•

a warrant check to ensure there are no warrants for arrest

If anything in the in the applicant’s background makes them ineligible for employment or prompts the District
to reconsider the job offer, the District will withdraw the job offer at that time.
Credit Checks
Certain positions may require procurement of a consumer credit report as part of the background check. In
these cases, the District will obtain the necessary authorizations and otherwise comply with the Fair Credit
Reporting Act of 1970 (FCRA).

Physical Examinations

Section 5.40

Upon a conditional offer of employment, all prospective regular full-time, part-time or paid, on call firefighting
personnel and other applicants for other positions may be required to have a physical examination. Such
examination shall be at the District’s expense and shall be given by a licensed, qualified doctor who will be
designated by the District. Such examination will be given to determine if the prospective employee is
physically able to perform the duties of the specific position for which he or she is being considered.
Present employees who apply for and are offered a new position as fire fighting personnel or other positions
within the District may be required to take the physical examination.
Information given by the applicant related to their health history as well as information provided to the
examining physician must be accurate and complete in order for the applicant to qualify for employment. The
purpose of this exam is to determine whether the applicant can perform the basic job duties of the relevant
position.

Psychological Examinations

Section 5.45

Upon a conditional offer of employment, all prospective regular full-time, part-time or paid, on-call firefighting
personnel will, and other applicants for other positions may, be required to have a psychological evaluation.
As with physical examinations, the examination will be conducted at District expense and administered by a
District-designated qualified examiner. Such an examination may be given to determine if the prospective
employee is psychologically fit to perform the duties of the specific position for which he or she is being
considered. Present employees who apply for and are offered a new position within the District may also be
required to take a psychological exam.

Notification of Appointment

Section 5.50

The Fire Chief will notify the candidate selected for appointment. The notification must include the
employment starting date and salary. For full time employees, the Fire Chief may authorize additional
vacation, sick leave, accruals or benefits for newly hired experienced employees. However, in no case may an
employee earn more than the maximum authorized benefits.
The Fire Chief must provide the newly appointed employee with a current position description to indicate
those duties and responsibilities for which the employee is accountable.

Probationary Period

Section 5.55

The West Metro Fire-Rescue District requires all employees to serve a probationary period of employment.
The probationary period is regarded as an integral part of the hiring process and is used for closely evaluating
an employee’s work and for allowing the employee to adjust to the new position. During this time employees
have the opportunity to show their ability to meet the standards of work performance while they get to know
the job and co-workers.
If an employee’s work proves to be unsatisfactory, the individual may be transferred, demoted to another
position, this is not guaranteed, or dismissed without cause at any time and without advance notice.

Length of Probation
All new employees will serve a one-year probationary period. Employees are at-will.
Extension of Probation
Probation for an individual employee may be extended up to an additional year by the Fire Chief upon
recommendation of the supervisor. In addition, probationary periods may be extended by absences from
work, such as an unpaid leave of absence.
Completion of Probation
Performance of employees is evaluated throughout the probationary period. Informal discussions and a
formal performance review are scheduled to reinforce good performance and discuss areas that need
improvement.
The Fire Chief shall determine if the probationary employee’s conduct or job performance is such that the
employee is eligible for regular status.
Dismissal during the Probationary Period
The Fire Chief may dismiss a probationary employee at any time without cause and without advance notice.
The dismissed employee must be notified in writing of the separation. Employee’s remain “at will” following
completion of probation.

Benefits during Probationary Period

Section 5.60

For benefit earning employees sick leave and vacation earned accrue during the initial probationary period but
may not be used during the first six months of employment. Personal holidays, if credited, also may not be
used during the first six months of employment.
There are two personal holidays per calendar year which must be used or lost. An employee whose initial
twelve months of employment bridges two calendar years will not receive the personal holidays for the year in
which they began but will receive the personal holidays for the year in which they successfully complete
twelve months of employment.
In rare cases, the Fire Chief may approve the use of sick leave, vacation, and the personal holiday during the
first six months of employment.
Employees who successfully complete their probationary period are eligible to use their accrued sick and
vacation leave.

Probationary Period Paid, on-Call

Section 5.65

A newly hired paid, on-call firefighter with the West Metro Fire-Rescue District will serve one-year period as a
probationary firefighter in order to receive proper training and experience.
A paid, on-call probationary firefighter may be separated from service with the District without recourse to
appeal.
After successful completion of FFI State Certification, FFII State Certification, Hazardous Materials Operations
Certification, First Responder Certification with the EMSRB, and twelve months of time on, the probationary
paid, on call firefighter will move on to Apprentice Status and will receive a raise in pay.
The Deputy Chief Administrative Captain must prepare a probationary performance evaluation report along
with a final written recommendation to the Fire Chief prior to the completion of the probationary period.
Emergency Response
When paged for an emergency, a probationary firefighter shall respond to their station, don his or her
protective gear and standby. next to the appropriate responding apparatus. The officer in charge of that
vehicle will advise a probationary firefighter if he/she shall respond on that a vehicle. or wait for the next unit.
When responding on a District vehicle to an emergency, the officer in charge shall not use a probationary
firefighter for any task he or she has not been trained for or is not capable of completing at that time. It is the
probationary firefighter’s responsibility to inform the officer if he or she has not been trained in a given
assignment or task. Any assignment given to a probationary firefighter shall be with a senior firefighter partner
or mentor.

Apprentice Period Paid, on Call

Section 5.70

After successfully completing the requirements of a probationary firefighter a District paid, on call firefighter
will then serve as an apprentice firefighter. An apprentice firefighter will complete training in fire apparatus
operator, defensive and emergency driving, aerial operations and District response area/operations.
After successful completion of their FAO III state certification, evaluations in district knowledge relating to
operations, equipment and apparatus along with twenty four months of time on, an apprentice firefighter will
move to the rank of firefighter and will receive full firefighter pay.
The Deputy Chief Administrative Captain must prepare an apprentice performance evaluation report along
with a final written recommendation to the Fire Chief prior to the completion of the apprentice period.
A paid, on call apprentice firefighter may be separated from service with the District without recourse to
appeal.

Performance Reviews Full –Time Employees

Section 5.75

A performance review is designed to provide employees with feedback regarding their performance as it
relates to the specific work areas and competencies. It is also an opportunity to identify goals and areas for
development for the employee in the upcoming year.
There will be a minimum of one written performance review each year for all full-time employees. A
satisfactory evaluation will be required before the granting of any salary increase. Performance reviews may
or may not be accompanied by a change in compensation.
During the review meeting, the Fire Chief or Deputy Chief and employee’s supervisor and other staff as
appropriate will discuss the employee’s major responsibilities, performance ratings, identification of any
developmental or problem areas and an action plan for correction or improvement, the previous year’s goals,
and goals for the upcoming year. Employees may submit additional information to accompany the form if the
employee believes the review is either incorrect or incomplete.
Action or correction plans are not exclusive to performance reviews.

Employment of Relatives

Section 5.80

Relatives of current West Metro Fire-Rescue District employees may be considered for employment unless
there is a conflict of interest or appearance of conflict of interest.
Examples of some situations that would constitute a conflict of interest include:
•
•
•
•

When an employee would provide regular/routine supervision to a relative or take part in the decision
to hire, retain, promote or evaluate a relative. This does not include supervision on the fireground or
during training.
When an employee would be responsible for auditing the work of a relative.
When an employee would be responsible for determining the pay of a relative.
When there is potential for or appearance of inappropriate influence relating to policy decisions.
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Participation

Section 6.05

The West Metro Fire-Rescue District depends on the active participation of all its paid on-call fire personnel to
successfully meet the District’s mission. Paid on-call fire personnel are expected to respond to calls for service
during their available time. Regular and active participation in District incidents, training, meetings, events and
work details are essential components of a firefighter’s or officer’s performance.

Attendance

Section 6.10

West Metro Fire-Rescue District has established minimum service and participation requirements to assure:
• fairness to all paid on-call fire personnel
• adequate response and staffing levels for all calls for service
• required skills are maintained and updated and necessary maintenance is kept on our fleet, equipment
and facilities
Calls for Service
On a quarterly basis, beginning January 1 and expiring on December 31 each year each paid on-call
firefighter/officer must attend a minimum of 35% of the calls dispatched for their response area that occur
during their stated available hours.
The following are acceptable deductions from available time for emergency calls:
•

Up to 10 hours per day, 5 days per week due to work. Other unusual work schedules must be approved
in advance by the Fire Chief. The intent of this deduction is to account for time a firefighter/officer or
employee is unavailable due to work commitments and associated travel times and is based upon the
assumption that employees work 40 hours per week with a total of 1 hour daily travel time to and from
work. Available hour’s forms or intranet self-input must be turned in or submitted prior to the period
they cover.

•

All paid on-call fire personnel are allowed 35 days per year of personal leave time per calendar year.
Personal leave may be used for any purpose by a paid on-call firefighter/officer or employee. Personal
leave time must be taken for full days only; the minimum amount of personal leave that may be taken
at any time is 1 full day (24 hours) beginning on the date and time specified by the firefighter on their
“Leave” form or via the Intranet web tool. If a starting time is not specified, the calendar day (0001
hours to 2400 hours) will be used. Personal leave time begins on January 1 and expires on December 31
each year.

•

Other unusual situations with the specific approval of the Fire Chief.

•

It is the responsibility of each firefighter/officer to keep their respective work schedules and personal
leave requests current by submitting the appropriate paperwork in advance.

Late paperwork will only be accepted by the Fire Chief or Deputy Chief, and typically for events where
advanced notice would have been prohibitive or unusually difficult. A note of explanation must submitted with
the unavailable hours form.
All paid on-call employees are required to initial an incident report form to document their attendance at a call
prior to clearing from the call. Firefighters/officers are expected to respond as quickly as possible to their
assigned station with due regard for safety and obeying all traffic laws. Firefighters/officers will generally be
given credit as long as they arrive to a call prior to the station clearing from that call. Firefighters will remain at
their station until released by a station officer or incident command. Paid on-call fire personnel responding to
their station after all units have been cleared and all stations have been secured will not be given credit for that
call.

Calls for Service
On a quarterly basis, beginning January 1 and expiring on December 31 each year each paid on-call
firefighter/officer must attend a minimum of 40% of the calls dispatched for their response area that occur
during their stated available hours. A firefighter’s stated hours are either from 0600 -1800 Hours or 1800 –
0600 Hours Sunday thru Saturday.
The following are acceptable deductions from available time for emergency calls:
•

All paid on-call fire personnel are allowed 21 - 12 hour personal leaves per calendar year. Personal
leave may be used for any purpose by a paid on-call firefighter/officer. Personal leave time must be
used in 12 Hour increments. Personal leave time begins on January 1 and expires on December 31 each
year.

•

Other unusual situations with the specific approval of the Fire Chief.

•

It is the responsibility of each firefighter/officer to keep their available time and personal leave requests
current by submitting the appropriate paperwork in advance.

Late paperwork will only be accepted by the Fire Chief or Assistant Chief of Administration, and typically for
events where advanced notice would have been prohibitive or unusually difficult. A note of explanation must
be submitted with the unavailable hours form.
All paid on-call employees are required to initial an incident report form to document their attendance at a call
prior to clearing from the call. Firefighters/officers are expected to respond as quickly as possible to their
assigned station with due regard for safety and obeying all traffic laws. Firefighters/officers will generally be
given credit as long as they arrive to a call prior to the station clearing from that call. Firefighters will remain at
their station until released by a station officer or incident command. Paid on-call fire personnel responding to
their station after all units have been cleared and all stations have been secured will not be given credit for that
call.
Regularly Scheduled Training Drills
The District encourages paid on-call firefighters/officers to attend as many drills as they are available for, with
the exception of two drills of the same subject. Training is our way of maintaining and updating our skills and
to that end all drills are valuable. The minimum requirements are just that, the bare minimum.
The minimum requirement for drill attendance is 6 drills per quarter when we offer 9 drills and any
mandatory training that may be assigned.
•

The first quarter of the year we offer 8 drills (due to First Responder) and the minimum requirement is
to attend 5 drills.

•

The second quarter we offer 9 drills and the minimum requirement is to attend 6 drills.

•

The third quarter we are NOT training during the month of July and will only be offering 6 drills and the
minimum requirement is to attend 4 drills.

•

The fourth quarter we offer 9 drills and the minimum requirement is to attend 6 drills.

Leaves of Absence
A paid, on-call firefighter who takes a leave of absence will have their percentages prorated for the affected
periods.

Paid on-call Performance Reviews

Section 6.15

A performance review is designed to provide paid on-call firefighters/officers with feedback regarding their
performance as it relates to specific work areas and competencies that have been identified as critical. It is also
an opportunity to identify goals and areas for development for the firefighter/officer and station in the
upcoming year.
The quality of an employee’s past performance will be considered in personnel decisions such as promotions,
transfers, demotions, terminations and where applicable salary adjustments.
District Chiefs will complete a performance review at least once per year for their officers with input from
administration. District Chiefs and company officers will complete a performance review at least once per year
for their firefighters. That written review, with all required signatures, will be retained as part of the
employee’s personnel file. The performance review will include but is not limited to:
•
•
•
•
•
•

fire call and drill attendance
participation in assigned duties
safety and job knowledge
involvement in community and public education events
progress towards continuing education goals
a time for the employee to respond to their performance reviewer

Performance reviews will be discussed with the employee. Employees do not have the right to change their
performance review but may submit a written response which will be attached to the performance review.
Signing of the performance review document by the employee acknowledges that the review has been
discussed with the supervisor and does not necessarily constitute agreement. Failure to sign the document by
the employee will not delay processing.
Any paid on-call firefighter/officer who receives an unsatisfactory performance review will be provided with
the opportunity to develop a plan to move back to a satisfactory level. Any paid on-call firefighter/officer that
consistently performs at an unsatisfactory level will be subject to disciplinary action.
The District has performance measuring tools that are used at different points in a firefighters/officers career
including probationary evaluations, apprentice, firefighter and officer evaluations. These are performed at the
appropriate times.

Failure to Meet Minimum Participation Requirements

Section 6.20

Paid on-call fire personnel shall be subject to the following disciplinary action for failure to meet minimum
participation requirements. This policy is not to be construed as contractual terms and is intended to serve as a
guide for failure to meet minimum participation requirements:
First Offense

Written reprimand

Second Offense

30 Day suspension

Third Offense

60 Day suspension and a fire officer shall be demoted to firefighter

Fourth Offense

Termination

Failure to meet minimum incident and drill participation requirements shall count separately. For example,
one deficient fire call quarter and one deficient training quarter would constitute a first and second offense
even if they occur during the same quarter. Penalties will progress as shown above unless an employee has a
24-month period without any violations of the participation requirements. After 24 months free of violations,
the penalty level will start over as a first offense. Documentation of disciplinary action will be placed in the
employee’s personnel file with a copy provided to the employee.
When an employee is suspended for not meeting incident and/or drill participation requirements the quarter
that the suspension occurs in will be prorated not to include the suspension time.
Any paid on-call firefighter or officer who is having problems meeting the minimum requirements should
proactively discuss the situation with their supervisor to see what options are available.
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Code of Conduct

Section 7.05

Purpose
The purpose of the Code of Conduct is to establish ethical standards of conduct for all District employees to
assure that we maintain the trust of the public and the best working relationships both within and beyond the
District. This code addresses specific guidelines that apply to all District employees. It also establishes a
broader commitment to excellence by articulating virtues of ethical leadership that we cultivate in our
employees.
Public employees should be held to a high standard of conduct and responsibility due to the nature of their
duties and responsibilities. Public servants must be independent, impartial, and responsible to the people;
decisions and policies must be made through fair processes and proper organizational structures that are
endorsed by representatives of the communities we serve. Public office must not be used for personal gain
(financial or otherwise). As public servants and leaders in our community, District employees must always act
to assure that the public has justified confidence in the integrity of the West Metro Fire-Rescue District.
This code consists of the following sections:
• Basic Employee Responsibilities
• Ethical Standards and Guidelines
• Virtues of Ethical Leadership
• Responding to Possible Violations
• Definitions
Employees who have any questions concerning any aspect of this code should begin by contacting their
supervisor.
Basic Employee Responsibilities
In accepting West Metro Fire-Rescue District employment, employees become representatives of the District
and are responsible for assisting and serving the citizens for whom they work. An employee’s primary
responsibility is to serve the communities of Crystal and New Hope. Overall, employees should exhibit conduct
that is ethical, professional, responsive, and of standards becoming of a District employee. To achieve this
goal, employees must adhere to established policies, rules, and procedures and follow the instructions of their
supervisors and District administration.
District employees are required to:
•

perform their assigned duties to the best of their ability at all times and to continually strive to
improve their performance

•

render prompt and courteous service to the public

•

read, understand, and comply with the rules and regulations as set forth in this Employee
Handbook as well as District guidelines. and administrative policies

•

conduct themselves with decorum toward residents, the business community and staff. We
respond to inquiries and information requests with patience and every possible courtesy

•

report unsafe conditions to their immediate supervisor

•

maintain good attendance

As stated earlier, employment with the District is at-will, subject to applicable laws. The foregoing is not
intended as an exhaustive list of any employee’s responsibilities, but rather as a general description of the
most basic performance expected by the District.
Ethical Standards and Guidelines
Employees shall act in the best interests of the West Metro Fire-Rescue District, serving all persons fairly and
equitably without regard to their own personal or financial benefit. The credibility of the West Metro FireRescue District hinges on the proper discharge of duties in the public interest. Employees must ensure that the
independence of their judgment and actions is preserved without any consideration for personal gain.
Ethical Conduct
District employees will conduct themselves at all times in such a manner as to create respect for themselves,
as public servants, and the jurisdiction they represent. When in contact with the public, be fair, courteous,
respectful, and impartial.
District employees should not place themselves in situations where their honesty and integrity may be
questioned and should on all occasions avoid the appearance of such behavior. District personnel should be
mindful that their behavior at all times may reflect upon the operations of the District.
Especially when wearing or displaying West Metro Fire-Rescue District emblems, employees shall display
appropriate behavior in public. Personnel shall refrain from the use of abusive, harsh, indecent language or
gestures while in the public eye. This includes operating their personal vehicle in an appropriate courteous
fashion if they are displaying the West Metro Fire-Rescue District logo.
District employees shall refrain from undermining the operations and leadership of the department, its
policies, programs, actions, firefighters or officers. Personnel shall not make or endorse any written or oral
statements that are reasonably likely to undermine the image, operations or effectiveness of the District.
District employees will place public interest above individual, group, or special interests and will consider their
jobs as an opportunity to serve the citizens. This is especially important as we have access to community
businesses, citizen homes and citizen possessions. Public trust must be maintained in order for the District to
function most effectively and safely.
District employees will not discriminate because of race, color, religion, age, sex, disability, political affiliation,
sexual orientation, physical appearance, national origin, ancestry, marital status, status with regard to public
assistance or membership on a human rights commission. In his/her job capacities, each employee is to work
to prevent and eliminate such discrimination while providing services, assigning work schedules, and in
executing all functions of the District.
The following specific examples indicate the expectation standards:
•

Incompatible Offices
Employees shall not hold incompatible offices. Questions regarding incompatible offices should be
directed to the Fire Chief.

•

Use of Private Information
Employees shall not disclose to others, or use to further their personal interest, private information, as
defined by the Minnesota Government Data Practices Act, acquired by them in the course of their
official duties.
Employees of the District who acquire private information in the course of exercising or performing his
or her official powers or duties may not disclose such information unless the disclosure is required in
the course of exercising or performing his or her official powers and duties.

•

Solicitation of or Receipt of Anything of Value
Employees shall not solicit or receive anything of value from any person or association, directly or
indirectly, in consideration of some action to be taken or not to be taken in the performance of the
public employee’s duties. Incidental items provided to public employees in the due course of business
while attending conferences, seminars, and training sessions, shall be exempt from this provision.

•

Holding Investments
No employee shall hold any investment which might compromise the performance of his/her duties
without disclosure of said investment and self-disqualification from any particular action which might
be compromised by such investment, except as permitted by statute. , such as Minnesota Statute
471.88.

•

Representation of Others
An employee shall not represent persons or associations in dealings with the District in consideration
of anything of value.

•

Financial Interest
Where an employee has a financial interest in any matter being considered by the District, such
interest (if known to the employee) must be disclosed to the Fire Chief, and the employee shall be
disqualified from further participation in the matter.

•

District Property
No employee shall use District-owned property such as vehicles, equipment, or supplies for personal
convenience or profit except when such property is available to the public generally, or where such
property is provided by specific District policy in the conduct of official District business.

•

Authority
No employee shall exceed his/her authority, breach the law, or ask others to do so.

•

Special Consideration
No employee shall grant any special consideration, treatment, or advantage to any citizen beyond that
which is available to every other citizen.

•

Public Funds
No employee shall use District public funds, personnel, equipment, or facilities for private gain or
political campaign activities, unless such equipment and facilities are available for use by the general
public.

•

Use of Logo or Other District Symbols
Use of the District’s logo or any other symbol for non-official District business without approval of the
Fire Chief is prohibited.

•

Political Expression
Employees may not represent opinions as an official opinion or position of the District without the
prior approval of the Fire Chief or his/her designee.

•

Donations
No employee shall take any action which will benefit any person or entity because of a donation of
anything of value to the District by such a person or entity.

•

Official Action
No employee shall take an official District action which will benefit any person or entity where such
employee would not otherwise have taken such action but for the employee’s family relationship,
friendship, or business relationship with such person or entity.

•

Compliance with Laws
Employees shall comply with all local ordinances and state and federal statutes.

•

Bribery
District employees may not, either directly or indirectly, attempt to influence the Fire Chief or District
Board in any way with money, services, or other remuneration.

•

Appearance of impropriety
No employee of the District shall create an appearance of impropriety, by giving the impression that he
or she will exercise or perform his or her official duties on the basis of family, private business or social
relationships, or any consideration other than the welfare of the District.

Responding to Possible Violations
Employees shall disclose violations of the Code of Conduct Policy to their supervisor, District Assistant Chief of
Administration Chief, Deputy Chief and/or the Fire Chief.
Allegations of misconduct made against employees shall be handled by the Deputy Chief and/ Assistant Chief
of Administration or Fire Chief. The Fire Chief will oversee the review and investigation of the allegations and
will determine the appropriate responsive action. Allegations of misconduct made against the Fire Chief shall
be reported to the WMFRD Board President.
If the District determines that an employee has violated the Code of Ethics Policy, that employee will be
subject to disciplinary action up to and including termination.

Ethical Leadership
Ethics involves more than just limits on bad behavior. Ethical leaders embrace virtues – qualities in
themselves and others - that help them empower others to make a positive difference in the world. The
virtues of ethical leadership include one core commitment and four capabilities. All are inter-related. We
develop these virtues to grow stronger as ethical leaders:
•

Service describes the core commitments of an ethical leader, striving to improve and achieve positive
ends, while enabling others to do the same. It encompasses integrity, compassion, and justice.

