
 
 
 

 
 
 

 
 

GLENCOE CITY COUNCIL MEETING AGENDA 
Tuesday, September 8, 2026 - REVISED 

City Center Ballroom 
 

1. PLEDGE OF ALLEGIANCE AND MOMENT OF SILENCE 
 

2. CONSENT AGENDA 
A. Approve Minutes of the Regular Meeting of August 17, 2026 
B. Approve Special Event Application – Fall Fling at First Congregational Church – September 20, 

2026, from 12:00 PM to 4:00 PM – Requesting 10 Picnic Tables plus Street Closure 
C. Approve Special Event Application – Fall Festival at Guardian Home Health Lot – October 22, 

2026, from 3:00 PM to 6:00 PM – Requesting 9 Picnic Tables plus Barricades 
D. Approve Liquor License Renewal for 3.2 Off-Sale at Chandler Go For It Gas, 415 Chandler 

Avenue North, Glencoe 
 

3. RECOGNITIONS OF DONATIONS TO THE CITY 
 

4. APPROVE AGENDA  
 

5. PUBLIC COMMENT (agenda items only) 
 

6. PUBLIC HEARINGS  
 

7. BIDS AND QUOTES  
A. Pickleball Signs- Brandon Frankfurth, Public Works Director  

 
8. REQUESTS TO BE HEARD 

A. First Reading of Ordinance 634 to Amend Residency Requirements for the Airport 
Commission  – Mark Ostlund, City Attorney  

B. Approve Glencoe Fire Department Policy and Procedure – Mark Lemen, City Administrator 
 

9. ITEMS FOR DISCUSSION 
A. Community Information Presentation – James Flemming, Revolve Labs 
B. Lease Renewal Updates for City Center Suite 101 – Mark Lemen, City Administrator 
 

10. ROUTINE BUSINESS 
A. Project Updates 
B. Economic Development 
C. Public Input 
D. Reports 
E. City Bills 

 
11. ADJOURN 

Mayor: 
Precinct 1 Councilor: 
Precinct 2 Councilor: 
Precinct 3 Councilor: 
Precinct 4 Councilor: 
At-Large Councilor: 

Mark Hueser 
Jon Dahlke 
Scott Maynard 
Paul Lemke 
Cory Neid 
Yodee Rivera 

























GLEN E 
SMALL CITY fo. BIG FUTURE 

City of Glencoe ♦ 1107 11th Street East, Suite 107 ♦ Glencoe, Minnesota 55336 

Phone: (320) 864-5586 Website: www.glencoemn.org Email: info@ci.glencoe.mn.us 

To: 

From: 

Date: 

Re: 

Mayor and City Council 

Brandon Frankfurth, Public Works Director 

September 1, 2026 

Item 7A: Pickleball Signs 

Action Requested 

Approve, deny, or table the purchase of the new signs for the pickleball courts. 

Background 

Over the past few weeks, the pickleball courts have experienced damage to the playing surface. While 

staff cannot confirm the exact cause, it is believed that bicycles, scooters, rollerblades, or other 

wheeled equipment may be contributing to the issue. The damage has resulted in gouges in the acrylic 

surface and may reduce the lifespan of the courts. 

Glencoe Area Pickleball (GAP) approached City staff about potentially installing signs and a gate system 

to help prevent wheeled access and reduce future damage. GAP also inquired whether the City would 

be willing to share in the cost of these improvements. 

Staff presented GAP's proposal to the Park Board for consideration. After discussion, the Park Board 

recommended that the City purchase and install the signs, while GAP would fund any gate system. 

The cost for two (2) signs, one at each entrance, would be $288.00. 

Staff Recommendation 

Staff recommends approving the purchase of the proposed pickle ball court signs. 

Attachments 

1. Sign Template

2. Sign Quote

Mayor: Mark Hueser City Administrator: Mark Lemen 

Councilors: At-Large Yodee Rivera, Precinct 1 Jon Dahlke, Precinct 2 Scott Maynard, Precinct 3 Paul Lemke, Precinct 4 Cory Neid 
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Chapter 1 Administrative Guidelines 
 

1.1 Mission/ Vision/Core Values/ Customers 
 
1.1.1 Mission Statement 
 
The Glencoe Fire Department is committed to providing the highest level of public safety 
services to our fire district and the constituents.  Through knowledge and training we will protect 
life and property from the adverse effects of fire, medical emergencies, or exposure to 
dangerous conditions through fire suppression, emergency medical response, rescue, disaster 
preparedness & management, fire prevention and public education.  
 
1.1.2 Vision Statement 
 
It is the vision of the Glencoe Fire Department to be an agency of professionals that are 
committed to leading and delivering excellence in Fire-Rescue emergency services through 
experience, training, and best practices through actively committing to our core values.  We 
strive to be dynamic, diverse, and proactively collaborate with other agencies to meet the 
changing needs of our community.  We work as a team to accomplish tasks that we cannot 
achieve individually, and we are accountable to each other and those we serve.  We value the 
fellowship of the organization and are humbled by the opportunity to follow in the footsteps of 
those that came before us; we are proud to continue the tradition of GFD. 
 
1.1.3 Core Values 

• Communication 
o The ability to effectively express or impart information confidently and accurately 

to the members of GFD, the City, and the residents we serve 
 

• Collaboration 
o Through teamwork and fellowship, we strive to make GFD the best department 

possible and to provide the best possible outcomes for all emergencies to which 
we respond 
 

• Commitment 
Members of GFD are expected to exude excellence in dedication and actively 
engaging in the cause and the activities of GFD; to enhance the readiness and 
response of GFD by the betterment of themselves, GFD and the residents 
through education, interaction, and training 
 

• Courage 
o Through active training GFD will strive to prepare our members for many different 

types of emergencies so that we can face them with confidence, knowledge, and 
resilience. 

 
• Competence 
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o In this ever-changing world it is imperative that our members continue to gain 
knowledge and valuable skills and introduce that knowledge throughout the 
membership.  

 
1.1.4 Customers 
 

  GFD considers “customer” as follows: 
 

External Customers 
 

 Homeowners/Renters/Seasonal Visitors 

 Emergency Participants 

 City 

 State of Minnesota 

 Government Agencies 

 Industries and Businesses  

 Townships w/in the Fire Service Area 
 

Internal Customers  Members of Fire Department 
      (firefighters and officers) 

 City Staff  

 
1.2 Emergency Responsibilities of Agencies 
 

This policy describes the responsibilities of the GFD responding to emergencies in the 
GFD service area. 

 
The service area has a number of agencies that are available in times of emergency. 
The coordination of these agencies is critical to the effectiveness of the overall 
management of an emergency. 

 
The emergency responsibilities of these agencies are as follows: 

 
 

Glencoe Police, McLeod 
County Sheriff's 

Department, MN State 
Patrol, 

Allina Ambulance Service 
and LifeLink III 

 
Responds to calls for assistance, along with the Service 
area and the appropriate ambulance service, to 
emergency, fire, medical, and rescue calls. Law 
enforcement primary responsibility is to provide scene 
security and traffic control. 
 

 
 

Fire Department 
 

 
Responds to calls for assistance for emergency, 
medical, fire and rescue calls, serving as a primary 
responder for such emergency calls.  
 

 
City 

 
Serves as a support agency to those agencies providing 
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Public Works, McLeod Coop 
Power, Centerpoint Energy, 

Xcel Energy and Kevin’s 
Towing & Recovery 

 
 

primary response to calls for assistance in the service 
area. Such support shall include emergency response 
when requested by the primary responders. 
 

 
Mutual Aid Agencies 

 
Serves as a secondary agency providing support for 
assistance in the service area. These agencies include 
State and Federal agencies such as; the Minnesota 
Department of Natural Resources, the Minnesota State 
Patrol, other assisting fire agencies, and the Office of 
the State Fire Marshall. 
 

Auto Mutual Aid Agency The “Auto Call” will be used for all working structure fires 
that have been reported to the McLeod County Dispatch 
Center.  The area (townships) shall include the area 
east of Glencoe City Limits and the Plato Fire District in 
McLeod County involving the townships of Helen, 
Bergen, and the City of Plato.  This also includes the 
townships in Carver County that Plato Fire Department 
provides fire protection service coverage for.  
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CHAPTER 2  PERSONNEL POLICIES 
  
GFD herein incorporates by reference in its entirety the City of Glencoe Personnel Policies, to 
the extent determined applicable by the City, and to the extent such policies do not conflict with 
the GFD-specific policies contained hereafter. 
 
GFD-specific policies include the below. 

 
2.1 Appointments and Selections 
 
2.1.1 Member Appointments Qualifications 
 
 The Fire Department shall validate qualifications for appointments of members to all the 
 various Department positions based on his/her training, ability and qualifications.  
 

All information submitted to the Selection Committee as part of the appointment process       
will become Fire Department record. 

 
 All appointed positions shall be for a term of two (2) years unless otherwise specified. 
 

