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Policy Manual

MISSION

The Mission of the Mosquito Fire Protection
District is to provide to the people of the
community the services that will protect
life, save property, and ensure the public
health and safety. This shall be done by
providing the best possible methods of
fire suppression and emergency medical
services through the efficient use of
personnel, equipment, training, prevention,
and public education.
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MOSQUITO FIRE PROTECTION DISTRICT CODE OF ETHICS

As a member of the Mosquito Fire Protection District, my fundamental duty is to serve the
community; to safeguard and preserve life and property against the elements of fire and disaster;
and maintain a proficiency in the art and science of fire protection, public safety and community
protection.

I will uphold the standards of the District, continually search for new and improved methods and
share my knowledge and skills with my contemporaries and successors.

I will not allow personal feelings, nor danger to self, deter me from my responsibilities as a District
member.

I will at all times, respect the property and rights of all men and women, the laws of my community
and my country, and the chosen way of life of my fellow citizens.

| recognize my position as a symbol of public faith, and | accept it as a public trust to be held
so long as | am true to the ethics of the fire service. | will never use my official position to obtain
advantages or favors for myself, my friends or family.

I will constantly strive to achieve the objectives and ideals, dedicating myself to the protection of
the Swansboro/Mosquito Community.

As a member of the Mosquito Fire Protection District, | accept this self-imposed and self-enforced
obligation as my responsibility.
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POLICY REVIEW AND REVISION TRACKING

Policy Title Revision Date Reviewed Date
Chapter 1 Fire Service Role and Authority

100 Fire Service Authority 3/28/24 3/28/24

101 Chief Executive Officer |3/28/24 3/28/24

102 Oath of Office 3/28/24 3/28/24

103 Policy Manual 11/17/22 6/23/22

Chapter 2 Organization and Administration

204 California Fair Political 6/23/22 6/23/22
Practices Commission
Fillings

211 Solicitation of Funds 6/23/22 6/23/22

215 Purchasing and 6/23/22 6/23/22
Procurement

Chapter 3 General Operations

319 Abandoned Infants/ 10/26/23 10/26/23
Children

323 Child Abuse Reporting [10/26/23 10/26/23

326 Adult Abuse 1/25/24 1/25/24

Chapter 4 Fire Prevention

Chapter 5 Emergency Medical Services

Chapter 6 Training

600 Fire Equipment Driver/ |10/26/23 10/26/23
Operator Training

601 Automated External 12/28/23 12/28/23
Defibrillator Training

602 Bloodborne Pathogen 9/28/23 9/28/23
Training

603 CPR and First Aid 12/28/23 12/28/23
Training

609 Health Insurance 5/2/22 5/2/22

Portability and
Accountability Act

(HIPAA)
612 Respiratory Protection 9/28/23 9/28/23
Training
614 Training Records 7128/22 7128122
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Chapter 7 Equipment and Technology

700 Use of District Owned 7128/22 7128122
and Personal Property

709 Photography and 7125/22 7125/22
Electronic Imaging

710 Non Official Use of 7128/22 7128122
District Property

Chapter 8 Records Management

803 Patient Medical Record |5/2/22 5/2/22
Security and Privacy

804 Record Retention 6/23/22 6/23/22

Chapter 9 Safety

902 Cal/OSHA Notification of |1/25/24 1/25/24
Injury, lliness or Death

Chapter 10 Personnel

1012 Discriminatory 11/17/22 9/27/22
Harassment

1013 Conduct and Behavior |6/23/22 6/23/22

1020 Grievance Procedure 3/28/24 3/28/24

1027 Drug and Alcohol Free |10/27/22 10/27/22
Workplace

1029 Uniform Regulations 3/28/24 3/28/24

1040 Family and Medical 11/17/22 11/17/22
Leave

1043 Driver's License 12/28/23 12/28/23
Requirements

1045 Member Speech, 3/28/24 3/28/24
Expression and Social
Networking

1047 Sick Leave 1/25/24 1/25/24

1048 Compensation and 3/28/24 3/28/24
Benefits

1049 Disciplinary Procedures - | 3/28/24 3/28/24
Employee

1050 Disciplinary Procedures - | 3/28/24 3/28/24
Volunteer

1051 Attendance and 10/27/22 10/27/22
Reporting lliness or
Injury
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1052 Job Description - 9/27/22 9/27/22
Captain

1053 Job Description - 9/27/22 9/27/22
Firefighter Engineer

1054 Job Description - Board [9/27/22 9/27/22
Clerk and Administrative
Assistant

1055 Job Description - 10/27/22 10/27/22
Support Services
Volunteer

Chapter 11 Facility

1108 Use of District Grounds |4/27/23 4/27/23

Chapter 12 Board Policies

1200 District Board Members |6/23/22 6/23/22

1201 District Board Meetings | 3/28/24 3/28/24
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Fire Service Authority

100.1 PURPOSE AND SCOPE
This policy describes the legal authority of the District and the individual members.

100.2 POLICY
It is the policy of the Mosquito Fire Protection District to limit its members to only exercise the
authority granted to them by law.

While the Mosquito Fire Protection District recognizes the authority of members granted to them,
members are encouraged to use sound discretion in the exercise of their authority, and this district
does not tolerate abuse of authority.

The operation of a public fire protection district is governed by State law, the Fire Protection Law
of 1987-Health and Safety Code Sections 13801 through 13999. Most questions that are not
covered by this law are governed by other California statutes or the California Administrative Code.
Applicable provisions of the Health and Safety Code are hereby made a part of these Policies by
the Board of Directors.

100.3 ORGANIZATIONAL POWERS
This district is authorized to perform the following:

(@) Fire suppression

(b) Provision of Emergency Medical Services (EMS)
(c) Investigation of the cause and origin of fires

(d) Enforcement of the Fire Code.

100.4 FIREFIGHTER POWERS
Firefighters are sworn members of this district and have the following authority when directed by

management:

(@) Participate in a wide range of emergency and rescue activities, including EMS,
extrication and heavy rescue

(b) Perform fire suppression duties, including the suppression of structural, aircraft,
wildland and other types of fires

(c) Investigate causes of fires
(d) Collect and preserve evidence when a fire is of a suspicious origin

(e) Possess peace officer status when serving as a fire investigator or Fire Marshal (Penal
Code § 830.37)

(H  Perform specialty services, including hazardous materials response, technical rescue,
water rescue and additional services as authorized by the Fire Chief

(g) Provide fire code enforcement inspection and plan review services

(h)  Provide public education and fire prevention activities and services
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100.5 CONSTITUTIONAL REQUIREMENTS
When exercising their authority, members shall observe and comply with every person's clearly

established rights under the United States and California Constitutions.

100.6 SUPERVISORY AUTHORITY
Any chief officer may relieve a member under his/her command from duty when, in his/her

judgment, an offense committed is sufficiently serious to warrant immediate action. A report
of such action shall be made immediately through the appropriate channels to the Fire Chief,
followed by written documentation of the charges, in accordance with district procedures. All such
processes shall comply with established rules, regulations and applicable collective bargaining
agreements.
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Chief Executive Officer

101.1 PURPOSE AND SCOPE
This policy identifies the education, experience or certifications desired for the Fire Chief.

101.2 POLICY
It is the policy of the Mosquito Fire Protection District to have a highly qualified Chief Executive
Officer.

101.3 CHIEF EXECUTIVE OFFICER

Higher-level college degrees in public or business management, completion of the National Fire
Academy Executive Fire Officer (EFO) and the Center for Public Safety Excellence Chief Fire
Officer (CFO) programs as well as experience in chief officer positions enhance the professional
credibility of candidates for the rank of Fire Chief.

101.4 CERTIFIED FIRE CHIEF

The Peer Assessment for Chief Executive (PACE V) certification established by the OSFM is a
desired qualification. Certified Fire Chief status may be achieved through the California Office of
the State Fire Marshal (OSFM} by acquiring a PACE IV certification, holding a chief officer rank for
a minimum of one year and completing the application process described in the training manual.
The certification requirements are described in the State Fire Training Procedures Manual.
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Oath of Office

102.1 PURPOSE AND SCOPE
This policy establishes the oath of office for all sworn personnel and select members of this district.