•

Clarity describes the capacities for imagination and vision, as well as observation and analysis. It
includes the abilities to craft and share vision, as well as to discern and understand reality. It also
encompasses moral clarity with respect to our individual and shared values.

•

Creativity enables us to build, to improve, and to solve problems. It features an ability to synthesize
solutions, and a drive to achieve optimal outcomes.

•

Competence includes practical wisdom and judgment, as well as specific expertise relevant to the
leader’s work. It also includes communication skills.

•

Courage is the willingness and ability to do what is right, even in the face of obstacles and challenges.

We develop these virtues through practice and reflection, alone and especially in relationships with others.
Definitions
Anything of Value: Money, real or personal property, a permit or license, a favor, a service, forgiveness of a
loan, or promise of future employment. It does not mean reasonable expenses and/or compensation paid to
an employee by the West Metro Fire-Rescue District for work performed.
Association: A business entity of any kind, labor union, club, or any other group of two or more persons other
than the immediate family.
Gift: The payment or receipt of “anything of value.”
Compensation: A payment of “anything of value” to an individual in return for that individual’s service of any
kind.
Virtue: A personal quality that promotes ethical leadership, enabling an individual to better empower others
to make a positive difference. Virtues are observable qualities that are cultivated over time.

Respectful Workplace

Section 7.10

Every employee of the West Metro Fire-Rescue District is charged with responsibility for promoting an
organizational atmosphere of mutual respect and teamwork. The District commits to maintaining a respectful
workplace environment free from violence, discrimination, sexual harassment, and other offensive or
degrading remarks or conduct.
The intent of this policy is to provide general guidelines about conduct that is and is not appropriate in the
workplace. The District acknowledges that this policy cannot possibly predict all situations that might arise,
and also recognizes that some employees are exposed to disrespectful behavior, and even violence, by the
very nature of their jobs.
Applicability
Maintaining a respectful work environment is a shared responsibility. This policy is applicable to all District
personnel.
Types of Disrespectful Behavior
The following types of behaviors cause a disruption in the workplace:
Violent behavior includes the use of physical force, harassment, or intimidation.
Discriminatory behavior includes inappropriate remarks about or conduct related to a person’s race, color,
creed, religion, national origin, ancestry, disability, sex, marital status, age, sexual orientation, or status with
regard to public assistance or membership on a human rights commission.
Offensive behavior may include such actions as: rudeness, angry outbursts, inappropriate humor, vulgar
obscenities, name calling, disrespectful language, or any other behavior regarded as offensive to a reasonable
person. It is not possible to anticipate in this policy every example of offensive behavior. Accordingly,
employees are encouraged to discuss with their fellow employees or lieutenant supervisor, and department
director what is regarded as offensive, taking into account the sensibilities of employees and the possibility of
public reaction. If an employee is unsure whether a particular behavior is appropriate, he/she should request
clarification from their Captain, the Assistant Chief of Administration or the Fire Chief.
Sexual Harassment can consist of a wide range of unwanted and unwelcome sexually directed behavior.
Sexual harassment in the workplace is against District policy and against the law. Employees are encouraged
to review the District Sexual Harassment Prevention Policy for more information.
Employee Response
Employees who believe that disrespectful behavior is occurring are urged to deal with the situation in one of
the ways listed below:
Step 1. Politely, but firmly, tell whoever is engaging in the disrespectful behavior how you feel about their
actions. Politely request the person to stop the behavior because you feel intimidated, offended, or
uncomfortable. If practical, bring a witness with you for this discussion. While one may tell an offender to
stop, it is not required and may not be required for unlawful discrimination or harassment.

Step 2. If you fear adverse consequences could result from telling the offender or if the matter is not resolved
by direct contact, go to your supervisor, District Chief, the Deputy Chief, Captain, Assistant Chief of
Administration or the Fire Chief. The person to whom you speak is responsible for documenting the issues and
for giving you a status report on the matter.
Step 3. In the case of violent behavior, all employees are required to report the incident immediately to their
supervisor, District Chief, the Deputy Chief, Captain, Assistant Chief of Administration or the Fire Chief.
Step 4. If, after a reasonable length of time, you believe inadequate action is being taken to resolve your
complaint/concern, report the incident to the Fire Chief. or the Deputy Chief.
Supervisor Response
Employees who have a complaint of disrespectful workplace behavior will be taken seriously. In the case of
discriminatory behavior, supervisors are required to report the allegations to the Fire Chief. A supervisor must
act on such a report even if requested otherwise by the victim. In situations other than allegations of
discriminatory behavior, supervisors will use the following guidelines when inappropriate behavior is reported:
Step 1. If the nature of the allegations and the wishes of the victim warrant a simple intervention, the
supervisor may choose to handle the matter informally. The supervisor may conduct a coaching session with
the offender, explaining the impact of his/her actions and requiring that the conduct not reoccur. This
approach is particularly appropriate when there is some ambiguity about whether the conduct was
disrespectful.
Step 2. If a formal investigation is warranted, the individual alleging a violation of this policy will be
interviewed to discuss the nature of the allegations. The person being interviewed may have someone of
his/her own choosing present during the interview. The investigator will obtain the following: description of
the incident (including date, time and place), corroborating evidence, list of witnesses, and identification of
the alleged offender.
Step 3. The supervisor must notify his/her District Chief Captain about the allegations. The District Chief must
immediately contact an Assistant Chief of Administration the Fire Chief to discuss the incident. The Fire Chief
will be informed.
Step 4. As soon as practicable after receiving the written or verbal complaint, the alleged policy violator will be
informed of the allegations. A Tennessean Advisory will be given to the alleged violator and all witnesses. The
alleged violator will have the opportunity to answer questions and respond to the allegations.
Step 5. After adequate investigation and consultation with appropriate personnel a decision will be made
regarding whether or not disciplinary action will be taken.
Step 6. Final disposition of disciplinary action if any.

Special Reporting Requirements
If a District Chief Captain or Deputy Fire Marshal is perceived to be the cause of a disrespectful workplace
behavior incident, a report will be made to the Fire Chief and Assistant Chief of Administration, who will
assume the responsibility for investigation and discipline.

If an Assistant Chief the Deputy Chief is perceived to be the cause of a disrespectful workplace behavior
incident, a report will be made to the Fire Chief, who will assume the responsibility for investigation and
discipline.
If the Fire Chief is perceived to be the cause of a disrespectful workplace behavior incident involving District
personnel, the report will be made to the Board President who will undertake the necessary investigation.
If a WMFRD Board Member is perceived to be the cause of a disrespectful workplace behavior incident
involving District personnel, the report will be made to the WMFRD Attorney who will bring it to the Board for
appropriate action.
Pending completion of any investigation under this policy, the Fire Chief may at his/her discretion take actions
necessary to protect the alleged victim, other employees, or citizens.
Confidentiality
An employee reporting or witnessing a violation of this policy cannot be guaranteed anonymity. The
employee’s name and statements may have to be provided to the alleged offender. All complaints and
investigative materials will be contained in a file separate from the involved employees’ personnel files. If
disciplinary action does result from the investigation, the results of the disciplinary action will then become a
part of the employee’s personnel file.
Retaliation Prohibited
The district will not tolerate any form of retaliation against an employee who makes a complaint or
participates in a harassment investigation.
If the District determines that an employee has violated the prohibition against retaliation, that employee will
be subject to disciplinary action up to and including termination. Retaliation includes, but is not limited to,
any form of intimidation, reprisal or harassment.

Workplace Violence

Section 7.15

The West Metro Fire-Rescue District is committed to employee safety and health and seeks to provide a safe
and secure environment for employees. Therefore, it is the policy of the District to promote an environment
free from violent acts, assaults, threats of assault, physical abuse, vandalism, arson, sabotage, use of weapons,
or the unauthorized carrying of weapons onto District property. Such behavior is strictly prohibited and will
not be tolerated. This policy applies to employees, and to the extent possible, to non-employees and to
independent contractors doing business with the District. Any employee who acts in violation of this policy is
subject to disciplinary action up to, and including termination from employment and/or criminal prosecution.
Any non-employee who acts in violation of this policy could be subject to criminal prosecution and sanctions
or restrictions including termination of contracts.
The District hereby establishes a policy prohibiting all employees and independent contractors acting on
behalf of the District from carrying or possessing firearms while acting in the course and scope of employment
for the District. The possession or carrying of a firearm is prohibited while working on District property or
while working in any location on behalf of the District. This includes but is not limited to:
•

Driving on District business;

•

Riding as a passenger in a car, fire apparatus or any type of mass transit on District business;

•

Working at a District building or any other District-owned work site;

•

Working off-site on behalf of the District;

•

Performing emergency or on-call work after normal business hours and on weekends;

•

Working at private residences and at businesses on behalf of the District; or

•

Attending training or conferences on behalf of the District.

An exception to this policy is that persons covered under this policy may carry and possess firearms in District
parking areas if they have obtained the appropriate permit(s).
All employees who believe that they have been treated in violation of this policy, or who observe behavior in
violation of this policy, are required to report the behavior to one of the following: the Fire Chief or the
Deputy Chief the Assistant Chief of Administration.
Prompt and accurate reporting of all violent behavior, whether or not physical injury has occurred, is required.
If the behavior represents an imminent threat to personal individual safety, 911 should be contacted
immediately.
All reports of violations of this policy will be evaluated, investigated, and reviewed by the Fire Chief or his/her
designee and appropriate action taken. If a report of violation of this policy involves the Fire Chief the Board
President or his/her designee will evaluate, investigate, and take the appropriate action.
Incident reports, police reports, investigation reports, inspection reports, workers’ compensation reports, and
training records will be retained in accordance with approved records retention schedules.

Definitions
Employee: A person whose means and method of work are supplied and controlled by the West Metro FireRescue District. The District pays the employee’s unemployment compensation taxes and workers’
compensation benefits and withholds from paychecks, state and federal income taxes.
Independent Contractor: A business or person contracting with the District to complete assigned projects.
Independent contractors are compensated on the basis of work completed and not necessarily for the amount
of time worked. The District does not pay any employer taxes for an independent contractor. The means and
methods of independent contractors’ work are not supervised by an employee of the District.
Workplace Violence: Violent acts including physical assault, threats of assault or intimidation (verbal or
written) directed towards persons at work or on duty.
Reporting Violence in the Workplace
•

Employees are required to report incidents or threats of violence to one of the following: the Fire Chief
or the Deputy Chief the Assistant Chief of Administration. If the incident or threat of violence involves
the Fire Chief it shall be reported to the WMFRD Board President.

•

If there is a threat to personal individual safety or a bomb threat 911 should be called immediately.

•

Reporting requirements shall be explained to the employees by the Fire Chief or the Deputy Chief on a
periodic basis.

Procedures to Follow After a Violent Incident
• The following records will be made and retained on a violent incident:




Workplace Violence Incident Report;
Supervisor’s Report of Injury; and
Emergency medical care provided if needed.

•

Notification to law enforcement authorities is necessary when a criminal act may have occurred.

•

The following people will be notified following of a violence incident: Fire Chief, Assistant Chief
Administration and Station Captain.

of

The Fire Chief will oversee a review process and take corrective action as needed. If the District
determines that an employee has violated the Workplace Violence Policy, that employee will be subject to
disciplinary action up to and including termination.

Workplace Harassment

Section 7.20

The West Metro Fire-Rescue District wishes to maintain a comfortable and productive work environment that
fosters professional conduct and behavior. Employees must be free to exercise their duties without fear of
verbal or physical intimidation or duress. The District realizes the seriousness of harassment and expresses its
earnest desire to prevent the occurrence of such incidents.
A fundamental and key policy of the District is to maintain a working environment that is free of discrimination
and harassment of any kind. The District does not condone and will not knowingly tolerate harassment of an
employee by any other District employee, job applicant, official, or member of the public with whom
employees come into contact while doing work. Simply put, harassment has no place in the workplace.
Application
Employees should understand that this policy applies to each and every employee of the District during all
times and in all locations the employee is acting within the scope of his or her duties as a District employee.
What Constitutes Workplace Harassment?
Workplace harassment may be defined as comments or actions with respect to an employee’s religion, race,
color, creed, national origin, gender, ancestry, marital status, age, sexual orientation, status with regard to
public assistance, membership on a human rights commission or disability when:
•

submission to such comments or actions is made, explicitly or implicitly, a term or condition of
employment

•

submission to or rejection of such comments or action is used as a basis in decisions affecting the
individual’s employment;

•

such conduct has the purpose or result of unreasonably interfering with the individual’s work
performance or create a hostile, intimidating or offensive employment environment

Examples of Workplace Harassment
The following are some examples (but not an exhaustive list) of conduct that may be considered harassment:
•

remarks about a person’s body or sexual activities

•

racial, sexual, or ethnic comments

•

unwanted physical contact

•

patting, pinching, or unnecessary touching

•

demanding or suggesting that sexual favors be granted and, if they are not, one’s existing job or
promotional potential will suffer

•

repeated and unwelcome requests for dates or sexual favors

•

physical assault

•

favoritism to one employee over another which has its origins in religion, color, race, gender, etc.

•

derogatory remarks about a person’s age or physical condition

•

e-mailing or relating of jokes or dissemination of pictures, cartoons or stories which are offensive
because they relate to race, sex, age, etc.

•

the display of pictures, posters, calendars, graffiti, or similar materials that are sexually suggestive,
sexually demeaning, or pornographic

•

e-mailing or viewing of pictures, posters, calendars, graffiti, or similar materials that are sexually
suggestive, sexually demeaning, or pornographic

Complaints of Harassment
Any person who feels he or she is being subjected to harassment or offensive behavior of any kind should feel
free to object to the behavior and also should report the behavior to his/ her supervisor, Captain, Assistant
Chief of Administration District Chief, the Deputy Chief, or the Fire Chief. If an employee believes he or she has
witnessed an act of harassment, he or she is also urged to bring it to the immediate attention of their
supervisor, , Captain, Assistant Chief of Administration District Chief, the Deputy Chief, or the Fire Chief. If the
complaint or witnessed act involves the Fire Chief it should be brought to the immediate attention of the
WMFRD Board President.
All reports of harassment will be taken seriously by the District. In the event a supervisor or District
Chief Captain becomes aware of situation involving potential workplace harassment they will immediately
contact the the Deputy Assistant Chief of Administration or the Fire Chief for further assistance. If the report
of harassment involves the Fire Chief the report needs to be made directly to the WMFRD Board President by
the reporting party.
Investigation of Harassment Reports
Upon receiving a report of harassment, the Fire Chief and/or Assistant Chief of Administration the Deputy
Chief will initiate an investigation. If the report of harassment involves the Fire Chief the WMFRD Board will
initiate an investigation. The scope and formality of the investigation will depend on the nature of the
complaint. Strict confidentiality is not possible in all cases, as the accused has the right to answer charges
made against them, particularly if discipline is a possible outcome. Reasonable efforts will be made to respect
the confidentiality of the individuals involved, to the extent possible. To permit a timely and effective
response to claims of harassment, the District anticipates cooperation from all parties involved in the
investigation. Failure to do so may result in disciplinary action.
Upon completion of the harassment investigation, the District will make a determination as to whether
harassment has occurred and will inform the subject of the alleged harassment and the alleged harasser of its
determination. Where the District has determined that harassment has occurred, appropriate disciplinary
action will be taken, up to and including termination of the harasser.
Retaliation Prohibited
The district will not tolerate any form of retaliation against an employee who makes a complaint or
participates in a harassment investigation.
Any employee who makes a false complaint or provides false information during an investigation may be
subject to disciplinary action up to and including termination.
If the District determines that an employee has violated the prohibition against retaliation, that employee will
be subject to disciplinary action up to and including termination.

District Property

Section 7.25

Employees are legally obligated to serve the interests of their employer, rather than their own interest or that
of third parties. This means that personal use of the employer’s facilities, supplies, or equipment, or of paid
time, is not permissible and that theft, self-dealing, and competitive activities are prohibited.
No employee shall use District equipment, vehicles, facilities, or materials for personal purposes except as
allowed by established District policy. Use of District equipment for unlawful purposes, or use which is
disruptive to the work place, may be cause for disciplinary action including discharge.
Employees who have District operational equipment/vehicles assigned to them that has been authorized to be
kept at their place of residence for response purposes must return that equipment/vehicle for operational use
when they are unable to respond.

Vehicle Use

Section 7.30

District vehicles are provided for the performance of employee responsibilities relating to their job functions.
Employees operating District-owned vehicles or equipment and acting outside the scope of their official
capacities may not be protected by the District’s liability insurance. Therefore, such conduct may result in the
employee being subject to claims and litigation for damages.
Use of Employee-Owned Vehicles
When no District vehicle is available, employees will be reimbursed for using their own vehicles for approved
District business at the IRS standard mileage rate with the pre-approval of the Fire Chief. Mileage and Expense
Report forms are available from the Employee Intranet or the Deputy Chief or Fire Chief Administrative
Captain.
Assigned District Vehicles
Employees who have official District vehicles assigned to them may be authorized to keep the vehicles at their
place of residence.
Rules for Use
The following rules for District vehicle use apply to all District vehicles:
• All vehicles are to be operated in a manner that reduces the likelihood of damage and premature
failure of the vehicles or injury to employees or others.
•

Employees are required to wear seat belts while riding or driving in a District vehicle or while they are
traveling on District business.

•

Employees shall limit use of cell phones while driving a District vehicle or while on District business.

•

Prudent and reasonable use of vehicles for pickup of lunches, snacks, and refreshments is acceptable
for employees who are on location throughout the District conducting District work or for on-duty
emergency personnel. It is the position of the District that it is less expensive to allow this type of
vehicle use than to require employees to return from a work site in order to use their personal vehicle
to pick up a lunch or refreshment.

Driver’s Licenses
Employees who are required to hold a valid Minnesota driver’s license as part of their job, or anyone assigned
or authorized to use a district vehicle, must immediately report any suspension, revocation, or restrictions of
their driver’s license to their supervisor.
The District may regularly conduct driver’s license checks on all employees assigned or authorized to use
District vehicles.

Traffic Violations
Any employee convicted of a traffic violation while traveling in a District vehicle or while on District business is
responsible for payment of the associated fines.
Vehicle Accidents/Crashes
All accidents/crashes involving District vehicles or equipment must be reported to the police, the employee’s
supervisor, Captain and the Assistant Chief of Administration, Fire Chief immediately. Police will investigate
the accident scene and prepare a report, if necessary. If an employee is in a vehicle accident/crash and/or are
injured while on District business, an Accident/Near Miss Form must be completed and submitted to
administration within one day of the incident. The information provided will be the basis of a First Report of
Injury Form to be sent to the District’s worker’s compensation insurance carrier.

Technology Use

Section 7.35

See LOGIS Members Security Policy 2014 The West Metro Fire-Rescue District provides a variety of electronic
tools such as telephones, computers, facsimile machines, pagers, electronic mail (e-mail) systems, and
Internet access for employees whose job performance would be enhanced by the technology. The District
faces the challenge of making maximum use of the benefits of such tools, meeting legal requirements for
access to information, and providing adequate protection for proprietary information. This policy governs
access to and the appropriate use of District-provided electronic tools and technology at all times, including
both work and non-work time, by District employees, consultants, and/or contractors. The policy also applies
to any employee/contractor owned devices equipment or systems used for any kind of interface interaction or
use with District systems or equipment
Employee access to and use of electronic tools such as e-mail and the Internet is intended for business-related
purposes. All equipment provided for all employees’ use, and all documents, messages, files, data, postings,
and other items received, sent, or created using District equipment is the property of the District. Employees
should have no expectation of privacy with respect to such equipment and materials. Limited and reasonable
use of these tools for occasional employee personal purpose that does not result in any additional costs or loss
of time or resources for their intended business purpose is permitted.
Employee Responsibility
Employees are responsible for appropriate use of electronic tools, including telephones, computers, facsimile
machines, pagers, e-mail and Internet access. Supervisors are responsible for ensuring the appropriate use of
all electronic tools, including e-mail and Internet access through training, supervising, coaching, and taking
disciplinary action, when necessary.
Expectation of Privacy
Any communications on or accessing District equipment or District accounts are District property. You have
no expectation of privacy in any such communications. Examples:
•

An email that you send on a District account while off duty and at home is District property and
subject to District rules.

•

If you send an email on a private email account, but send or forward it to a District email account,
that communication is not private, but is District property subject to district rules.

•

If someone sends you a picture or joke on your home system or your personal phone and you
forward it through District equipment or using a District electronic account, it is District property
subject to District rules.

•

Under no circumstances will employees be Employees are not allowed to use a personal camera, video
recorder, or the camera/video function of a personal cellular phone, PDA, or any other digital imaging
device while at any incident unless specifically directed by Command.

•

No incident images taken by an employee in the course and scope of their employment may be used,
printed, copied, scanned, e-mailed, posted, shared, reproduced or distributed in any manner. This
prohibition includes the posting of any West Metro Fire-Rescue District incident photographs or video
on personal Web sites such as, but not restricted to; Face Book, MySpace, YouTube, other public safety
agency Websites, or e-mailing to friends, relatives or colleagues.

•

The use of unauthorized helmet cameras is strictly prohibited.

•

No use of the District’s logo may be used, printed, copied, scanned, e-mailed, posted, shared,
reproduced or distributed in any manner. This prohibition includes the posting of any West Metro FireRescue District logo images on personal Web sites such as, but not restricted to; Face Book, MySpace,
YouTube, other public safety agency Websites, or e-mailing to friends, relatives or colleagues.

•

Violation of this policy, or failure to permit inspection of any device covered in this policy may result in
disciplinary action up to and including termination.