Standard City of Glencoe Employment Application will be completed for the position 
desired. Position will be posted 30 days prior to the new term of the position. Application 
will be submitted to a Selection Committee representative. 

 
In the event of a vacancy during the term of any said appointed position, the Selection 
Committee shall open a 30 day application period to qualified applicants to appoint a 
member to fill the unexpired term. If no qualified member is appointed, position will stay 
vacant till term expires. 

 
2.1.2   Executive Leadership 
 

The Glencoe Fire Department Executive Leadership Members will consist of Chief 1, 
Chief 2, Captain 1, Captain 3, and Captain 5.  Executive Leadership functions as an 
advisory and planning body. Executive Leadership does not supersede the authority of 
the Fire Chief. 

 
2.1.3   Fire Department Selection Committee 
  

The Glencoe Fire Department Selection Committee will be responsible for the selection 
of the Executive Leadership Positions.  The Fire Department Selection Committee will 
consist of Lieutenant 1, Lieutenant 3, Lieutenant 5, Training Officer 2, Department 
Secretary, Glencoe City Administrator, and City of Glencoe Chief of Police. 

 
 
 
2.1.4 Executive Leadership Selections 
 

The Selection Committee will make recommendations to the Glencoe City Council for 
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the appointment of the following positions.  
 

 

All positions shall be appointed for a period of two years and/or until their successor has 
been appointed, duly qualified and taken office.   

 
In the event that any officer is terminated or resigns, a next ranking officer will assume 
responsibilities until the Selection Committee makes another appointment for the open 
position in accordance with this provision. 

 
2.1.5 Executive Leadership Appointed Positions 
 

The following positions shall be appointed by the Glencoe City Council after Executive 
Leadership makes the recommendation. 

Officer Positions appointed by Executive Leadership Team 
 

  
  

 
Position 

 
Term of Office 

 
Staggered  

Selection Year 
Chief 1 2 Years Odd 

Chief 2 2 Years Even 

Captain 1 2 Years Even 

Captain 3 2 Years Even 

Captain 5 2 Years Even 

 
Position 

 
Term of Office 

 
Staggered  

Selection Year 
Lieutenant 1 - Engine 31 2 Years Even Year 

Lieutenant 2 - Engine 31 2 Years Odd Year 

Lieutenant 3 - Aerial 33   2 Years Even Year 

Lieutenant 4 - Aerial 33   2 Years Odd Year 

Lieutenant 5 - Engine 35 2 Years Even Year 

Lieutenant 6 - Engine 35 2 Years Odd Year 

Training Officer 1 2 Years Odd Year 

Training Officer 2 2 Years Even Year 

Department Secretary 2 Years Even Year 
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2.2 Member Reimbursement 
 
2.2.1 Expense Reimbursement 
 

Reimbursement of personal and/or Department expenses incurred by members will be 
accomplished within 30 days of submittal.  These expenses must be submitted on the 
Expense Reimbursement form, within 30 days of when the expense was incurred. 

 
 
2.2.2 Travel and Training Pay Reimbursement Schedule 
 

All out-of-pocket expenses shall be the member’s responsibility.  No reimbursement for 
spouses and/or significant others will be considered. 

 
Receipts for ALL expenses are required. 

 
Reimbursements will be processed by filling out a City Expense Reimbursement form 
and must be submitted within thirty (30) days of completion. 

 
No reimbursement will be made for second and/or part-time employment. 
Car-pooling shall be used for all travel when and/or where possible. 
 
Reimbursement will only be paid after approval by the City Council. 
 

 
Expense Reimbursement Amount 

Per Diem $50.00 per day (Excludes Alcoholic Beverage) 
Mileage Per Federal Rates 
Lodging  $150.00 maximum per day per person, unless prior 

approval by the Fire Chief.  Room rate and appropriate 
taxes only will be reimbursed. 
 
No reimbursement will be made for personal phone 
calls, movies, etc. 

Tips Non-Reimbursable 
 
 
 
 
 
2.3 Responsibilities of Members 
 
2.3.1 General Conduct Guidelines 

 
The Fire Department has established these general guidelines for member behavior in 
an effort to protect its members and the interests of the service area.  The Fire 
Department expects that members: 
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• Display professional conduct in behavior, during performance of duties, in                                     
appearance, with communications, during public contact and with security of                                 
information.  

• Project a Positive Image. 
• Maintain Integrity. 
• Follow the Policies and Procedures of The Fire Department. 
• Keep any problems or matters within The Fire Department internal to the Fire 

Department and not communicated outside it without following the chain of 
command. This does not negate your rights as firefighters under the Federal 
Constitution. 

• Shall not use obscene, uncivil or boisterous language and/or improper 
conduct at calls or while engaged in activities in which the Fire Department is 
participating. 

• Shall carry out all orders from their superior officers to the best of their ability. 
 

When any firefighter receives an order that is in conflict with a previous order, he/she 
shall so inform the officer who issued the conflicting order and be governed by his/her 
instructions. 

 
2.3.2 Sexual Harassment 
 

The Fire Department prohibits sexual harassment in any form including verbal or 
physical harassment.  A member who believes he/she has been harassed by a co-
worker, supervisor, subordinate or agent of the Department should notify the Fire Chief.  
Any member who is found to have been the perpetrator of sexual harassment will be 
subject to appropriate disciplinary action up to and including dismissal.  Any member 
found to have made a false complaint of sexual harassment will also be subject to 
disciplinary action up to and including dismissal in. Investigation will be in accordance 
with City of Glencoe Employee Handbook. 

 
2.3.3 Alcohol and Drugs. 
 

It is the policy of The Fire Department that: 
 

a. No member is to respond to any call after consuming alcohol or other drugs. 
b. No alcohol or other drugs shall be consumed by a firefighter representing the 

Fire Department in their selected role. 
c. It shall be the responsibility of all members of the Fire Department to report 

violations of this policy to the person in charge, and for the ranking person in 
charge of the call to act pursuant of this policy. 

 
Violation of Policy 
If a Fire Department member responds in violation of the above, the situation will be 
handled as follows: 

 
a. If the ranking member on a call reasonably suspects that a member is in 

violation of this policy, the ranking member shall request that the member: 
 Not respond to the call; 
 Remain in a Fire Department vehicle during the call if already on the            
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scene; 
    - AND/OR - 

 Voluntarily submit to a law enforcement officer conducting testing to      
determine if any alcohol is present. 

 Reference Alcohol and Drug Test Policy in the City of Glencoe 
Employee Handbook. 

If the testing indicates that no alcohol is present, that member may return to 
duty.   

 
b. If a member is determined to be impaired or refuses to not respond to a call 

or take a test, that member shall be referred to a Fire Department Officer for 
action. 

 
Definitions: 
Reasonable Suspicion A basis for forming a belief based on specific facts and 

rational inference drawn from those facts. 
 

Under the Influence When the nervous system, brain, or muscles of a person 
are affected so as to substantially impair the person's 
ability to drive vehicles or operate equipment, or to perform 
the duties required of them, or in violation of state laws 
pertaining to the operation of motor vehicles. 

 
Impaired Affected by alcohol or other drugs to the degree that the 

individual's ability to perform their duties is negatively 
affected. 

 
2.3.4 Tobacco 
 

All Fire Department buildings will be tobacco free, as required by the Minnesota Clean 
Air Act. 

 
Tobacco products are prohibited in and on all Fire Department apparatuses, all 
emergency scenes, and during Fire Department Training Activities. 

 
2.3.5 Building Usage 
 

 General Usage 
1. All users shall be responsible for building security. 
2. The user and/or organization shall be responsible for damage to the facility 

and/or equipment and shall pay for repair and/or replacement. 
3. The Fire Department or City related functions generally shall be exempt from 

this building use policy. 
4. Stereo and TV volumes shall not affect areas of the building other than the 

areas in which they are being used. 
5. The facility is to be left clean. Any trash generated shall be removed before 

vacating the premises. 
6. All scheduling will be through the Executive Leadership Team. 
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 The use of the apparatus area by firefighters for performing minor mechanical 
maintenance and/or repairs and washing their personal vehicles is allowed with the 
following restrictions. 

1.   Access to fire equipment is not to be compromised. 
2.   No overnight parking of personal vehicles or equipment is allowed without a 

Chief Officer’s approval. 
3.   Active firefighters may wash their vehicles. 
4.   The area is left in a clean condition, and the floors are swept, washed and 

dried. 
5.   Fire Department apparatus may be moved by active firefighters only. 
6.   Glass containers are not allowed in the apparatus area. 
7.   No storage of personal equipment or repair items will be allowed.  Lockers 

and apparatus areas are for Fire Department equipment only. 
 

 Lounge and Kitchen Area 
The use of these facilities will be limited to active and their guests only.  The Fire 
Department Member must be present during event or lose future rights. 
 

 Training Room 
The training room is available for use by Fire and Service Area use only. 