102.2 OATH OF OFFICE

Upon employment, members shall be required to affirm the oath of office expressing commitment
to support and defend the Constitution of the United States and the Constitution of the State of
California (CA. Const. art. XX, 8 3 and Government Code § 3102). The oath shall be as follows:

I, [member name], do solemnly swear (or affirm) that | will support and defend the Constitution
of the United States and the Constitution of the State of California against all enemies, foreign
and domestic; that | will bear true faith and allegiance to the Constitution of the United States
and the Constitution of the State of California; that | take this obligation freely, without any mental
reservation or purpose of evasion; and that | will well and faithfully discharge the duties upon
which | am about to enter.
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Policy Manual

103.1 PURPOSE AND SCOPE

The Policy Manual of the Mosquito Fire Protection District is hereby established and shall be
referred to as the "Policy Manual." The Policy Manual is a statement of the current policies, rules,
and guidelines of this district. All district members are expected to conform to the provisions of this
Policy Manual. All prior and existing policies, manuals, orders, and regulations that are in conflict
with this Policy Manual are revoked, except to the extent that portions of the existing policies,
manuals, orders, and other regulations that have not been included herein shall remain in effect
where they do not conflict with the provisions of this Policy Manual.

103.2 POLICY

Except where otherwise expressly stated, the provisions of this Policy Manual shall be considered
guidelines. Itis recognized that fire and rescue work is not always predictable, and circumstances
may arise that warrant departure from these guidelines.

It is intended that the provisions of this manual be viewed using an objective standard, taking
into consideration the sound discretion entrusted to the members of this district under the
circumstances reasonably available at the time of any incident.

103.2.1 DISCLAIMER

The provisions contained in the Policy Manual are not intended to create an employment contract,
nor any employment rights or entittements. The policies contained within this manual are for the
internal use of the Mosquito Fire Protection District and shall not be construed to create a higher
standard or duty of care for civil or criminal liability against the District, its officials, or members.
Violations of any provision of any policy contained within this manual shall only form the basis
for administrative action, training, or discipline. The Mosquito Fire Protection District reserves the
right to revise any policy content, in whole or in part.

103.2.2 SEVERABILITY

In the event that any term or provision of this Policy Manual is declared illegal, invalid, or
unenforceable by any court or any federal or state government agency, the remaining terms and
provisions that are not affected shall remain in full force and effect. If any provision of the Policy
Manual is found to be in conflict with a local, state, or federal law, District policy, or collective
bargaining agreement, such law, District policy, or collective bargaining agreement shall take
precedence over that provision of the Policy Manual.

In the event that any of the terms or provisions of the Policy Manual are determined to conflict
with any portion of a collective bargaining agreement, the District will seek to resolve the conflict.

103.3 RESPONSIBILITIES

The responsibility for the contents of this Policy Manual rests with the Fire Chief. Since it is not
practical for the Fire Chief to prepare and maintain the Policy Manual, the following delegations
have been made:
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103.3.1 BOARD OF DIRECTORS

The Board of Directors shall be considered the ultimate authority for the adoption of administrative,
personnel management and non-operational provisions of this manual and shall continue to issue,
as needed, directives that shall modify those provisions of the manual to which they pertain. Any
directive so issued shall remain in effect until such time as they may be permanently incorporated
into the manual.

103.3.2 FIRE CHIEF

The Fire Chief shall be considered the ultimate authority for the adoption of operational (fire,
emergency response) provisions of this manual, including the Procedures Manual and shall
continue to issue, as needed, directives that shall modify those provisions of the manual to
which they pertain. Any directive so issued shall remain in effect until such time as they may be
permanently incorporated into the manual.

103.3.3 STAFF
Staff shall consist of the following:
. Fire Chief
. Assistant Chief
. Battalion Chief
. Captains (Paid and Volunteer)
Staff shall review all recommendations regarding proposed operational changes to the manual

and make recommendations to the Fire Chief on final manual changes.

103.3.4 OTHER PERSONNEL
Any member suggesting revision of the contents of the Policy Manual shall forward the suggestion
through the chain of command, in writing, to his/her supervisor.

103.4 FORMATTING CONVENTIONS FOR THE POLICY MANUAL
The purpose of this section is to provide examples of abbreviations and definitions used in this
manual.

103.4.1 ACCEPTABLE ABBREVIATIONS
The following abbreviations are acceptable substitutions in the manual:

. Policy Manual sections may be abbreviated as “Section 106.4” or “§ 106.4.”
103.4.2 DEFINITIONS

The following words and terms shall have these assigned meanings, unless it is apparent from
the content that they have a different meaning:

Adult - Any person 18 years of age or older.

District - The District of Mosquito Fire Protection District.
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Civilian - Members and volunteers who are not sworn employees.
District/MQT - The Mosquito Fire Protection District.
Employee - Any person employed by the District.

Fire Code - The 2018 edition of the International Fire Code (IFC) (2019 California Fire Code, Title
24, Part 9) as adopted by the State of California and the incorporated California amendments
(Health and Safety Code § 18928).

Firefighter/Sworn, appointed, or elected - Those members, regardless of rank, who perform
fire suppression duties as part of their primary duties as sworn, appointed, or elected members
of the Mosquito Fire Protection District.

Manual - The Mosquito Fire Protection District Policy Manual.
May - Indicates a permissive, discretionary, or conditional action.
Member - Any person employed or appointed by the Mosquito Fire Protection District, including:
. Full- and part-time employees
. Sworn, appointed, or elected firefighters
. Volunteer firefighters
. Civilian employees
. Support Group and CERT volunteers
. Volunteers

On-duty - Member status during the period when he/she is actually engaged in the performance
of his/her assigned duties.

Order - A written or verbal instruction issued by a superior.
Rank - The job classification title held by a firefighter.
Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action, absent a rational basis for failing to
conform.

Supervisor - A person in a position of authority regarding hiring, transfer, suspension, promotion,
discharge, assignment, reward, or discipline of other district members, directing the work of other
members, or having the authority to adjust grievances. The supervisory exercise of authority may
not be merely routine or clerical in nature but requires the use of independent judgment.

The term "supervisor" may also include any person (e.g., firefighter-in-charge, lead, or senior
worker) given responsibility for the direction of the work of others without regard to a formal job
title, rank, or compensation.
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103.5 DISTRIBUTION OF THE POLICY MANUAL
A copy of the Policy Manual shall be located in the Station 75 front admin office:

An electronic version of the Policy Manual will be made available on the district network for access
by all employees. The electronic version will be limited to viewing and printing specific chapters
or sections. No changes shall be made to the electronic version without authorization from the
Fire Chief or the authorized designee.

103.6 POLICY MANUAL ACCEPTANCE

As a condition of employment, all members are required to read and obtain necessary clarification
of this Policy Manual. All are required to sign a statement of receipt acknowledging that they have
received a copy or have been provided access to the Policy Manual and understand that they are
responsible to read and become familiar with its content.

103.7 REVISIONS TO POLICIES

All revisions to the Policy Manual will be provided to each member on or before the date the policy
becomes effective. Each member will be required to acknowledge that he/she has reviewed the
revisions and shall seek clarification from an appropriate supervisor as needed.

Members are responsible for keeping informed of all Policy Manual revisions.

Each Division Officer will ensure that members under his/her command are aware of any Policy
Manual revision.

All District members suggesting revision of the contents of the Policy Manual shall forward their
written suggestions to their supervisors, who will consider the recommendations and forward them
to the command staff as appropriate.

103.8 REVIEW AND MAINTENANCE OF POLICIES

To ensure that policies remain viable and applicable to an ever changing organization, all policies
must be reviewed by the District at least once every 2 years. The Policy Review and Revision
Table located at the front of the Policy Manual, shall be used as the tracking document of record.
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California Fair Political Practices Commission
Filings

204.1 PURPOSE AND SCOPE

The purpose of this policy is to provide a uniform method for complying with the Fair Political
Practices Commission (FPPC) requirements, for designated members to report all potential
economic conflicts of interest to the District.

204.2 POLICY

It is the policy of the Mosquito Fire Protection District to comply with state requirements,
and designate certain job classifications as required to file a Statement of Economic Interests
(Government Code § 87300).

204.3 PROCEDURE

The District requires certain job classifications to file a Statement of Economic Interests
(Government Code § 87300). These job classifications have been identified based on the
opportunity for personal gain that could result from official actions as a member of this district.

204.4 DISTRICT RESPONSIBILITIES

The Fire Chief shall designate the District Board Clerk to be the Conflict of Interest Filing Officer
for the District, who shall be responsible for administering the filings in accordance with applicable
laws.

