
NOTTINGHAM VOLUNTEER FIRE COMPANY

HANDBOOK

“Teamwork is the fuel that allows common people

to produce uncommon results.”*

Each member of the Nottingham Volunteer Fire Company (NVFC) functions as a part of a team, whether it be serving on a committee, teaching fire safety to a group of schoolchildren, restoring equipment after a run or answering emergency calls.  There is no “I” in “TEAM” and all members are expected to put personal preferences aside in working towards our ultimate mission:  the protection and safety of the members of our community. 

The guidelines in this handbook are designed to help promote a positive team attitude and an efficient, effective working environment.

LINE OFFICER QUALIFICATIONS
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These are the qualifications that must be met to be eligible for line positions in the NVFC, additional to those established in NVFC By-Law Article II, Section 3.1.  These qualifications have been set up to maintain a professional, knowledgeable and safe field of line officers who must ultimately make life and death decisions affecting their fellow firefighters.  These positions shall not be taken lightly.

Each and every incident that a fire officer responds to, he/she is responsible for the safety of all fire service and non-fire service personnel on the incident scene, as well as civilians. The responsible officer must be able to quickly and accurately make decisions to mitigate any incident that he/she may be faced with. An action plan must be established and provide a safe tactical operation to mitigate the incident.

Leadership is an important part of every officer. A line officer must set the example for the remainder of their subordinates in following rules and regulations; professionalism, maturity and a positive attitude about the organization are just some. When not on the incident scene, there is the larger role of administrative and leadership duties that all officers must perform. Being thoroughly trained in this leadership is not only a recommendation but also a must to be proficient as a line officer.


As officers progress up the ladder to the next position, more responsibilities and duties will   be assigned and must be completed. With each step come additional requirements to help prepare the prospective line officer for the responsibilities and duties. These items are in no way to discourage anyone from being a line officer. It is encouraged that everyone attempts to achieve this training not only for line officer positions but also for self-knowledge.

*Jeff Gordon / by Jeff Gordon with Steve Eubanks – First Atria Books hardcover edition October 2003

  Atria Books – 1230 Avenue of the Americas – New York, NY 10020


These qualifications will be phased in and will be requirements for these positions effective January 1, 2007.

Lieutenant

The lieutenant’s position is the first step in officership. While a learning position, there will be times that a lieutenant will be the incident commander, potentially at a major incident. Below are the minimum training requirements that must be completed in order to be eligible to obtain the position of lieutenant.

· NFPA 1001 – Firefighter I

· NJSP Level 2 Incident Command  (I-200)

· NJ Incident Management Level I

· F.A.S.T Training (Operations)

· NFA – Leadership I

· HAZMAT Awareness
· HAZMAT Operations
Captain

The captain’s position is the next step in officership. This will also be a learning position; however there will be times that a captain will be the incident commander more than that of a lieutenant, potentially at major incidents. Below are the minimum training requirements that must be completed in order to be eligible to obtain the position of captain.
· NFPA 1001 – Firefighter I
· NJSP Level 2 Incident Command (I-200)
· NJ Incident Management Level I
· F.A.S.T Training (Operations)

· Engine Company Operations
· Ladder Company Operations
· NFA – Leadership I
· NFA – Leadership II
· HAZMAT Awareness
· HAZMAT Operations
Second Deputy Chief 

The Second Deputy Chief’s position is the next step in officership. In this position, the line officer will manage incident scenes and have more responsibility in making decisions more than the prior two positions. Leadership will play a greater role when elected to this position and more leadership training will be needed.
· NFPA 1001 – Firefighter I
· NJSP Level 2 Incident Command (I-200)
· NJ Incident Management Level I
· F.A.S.T Training (Operations)

· Engine Company Operations
· Ladder Company Operations
· Operations at Garden Apartments and Townhouses
· NFA – Leadership I
Second Deputy Chief (cont’d)
· NFA – Leadership II
· NFA – Leadership III
· HAZMAT Awareness
· HAZMAT Operations
· Recommended: Fire Service Instructor I

First Deputy Chief 


The First Deputy Chief carries many responsibilities and duties above and beyond any of the prior positions. One must prepare for what lies ahead day after day. Due to the great possibility of the absence of the chief on many of the incidents that the NVFC will be dispatched to, the knowledge base of the first deputy chief must mask that of the chief.  Deputy Chief is one of the most responsible positions in the fire service today. Once at the position of first deputy chief in NVFC, this officer’s role now has mainly changed to strictly a command and personnel management position, dealing with incident command, personnel issues and additional administrative duties, to name a few. Below are the minimum qualifications that must be completed in order to be considered for first deputy chief in the NVFC. As always, additional training is always encouraged.