 
2.3.6 Fire Department Reports 
 

Following all Fire Department activity, the following reports shall be filled out, when 
appropriate: 

Fire Department Par Check form 
National Emergency Response Information System (NERIS) form 
Fire Department Medical form 
Truck Check form 
SCBA Maintenance and Use Records 

If any injury should occur, however minor, the First Report of Injury Form should be 
completed. 
 

2.4 Safety and Health 
 
2.4.1 Employee Right to Know 
 

The Fire Department will comply with the Minnesota Employee Right to Know Act of 
1983, M.S. 182.65-182.675.  

 
2.4.2 Employee Safety 
 

The Fire Department is committed to providing a safe and healthy work environment for 
all of its members.  Members are required to comply with all safety policies and 
procedures as outlined in Fire Department Departmental Procedures and City of 
Glencoe Employee Handbook.   
 

2.4.3 Injury Reporting Line-of-Duty 
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All firefighters shall immediately report to an officer any accident, sickness or injury 
occurring to themselves while on duty, no matter how trivial.  Said officer shall ensure 
that the member completes all appropriate forms pertaining to the injury and notifies a 
Chief Officer.  Injury is to include any blood borne or airborne pathogen exposures. 

 
Note: Firefighter First Report of Injury forms are located in the Engine Room of the 
station at the podium in the drawer and must be filled out within 24 hours and given to 
the Fire Chief or Fire Department Executive Leadership Team. 

 
 
2.4.4 Property Damage Reporting 
 

All damage to Fire Department equipment and/or apparatus must be reported to a Fire 
Department officer immediately. A written report may be requested.   

 
Any accident involving a Fire Department apparatus shall be investigated by a police 
agency and a Chief Officer. The Fire Department Executive Leadership Team shall be 
notified immediately. A written report is required. 

 
2.4.5 Ride-Along 
 

No ride-along shall be allowed or approved during emergency operation of any 
apparatus without approval of the Fire Chief. 

 
2.4.6 Employee Safety Concerns and Violations 
 

Any member who has concerns regarding possible violations of situations that might 
pose a safety threat to themselves, or fellow firefighters should bring these concerns to 
the attention of a Chief Officer or any Fire Department officer immediately for corrective 
action.  

 
2.5 Death/Resignation/Retirement 
 
2.5.1 Death/Funeral 
 

The Fire Department shall assist with funeral arrangements for active and retired 
firefighters, upon the request of the firefighter's family. 

 
2.5.2 Resignation 
 

Any member wishing to leave the Fire Department in good standing as defined in the 
Standard Job Descriptions and Position Training Requirements Manual shall provide the 
Fire Chief with a written resignation stating the last date of work. The last active day of 
membership will be observed as the termination date. 

 
2.5.3 Retirement 
 

The Fire Department will comply with all federal and state laws regarding retirement.   
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Any member who resigns from The Fire Department in good standing after ten (10) 
years as an active member shall be considered a retired member of The Fire 
Department.  
 
Any member who resigns from The Fire Department in good standing after twenty (20) 
years as an active member shall be considered an honorary retired member of The Fire 
Department.  

 
CHAPTER 3  HEALTH SURVEILLANCE, RETURN TO DUTY, 

TRANSITIONAL DUTY & AGILITY 
 
 
3.1 Health Surveillance, Return to Duty, Transitional Duty & Agility 

Testing 
  
3.1.1 Compliance Requirement 
 

Failure to participate/cooperate with the Health & Fitness requirements outlined in this 
section or the recommendations made by Fire Department Executive Leadership Team 
designated provider may lead to disciplinary action ranging from suspension to dismissal 
as determined by the Fire Department Executive Leadership Team. 

 
3.1.2 Return to Duty (after a disability-related absence) 
 

Members who are on medical leave or are unable to perform their job because of an 
accident, sickness, injury, pregnancy or medical condition are required to contact the 
Fire Chief or Fire Department Executive Leadership Team designated provider by the 7th 
consecutive day of onset.  Fire Department Executive Leadership Team designated 
provider will contact your health care provider to determine the status of your disability, 
and they will also aid with the return to duty process.  If you are not fully recovered from 
your disability, Fire Department Executive Leadership Team designated provider will 
identify your restrictions and will contact the Fire Department to determine the availability 
of transitional duty. 
 

3.1.3 Transitional Duty 
 

The Fire Department provides transitional (modified) duty to individuals who are unable 
to perform interior fire suppression activities because of a disability.  The main purpose 
of transitional duty is to allow members to attend training and/or respond to calls on a 
limited basis during the recovery process.  All transitional duties are managed by Fire 
Department Executive Leadership Team designated provider.  Transitional duty is 
typically temporary and is offered to individuals with a disability who can perform most of 
the essential duties of the job.  Reasonable accommodation will be made by the Fire 
Department based on the restrictions identified by Fire Department Executive 
Leadership Team designated provider.  The availability of transitional duty will be based 
on the needs of the Fire Department and the community we serve. Transitional duty is 
subject to Fire Department Officer Committee approval. 
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3.1.4 Eligibility for Transitional Duty 
 

Any member requesting Transitional Duty must be in good standing with the Fire 
Department and have 3 or more years of active service on the Glencoe Fire Department. 

 
3.1.5  Schedule for Testing 
 
 New Applicants: After interview and prior to Fire Department physical.   
                 
 
3.1.6 Successful Completion of Assessment (Pass) 
 

The results of a successful completion (passing) of the Task-Oriented Physical Test, 
Oral Interview and Written Test are as follows: 

New Applicants Move on to the next step in the process. 
 

Probationary Members Move on to active member status after completion of 
Probationary period and any other Fire Department 
requirements. 
 

Active Members Remain on active duty. 
 

 
3.1.7 Unsuccessful Completion of Assessment (Did Not Pass) 
 

The results of an unsuccessful completion (not passing) of the Task-Oriented Physical 
Demands Assessment are as follows: 

 
New Applicants No position offered. 

 
Probationary Members Does not satisfactorily complete Probationary Period.  

Active member status may be denied.   
 
(Reference Section 1.1.1 in the Standard Job 
Descriptions and Position Training Requirements 
Manual) 

Active Members First Time of Unsuccessful Completion 
Member remains on active status and must schedule a 
retake date for the Task-Oriented Physical Demands 
Assessment within six weeks. 
 
Second Time of Unsuccessful Completion 
Member must meet with Fire Department Executive 
Leadership Team designated provider and Fire 
Department Physician for recommendations. These 
recommendations may include, but are not limited to, 
transitional duty, leave, fitness consultation and/or 
reassessment options.  Once determined, the 
recommendations will be brought to the Executive 
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Leadership Team  by the member.   
 
The member will have up to six months to schedule a 
retake date for the Task-Oriented Physical Demands 
Assessment. 
 
Third Time of Unsuccessful Completion 
Member can decide to take a Leave of Absence or 
resign or may be given transitional duty (see Section 
3.1.3).   
 
The member must retake and pass the Task-Oriented 
Physical Demands Assessment upon return from the 
Leave of Absence. 
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CHAPTER 4 TRAINING RESPONSIBILITY 
 

4.1     Training Responsibility 
 

Management of the Fire Department training program will be the responsibility of the Fire 
Department Training Officers. 
 
All schools, lodging and expenses must be pre-approved by the Fire Department Chief. 
 
All courses must be completed successfully. Failure to present a certificate of completion 
to Fire Department Training Officers or Fire Chief within 30 days of completion of course 
will result in repayment of class tuition and expenses to the paying entity, which is the 
City of Glencoe.  
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CHAPTER 5 ACCEPTABLE USE POLICY FOR ELECTRONIC 
COMMUNICATION/SOCIAL MEDIA 

 
5.1      Social Media Policy 
 
5.1.1 Policy Statement 
 
 The Glencoe Fire Department will determine at its discretion how its web-based social 

media resources will be designed, implemented, and managed as part of its overall 
communication and information-sharing strategy.  

 
5.1.2 Administration and Management 
 
 Glencoe Fire Department reserves the right to shut down or modify any of its social 

media sites or accounts for any reason without notice. 
 
5.1.3 Asset Classification 
 
 Glencoe Fire Department’s social media accounts are considered a department asset, 

and administrator access to these accounts must be securely administered in 
accordance with the City’s Computer Use Policy. All social media websites created 
and utilized during the course and scope of a department staff member’s performance 
of his/her job duties will be identified as belonging to the Glencoe Fire Department. 

 
5.2 Overview  
 
5.2.1 Scope 
 
  The internet and personal/private electronics systems have become a de facto 

standard for communication between disparate governmental, commercial 
organizations and private citizens. Communications traffic may cross multiple different 
networks prior to reaching the client destination. Yet the public has a high reliance on 
the integrity and accuracy of data shared from the Glencoe Fire Department. 
Therefore, department staff should consider themselves to be responsible for adhering 
to the guidelines and policies regarding the use of these systems. 