All Statement of Economic Interests filings shall be screened for compliance by the District Board
Clerk. Members in designated classifications are required to disclose certain economic interests,
which may include investments, interests in real property, income and business interests. All
information provided by members on the Statement of Economic Interests is a matter of public
record.

The Eldorado County Elections Office is the lead agency monitoring reporting requirements of
California Form 700 and the Public Service Ethics Education online course. The District Board
Clerk shall coordinate compliance with Form 700 and the online ethic course through the Elections
Office.

204.4.1 FILING REQUIREMENTS

Members in designated job classifications must file the following type of statements:
. Assuming office statement within 30 days after assuming office
. Annual statement due by April 1 each year
. Leaving office statement within 30 days after leaving the position

. Submitted through Board Clerk to County Elections Office
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204.4.2 FILING PROCESS
The filing process is administered by the District Board Clerk and includes the following
procedures:

. A Statement of Economic Interests form and filing instructions shall be distributed
annually to designated district members. Additionally, forms shall be sent to
designated members upon notice of appointment or termination.

. A completed Statement of Economic Interests shall be returned to the District Board
Clerk by the date indicated on the instructions.

. The District Board Clerk shall screen the Statement of Economic Interests for
completeness, potential conflicts of interest and to ensure all designated members
have filed a statement, in accordance with FPPC regulations.

. Upon completion of the screening process, the District Board Clerk shall retain the
original for a period of time in accordance with the FFPC and the district’s established
records retention schedules.

. A list of all district members with potential conflict situations will be compiled and
maintained in the Administration Division.

. Any change to the FPPC filing process shall be submitted to the governing body for
review and approval.

204.4.3 REPORTING REQUIREMENTS

All members are required to report potential conflicts of economic interest even if they are not in a
designated classification. All members are disqualified from participating in government decisions
in which they have, or appear to have, a financial interest (Government Code 8§ 87100). When a
potential conflict of interest situation arises, it must be reported immediately through the chain of
command to the member's immediate supervisor and then the District Board Clerk.

204.4.4 DESIGNATED CLASSIFICATIONS
The Mosquito Fire Protection District has designated the following classifications as required to
complete a Statement of Economic Interests document in accordance with FPPC regulations:

. Board of Directors
. Fire Chief
. Fire Officers
Copyright Lexipol, LLC 2024/04/26, All Rights Reserved. California Fair Political Practices Commission

Published with permission by Mosquito Fire Protection District

Filings - 21



Mosquito Fire Protection District

2 1 1 Policy Manual

Solicitation of Funds

211.1 PURPOSE AND SCOPE

The purpose of this policy is to ensure that fundraising activities associated with the District are
consistent with its mission, values and legal status. This policy applies to all fundraising activities
involving the District or the use of the district name, insignias, equipment or facilities.

211.1.1 DEFINITIONS
Definitions related to this policy include:

Fundraising - The collection of money through donations, sales or event programming for the
purpose of charitable donation or organizational budget enhancement.

211.2 POLICY

It shall be the policy of this district that all fundraising activities involving on-duty members or use
of district equipment, and that provide financial benefit to the District, must be authorized by the
Fire Chief or the authorized designee prior to initiating solicitations.

Authorized fundraising activities should not indicate or imply that a donation will influence services
provided by the District. Members engaged in fundraising activities are expected to act ethically
regarding the solicitation of funds, the interaction with donors or potential donors and the
maintenance of fundraising records.

Members are prohibited from soliciting any goods or services from local businesses, groups or
individuals for the purpose of providing incentives, prizes or give-aways to attendees of district-
sponsored or hosted events, or to events when members attend as representatives of the District.

211.3 PROCEDURES
Fundraising activities or events involving the District should incorporate the following elements:

(a) Compliance with applicable federal, state and local laws and regulations

(b)  Compliance with district and governing-body policies

(c) A benefit to the District that is consistent with the district mission

(d)  An accurate description of the purpose for which funds are requested.

(e) Alimitation on the frequency of solicitations to avoid placing undue pressure on donors

(f)  Identification of the individual soliciting funds as a volunteer, a member of this district
or a hired solicitor

(9) An admonishment that encourages donors to seek independent advice if there is
reason to believe that a proposed gift might significantly affect the donor’s financial
position, taxable income or relationship with other family members.
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(h)  The assurance that donor requests to limit the frequency of contacts, to prohibit
solicitation by telephone or other technology and to reduce or cease sending printed
or electronically transmitted material concerning the District will be honored

(i) Respect of the donors’ privacy and a commitment that the District will not sell or
otherwise make available donors’ names and contact information

Commercial or corporate sponsorship of fundraising activities or events may be allowed provided
that it has been preapproved by the Fire Chief or the authorized designee.

211.4 DISTRICT-SPONSORED EVENTS
The following also apply to district-sponsored fundraising events:

(a)  Fundraising events should be clearly identified by a sign indicating the name, product,
service, price and purpose of the event.

(b) At least one member should be present during the entire event.

(c) Individuals participating in the event should be briefed and supervised to ensure their
activities are consistent with this policy.

(d) Individuals participating in the event should not be compensated by a commission or
a percentage of the amount collected.

(e) Funds raised should be deposited no later than the next business day.
(f)  All donors should receive a receipt for the amount of their donation.

(9) Fundraising activities should not delay emergency response or otherwise compromise
the mission of the organization.

(h)  Fundraising that takes place on public-owned or private property will be done with the
knowledge and approval of the property custodian or owner.

(i)  Fundraising that occurs on public ways or near roadways will be coordinated with the
responsible law enforcement agency for the protection of pedestrians, motorists and
event participants.

211.5 FUNDRAISING ON BEHALF OF OTHERS

Fundraising for the benefit of a non-profit charitable third party (e.g., blood drive, burn victims,
surviving families) having no direct affiliation with the District is permissible provided that the
fundraising standards and event prerequisites listed above are followed.

Any materials associated with a third-party fundraising activity shall be approved by the Fire Chief
or the authorized designee prior to the activity. In addition, there should be a written agreement
between the District and the organizers of the activity that includes:

(a)  Written proof that the event is for a charitable purpose.

(b)  Assignment of responsibility to the organizers for all direct costs incurred for the event.
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(c) Assignment of responsibility to the organizers for the collection and reporting of any
applicable taxes.

(d)  written instructions regarding the maintenance of funds raised on behalf of others. The
funds shall be maintained in a separate fund and not commingled with other district
funds.

The District reserves the right to require additional conditions including, but not limited to, evidence
of insurance coverage or appropriate indemnification.
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214.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidelines for the purchasing and procurement of goods
and services.

214.2 POLICY

It is the policy of the district to conduct purchasing and procurement in an efficient, cost-effective
and transparent manner consistent with federal, state, and local laws, rules, and requirements in
order to protect the integrity of the district and maintain public trust.

214.3 PURCHASING COORDINATOR
The Fire Chief may designate a member to coordinate district purchases. The member's
responsibilities would include:

(@ Remaining familiar with and updating District purchasing policy and procedures.

(b) Obtaining authorization from the Fire Chief or the authorized designee for each
purchase.

(c) Reviewing proposed purchases to determine the most appropriate method of
procurement.

(d) If the procurement method selected is one other than competitive bidding,
documenting why another method was selected.

(e) Assisting other members involved with the purchasing and procurement of goods or
services in following purchasing requirements and rules applicable to the method of
procurement.

() Forwarding all contracts and purchase orders to the Fire Chief or the authorized
designee for review, approval, and execution.

214.4 AUTHORITY

The District's Board of Directors authorizes the Fire Chief, or a person appointed by the Fire Chief,
the authority to purchase, negotiate to purchase or contract for goods, or services, supplies or
equipment as necessary for the function and operation for the District. As the purchasing agent for
the Fire Chief. If designated, the Purchasing Coordinator must respect and adhere to this chain
of authority.

Anyone who orders goods or services without adhering to this authority and following the 205
Purchasing and Procurement Procedure, may be held financially responsible for payment.

2145 OPEN AND FAIR COMPETITION

Open and Fair competition is a best practice to ensure that all items are procured at a good
value. Providing the same purchasing information, (product requirements, terms and conditions,
equivalent brand options, etc.) to all vendors fosters a fair and competitive purchasing process
that will benefit the District and maintain positive vendor relationships.