· NFPA 1001 – Firefighter I

· NJSP Level 2 Incident Command (I-200)

· NJ Incident Management Level I

· F.A.S.T Training (Operations)

· Engine Company Operations
· Ladder Company Operations
· Operations at Garden Apartments and Townhouses
· Defensive Driving
· NFA – Leadership I
· NFA – Leadership II
· NFA – Leadership III
· Fire Officer 1 Certification
· Building Construction Related to The Fire Service
· HAZMAT Awareness
· HAZMAT Operations
· Recommended: Fire Service Instructor I

Chief


Chief is the ultimate position as a fire service line officer, the leader of the organization and the position which all eyes are focused upon. The chief becomes a mentor for the remainder of the organization. Training, personality, people skills and actions will be looked upon by everyone of the organization. Training for the chief shall not stop with the minimum qualifications. In order to continue to improve the organization, training must continue throughout the term of the chief. Below are the minimum qualifications that must be completed to be considered for the position of chief of the NVFC.

· NFPA 1001 – Firefighter I
· NJSP Level 2 Incident Command (I-200)
· NJ Incident Management Level I
Chief (cont’d)
· F.A.S.T Training (Operations)

· Engine Company Operations
· Ladder Company Operations
· Operations at Garden Apartments and Townhouses
· Defensive Driving
· NFA – Leadership I
· NFA – Leadership II
· NFA – Leadership III
· Fire Service Administrative Course
· Fire Officer 1 Certification
· Building Construction Related to The Fire Service
· HAZMAT Awareness
· HAZMAT Operations
· Recommended: Fire Service Instructor I

SAFETY OFFICER QUALIFICATIONS


The Safety Officer has an awesome responsibility on the scene of an incident.  He/she must continuously observe conditions that may compromise the safety of the emergency personnel operating on an emergency scene, and report to the incident commander any unsafe conditions or practices.  The Safety Officer is the eyes and ears of the incident commander.

These qualifications will be phased in and will be requirements for these positions effective January 1, 2007.

Safety Officer  

· NFPA 1001 – Firefighter I

· NJSP Level 2 Incident Command (I-200)

· NJ Incident Management Level I

· NFA Incident Safety Officer

· NFA Health and Safety Officer

· NJ DCA General Safety Course and Live Burn / SCBA Safety Training

· F.A.S.T Training (Operations)

· Engine Company Operations
· Ladder Company Operations
· Operations at Garden Apartments and Townhouses
· Defensive Driving
· Building Construction Related to The Fire Service
· HAZMAT Awareness
· HAZMAT Operations
Appointment of Safety Officers

The Board of Chiefs shall appoint one or more safety officers to two-year terms, running concurrently with the terms of office of the Line Officers.  There shall be no set number of safety officers; the number will be determined by the Board of Chiefs based upon the needs of NVFC and the availability of qualified personnel at the time of appointment.

PROBATIONARY FIREFIGHTER QUALIFICATIONS


Probationary members will be required to successfully complete NFPA 1001 - Firefighter I before being elevated to active status within the company.  This requirement may be waived if the probationary member has already completed FFI or its equivalent during prior service with another fire service organization.


Probationary members who have joined NVFC with prior experience from another company may not be under the restrictions applicable to those with no or little prior experience.  This will be at the discretion of the Board of Chiefs.

FIRE POLICE DIVISION


The Board of Chiefs shall appoint all fire police officers to two-year terms, running concurrently with the terms of office of the Line Officers.  Members of the NVFC wishing to serve as a fire police officer shall submit such request in writing to the Board of Chiefs.


In accordance with New Jersey R.S.15:8-4, members may serve on the Fire Police Division only after successfully completing a basic fire police training course formulated or approved by the New Jersey Division of Fire Safety, and taking and subscribing an oath that they will justly, impartially and faithfully discharge their duties to the best of their ability and understanding.  The oath shall be administered by the Hamilton Township Municipal Clerk and subscribed to in duplicate.  The original copy of the oath shall be filed with the township clerk and the copy thereof shall be filed with the secretary of NVFC.