 
5.2.2  Purpose 
 
 Social networking in government affiliated entities such as a volunteer fire department 

serves as a function to communicate and deliver messages directly to citizens and to 
encourage citizen involvement, interaction, and feedback. Information distributed via 
social networking must be accurate, consistent, professional, and timely to meet the 
information needs of the Glencoe Fire Department’s Fire Service Area Residents. 
Since social media is used for social networking, this policy seeks to ensure proper 
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use of the Glencoe Fire Department’s social media sites by its representatives. 
 

5.2.3  Applicability 
 

This policy applies to any existing or proposed social media websites sponsored, 
established, registered, or authorized by the Glencoe Fire Department. This policy also 
covers the private use of the Department’s social media accounts by all Department 
representatives or any associated parties to the extent it affects the Department. 
Questions regarding the scope of this policy should be directed to Fire Department 
Leadership and/or the City Administrator. 

 
5.3    Definitions 
 
5.3.1 Social Media 
 
 Social media is defined in this context as internet and mobile-based applications, 

websites, and functions other than email for sharing and discussing information where 
users can post photos, video, comments, and links to other information to create 
content on any imaginable topic. This may be referred to as “user-generated content” 
or “consumer-generated media.” 

  
 Social media includes but is not limited to: 

 
• Social networking sites such as Facebook, LinkedIn, “X”, and online dating 

services/mobile apps. 
• Blogs. 
• Social news sites such as Reddit and Buzzfeed. 
• Video and photo-sharing sites such as YouTube, TikTok, Twitch, Instagram, 

Pinterest, Snapchat, and Flickr. 
• Wikis or shared encyclopedias such as Wikipedia. 
• Any other web-based platforms generally regarded as social media or having similar 

functions as those listed above. 
 

 
5.4 Rules of Use 
 
5.4.1 Responsibilities of Administrators 
 
 Glencoe Fire Department Secretary, who has administrator access is responsible for 

managing social media websites. 
 
5.4.2 Approval Process for New GFD Related Social Media Profiles 
 
 Department staff wishing to have a new social media presence must initially submit a 

request via email to Glencoe Fire Department leadership and the City Administrator to 
ensure social media accounts are kept to a sustainable number and policies are 
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followed. All approved sites will be clearly marked as the Glencoe Fire Department site 
and will be linked with the Official City Website (www.Glencoemn.org). No one may 
establish social media accounts or websites on behalf of the Glencoe Fire Department 
unless authorized in accordance with this policy. 

 
5.4.3 Compliance Requirements 
 
 Administration of all social media websites must comply with applicable laws, 

regulations, and policies, as well as proper business etiquette. 
 
 Glencoe Fire Department’s social media accounts accessed and utilized during the 

course and scope of a Department staff member’s performance of his/her job duties 
may not be used for private or personal purposes or for the purpose of expressing 
private or personal views on personal, political, or policy issues or to express personal 
views or concerns pertaining to Glencoe Fire Department or City employment relations 
matters. 

 
 No social media website may be used by the Department or any Department staff to 

disclose private or confidential information. No social media website should be used to 
disclose sensitive information; if there is any question as to whether information is 
private, confidential, or sensitive, contact the City of Glencoe’s attorney. 

 
5.4.4 Professional Conduct 
 
 Glencoe Fire Department staff members will act in a professional manner when using 

social media sites as representatives of the Glencoe Fire Department. Examples 
include but are not limited to: 

 
• Adhere to all Glencoe Fire Department personnel and Computer Use policies. 
• Use only appropriate language. 
• Be aware that content will not only reflect on the writer but also on the Glencoe Fire 

Department as a whole. As such, ensure information is accurate and free of 
grammatical errors. 

• Not providing private or confidential information, including names or using such 
material as part of any content added to a site. 

• Not negatively commenting on community partners or their services or using such 
material as part of any content added to a site. 

• Not providing information related to pending decisions that would compromise 
negotiations. 

• Be aware that all content added to a site is subject to open records/right to know 
laws and discovery in legal cases. 

• Always keep in mind the appropriateness of content. 
• Comply with any existing code of ethical behavior established by the Department. 

 
5.4.5 Moderation of Comments 
 

https://protect2.fireeye.com/v1/url?k=4c17d837-138c9ac4-4c10fcd2-000babdfec90-2f77ebe6a6186e12&q=1&e=c32fda64-a23b-4c98-b73a-5d62f5a4a844&u=http%3A%2F%2Fwww.glencoe%2F
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 Where moderation of comments is an available option, comments from the public will 
be moderated by Department staff with administrative rights before posting. Where 
moderation prior to posting is not an option, sites may be monitored by Department or 
City staff. 

 
5.4.6 Removal of Inappropriate Content 
 
 Glencoe Fire Department’s staff members with administrative rights to its social media 

sites will not edit any posted comments. However, comments posted by department 
staff of the public will be removed if they are abusive, obscene, defamatory, in violation 
of the copyright, trademark right, or other intellectual property right of any third party, 
or otherwise inappropriate or incorrect. The following are examples of content that may 
be removed by Department staff before or shortly after being published: 

 
• Potentially libelous comments. 
• Obscene or racist comments. 
• Personal attacks, insults, or threatening language. 
• Plagiarized material. 
• Private personal information published without consent. 
• Comments totally unrelated to the topic of the forum. 
• Commercial promotions or spam. 
• Hyperlinks to material that is not directly related to the discussion. 
• Harassment due to sexual orientation, racial or ethnic bias or other protected 

classes as defined by the City’s policy on harassment should not be 
tolerated. 

 
5.5 Personal Social Media Use 
 
 5.5.1 Respect for Personal Social Media Use 
  
 The Glencoe Fire Department respects its staff member’s rights to post and maintain 

personal websites, blogs, and social media pages and to use and enjoy social media 
on their own personal devices during non-work hours. 

 
 5.5.2 Guidelines for Personal Social Media Conduct 
  
 The Glencoe Fire Department requires its staff to act in a prudent manner regarding 

website and internet postings that reference the Glencoe Fire Department, its 
personnel, its operation, or its property. Department staff and others affiliated with the 
Department, may not use the Glencoe Fire Department brand, logo, or other 
Department identifiers on their personal sites nor post information that purports to be 
the position of the Department without prior authorization. 

 
 Glencoe Fire Department staff members are prohibited from identifying themselves as 

such when responding to or commenting on blogs with personal opinions or views. 
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 5.5.3 Disclaimer Requirement 
  
 If a department staff member chooses to identify himself/herself as associated with the 

Glencoe Fire Department and posts a statement on a matter related to Department 
business, a disclaimer similar to the following must be used:  

 
 "These are my own opinions and do not represent those of the Glencoe Fire 

Department." 
 
 5.5.4 Access While Conducting Fire Department Business 
  
 Occasional access to personal social media websites during work hours is permitted, 

but department staff must adhere to the guidelines outlined in the City’s Computer Use 
policy and the City’s Respectful Workplace policy. Glencoe Fire Department staff 
members should also review the Data Ownership section of this policy (below). 

 
 There may be times when personal use of social media (even if it is off-duty or using 

the staff member’s own equipment) may spill over into the workplace and become the 
basis for department staff coaching or discipline. Examples of situations where this 
might occur include: 
 
• Friendships, dating, or romance between co-workers. 
• Cyber-bullying, stalking, or harassment. 
• Release of confidential or private data; if there are questions about what constitutes 

confidential or private data, contact the City of Glencoe’s attorney. 
• Unlawful activities. 
• Misuse of Department-owned social media. 
• Inappropriate use of the Department’s name, logo, or the department staff 

member’s position or title. 
• Using Department-owned equipment or Department-time for extensive personal 

social media use. 
 
 Each situation will be evaluated on a case-by-case basis because the laws in this area 

are complex. If you have any questions about what types of activities might result in 
discipline, please discuss the type of usage with Glencoe Fire Department leadership. 

 
5.6 Data Ownership 
 
 5.6.1 Ownership of Communications and Media 
  
 All social media communications or messages composed, sent, or received on 

Glencoe Fire Department equipment in an official capacity are the property of the 
Department and will be subject to the Minnesota Government Data Practices Act. The 
Glencoe Fire Department also maintains the sole property rights to any image, video, 
or audio captured while a Glencoe Fire Department staff member is representing the 
Department in any capacity. 
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 5.6.2 Monitoring and Privacy Expectations 
  
 The Glencoe Fire Department retains the right to monitor department staff member’s 

social media use on Department equipment and will exercise its rights as necessary. 
Users should have no expectation of privacy. Social media is not a secure means of 
communication. 

 
5.7  Policy Violations 
 
 5.7.1    Consequences for Policy Violations 
 
 Violations of the Policy will subject the department staff member to disciplinary action 

up to and including discharge from employment. 
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Fire Department Acceptable Use Policy Guidelines Signatures 
 
I acknowledge that I have read the Fire Department Acceptable Use Policy Guidelines regarding 
the use of electronic systems at The Glencoe Fire Department. 
 