Copyright Lexipol, LLC 2024/04/26, All Rights Reserved. Purchasing and Procurement - 25
Published with permission by Mosquito Fire Protection District



Mosquito Fire Protection District

Policy Manual
Policy Manual

Purchasing and Procurement

Sole or Single Sourcing should only be done after careful market research and a written
determination that no other vendor/brand could possibility provide the benefit and value required.
Only the Fire Chief holds the authority for Sole or Single Source procurement.

214.6 INTEGRITY AND CONFIDENTIALITY

Interactions among District members who are granted purchasing authority and their interactions
with vendors will be performed with professionalism, courtesy, integrity and confidentiality at all
times. All members are required to report potential conflicts of economic interest even if they are
not in a designated classification. All members are disqualified from participating in government
decisions in which they have, or appear to have, a financial interest (Government Code § 87100).
When a potential conflict of interest situation arises, it must be reported immediately through the
chain of command to the member's immediate supervisor and then the District Board Clerk.

214.7 REVIEWS
The Fire Chief shall review purchasing and procurement activities annually to ensure compliance

with the District's own policies and procedures.
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319.1 PURPOSE AND SCOPE

This policy provides guidance to Mosquito Fire Protection District personnel who encounter
abandoned infants or children. This policy does not apply to infants who are surrendered within
72 hours of birth under the Safely Surrendered Baby Law (Health and Safety Code § 1255.7), as
provided in the Safely Surrendered Baby Policy.

319.1.1 DEFINITIONS
Definitions related to this policy include:

Abandoned child - Any child, who is not in the care of a parent or guardian, an adult family
member, a responsible sibling, a responsible caregiver, a law enforcement officer, a social
services representative or another person who is providing a safe environment for the child, except
those surrendered within the guidelines of the Safely Surrendered Baby Policy (Health and Safety
Code § 1255.7).

319.2 POLICY

It is the policy of the Mosquito Fire Protection District to make the safety, health and well-being
of an abandoned child a primary consideration. Notification to the appropriate law enforcement
agency regarding the child should be the secondary consideration.

319.3 MEDICAL PROCEDURE

Abandoned children who have apparent medical needs or are unable to provide information
regarding their health history or acute medical conditions, nutrition and allergy history or other
significant health information should be treated as medical patients, receive the appropriate
pre-hospital medical evaluation and be delivered to an appropriate medical facility for further
evaluation.

319.4 MANDATED REPORTER REQUIREMENTS

Non-volunteer firefighters, paramedics, EMT 1 and Il and other district members certified under
Health and Safety Code Division 2.5 § 1797 et seq. are designated as mandated reporters (Penal
Code § 11165.7). Mandated reporters shall notify a police or sheriff's department or a child welfare
agency as soon as practicable and shall send a written report concerning the abandoned child to
that same agency within 36 hours (Penal Code § 11166(a)).

If a mandated reporter of this district relinquishes control of an abandoned child to a law
enforcement officer and, by mutual agreement, the officer assumes responsibility for complying
with the mandated reporter requirements, the district mandated reporter may forego submitting a
written report (Penal Code 8§ 11166(h)).

319.5 RELINQUISHING CONTROL
District members may relinquish control of an abandoned child at any time to a law enforcement
officer or to a representative of a child welfare agency having jurisdiction over abandoned children.
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Members may also relinquish control of an abandoned child to a physician, nurse or social services
representative at a receiving medical facility or to a representative from a licensed children’s

shelter or other facility approved by the child welfare agency having jurisdiction over abandoned
children.

Members should not release an abandoned child to a parent, family member, guardian or other
person without first notifying a law enforcement officer and a representative of a child welfare
agency having jurisdiction over abandoned, abused or neglected children.
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323.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidelines for the mandatory reporting of suspected child

abuse or neglect (Penal Code § 11165.7).

323.1.1 DEFINITIONS
Definitions related to this policy include:

Child - Any person under the age of 18 years (Penal Code § 11165).
Child abuse or neglect - Includes the following:

. Physical injury or death inflicted by other than accidental means upon a child (Penal
Code 8§ 11165.6)

. Sexual abuse as defined in Penal Code 8§ 11165.1
. Neglect as defined in Penal Code § 11165.2

. The willful harming or injuring of a child or endangering a child or the health of a child,
as defined in Penal Code § 11165.3

. Unlawful corporal punishment or injury as defined in Penal Code § 11165.4

Child abuse or neglect does not include an altercation between minors (Penal Code § 11165.6).

323.2 POLICY
It is the policy of the Mosquito Fire Protection District to report suspected child abuse to local law
enforcement.

323.3 MANDATED REPORTER REQUIREMENTS

All members of this district are responsible for the timely and proper reporting of suspected child
abuse or neglect. Non-volunteer firefighters, paramedics, EMT | and Il and other district members
certified under Health and Safety Code Division 2.5 8 1797 et seq. are designated as mandated
reporters (Penal Code § 11165.7).

A mandated reporter of this district who, in his/her professional capacity or scope of employment,
has knowledge of or observes a child known or reasonably suspected to have been the victim of
child abuse or neglect, shall notify law enforcement personnel by telephone as soon as practicable.
The member shall then send or transmit a written follow-up report on the form provided by the law
enforcement agency (Penal Code § 11168) within 36 hours of receiving the information concerning
the incident (Penal Code § 11166(a)). A record of the written follow-up report should be retained.

Reports of suspected child abuse or neglect shall include the following information if known (Penal
Code § 11167(a)):

. The name, business address and telephone number of the mandated reporter
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. The capacity that makes the person a mandated reporter

. The information that gave rise to the reasonable suspicion of child abuse or neglect
and the source of that information

. The names, addresses and telephone numbers of the child's parents or guardians

. The name, address, telephone number and other relevant personal information about
the persons who might have abused or neglected the child

District members with knowledge of, or who reasonably suspect that, a child is suffering serious
emotional damage or is at a substantial risk of suffering serious emotional damage may make a
report through a mandated reporter (Penal Code § 11166.5).

Failure to report an incident of known or reasonably suspected child abuse or neglect by a
mandated reporter is a misdemeanor and may also result in discipline (Penal Code § 11166(c)).

323.4 MANDATED REPORTER STATEMENT

Each mandated reporter of this district shall be provided with a copy of Penal Code § 11165.7,
Penal Code § 11166 and Penal Code § 11167, and shall sign a statement acknowledging that
he/she received the copies, is a mandated reporter and will comply with the mandatory reporting
provisions (Penal Code 8§ 11166.5). The District will retain the original signed statement consistent
with the district’s established records retention schedules.

323.5 CONFIDENTIALITY
Reports of child abuse or neglect are to be confidential and may be disclosed only as provided

in Penal Code 8§ 11167.5.
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326.1 PURPOSE AND SCOPE

This policy provides members of the Mosquito Fire Protection District with guidance regarding
when notification is to be made to law enforcement and/or the local ombudsman and licensing
agencies of suspected abuse of certain adults.

326.2 POLICY
It is the policy of the Mosquito Fire Protection District to assist victims of adult abuse by making
the proper notifications to those responsible for investigating these matters.

326.3 MANDATORY NOTIFICATION

Firefighters, paramedics, Emergency Medical Technicians, and other district members certified
under Division 2.5 of the Health and Safety Code are designated as mandated reporters (Welfare
and Institutions Code § 15630(a)).

Members of the Mosquito Fire Protection District shall notify law enforcement or Adult Protective
Services (APS) of known, suspected, or alleged instances of abuse when the member (Welfare
and Institutions Code 8§ 15630):

(@) Has observed or has knowledge of an incident that reasonably appears to be adult
abuse.

(b) Istold by an elder or dependent adult of abuse.
(c) Reasonably suspects abuse.

For purposes of defining adult abuse, a dependent adult is an individual, regardless of whether
the individual lives independently, between 18 and 64 years of age who has physical or mental
limitations that restrict their ability to carry out normal activities or to protect his/her rights, including
but not limited to persons who have physical or developmental disabilities or whose physical or
mental abilities have diminished because of age. This also includes those admitted as inpatients
to a 24-hour health facility, as defined in state law (Welfare and Institutions Code 8§ 15610.07;
Welfare and Institutions Code § 15610.23).

For purposes of notification, abuse is physical abuse, abandonment, abduction, isolation, financial
abuse, or neglect. Physical abuse includes any assault or sex crime (Welfare and Institutions
Code § 15610.63). Financial abuse includes taking personal or real property by undue influence
or intent to defraud (Welfare and Institutions Code § 15610.30).