Fire police officers shall perform their duties under the direction of the incident commander or officer in charge of the incident or drill.

JUNIOR MEMBERSHIP PROGRAM


The NVFC has developed a program for the youths in our community to experience the benefits of community service.  NVFC’s Junior Membership Program has been designed to encourage the process of helping others in time of need.  That’s what NVFC is all about.  The rewards of being a volunteer firefighter are many but they are intangible – everyone must seek it in her or his own way.


While we are teaching the junior members the vocational and technical aspects of firefighting, we also want to impact them with the concept of serving others.  By helping those in time of need and putting someone else first, we can help today’s teens to focus their talents and energies in a constructive way, while being actively involved in the community and building a pool of references for the future.  We believe that community involvement helps to mold individuals into productive citizens.


Our intent is to encourage the junior members to challenge themselves by asking their own questions and seeking their own answers.  The type of approach that we take towards them is one that values their personal points of view and attempts to encourage them in the directions they have chosen for themselves.


There are several principles that the members of NVFC believe in with regards to youths experience in the fire company.  The first is Teamwork – working as part of a group with a specific goal in mind.  Good work and good learning is collaborative and social, not competitive and isolated. Working with others often increases involvement in learning, which is enhanced when it is more of a team effort rather than a solo race.


Another is Practice.  Once a person learns something, the way to retain that knowledge is to keep practicing it.  Practice leads to the ability to build a good performance standard, which can be adapted to school, extra-curricular activities, home, job, the fire station – anywhere that quality work is expected and can make a difference.


The third principle is Expectation.  Good practice leads to high expectations, which are important for everyone – the well motivated or the poorly prepared.  Expecting our junior members to perform well can be the platform for a self-fulfilling prophecy that leads them to hold higher expectations of themselves and make extra efforts.

We believe that the junior members must make what they learn in school, at work and in the fire station a part of themselves.  We hope to help instill youths with a sense of responsibility and a goal of success they can focus towards.  People have diverse talents and styles that they take with them wherever they go.  Each and every member of NVFC has her or his unique skill and personality to contribute to the community in times of emergency.  Most young people need the opportunity to show their talents and styles and learn in ways that work for them, building self-esteem and confidence.


With these principles in mind, the NVFC Junior Membership Program is poised to be a positive influence for our young people, giving them an opportunity to be part of a team and preparing them to be tomorrow’s emergency fire and rescue personnel.


This program is designed to avoid negatively impacting a youth’s responsibilities to home and family.  We stress to all our members that while NVFC is important and must take a high priority in their lives when they join, their family comes first and their job and livelihood second.  The same order will apply to the junior members:  Family first, school second and so on.

Junior Advisory Board


It is recommended the NVFC Junior Advisory Board consist of the following:

· Two line officers

· Two executive officers

· One trustee

· Two members at large 

This board should be made up of seven (7) members in good standing of NVFC.  Two should be line officers, one with the rank of captain or higher (captain or higher - to allow for the lieutenants to learn more about their new positions as an officer); the other can be any rank other than lieutenant, such as safety officer.  Two should be executive officers, so juniors can learn about the business end of the corporation, with one being the vice-president of NVFC, as chairman of the Membership Committee.  One should be a trustee, so juniors can learn about the responsibilities of taking care of NVFC property.  The other two should be regular members from the NVFC holding no offices with a minimum of two years in active status.

The NVFC Junior Advisory Board will oversee the junior members’ progress as they work towards becoming active members of the NVFC.  This board will meet no less then at the end of each quarter to review the progress of the juniors.  A young adult’s life can change quickly and we need to know of any significant change - that is the reason for the quarterly reviews. This should include not only improvement with knowledge of the NVFC but should include a regular check of grades and participation in school.  Any junior failing to maintain a passing grade in school should not be allowed to maintain participation with the NVFC until the grades are improved. 

The advisory board will be required to meet with the parents/guardian of a prospective junior member before juniors are admitted into membership.  This will allow for the parents/guardian to tour the facility, ask questions and learn about the requirements that a junior member must be able to meet.  This also allows for them to understand the limitations that the junior member will have on both the fire ground and in the fire station.

