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Preface
The following documentation stands to uphold the policies, standards, rules and regulations of Sawyer Fire Protection District. Upon official signature by the current fire Chief, the constitution and by-laws within will clearly dictate this fire department’s code of conduct. The constitution is to be regarded as what the department stands for and the by-laws are the foundation of self-governance within the department.

Constitution
Article I: Name
Sawyer Fire Protection District (hereby referred to as SFPD) is and shall remain the name used for official business conducted with involvement of the fire department. No other designation shall be considered official representation of this department.

Article II: Purpose
Preservation of life and property of the citizens within SFPD’s district as well as those in the surrounding districts in which SFPD is asked to assist.  Taking life/property saving and preventative measures while remaining up to date and mindful of personnel and equipment abilities and limitations.




Article III: Definitions
By-laws: Governing legislation for the operation of SFPD. This legislation is to drive accountability and clarify regulations set by the department for the department.
Standard Operating Procedures (SOPs): Each S.O.P is to be specific to one operation.  Operation size and complexity may vary. 
Active Members: Volunteers active within the SFPD organization.  These roles are not specific to firefighting. Grant writers, Secretary/Treasurer, etc would fall into this category.
Active Firefighters: Volunteers active and meeting requirements laid out for firefighters.
By-laws and SOPs are to be readily available for distribution to any SFPD member that requests them at any time during normal department operations.
Article IV: Elected Officers
Structure: Officers must include (but not exceed) the following: Fire Chief, Assistant Chief, 2nd Assistant Chief and two captains.  Until a time that the ratio of active firefighters to officers exceeds five firefighters per officer the member holding the position of 2nd Assistant Chief must hold another critical position.  Secondary positions for this member can include Public Safety/Education liaison, Quartermaster, Training Officer, Designated Inspector, Grant Writer or any other designation deemed necessary by popular vote of the remaining officers.
Conduct: The conduct of SFPD officers will set an example for all other members of the department on the fire ground, during community events and during any meetings held in regard to SFPD business.  Officers will understand that although the department is volunteer based, they will have certain obligations and expectations above and beyond that of a firefighter.  These expectations will be outlined within the SFPD by-laws.




Article V: Community Involvement
As SFPD is funded by the citizens it protects, the department will remain open to consideration for all requests for community involvement.  Decisions made to participate in community events will be made via quorum.  Price, availability and the perception of the department’s involvement must be taken into consideration when making the decision to participate.

By-Laws
Article I: Meetings and Trainings
Meetings: Business meetings for SFPD are to be held on the second Monday of each month at 8pm.  In the event a meeting needs to be postponed, 24-hour notice to the public and all members of the department will be mandatory. Meetings may not be cancelled for any reason so long as postponement is an option.  Postponement shall only be acceptable in the following situations:
· Neither the Chief nor either Assistant Chief is available to oversee the meeting.  (In the event the secretary/treasurer is unable to attend, a secondary individual may fill the role for the purpose of the meeting)
· Inclement weather prevents safe travel to or from the meeting
· The scheduled meeting falls on a national holiday (in this event, the meeting will automatically be moved to the following Monday at 8pm)
Meeting Attendance requirements: For a firefighter to be considered active, they must attend a minimum of 25% of business meetings within a 12 month period.  Fire officers must attend a minimum of 50% of business meetings within a 12-month period to be considered active.

Training: SFPD firefighters are required to complete the state offered Basic Firefighting course within 365 days of joining.  Elected positions must take a course outlining their specialty annually.  Examples of this are listed below:
· Fire Officers must take at least one leadership class annually; to include informational classes regarding firefighter physical and mental health and administrative duties such as grant writing and reporting
· Training Officers must take at least one training course annually (internal and public training)
· Quartermasters must take at least one course annually that pertains to the use of gear in the field (requirement comes from the need to ensure equipment used is up to date and still recommended by the NDFA or NFPA
Training Requirements: SFPD requires 20 hours of training per firefighter per calendar year. Fire officers are required to attend 40 hours of training per calendar year. Elected positions that are non-active firefighters or administrative will not be held to training requirements until such time as they become an active firefighter or take another elected position either in place of or in conjunction with their current position.
Article II: Quorum
SFPD designates a quorum to consist of 8 active members.  Decisions made regarding the business of the fire department must be made in quorum.  If three consecutive business meetings are held with fewer than 8 active members, the average number of active members present will be constituted as a quorum in perpetuity (or until such time as a new Chief is instated and the by-laws are reviewed/amended). 
No quorum shall take place outside of regular business without notice.  In the event a Special Meeting needs to take place, a minimum of one week’s notice will be provided to the public and to all members of the department.
Meetings of Officers will also be considered a quorum provided at least 3 active officers are present.