Appropriate Use
District employees need to use good judgment in the use of the District-provided electronic tools and
technology, including Internet access and e-mail. They are expected to ensure that messages conveyed are
appropriate in both the types of messages created and the tone and content of those messages. Employee use
of all District-provided electronic tools and technology, including e-mail and the Internet, must be able to
withstand public scrutiny without embarrassment to the west Metro Fire-Rescue District.
Examples of inappropriate use include, but are not limited to:
•

Illegal activities;

•

Wagering, betting, or selling;

•

Harassment, disparagement of others, stalking, and/or illegal discrimination;

•

Fund-raising for any purpose unless District sanctioned;

•

Commercial activities (e.g., personal for-profit business activities);

•

Promotion of political or religious positions or activities;

•

Receipt, storage, display, or transmission of material that is or may be reasonably regarded as violent,
harassing, discriminatory, obscene, sexually explicit, or pornographic, including any depiction,
photograph, audio recording, or written word;

•

Unauthorized downloading or installation of software (including games and executable files);

•

Unauthorized accessing or transmission of non-public data;

•

Unauthorized use of another employee’s password or computer;

•

Personal e-mail messages sent to global group lists, or regarding items and services for sale;

•

Originating or propagating, via e-mail or the Internet, chain letters; letters and messages sent to
individuals requesting money, donations, promising luck, compensation, or reward if the message is
sent to others or also promising harm if you do not forward the message to others or otherwise
comply with the message;

•

Non-District employee use (e.g., family member or friend) at work or at home;

•

Uses that are in any way disruptive or harmful to the reputation or business of the District;

•

Purposes other than District business, except incidental or minimal use;

•

Uses that in any way violate District policy, including but not limited to Section 5.10 of this handbook
relating to Workplace Harassment;

Engaging in any of the above listed activities may subject an employee to discipline, up to and including
termination.
The traditional communication rules of reasonableness, respect, courtesy, common sense, and legal
requirements also apply to electronic communication. Actions that are considered illegal, such as gambling
and harassment, are not up to the discretion of individual supervisors, and such actions will subject the
employee to disciplinary action up to and including termination.
Employees should be aware that they might receive inappropriate, unsolicited e-mail messages or “spam.”
Any such messages should be reported immediately to the employee’s supervisor. Under no circumstances
should an employee forward, create, or reply to these messages.
Employees may make personal use of District technology, such as e-mail and Internet access, the amount of
use during working hours is expected to be limited to incidental use. Excessive time spent on such personal
activities during working hours may subject the employee to disciplinary action.
Monitoring
Electronic communication devices such as telephones, facsimile machines, pagers, District e-mail systems, and
Internet access are District property. Like other District resources, they are intended to be used for District
business and other District-sanctioned activities.
Accordingly, the District reserves the right to monitor any and all telephone, facsimile, pager, e-mail and
Internet activities that occur on District equipment, including those which may be of a “personal” nature
within the limits of and in accordance with applicable law. District-owned telephones, facsimile machines,
pagers, e-mail, and Internet systems and any and all software, data, or other information stored on a Districtowned computer are the property of the District and may be monitored, read, examined, seized, or
confiscated as necessary.
Therefore, employees should not expect that any facsimile, voicemail, or e-mail message either sent or
received, or any Internet activities, will remain private. Similarly, other District-owned property, including but
not limited to locked/unlocked desk drawers and cabinets, vehicles, and equipment may also be seized,
confiscated, and/or searched as necessary. Employees should not expect any personal property that is
maintained and/or stored in District-owned property would remain private.
The District reserves the right to monitor any use of these systems, including use of these systems while the
employee is on his/her own time, to access any information on these systems, and to take any action it
determines to be appropriate with respect to that information.
Employees should understand that electronic data may not be completely secure. They should also
understand that e-mail messages and Internet transactions, including those they delete or erase from their
own files, may be backed up or recorded and stored centrally for system security and investigative purposes.
E-mails and records of Internet activities may be retrieved and viewed by someone else with proper authority

at a later date. It is the user’s responsibility to use care in communicating information not meant for public
viewing. Data the District maintains electronically is government data and, as such, is subject to classification
and access under the Minnesota Government Data Practices Act, Minnesota Statutes, Chapter 13.
Because electronic communication systems, such as facsimile, e-mail, and Internet systems may not be secure,
employees may not send any data classified under the Minnesota Government Data Practices Act as not public
(private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals)
through unsecured facsimiles or over the e-mail or Internet systems unless the data are encrypted or encoded.
Software Licensing
To ensure license compliance, all software must be purchased by and licensed to the District.
Any software programs developed for use by the District become the property of the District. Software
programs may not be sold or distributed without prior approval.
District-owned software may not be loaded on non-District owned equipment unless there is prior approval by
the Information Technology (IT) Manager.
District users are required to abide by software and documentation copyright laws and licensing agreements.
If there is any question about the legality of the software and documentation, it should be directed to the IT
Manager. At no time should any users make copies of District-owned software and documentation. To prove
legal ownership of software, the District must have the original media and manuals stored on District
property. The IT manager will periodically check for software that may be in violation of the above policy.
Installation, Downloads, and Configuration
No District employee will be allowed to manipulate hardware and software standard configurations. The IT
Manager must always be contacted for hardware and software support.
No users should change the computer setup or configuration files. Users are prohibited from downloading, or
installing any software, including personal, through the Internet, e-mail, and/or vendor demonstrations
without prior approval from the IT Manager.
Logins and Passwords
As a member of the Local Government Information Systems Administration (LOGIS) consortium, the West
Metro Fire-Rescue District must adhere to the security requirements and recommendations set forth within
the LOGIS Member Security Policy to ensure security, protection, and appropriate access to all of the District’s
IT systems and resources. As such, all District employees must use and maintain unique IT-issued login
IDs/usernames for computer and network-related access. Login IDs/usernames are not to be shared with
others, and corresponding passwords must remain private. Multi-user or generic login IDs/usernames are
permissible only in special circumstances approved and maintained by IT.
Appropriate network access shall be assigned by the IT Manager to each user login ID/username, and users
may only log into computers and equipment with their assigned login ID/username. Passwords are not to be
shared with anyone, at any time, for any reason, and will be forced to change periodically. Employees who
forget their password, or who suspect their password’s security has been compromised, must contact the IT
Manager to be issued a new temporary password, which must then be changed immediately.

All passwords are to be treated as sensitive and private information. Employees must keep their passwords
private and not share them with anyone that is not authorized.
All system and user level passwords must follow these specifications:
•
•
•
•
•
•
•

Must be a minimum of eight characters in length.
Must be changed from the default on new software and equipment.
Must be changed every 90-days.
Have a digit and/or symbol character as well as letters, for example: kep1tSaf
Have not been previously used in the last ten password rotations.
Password policies must be defined on the network operating system level.
Authentication attempts must be logged.

Physical Security
District employees are expected to provide reasonable security to their computer workstations and related IT
equipment. This includes ensuring that passwords are not written down in accessible places, removable media
is kept in a secured area, and private data is not displayed in such a manner that unauthorized personnel can
view it.
All IT equipment is District property and must remain on current premises. Users may not move IT equipment
outside of its assigned area without prior approval from the IT Manager. Designated portable equipment, such
as laptop computers, projectors, and digital cameras, may be removed from District buildings only for District
business. Portable equipment must be reserved and checked out only to District employees. Employees are
expected to provide appropriate “common sense” protection against theft, breakage, environmental damage,
and other risks.
Employees should shutdown computer workstations when absent for an extended time, such as leaving for
the day, for the weekend, or for vacation. Employees may, however, log off their workstations instead of
shutting down when absent for a short period of time, such as attending a meeting or over lunch.
Handheld Device Security
The purpose of this section is to protect data residing on mobile phones and other handheld devices, which
are becoming more common but have a far greater risk of being lost or stolen than traditional mobile
computers. Handheld devices such as mobile phones or PDAs utilizing non-web mail viewing typically store
the synced mail on the device itself, making the data more vulnerable.
District handheld devices which utilize non-web mail or otherwise store non-public organization data should
use additional device security features such as:
1.
2.
3.
4.

Screen locks requiring PINs or other measures for access to the device or data
Disallowing email attachments
Limiting email retention on the device
Having remote wipe capability if the device is lost or stolen along with defining this procedure
appropriately in the organization’s end user policies.

Virus Protection
All computer workstations, laptops, and servers must be protected from viruses using up-to-date antivirus
software. Users may not alter their system’s configuration or take other steps to defeat virus protection

devices or systems. All files on removal media, such as jump drives, must be scanned for viruses before
installation onto or access from District computer equipment. Any files suspected or known to contain viruses
must be immediately reported to the IT Manager for proper handling.

Communications and Social Media

Section 7.40

Purpose
The West Metro Fire-Rescue District strives to provide the public accurate and timely information,
communicated in a professional manner, and in accordance with the laws regarding public information and
data practices.
This policy provides guidelines for all external communications from the District using various mediums
including:
•
•
•

Printed materials such as newsletters, articles, and brochures.
Electronic materials such as email, postings to web sites or social media sites.
Media relations such as requests for interviews, news releases, and media inquiries.

The District also recognizes that employees may sometimes comment on District matters outside of their
official role as an employee of the West Metro Fire-Rescue District. Therefore, this policy also provides
guidelines for employees when communicating as a private citizen on matters pertaining to District business.
General Guidelines for all Communications (Official and Personal)
The District has the responsibility to communicate accurate and timely information to the public in accordance
with law. Any employee who identifies a mistake in reporting should bring the error to the fire chief or Deputy
Chief. Regardless of whether the communication is in the employee’s official District role or in a personal
capacity, employees must comply with all laws related to trademark, copyright, software use etc. Employees
must also follow all District policies that may apply. Examples of relevant policies include:
•

Technology and Computer Use Policy. For example, District employees may use District technology
for personal reasons on a limited basis provided it doesn’t interfere with normal work. The District
reserves the right to inspect any electronic data made by a District-owned computer or related system.
This policy should be reviewed and complied with in full.

•

Respectful Workplace Policy. For example, employees cannot publish information that is
discriminatory, harassing, threatening, or sexually explicit. This policy should be reviewed and complied
with in full.

•

Data Practices Policy. For example, employees cannot disclose private or confidential information and
must route data practices requests to the responsible authority. This policy should be reviewed and
complied with in full.

•

Political Activity Policy. For example, employees cannot use District resources or participate in
personal political activity while on District time or while discharging District responsibilities. No
employee may act in a manner that suggests that the District either supports a particular candidate or
political issue, or endorses the personal political opinions of the employee. This policy should be
reviewed and complied with in full.

Additional Guidelines for Official District Communications
Handling General Requests:

All staff is responsible for communicating basic and routine information to the public in relation to their
specific job duties. Requests for private data or information outside of the scope of an individual’s job duties
should be routed to the Fire Chief.
Handling Media Requests:
With the exception of routine events and basic information that is readily available to the public, all requests
for interviews or information from the media are to be routed through the Fire Chief.
Media requests include anything intended to be published or viewable to others in some form such as
television, radio, newspapers, newsletters, and web sites. When responding to media requests, employees
should follow these steps:
1. If the request is for routine or public information (such as a meeting time or agenda) provide the
information and notify the Fire Chief or Administrative Captain Deputy Chief of the request.
2. If the request is regarding information about District personnel, potential litigation, controversial
issues, an incident, an opinion on a District matter, or if you are unsure if it is a “routine” question,
forward the request to the Fire Chief. or Deputy Chief.
An appropriate response would be, “I’m sorry, I don’t have the full information regarding that issue.
Let me take some basic information and submit your request to the appropriate person who will get
back to you as soon as he/she can.”
Ask the media representative’s name, questions, deadline, and contact information.
Communicating on behalf of the District
The Fire Chief or their designee is authorized to communicate on behalf of the District in interviews,
publications, news releases, on social media sites, and related communications. Other employees may
represent the District if approved by one of these individuals to communicate on a specific topic. When
speaking on behalf of the District:
•

Employees must identify themselves as representing the District.

•

All information must be respectful, professional and truthful. Corrections must be issued when
needed.

•

Personal opinions do not belong in official District statements.

•

Employees need to notify the IT manager if they will be using their personal technology (cell phones,
home computer, cameras, etc.) for District business. Employees should be aware that the data
transmitted or stored may be subject to the data practices act.

Additional Guidelines for Personal Communications
It is important for employees to remember that the off-duty or personal communications of employees may
affect the operations of the District, and may result in disciplinary measures if they improperly undermine the
effective operations of the District. The following guidelines apply to personal communications including but
not limited to various forms such as verbal statements, social media (Face book, Twitter, blogs, YouTube, etc.),
letters to the editor of newspapers, and personal endorsements of such communications.

•

Remember that what you write is public, and will be so for a long time. It may also be spread to large
audiences. Use common sense when using email or social media sites. It is a good idea to refrain from
sending or posting information that you would not want your boss or other employees to read, or that
you would be embarrassed to see in the newspaper.

•

The West Metro Fire-Rescue District expects its employees to be truthful, courteous and respectful
towards supervisors, co-workers, citizens, customers and other persons associated with the District.
Communications which undermine the operations and integrity of the District may be subject to
disciplinary measures.

•

Remember that personnel, other than designed administrators, are not authorized to communicate on
behalf of the District. If you publish something related to WMFRD business, identify yourself and use a
disclaimer such as, “I am an employee of the WMFRD. However, these are my own opinions and do not
represent those of the WMFRD.” Unauthorized communication of this nature may result in discipline.

•

District resources, working time, or official District positions cannot be used for personal profit or
business interests, or to participate in personal political activity. For example, a firefighter could not
use the District’s logo, email, or working time to promote his/her side business as an electrician. If you
have questions about permissible political speech, please consult the Fire Chief.

•

Personal social media account names or email names should not be tied to the District in any manner
(e.g. WMFRD firefighter)

•

All communications by District personnel are subject to the Data Practices Act. You may not
communicate private or confidential government data at any time or in any manner unless authorized
to do so by law and by the District.

Cell Phone Use

Section 7.45

The West Metro Fire Rescue District has determined that cellular phones owned by the District provide
increased efficiency and added safety benefits when operated by District personnel in positions where the
associated benefits justify the additional operating cost. This policy is intended to regulate the use of West
Metro Fire-Rescue District owned cellular phones within reasonable, practical parameters and offer options
for personal needs.
This policy applies to all West Metro Fire Rescue District Personnel using or having access to West Metro FireRescue District owned cellular phones.
Cellular phones are intended to be used to increase the efficiency and effectiveness of the services provided
by the West Metro Fire-Rescue District. As such, each employee using a cellular phone must determine
whether such usage is appropriate under the circumstances existing at the time. In making such as
determination, employees must consider the cost of using the cellular phone in comparison with the cost and
practicality of locating a customary telephone service. To this end, employees should be knowledgeable about
the expenses covered under their cellular phone plan and attempt to maintain use within the plan guidelines
and parameters.
Use of cell phones while driving West Metro Fire-Rescue District vehicles or while driving personal vehicles
when on West Metro Fire-Rescue District business shall be kept to a minimum.
Personal phone calls will be acceptable in those circumstances where it is necessary to briefly contact
someone concerning important matters. Calls of this nature shall be as brief as possible and must not interfere
with working operations. Personal phone calls should be made only when circumstances prevent timely
access to customary telephone services.
The District provides cell phones to certain employees for noncompensatory business purposes. These
phones are used for substantial business reasons that include:
•
•

The need to contact the employee at all times for work-related emergencies,
The employee is required to be available to speak with clients and coworkers at times when the
employee is away from the office.

These phones are used by employees as a working condition fringe benefit and are therefore excludable from
an employee’s income.
When an employer provides an employee with a cell phone primarily for noncompensatory business reasons,
the IRS will treat the employee’s use of the cell phone for reasons related to the employer’s trade or business
as a working condition fringe benefit, the value of which is excludable from the employee’s income and, solely
for purposes of determining whether the working condition fringe benefit provision in section 132(d) applies,
the substantiation requirements that the employee would have to meet in order for a deduction under §162
to be allowable are deemed to be satisfied. Section 2043 of the Small Business Jobs Act of 2010, Pub. L. No.
West Metro Fire-Rescue District employees who are assigned a take home West Metro Fire Rescue District
owned phone will agree to be accessible for West Metro Fire Rescue District business when necessary and
practical.

Employees should have no expectation of privacy for anything they create, store, send or receive using the
District’s property. The District reserves the right to monitor the use of all District owned cell phones and
mobile devices. In addition, employees are not to use any equipment or devices for personal profit or gain.
All cellular phones shall remain the property of the West Metro Fire-Rescue District and shall be returned to
the West Metro Fire Rescue District upon the termination of employment or if the cellular phone is no longer
necessary for work-related purposes. Any inappropriate use of phones may subject the employee to
disciplinary action and require the employee to reimburse the West Metro Fire-Rescue District.

Political Activity

Section 7.50

District employees are neither employed nor retained in employment on the basis of their political activity,
but rather on the basis of their merit and fitness. District employees have the right to express their views and
to pursue legitimate involvement in the political system.
Employees cannot use District resources or participate in personal political activity while on District time or
while discharging District responsibilities. No employee may act in a manner that suggests that the District
either supports a particular candidate or political issue, or endorses the personal political opinions of the
employee.
District employees may not, at any time, use their official authority or influence to:
•
compel a person to apply for membership in or become a member of any political organization
•
pay or promise to pay any assessment, subscription or political contribution
Disciplinary action may be taken with respect to employees violating this procedure including termination.

Appearance

Section 7.55

It is the District’s policy that each employee’s dress, grooming, and personal hygiene should be appropriate to
the work situation. Employees are expected at all times to present a professional appearance to the public.
Acceptable personal appearance, like proper maintenance of work areas, is an ongoing requirement of
employment with the District. Significant departures from conventional dress or personal grooming and
hygiene are not permitted.
Non-uniformed employees who have regular contact with the public are expected to dress in a manner that is
normally acceptable in similar business establishments. Employees should not wear suggestive attire, jeans,
athletic clothing, and similar items of casual attire since this clothing does not present a businesslike
appearance. Also, items such as T-shirts or baseball hats with inappropriate slogans are not to be worn. This is
not an all-inclusive list; thus, administration reserves the right to determine appropriateness.
At its discretion, the District may allow employees to dress in a more casual fashion than is normal. On these
occasions, employees are still expected to present a neat appearance.
Any employee who does not meet the standards of this policy will be required to take corrective action, which
may include leaving the premises. Non-exempt employees will not be compensated for any work time missed
because of failure to comply with this policy. The employee’s supervisor will discuss the subject of personal
appearance and hygiene with the employee if he/she does not feel it reflects favorably on the District’s image.
Disciplinary action may be taken with respect to employees violating this policy.
Uniformed Employees
This guideline assures a uniformed appearance that will enhance the public’s confidence in the organization
and encourages a feeling of membership within the organization.
Work Uniform:
• Dark Blue Medic Pants
•

Dark Blue Uniform Shirt
 Fire District Patch on left arm of shirt.
 Approved "First Responder" or "EMT" patch on right shoulder of shirt.
 American Flag 1” above the right breast pocket.
 Fire District badge on shirt.
 Approved name tag over right breast pocket.
 The name tags shall be silver for firefighters, lieutenants and captains, gold for chief officers. The
first letter of the first name and the full last name should be engraved on it.

•

The work uniform shall be worn with a black belt and black shoes or boots (not provided).

•

Approved uniform jacket
 Fire District Patch on left arm of jacket.
 Approved "First Responder" or "EMT" patch on right shoulder of jacket.
 Fire District badge on jacket.
 Approved name tag on right breast.
 The name tags shall be silver for firefighters, lieutenants and captains, gold for chief officers. The
first letter of the first name and the full last name should be engraved on it.

•

Uniforms shall be worn as a complete set.

All officers shall have their approved rank collar insignia on all uniform collars. These items are provided by
the District.
Uniform Use
Drill
Work uniform, approved station insignia clothing, T-shirts or “Polo” shirts shall be worn.
Special Standbys at Other Fire Departments
Work uniform shall be worn.
Regular District Meetings and Funerals
Work uniforms should be worn.
Special events
Work uniform shall be worn at the direction of the officer in charge.
Supervisors may authorize a deviation of these requirements if they feel it is appropriate.
When wearing any District uniform or any other item identifying a firefighter as a member of the West Metro
Fire-Rescue District, each firefighter should be aware that they represent the District and should conduct
themselves appropriately.
Work uniforms should only be worn at official functions or when on duty. They are not to be worn for
everyday use.
Uniforms, jackets, “polo” shirts and any other logo items should not be worn when the activity may cause the
public's confidence in the West Metro Fire- Rescue District or the public's perception of the District to be
negatively affected.
No uniform, badge, patch or any portion of the District uniform may be loaned to any person not a current
active West Metro Fire-Rescue District firefighter.
Firefighters are responsible for the reasonable care, maintenance and safeguarding of uniforms assigned to
them.
Firefighters shall report any significant wear of a uniform to a fire officer so replacement can be arranged.
Firefighters shall report loss of any part of a uniform to a Fire Officer immediately.
Firefighters shall return all uniforms, badges and other property of the West Metro Fire Rescue District to the
Chief when terminating employment.

Appearance

Section 7.55

It is expected that each employee’s dress, grooming and personal hygiene will reflect positively on the fire department
to support the public’s confidence. All employees shall present themselves with an appearance that is clean, neat, and
professional. Fire calls can be an exception, due to the unplanned timing, but clothing deemed controversial or
inappropriate is still prohibited; firefighters must exercise good judgment when selecting clothing to wear for fire calls.
When wearing any District uniform or any other item identifying a firefighter as a member of the West Metro FireRescue District, each firefighter should be aware that they represent the District and should conduct themselves
appropriately. District attire should not be worn when the activity may cause the public's confidence or perception of
the District to be negatively affected.
Work uniforms should only be worn at official functions or when on duty. They are not to be worn for everyday use.

General Guidelines
Hair shall be neat and clean. Facial hair that does not interfere with the SCBA mask seal and is neatly trimmed will be
permitted. Adherence shall conform to the requirements of the respiratory policy, Section 12.50 of the Employee
Handbook. It states: “The WMFRD shall ensure that all firefighters are using a tight-fitting facepiece. No firefighter
shall have any facial hair growth that comes between the sealing surface of the facepiece and the face or that
interferes with valve function.”
Uniforms will be clean and without damage or stains. All uniforms will be worn with a proper fit to include shirts that
are tucked in and footwear reasonably clean and black.
•

A navy blue t-shirt may be worn under the blue uniforms (Class-C and -B); a white t-shirt will be worn
with the Class-A or Honor Guard uniform.
• All uniformed employees will wear a 1-1/2” black belt. The belt may be either leather or “tactical”
nylon. The nylon belt is approved for class D and C uniforms only.
• All uniformed employees will wear black work boots or approved black footwear. Black socks are
required unless the chosen footwear covers the entire gap between the pant and the footwear
(including while sitting).
Any previously issued or purchased District apparel that is not addressed in this document shall not be worn for official
District functions. However, “Station Shirts” (i.e. the St1 Eagle, St2 Dice or St3 Yosemite Sam shirts) can be worn for
single station drills, station meetings, etc.
Any employee who does not meet the standards of this policy will be required to take corrective action, which may
include leaving the function. Non-exempt employees will not be compensated for any work time missed because of
failure to comply with this policy. Disciplinary action may be taken with respect to employees violating this policy.
At its discretion, District leaders may allow employees to dress in a more casual fashion than is normal. On these
occasions, employees are still expected to present a professional appearance.
It is a normal and expected practice for the Chief of the Department to wear civilian attire for some Fire Chief functions.
Firefighters are responsible for the reasonable care, maintenance and safeguarding of uniforms assigned to them and
shall report any significant wear or loss of a uniform to their Lieutenant so replacement can be arranged.
Firefighters shall return all uniforms, badges and other property of the West Metro Fire-Rescue District to their
Lieutenant when terminating employment.

Uniform Schedule
Class-D Uniform (T-shirt)
Long or short sleeve issued T -shirt
Issued duty pants
Issued black leather belt, or approved tactical belt
Black socks, if showing between footwear and pants
Black work boots, or approved black footwear
Issued baseball cap or stocking cap is an option with this uniform
Issued uniform jacket
Pull-over job-shirts
Other approved / “grandfathered” items (as long as they’re in good condition) include polo shirts, sweatshirts, windshirts, job-shirts, 5-11 t-shirts with the old logo & 5-11 pants for drills and functions that do not generally interact with
the public.