Regulations Concerning Junior Members

a) School Grades

Members shall maintain a passing grade average in order to remain active in the NVFC Junior Firefighter Program and otherwise shall not let NVFC interfere with school performance. 

b) Hours of Attendance

Junior members may participate in any NVFC activity and answer fire calls after 0600 hrs and until 2200 hrs on school nights and 2300 hrs on other nights. On school days, juniors shall not answer fire calls prior to the start of school. 

 
A junior member shall not respond to fire calls, participate in any NVFC activity or be on NVFC property during her / his scheduled school hours, unless on legitimate leave from school activities (permission from parent(s) / guardian(s) required).  Under no circumstances may a junior member depart school while school is in session to respond to a fire call!

c) Issuance of a Pager

A junior member may be issued a fire pager at the discretion of the junior leader and/or the chief of the NVFC. A junior member may request a pager after being an active junior member for six (6) months. A junior member must be in good standing and have attended at least 50% of the scheduled drills at the time of the request. Before the issuance of a pager, the junior member will complete the appropriate request form as provided in Section 7 of the Junior Membership Packet and shall have a parent or guardian co-sign for the pager. 

d) Junior Duties Regarding Fire and Emergency Calls

Before Responding to a Call.  

Before answering any fire calls, junior members will be issued full NFPA qualified turnout gear and response procedures as outlined hereafter. These response procedures must be understood and signed off before a junior member can respond to an emergency call. 


Responding to the Station.

Junior members are to enter the firehouse through the open engine bay doors.  

Any junior member that responds to a call via her/his bicycle/scooter can store the vehicle at the rear of the engine bay behind Tac 17’s parking area (bay 4). Extreme caution is to be used while placing the vehicle as to avoid any movement by the fire apparatus. Bicycles/scooters may also be left outside the engine bay near the mail box at your own risk. Any bicycles/scooters stored outside must not block the sidewalk leading to the engine bay or be placed as to block the main entrance door to the watchdesk and or any of the engine bay openings. 

Any junior member that is 17 and has a valid NJ driver license and a motor vehicle may respond to the fire station for emergency calls observing all state motor vehicle regulations and posted speed limits.  Junior members are not allowed to place a blue light on his/her vehicle to respond to a fire call.

Junior members must respond to the station only. Under no circumstances should a junior member respond to the scene as a member of the NVFC. 

At the Station During a Call.

Junior members will only be allowed to respond to fire calls within Hamilton Twp. Fire District # 7. Under no circumstances shall a junior member ride on a mutual aid assignment.  
After arriving at the station and upon receipt of an assignment within District # 7, the junior member will put her/his turnout gear on and proceed to the area of the officer side of the apparatus. 

The junior member will wait until all regular members are on the apparatus before asking the apparatus officer for permission to ride on the assignment. The junior member will usually ride on Engine 17-4 or the second apparatus departing the station. As the junior member becomes more proficient in knowing the items on the apparatus and the procedures of the fire company, he/she may be allowed to ride on the first apparatus to respond at the discretion of the officer in charge of the apparatus. 

Enroute to a Call in the Apparatus.  

Upon entering the apparatus prior to responding to the call, junior members are to hang their personal accountability tag on the provided ring. 

Junior members are to use the provided seat belts in the back of the apparatus while the vehicle is in motion.

Juniors are not to sit in a seat that has an SCBA mounted in the seat. These seats are for qualified firefighters. 

Junior members are encouraged to wear the provided headset for the seat in which he/she is sitting.  Each seat has a specific duty that is assigned to the firefighter upon the arrival at an assignment. Junior members are encouraged to familiarize themselves with these assignment duties.

Junior members are to be seated in the apparatus while it is in motion.

 At the Scene.
    
Junior members are to stay with the driver of the apparatus while at the scene of an emergency call. The junior is to assist the driver with the various duties he has while setting up the apparatus for fire ground operations. 

The junior firefighter may assist other firefighters with duties that involve non-hazardous activities such as setting up a SCBA bottle recovery area or taking a portable ladder off the apparatus. 

A junior member may leave the apparatus driver only if he/she is accompanied by a fire line officer or a junior leader. The driver of the apparatus must be advised by the person who is requesting the junior depart the apparatus, prior to the junior departing. 