Article III: Elections/Qualifications
Elections: Fire officer elections will be held in the June business meeting of each year.  Eligible firefighters must be considered active to qualify.  Officers will be voted upon by quorum via popular vote.  In the event of a tie, the outcome will be decided by the Chief.
Special Elections: Special Elections may be held if specific criteria are met.  This will include dismissal of an officer or firefighter for gross misconduct, officer resignation, temporary officer assignment (in the event an officer is temporarily unable to perform their duties) and if any officer becomes inactive by means of training, attendance or community involvement. 
Special elections must be held during a regularly scheduled business meeting and must be voted upon by quorum.  In the event there is a tie, the outcome will be decided by the Chief.
If the position of Chief is the subject of either the scheduled or special election, any tie will be decided by the officers’ quorum.
All members of the department must be notified of a special meeting at least 48 hours in advance.
Qualifications:
	Captain: A qualified candidate for the Captain position will be an active firefighter present on the department for no less than 3 years (accumulative). Previous training requirements are only that which are required to maintain active firefighter status.
	Assistant Chief: A qualified candidate for the Assistant Chief position will be an active firefighter present on the department for no less than 5 years (accumulative). An elected position is a prerequisite for this position.  That elected position need not be that of Captain (Quartermaster, Training Officer, Public Safety/Education Liaison). Previous training requirements are only those which are required to maintain active firefighter status (or officer status depending on previous position).
	Chief: A qualified candidate for the Chief position will be an active firefighter present in the department for no less than 8 years (accumulative).  This candidate must have held an officer position previously. Previous training requirements are only those which are required for active officer status.
Article IV: Duties
The duties of a firefighter include foundational and as needed conditions.
	Foundational: Safe and considerate use of vehicles and equipment. Report to designated officer while performing emergency services and interactive during department activities. It is the duty of each firefighter to notify an officer if unsafe practices or equipment are being used.
	As needed: Firefighters may be required to perform additional tasks by an officer.  Those tasks will be assigned with consideration to the safety and well being of the firefighter but the responsibility to notify the officer of being unfit or uncomfortable performing that task will fall on the firefighter (“uncomfortable” pertains to performing a new task for the first time and wanting assistance, feeling unwell or unfit to perform the task or feeling that the task can not be accomplished without harming themselves, others or property).
The duties of any officer will include leading by example, upholding the values of the department, remaining professional and negotiating the scene in the safest possible manner. Decisions made by the officer will be driven by factors such as safety, accountability and efficiency. Officers must set a good example for all firefighters and be actively involved in SFPD procedures laid out by attendance and training by laws. An officer must remain unbiased in decision making and voting and treat all others equally regardless of race, creed, religion, sex or orientation.
The duties of the Chief are those of any other officer.  Additionally, the Chief will lead the department executively.  Ensuring adherence to by laws, addressing firefighter issues and concerns, leading business meetings and delegating tasks that need to be completed either during scheduled department events or between scheduled events. The Chief will also dictate the duties of other elected positions either by vote of quorum or by sole discretion.
Article V: Member Obligation
Upon acceptance of the position, firefighters acknowledge the obligation to further their knowledge in the fire industry.  They will understand that being a part of the department means volunteering more time than for solely incident response.  The obligation includes participating in traffic incidents, fire response, business meetings, training, fundraisers and community outreach. Although special considerations can be made, the sole exception to this is for Active Members who are not Active Firefighters and who solely participate in administrative duties.
SFPD Officers will understand that while all firefighter obligations apply to them, there are other obligations that apply.  Inspections, Officer meetings, public involvement, reporting and other activities as assigned may apply.  An officer acknowledges that they are aware of these obligations above and beyond those of a firefighter and will faithfully commit to them.