Class-C Uniform
Issued short sleeve button up shirt or District Polo shirt
• Name embroidered above right pocket
• Embroidered Maltese Cross above left pocket
Issued duty pants
Issued black leather belt, or approved tactical belt
Black socks, if showing between footwear and pants
Black work boots, or approved black footwear
Issued baseball cap or stocking cap is an option with this uniform
Issued uniform jacket

Class-B Uniform (aka Badged Uniform)
Badged long or short sleeve shirt
•
•
•

American Flag on left shoulder
Fire District Patch on right shoulder
Nameplate above right pocket

• Badge above left pocket
Issued duty pants
Issued black leather belt
Black socks, if showing between footwear and pants
Black work boots, or approved black footwear
Issued uniform jacket

Class-A Uniform
Badged white long or short sleeve shirt
• American Flag on left shoulder
• Fire District Patch on right shoulder
• Nameplate above right pocket
• Badge above left pocket
Black Tie with clip (situational)
Issued flat front straight cut pants
Issued black flat belt
Black socks
Black approved footwear
Class-A Black footwear when issued
Class-A Jacket when issued
Class-A Hat when issued

Honor Guard Uniform
Issued HG pants with a red stripe down each leg
Issued HG Jacket with a red stripe on each sleeve
•
•
•

HG badge
9-11 pin
Red & black braid on the left shoulder

Badged white long sleeve shirt
•
•

American Flag on left shoulder
Fire District Patch on right shoulder

• Nameplate above right pocket
• Badge above left pocket
Issued HG black tie with clip
Issued HG hat with badge
Issued White gloves
Issued black flat belt
Black socks
Issued HG black footwear

Initial Issue for New Firefighters
The initial uniform issued to a probationary member shall include the following:
Duty pants
Short sleeve recruit t-shirt
Issued black leather belt, or approved tactical belt
Baseball cap & stocking cap
Uniform jacket
Class-B short sleeve shirt with recruit badge and recruit nameplate
As a recruit progresses through the first two years of their career additions will be made to their Class-B uniform shirt.
When they transition from probationary to apprentice they will receive their nametag. They will be presented with a
District firefighter badge at their promotion to firefighter. Following promotion to firefighter they will receive the
remaining items to complete the issued uniforms.

Uniforms and Associated Functions Guideline
This guideline includes but is not limited to the following:

Class-D uniform

Class-B Uniform

Work details

Pub Ed

Drill

Business training

Duty Crew

Kids Cops and Firefighters

Medical Standby

Standby for other Cities- Scheduled
National Night Out

Class-C Uniform

Open House

Work details

Safety Camp Graduation

Drill

Bike Rodeo

Duty Crew

Parades

Medical Standby

City Festivals

West Metro Hosting outside trainer

Council/Board Meetings and Ceremonies

Outside training hands on

Funerals / Ceremonies

Outside training classroom

Formal Meetings

Recruit Fire Academy
Pub Ed

Class-A Uniform/Honor Guard

Bike Rodeo

Funerals / Ceremonies

Board Meetings

Formal Meetings
Color Guard Events

There are multiple uniform options for several of these
events; the event organizer will specify the uniform for
the event.

Drug and Alcohol Policy

MN Statute181.951

Section 7.60

Purpose
It is the West Metro Fire-Rescue District’s (WMFRD) goal to provide and maintain a safe, productive, and
efficient workplace. With this in mind the WMFRD has adopted a Non-DOT alcohol and controlled substance
response and testing policy. This policy has two purposes:
1. To help assure the safety of the firefighters and public, and the ability of the fire department to do its
job; and
2. To give both firefighters and District officers clear guidance on what is and isn’t permitted, what is
expected of each member, and how any questions, issues, or grey areas will be addressed and resolved.
General
No employee shall be under the influence of any drug or alcohol while the employee is working or while the
employee is on WMFRD premises or operating WMFRD vehicles, machinery, equipment or performing any
safety sensitive functions for the WMFRD.
No employee shall use alcohol within four (4) hours prior to reporting for work.
No employee shall use, possess, manufacture, distribute, dispense, sell, or transfer drugs or drug paraphernalia
while the employee is working or while the employee is on the WMFRD’s premises or operating WMFRD
vehicles, machinery, or equipment.
No employee shall use alcohol while the employee is working or while the employee is on the WMFRD’s
premises or operating WMFRD vehicles, machinery, or equipment.
No employee shall operate WMFRD vehicles, machinery, or equipment or perform any safety sensitive
functions while using substances administered by or under the instruction of a physician who has advised them
that the substances they are using will affect their work duties.
An employee shall notify WMFRD Administration in writing of any criminal drug or alcohol statute charges,
conviction or guilty plea no later than five days after such conviction. Failure to make such notification may
result in discipline including and up to termination.
This policy is designed is to help prevent accidents and injuries resulting from the use of alcohol and/or use of
controlled substances by members of the WMFRD. This policy is important for several reasons:
1. A firefighter who is impaired by alcohol or drugs is a potential danger both to him/her self and to other
firefighters.
2. An impaired firefighter’s actions or poor judgment could result in damage to other persons or property
and result in WMFRD liability.
3. There’s a risk of damage to WMFRD equipment.

4. A firefighter, like any employee, is not entitled to work comp benefits for an injury that was caused by
his/her own intoxication.
This policy meets current, Local, State and Federal Regulations. In a whole or in part, this policy may be
subject to change, revocation, modification, or amendment anytime, at WMFRD’s sole discretion.
This policy covers all applicants, including rehires, applicants for promotion, and all current employees of the
WMFRD including but not limited to: full-time employees; part-time employees; paid, on-call employees; and
temporary employees.
Definitions and Abbreviations
“Controlled Substances” and “Drugs” are used interchangeably throughout this policy.
“MRO” and “MRO Department” are of the same entity and of the same meaning for policy purposes.
Actual knowledge: Knowledge by an employer that a employee has used alcohol or controlled substances
based on the employer's direct observation of the employee, information provided by the employee's previous
employer(s), a traffic citation for driving while under the influence of alcohol or controlled substances or an
employee's admission of alcohol or controlled substance use. Direct observation as used in this definition
means observation of alcohol or controlled substances use and does not include observation of employee
behavior or physical characteristics sufficient to warrant reasonable suspicion testing under.
Alcohol: The intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohols
including methyl and isopropyl alcohol.
Alcohol concentration (or content): The alcohol in a volume of breath expressed in terms of grams of alcohol
per 210 liters of breath as indicated by an evidential breath test under this part.
Cancelled Test: An alcohol or controlled substances test that has a problem identified that cannot be or has
not been corrected. A cancelled test is neither a negative or a positive test result.
Collection site: Refers to a place designated by WMFRD where employees/applicants present themselves for
the purpose of providing a specimen of their urine to be analyzed for the presence of drugs.
Collection Site Person: Refers to a person who instructs and assists at a collection site and who receives and
makes a screening examination of the urine specimen provided by those employees/applicants.
Confirmatory Test or Confirmatory Retest. "Confirmatory test" and "confirmatory retest" mean a drug or
alcohol test that uses a method of analysis allowed under one of the programs listed in MN Statutes 181.953,
Subdivision 1.
Controlled Substance: Those substances identified in MN Statutes 152.01, Subdivision 4.
Designated employer representative (DER): An individual identified by the employer as able to receive
communications and test results from service agents and who is authorized to take immediate actions to
remove employees from safety-sensitive duties and to make required decisions in the testing and evaluation
processes. The individual shall be the Chief of the WMFRD or his/her official designate. Service agents cannot
serve as DERs.

Drug: Those substances identified in MN Statutes 152.01, Subdivision 4.
Drug and Alcohol Testing: "Drug and alcohol testing," "drug or alcohol testing," and "drug or alcohol test"
mean analysis of a body component sample according to the standards established under one of the programs
listed in MN Statutes 181.953, subdivision 1, for the purpose of measuring the presence or absence of drugs,
alcohol, or their metabolites in the sample tested.
Drug Paraphernalia: Items described in Minnesota Statute 152.01, Subdivision 18.
Employee: A person who performs services for the WMFRD for compensation.
Initial Screening Test: Means a drug or alcohol test which uses a method of analysis under one of the
programs outlined under MN Statutes 181.953, Subdivision 1.
Job Applicant: A person who applies to become an employee of the WMFRD. This also includes a person who
has received a job offer made contingent on the person passing drug and alcohol testing.
Licensed Medical Practitioner: A person who is licensed, certified, and/or registered, in accordance with
applicable Federal, State, Local, or Foreign laws and regulations, to prescribe controlled substances and other
drugs.
MRO: Medical Review Officer
Performing (a safety-sensitive function): means an employee is considered to be performing a safety-sensitive
function during any period in which he or she is actually performing, ready to perform, or immediately
available to perform any safety-sensitive functions. All time from the time an employee begins to work or is
required to be in readiness to work until the time he/she is relieved from work and all responsibility for
performing work. Safety-sensitive functions shall include all time at an employer facility, or other property, or
on any public property unless the employee has been relieved from duty by the employer.
Positive Test Result: A finding of the presence of drugs, alcohol, or their metabolites in the sample tested in
levels at or above the threshold detection levels contained in the standards of one of the programs listed in
Minnesota Statutes 181.953, Subdivision 1.
Reasonable Suspicion: As identified in Minnesota Statutes 181.951, Subdivision 5, a basis for forming a belief
based on specific facts and rational inferences drawn from those facts. To determine “Reasonable Suspicion,”
the following factors are possible but not exclusive indicators to consider in conjunction with other relevant
information, including the employee’s explanation:
1. The physical symptoms or manifestations of drugs or alcohol use such as altered or slurred speech or
repeated incoherent statements; dilated or constricted pupils, flushed skin, excessive sweating;
excessive drowsiness or loss of consciousness without reasonable explanation.
2. Unexplained, abrupt or radical changes in behavior such as violent outbursts, hyperactivity, extreme
suspiciousness, frequent and/or extreme fluctuations of mood swings without reasonable explanation.

3. Inability to walk steadily or in a straight line, or perform normal manual functions essential to an
employee’s position without reasonable explanation.
4. Unexplained, prolonged or frequent disappearances from the work area.
5. Accidents or near-accidents on the job that appear related to unexplained sensory or motor skill
malfunctions.
6. Smell of alcoholic beverage on the employee when employee is expected to be performing job duties.
7. The direct observation of drugs or alcohol use while at work or on duty.
8. A report of reasonable suspicion provided by a reliable and credible source.
Refuse to submit (to an alcohol or controlled substances test) means that an employee:
1. Failed to appear for any test (except a pre-employment test) within a reasonable time, as determined
by the employer, after being directed to do so by the employer. This includes the failure of an employee
to appear for a test when called by a TPA;
2. Failed to remain at the testing site until the testing process is complete. Provided, that an employee
who leaves the testing site before the testing process commences. A pre-employment test is not
deemed to have refused to test;
3. Failed to provide a urine specimen for any drug test required by this policy. Provided, that an employee
who does not provide a urine specimen because he or she has left the testing site before the testing
process commences for a pre-employment test is not deemed to have refused to test;
4. Failed to provide a sufficient amount of urine when directed, and it has been determined, through a
required medical evaluation, that there was no adequate medical explanation for the failure;
5. Failed or declines to take a second test the employer or collector has directed the employee to take;
6. Failed to undergo a medical examination or evaluation, as directed by the MRO as part of the
verification process, or as directed by the DER. In the case of a pre-employment drug test, the
employee is deemed to have refused to test on this basis only if the pre-employment test is conducted
following a contingent offer of employment;
7. Failed to cooperate with any part of the testing process (e.g., refuse to empty pockets when so directed
by the collector, behave in a confrontational way that disrupts the collection process); or
8. Is reported by the MRO as having a verified adulterated or substituted test result.
Re-Test: Means a drug or alcohol test used to confirm the presence of alcohol or drugs in a specimen. The
confirmatory re-test is a third test, which is usually performed by a second laboratory that is chosen by the
employee/donor. The confirmatory re-test will be drawn from the original sample provided by the
employee/donor.

Safety-Sensitive Function: means a job, including any supervisory or management position, in which an
impairment caused by drug or alcohol usage would threaten the health or safety of any person.
Third party administrator (TPA): A service agent that provides or coordinates one or more drug and/or alcohol
testing services to employers. TPAs typically provide or coordinate the provision of a number of such services
and perform administrative tasks concerning the operation of the employers' drug and alcohol testing
programs. TPAs are not “employers” for purposes of this part.
Under the Influence: Means having a positive test result for drugs or alcohol after an employee demonstrates
behavior of reasonable suspicion.

Circumstances for Drug or Alcohol Testing
Job applicants shall be required to undergo drug testing after a job offer has been conditionally made and
before commencing employment in the position.
Employees being considered for special assignment or for promotional opportunities may be requested to
undergo drug testing after the job offer/assignment has been conditionally made and before commencing
employment in the position.
The WMFRD may request or require an employee to undergo drug and alcohol testing if an employee has used
alcohol or controlled substances based on direct observation of the employee or a traffic citation.
The WMFRD may also request or require an employee to undergo drug and alcohol testing if there is a
reasonable suspicion of any of the following:
1. The employee appears to be under the influence of drugs or alcohol while the employee is working or
while the employee is on the WMFRD premises or operating WMFRD vehicles, machinery, or
equipment.
2. The employee used alcohol within four (4) hours prior to reporting for work.
3. The employee used, possessed, sold or transferred drugs, alcohol, or drug paraphernalia while the
employee was working or while the employee was on WMFRD premises or operating WMFRD vehicles,
machinery, or equipment.
4. The employee has sustained a line of duty personal injury as that term is defined in Minnesota Statutes
176.011, Subdivision 16, or has caused another person to die or sustain a line of duty personal injury.
5. The employee is believed to have caused or has been involved in a work related accident.
Process for Testing
Alcohol and controlled substances testing will be administered as outlined by the State of Minnesota. All
collections must be administered by a licensed, accredited, or certified laboratory that meets one of the
criteria for drug testing outlined in MN Statutes 181.953, Subdivision1. All specimens will be processed
confidentially with only the donor’s social security number or other identifying numbers as proof of

identification to the laboratories. Upon completion of the testing, the results will be transmitted
confidentially to the WMFRD’s Medical Review Officer.
Notification Form: Before requesting an employee or job applicant to undergo drug or alcohol testing, the
WMFRD shall provide the individual with a form on which to (a) acknowledge that the individual has seen a
copy of the West Metro Fire-Rescue District drug and alcohol testing policy, and (b) indicate consent to
undergo the drug and alcohol testing.
Generally the process will be as follows:
The employee will sign the Notification Form.
During normal business hours the test sample shall be taken at Health Partners West Clinic by a licensed
testing laboratory.
Health Partners West Clinic
5100 Gamble Drive, Suite 100
St Louis Park, MN 55416
Phone: 952.883.6999
Clinic Hours: Monday – Friday, 8:00 AM – 12:00 PM, 1:00 PM – 5:00PM
After normal business hours the test sample shall be taken at North Memorial Hospital-Emergency
Department by a licensed testing laboratory.
North Memorial Hospital-Emergency Department
3300 Oakdale Avenue North
Robbinsdale, MN 55422
Phone: (763)520-5200
The employee will be provided with transport to and from the collection or testing facility and arrangements
will be made for transporting them home. If it is necessary to protect the health or safety of the employee,
other employees or the public the employee may be placed on a paid, personal leave while the District awaits
the results.
The officer requesting the drug or alcohol test shall document the reasons for the suspicion in writing, being
as specific as possible; e.g., slurred language, bloodshot eyes, erratic behavior, the smell of alcohol, etc.
Whenever possible a second person shall be witness to these conditions.
Privacy, Confidentiality, and Privilege Safeguards
The WMFRD will comply with MN Statutes 181.954 in regards to Privacy, Confidentiality, and Privilege
Safeguards.
Our testing laboratory will only disclose to the WMFRD test result data regarding the presence or absence
of drugs, alcohol, or their metabolites in a sample tested.
Test result reports and other information acquired in the drug or alcohol testing process will not be
disclosed by the WMFRD or laboratory to another employer or to a third-party individual, governmental
agency, or private organization without the written consent of the employee or job applicant tested

except under the following circumstances:
1. A test result on a confirmatory test may be used in an arbitration proceeding pursuant to a
collective bargaining agreement, an administrative hearing under applicable state or local law, or
a judicial proceeding, provided that information is relevant to the hearing or proceeding.
2. A test result may be disclosed to any federal agency or other unit of the United States
government as required under federal law, regulation, or order, or in accordance with
compliance requirements of a federal government contract.
3. A test result may be disclosed to a substance abuse treatment facility for the purpose of
evaluation or treatment of the employee.
Positive test results from a WMFRD drug or alcohol testing program will not be used as evidence in a
criminal action against the employee or job applicant tested.
Notice of Test Results
The testing laboratory shall prepare a written report indicating the drugs, alcohol, or their metabolites tested
for and whether the test produced negative or positive test results. A confirmatory test is required on all
samples that produce a positive test in the initial screening test. The testing laboratory shall disclose that
report to the WMFRD within three working days after obtaining the final test results.
Within three working days after receipt of the test result report from the testing laboratory, the WMFRD shall
inform, in writing, an employee or job applicant who has undergone drug or alcohol testing of a negative test
result on an initial screening test or of a negative or positive test result on a confirmatory test. The WMFRD
also hereby informs an employee or job applicant of the following rights pursuant to MN Statute 181.953:
1. To request and receive from the WMFRD a copy of the test result report.
2. To request, within five working days after notice of a positive test result, a confirmatory retest of the
original sample at the employee’s or job applicant’s own expense. If a confirmatory retest is conducted
in accordance with MN Statute 181.953, Subdivision 1 by a licensed laboratory at the same threshold
detection levels as used in the confirmatory test, and the confirmatory retest does not result in a
positive test result, the WMFRD shall reimburse the employee or job applicant the actual cost of the
confirmatory retest in an amount not to exceed $100.
3. To submit information to the WMFRD within three working days after a notice of a positive test result
to explain that result in accordance with MN Statute 181.953, Subdivision 6(b).
4. For an employee for whom a positive test result on a confirmatory test was the first such result on a
drug or alcohol test requested by the WMFRD not to be discharged unless the WMFRD has first given
the employee an opportunity to participate in either a drug or alcohol counseling or rehabilitation
program. Participation in a counseling or rehabilitation program will be at the employee’s own expense
or pursuant to coverage under an employee’s benefit plan. The WMFRD may determine which type of
program is more appropriate for the employee after consultation with a certified chemical use
counselor or a physician trained in the diagnosis and treatment of chemical dependency. The employee

may be discharged if he/she has either refused to participate in the counseling or rehabilitation
program or has failed to successfully complete the program. Withdrawal from the program before its
completion, or a positive test result on a confirmatory test after completion of the program, will be
considered evidence that the employee failed to successfully complete the program.
5. To be reinstated with back pay if the outcome of the confirmatory test or requested confirmatory retest
is negative.
6. Not to be discharged, disciplined, discriminated against, or required to be rehabilitated on the basis of
medical history information revealed to the WMFRD concerning the reliability of, or explanation for, a
positive test result unless the employee or job applicant was under an affirmative duty to provide the
information before, upon, or after hire.
7. To access the information in the employee’s personnel file relating to positive test result reports and
other information acquired in the drug and alcohol testing process, including conclusions drawn from
and actions taken based on the reports or other acquired information
8. For an employee or a job applicant who has received a job offer made contingent on the applicant
passing drug and alcohol testing to not have the offer withdrawn based on a positive test result from an
initial screening test that has not been verified by a confirmatory test
Right to Refuse Testing
Any job applicant for West Metro Fire-Rescue District that is requested to undergo alcohol and/or controlled
substances testing may refuse to submit to and provide the requested sample. In the case of such refusal by
the job applicant, the offer of employment will be withdrawn. West Metro Fire-Rescue District is NOT
responsible in any way for any costs or consequences involved with a job applicant’s refusal to test.
Any employee of West Metro Fire-Rescue District that is requested to undergo alcohol and/or controlled
substances testing may refuse to submit to and provide the requested sample. An employee that refuses to
submit to and provide the requested sample may be subject to discipline up to and including termination.
Right to Explain and Right to Re-Test
Within three (3) working days after notice of a positive, substituted, or adulterated test result on a
confirmatory test, the employee or job applicant may submit information to the District in addition to any
further information already submitted. The individual has the right to explain the positive, substituted, or
adulterated result, or may request a confirmatory re-test of the original sample within five (5) working days
after receiving notice of a positive, substituted, or adulterated test result. This request may be verbal or in
writing and sent to the MRO within the five (5) day period. All costs of the re-test will be at the employee or
job applicant's own expense.
Each employee or job applicant has a right to explain any invalid test results to the MRO.
Post Test
Suspensions and transfers:
Notwithstanding any other provisions herein, the WMFRD may temporarily suspend the tested employee with
pay for up to 90 days or transfer that employee to another position at the same rate of pay pending the

outcome of the confirmatory test and, if requested, the confirmatory retest, provided the WMFRD believes
that it is reasonably necessary to protect the health or safety of the employees, or the public.
Other misconduct:
Nothing in this policy limits the right of the WMFRD to discipline or discharge an employee on grounds other
than a positive test result in a confirmatory test, including conviction of any criminal drug statute for a violation
occurring in the workplace.
An employee has a right to offer the WMFRD a written explanation of a positive test result on a confirmatory
test within three working days after notice of the positive test result. An employee has a right to request,
within five working days after notice of a positive test result; a confirmatory retest of the original sample at
another licensed testing laboratory at the employee’s or job applicant’s own expense.
Appeal Procedures:
An employee adversely affected by this policy may appeal through the WMFRD normal grievance procedure.
Good Faith Effort
The West Metro Fire-Rescue District will make a continuing good faith effort to maintain a drug-free workplace
through the implementation of this policy. Employee questions concerning this policy should be directed to the
Chief.

Smoking and Tobacco Use

Section 7.65

The State of Minnesota Clean Indoor Air Act of 2007 §144.411-144.417 was enacted in October 2007. The
purpose of sections 144.411 to 144.417 and this policy are to protect employees and the general public from
the hazards of secondhand smoke by eliminating smoking in public places, places of employment, public
transportation, and at public meetings.
Purpose
To provide a healthy and productive work environment for our employees, customers, and visitors.
To control the use and disposal of tobacco materials while operating within the auspices of the West Metro
Fire-Rescue District, to comply with the State Indoor Clean Air Act, to provide a smoke and tobacco free
atmosphere, and to provide an area for those who wish to smoke.
This policy applies to anyone using or having access to District facilities and vehicles. This policy is intended to
regulate the use of smoking and tobacco within reasonable, practical parameters and offer options for personal
needs.
Expectations
Smoking and the use of any tobacco is prohibited in all WMFRD facilities, vehicles, and at an incident scene.
If an employee desires to smoke, he/she is to do so completely outside WMFRD facilities, 25 feet away from
any entrance, exit, open window, or ventilation intakes.
Exceptions: Smoking may be allowed while on break at a prolonged incident provided you are in a designated
safe rest area away from the incident, primary rehab and staging areas and approval has been given by the
Incident Commander.
Smoking is prohibited during drills except during designated breaks. If the WMFRD is drilling off site smoking
may be allowed while on break in a designated safe rest area away from the drill as long as approval has been
given by the officer in charge.
All cigarette butts and ashes shall be disposed of in a safe and proper way.