Junior members are not to be exposed to hazardous conditions such as extinguishing live fire or salvage and overhaul.

Juniors are not to operate any power equipment.

A junior member may be taken into an emergency scene after it has been secured and the danger to injury is minimized as to allow a first hand experience to learn about the scene. ***The junior will be accompanied by a fire line officer or a junior leader.***

Back at the Station.

After the completion of a fire assignment, junior members will assist with the cleaning and restoration of equipment that was used at the scene.

e) Training

Training with the NVFC.

Junior members shall attend regular NVFC drills. Drills are scheduled for the first and third Monday of each month with the exception of June, July, August and December in which there is only one drill scheduled for the first Monday of the month. Drills generally start at 1900 hrs and go until approximately 2100-2130 hrs unless posted otherwise. Junior members are requested to attend 50% of these drills in order to be able to begin responding to fire calls.

Training at the Fire School. 

Junior members are encouraged to attend company drills at the Mercer County Fire School. Juniors will abide by the junior regulations while at the fire school and will not be permitted to participate in any live fire evolution or operate power equipment unless the session has been set up by the fire academy and has been approved for junior firefighters by the Mercer County Vo–Tec School. 

            Special Training Sessions. 

On occasion, junior members may have special practical drills at the fire school in addition to the regularly scheduled fire company drills.  

Junior members may receive additional training such as CPR and first aid training as made available by NVFC. 

Junior members will have Right to Know, Hazardous Material Awareness, and Blood Borne Pathogen training as mandated by NJ State regulations. 

f) Non-Fire Related Fire Company Activities
Junior members are encouraged to attend regularly scheduled meetings of  NVFC to observe how the business end of the company operates. NVFC meetings are scheduled for the second and fourth Mondays of each month with the exception of June, July, August and December, which months meetings are only second Monday.  The meetings start at 2000 hrs and usually last about an hour.

Junior members shall participate in four details of NVFC each year.  Details include clean up nights, Operation Dreamlift, Memorial Day Parade, Fire Prevention Open House, fireworks standbys, children’s birthday parties and the Santa Claus rides.  These types of activities will give the junior member an idea of working together as a team in times other than in an emergency. 

g) Around the Fire Station

Junior members are permitted in the fire station within the approved hours and may use the recreational facilities. 

Prior to a junior member using the weight room, instruction must be given by the designated fire company trainer.  Juniors can only work out if a regular member is present in the station.  

Junior members shall not be permitted to dispense or consume alcoholic beverages, nor shall they be in the proximity of the bar in the recreation room.

            Junior members are permitted to bring guests to the fire station to show them what NVFC has to offer and to encourage new members. Junior members are to only bring one guest at a time to the fire station. The junior member is responsible for the behavior and conduct of his/her guest.

h) Social Activities

Junior members will be permitted to attend the NVFC Annual Installation of Officers Dinner-Dance. 
Junior members and their parent(s)/guardian(s) are invited to attend the NVFC Annual Picnic. 

Junior members are permitted to attend all various activities of NVFC such as baseball games, fishing trips, etc. as long as a parent/guardian permits the member to attend. This permission will be in writing to the person in charge of the event.

Junior members are absolutely forbidden to consume alcoholic beverages and absolutely forbidden to get alcoholic beverages for someone else at any NVFC activity.

i) Conduct

Just like regular members, junior members are expected to act accordingly at all times, especially when representing the NVFC in an official capacity or when wearing identifiable NVFC clothing. All junior members are expected to conform to the rules and regulations of NVFC when operating at an incident or emergency, and when at an activity or function of NVFC or while on NVFC property. Any inappropriate actions may be cause for disciplinary actions and or dismissal from NVFC.     

DRILLS

Mandatory Drills


All responding members must attend the following courses:

· SCBA Safety and Qualification - Annual

· Blood Borne Pathogens - Annual

· Right-to-Know – Bi-Annual


Members receiving this training through another agency shall submit the paperwork proving their completion of the training to the training officer of NVFC.  Members not attending these courses at NVFC shall have sixty (60) days from the date the training was offered at NVFC to make-up the training.  Failure to complete this training will result in the member’s being suspended from active duty until the training requirement is met.