Article VI: Resignations and Medical Leave
Any firefighter/officer requiring medical leave will be required to supply a “Return to Duty” notice from their physician.  No officer or administrator may request medical information, the documentation must solely state when the firefighter can safely return to duty.  If the individual can return to duty under restrictions, a list of said restrictions must be supplied to the Chief.  An officer meeting must be held to ensure that any individual that will be assigning duties understands that firefighter’s limitations.
Any individual on the department that chooses to resign their post must do so in writing to the Chief.  This individual has the right to attend the following meeting.  At such time that the resignation is received, the Chief will schedule a time with that individual to meet at the hall and ensure all equipment is returned.  This task can be delegated if the Chief is unavailable.
Any officer that resigns their post and returns before the next election will not be allowed to return to their original post.  A Special Election can be considered if the interim officer is failing to abide by their obligations or active status.
Article VII: Disciplinary Action
Any misconduct or violation of by-laws either reported to an officer or observed by an officer will be reported to the Chief immediately.  The Chief will designate an officer to investigate any allegation and provide information to make a determination on whether disciplinary action is recommended or not. Disciplinary action may include (but is not limited to), loss of driving privileges, demotion (for officers), special assignment, suspension, expulsion.  Severity of the situation will determine severity of the disciplinary action. 



Article VIII: Standard Operating Procedures
Standard Operating Procedures (hereinafter referred to as SOPs) will be utilized to create uniformity in already existing tasks.  SOPs can be proposed by an individual but must be agreed upon by a majority vote.  This ensures that the creation of that procedure is supported by those it will pertain to.  If an SOP needs to be changed, it must be done during a normal business meeting. SOPs must be available by request for all SFPD personnel.
Article IX: Documentation
On Scene: It will be the responsibility of an officer on scene to retrieve any and all information needed to file the report once back to the station.  If multiple officers are present, they can designate one spokesperson to carry out this task.
After Incident: Administrative members or officers are qualified to fill out an incident report once back at the station.  If multiple officers are present, one can be designated to perform this task while the others assist and oversee equipment recon.
All documentation must be labeled by name in the appropriate files within the station computer.  This ensures any officer has the access and ability to locate, modify or send files as needed.
Article X: Ethics
All responding individuals will demonstrate integrity, compassion and professionalism while on scene.  Obscene behavior or statements will be addressed immediately and followed up once returned to the station. SFPD personnel will represent their department with pride and will act in good nature while representing SFPD at training, meetings or other events. Members will treat each other, the property of others, the property of the department and all citizens with respect and fairness as to not instill bad faith or concern in the citizens who fund and support SFPD.

Article XI: Community Outreach
All community outreaches will be discussed prior to SFPD involvement.  SFPD Community Involvement form is to be made available to the public.  Once filled out, a discussion is to be had on how the department can be involved, is it in the best interest of the department, is their community value and does the department have the resources to properly represent itself. SFPD will commit to at least two requested projects per year as a way of giving back to its citizens.  While performing community outreach operations, SFPD representatives will be dressed appropriately and will behave in a manner that fits the occasion.  Representatives will uphold the values of SFPD and will set a positive example for those around them.
Conclusion
Necessary action and consideration for adherence to this document is at the discretion of the Chief. In the event the Chief is unable to make the determination, the Assistant Chief will be included to either assist or make the determination.
The by-laws and constitution listed above are to be referenced and utilized in a fair and balanced manner.  All members of the department active, inactive, administrative, officer or executive will be held accountable to these regulations equally.
The purpose of this documentation is to ensure a strong foundation for a lasting future of order, growth and stability within the department.  It allows a path for growth and clear guidance for what is acceptable and what is not. 
Any changes to the information in this document are to be addressed as an amendment and the original information left in tact.
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