326.3.1 NOTIFICATION PROCEDURE

Notification should occur by telephone or through a confidential internet reporting tool as soon as
practicable. If naotification is by telephone, a written report or internet report shall be sent within
two working days as provided in Welfare and Institutions Code § 15630(b).

Notification should include (Welfare and Institutions Code § 15630(e)):

. Name of the person making the report.
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. Victim's name and age.
. Current location of the victim.

. Names and addresses of family members or any other adult responsible for the elder's
or vulnerable adult's care.

. Nature and extent of the condition of the elder or dependent adult.
. Date of the incident.

. Any other information requested, including information that led to the suspicion of elder
or dependent adult abuse.

Failure to report an incident of known or reasonably suspected adult abuse by a mandated reporter
is a misdemeanor and may also result in discipline (Welfare and Institutions Code § 15630(h)).

326.3.2 LONG-TERM CARE FACILITY NOTIFICATION

If the abuse occurred in a long-term care facility (not a state mental health hospital or a state
developmental center), naotification shall be made to law enforcement immediately and written
reports shall be made to the local ombudsman, the corresponding licensing agency, and law
enforcement as required (Welfare and Institutions Code § 15630(b)(1)).

326.3.3 STATE MENTAL HOSPITAL OR DEVELOPMENTAL CENTER NOTIFICATION
If the abuse occurred in a state mental hospital or a state developmental center, notification shall
be made immediately to law enforcement.

If the abuse occurred in a state mental hospital or a state developmental center and resulted in
any of the following incidents, notification shall also be made to the designated investigators of
the Department of State Hospitals or the Department of Developmental Services (Welfare and
Institutions Code § 15630(b)(1)(E)):

(@) Death
(b) Sexual assault as defined by Welfare and Institutions Code § 15610.63
(c) An assault with a deadly weapon by a nonresident

(d)  An assault with force likely to produce great bodily injury (as described by Penal Code
§ 245)

(e) Aninjury to the genitals when the cause of the injury is undetermined
(H A broken bone when the cause of the break is undetermined
326.4 RELEASE OF REPORTS
Information related to incidents of adult abuse or suspected abuse shall be confidential and may

only be disclosed pursuant to state law and the Release of Records Policy (Welfare and Institutions
Code 8§ 15633).

Requests for information about an incident referred to law enforcement should be referred to the
law enforcement agency.
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Fire Equipment Driver/Operator Training

600.1 PURPOSE AND SCOPE

The purpose of this policy is to enhance the safety of members and the public by ensuring that
all Mosquito Fire Protection District members, including tiller operators, who operate firefighting
equipment as part of their duties, receive appropriate training.

600.1.1 DEFINITIONS
Definitions related to this policy include (Vehicle Code § 12804.11):

Firefighting equipment - A motor vehicle that meets the definition of a class A or class B vehicle
as described in Vehicle Code § 12804.9(b), that is used to travel to and from the scene of an
emergency situation or to transport equipment used in the control of an emergency situation, and
that is owned, leased, rented by, or is under the exclusive control of this district.

Tiller operator - The driver of the rear free-axle portion of a ladder truck.

600.2 POLICY

It is the policy of the Mosquito Fire Protection District that all members who operate firefighting
equipment, including tiller operators, shall successfully complete driver training that meets or
exceeds the requirements of the State Fire Marshal Fire Apparatus Driver/Operator 1A course
(Vehicle Code § 12804.11).

600.3 PROCEDURES

All members who operate firefighting equipment, including tiller operators, shall have a valid class
A, B or C California Driver License (CDL), with a firefighter endorsement. To qualify for a firefighter
endorsement, the member shall complete the following (Vehicle Code § 12804.11):

(&) Provide the California Department of Motor Vehicles (DMV) with proof of current
employment as a firefighter by providing a letter from the Fire Chief or the authorized
designee.

(b) Provide the DMV with proof of successful completion of either the Fire Apparatus
Driver/Operator 1A course taught by an instructor registered with the Office of the
State Fire Marshal or fire department driver training that meets all of the requirements
in Vehicle Code 8§ 12804.11. This proof shall be in the form of a letter from the Fire
Chief or the authorized designee.

(c) Pass the written firefighter examination that has been developed by the DMV with the
cooperation of the Office of the State Fire Marshal.

(d) Submit a report of medical examination on a form approved by the DMV.

A member is not required to obtain and maintain a firefighter endorsement if the member is
operating the firefighting equipment for training purposes, during a non-emergency or while under
the direct supervision of a member who is properly licensed to operate the equipment and is
authorized by the District to provide training (Vehicle Code § 12804.11).
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600.4 TRAINING OFFICER RESPONSIBILITIES
It shall be the responsibility of the Training Officer to ensure that any member required to drive

fire apparatus as a part of his/lher normal duties has received the mandated training. The Training
Officer shall coordinate with the district member appointed to monitor driver license status to
ensure members have valid driver licenses with the proper endorsements, in accordance with the
Driver License Requirements Policy.
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601.1 PURPOSE AND SCOPE

The purpose of this policy is to establish the training requirements for members to maintain
the current and valid certificate that is required to utilize a District owned, Automated External
Defibrillator (AED) (22 CCR 100017 et seq.).

601.1.1 DEFINITIONS
Definitions related to this policy include:

Automated External Defibrillator (AED) - An external defibrillator capable of cardiac rhythm
analysis that will charge and deliver a shock either automatically or by user interaction after
electronically detecting and assessing ventricular fibrillation or rapid ventricular tachycardia (22
CCR 100005).

Public Safety AED Service Provider - An agency or organization that is responsible for, and is
approved to operate, an AED (22 CCR 100006 & 100018).

601.2 POLICY

It is the policy of the Mosquito Fire Protection District that all members identified as Firefighters
or Support Group/CERT, whose duties include the use of an AED shall receive training and
certification within one year of appointment. Recertification training will be completed in two-year
intervals in accordance with instructional providers requirements to maintain the current and valid
certificate that is required to utilize an AED.

All personnel will be properly trained and successfully demonstrate knowledge of the
Manufacture's recommendations for use and maintenance of all District owned AEDSs.

601.3 GUIDELINES
AED training shall be included in the initial First Aid and CPR course and comply with the training
standards set forth in 22 CCR 100017 & 100018.

In order to be authorized to utilize a District owned defibrillator, members shall pass a written
and manipulative skills examination monitored by the Fire Chief or his/her designee, who shall
also approve all training programs and instructors required for course completion. The skills test
measures the ability to evaluate and manage the conditions presented during incidents where an
AED may be used.

All AED training provided by the District shall be approved and monitored by the District EMS
authority, which shall also approve any written and skills examinations required for course
completion. It shall also approve AED instructors and designate Public Safety AED Service
Providers.

601.4 TRAINING RECORDS
The Fire Chief or his designee, shall be responsible for maintaining records of all AED training
provided to members. Records should include, but are not limited to:
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(@) The dates of the training sessions.
(b)  Alist of the topics or a summary of the content of the training sessions.
(c) The names or other identifiers and job titles of the members who received the training.

(d) The names, certificate numbers and qualifications of the persons conducting the
training.

The Fire Chief or his designee, should maintain the training records in accordance with established
records retention schedules.
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Bloodborne Pathogen Training

602.1 PURPOSE AND SCOPE

The purpose of this policy is to establish a state-mandated training program to ensure members
have the skills and knowledge to protect themselves against occupational exposure to potentially
infectious blood or bodily fluids (8 CCR 5193(g)(2)).

602.2 POLICY

Itis the policy of the Mosquito Fire Protection District to make members’ health and safety a priority
by providing initial and recurring bloodborne pathogen training. All members of the District whose
duties have a risk of occupational exposure to potentially infectious blood or bodily fluids shall
receive bloodborne pathogen training (8 CCR 5193(g)(2)).

602.3 PROCEDURES
The Fire Chief will assign a person as the district's Exposure Control Officer (ECO). The ECO
shall be responsible for the following:

(@) The overall management of the bloodborne pathogen Exposure Control Plan (ECP).

(b) Establishing written procedures and a training program related to aerosol
transmissible diseases, as required by 8 CCR 5199.

(c) Working with management to develop and administer any additional related policies
and practices necessary to support the effective implementation of this plan.