Make-up Drill Credits


Members may receive a maximum of six (6) make-up drill credits per year.  Members may receive credit for a specific drill topic by making up the drill within sixty (60) days of the date NVFC conducted the drill.  Such arrangements shall be made with and approved by the training officer.


Members may receive a maximum of six (6) drill credits per year by attending the daytime drills conducted by the career firefighters.  Such drills are usually held each Wednesday at 1000 hours.

ANTI-HARASSMENT & DISCRIMINATION POLICY

Policy

The NVFC prohibits any behavior that constitutes harassment or discrimination based on a person’s sex, race, color, sexual orientation, religion, national origin, ethnicity, age, disability or other legally protected status.  This policy seeks to protect the atmosphere of trust and collegiality within the NVFC and to provide members who believe that they have suffered harassment or discrimination with a reliable and effective process for seeking a remedy, while affording those accused of a violation a fair opportunity to be heard.  All alleged incidents of sexual harassment will be promptly and thoroughly investigated and, where appropriate, corrective action will be taken.  This policy applies to all NVFC members, fire district employees, contractors, visitors, or other persons on NVFC property or NVFC or fire district business.  Violations of the policy may result in disciplinary action up to and including dismissal.  Retaliation against any member because such member has asserted a complaint of sexual harassment is itself a violation of this policy and will be cause for disciplinary action, up to and including dismissal.

Definitions

a) Unlawful Harassment

For purposes of this policy, harassment means any unwelcome verbal, visual or physical conduct, comments, communications or treatment of a discriminatory nature about, relating to or because of a person’s gender, sexual orientation, race, color, religion, national origin, ethnicity, age or disability that:

· Has the purpose or effect of unduly interfering with an individual’s work performance;

· Creates an intimidating, hostile or offensive environment; or

· Otherwise, adversely affects an individual’s membership opportunities.

Examples of harassment include but are not limited to:  inappropriate or offensive jokes, humor or slurs relating to gender, sexual orientation, race, color, religion, national origin, ethnicity, age or disability; use of e-mail or other methods of communication to disseminate such jokes or remarks; accessing such offensive material using NVFC or fire district equipment, distribution of such jokes or remarks received from outside sources, knowingly engaging in any prank, action or hazing activity which potentially or actually places any person in physical harm and assault or threatening behavior of any member or person while at a NVFC function.  These fall under the category of reckless or negligent behavior (By-Law Article VII, Section 1.2) and dealt accordingly.

b) Sexual Harassment

Sexual harassment, which is a form of unlawful harassment, encompasses a broad range of offensive and non-consensual physical or verbal conduct of a sexual nature.  Sexual harassment includes but is not limited to:  unwelcome sexual advances, requests for sexual favors or other sexually offensive conduct when (1) such conduct has the purpose or effect of unreasonably interfering with a member’s performance or creating an intimidating, hostile or offensive environment; (2) submission to such conduct is made either explicitly or implicitly a term or condition of that person’s membership; or (3) submission to or rejection of such conduct is used as a basis for an individual’s opportunities within the NVFC.


The following are some specific examples of sexual harassment and are considered disorderly or immoral behavior (By-Law Article VII, Section 1.2):

Overt Sexual Advances

Demands for sexual favors; pressure for sexual activity; physical molestation; repeated unwelcome requests for dates; sexual assault; coerced sexual intercourse; and attempted rape.

Other Verbal and Physical Conduct

Behaviors in these categories are most often sexual harassment when they are frequent and repeated or when they continue when someone has asked that they stop.

Harassment of an Individual

Pinching or other inappropriate touching; rubbing and brushing against the body; remarks about an individual’s body, sexuality or sexual preference; sexist remarks or humor directed at an individual.

Gender-based Harassment

Sexist humor or jokes; use of derogatory, denigrating or belittling terms or stereotypic generalizations of a sexual nature; repeated differential treatment based on gender or sexual preference.

Administration/Education

The Membership Committee is responsible for:  administering the anti-harassment and discrimination policy; investigating all complaints brought to their attention; maintaining records of all complaints; implementing on-going educational programs and distributing educational materials on sexual harassment; and reviewing and updating the policy as needed.

Complaint Procedure


Procedures for filing a complaint or charges are outlined in Article VII, Section 2 of the NVFC By-Laws. 