 
 
_____________________________________ 
Printed Name 
 
_____________________________________ ____________________________ 
Users Signature     Date 
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IS and HR Technology Checklist for Leaving Employment 
 
 
Employee:     Fire Service Area: ____     
 
Termination Date: ____________________  
 
 
Voicemail 
 
Voicemail stored on the system will be saved and access given to the supervisor for disposition 
and routing of existing messages. 
• Voicemail Access given to the supervisor. Access password Fire Service Area _________. 
• Disposition of existing messages completed. Fire Service Area _____(date) 
 
 
Internal E-mail 
 
Internal e-mail will be disabled immediately. As soon as practical, the former employee’s name 
should be removed from the e-mail lists it was in. If there is a gateway between the employee’s 
internal and Internet mail it should be disabled immediately as well, to prevent internal mail from 
“leaking” into the Internet mailbox where it could be accessed. 
• Internal e-mail disabled. Fire Service Area _____(date) 
• Name removed from the e-mail directory and lists. Fire Service Area _________(date) 
• Gateway between internal and Internet mail disabled. Fire Service Area _________(date) 
 
Internet mail directed to a former employee should be forwarded to the employee’s supervisor 
for disposition. In addition, Fire Department may (but is not obliged to) send an auto-reply to the 
sender informing them of the employee’s absence. One option the supervisor has is to forward 
messages of an obvious personal nature to the former employee, but this is not a requirement 
of these Guidelines. 
• Internet mail forwarded to the employee’s supervisor. .Fire Service Area _______(date) 
• Auto-reply informing senders of the employee’s absence. (Optional) _________(date) 
 
Network Access 
 
Network access, including direct access from the LAN and remote network access, either 
through dial-up or through the Internet into the Fire Department administrative networks, shall 
be stopped, at the latest, on the employee’s termination of employment. Network administration 
requirements may be such that certain accesses need to be curtailed earlier. 
• Network access stopped. Fire Service Area ____________(date) 
• Remote network access stopped. Fire Service Area __________(date) 
(Note: Network administration requirements may be such that certain accesses need to be 
curtailed earlier employee’s last day of employment.) 
Administrative Passwords 
 
Override and common administrative passwords must all be cycled whenever an individual who 
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had knowledge of these passwords terminates employment. 
• Override passwords changed. Fire Service Area ___________(date) 
• Common administrative passwords changed. Fire Service Area ___________(date) 

 
 
 
Worksheet Completed by:       
 
 
Note: This page is only to be fill out by Systems Administrators 
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Password Registry 
Persons with responsibility for system administration should record access passwords in a confidential password 
registry, to be maintained by the Fire Department Technology Office. 
Inability to access critical systems could cause major denial of service and result in unacceptable downtime for 
information systems. 
 
Name of Computer 

Make, Model of CPU 

Location 
Building                           Room #                                Location in Room 

Relevant Connection Information 

Support Contracts 
Vendor furnishing support                                      Date support begins 

Phone, contact                                                       Date support ends 

Next escalation step (if known) after local support 

Vendor Contacts 
Purchased from                                                      Date purchased 

Purchase Order #                                 Special terms and conditions of purchase 

 
Back-Ups 
Normal back-up method          LAN            Tape        Floppy        Incremental         Full 

Location of on-site and off-site backups 

Passwords 
Username                                                            Date last changed 
 
Password                                                             Privilege level 
 
Name of Person Completing this Form 
 
Phone: Work                                     Home                                     Pager 
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CHAPTER 6      OFFENSIVE BEHAVIOR AND SEXUAL HARASSMENT 
POLICY 

 
6.1 OFFENSIVE BEHAVIOR AND SEXUAL HARASSMENT POLICY 
 
 
It is the policy of the Glencoe Fire Department to maintain a working environment free from offensive 
or degrading remarks, conduct, harassment and discrimination.  Such behavior includes but are not 
limited to: inappropriate remarks about or conduct related to the employee’s race, color, creed, 
religion, national origin, sex, marital status, sexual orientation, disability, age, status with regard to 
public assistance, membership or activity in a local commission dealing with discrimination.  
 
In keeping with this commitment, the Fire Department maintains a strict policy prohibiting unlawful 
harassment, including sexual harassment.  This policy prohibits harassment in any form, including 
verbal and physical harassment. 
 
This policy statement is intended to make all employees sensitive to the matter of offensive and 
sexual harassment, to express the Fire Service Area’s strong disapproval of unlawful sexual 
harassment, to advise employees of their behavioral obligations and to inform them of their rights. 
 
In order for an offensive or sexual harassment issue to be addressed, it must be brought to the 
attention of management.  In order for action to be taken, information must be forwarded to the 
appropriate level of management. 
 
To provide the employees with a better understanding of what constitutes sexual harassment, the 
following definition, based on Minnesota Statutes, is provided: 
 
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, sexually 
motivated physical contact, or other verbal or physical conduct or communication of a sexual nature, 
when: 
 

A.  Submission to the conduct or communication is made a term or condition, either explicitly 
or implicitly, of obtaining employment, public accommodations or public services, 
education, or housing; 

 
B.  Submission to or rejection of that conduct or communication by an individual is used as 

a factor in decisions affecting that individual’s employment, public accommodations or 
public services, education or housing; or 

 
C.  That conduct or communication has the purpose or effect of substantially interfering with 

an individual’s employment, public accommodations or public services, education, or 
housing, or creating an intimidating, hostile, or offensive employment, public 
accommodations, public services, educational or housing environment; and in the case 
of employment the employer knows or should know of the existence of the harassment 
and fails to take timely and appropriate action. 
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Offensive or sexual harassment is unwanted, unwelcomed, and repeated action of an individual 
against another individual, using offensive or sexual overtones as a means of creating stress.  
However, some forms of sexual harassment may be so severe that repetition is not needed for the 
act to be considered sexual harassment. 
 
The Fire Department recognizes the need to educate its employees on the subject of offensive and 
sexual harassment and stands committed to provide information and training.  All employees are 
expected to treat each other and the general public with respect and to assist in fostering an 
environment that is free from unwanted harassment. 
 
Violations of this policy may constitute just cause for discipline, up to and including discharge.  Each 
situation will be evaluated on a case by case basis depending on the severity and the circumstances 
involved. 
 
Employees who feel that they have been victims of offensive or sexual harassment, or employees 
who are aware of such harassment, should immediately report their concerns to any of the following: 
 

1.  Immediate Supervisor; 
2.  Fire Department Head; or 
3.  Fire Department Administrator 

 
In addition to notifying one of the above persons and stating the nature of the harassment, the 
employee is also urged to take the following steps: 
 

A.  Make it clear to the harasser that the conduct is unwelcome and document that 
conversation; 

B.  Document the occurrences of harassment; 
C.  Submit the documented complaints to your supervisor, the Fire Department Head or the 

Fire Department Administrator.  We urge the employee to put the complaint in writing; 
D.  Document any further harassment or reprisals that occur after the complaint is made. 

 
Employees have the right to raise the issue of offensive or sexual harassment and to file complaints 
with respect to such harassment without reprisal.  The Fire Department recognizes that there are 
inherent difficulties in developing evidence and maintaining close working relationships among 
employees in instances where harassment has occurred.  Because of this, the Fire Department 
urges that conduct which is viewed as offensive be reported immediately to allow for corrective action 
to be taken through educational and initial counseling, if appropriate. 
 
Management has the obligation to provide an environment free of offensive and sexual harassment.  
The Fire Department is obligated to prevent and correct unlawful harassment in a manner which 
does not abridge the rights of the accused.  To accomplish this task, the cooperation of all employees 
is required. 
 
The Glencoe Fire Department shall, in all cases, take action to correct any reported harassment to 
the extent evidence is available to verify the alleged harassment and any related retaliation.  All 
allegations will be investigated.  Strict confidentially is not possible in all cases of offensive or sexual 
harassment as the accused has the right to answer charges made against them; particularly if 
discipline is a possible outcome.  Reasonable efforts will be made to respect the confidentially of the 
individuals involved, to the extent possible. 
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The City Administrator will investigate such claims and take appropriate action as outlined in Section 
19 of the Personnel Policy. 
 
This resolution was duly adopted by the Glencoe Fire Department and Glencoe City Council this 
the ___ day of _______, 202_. 
 
 
    
 
Attest:   
 
_____________________________ 
Fire Department Chief      
 
      
City Administrator 
 
      
City Clerk  
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CHAPTER 1 ADMINISTRATION AND PERSONNEL PROCEDURES 
 
1.1 Meetings and Committees 
 
1.1.1 General Business 
 

General Business of the Fire Department consists of: 
• Meetings (Special and Professional Associations) 
• Selections 
• Committees 

 
Any member on a leave of absence or under suspension will have no voice in 
any meeting or committee. 

 
The quorum for meetings shall be no less than 50% of the voting members. 
 