(d) Remaining current on all legal requirements concerning bloodborne pathogens and
other communicable diseases , as required by 8 CCR 5193.

(e) Acting as a liaison during Cal/lOSHA inspections , conducting program audits to
maintain an up-to-date ECP and ensuring exposure report forms are available and
adequate for members to properly report incidents of exposure.

()  Maintaining an up-to-date list of personnel requiring training.
(9) Developing and implementing a training program, maintaining class rosters and
quizzes, and periodically reviewing and updating the training program.

(h)  Reviewing and updating the ECP annually (on or before January 1 of each year).

District officers are responsible for exposure control in their respective areas. They shall work
directly with the ECO and any affected members to ensure that the proper exposure control
procedures are followed.

602.4 TRAINING REQUIREMENTS

Any member whose duties place him/her at risk for exposure to bloodborne pathogens shall
receive district-provided, no-cost training during working hours that shall include all of the state
requirements (8 CCR 5193).
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602.5 TRAINING RECORDS
The Training Officer shall be responsible for maintaining records of all bloodborne pathogen

training provided to members. Records should include, but are not limited to, the following:
(a) The dates of the training sessions
(b)  Alist of the topics or a summary of the content of the training sessions
(c) The names or other identifier and job title of the members who received the training
(d) The names, certificate number and qualifications of persons conducting the training

The Training Officer should maintain the training records in accordance with established records
retention schedules.
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CPR and First Aid Training

603.1 PURPOSE AND SCOPE

The purpose of this policy is to establish a training program to ensure district members have the
skills and knowledge to perform CPR and First Aid when necessary (Health and Safety Code §
1797.182).

603.2 POLICY

It is the policy of the Mosquito Fire Protection District that all personnel identified as Firefighters
or CERT/Support Group members, be trained to provide First Aid and CPR to the standards
established in the California Health and Safety Code Title 22 Section 1797.182 as soon as
practicable after hire but in all cases within the first year of employment. Recurrent CPR training
shall occur at least once every two years (Health and Safety Code § 1797.182).

603.3 TRAINING REQUIREMENTS

The CPR and First Aid training will be in accordance with acceptable standards established in the
current adopted California EMSA (Emergency Medical Services Authority), Cardiac Care, Medical
Care and Trama Care sciences. All training and required recertification intervals will be conducted
in accordance with acceptable training providers, or intervals established by the District. Examples
of such training providers include, but are not limited to, the American Red Cross and the American
Heart Association (Health and Safety Code § 1797.182).

Except in the presence of acceptable extenuating circumstances, First Aid and CPR training shall
be provided to members by the District at no cost to the member within one year of appointment.
It remains the responsibility of personnel to ensure that this training has been completed in the
timeframe established by this policy.

603.4 TRAINING RECORDS
The Fire Chief shall be responsible for maintaining records of all CPR training provided to

members. Records shall include, but are not limited to, the following:
(@) The dates of the training sessions
(b)  Alist of topics or a summary of the content of the training sessions
(c) The names or other identifier and job title of the members who received the training
(d) The names, certificate number and qualifications of persons conducting the training

(e) The name of the training program or nationally recognized authority that provided the
curriculum

(H Copies of the certification documents issued to members upon completion of the
training

The Fire Chief shall maintain the training records in accordance with established records retention
schedules.
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Health Insurance Portability and Accountability
Act (HIPAA) Training

609.1 PURPOSE AND SCOPE

The purpose of this policy is to ensure all members receive proper training in recognizing and
handling Protected Health Information (PHI), as set forth in the Health Insurance Portability and
Accountability Act (HIPAA) and its implementing regulations (42 USC § 201 and 45 CFR 164.530).

609.1.1 DEFINITIONS
Definitions related to this policy include:

Health information - Information, whether oral or recorded in any form or medium, that is created
or received by a health care provider, health plan or employer and relates to a person’s past,
present or future physical or mental health or condition, or past, present or future payment for the
provision of health care (45 CFR 160.103).

Individually identifiable health information - Health information, including demographic
information, created or received by a covered entity or employer that relates an individual’s past,
present or future physical or mental health or condition, the provision of health care to an individual,
or the past, present or future payment for the provision of health care to an individual, that can
either identify the individual or provide a reasonable basis to believe the information can be used
to identify the individual (45 CFR 160).

Protected Health Information (PHI) - Individually identifiable health information that is created
or received by a covered entity or employer. Information is protected whether it is in writing, in an
electronic medium or is communicated orally (45 CFR 160).

609.2 POLICY

It is the policy of the Mosquito Fire Protection District to provide HIPAA privacy training to all
members as necessary and appropriate for their duties, and to apply appropriate sanctions against
members who violate the privacy policies and procedures (45 CFR 164.530(b) and 45 CFR
164.530(e)).

It is also the policy of the District that no member shall be retaliated or discriminated against for
filing a complaint about violations of the HIPAA regulations (45 CFR 164.530(qg)).

609.3 TRAINING REQUIREMENTS

To ensure confidentiality and compliance with the HIPAA regulations, the District shall provide
training to all members likely to have access to PHI. The training shall be completed for all newly
hired members prior to them being allowed access to PHI. Training for all current members shall
also occur any time material changes are made to the district’s privacy policies and procedures.

The Training Officer shall be responsible for establishing a periodic schedule for retraining and
a method of ensuring that all members acknowledge receipt of all HIPAA training (45 CFR
164.530(b)).
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Training should include a review of the:

(@)
(b)

(€)

(d)

(e)

(f)

(@)

(h)
(i)

District’s statutory obligations imposed by HIPAA.

Patient Medical Record Security and Privacy Policy , including a thorough treatment
of the security procedures the District uses to protect written and electronic health
information.

Methods and procedures to be used during the collection of PHI.

HIPAA-imposed statutory limitations on the dissemination of PHI to the family
members of patients.

Proper procedures when responding to media requests for information regarding
incidents at which the District provided medical services.

Procedures for the secure destruction of written instruments containing PHI, including
handwritten field notes, pre-hospital care records or other documents containing PHI.

Approved method for transferring PHI to receiving hospitals or other receiving medical
facilities.

Photography and Electronic Imaging Policy as it pertains to PHI.

District's procedures for protecting employee health information.

609.4 TRAINING RECORDS
The Training Division shall be responsible for maintaining the records of all HIPAA-related training

for all members for six years (45 CFR 164.530())).
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612.1 PURPOSE AND SCOPE

The purpose of this policy is to protect the health of members through the use of a respirator to
avoid breathing air that is contaminated with harmful dusts, fogs, fumes, mists, gases, smokes,
sprays and vapors.

In the event that engineering control measures cannot effectively eliminate exposure risks, suitable
respirators and appropriate training shall be applied to hazardous conditions in accordance with
the Respiratory Protection Program Policy.

This policy identifies which members must receive respiratory protection training, the minimum
training curriculum and the requirements for recurrent training (8 CCR 5144(a)).

612.2 POLICY
Itis the policy of the Mosquito Fire Protection District to protect the health of members by providing
respiratory protection training (8 CCR 5144 (k)).

612.3 PROCEDURE

The District shall provide effective respiratory protection training to all members who are required
or expected to utilize respirators. For the purposes of this policy, respirators will include any tool,
implement or device that filters ambient air, delivers compressed air, or recirculates filtered or
treated air for inhalation by humans. Such devices include, but are not limited to, self-contained
breathing apparatus (SCBA), supplied-air respirators, canister or cartridge-type breathing masks,
biohazard masks, over-the face dust or particle masks, rebreather units or any type of gas mask.

Respiratory protection training shall include, but not be limited to, the following (8 CCR 5144(Kk)):
(a) The District shall ensure that each member can demonstrate knowledge of:

1. Why the respirator is necessary and how improper fit, usage or maintenance
can compromise its effectiveness.

2. The limitations and capabilities of the respirator.

3. How to use the respirator effectively in emergency situations, including situations
in which the respirator malfunctions.

4. How to inspect, put on, remove, use and check the seals of the respirator.
5.  The procedures for maintenance and storage of the respirator.

6. How to recognize the medical signhs and symptoms that may limit or prevent the
effective use of a respirator.

7. The general requirements of this policy.

(b)  The training shall be conducted in a manner that is easily understood by the member.
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(c) The District shall provide the training prior to requiring the member to use a respirator
in the workplace.