Conflict of Interest

Section 7.70

District employees are to remove themselves from situations in which they would have to take action or make
a decision where that action or decision could be a perceived or actual conflict of interest. The appearance of
conflict of interest is often as important as actual conflict of interest. If an employee has any question about
whether such a conflict exists he/she should consult with the Fire Chief.
It is expected that every employee will exercise good judgment to avoid becoming involved in a conflict of
interest. Examples of conflict of interest situations include those in which:
•

an employee’s official capacity with the District, or with the outside organization, may enable him or
her to influence the placing of District business

•

an employee accepts a paid or unpaid position elsewhere, where such activity interferes with his/her
duties and job performance at the District

•

an employee may gain access to information not generally available to the public, which may allow him
or her to directly or indirectly gain anything of value

Falsification of Records

Section 7.75

In an effort to prevent the impartial application of these procedures any employee who knowingly makes false
statements or communicates, or attempts to communicate, misleading, incomplete or inaccurate information
will be subject to immediate disciplinary action up to and including termination and potential criminal
prosecution.

Grievance Procedure

Section 7.80

A grievance is a dispute or disagreement raised by an employee or group of employees against the West
Metro Fire-Rescue District or the Fire Chief because of an interpretation or alleged violation of these rules
and regulations.
Limitations
The classification plan, reclassification, compensation, pay equity and performance evaluations are
excluded from this grievance procedure. These procedures apply to all WMFRD employees with the
exception of the fire chief, who reports directly to the WMFRD Board.
Procedure
It is the policy of the District to address all grievances promptly and fairly. In order to facilitate the
processing of employee grievances in an orderly and just manner and to provide the employee access to
all levels of management and a fair and impartial hearing, the following procedures listed below are to be
used.
Step I - Grievance
Grievances shall be resolved in conformance with the following procedure:
An employee claiming a violation concerning the interpretation or application of t h e W e s t M e t r o F i r e R e s c u e D i s t r i c t H a n db oo k shall within 10 calendar days after such alleged violation has occurred,
present such grievance to the Fire Chief.
A grievance must be set forth in writing with the nature of the grievance, the facts on which it is based, the
provision(s) of these rules and regulations allegedly violated, and the remedy requested by the grievant.
The employer-designated representative will investigate the grievance and give an answer to such Step I
grievance within 30 (thirty) calendar days after receipt. The Fire Chief will also notify the WMFRD Board
of Directors that a Step I grievance has been filed within 30 days of receipt of a Step I grievance.
A grievance not resolved in Step I and appealed to Step II shall be done so in writing within 10 (ten)
calendar days after the employer-designated representative's final answer in Step I. Any grievance not
appealed in writing to Step II by the employee within 10 (ten) calendar days shall be considered waived.
Step II - Grievance
A grievance unresolved in Step I and appealed to Step II by the employee may be submitted to the District
Review Board within 10 (ten) calendar days.
Appeals
The Employee Review Board established by West Metro Fire District Board Resolution #2012-1will review
appeals.
An employee may not submit a grievance to the District Review Board until the steps of the grievance
procedure established by the West Metro Fire District Employee Handbook have been completed and within 10
(ten) days following that completion. The grievance procedure is complete on the day that the Fire Chief gives
written notice of the final determination of the grievance. The District Review Board provides in its by-laws
the form and details of the grievance submission procedure as follows:

An Employee who wishes to appeal an adverse decision regarding a grievance must transmit the grievance, in
writing, to the Fire Chief and/or the WMFRD Board President, for submission to the District Review Board
within 10 (ten) days after the Fire Chief’s decision regarding the grievance. The submission to the District
Review Board must be in writing, and must include: a) the nature of the grievance, b) the facts upon
which it is based. c) the provisions of the Employee Handbook allegedly violated, d) the remedy requested.
Within 30 days of the receipt of the appeal by the Fire Chief, the Board will meet and determine whether it
will hear the appeal. The Board will notify the grievant and the Fire Chief of its decision. This decision will be
based solely upon submission from the grievant and any response from the District. No hearing will be held.
If the Board decides to hear the matter, both the grievant and the Fire Chief will be notified of the date and
time of the hearing; whenever possible, the Board will hold such hearing within 60 days.
The decision will be transmitted by the Board to the grievant and to the Fire Chief. The decision of the
Board is final, and matters will not be reconsidered after a decision is transmitted to the parties.
Waiver
If a grievance is not presented within the time periods set forth above, it shall be considered "waived." If a
grievance is not appealed to the next step within the specified time limit, or any mutually agreed extension
thereof, it shall be considered settled on the basis of the employer's last answer. If the employer does not
answer a grievance or appeal thereof within the specified time limits, the employee may elect to treat the
grievance as denied at that step and immediately appeal the grievance to the next step. The time limit in each
step may be extended in writing by mutual agreement of the employee and employer.
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Attendance & Hours of Work

Section 8.05

Typical District Administrative Building hours are 8 am to 4:30 4:00 pm.
The regular work week for full-time employees without firefighting duties consists of 40 hours, plus one-half
hour per day of non-compensable time for lunch. Definition of a bona fide meal period (typically 30 minutes)
generally need not be compensated as work time. The employee must be completely relieved from duty for the
purpose of eating regular meals. The employee is not relieved if he/she is required to perform any duties,
whether active or inactive, while eating. Due to the inability to meet the definition of a “bona fide meal” per 29
CFR 785.19 the regular work week for full time employees with firefighting duties consists of 40 hours.
Employees are expected to be in attendance during all scheduled hours of work. Each employee’s job is
important and regular attendance is mandatory. Employees are expected to work the normal hours and
minimum number of hours per week as established for their position.
At the discretion of the fire chief if not detrimental to the performance of District activities, certain positions
may be afforded a modified work schedule under the Flexible Workplace Program.
A work week consists of seven consecutive days (168 hours) generally beginning at 12:01 a.m. each Monday.
The regular work week for full-time District employees is 40 hours; 80 hours constitutes a normal pay period.
All overtime/comp time hours over 40 per week must be pre-approved by the Fire Chief prior to working
overtime or comp time. Unauthorized overtime may result in disciplinary action, up to and including
termination.
All employees may be required to work overtime. Working required overtime is a condition of continued
employment. Refusal to work overtime may result in disciplinary action, up to and including termination.

Employee Responsibility
Full- time employees are required to notify the Fire Chief or Deputy Chief in his/her absence when they are
unable to come to work or if they will be late getting to work. Employees may be required to use accrued sick
leave, vacation leave, or paid time off, depending upon the circumstances of the employee’s absence.

Performing Extra Work
Full time non-exempt employees (eligible for overtime pay) are not authorized to perform additional District
work activities away from work and after working hours without prior approval from the Fire Chief. or Deputy
Chief.

Inclement Weather

Section 8.10

District offices will be open for business on all business days except legal holidays and emergency situations.
In the event of severe inclement weather, the Fire Chief may determine whether an emergency exists in which
the public interest will be best served by closing the District office. If the District office is closed due to a
weather emergency, subject to the requirements of law, the following apply:
•

Employees will be notified by e-mail, telephone or pager and are not to report to work if their work site is
not open. If they are not given notice of closing by the Fire Chief or his designee, employees may assume
that the District facilities will be open.

•

When the District office is closed because of inclement weather, the employee must utilize earned
vacation, comp time, sick time, or leave without pay to compensate for time off.

•

Those employees required by the Fire Chief to work during severe weather due to the nature of their job
responsibilities, such as essential employees, will be paid.

When the District office or offices have not been officially closed during inclement weather, the following
policy applies:
Employees who, because of inclement weather, report to work after the start of their scheduled work shift may
utilize accumulated compensatory time, earned vacation or leave without pay.

Lunch & Rest Breaks

Section 8.15

The regular 40-hour week for full-time employees includes opportunities for employees to use the rest room at
their discretion throughout each 8 hour work day. There are no scheduled breaks during an 8 hour work day
except for a meal.
Full-time employees without firefighting duties are given ½ hour non compensated time per eight consecutive
work hours to eat a meal (see Minnesota Statutes 177.253 and 177.254). At times a longer lunch break may be
needed. Request for an extended lunch must be made to the Fire Chief or Deputy Chief prior to extending the
lunch.
Procedure
The length of the workday cannot be shortened by eliminating lunch periods. However, certain positions may
be afforded a modified lunch schedule under the Flexible Workplace Program.

Working through Lunch
Full-time non-exempt employees with firefighting duties are required to be available to respond to calls for
service.

Meeting Attendance, Standby Duty, and Emergency Call-out Section 8.20
The District assigns non-exempt employees to perform various duties after hours, on weekends, and during
holidays. Depending on the function and schedule requirements of individual positions within the District,
these activities may qualify the employee for additional compensatory time or overtime pay.

Callout of Non-exempt Employees
In some instances a supervisor may have an employee who is not scheduled respond to a problem on a
weekend or holiday, due to their experience and expertise in that area. In these instances, in any week that the
employee’s regular hours exceed 40, the employee will receive pay at one and one-half times their regular rate
of pay. This may be comp time.

Meeting Attendance
Staff required to return to the workplace to attend meetings after hours will receive pay at one and one-half
times their regular rate of pay, in any week that the employee’s regular hours exceed 40. This may be comp
time.

Modified Schedule
Supervisors may also modify the employee’s work schedule to accommodate circumstances such as callout or
meeting attendance. The supervisor shall provide the employee with as much notice as possible when his or
her attendance is required outside of normal working hours.

Emergency Call-out
Non-exempt employees called out for an emergency will receive pay at one and one-half times their regular
rate of pay, in any week that their regular hours exceed 40. This may be comp time.

Non-Exempt Employees
For further information on exempt and non-exempt employees, see Section 10.20, Overtime Pay.

Flexible Workplace Program

Section 8.25

The Flexible Workplace Program is intended to foster a positive, flexible work environment by meeting the
short term needs of the employee and balancing these needs with the District’s responsibility to provide
quality services to the residents and customers of West Metro Fire-Rescue District.
These short-term alternatives are available when unique employee needs create situations that may
necessitate a temporary modification of the hours and attendance requirements. The alternatives under this
policy are to be practiced within a clearly defined time frame (start date and end date).
Participation in this program does not change the basic terms and conditions of employment with the District.
The flex-time option is intended to allow not only for non-traditional starting and ending times, but also for a
modified work schedule, is a temporary schedule negotiated by the employee and the Fire Chief that enables
the employee to work a schedule other than a typical eight-hour day, five-day week.
Furthermore, alternative schedules are not appropriate for every position or employee at the District. Based on
position requirements and employee performance and conduct, some employees may not be eligible for
participation in the Flexible Workplace Program.
Under the program, the Fire Chief is able, but not required, to approve flex-time scheduling for employees
under the following conditions:
•

The employees must have successfully completed their probationary period.

•

The employee must have received a rating of satisfactory or better at his/her most recent employee
appraisal.

•

Quality customer service for residents must be assured and maintained.

•

Administrative Office hours must be maintained regardless of individual employee needs. The
Administrative office hours are between the hours of 8 am and 4:30 4:00 pm.

•

Employee job responsibilities will not change due to participation in the Flexible Work Program.
Professionalism in terms of job responsibilities, work output, and customer orientation will continue to
follow the standards set by the District.

The Fire Chief may discontinue schedules approved in accordance with this policy at any time.
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Job Classification & Pay Plan

Section 10.05

In 1984, the Minnesota Legislature passed the Local Government Pay Equity Act (LGPEA). Also known as
comparable worth, this law requires all public jurisdictions such as cities, counties, and school districts to
eliminate sex-based wage inequities in compensation.
The District maintains a job classification system and pay plan for all positions covered by this handbook. The
Fire Chief reviews the job classification system and pay plan at least once each year and may modify any or all
of the salary ranges in the pay plan at any time. Any amendments to the job classification system and/or pay
plan will be based on changes in the responsibilities or duties of the classes, living costs, the District’s financial
status, general economic conditions, federal or state law, or other pertinent factors warranting such action.
The Fire Chief will present the classification plan to the West Metro Fire-Rescue District Board of Directors for
its approval. The effective date of the classification plan shall be the date of its approval by the West Metro
Fire-Rescue District Board of Directors.
Job Descriptions
Job descriptions formally document the content of jobs held within the District. These written descriptions
provide information including title, essential duties and responsibilities, required knowledge, skills and abilities,
minimum education, training, work experience, and other pertinent factors. Job descriptions are reviewed from
time to time by the Deputy Chief Fire Chief or the Assistant Chief of Administration to assure they are accurate
and up-to-date.
Reclassification
When the duties of a position change substantially the Fire Chief may request a review of the duties of the
position. Based on the results of the review, the Fire Chief may reclassify the position.
Pay Plan
The annual compensation for each position is established each year by the Fire Chief. All increases for
employees may be granted upon the recommendation of the Fire Chief. The District reserves the right to
withhold, delay, and/or determine the appropriate pay range movement for any employee. This includes step
increases, annual increases (sometimes referred to as cost-of-living increases), and performance/merit pay.
The compensation plan will be presented to the West Metro Fire-Rescue District Board of Directors for its
approval. The Fire Chief will review and recommend to the Board of Directors changes in the compensation
plan whenever conditions require or annually.
Employees Hired Above Step 1
Employees may be hired above Step 1 if warranted by their qualifications, market conditions, or other positionrelated criteria in the judgment of the Fire Chief.
Temporary Assignment to a Higher Position
From time-to-time employees may be asked to take on significant additional responsibilities due to a position
vacancy. When this occurs, the employee’s pay will be adjusted commensurate with the additional

responsibilities, though not all vacancies will cause an employee to receive an increase in pay. The Fire Chief
will make this determination.
An employee serving as the Acting Fire Chief will be compensated in accordance with a District Board approved
amount.
Exceptions
The Fire Chief may approve an exception to these guidelines if such exception is within the overall intent and
purpose of this policy and is in the public interest.

Payroll Policies and Procedures

Section 10.10

Paydays Full-time Employees
Payday is every other Friday. Wages are paid for the two-week period ending on the previous Sunday. When
paydays fall on a holiday, checks are issued the last working day before the holiday.
The workweek for the West Metro Fire-Rescue District starts at 12:01 am on Monday morning and ends at
midnight on Sunday. Workdays begin at 12:01 am and end at midnight.
Generally, there are a total of 26 pay periods per year. However, there may be years when there are a total of
27 pay periods.
Paydays Paid, on-call Employees
Payday for paid, on-call employees is the last full-time payday of each month. Wages are paid for the prior
month.
Submission of Timesheets Full-time Employees
Timesheets for full-time employees must be submitted to the Fire Chief by on Monday morning with the
appropriate signatures in order for employees to be paid on Friday.
In the event of a holiday, timesheets may be requested at an earlier time by the Fire Chief.
If an employee is on vacation leave, or some other compensated leave such as a sick or funeral leave, a time
sheet must be submitted in order for them to be paid. Employees should prepare time sheets in advance of
their absence if at all possible.
Submission of Timesheets Paid, on-call Employees
Timesheets (e.g., incident forms, activity reports and training reports) must be placed in the red box at each
station upon completion with appropriate signatures and initials.
All timesheets for paid, on-call employees must be submitted to the Deputy Chief Assistant Chief of
Administration on Monday of each week. At the close of each month all timesheets will be submitted to
the Deputy Chief Assistant Chief of Administration on the first day of the new month.
Timesheet Instructions
Timesheets are legal documents that must be completed in ink and signed by the employee. If something is
incorrect, the employee should cross it out and initial the change. If a supervisor makes a change to the
number of hours worked on an employee’s time sheet, they must discuss the change with the employee before
submitting the time sheet.
In general, only supervisors, as designated by the Fire Chief, can approve time sheets. Employees cannot
approve their own time sheets.

Direct Deposit
Minnesota State law allows for the District to require direct deposit for all employees who are being paid by
their payroll systems. Thereby, the District mandates direct deposit of paychecks for all employees.
Employees may direct deposit to checking or savings accounts at multiple financial institutions—banks or credit
unions. Employees must designate a primary account but may also choose to deposit particular dollar amounts
into secondary accounts. Enrollment forms and information can be obtained from Employee Intranet, the
Deputy Chief or Fire Chief.
Final Paychecks Full-time Employees
Full-time employees who terminate employment typically receive their final paycheck on the first pay period
following their last day of work. In addition, if accrued sick leave, vacation leave, and termination pay are to be
paid out in the form of severance, this will occur after an additional two weeks have passed.
Discharged employees shall be paid within 24 hours of their demand for wages.
Final Paychecks Paid, on-call Employees
Paid, on-call employees who terminate employment typically receive their final paycheck on the first pay
period following their last day of work.
Discharged employees shall be paid within 24 hours of their demand for wages.

Payroll Deductions

Section 10.15

Required Deductions
The District is required to deduct Federal taxes, State taxes, Social Security, and Medicare (with some
exceptions) from employee paychecks. The District sends the amount collected to the appropriate state and
federal government agency. The District is also required to deduct full-time employee’s contribution to the
Public Employees Retirement Association (PERA).

Overtime Pay

Section 10.20

Non-exempt employees who work in excess of the regular 40-hour work week will be compensated at oneand-one-half times their regular rate of pay. Overtime work must be approved in advance by the Fire Chief or
Deputy Chief. Hourly rates are determined by dividing the annual salary by 2,080 hours. Overtime is based on
actual hours worked and does not include holidays, vacation leave, sick leave, flex-time or comp time used.
The workweek for the West Metro Fire-Rescue District starts at 12:01 am on Monday morning and ends at
midnight on Sunday. Workdays begin at 12:01 am and end at midnight.
All employees are required to work overtime as requested by the Fire Chief or Deputy Chief as a condition of
continued employment. Refusal to work overtime may result in disciplinary action, up to and including
termination.
All hours worked over 40 per week to be compensated by overtime or comp time must be pre-approved by the
Fire Chief or Deputy Chief prior to working overtime or comp time. Failure to obtain prior approval of overtime
and comp time may result in disciplinary action, up to and including termination.
Exempt Positions
Exempt employees do not receive cash payment for overtime.

Compensatory Time

Section 10.25

Compensatory (comp) time is paid time off which is earned and accrued by an employee for overtime hours
(work in excess of the regular 40-hour work week). Comp time work must be approved in advance by the Fire
Chief or Deputy Chief. Comp time is based on actual hours worked and does not include holidays, vacation
leave, sick leave, flex-time or comp time used.
The District has established the following guidelines for accrual and use of comp time:
•

With approval of the Fire Chief or Deputy Chief, FLSA non-exempt employees have the option of
selecting compensatory time at the rate of one and one half times their regular rate of pay in lieu of
overtime, to a maximum of 80 hours of comp time accrual.

•

Exempt employees of the West Metro Fire-Rescue District are eligible for straight hour for hour
compensatory time to a maximum of 40 hours comp time accrual.

•

Minimum compensatory hours to be used for time off is one hour.

All hours worked over 40 per week to be compensated by overtime or comp time must be pre-approved by the
Fire Chief or Deputy Chief prior to working overtime or comp time. Failure to obtain prior approval of overtime
and comp time may result in in disciplinary action, up to and including termination.

Fire Technician Program

Section 10.30

The District’s Fire Technician Program allows for a one (1) dollar per hour increase in a paid, on-call firefighter’s
pay after completing program training requirements and application process.

Overtime Pay for Exempt Employees When the Governor
Declares an Emergency or a Disaster
Section 10.30
When the Governor Declares an Emergency or a Disaster the District may pay overtime (1) at time and one-half
for FLSA non-exempt employees and (2) at straight-time rates to FLSA exempt employees when all of the
following conditions occur:
•
•
•
•

There is a gubernatorial declaration of a state of emergency/disaster;
Employees are performing law enforcement activities or response/recovery activities during
the emergency/disaster;
There is a requirement by management for employees to work overtime during the
emergency/disaster; and
Funds are available.

The absence of any of these conditions will require the District to follow (1) the Hours of Work and Overtime
Policy for FLSA nonexempt employees and (2) the agencies compensatory leave policy for FLSA exempt
employees.
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Safety

Section 12.05

The personal safety and health of each employee of the West Metro Fire-Rescue District and the prevention of
occupationally induced injuries and illnesses is of primary importance. The District seeks to maintain a safe and
hazard-free work environment.
As a condition of employment, employees are required to develop safe work habits and to contribute to their
own personal safety as well as the safety of their fellow employees.
To be successful, the District’s safety and health program must be the shared responsibility of all employees.
Many health and safety hazards can be eliminated if proper precautions are taken. It is the duty and
responsibility of all employees to do all of the following:
•
•
•
•
•
•
•

understand and follow all rules and safety standards
make sure they are familiar with the safe and proper use of any tool or piece of equipment before it is
used
operate all tools and equipment in a safe and careful manner
immediately report to their supervisor all unsafe equipment, practices, or procedures that pose a threat
to the safety of employees or others
cooperate with and assist in the investigation of accidents to identify the causes and to prevent
recurrence
be active in District safety programs
report injuries to their supervisor immediately following procedures identified in Section 12.15,
Worker’s Compensation

Supervisors are responsible for all of the following:
•
•
•
•
•

complying with District safety regulations
reviewing safety procedures with all employees
assuring employees have received training in use of tools and equipment prior to use
instructing employees in accident prevention
completing necessary forms upon the report of an employee injury following the procedures identified
in Section 12.15, Worker’s Compensation

Safety Committee

Section 12.10

The West Metro Fire-Rescue District is committed to preventing workplace injuries and illnesses among all
employees. To prevent these losses, a Safety Committee consisting of both employees and administration will
be established.
Employee involvement in accident prevention and support of Safety Committee members and activities is
necessary to ensure a safe and healthful workplace.
The purpose of the District’s Safety Committee is to involve employees and administration in a non-adversarial,
cooperative effort to promote safety and health in the workplace. The Safety Committee will assist
administration and make recommendations for change.
Organization
The Safety Committee shall consist of four three employee representatives, three officers or supervisory
representatives and the Deputy Chief Assistant Chief of Administration. Employee representatives shall be
volunteers. If no employees volunteer or are elected, they may be appointed by the Fire Chief. Officer and/or
supervisory representatives will be appointed.
Safety Committee members will serve terms of at least two years. Committee membership terms will be
staggered so at least one experienced member is always serving on the Committee.
Extent of Authority
The Safety Committee advises administration about safety and health issues in the workplace. All written
recommendations from the Safety Committee will be submitted to the Fire Chief. The Fire Chief will consider
the recommendations and respond to the Safety Committee within a reasonable time.
Functions
The objective of the Committee is to reduce workplace accidents and injuries by:
• promoting safe work practices
• improving employee involvement in safety
• assuring training of employees and supervisors in health and safety
• investigating accidents and incidents
• assuring hazard assessment and control
Recommendations
All written recommendations submitted to management shall:
• be clear and concise
• provide reasons for implementation
• include implementation costs and recommended completion dates
• list benefits

Procedures
The Safety Committee procedure for fulfilling its role shall include the following:
• Meetings shall take place according to the schedule defined by committee members.
• Co-chairs of the committee will be elected in January of each year upon the seating of the new
committee members.
• The agenda will be prepared based on previous meetings and submissions from all committee
members.
• Minutes of the meetings shall be prepared and posted on the employee intranet.
Duties of each Safety Committee member must include all of the following:
• reporting unsafe conditions and practices
• attending all safety and health meetings
• reviewing all accidents and near-misses
• recommending ideas for improving safety and health
• working in a safe and healthful manner
• observing how safety and health is enforced in the workplace
• completing assignments given to them by the chairperson
• acting as a work-area representative in matters pertaining to health and safety
Summary
Planning, effective leadership and the Safety Committee can build a lasting safety and health program.
The Safety Committee shall be a constructive entity, providing guidance and leadership in matters pertaining to
the overall health and safety of the District.