1.1.2 Business Meetings 
 

Business meetings are reserved for the first Wednesday of each month.  If the 
first Wednesday of the month is a holiday, the monthly business meeting will be 
held on the first Thursday of that month.  During the monthly Business Meeting, 
General Business as defined in section 1.1.1 General Business of this document 
will be conducted following any department training for that meeting.  Business 
Meetings will start with the Fire Chief calling the meeting to order at 1900 (7:00 
PM) Central Time. 

 
1.1.3 Training Meetings 
 

Training Meetings are reserved for the third Wednesday of each month.  If the 
third Wednesday of the month is a holiday, the monthly training meeting will be 
held on the third Thursday of that month.  The monthly Training Meeting is 
reserved for larger departmental trainings and members are required to make up 
the training in the event of an absence.  Any training that is made-up in the event 
of an absence will result in the member being credited for the training and not 
count against the meeting requirement. 

 
1.1.4 Special Meetings 
 

A special meeting is any meeting that is not regularly scheduled and is called for 
when an issue and/or an area of discussion arises. Special meetings can only be 
held after a minimum 24-hour notice is given to the membership.  

 
Special meetings for the Glencoe Fire Department are called by the Executive 
Leadership Team in writing to the Fire Chief or Executive Leadership Team, who 
must respond within 48 hours. 
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     Reference:     General Policies Section 2.1.2     Executive Leadership 

Team 
 
 

 
1.1.5 Committees 
 

A Department committee addresses on-going concerns or needs of the Fire 
Department. An established committee will research projects, prioritizes projects, 
defines the scope of projects and evaluates projects, collects data; make 
recommendations to the membership and the Fire Department. It is comprised of 
members as assigned by the Fire Department.  Each committee selects one 
member to serve as chairperson. Examples of committees included but not 
limited to: apparatus and equipment acquisition.  

 
A member of the Fire Department shall serve as a liaison to each committee.  
This liaison has voting privileges. All committees shall report on their status. 

 
All Fire Department committee meetings are open to the general membership. 

 
Committees are to seek professional advice as necessary to perform their duties. 
Whenever possible, this counsel shall come from the Fire Department Officers. 

 
All committees are advisory to the Fire Department.  All committee findings, 
decisions and recommendations shall be advisory in nature.  The Fire Chief and 
or the Executive Leadership Team have the final say in any findings, decisions 
and recommendations. 
  

1.1.6 Paged Call during Fire Department Meetings and Functions  
 

All available members will respond to a paged call during Department Meetings 
and Functions.  Direction on response will be determined by Chief Officers.  
Pending department quorum, the meeting will continue and adjourn accordingly. 

 
1.2 General Benefits 
 
1.2.1 Member Assistance/ Critical Incident Stress 
 

A critical incident stress debriefing group session led by a team of specially 
trained mental health professionals and peer counselors shall be provided to Fire 
Department members when needed after a stressful incident call.  To initiate this 
service, you must have the approval of a Chief Officer or designee.  
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1.2.2 Fitness Recommendation 
 

The Fire Department strongly encourages fitness activities for all members of 
The Fire Department.   

 
1.3.3 Professional Memberships and Licenses 
 

The Fire Chief may require members to obtain and maintain job required 
licenses, certifications and/or memberships in professional organizations and 
those licenses, certifications, and memberships may be paid for by the Fire 
Department. 

 
1.4.4 Training Costs Reimbursement 
 

Approved costs and tuition for training will be paid by the City of Glencoe.  
 

CHAPTER 2 UNIFORMS, EQUIPMENT AND APPARATUS USAGE 
 
2.1 Uniforms and Turnout Gear 
 
2.1.1 General Usage 
 

All dress uniforms and turnout gear are owned by the Fire Department. All dress 
uniforms and turnout gear received by the firefighters from the Fire Department 
shall have proper care. Upon leaving the Fire Department, these shall be 
returned, unless firefighter has reached full retirement benefits (20 years or more 
of service). 

 
 
2.1.2 Uniform Dress Code 
 

1.  Approved department issued uniforms shall be worn at all Fire Department 
activities as determined by the Department. Includes all Class uniforms, T-
shirts and polo shirts. 

 
2. Dress uniforms will not be worn unless engaged in Fire Department activities. 

 
3. All Fire Department clothing shall be maintained in first-class condition.  This    

shall include cleaning and general maintenance. 
 

4. Fire Department uniforms are issued when the firefighter completes the 
probationary period.  If clothing should wear out, the Fire Chief shall review all 
replacements. Approved Fire Department T-shirt will be issued during 
probationary period. 
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5.  Approved uniforms are those approved by the Fire Department.  No other 

styles of pants, shirts or jackets will be allowed. 
 

6. There will be no other patches, badges or pins on the uniforms except those 
approved by the Fire Department: 

Fire Dept Patch On left shoulder 
American Flag   On right shoulder 
Officers/GFD Pins  On shirt/jacket collar 
Name Tag   Above right side pocket 
Uniform Badge  Above left side pocket 

 
7.  Dress uniform shall include: 
 
GFD Uniform Chart added as an appendix. 
 

      
 

8.  All clothing shall be issued or approved through/by the Glencoe Fire 
Department.  
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2.1.3 Turn-Out Gear Dress Code  
 

1. Each firefighter will wear the complete turn-out gear issued by the Fire 
Department when engaged in any emergency necessitating its use. Officers 
may give permission to alter or downgrade turn-out gear use at any time as 
conditions may dictate. 

 
 2.  Fire Department issued turnout gear shall include: 
      a. Turnout Coar 
      b. Turnout Pants 
      c. Boots 
      d. Nomex Hood 
      e. SCBA Facepiece 
      f. Gloves 
      g. Helmet 
      h. Tear-away Traffic Vest 
      i. Wildland Gear 
 
 3.  All Fire Department issued turnout gear shall be maintained in first class  
     condition, including: within expiration date and no abnormalities affecting      
     performance and protection.  This shall include cleaning and general    
     maintenance. 
 4.  All Fire Department issued turnout gear shall be authorized for Fire   
      Department use only.  Use outside of Glencoe Fire Department activities is   
      not permitted unless approved by Executive Leadership. 

 
 
2.1.6 Damage to Uniforms and Turnout Gear 
 

All members shall notify the Fire Chief of any damage to uniforms or turnout 
gear. 

 
1.  Replacement of Fire Department uniforms and turnout gear that is damaged 

within reasonable use and/or conditions of use shall be replaced at Fire 
Department expense if damage occurred during a Glencoe Fire Department 
function. 

 
2.  All replacement of uniforms or turnout gear must be approved by the Fire 
Chief. 

 
2.2 Seat Belt Usage 
 

All Fire Department members are required to wear their seat belt when 
responding in their personal vehicles to or from a paged calls, and when riding in 
any Fire Department apparatus, as required by State law and Service Area 
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ordinance.   
 
2.3 Fire Department Equipment Usage 
 

No member shall remove any equipment for personal use from the Fire 
Department without authorization from a member of the Executive Leadership 
Team.  Any unauthorized use may result in disciplinary action.  Any authorized 
use shall be recorded on white board in engine bay. 

 
 
2.4 Fire Department Apparatus Usage 
 
2.4.1 Official Use 
 

The Executive Leadership Team shall approve use of any apparatus other than 
emergency use and training. Personal use of any Fire Department apparatus is 
prohibited.   

 
All Fire Department apparatus shall be available for official use by certified Fire 
Department members.  Certified means having been trained and approved in 
apparatus use by the Fire Department Officers, official use includes, but shall not 
be limited to: 
 

• All emergency responses and activities. 
• Transportation to schools and training, Fire Department functions and 

details. 
• Equipment repair and demonstrations. 
• Demonstration rides. 
• Public relations functions. 

 
2.4.2 General Rules 
 

1.  All drivers shall be certified and responsible for the apparatus and related                                    
functions. 

 
2. Drivers shall not move the apparatus until the crew is seated, seat belts are 

fastened and all cab doors are shut.  The apparatus shall not be moved until it 
is determined that all personnel are clear of the apparatus.    
 

3.  The driver shall operate apparatus in a safe and efficient manner.  The driver 
and apparatus officer shall be aware of proper response directions when 
responding to events. 

 
4.  At no time shall more members or equipment approach the emergency scene 

than is absolutely necessary for existing conditions.  It shall be the Incident 
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Commander's duty to cancel and excuse all unneeded or unnecessary 
personnel and equipment in a timely and prudent fashion. 

 
5.  All firefighters shall stay with their apparatus unless ordered to assist at the 
scene.  

 
6.  All firefighters must return to the station after each call, unless excused by the 

officer in charge, to prepare all equipment for the next emergency. 
 
7.  No personnel shall be released until such apparatus and/or equipment is 

cleaned, replaced, and in proper working order unless excused by officer in 
charge.  

 
8.  The driver and officer in charge shall be responsible for putting the apparatus 

back in proper working order. 
 