(d) Retraining shall be administered annually and when the following situations occur:

1. Changes in the workplace or the type of respirator render previous training
obsolete

2. Inadequacies in the member's knowledge or use of the respirator indicate that
the member has not retained the requisite understanding or skill

3. Any other situation arising in which retraining appears necessary to ensure safe
respirator use

612.4 TRAINING RECORDS
The Training Officer shall be responsible for maintaining records of all respiratory protection
training that is provided to members. At a minimum, the District should document the following:

(a) The dates of the training sessions

(b)  Alist of the topics or a summary of the content of the training sessions

(c) The name or other identifier and job title of the members who received the training
(d) The names, certificate number and qualifications of persons conducting the training

() Documentation of each member's demonstrated performance in meeting the
standards detailed in this policy (8 CCR 5144(m))

The Training Officer should maintain the training records in accordance with established records
retention schedules.

612.5 APPENDIX D ADVISORY

Basic advisory information on respirators shall be provided by the District in any written or oral
format to any member who chooses to wear a respirator, even if the use of the respirator is not
mandated by the district or law (8 CCR 5144(k)(6)). The appendix D advisory content is shown
below:

612.5.1 8 CCR 5144 APPENDIX D CONTENT

Respirators are an effective method of protection against designated hazards when properly
selected and worn. Respirator use is encouraged even when exposures are below the exposure
limit in order to provide an additional level of comfort and protection. However, if a respirator is
used improperly or not kept clean, the respirator itself can become a hazard to the worker.

Members may wear respirators to avoid exposures to hazards, even if the amount of hazardous
substance does not exceed the limits set by Cal/OSHA. If the District provides respirators for
voluntary use or if a privately owned respirator is available, certain precautions should be taken
to ensure that the respirator itself does not present a hazard.

Members should:
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. Read and heed all instructions provided by the manufacturer on use, maintenance,
cleaning and care, and warnings regarding the respirator’s limitations.

. Choose respirators certified for use to protect against the contaminant of concern. The
National Institute for Occupational Safety and Health (NIOSH) certifies respirators.
A label or statement of certification should appear on the respirator or respirator
packaging. The certification will define what the respirator is designed for and the
protection level to be expected.

. Not wear a respirator into areas containing contaminants for which the respirator is not
designated to protect against. For example, a respirator designed to filter dust particles
will not protect against gases, vapors or very small solid particles of fumes or smoke.

. Keep track of the respirator so it is not mistakenly shared.
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614.1 PURPOSE AND SCOPE

The purpose of this policy is to establish procedures for accumulating and maintaining records of
all training provided by the District and all training received by individual district members. This
policy shall apply to all training received but particularly training that is mandated by an external
force such as a law, statue or regulation.

614.2 POLICY

It is the policy of the Mosquito Fire Protection District to maintain comprehensive records of all
training provided by the District, and all training received by district members. The Training Officer
or the authorized designee shall be responsible for creating and maintaining training records. All
members of the District are responsible for assisting the Training Officer in documenting training
activities by signing course rosters, submitting certificates of completion from outside training or
providing other means of training documentation.

Training records may be documented utilizing either hard copies stored in a traditional filing
system or via electronic files. All electronic training records will be redundantly stored using district-
approved secure electronic file storage systems.

614.3 MASTER TRAINING CALENDAR

The Training Officerwill create and maintain an annual master training calendar for the District.
This calendar will document all district-provided, regularly scheduled training opportunities. The
master training calendar should be a living document, reflecting any changes made in the actual
training schedule or actual training opportunities provided throughout the year. The training
opportunities in the master training calendar should include, but are not limited to:

(@) Allfederal or state mandated training. Examples include courses that address sexual
harassment prevention, heat illness prevention, medical records privacy, personal
protective equipment, bloodborne pathogens, CPR and hearing protection.

(b) All federal or state mandated training drills, manipulative drills, skills or equipment
testing, including annual audiograms and fit testing for Occupational Safety and Health
Administration/National Institute for Occupational Safety and Health (OSHA/NIOSH)-
approved masks and respirators.

(c) All California Incident Command Certification System (CICCS) training provided by
the District.

(d) Specific training and certification for "all-hazards" positions, based on the Incident
Command System (ICS), the National Incident Management System (NIMS) or
Standardized Emergency Management System (SEMS) courses.

(e) AIINIMS, ICS, SEMS and NIMS-compliant incident management system courses.

(H  All Emergency Medical Services (EMS) pre-hospital care, continuing education
courses or programs provided by the District.
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(g) Any training opportunity scheduled through the Training Division and intended to be
provided division-wide to each of the Divisions.

(h)  Any training opportunity utilizing instruction from outside the District.
(i)  Any interagency cooperative training program or activity.
()  Any regularly scheduled skills or job performance training and testing evolutions.

Copies of each year's master training calendar will be maintained and retained in the Training
Division files based on district-established records retention schedules.

614.4 DISTRICT TRAINING RECORDS
The Training Officer shall be responsible for maintaining records of all training provided by the
District. The information in each record shall include, but is not limited to:

(&) The course title.

(b)  An outline of the subject matter and specific details of any information mandated by
federal or state code, OSHA regulation or other requirement.

(c) The dates the course was provided to members.
(d) The instructor names, qualifications and/or certifications.

(e) Copies of course curriculum, course duration, information sheets or other course
content provided to students.

(H  Copies of course evaluations submitted by students.

(g) Attendance records for each course session, including each member's name or other
identifier.

614.5 INDIVIDUAL TRAINING RECORDS

The Training Division will create and maintain an individual training file for each member of the
District. The training files will be kept separate from the district's personnel files. The member
training files should be used to document a member's training courses and training-related
programs and activities.

The training files shall not be used to store any work-performance records, member conduct
records, member disciplinary records or any other documentation that is not specifically training-
related. Information entered into the member training files will be a permanent part of that record.
No training information or entries will be removed from the file unless the record is found to be
factually incorrect or erroneously entered into that member's training file. Each member's training
file will be part of that member's permanent record of activity while employed by the District.

When a member ends employment with the District, that member's training file will be archived
and maintained in accordance with the district's established records retention schedule.

Members of the District shall be provided access to their individual training file upon request.
A member may request to review his/her training file either verbally or in writing. The Training
Officer should facilitate those requests as soon as practicable but in all cases within 21 days of
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the member's request to review his/her file. Members may not add or remove any document or
information from the training file without the express approval of the Training Officer. Training
Division members shall be allowed to photocopy or otherwise reproduce images of any entries
in their individual training file.

Member training files should be organized to readily allow for the retrieval of specific training
subject documentation, particularly in regard to documentation of any mandated training subject
compliance.

Member training files should contain documentation of all work- or job-related licensing and
certification that the member earns, achieves or is awarded. Information regarding member
progress toward or application for licensing and certification should also be stored in the member
training files. Examples include CICCS coursework, CICCS position task books and certification,
NIMS certifications, SEMS certifications, California State Fire Marshal certifications, California
Office of Emergency Services certifications (OES) and State of California pre-hospital care
provider continuing education coursework, licensing and certification records (paramedic and
Emergency Medical Technician).

614.6 TRAINING RECORDS FROM PREVIOUS EMPLOYERS

The Training Officer may request that new members obtain and submit copies of any previous
employer training files for inclusion in their Mosquito Fire Protection District training file. All
members of the District may submit training records from previous employers to the Training
Officer for inclusion in their individual training file. The Training Officer will evaluate any submitted
training records obtained during previous employment and will add any pertinent information to
the member's training file as appropriate.

614.7 RELEASE OF FORMER MEMBER TRAINING RECORDS

Upon written request, the individual training file of any former Mosquito Fire Protection District
member may be copied and released to either the former member or to a third-party upon receipt
of a signed written request from a former member of the District. The written request should
include the past member's full name, approximate dates of employment with the District and date
of separation from employment with the District. In the event that the former member is requesting
that copies of his/her file be sent directly to a third party, the written request should include a
statement authorizing the Mosquito Fire Protection District to release copies to the named third

party.
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700.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidelines for the care and maintenance of district property
entrusted to district members and the return of district property at the end of employment or
affiliation with the District. This policy also provides guidelines for members to claim damage to
or loss of personal property used in an occupational capacity.