Workers Compensation

Section 12.15

An employee who is temporarily unable to work due to an injury or illness sustained in the performance of the
employee’s work with the District may be eligible for Workers’ Compensation subject to the provisions of the
State of Minnesota Workers’ Compensation law.

Workers’ compensation insurance provides wage replacement and medical payment benefits to District
employees who become ill or injured as a result of their job with the District.
Workers’ compensation has two goals:
• to return employees to work as soon as possible
• to bring employees back, as close as practical, to the income they had before the injury
If an employee is injured on the job, the West Metro Fire-Rescue District encourages the employee to use the
benefits provided under State workers’ compensation laws.
If you are Injured
1. Immediately report any injury or work-related illness that needs attention to your supervisor. All
injuries, no matter how small or seemingly insignificant, must be reported. This is critical in the event
secondary problems appear later. It is extremely important to report the injury as soon as possible to
avoid problems with a claim and to avoid fines to the District.
2. If the illness/injury requires medical treatment, the employee will be directed to the appropriate
medical facility, however, in the event of a medical emergency, the employee should seek treatment at
the nearest medical center.
3. At the medical facility, ask the physician to send a Health Care Provider or Report of Workability Form
to the Deputy Chief Assistant Chief of Administration.
4. The employee must complete an Employee Incident Report Form within 24-hours of the injury. It is the
responsibility of the supervisor to review the form for completeness and then forward it to the Deputy
Chief Assistant Chief of Administration. The employee should keep a photocopy for his/her records.
5. The supervisor also completes the Supervisor’s Report of Accident Form within 24 hours of being
informed of the injury and then forward it to the Deputy Chief Assistant Chief of Administration. The
employee must not complete the Supervisor’s Report of Accident under any circumstances.
6. The supervisor will complete the First Report of Injury (FROI) Form within 24-hours and forward it to the
appropriate entity. A copy of the FROI will also be provided to the injured employee along with a copy
of the Minnesota Workers’ Compensation System Employee Information Sheet and then forward it to
the Deputy Chief Assistant Chief of Administration.
The employee should keep the supervisor and the District informed about his/her medical condition and when
he/she can return to work.
An employee will be compensated for time spent seeking medical attention on the date of the injury. If an
employee chooses to go home (without seeking medical attention), he or she will need to use appropriate
leave.

Benefits

Workers’ compensation benefits shall be paid in accordance with Minnesota law.
Full-time employees may supplement their workers’ compensation payments with accrued sick or vacation
hours to make up the 1/3 pay that workers’ compensation does not cover, unless the leave is designated as
FMLA leave, in which case federal law preempts the augmentation of pay. (Hours used by the employee to
supplement worker’s compensation payment are not reinstated when an employee turns over worker’s
compensation payments.)
Benefits may vary if the injury is determined to be permanent, or if the employee is unable to return to his/her
previous position. Benefits are not paid for self-inflicted injuries, or injuries resulting from an employee’s
intoxication.
Full-time employees who supplement their workers’ compensation payments with paid leave will earn prorated sick and vacation leave and holiday pay. (An employee must use paid leave on the day before and the day
after a holiday in order to receive holiday pay.)
Return to Work
When an employee has missed work due to an occupational injury or an illness, the District may require the
employee to submit a Fitness for Duty Report before returning to work.
Insurance Continuation
A full-time employee on workers’ compensation leave due to an injury while employed at the West Metro FireRescue District will continue to have the District portion of their insurance premiums paid by the District for a
maximum of six months. These benefits will be maintained under the same conditions, and at the same level of
District contribution, as before the employee was injured and unable to work.
If there are changes to the District’s contribution levels and/or premium rates while the employee is on
workers’ compensation leave, those changes will take place as if the employee were still on the job. The
employee is required to continue payment of the employee portion of the health care and/or other insurance
coverage they choose to continue. Insurance continuation will not be paid by the District for employees who
fail to comply with required procedures for reporting work-related injuries.
If the leave qualifies as Family Medical Leave Act (FMLA) leave, the provisions of the FMLA policy will apply and
the District will pay its share of the premiums as provided under the Act. FMLA leave will run concurrently with
this provision.
If the employee is supplementing workers’ compensation payments with accrued sick or vacation leave,
premiums will be pro-rated based on the amount of paid leave used.
Conflicts with the Law
This policy is intended to be a general summary. If this information conflicts with state or federal statutes, the
statute will apply.

Vehicle/Property Damage Reporting

Section 12.20

Incidents that result in damage to District property must be reported by the employee to the supervisor and
the Police Department immediately. The driver of a District vehicle involved in an accident is responsible for
fulfilling all requirements of the laws of the State of Minnesota regarding the operation of a motor vehicle.
Procedure
Employees involved in an accident while operating a District vehicle or their personal vehicle while on District
business must:
1. Stop. If a District vehicle is involved in an accident, the driver or officer shall report to dispatch that they
have been involved in an accident. They should then check for injuries to all persons involved and damage
to the fire vehicle. All Fire District personnel should attempt to render aid to any parties involved. In all
cases, the police must be notified and a police report filed.
If District apparatus is involved in a crash while responding to an emergency the driver or officer shall report
to dispatch that the apparatus has been involved in an accident and will not be available for further
response.
Any investigation shall be completed by a law enforcement agency not affiliated with the West Metro FireRescue District. The employee shall also contact his or her supervisor, the Fire Chief Deputy Chief Assistant
Chief of Administration.
2. Provide Assistance. Reasonable steps should be taken to assist those involved, including one's self, as
appropriate under the circumstances. The Fire Chief shall be informed immediately. Employees must have
the Employee Incident Report Form submitted to their supervisor with 24 hours of the incident.
3. Property Damage. The employee should report any damage to District property immediately to his/her
supervisor, who then should contact the Fire Chief Deputy Chief Assistant Chief of Administration. If the
vehicle being operated by the employee damages any other kind of property, the property owner must be
informed. If there is damage to District property, the employee must obtain a copy of the police report. The
incident must investigated by a police agency not affiliated with the District.
4. Exchange Information. Provide the name, address, and vehicle number to other drivers involved. The
employee should be sure to get the license plate numbers of all vehicles involved in the crash and the
names, addresses, and driver’s license numbers of all persons involved, as well as those of any witnesses.
5. Insurance Information. If requested, furnish the name and address of the insurance company that provides
the vehicle’s liability insurance (the District’s liability coverage is provided by the League of Minnesota Cities
Insurance Trust). This information must also be given to a police officer investigating the crash.
6. Complete a Vehicle Accident Report Form. To facilitate timely filing of appropriate reports, the employee
must provide all necessary information (including a copy of the Employee Incident Report Form, Vehicle
Accident Report Form and Supervisors Report of Accident Form) to the Fire Chief. Supervisors who receive
cost estimates of damages and information surrounding restitution or other reimbursement should also
forward all of this information to the Fire Chief. All reports must be completed as soon as reasonably
possible as well as within 24 hours of the crash.

Investigation of Injuries & Property Damage

Section 12.25

All Accident report forms are reviewed by the Fire Chief, Deputy Chief Assistant Chief of Administration, the
District’s workers’ compensation insurer, and the employee Safety Committee. The Committee is responsible
for implementing the Safety Program and may make recommendations regarding unsafe work sites or
employees with poor safety records.
All incidents involving property damage are reviewed by the Fire Chief and Deputy Chief Assistant Chief of
Administration, who may require additional information from the individual or supervisor. Copies of all
documents (including the Supervisors Report of Accident Form, Vehicle Accident Report Form, Employee
Incident Report Form, police accident reports, damage estimates, or court restitution orders) must be provided
to administration for future reference.

Damage/Loss of Personal Property

Section 12.30

The District does not reimburse employees for damage or loss of personal articles such as shoes, clothes, eye
glasses, etc. while performing normal activities. Replacement due to unusual conditions will be considered on a
case-by-case basis by the Fire Chief.
The District will replace personal protective equipment or other equipment supplied to employees to perform
their work activities in a safe manner, unless equipment damage occurs due to abuse or unauthorized use by
the employee. The employee must immediately have new/safe equipment before continuing on the job.

Keys and Security

Section 12.35

Physical security of public safety facilities is critical to ensuring that only authorized personnel have access to
these facilities and the apparatus and equipment stored within them. Following the terrorist attacks on 911,
the importance of facility security has come to the forefront.
The purpose of the West Metro Fire-Rescue District (WMFRD) Physical Security Policy is to establish the rules
for the granting, control, monitoring, and removal of physical access to WMFRD facilities. WMFRD facilities
house the apparatus and equipment and the data center that controls WMFRD applications and their
interconnectivity with outside agencies (LOGIS, Hennepin County, State of Minnesota, etc.). Hence the
controlling of physical access to WMFRD facilities is extremely important.
This policy applies to all West Metro Fire-Rescue District Personnel (WMFRD), partner agencies and their
employees and to authorized visitors using or having access to District facilities. This policy is intended to
regulate the use of the physical security within reasonable, practical parameters and offer options for personal
needs. WMFRD administration shall make the final determination on access requests and permissions granted.
Physical Security Classifications
The following are defined classifications for physical access to WMFRD facilities:
Unrestricted Access: Access to WMFRD facilities, with the exception of the staff office areas, apparatus bays,
day rooms, data centers, storage areas, data communications room, and tape storage room, is unrestricted to
authorized visitors and partner agency staff, Monday through Friday 8:00 AM to 4:30 PM except holidays.
After 4:30 PM the main entry exterior door is locked and secured. No non-employee access after 4:30 is
allowed without prior management approval, with the exception of partner agency staff and vendors working
with staff on projects or problem resolution which extends past business hours, or an approved/scheduled
room use by a District. A WMFRD or partner agency employee must accompany all approved after-hours
access visitors. Exception, the main entry at the Administrative Headquarters shall be secured at the inner-air
lock door to prevent unauthorized access and to allow staff approval of visitors entering the facility during
normal business hours.
Restricted Access: Access to the staff office areas, apparatus bays, day rooms, data centers, storage areas, data
communications room, and the tape storage room is classified as restricted. Any non-employee access that is
approved must be accompanied and supervised by an authorized WMFRD employee.
WMFRD partner agency staff or immediate family members of a WMFRD employee may be allowed temporary
access to apparatus bays, day rooms and unrestricted areas without prior approval; however the WMFRD
employee assumes responsibility for this person or persons and is responsible for supervising their access.
Access to the data centers and storage areas by WMFRD employees is restricted. All approved access to the
data centers by non-WMFRD employees must be logged and recorded on the data center access sheet.
All network communication (local and wide area network), fiber termination, and phone termination will be
located in the data and telecommunications rooms. Only employees or vendors authorized by administration
are allowed access.

Access to the tape storage room is not allowed with the exception of WMFRD administration and LOGIS staff
and computer operations. The WMFRD IT Manager must supervise any access by other employees.
Physical Building Security:
Security and Fire Systems:
WMFRD must maintain and operate a fire alarm system for the protection of its assets. All physical security
and fire alarm systems must comply with all applicable regulations such as, but not limited to, building codes
and fire prevention codes.
Building fire alarm systems, when present, must be monitored from a remote central station. Upon an alarm,
the dispatch center will notify the police and fire dispatch and WMFRD administration. It is the responsibility of
the on call administrator to be available for the dispatched police or fire services.
WMFRD building security logs access to the building through the card access system and the alarm system. The
alarm system records “Openings and Closings”. The “Opening and Closings” reports are generated monthly
and sent to the IT Manager for review.
All WMFRD employees will be issued one of the following; a fob, card or unique PIN pass code for the security
system. The fob, card or pass code will be used for entering controlled access areas of the buildings. Fobs,
cards or pass codes are not to be shared or distributed. Employees that lose their fob or card or forget their
password must immediately notify administration.
The IT Manager is responsible for creating, maintaining, and deactivating all fobs, cards and pass codes from
employees who separate their relationship with WMFRD. The IT Manager must also maintain a list of fobs,
cards and pass codes for documentation purposes.
Overhead doors shall be closed at all times unless conducting maintenance and staff is present. No exterior or
interior doors shall not be propped open, doing so compromises facility security and will result in a door prop
alarm.
Any attempt to circumvent any aspect of the facility security system may result in discipline including and up to
termination.
The last employee leaving any WMFRD facility is responsible for ensuring the building is secure and that all
lights are off.
Locks and Pass Codes
Access fobs, cards or pass codes will be granted to WMFRD employees, and select authorized partner agencies
and vendors. Users are responsible for securing these items at all times.
Key access will be granted to only WMFRD administration.
Access fobs, cards and/or keys that are no longer required must be returned to administration. Fobs, cards or
keys must not be reallocated to another individual bypassing the return process.
IT Manager is responsible for removing the fob, card, pass code and/or key access rights of individuals that are
separated from their relationship with WMFRD.

Lost or stolen access fobs, cards and/or keys must be reported to administration immediately.
Temporary access fobs or cards, such as those used when a card is forgotten at home or for janitorial access,
must be signed out.
Other Printed Documents
All printed documents containing private data must be shredded when being disposed.
Physical Assets
The following are guidelines that govern the care of the physical assets of WMFRD:
• The packing slip is immediately given to the network administrator and administration. It is the
responsibility of the purchaser to verify contents.
•

No assets shall be taken off site without administration approval.

•

Administration must be notified on all assets relocated off site.

•

Under no circumstances shall the WMFRD fixed asset tags be removed from WMFRD assets.

•

Assets can only be disposed of with administration approval. Upon approval the fixed asset number is
recorded and given to administration. Any assets that contain private data or WMFRD software must
be “wiped” clean and removed before disposal.

•

Accountability for WMFRD owned IT equipment must be maintained in accordance with established
fixed asset procedures. Current procedures require equipment to be marked with fixed asset tags and
recorded on the fixed asset system.

•

All hardware and software must be approved/installed by Network Services staff as according to
WMFRD and LOGIS policy.

•

All computer equipment must be protected by antivirus protection.

•

Data back-ups of servers are performed daily by Network Services. Weekly tapes are transferred off-site
on the first work day of each week. Long term storage of tapes is located off-site.
Users must not transfer WMFRD owned data onto other media unless it is to conduct official WMFRD
business.

•
•

Any document relating to software application code or licensing must be maintained in a secure area.

Workspace
Users are expected to provide reasonable security for their electronic security access devices, work areas and
related IT equipment. This includes ensuring that security access devices are not left unattended at any time,
passwords are not written down in accessible places or shared, removable media with private or restricted
data is kept in a secured area, and that private or restricted information is not displayed in such a manner that
unauthorized personnel can view it.

Guests at Fire Stations

Section 12.35

Guests to the West Metro Fire Rescue District are always welcome.
Any guest brought to the station by an employee must be supervised by that employee and he/she will be
responsible for the actions of the guests.
The definition of guests includes family members.
Access to vehicles and equipment must be closely supervised by the employee bringing in the guest to assure
that no one is injured and that no equipment is tampered with.
Members of the general public that stop by to see the station or for a tour must be supervised by a firefighter
while at the station.
All guests and members of the general public should be treated with the utmost courtesy.

Facility Use

Section 12.40

West Metro Fire-Rescue District facilities are intended first and foremost as fire stations. As secured facilities,
our stations are not available to the general public. Limited use of our facilities for purposes associated with
the District or the cities that own the facilities will be considered to the extent the use does not conflict with
the need for emergency response, facility security, and minimizing maintenance costs to the District.
General
This policy applies to all District facilities.
District facilities are owned by the City of Crystal (Stations 1 and 2) and City of New Hope (station 3). Users of
these facilities are subject to applicable policies of these cities in addition to District policy.
Requests for facility use must be approved in advance. District needs to utilize our facilities take precedence
over any other request.
District employees and city staff of the city that owns the facility may request facility use for meetings, events,
and classroom training purposes directly affiliated with the business need of the District or the city. Use of
District facilities for other purposes, organizations unrelated to the fire service or city, community events, or
personal events is prohibited.
Use of District facilities for any political purpose is prohibited.
Areas marked “Employees Only” are restricted to District employees except with advance permission of the
Fire Chief.
Authorized staff is responsible for appropriate use of the facility within this policy and must be present
throughout its use. Each group using the facility must designate a responsible person who will be present
during the event.
Our facilities are not available for ongoing, regular meetings or events regardless of affiliation with the District
or the city.
Although the cities own our facilities, the District is responsible for maintenance of the interior of the facility
and as such will hold users responsible for the costs of extra cleaning or maintenance services required as a
result of their use.
Facility users are required to follow the post-use checklist and leave the facility fully ready for the next
event. Users are responsible to leave the room in an orderly and clean condition; clean tables and chairs used
by the group; clean the kitchen if used; empty trash containers to the dumpster behind the building and turn
off lights.
The Board of Directors may implement a facility use fee and/or equipment use fee to apportion costs of
foreseeable maintenance needs.

Available Facilities
Station 1

5354 Douglas Drive, Crystal

Main floor: Restrooms
Second floor: Meeting room (2nd floor; not ADA compliant)
Station 2

4101 Douglas Drive, Crystal

Main floor: Restrooms
Second floor: Meeting room (2nd floor; not ADA compliant)
Station 3
Main floor:

4251 Xylon Avenue, New Hope

Kitchen (limited use; not a health-department approved kitchen)
Training Rooms A and B
Restrooms (except those marked for employees only)
Ambulance quarters (North Ambulance personnel only)
Second floor: None
Basement:
Gun range (Crystal and New Hope Police Departments only)

Respiratory Program

Section 12.45

The purpose of this program is to provide guidelines for the selection, safe use, training, operation, inspection,
maintenance, repair, storage, testing, medical evaluation of personnel and record keeping of our Self
Contained Breathing Apparatus (SCBA) and Supplied Air Respirators (SAR).
The following guidelines will be evaluated annually and changed by the West Metro Fire-Rescue District
(WMFRD) administration as deemed necessary to improve efficiency and/or safety.
Throughout this document all references to Self Contained Breathing Apparatus (SCBA) includes Supplied Air
Respirators (SAR).
General
1. Selection of Apparatus:
The SCBA/SAR used by the WMFRD shall be a full facepiece pressure demand type that has been certified by
NIOSH. The SCBA/SAR used by this department shall be selected on the basis of reliability and serviceability
dealing with the hazards that fire personnel encounter and are exposed to.
Each member of the WMFRD that is permitted to use SCBA and/or SAR equipment shall be issued a facepiece
for his/her own exclusive use.
Each SCBA harness assembly will be equipped with a personal alert safety system.
Only fire department issued glasses shall be worn with the SCBA facepiece.
Use of soft contact lenses shall be permitted during SCBA/SAR use, provided that the member has worn soft
contact lenses for at least six months without any problems.
2. Medical Evaluations and Fit Testing:
The WMFRD has provided their chosen physician or licensed health care professional with a copy of this
operational guideline along with CFR 1910.134.
Each recruit of the WMFRD shall be evaluated by a physician or licensed health care professional to determine
their ability to use SCBA/SAR. This medical evaluation shall be completed before becoming a firefighter and
annually thereafter. A medical evaluation shall be completed before any firefighter is fit tested or required to
use SCBA/SAR.
The WMFRD shall ensure that all firefighters are using a tight-fitting facepiece. No firefighter shall have any
facial hair growth that comes between the sealing surface of the facepiece and the face or that interferes with
valve function.
WMFRD firefighters shall have a fit test prior to initial use of their facepiece; whenever a different facepiece is
issued; whenever visual observations are made of a firefighters physical appearance that could affect the fit of
their facepiece and at least annually. All fit tests shall be done according to OSHA accepted protocol.
All other Personal Protective Equipment must be properly worn so as not to interfere with the seal of the
facepiece to the face of each user.

3. SCBA Coordinator and SCBA Technicians:
The duties of the SCBA Coordinator shall be carried out by the Deputy Chief.
The SCBA Coordinator is responsible for the following:
Coordinating the repair of the SCBA and maintaining accurate and accessible repair records.
1. Coordinates with the Fire Specialist, SCBA technicians and station officers to assure that prompt repairs
are made to all “red tagged” SCBA equipment.
2. Coordinates with the Fire Specialist and SCBA technicians to purchase repair and replacement parts.
Coordinating the SCBA preventative maintenance program and maintaining accurate and accessible
maintenance and inspection records.
1. Coordinates with SCBA Technicians and station officers to assure that required inspections are
conducted of all SCBA and personal facepieces.
2. Identifies SCBA failure trends and takes appropriate corrective action to alleviate the situation.
Assists with and coordinates all on-going SCBA training and fit testing. Maintains accurate and accessible
training and fit test records.
SCBA technicians must meet the requirements of firefighter. Technicians must become Certified Maintenance
Technicians within one year of appointment.
SCBA Technicians are responsible for the following:
Repair of the SCBA equipment.
1. Assures that prompt repairs are made to “red tagged” SCBA equipment.
2. Assures that accurate repair records are recorded and maintained.
Preventative maintenance program:
1. Completes the preventative maintenance program.
2. Identifies SCBA failure trends and make recommendations for corrective actions to alleviate the
problem.
SCBA training and fit testing:
1. Assists with the annual training provided to the firefighters on the use and care of SCBA equipment and
operation of the air compressors for filling SCBA air bottles.
2. Completes annual fit testing of SCBA facepieces for each firefighter.
3. Assures that accurate training and fit test records are recorded and maintained.
4. Assists with the training of new recruits in the areas of SCBA equipment and the air compressors for
filling SCBA air bottles.
4. Training and Information:
Prior to initial use and yearly thereafter all WMFRD firefighters shall be trained in the proper use and
limitations of the SCBA.
All firefighters must be able to demonstrate knowledge of at least the following:
1. Why SCBA are necessary and how improper fit, usage, or maintenance can compromise the protective
effect of the SCBA.
2. What the limitations and capabilities of the SCBA are.