2.5 Fire Department Vehicle Take Home Usage 
   

Fire Department issued vehicles are the property of the fire department. 
 
1.    Chiefs and Captains are authorized to use a command vehicle to drive while 
on call. 
 
2.    Any other take-home use must be pre-approved by the Fire Chief. 
        
3. All traffic laws shall be obeyed while operating a Fire Department vehicle.  
 
4. Vehicles equipped with emergency response capabilities and 

communications shall have those components used consistent with state law. 
 

5.    Non-Fire Department members are allowed in the vehicles with the 
       following criteria; 
 
       i.     Minimize frequency as much as possible. 
 
       ii.    Other public agency or business individuals are allowed as their 
              company insurance will cover. 
 
       iii.   No emergency response is allowed when non-fire Service Area  
              individuals are in the vehicle. If responding, response must be routine. 
 
       iv.   If on duty, paged or attending a Fire Department Organized Event,   
    family members are discouraged from riding in vehicle and whenever 
possible, separate vehicles should be used.  
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CHAPTER 3 MISCELLANEOUS PROCEDURES 

 
3.1 SELF-CONTAINED BREATHING APPARATUS (SCBA)  
 
3.1.1 Policy  
 

This policy shall constitute the operational guidelines governing the selection, 
care, use, and maintenance of self-contained breathing apparatus for the Fire 
Department (per CFR 29, 1910.134).  Said procedures may be changed or 
amended by the Fire Department as deemed necessary to improve efficiency 
and/or safety. 

 
3.1.2 Selection of Equipment  
 

The selection of self-contained breathing apparatus by the Fire Department shall 
be a Positive Pressure Demand System.  The SCBA (self-contained breathing 
apparatus) selected shall be based on reliability and serviceability dealing with 
the hazards that fire personnel encounter and are exposed to. 

 
The self-contained breathing apparatus selected shall comply with or exceed 
standards established by N.I.O.S.H. and M.S.H.A. (Mine Safety and Health 
Association). 

 
3.1.3 Training 
 

All personnel shall be trained in the proper use and limitations of the self-
contained breathing apparatus. The Fire Department will maintain training 
records. 

 
Training shall include, but not be limited to, donning of equipment, proper use, 
limitations, cleaning, and inspection. 

 
3.1.4 Usage 
 

1.   Physical ability to use SCBAs will be determined through annual screening 
provided by fire department and shall include, but not be limited to, pulmonary 
function tests, physical exams, and health interviews.  

 
2.   Personnel shall utilize self-contained breathing apparatus at all times while 

respiratory protection is required or when the Incident Commander deems it 
necessary. 

 
3.   SCBA will be worn by all firefighters who enter a hazardous breathing 

atmosphere.  A hazardous breathing atmosphere may include, but not be 
limited to, a smoke room, a hot drill, a car fire, an LP or natural gas fire, an 
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electrical fire, a petroleum fire, or any environment considered hazardous by 
the Incident Commander.  

 
4.   Personnel who can use SCBA are: 

a. Only those who have been trained in the proper use and limitations of the 
SCBA. 

b. Only those who feel themselves physically fit to perform firefighting duties 
while wearing SCBA. 

c.  Personnel that are compliant to OSHA standards 
 

 
5.   The following restriction applies for the use of SCBA: 

 
The user of the SCBA shall be monitored for workload, exposure, stress, etc. 
and where appropriate, discontinue work and rest prior to continuing with their 
duties. 

 
6.   Approved Fire Department glasses can be worn with the SCBA mask.  

Contact lenses are also permitted. 
 
7.   An officer may give permission to alter or downgrade SCBA use anytime as 

conditions may dictate.  Command will have ultimate authority in SCBA use. 
 

8.   During salvage and overhaul and after Incident Command has determined 
the atmosphere is safe, SCBA use shall be optional but is recommended. 

 
3.1.5 Maintenance: Cleaning 
 

1.   Respirators (face piece) shall be cleaned per manufacturer recommendations 
after each use. 

 
2.   Self-contained breathing apparatus shall be inspected during cleaning and 

checked to be in proper working order. 
 

3.   Said inspection shall be made after each use. 
 

4.   Air cylinders shall be hydrostatically tested every three years in accordance 
with D.O.T. methods and procedures specific to the cylinder under test. 

 
5.   After use, inspection shall be conducted and recorded only by trained 

personnel. 
 
3.1.6 Maintenance: Repair 
 

1.   Defective self-contained breathing apparatus shall be repaired by qualified 
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personnel before use. 
 

2.   All repairs to defective self-contained breathing apparatus shall be recorded. 
 

3.   All repairs shall follow the exact procedures stated in Owner’s Manual for 
Operation and Maintenance of the SCBA. 

 
4.   All repair parts used shall be authorized manufacturer's replacement parts. 

 
 

3.1.7 Storage 
 

Self-contained breathing apparatus shall be stored in appropriate manner on fire 
apparatus. Face pieces shall be kept in protective bags (optional) and stored in 
individual firefighters' lockers. 

 
3.1.8 Respiratory Protection Program 
 
           1.   The Respiratory Protection Program compliance with OSHA regulations shall 

be evaluated yearly. 
 

2.   SCBA procedures may be changed or amended as deemed necessary to 
improve efficiency and/or safety. 

 
3.1.9  Low Air Alarm 
 

When firefighters are in a hazardous breathing atmosphere area and their low air 
alarm sounds, they shall notify their team members of the low air alarm.  The 
firefighters and team members shall notify Incident Command and immediately 
leave the hazardous breathing atmosphere area in a safe and expeditious 
manner. Firefighters must be aware of the cylinder pressure at all times and are 
encouraged to be out of the IDLH atmosphere prior to the low alarm sounding. 

 
3.1.10 Point of No Return 
 

All firefighters wearing SCBA and working in a hazardous breathing atmosphere 
shall always keep track of their location, duration they have been on SCBA air, 
and distance and time required to exit the hazardous breathing atmosphere area.  
All firefighters shall perform their duties without going past the point of no return, 
when they would not be able to exit the hazardous breathing atmosphere area 
without running out of SCBA air. 

 
3.2 Testing and Maintenance 
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3.2.1  Responsibility 
 

The Engine Company Captains or designee shall make reasonable efforts to 
ensure the proper and timely testing of equipment and maintenance of all Fire 
Department vehicles and equipment.  The Engine Company Captains or 
designee shall ensure that all test and maintenance records are maintained 
according to OSHA and NFPA standards. 

 
3.2.2 Apparatus Maintenance 
 

All apparatus maintenance shall be the responsibility of the Engine Company.  All 
records, testing and inspections shall be maintained and conducted by the 
Engine Company. 

 
3.2.3 Apparatus Pump Testing and Maintenance 
 

All apparatus pump testing and maintenance shall be performed by a licensed 
and qualified technician.  All records, testing and safety recommendations and 
inspections shall be maintained and conducted by the Engine Company Captains 
or designee.  All apparatus pumps are to be tested annually when reasonably 
possible. 

 
3.2.4 Fire Hose and Ladder Testing and Maintenance 
 

All fire hose and ladder testing and maintenance shall be the responsibility of the 
Engine Company Captains or designee.  All records, testing and inspections 
shall be maintained and conducted by the Engine Company Captains or 
designee.  Any fire hose or ladders that cannot be repaired shall be removed 
from service. 
 

3.2.5 SCBA and Compressor Testing, Maintenance and Air Quality 
 

All SCBA and compressor testing and maintenance shall be the responsibility of 
the Engine Company Captains or designee.  All records, testing and inspections 
shall be maintained and conducted by the Engine Company Captains or design.  
The air quality of the compressor shall be tested as required. 

 
3.3 Fire Department Budget 

 
1.   An annual budget shall be the responsibility of the Fire Chief. The annual Fire 

Department budget shall be prepared by the Fire Chief and Executive 
Leadership Team and submitted to the City of Glencoe City Council.  

 
2. The proposed budget shall be reviewed by the Executive Leadership Team 

and Glencoe City Council liaison prior to the submittal to the City of Glencoe 
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City Council. 
3. The preparation of the Fire Department budget shall be on a schedule 

approved by the Glencoe City Administrator. 
 

CHAPTER 4 COMMUNICATIONS, SAFETY AND INCIDENT COMMAND 
GUIDELINES 

 
4.1 General Communications 
 

All Fire Department apparatus shall report in service on the ML-FIRE Main or as 
instructed and subsequent arrival on the county assigned radio channel unless 
otherwise instructed. Fire Department tactical operations will utilize the assigned 
channel. Requests for additional assignments should be made to the officer in 
charge or incident command. 

 
During mutual aid operations, communications should be on the county assigned 
channel or statewide emergency channel. On paged calls, the apparatus officer 
shall be responsible for all enroute radio communications. 

 
All apparatus officers shall identify the apparatus, in which they are responding, 
for example, “Glencoe Engine 31 enroute with a crew of 6” 

 
Proper radio etiquette shall be used on all radio communications at all times. No 
profanity shall be used at any time. 