DISCIPLINARY ACTIONS


Article VII of the NVFC By-Laws defines our Standards of Conduct, Offenses and Discipline.  Copies of our constitution and by-laws are available on-line at www.nottinghamfire.org.

 
After a member has been suspended, that member shall be given sufficient time (determined by the vice-president of NVFC) to remove any personal belongings and shall then leave the station.  Any member on suspension shall not be permitted on NVFC property or at NVFC activities without permission of the vice-president of NVFC.

ALCOHOL & CONTROLLED SUBSTANCE ABUSE

The NVFC has a ZERO tolerance policy for alcohol and substance abuse during emergency calls.  No member is to answer an alarm, operate a district vehicle or respond to the station or scene in a personal vehicle or act in the official capacity of officer, firefighter or fire police officer while under the influence no matter the amount consumed.  Such will be considered reckless or negligent behavior (By-Law Article VII, Section 1.2) and dealt accordingly.
Consumption of alcohol is permitted in the recreation rooms only.  Under no circumstances is alcohol to be carried or consumed in any areas of the station rented by the fire district or outside of the station.    

SMOKING POLICIES

Smoking is permitted in the recreation rooms and anywhere outside the fire station.  Smoking is not permitted in the watchdesk, dayroom, meeting room, weight room, bunkrooms, restrooms, offices and hallways.  

Smoking is not permitted at any time on or in district vehicles.

Any personnel smoking on NVFC property shall properly dispose of cigarette butts and other smoking materials.  Under no circumstances shall these items be discarded on the grounds (sidewalks, front apron, lawns, etc.) or on floors.

GENERAL BEHAVIOR

NVFC personnel are expected to conduct themselves accordingly at all times, especially when representing the NVFC in an official capacity or when wearing identifiable NVFC clothing. Every member is expected to conform to the rules and regulations of NVFC when operating at an incident or emergency, and when at an activity or function of NVFC or while on NVFC property. Personnel shall treat others with respect and refrain from the use of abusive, derogatory or foul language both in the station and in the public view.  Any inappropriate actions may be cause for disciplinary actions including dismissal from the NVFC.     
NVFC personnel shall treat fire company, fire district and personal property in such a manner so as to avoid and prevent the damage, loss, theft, or destruction of that property.  Any willful damage, loss, theft, or destruction to property including failing to make efforts to stop such damage, loss, theft, or destruction can be grounds for disciplinary action.

Members shall not operate a district or personal vehicle recklessly or carelessly while responding to an alarm or in the performance of NVFC or district business (as defined in NJ State Title 39).  Such will be considered reckless or negligent behavior (By-Law Article VII, Section 1.2).

Members are not to use NVFC materials, equipment or services for personal gain without prior authorization of the appropriate officers or officials and reimbursement if requested.  

All personnel shall make reasonable efforts to maintain building security at all times.

Horseplay, wrestling, or otherwise engaging in rambunctious behavior should be refrained from, especially in areas in the public view. 

Personnel should not to leave personal belongings lying around the station (sleep-in bunkroom, dayroom, apparatus bays, etc.) for extended periods of time.  Personal belongings left in the station will be disposed of after a period of time without notice.

Personnel are expected to check the bulletin boards, website, mailboxes and other sources for notification of special events, notices, and changes in policy and/or procedures.  All policies, procedures, news and bylaws will be on-line.  Additionally, hard copies of the NVFC Constitution and By-Laws and the NVFC Handbook are distributed to the membership.

BUNKROOM GUIDELINES


There are two bunkrooms located off the back hallway of the station, one is designated for male personnel and the other for female personnel.  Participation in sleep-in duty is voluntary and there presently is no compensation allowance.  Personnel wishing to sleep-in must abide by the following regulations.


All personnel planning to sleep-in must be in the station by 2300.  They are not required to turn in at any specific time but are to make their bunks upon arrival, so as to not disturb those who may have already turned in.  Personnel sleeping-in will be required to make up their beds neatly with their own linens.  They shall remove all their linens after completing their shift.


Personnel are not permitted to sleep-in unless they are in service to respond on calls or approved by the Board of Chiefs due to special circumstances.  The bunkrooms are not to be used as a place to sleep after excessive consumption of alcoholic beverages, drugs or other mood-altering substances.