3. How to use the SCBA effectively in emergency situations, including situations where the SCBA
malfunctions or fails.
a. Demonstrate emergency techniques using SCBA to assist other firefighters, conserve air and
show restriction in the use of the bypass valve.
b. Demonstrate the use of SCBA in limited or confined spaces.
4. How to inspect, don and doff, use, and check the seals of the SCBA.
5. How to maintain and store the SCBA.
6. How to recognize medical signs and symptoms that may limit or prevent the effective use of the SCBA.
5. Record keeping:
The WMFRD will keep written records regarding medical evaluations, fit testing, training and maintenance of
our SCBA.
Records regarding medical evaluations will be kept by the designated health care provider and retained for the
length of each firefighter’s employment plus thirty years. These records will be accurate and accessible. They
will meet the requirements of 29 CFR 1910.1020.
Records regarding fit tests will include the following information and will be retained until the next fit test is
administered:
1.
2.
3.
4.
5.

The name or identification of the firefighter tested.
Type of fit test performed.
Specific make, model, style, and size of facepiece being tested.
Date of test.
The fit factor and strip chart recording or other recording of the test results for our Quantitative Fit
Test.

All SCBA are required to be certified per manufacturer’s recommendations. This shall be done by documenting
the date each inspection is performed, the name and signature of the person completing the inspection, the
findings of the inspection, and what remedial actions need to be taken.. This information shall be maintained
until replaced by a subsequent certification.
A complete inventory record of all SCBA/SAR shall be kept. All SCBA facepieces, HUDS, regulators, back
pack/harness assemblies and cylinders shall be given individual identification numbers.
An individual record shall be kept for each SCBA backpack and harness assembly. The following information
shall be included on the record:
1.
2.
3.
4.
5.
6.
7.
8.

Inventory number.
Date of purchase.
Date of manufacture.
Date placed in service.
Battery in service date.
Maintenance and repair record.
Record of replacement parts and any upgrades.
Test performance information.

An individual record shall be kept for each SCBA regulator. The following information shall be included on the
record:
1.
2.
3.
4.
5.
6.
7.

Inventory number.
Date of purchase.
Date of manufacture.
Date placed in service.
Maintenance and repair record.
Record of replacement parts and any upgrades
Test performance information.

A record shall be maintained for each SCBA and SAR cylinder. The following information shall be included on
the record:
1.
2.
3.
4.
5.
6.

Inventory number.
Date of purchase.
Date of manufacture.
Date placed in service.
Hydrostatic test pressure and dates.
All information pertaining to repairs and maintenance of each cylinder.

Hydrostatic test dates shall be recorded on each cylinder according to the manufacturer’s instructions.
A record shall be maintained for each facepiece. The following information shall be included on the record:
1.
2.
3.
4.
5.

Inventory number.
Date of purchase.
Name of firefighter that has been assigned the facepiece.
All information pertaining to repairs, maintenance, replacement parts, and upgrading of the facepiece.
All test performance information.

A record shall be maintained for each Heads Up Display (HUD). The following information shall be included on
the record:
1.
2.
3.
4.
5.

Inventory number.
Date of purchase.
Name of firefighter that has been assigned the HUD.
All information pertaining to repairs, maintenance, replacement parts, and batteries.
All test performance information.

6. Safe Use:
SCBA shall be used anytime fire department personnel are engaged in any operations where they might
encounter atmospheres that are immediately dangerous to life or health (IDLH) or potentially IDLH or where
the atmosphere is unknown.
SCBA’s shall be used by all personnel operating in an area where the potential for a hazardous atmosphere
exists including, but not limited to:
•

Interior structural firefighting operations

•
•
•
•
•
•
•
•

Exterior structural firefighting operations where the potential for breathing smoke exists
Overhaul operations (even in the absence of visible smoke)
Car fires
Dumpster and rubbish fires
Hazardous materials incidents in the Hot and Warm zones
Confined space entry
CO emergencies where the CO concentration exceeds the PEL (35ppm)
Any time the Incident Commander or Safety Officer deems necessary

SCBA shall be used in any hazardous atmosphere.
SCBA shall be used in any atmosphere that is suspected to be hazardous.
SCBA shall be used in any atmosphere that may become hazardous.
SCBA shall be used when it is unknown if the atmosphere is hazardous.
SCBA shall be worn according to the manufacturer’s specifications.
WMFRD firefighters shall be monitored for indications of fatigue or other factors that may result in unsafe
conditions while they are operating in atmospheres requiring the use of SCBA. A mandatory rest period shall
be required for all firefighters after working with SCBA for the duration of two, thirty-minute bottles.
Firefighters will not be allowed back on SCBA unless directed by Incident Command.
WMFRD firefighters using SCBA shall operate in teams of two or more.
WMFRD firefighters using SCBA shall be able to communicate with each other and coordinate their activities.
Working time in Immediately Dangerous to Life and Health (IDLH) atmosphere shall be limited to ½ the capacity
of a firefighter’s cylinder unless the crew is working in the immediate vicinity of an exit. Incident Command
shall be immediately informed and all members of a crew will exit the Immediately Dangerous to Life and
Health (IDLH) atmosphere together when one member’s low air warning is activated.
Whenever operations require the use of SCBA the Accountability System shall be put into place and personal
alert safety systems will be activated before crews enter the IDLH atmosphere.
Where WMFRD firefighters are involved in operations that require the use of SCBA, other than interior
structural firefighting, at least one member of the department shall be assigned to remain outside the area
where respiratory protection is required (IDLH atmosphere). This person shall be responsible for accountability
of the WMFRD firefighters using SCBA.
During interior structural firefighting at least two firefighters shall be located outside the area where
respiratory protection is required (IDLH atmosphere). One of these two firefighters may be assigned to an
additional role, such as incident commander or safety officer, so long as this individual is able to perform
assistance or rescue activities without jeopardizing the safety or health of any firefighter working at the
incident. This firefighter shall not be the pump operator.

During interior structural firefighting there shall be firefighters located outside of the IDLH atmosphere that are
trained and equipped to provide effective emergency rescue for the interior crews. This is not meant to
preclude firefighters from performing emergency rescue activities before an entire team has been assembled.
SCBA’s shall be used by all personnel operating in an area where the potential for a hazardous atmosphere
exists including, but not limited to:
•
•
•
•
•
•
•
•
•

Interior structural firefighting operations
Exterior structural firefighting operations where the potential for breathing smoke exists
Overhaul operations (even in the absence of visible smoke)
Car fires
Dumpster and rubbish fires
Hazardous materials incidents in the Hot and Warm zones
Confined space entry
CO emergencies where the CO concentration exceeds the PEL (35ppm)
Any time the Incident Commander or Safety Officer deems necessary

7. Acceptance Testing, Repairs, Maintenance and Care of SCBA:
Acceptance Testing:
Prior to being placed in service, all SCBA shall be tested and inspected by factory certified personnel.
Documentation of the testing shall be provided and included with the records of the SCBA. The following tests
shall be performed on all SCBA before being accepted by the WMFRD:
1. All major components shall be inspected for compatibility, completeness of assembly, and signs of
damage.
2. All components shall be tested for proper function and performance. Testing shall include manipulation
of all adjustable components such as slides, buckles, control valves, and levers. Furthermore, the
facepiece, regulator mechanism, alarm, and cylinder valve shall be tested on the manufacturer’s test
equipment for compliance with specifications.
Repairs:
Any SCBA that fails an inspection or is otherwise found to be defective must be removed from service and
“tagged” and the SCBA technician must be informed.
Only approved parts shall be used.
Repairs will be made according to manufacturer’s recommendations.
Only qualified SCBA technicians shall make repairs to the SCBA.
Cleaning and Disinfecting:
Facepieces shall be cleaned and disinfected according to the manufacturer’s recommendations whenever
necessary to maintain them in a sanitary condition.
Storage:
All SCBA/SAR shall be secured in brackets and regulators shall be stored in the belt storage cup in a manner
that protects the regulator openings.

All SCBA/SAR shall be stored in a ready-for-use condition and shall be protected from damage or exposure to
rough handling, excessive heat or cold, moisture or other elements.
All facepieces shall be stored in a department-issued bag and protected from damage, contamination, dirt,
dust, sunlight, extreme temperatures, excessive moisture, damaging chemicals, and deformation of the
facepiece and exhalation valve.
Inspection:
All firefighters shall inspect their facepiece for proper function and seal before and after each use; during
cleaning and monthly according to the manufacturer’s recommendations. The following checks will be
completed during each inspection:
1. Facepiece function and ability to make the proper seal. This shall be done with a negative pressure test
held for 10 seconds.
2. Tightness of connections.
3. Condition of various parts including, but not limited to, the facepiece, head straps, and valve.
4. Check all elastomeric parts for pliability and signs of deterioration.
5. Associate HUD with a backpack assembly to ensure receiver and lights are working properly.
An after Use Inspection Form shall be completed after each use.
Checks of all stored SCBA including regulators and warning devices shall be completed regularly and at a
minimum of monthly to determine that all are functioning properly.
All air cylinders shall be maintained in a fully charged state and shall be recharged when the pressure falls
below 4300 psi.
Breathing Air Quality and Use:
The compressed breathing air used by this department shall meet the following requirements:
1. Have a carbon dioxide content of 1000 PPM or less and a minimum air quality of Grade D.
2. No noticeable odor.
The cylinders used by this department to supply breathing air shall be tested and maintained as prescribed in
the Shipping Container Specification Regulations of the Department of Transportation (49 CFR part 173 and
178). The moisture content in the cylinder shall not exceed a dew point of -50 degrees Fahrenheit at 1
atmosphere pressure.
The WMFRD has contracted with a qualified outside vendor to maintain and service the air compressor used by
this department. This vendor shall ensure that the air compressor meets the following requirements:
1. Prevents entry of contaminated air into the air-supply system.
2. Minimizes moisture content so that the dew point at 1 atmosphere pressure is 10 degrees Fahrenheit
below the ambient temperature.
3. Has suitable in-line air-purifying sorbent beds and filters to further ensure breathing air quality. They
shall be maintained, replaced or refurbished according to the manufacturer’s instructions.

4. Has a tag containing the most recent change date of the sorbent beds and filters and the signature of
the person authorized by the department to perform the change. This tag shall be maintained at the
compressor.
5. The breathing air shall be monitored so that the levels of carbon monoxide do not exceed 10 PPM.
6. The vendor shall provide documentation that the breathing air manufactured with the compressor is
tested at least quarterly and that the air sample is obtained directly at the point of transfer from the
filling system to the SCBA cylinder.
WMFRD firefighters shall have the authority to deviate from this operational guideline as necessary to deal
with situations that do not fit the parameters listed above, or if the safety of the public and/or public safety
personnel could be jeopardized if the procedures listed above are followed.

Personal Protective Equipment

Section 12.50

The West Metro Fire-Rescue District shall supply each firefighter with the appropriate protective clothing and
equipment. The PPE used by this department shall be selected on the basis of reliability and serviceability
dealing with the hazards that fire personnel encounter and are exposed to. Such PPE shall be suitable for the
tasks that the employee is expected to perform. The use of PPE when performing any hazardous function is
required for all employees. This includes the employee potentially being exposed to a hazard.
When the use of PPE is required at an incident the Incident Commander or Safety Officer may give permission
to alter or downgrade PPE use at any time as conditions may dictate.
All District employees shall have their PPE with them when responding to an emergency.
The following clothing will be properly fitted and assigned to each member:
• Helmet
• Turn Out Gear
• Gloves
• Fire Resistant Hood
• Boots
• SCBA Full Facepiece
The following equipment will be assigned to each member:
• Spanner Wrench
• Facepiece Bag
• Flashlight
• Fire Pager
• Alphanumeric Pager
The following equipment will be assigned to each officer
• Portable Radio
Maintenance and Care of PPE:
All PPE shall be used and maintained in accordance with the manufacturer’s instructions.
Each firefighter is responsible for inspecting the PPE assigned to them monthly and after exposure to high heat,
chemicals, firefighting agents, and bodily fluids. Each firefighter shall report any of the following deficiencies to
their supervisor and document it on their monthly inspection form:
Protective Coat and Pants
The entire garment should be free from excessive dirt and stains.
•
•
•
•

Outer Shell
All materials should be free from tears, embrittlement, and fraying.
Seams should be intact and show no signs of excessive wear.
Reflective trim should show no signs of abrasion or loss of reflectivity due to heat exposure.
All pockets, kneepads, and other accessory items should be firmly attached to the garment and show no
signs of excessive wear.

•
•

•
•
•

Sleeve and pant cuffs should show no signs of fraying.
Where a fabric color change is noted, a condition that could be caused by high heat exposure or
ultraviolet exposure, the entire area should be checked for loss of tear strength.
Inner shell
The vapor barrier should be free from rips, cracks, with attention given to armpits, crotch, and knees.
The quilted lining should be free from tears and have solid stitching.
All attachments to outer and inner shell, such as snaps and Velcro, should be in good working order.

Hood
• Inspect for dirt, holes or torn seams, and elasticity around face.
Gloves
• Inspect for holes or worn out fingers.
Helmet
• Inspect suspension for deterioration and separation between web and outer shell.
• Ensure that outer shell is free from soft spots, cracks, peeling paint and major gauges.
• Reflective trim should show no signs of abrasion or loss of reflectivity due to heat exposure.
• Chinstrap, buckle, earflaps and Velcro should be secure and show no signs of melting.
• Face shield should be free of cracks, excessive scratches, staining, distortion, and bubbling.
• Pivot hardware should be in working order with proper tension.
Boots
• Inspect for cracks and splits and that heal still has tread.
Each firefighter is responsible for making sure inspections are routinely completed on their PPE and reporting
any deficiencies to their supervisor.
Some contaminates may require the PPE be sent out to a cleaning service that is appropriately equipped to
handle them. The Deputy Chief will determine when this action needs to take place.
Training
Prior to initial use and yearly thereafter or when new PPE is put into service all fire department personnel shall
be trained in the proper use, inspection, maintenance, and limitations of the PPE assigned to them or available
for their use.
All firefighters must be able to demonstrate knowledge of at least the following:
• Why PPE is necessary and how improper fit, usage, or maintenance can compromise the protective
effect of the PPE.
• What PPE is appropriate for the type of hazards or potential hazards they are exposed to.
• What the limitations and capabilities of the PPE are.
• How to properly don, doff, and wear the PPE.
• How to inspect, care for, and maintain the PPE.

Bloodborne Pathogen Exposure Control Plan

Section 12.55

In accordance with the OSHA Bloodborne Pathogens Standard, 29 CFR 1910.1030 the following exposure
control plan has been developed for the West Metro Fire-Rescue District to eliminate or minimize occupational
exposure to blood or other potentially infectious pathogenic microorganisms that are present in human blood
or other bodily fluids and can cause disease in humans. The most significant of these pathogens include but
are not limited to the hepatitis B virus (HBV), the hepatitis C virus (HCV), and the human immunodeficiency
virus (HIV). The West Metro Fire-Rescue District requires adherence to the provisions and procedures outlined
in this plan.
Definitions
Blood means human blood, blood products, or blood components.
Other potentially infectious materials include human body fluids such as saliva in dental procedures; semen;
vaginal secretions; cerebrospinal; synovial; pleural; pericardial; peritoneal; and amniotic fluids; any body fluids
visibly contaminated with blood; unfixed human tissues or organs; and all body fluids in situations where it is
difficult or impossible to differentiate between body fluids.
Occupational Exposure means a reasonably anticipated skin, eye, mucous membrane, or parenteral contact
with blood or potentially infectious materials that may result from the performance of employees’ duties.
Exposure Determination
All employee s of the West Metro Fire-Rescue District are first responders to medical emergencies and
incidents that frequently involve trauma therefore all employee s are at risk for exposure to infectious diseases
by coming in contact with blood, non-intact skin, mucous membranes and body fluids, secretions, and
excretion, regardless of whether they contain visible blood. Exposure and potential infection can also result
from discarded emergency medical items such as needles, sharps, bandages, and gauze.
Compliance Methods
Standard Precautions will be observed by all employee s of the West Metro Fire-Rescue District in order
to prevent contact with blood or other potentially infectious materials. All blood or other potentially
infectious material will be considered infectious regardless of the perceived status of the source
individual.
Because medical history and examination cannot reliably identify all individuals who are infected with HBV,
HCV, HIV or other Bloodborne pathogens, OSHA has published a Bloodborne pathogen standard, based on the
concept of Universal Precautions.
Standard Precautions are the Center for Disease Control’s revised isolation protocol. Basically, Standard
Precautions encompass Universal Precautions and Body Substance Isolation (where all body fluids and
substances are considered to be infectious). It emphasizes appropriate hand washing, and the use of barrier
precautions and techniques and devices to reduce percutaneous injury to prevent contact with potentially
infectious blood and body fluids. The purpose of Standard Precautions is to reduce the risk of Bloodborne

pathogen transmission by treating all blood and body fluids as if they are potentially infectious with HBV, HCV,
HIV and other Bloodborne pathogens.
Engineering controls, designed to reduce exposure by removing the hazard or isolating the worker from
exposure, and work practice controls, designed to alter the manner in which a task is performed, will be used
as the primary methods for controlling the transmission of HBV, HCV, and HIV. They will be instituted to
eliminate or minimize our employee’s exposure to Bloodborne diseases.
Where occupational exposure remains after the institution of these controls; personal protective equipment
shall also be utilized. This department and all its employee s will utilize the following controls:
Hand washing
Hand washing facilities are available to the employees who incur exposure to blood or other potentially
infectious materials. Hand washing facilities are located at each station. When employee s are working at the
scene of an emergency incident antimicrobial skin wipe towelettes are available on each truck in the first aid
bag as an alternative. If this alternative is used then the hands are to be washed with soap and running water
as soon as feasible.
Hands must be washed, promptly after touching blood, body fluids, secretions, excretions, and contaminated
items, whether or not gloves are worn. Hands must be washed after gloves are removed and when otherwise
indicated to avoid the transfer of microorganisms to other patients, staff, or environments. Hand washing
should be done with warm water and soap, using appropriate facilities such as utility or restroom sinks. Hands
must not be washed in a sink where food preparation may occur. After hands are dried, it is advisable to apply
hand cream.
If employees incur exposure to their skin or mucous membranes, those areas shall be washed or flushed with
water as appropriate as soon as feasible following contact.
Needles and Sharp Objects
Extreme caution should be taken to prevent injuries when handling needles, knives, broken glass, razor blades,
or other sharp instruments, devices, or debris that can puncture or lacerate skin. Needles and sharps shall be
picked up using mechanical means such as a broom and dustpan. These devises shall be promptly disposed of
into an approved sharps container. Approved sharps containers are located in all first-in bags and on all
ambulances that respond to the scene of an emergency. Dispose of sharps at the scene whenever possible.
Contaminated needles and other contaminated sharps will not be bent, recapped, removed, sheared or
purposely broke.
Work Area Restrictions
In work areas where there is a reasonable likelihood of exposure to blood or other potentially infectious
materials, employees are not to eat, drink, apply cosmetics or lip balm, smoke, or insert contact lenses. Food
and beverages are not to be kept in refrigerators, freezers, shelves, cabinets, or on counter tops or bench tops
where blood or other potentially infectious materials are present.
Housekeeping
All equipment and work areas must be cleaned and decontaminated with an appropriate bleach solution (1
part chlorine bleach to 9 parts water) as a disinfectant as soon as possible after contact with blood or other
potentially infectious materials by personnel wearing gloves.
Bins and pails are cleaned and decontaminated as soon as feasible after visible contamination.

Potentially infectious broken glassware should be picked up using mechanical means such as a broom and
dustpan.
Waste Disposal
All potentially infectious regulated waste must be disposed of in an appropriate container. These containers
are marked with the international biohazard symbol and can be securely closed. They are specifically
constructed to contain its contents while preventing leakage. Potentially infectious waste shall be bagged or
containerized at the location where it was used and placed in a leak proof plastic bag or container marked with
the international biohazard symbol or color-coded to alert others of the potential danger.
Laundry Procedures
Personnel wearing disposable gloves should handle all potentially infectious laundry as little as possible with a
minimum of agitation. Contaminated laundry shall be bagged or containerized at the location where it was
used and placed in a leak proof plastic bag or container marked with the international biohazard symbol or
color-coded to alert others of the potential danger.
Soiled uniform items may be decontaminated by laundering according to the manufacturer’s instructions.
The laundry service receiving the laundry must be advised of the contents.
Boots and leather may be scrub-brushed with soap and hot water to remove contamination.
Resuscitation Equipment
Employees are discouraged from giving mouth-to-mouth resuscitation to non-breathing victims. Treatment
using pocket masks with one-way valves, disposable airways, or resuscitation equipment is preferred. Durable
equipment, such as facemasks and resuscitation equipment must be thoroughly washed and cleaned with
disinfectant after each use. Potentially infectious equipment must be cleaned with a high level disinfectant
according to the manufacturer’s directions for use.
Other Equipment
Equipment, such as defibrillation equipment, which during the course of operations could become
contaminated with blood or other potentially infectious materials, shall be checked routinely and, prior to
servicing or shipping, shall be decontaminated as necessary, unless the employer can demonstrate that
decontamination of such equipment or portions of such equipment is not feasible.
The above controls will be examined, maintained, and reviewed on an annual basis. At this time we will identify
the need for changes in our exposure control plan, engineering and workplace controls, and implement
advances in safer devices. The Fire Chief or his designee will have the responsibility of reviewing the
effectiveness of the individual controls.
One of the most important aspects of the West Metro Fire-Rescue District’s Exposure Control Plan is that it is
forever evolving. This not intended to be a static program. Every time an exposure occurs, we will evaluate
what happened and how it could have been avoided. If a change is necessary it will be made.

Personal Protective Equipment
Employees will be provided disposable gloves, goggles, and facemasks. Disposable gowns and impervious shoe
covering will be available for unusual cases where great volumes of blood or other potentially infectious
materials may be present, such as the scene of homicides, violent assaults, autopsies, etc.


Non-Latex disposable gloves must be worn when employees are involved with emergency patient care.
Where multiple patients are present, the employee shall change gloves, if possible, before beginning care
on another patient.



Goggles must be worn in cases where blood or other potentially infectious materials may be splashed.



Facemasks should be worn any time goggles are worn.









Employees must use personal protective equipment except in rare and extraordinary circumstances. Such
circumstances occur when, in an employee’s professional judgment, use of personal protective equipment
would prevent delivery of health care or public safety services or would pose an increased safety hazard to
the employee or other associates. When an employee makes this judgment, the circumstance shall be
investigated and documented to determine whether changes can be instituted to prevent future
occurrences.
Contaminated disposable items must be discarded in a leak-proof plastic bag that is red in color or marked
with the international biohazard symbol.
Employees should avoid handling personal items such as combs and pens while wearing contaminated
gloves. Contaminated gloves should be removed as soon as possible and discarded in a leak-proof bag.
If uniforms or clothing become soiled by blood or other potentially infectious materials, employees must
change to a clean uniform or clothing as soon as possible.