700.2 POLICY

It is the policy of the Mosquito Fire Protection District to issue equipment to members for the
purpose of performing their assigned duties. Members shall be responsible for the safekeeping,
serviceable condition, proper care, use and request for replacement of all district property issued
or entrusted to their care. A member’s intentional or negligent abuse or misuse of district property
may lead to discipline, including, but not limited to, the cost of repair or replacement of the property,
and up to and including termination.

700.3 PROCEDURE
The following procedures shall be in effect regarding district property issued to members:

(@ Members shall promptly report via the chain of command any loss, damage or
unserviceable condition of district-issued property or equipment assigned for member
use.

(b) The use of damaged or unserviceable district property should be discontinued as soon
as practicable and a supervisor notified so that the item may be replaced.

(c) No member should attempt to repair damaged or unserviceable district property
without supervisory approval.

(d) Use of district property should be limited to official purposes in the capacity for which
it was designed. Except when otherwise directed and/or required by circumstances,
district property shall only be used by the member to whom it was assigned.

(e) District property shall not be discarded, sold, traded, donated, destroyed or otherwise
disposed of without supervisory approval.

700.3.1 SURRENDERING DISTRICT PROPERTY UPON SEPARATION
Members who separate from the District shall return all district property, regardless of its condition.
The following guidelines shall apply:

(@) All district property, including keys, badges, identification cards, radios/pagers,
turnouts, electronic devices and any other miscellaneous equipment belonging to the
district , shall be returned to the District no later than the member's departure date or
as directed by the Fire Chief or the authorized designee.

(b) A member who fails to return all district property in his/her possession may be required
to reimburse the District for the value of the property or may be subject to legal action
brought by the District.
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700.4 FILING CLAIMS FOR PERSONAL PROPERTY

Members are responsible for exercising reasonable care and caution to avoid damage to or loss
of personal property while on-duty. However, consistent with district rules, personal property that
is lost or damaged during the proper performance of a member's job duties may be replaced or
the cost reimbursed by the District when such loss or damage is not the result of intentional or
negligent abuse or misuse by the member.

Any claim for the replacement or cost reimbursement for damage to or loss of a member's personal
property must be submitted on the proper claim form to the member's immediate supervisor.

The supervisor is responsible for reviewing the claim to assess whether the lost or damaged
property was reasonably required for the proper performance of the member's job duties. The
supervisor will make a determination as to whether reasonable care was taken to prevent loss
or damage and whether proper procedures were followed just prior to the occurrence of the loss
or damage. A supervisor may direct a member to submit additional details in a separate written
report, if needed.

If approved, the supervisor will forward the claim and related reports to the Fire Chief, who will
determine the appropriate reimbursement value of the property and will forward the claim for
payment to the proper entity.

700.4.1 COVERED PERSONAL PROPERTY

Property that is necessary in the performance of the member's job duties shall be considered a
covered item. The age and condition of the damaged or lost property shall be considered when
determining replacement or reimbursement value.

700.4.2 EXCLUDED PERSONAL PROPERTY ITEMS

Members are discouraged from wearing expensive jewelry or watches or bringing personal
property items to the workplace that may be damaged, lost or stolen. Personal property that is not
eligible for replacement or reimbursement includes:

(@) Any personal property that is lost or damaged directly or indirectly due to negligence
of the member.

(b) Personal computers, communication devices, cell phones, game consoles or any
other electronic devices that the member voluntarily brings to the workplace and that
are not required by the District for the performance of the member's duties.

(c) Any personal property used in place of district-issued property.

(d) Any jewelry, with the exception of watches, which shall not exceed a $100
reimbursement.

700.4.3 PERSONAL VEHICLES

The District will not provide vehicle insurance coverage for members who use their personal
vehicles for district business. All members must rely on their personal vehicle insurance carrier for
replacement or cost reimbursement of damage to or loss of a personal vehicle. Members using a
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personal vehicle for district business shall have the minimum evidence of financial responsibility
required for that vehicle (Vehicle Code § 16056).

700.4.4 LOSS OR DAMAGE OF PROPERTY OF ANOTHER

Members intentionally or unintentionally may cause damage to the real or personal property of
another while performing their duties. Any member who damages or causes to be damaged any
real or personal property of another while performing any district function, regardless of jurisdiction,
shall report it as provided below:

(@) A verbal report shall be made to the member's immediate supervisor as soon as
practicable.

(b) A written report shall be submitted before the member goes off-duty or within the time
frame directed by the supervisor to whom the verbal report was made.

700.4.5 DAMAGE BY PERSON OF ANOTHER AGENCY

If members of another jurisdiction cause damage to real or personal property belonging to the
District, it shall be the responsibility of the member present or the member responsible for the
property to make a verbal report to his/her immediate supervisor as soon as practicable. The
member shall submit a written report before going off-duty or as otherwise directed by the
supetrvisor.

All reports should be completed immediately after the incident or as soon as practicable if
extenuating circumstances delay the member's ability to complete the report.

All reports, including the supervisor's written report, shall promptly be forwarded to the Fire Chief.
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709.1 PURPOSE AND SCOPE

The purpose of this policy is to authorize district members to utilize photography and electronic
imaging to document incidents while also protecting the privacy of citizens and ensuring district
compliance with the mandates of the Health Insurance Portability and Accountability Act (HIPAA).

This policy establishes legal ownership of all photographs and electronic images collected by
district members, establishes the parameters for the types of incidents, subjects and activities that
may be photographed or electronically imaged, and establishes restrictions on the use of such
photographs and electronic images.

709.2 POLICY

It is the policy of the Mosquito Fire Protection District to authorize members to utilize photography
and electronic imaging to document incidents and district activities that are subject to compliance
with specific regulations, conditions, restrictions and guidelines.

The use of photography or electronic imaging of medical patients, injured victims or other
people who are medically evaluated or treated by district members must also comply with the
requirements of HIPAA.

The Mosquito Fire Protection District shall respect the privacy rights established in the state and
federal constitutions.

709.3 OWNERSHIP AND COMMERCIAL USE OF PHOTOGRAPHS AND ELECTRONIC
IMAGES

All photographs and electronic images taken by district members while on-duty or acting in an
official capacity are the sole property of the District and may not be sold, transferred for commercial
use, bartered or otherwise distributed for profit by any member of the District without the express
prior approval of the Fire Chief (17 USC § 201).

All photos taken shall be forwarded to the Fire Chief as soon as practical.
709.4 AUTHORIZED USE OF PHOTOGRAPHY AND ELECTRONIC IMAGING

709.4.1 NON-INCIDENT EVENTS
Photography and electronic imaging may be utilized by district members for non-incident events,
including:
(@) Documentation of district training events, exercises, lectures, classes or activities, and
all fire academy-related activities.

(b) Documentation of internal district events and activities, such as promotional
ceremonies, member recognition or award presentations, meetings, seminars,
workshops and other activities involving district members.
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(c) Documentation of public events, such as safety seminars, fire station open house
events, Administration education events and activities, school safety presentations
and club or service organization events.

(d) Documentation of all district vehicles, apparatus, tools and equipment, facilities and
other district-owned property.

(e) Creating and maintaining a photo/image bank depicting all district members.

(H Documentation of all buildings, structures, facilities, infrastructure components,
landmarks and recreational areas within the district's jurisdiction for later use in
disaster mitigation, recovery and cost-recovery efforts.

() Todocument any condition, activity or event related to the district's code enforcement
responsibilities.

(h) To document inspections, code compliance activities or any other activity of
Administration.

(i)  Unless prohibited elsewhere in this policy, to document any district activity for future
use in training.

()  For any other purpose authorized by the Fire Chief.

709.4.2 INCIDENT-RELATED EVENTS
Photography and electronic imaging may be utilized by district members at incident scenes,
including:

(a) Documentation of the conditions on arrival and during suppression activities at any
fire incident.

(b) Documentation of fire, smoke, water, structural collapse or any other damage or
conditions resulting from any fire or fire-related event.

(c) Documentation of people at the scene of a fire or a fire-related incident for the purpose
of future investigation.

(d) Documentation of anything of evidentiary value found at a fire or incident scene where
any type of investigation may be initiated.

(e) Documentation of the location, position, trauma, injuries or any other factor of
investigative interest related to deceased victims at a fire or fire-related incident or
other incidents.

(f)  Documentation of the condition of vehicles, apparatus, bicycles or other items involved
in collisions, accidents, entrapments or other rescue or medical events.

(9) Documentation of the extrication of trapped individuals in any rescue situation.

(h)  Docu