Personnel are not to sleep-in more than three nights per week and no more than two nights consecutively unless approved by the Board of Chiefs and only under special circumstances.  This is to discourage the bunk rooms becoming a possible residency situation.  Weeks are counted from Sunday to Saturday.


If a member sleeps through a call, the officer in charge will wake that member upon return and issue an assignment to that individual.  Additional incidents of sleeping through calls will result in further disciplinary action, which may include the loss of sleep-in privileges.


No smoking, eating, or drinking is permitted in either bunkroom.


Female personnel are prohibited from entering the male bunkroom at any time without the specific permission of an officer and after consulting the members within the bunkroom at that time.  Likewise, male personnel are not to enter the female bunkroom at any time without the specific permission of an officer and after consulting the members within the bunkroom at that time.  Visitors and non-members are strictly prohibited to enter either bunkroom at all.


In the bunkrooms, there will be no lights on, loud conversations or any other activity that may disturb others who wish to sleep between the hours of 2300 and 0800 hours.  In the weight room, the television and stereo volumes are to be kept as low as possible.  There shall be no loud conversations or other activity in other adjacent areas (i.e., recreation room, billiard room, etc.) that would disturb those sleeping in the bunkrooms.

WEIGHT ROOM GUIDELINES


NVFC personnel and their immediate family members are permitted to use the weight room.  Minor family members (under the age of 18) may only work out under the supervision of their relative NVFC member.


Junior members can work out only after receiving instruction by the designated NVFC trainer. Juniors cannot work out unless a regular member is present in the station.


Guests are not to use the weight room.


Bottled water only is permitted in the weight room.  No other food or drinks are permitted.

Personnel are to clean equipment used upon completing their workout.  

VISITORS TO THE STATION

tc \l4 "VISITORS IN THE STATION
All personnel shall treat citizens who visit the station for any purpose in a courteous manner.  Personnel in the station shall ensure that someone greets the visitor and determines his/her business in the station.

Citizens requesting directions or information shall be provided with the requested information to the best of the member's ability.

Citizens requesting to see the station or apparatus shall have a member assigned to them to answer any questions.

Members of other fire departments and citizens who have applied for membership in this department are welcome in the station as long as they abide by NVFC's station policies.

DETAILS


NVFC members in certain categories are required to participate in four details a year.  Each of the activities described below constitutes a detail.

· Operation Dreamlift (AM activity)

· Operation Dreamlift (PM activity)

· Memorial Day activities

· Fireworks standby’s*

· Mercer County Fire Prevention Parade

· Fire Prevention Open House

· Children’s birthday parties

· Each night of the Santa Claus Ride

· Work details (called/authorized by the president, chief or trustees)

· Assigned task by the trustees

* A fire call credit is also received for this activity 


PARKING OF PERSONAL VEHICLES

Personal vehicles of volunteer and career personnel shall be parked in the designated parking spaces provided.  Parking in the “responders” area should be avoided when possible.

No private vehicles (including motorcycles) are to be inside the station unless permission is given by the driver on duty.

Neither the NVFC nor the fire district will assume liability for damage to any private vehicle brought into the station.

Personnel cannot store disabled or abandoned vehicles for extended periods of time on the property, which will be determined by the Board of Trustees.  Such vehicles are subject to towing at the owner’s expense.

SOCIAL PRIVILEGES

The following activities fall under the definition of social privileges:



Installation of Officers Dinner-Dance;



Annual Picnic; 



NVFC-sponsored Trips, Parties, etc.; and



Use of the recreation rooms.


Active members placed on disciplinary probation are subject to restrictions on social privileges as noted in By-Law Article I, Section 11.2.  Such restrictions shall be decided by the Membership Committee when disciplinary probation is imposed.  These restrictions may be as severe as not permitting attendance at social functions or as lenient as not imposing any restrictions at all.


Associate members on Loss of Privileges status (By-Law Article I, Section 11.3) lose these privileges while on such status. 



DONATIONS RECEIVED
Any donation received by personnel on behalf of the NVFC from any citizen shall be considered a donation to the department.  Under no circumstances will any member be permitted to retain donated funds or accept any tips for service rendered.

Any donations received shall be attached to or enclosed in an envelope with a notation as to the donor, the date and time received.  Donations shall then be left in the assistant treasurer’s mailbox.
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