Post Exposure Evaluation and Follow-Up
An exposure incident is a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral contact
with blood or other potentially infectious materials that results from the performance of an employee’s duty.
An employee who has an exposure incident must:








Report the exposure incident to a fire officer as soon as possible. The employee shall report to Health
Partners West Clinic – Occupational Health or after clinic hours North Memorial Emergency Department,
advise staff of the exposure or potential exposure, and complete a communicable disease exposure report
form. The medical evaluation and follow-up shall be confidential.
The officer will complete the required notice of injury and will file a Communicable Disease Exposure
Report.
Employees without current vaccination for Hepatitis B will have the option of vaccination at West Metro
Fire-Rescue District expense.
Health Partners West Clinic– Occupational Health, or after clinic hours, North Memorial Emergency
Department will test the source individual’s blood as soon as feasible after consent is obtained to
determine the presence of HBV, HCV or HIV. If the source individual declines to give consent, the
department shall establish that legally required consent cannot be obtained. When law does not require

the source individual’s consent, the source individual’s blood, if available, shall be tested and the results
documented. When the source individual is already known to be infected with HBV, HVC or HIV, testing of
the source individual’s blood need not be repeated.






Results of the source individual’s testing shall be made available to the exposed employee, and the
employee shall be informed of the applicable laws and regulations concerning disclosure of the identity and
infectious status of the source individual.
The exposed employee’s blood shall be collected as soon as feasible and tested after consent is obtained. If
the employee consents to baseline blood collection but does not give consent for HIV testing, the sample
shall be preserved for at least 90 days. If when in 90 days of the exposure incident the employee elects to
have the baseline sample tested, such testing shall be done as soon as feasible.
The employee will receive post-exposure prophylaxis when medically indicated along with counseling, and
evaluations of reported illnesses.

Information Provided Health Partners West Clinic– Occupational Health
Health Partners West Clinic– Occupational Health is responsible for providing West Metro Fire-Rescue District
employee s with hepatitis B vaccinations and evaluations following an exposure incident. West Metro FireRescue District shall provide Health Partners West Clinic – Occupational Health with the following:


A copy of 29 CFR 1910.1030



Documentation of the route of exposure and circumstances under which exposure occurred



Results of the source individual’s blood testing, if available



All medical records relevant to the appropriate treatment of the employee including vaccination status,
which are the department’s responsibility to maintain.

Health Partners West Clinic – Occupational Health’s WRITTEN OPINION
West Metro Fire-Rescue District shall obtain and provide the employee with a copy of Health Partners West
Clinic – Occupational Health’s written opinion within 15 days of the completion of the evaluation.
Health Partners West Clinic – Occupational Health’s written opinion for hepatitis B vaccination shall be limited
to whether hepatitis B vaccination is indicated for an employee, and if the employee has received such
vaccination.
Health Partners West Clinic – Occupational Health’s written opinion for post-exposure evaluation and follow-up
shall be limited to the following information:




That the employee has been informed of the results of the evaluation
That the employee has been told about any medical conditions resulting from exposure to blood or other
potentially infectious materials which require further evaluation or treatment.

All other or diagnoses shall remain confidential and shall not be included in the written report.

Training and Information
The West Metro Fire-Rescue District will be provide all employee s with free information and training on
Bloodborne pathogens at the time of initial assignment, within 90 days after the effective date of the standard,
and annually thereafter. Training sessions will be comprehensive and conducted during regularly scheduled
drills. The person conducting the training will be knowledgeable in the subject matter, especially as it relates to
emergency response personnel. An opportunity for a question and answer period will be included in this
training.
The West Metro Fire-Rescue District training program shall consist, at a minimum, of the following elements:

















An accessible copy and explanation of the OSHA Standard for Bloodborne Pathogens;
A general explanation of the epidemiology and symptoms of Bloodborne pathogens;
An explanation of the modes of transmission of Bloodborne pathogens;
An explanation of the written exposure control plan and how to obtain a copy;
An explanation of how to recognize events that may involve exposure to blood and other potentially
infectious materials;
An explanation of the use and limitations of safe work practices, engineering controls, and personal
protective equipment;
An explanation of the basis for selecting personal protective equipment available at this facility, who should
be contacted concerning it, including information on types, section, proper use, location, removal, handling,
decontamination, and disposal;
An explanation of the procedures to follow if an exposure occurs, including methods of reporting and the
medical follow-up that is available;
Information on the post-exposure evaluation and follow-up required in the event of an exposure incident
and the information on emergencies that relate to blood or other potentially infectious materials, follow-up
procedures, and medical counseling;
Information on hepatitis B vaccination such as safety, benefits, efficacy, and availability;
An explanation of information on warning signs, labels, and color-coding.

Hepatitis B Vaccination
Free hepatitis B vaccinations will be provided to all employees of the West Metro Fire-Rescue District. New
employees must receive hepatitis B training. After the employee has received hepatitis B training they will be
offered the vaccination within 10 days working days of first date of employment unless the employee has
previously received the complete hepatitis B series, antibody testing has revealed that the employee is
immune, or the vaccine is contradicted for medical reasons.
Employees may decline the hepatitis B vaccination only after they receive training regarding hepatitis B, the
hepatitis B vaccination, the efficacy, safety, method of administration, benefits of the vaccination, availability
of the vaccination, and that the vaccination is free of charge to them. The employee who chooses not to
accept the vaccine must sign a statement of declination. The statement is not a waiver; employees can request
and receive the hepatitis B vaccination at a later date if they remain occupationally at risk for hepatitis B.
If routine booster dose of hepatitis B vaccine is recommended at a future date, such booster dose shall be
made available to the employee.

Recordkeeping
Medical Records
Medical records are confidential and are not released to any person within or outside the District without an
employee’s written consent, except as required by rule or law. The record must include a copy of the
employee’s hepatitis B vaccination record, including dates of vaccination or copies of refusal forms. Medical
records will be maintained for the duration of employment, plus 30 years, in a file separate from the
employee’s personnel file.
Training Records
The West Metro Fire-Rescue District will keep a record of all training provided to personnel, including date and
content of the training and a roster of employees in attendance. Training records will be maintained for a
minimum of three years from the date of training.
Responsibility
General Employees
It is the responsibility of the employee to be aware of the types of infectious diseases that can be transmitted
by blood or body fluids. Employees are responsible for participating in department training and for using
protective equipment provided by the District as necessary.
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Employee Benefits

Section 14.05

The West Metro Fire-Rescue District offers the following benefits to regular employees:


medical insurance



life insurance



long-term disability insurance



flexible spending reimbursement (including medical and dependent care)



deferred compensation plans



PERA

Eligibility
Regular full-time employees are eligible for these benefits. The effective date of the District’s contribution and
associated benefits is the first of the month following 30 calendar days after the first day of employment.
Regular full-time employees must consistently work 40 hours each week to be eligible.
Paid, on-call employees are not eligible for benefits.
Dental Coverage
The opportunity to purchase dental benefits is offered to regular full-time employees.

Employee Assistance

Section 14.10

The District provides a program for all employees and their families to participate in free access to
independent, confidential and professional assessment and short term counseling services. An organization
not affiliated with the District provides assistance with work-related problems, marital difficulties, family
relationships, legal matters, financial concerns, alcohol and drug dependency and mental health matters. An
employee may get help 24 hours a day, seven days a week. The service is free to employees and their family
members.

Employee Recognition

Section 14.15

The WMFRD believes the benefits of attracting, retaining and motivating employees through an employee
recognition program supports employee job satisfaction, which in turn impacts cooperation and productivity.
The employee recognition Program is considered “additional compensation” for work performed by
employees but is entirely dependent on receiving funding from year to year. No provisions of this policy, or its
administration, shall be subject to the grievance policy.
Employee Recognition - Establishes a policy to recognize and honor exceptional District employees, our
employee’s partners, partner organizations and citizens. The success of this programs relies in part on
“nominations and documentation” from the employees themselves.
Recognition
 Years of Service
 Retirement
Awards
 Station Pride
 Innovation
 Inspiration
 Customer Service
 Rookie of the Year
 Firefighter of the Year
 Douglas C. Smith Award for Outstanding Service
 Medal of Merit
 Medal of Honor
Recognition
Years of Service
All District employees will be recognized for their years of service. Milestone anniversaries are five year, ten
year, fifteen year, twenty year, twenty-five year, thirty years and each five year increment beyond.
Retirement
West Metro Fire-Rescue District honors all employees retiring with twenty years of service.
To be included in the annual awards banquet, the employee shall notify the Fire Chief of their anticipated
retirement date no later than January 1st the year in which they intend to retire; this will allow sufficient
planning time. It shall be the Fire Chief’s responsibility to structure a social function compatible with District
policy. The Fire Chief is authorized to spend up to $500.00 for an employee’s retirement recognition gift.
Nomination Procedure
District employees nominate those eligible for the award. Nomination forms will be available throughout the
year in order to provide employees the opportunity to identify potential candidates. Nominations must
include written justification of the employee’s outstanding performance and may be based on a single event
or a sustained effort by the employee.
Awards

Station Pride
Nominations for this award are not accepted. The Fire Chief may present a Station Pride Award to a station
that has institutionalized the following:
P = Participation (attendance at all available calls, training, public education, open house, and work details)
R = Respect (respect for each other, for other employees, peers and our customers)
I = Innovation (creative solutions, within policy, that improve internal and customer service)
D = Dedication (living up to our commitment to the organization and our customers)
E = Enthusiasm (sharing with each other and our customers our passion for the job)
Customer Service
All District employees are eligible. The efforts of this employee generated lasting and significant positive
customer relations.
Innovation
All District employees are eligible. This recipient was responsible for a District process or service that resulted
in a measurable benefit to the District by its implementation.
Inspiration Award
All District employees are eligible. This recipient possesses work habits that invigorate the workplace,
contributes to a “can do” attitude, achieve high work standards in cooperation among fellow employees and
makes a difference in getting the job done through their example. This employee strives to keep and cultivate
a positive working environment.
Rookie of the Year
Probationary and Apprentice Firefighters are eligible. This recipient demonstrates proficiency, dedication and
leadership during their first two-years of employment with the District.
Firefighter of the Year
All District firefighters and officers are eligible. This recipient exemplifies the character, commitment and
compassion that are hallmarks of the fire service.
Douglas C. Smith Award for Outstanding Service
All District employees are eligible. This recipient represents ongoing outstanding service or noteworthy service
above and beyond the call of duty.
Medal of Merit
The Medal of Merit is the highest civilian decoration awarded by the West Metro Fire-Rescue District. The
Medal of Merit is awarded to a civilian for an act of admirable and/or courageous conduct.
Medal of Honor
All District firefighters and officers are eligible. The Medal of Honor is the highest decoration awarded by the
West Metro Fire-Rescue District. It is awarded to a firefighter or officer for conspicuous bravery.
Banquet
Annually the West Metro Fire‐Rescue District and the West Metro Fire‐Rescue District Relief Association will
co-sponsor a banquet that will afford the District an occasion to recognize employees, employee’s partners,
partner organizations and our citizens. This event will also allow us the opportunity to say thank you and to
express appreciation and recognition to all District employees and their families for their dedication and hard
work throughout the year.

Food and Meals

Section 14.20

The West Metro Fire-Rescue District recognizes that situations where District business needs to be discussed
can and do occur during meal hours (i.e., luncheon meetings). In addition, there are public and employee
meetings and events where reasonable refreshments may add to the success of the meeting and/or event and
create a more productive work force. The following items are deemed to meet the District definition of public
purpose expenditures in regards to food and meals.


Food and refreshments are allowed at District meetings and events that have a purpose of discussing
District issues. These meetings would normally have a pre-planned agenda.



Food and refreshments are allowed at employee meetings and events that have a purpose of discussing
District issues or are part of an employee training. These meetings would also normally have a preplanned agenda. This does not include routine staff meetings.



Food and refreshments are allowed when they are part of a breakfast/lunch/dinner meeting for official
District business when it is the only practical time to meet.



No purchase of alcoholic beverages is allowed or are alcoholic beverages allowed at WMFRD facilities.

Professional Membership and Dues

Section 14.25

Membership and Dues
The District may choose to fund memberships and dues in professional organizations and community
organizations when the purpose is to promote, advertise, improve, or develop the District’s resources and
advantages and not personal interest or gain as funding allows.

J-6 New Business

Memorandum
To:

West Metro Fire-Rescue District Board of Directors

From:

Kirk McDonald, New Hope City Manager
Anne Norris, Crystal City Manager
Sarah Larson, WMFR Chief

Date:

November 10, 2014

Subject: West Metro Board 2015 Meeting Schedule
The city managers and fire chief request the Board discuss and establish a
Board meeting schedule for 2015.
Article V of the West Metro Fire-Rescue Joint and Cooperative Agreement states
in part:
• The Board must provide for a schedule of regular meetings.
• A regular meeting must be held at least once each calendar quarter.
• The annual meeting of the Board must be held in June.
As some Board members will recall, the Board historically met on a quarterly
basis prior to 2012. In follow up to the joint council meeting discussions that took
place the first half of 2012 where a number of issues were identified, the Board
decided to meet on a monthly basis. Alternating Board meetings and work
sessions were conducted monthly during 2013 and a Board priorities listing and
work plan was established and updated on a regular basis. A number of issues
were addressed and communication between the fire district and the two cities
was improved.
Taking into consideration a well defined priorities list and work plan have been
established, and communications have improved, at the November, 2013 Board
meeting the city managers and fire chief recommended the Board consider
meeting every other month, or six times in 2014. While staff did not feel it was
necessary to meet monthly, quarterly meetings may be too infrequent, thus the
proposed every other month schedule. The Board approved the every other
month meeting schedule for 2014 and the city managers and chief feel it has
worked out fine, and are recommending a similar schedule for 2015.
Per the attached draft schedule, it is proposed that meetings be held in February,
April, June (annual meeting), August Uoint Board/Council meeting), October, and
December. The meetings could be in some combination of regular Board
meetings or work sessions, depending on the necessary action needed. The
Board could schedule additional meetings during the year if necessary. Staff
does respect the time commitment that Board members have made to serve on
the West Metro Fire-Rescue District Board.

The city managers have discussed the proposed 2015 meeting schedule with the
Board President, and he is in agreement with the recommendation. Feedback
from Board members on the proposed schedule is requested, followed by a
motion to approve the 2015 meeting schedule
Attachment:
Proposed 2015 meeting schedule
Excerpt Joint Powers Agreement
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PROPOSED
WEST METRO FIRE-RESCUE DISTRICT
2015 BOARD MEETINGS

TIME

MEETING TYPE

Wednesday, February 11

6:30pm

Board Meeting and/or Work Session

Wednesday, April 8

6:30pm

Board Meeting and/or Work Session

Wednesday, June 17

6:30pm

Annual Board

Wednesday,August12

6:30pm

Work Session-Joint Council/Board

Wednesday, October 14

6:30pm

Board Meeting and/or Work Session

Wednesday, December 9

6:30pm

Board Meeting and/or Work Session

MEETING DATE

All Board meetings and work sessions are held at the West Metro Fire District
offices, 4251 Xylon Avenue North, New Hope.
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SECOND Ai'\I!ENDMENI' AND RESTA1'ELW1'.NI'
OF J'OJi'\lT AND COOPERATIVE AGREEMENT

The pmtics to this agrer.mcnt are tb: City of C!ys!Bl and tbe City of New Hope,
govmnmeota1. llilim in Humepin County, v..m.nma.. This agreement is IIJLlde and etltrled into
puml8l1t to Minnesota S1Btutes, section 471.591i!Xi I.a.ws of Minnesota 1995, cl:lap2:r 262, Article 11
(calk:ctivcly,lhc Act).
ARTICLE I
Background; Gmeral Puil!OJit

Section 1. Tlw city councils of the cities of Crywtal 1md New Hope have
investigr.ted the :fBct5 and hav: det:nnined that it .is in the best interests of the health. safety and
weltire of those cities to cmde ad CX1l'.)llli2e a joint fito depunmellt ID JW'rWe eflb:.tMl IWi
eroncmi~ fire mppression se:rW:~

Sec. 2. AJticle 11 of the Act ~ 'tll.e' establishmc.'lt of a "joint pmvem ~
department" I:U1d ·~ for 1he COIJSQlidation ofthe :fire :reli:.f ~C,ci8J.l1B reWtcd to 1he respc:divc
:fire depm1Ine.n1s in the t\.).10 cilics.
Sec. 3. The general pmpooe of this ~eot is to create n joint pm'i'e::s frrc
dt:p~~~bl:o::alt1hat ~ 1hc two cities.

ART1CLEIJ
Definitions
Section 1. For p:npose::s of ~h:is

agr¢e~mmt,

the bm1s defined in tb.is article have the

meaningJ given thE.

Sec. 3. ''Boord" Iru:li~'!'J the board ofdiidms Cl'nd by Article N.

Sec. 5. "City Council" r&erouS Ctt~ city counci1 of eill~:r the City of Czystal ar the City of
Ne\v Hqle, or both cities, B'3o tbe conteKtrtXIUina
Sec. 6. "Joint fire District'' or "Disi'rict11 means the joint flre depiJttmcntBI
mgani2ation CieSted by Ibis agreement.
Sec. 7. "Fire District Chief or "Chi iJf means lhe chief ~:e:cutive officer of the joint .fire
Di!trict
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ARTICI..Em
D Wtrid Created
Tho Crysml New Hope joint fire District is creaU:d by this agreemeot The District shall
be known BIJ West Metto File-Rescue District. The District will provide sezvicea incJnding.
but not limited to~ fire ~on. emergency medical support, specialized rescue aod
extrication services. m prevention, public :fire safety education. c:mcrgmcy hmrdoUB
IDB1I:riaJB release response, and fire cs-JSe and origin d~ttmlination. The cities of Crystal and
New Hope agree to be bolUld by the tc.'Ul.'l of this agr.caru::rrt. Th.e citie~ a:re illt'llll::as aftbe

District.
ARTICU~IV

Boani ofDiro:ton

Section 1. Th~ governing lxxly of the District is its board of directors. The board
consists of S~M:D members selec:IM a.~ follows:
a. two members representing tlt·:: City of Crylrtal i!ppointed by Council
resolution. At leut om of1he two m.embers shall be a cmreut tne.mber of1hc city COUDcil
of the City of Crystal;
b. two member.~ repreeenting the. City of New Hope appointed by council
n:l!Oludon. At least one of the two ruembets sball be a cummt mcaiber ofthe city council
ofthe City ofNcw Hcpc;

c.

1k: city manager ofCry.itcl;

d.

the city manager ofNew Hope;

e. one JD.mD.be;-~ not an employee of the District or of the police d.ep&rtmem
of ciiher City, qJpOint.ed by joint resolution of the city cow'Jci1s of tbe City afNew Hope
and the Gty ofCrysiBl. 'Thia member need not ben reakient ofNew Hope or Crystal.
Members may not be 6D employoe of the District or oftbe police department of eitm::
city.
A director bas an:: vote.

Sec. 2. The temi of a director is two yeers commencing on January 1. Directors serve
until their ~ve successors BN appointed and qualify. A v~wncy in tbe office of di:rectm is
fi.llcd in the same manner that an appointrncat af B. <llit:etm· initislly is made. If a councillllCMber
or city manager director ceases to hold t1mt position, the office of ciin:c1or held by that rouncn
member or city 11Uit1IJGe1" is vacaot.
Sec. 3. Directors shal1 diligf'riltly v~rfonn tha duties of a di.Iector. If a dircclor
fails to attend three consecutive meetings of tlw board without rec.sonable cat:Se, the
council appllinting such director may der.lare that office of director vacant and fill the
office by appointment in accordance with the tenm of this Agre~ent. The council
B.ppointi.ng a. director shalt have the saki right to determine if a director's absence from a.
meeting is with or without reasm:sble cause.
2

Sec. 4. Din:ctors tlre responaible for infonning their respective appointing
councils of all matters which the dirootor reasonably believes are material to the
opcmtions of the District, including any expenditures by the District tbat exceed
amounts BUthorized by an adopted budget by more than one percent of the amount
authorized by the budget.
Sec. S. Directors appointed solely by the vote of one city council may be
:removed with or wi1hottt C8ll8e by the vote of thr~fifths of the council appointing the

din=ctor.
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(~ __ Me~-Scc. I. The boa.-d tm1it poyide in .itE byllrws for a scluW!~ of.n:gul&t meetin.~ A regular
m=t.ing must be held at least o:Kle a.:.cb Cficrldar quat'%. A quo..-u."il ~BIB affucr n·~ ofthe
Bo8ld of Dindct's IUld must include eOb.cr a city council ~ or city mar.agu mm1bes from
each city. A smaller D.UDlbc:c ofmembcm limn the Board may sdjol.uufi:cm tin~ 1D tirm.
Sec. 2. A special m~ of :he bof.·r.d may ~culled by 1b: p!csidmt mi IInJSt be called
by the presider:t upon writtl!.ll re:qm:st of1to mm~ of direc1crs specified in the bylaws. Notia: ofa
special meeting must be given ill accmd~ with the bylaws ~uld with law. The rwsolution
appointing directors m::st speci..')' a mciling BddreJS for d.ir~~ta.:s .fir p11:poses of giving notice.
Bu~ at a special D'leetiog is Hmitfd to J~ 1Xlrl1Bined :in thew»: cf1hot special~

Sec. 3. 1he mmual u.m.g oftbe board mrmbe held in the mmth ofJw1e.
Sec. 4. lVIeetiogs of the bo~ are ~ by the Minncso1a Op::n Meeting Law,
MinnesctaStatules, ~ 471.705.
Al;t'TiCL:E Vl
O.ftk.e~: Collllllfttw

Section 1. The officas of the oo.ard an:. a president. a vice pm;.idmrt and a secretmyelecred by the ~ at tl'.z amrual meeting for a tc.""JD of one year. The bomd may
designate adinx:tor to f!Ct~ rm officet in the r.b:;~ ofthDt ~~

Sec. 2. The president presides ~- m&::ttings of tlle board. 1be vice president perlOrms 1bc
dDties ofthe );JI9rlfl:t in 111e abseru:e orme presidn

Sec. 3. The presidt.nt, the sc:.%eta:ry~~ or i:!llY to..,o such oiiiceis 1xrust sign 11ouchm
or ardcm disbursing :fimds of the ~galCY. 1bc District m1e:t provide; in its byinws 1br tdditianal
procedures fu:tbe mst"\ll13eellWt affum!s. Disbur.irm~ml ri'lU!It ~ m.:v.Je in dw D~ ~by
law fur stalutoly ci~.

Sec. 4. The board may in ii:s by-laws provUh: fur and define the duties of such olhu
O'ilicm as it declm n~ fio:n timo to time.
Sec. 5. The board mt:l.Y in its by-laws provide for such co:illJlittees as it de:enni~XS
necessmy .from time 1n time. A by~l.aw pnr.'iding for en exe:cuth;e commkee 8IId dcfirling the
powers and duties of an cxecutiv~ commit:E:e may te r.dopted by a tDLjarity ~ ofa11 m:rnb~
ofthe boind.
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