 
4.2 Truck Communications 
 

When the apparatus is ready to respond, the officer or senior firefighter should 
put the truck in service on the county radio by giving: 

 
- City Name  
-Type of Apparatus and Number 
- Statement: "___ Enroute etc. 
- Number of crew members 

 
The officer should keep in contact with the county dispatcher and other 
apparatus enroute as may be required. 

 
The first arriving apparatus should announce on the county radio their arrival by 
giving: 

 
1. City Name (Glencoe) 
2. Type of Apparatus and number (Engine 31) 
3. On Scene 
4. Statement: “__in command.” (“Captain 1 in command”) 
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5. Brief description (large brush fire) 
6. Size up of conditions encountered (spreading rapidly to the S. W.) 

 
All subsequent apparatus arriving on scene will announce on the county radio 
their arrival by giving numbers 1-3 above; and contact I.C. for further instruction.  

 
4.3 Mutual Aid Communications 
 

When requesting mutual aid, Incident Command should state the following to the 
county dispatcher: 

 
1.  Specific equipment and personnel being requested and Department to 
page.  
2.  The staging area to which incoming apparatus are to report. 
 

Incident Command should be aware of and monitor all channels. Incident 
Command could receive calls from one or all channels and should assign 
personnel to monitor the required radio channels. 
 
*For additional guidance reference McLeod County Armer Radio Policy 
(Appendix 1) 

 
4.4 Incident Command System (ICS) 
 
4.4.1 Purpose of Incident Command System 
 

The Glencoe Fire Department responds to a wide range of emergency incidents.  
In order to effectively manage our personnel, resources and provide for the 
safety and welfare of the public and ourselves, the Glencoe Fire Department will 
always operate within the National Incident Management System (NIMS). 

 
At all Fire Department paged calls, it should be clearly understood who the officer 
in charge will be on each piece of apparatus (occupant of the right front seat).  
This individual may delegate his/her responsibility at any time to a more qualified 
person. At paged calls, it should be clearly defined which member will be the 
officer in charge. 
 
In the absence of an officer the most senior firefighter on the apparatus becomes 
the 
officer in charge of the apparatus. 

 
4.4.2 Responsibilities of Incident Commander 
 

The Incident Commander (IC) should be responsible for the following at any 
incident: 
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A.  Assess incident priorities: Incident priorities provide a framework for 
command. 

 
1.  Life safety. 
2.  Incident stabilization. 
3.  Property conservation. 

 
B.  Perform size-up: Size-up is not static and must be continued throughout the 

duration of the incident. 
 

1.  What have we got? (situation) 
2.  Where is it going? (potential) 
3.  What do we need to control it? (resources) 

 
C.  Select the strategic mode: Operations may be conducted in either an 

offensive or defensive mode.  This decision is based upon the answers 
to the following two questions: 

 
1.  Is it safe to conduct offensive operations? 
2.  Is resource capability (present and projected) adequate for offensive 

operations to control the incident? 
 

 D.  Define the strategic goals: Strategic goals define the overall plan that will be 
used to control the incident. 

 
1.  Protection or removal of exposed persons. 
2.  Confinement and extinguishment of the fire or control of the hazard. 
3.  Minimal loss to involved or exposed property. 

 
E.  Establish tactical objectives: Tactical objectives are the specific operations 

that must be accomplished to achieve strategic goals. 
 

1.  Assignment of resources. 
2.  Nature of the tactical activity. 
3.  Location in which the tactical activity must be performed. 
4.  If the tactical action must be performed in sequence or coordinated with 

any other tactical action. 
 

F.  Implement the incident action plan: Implementation of the incident action 
plan requires that the IC establish an appropriate organizational 
structure to manage the required resources and communicate the 
tactical objectives. 

 
G.  Select the command mode: The IC must determine if the initial command 
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activity will be conducted from a fixed position, or if it will be conducted 
simultaneously with the tactical operations of the first arriving 
company.  Command from a fixed position is preferred. The IC must 
answer the following two questions: 

 
1. Will the initial tactical operations of the first arriving apparatus have a 

significant         impact on the eventual outcome of the incident? 
 

2.  Will the personal efforts of the Apparatus Officer in the performance of the 
tactical activity have a significant impact on the ability of the Officer to 
achieve their assigned tactical objectives? 

 
If the answer to these two questions is No, command from a fixed position 
should be established. 
 
If there is a need for immediate tactical activity, and the incident necessitates 
that the Apparatus Officer be an integral part of the tactical operations, 
command in the offensive mode should be initiated. Command in the 
offensive mode should only be performed until command can be transferred. 

 
4.4.3 Establishing Incident Command 
 

All radio traffic and instructions should be requested through IC (incident 
command). This will reduce the confusion as to who is in command of the scene. 
 
The first Fire Department officer or senior firefighter to arrive at a scene, should 
assume command.  The initial officer or firefighter should remain in command 
until command is transferred. 

 
Incident Command includes assuming the role of and responsibility for 
accountability and Safety Officer and delegation thereof. 

 
The first arriving officer or senior firefighter initiates the command process by 
giving an initial radio report which includes: 

 
1.  Officer taking command (i.e., Chief 2 in command). 
2.  A brief description of the incident situation. 
3.  Obvious conditions. 
4.  A brief description of the action being taken. 
5.  Any obvious safety concerns. 
6.  Additional resources needed. 

 
One or two apparatus responses would require the escalation of the incident 
command system.  However, the first on-scene officer/senior firefighter should 
remain responsible. 
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If the situation has not stabilized and/or the Fire Department officer must 
withdraw to the exterior, the officer should establish formal command and 
identification of command location/command post. 
 

4.4.4 Organization for Larger Incidents 
 

The Incident Command structure should be based on the management needs of 
the incident and should be developed on a proactive basis. Incident resources 
and management needs must be projected adequately ahead to allow for the 
reaction of responding resources. 

 
The IC and other supervisory personnel should anticipate span-of-control and 
workload. This may necessitate requesting additional command officers to fill 
these overhead positions.  Whenever planning, logistical, or finance functional 
responsibilities become a significant workload for the IC, the appropriate sections 
should be staffed.  This will prevent overextension of the IC's span-of-control. 

 
4.4.5 Transfer of Command 
 

When command is transferred; it should trigger an upgrade in the command 
structure. The officer assuming command will conduct communications with the 
person being relieved via radio, or preferably person to person. 
 
The person being relieved will brief the officer assuming command, indicating the 
following: 

 
• General situation status. 
• Incident conditions. 
• Tactical priorities/objectives. 
• Safety considerations. 
• Assignment of operating companies and personnel. 
• Appraisal of need for additional resources. 

 
Command cannot be transferred to any officer that is not on the scene.  
The arrival of a ranking officer on the incident scene does not automatically 
mean that command will be transferred.  The officer receiving command must 
acknowledge receipt and announce that command has been transferred. 

 
Other chief officers arriving on the scene should report to the command post. 
They should assume duties to assist the Incident Commander. 

 
If command has been established by a firefighter, command should be 
transferred to the first arriving Officer. Command should be transferred to the first 
arriving Chief at that Chief's discretion.  When a Chief or Chief Officer allows a 
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lower ranking Officer to retain command this does not remove the responsibility 
for the incident from the higher-ranking individual. 

 
4.4.6 Communications 
 

All unnecessary radio communications should be eliminated. All communications 
channels should be established by Incident Command. All communication to the 
Sheriff's Communication Center should be on ML-FIRE or the assigned County 
Channel. All other communications should be assigned by County Dispatch or 
Command. 

 
If resources outside of Glencoe Fire Department are requested, Incident 
Command should operate on assigned channel and/or monitor 
regional/statewide mutual aid frequency.  If mutual aid is requested from another 
Fire Department, Fire Service Area or Agencies outside of McLeod County, 
communications should be switched to regional or statewide mutual aid channels 
or assisting agencies must be provided with compatible portable radios.  

 
4.4.7 Staging 
 

All incoming apparatus should report to the staging area.  When the IC has not 
defined an assignment for on-scene or responding resources, staging should be 
established automatically by incoming apparatus. 

 
When an incident is not yet stabilized, resources sufficient to meet potential 
incident development should be available in staging. 

 
Incident Command should establish staging by defining its location and 
communicating this information to the dispatch center. The dispatcher or IC 
should inform all responding resources of the location of staging. 

 
If responsibility is not specifically assigned the officer of the first apparatus to 
arrive in staging should assume the function of the staging officer. The staging 
officer should keep the Incident Command advised of resources available in 
staging. 

 
Incident Command should request on-scene resources through the staging 
officer and should specify where and to whom these resources should report, as 
the complexity of the incident mandates. 

 
4.4.8 Divisions/Groups 
 

Divisions may be mandated and IC should anticipate this need and assign 
Divisions/Groups as indicated. 
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Note: Divisions/Groups should include but are not limited to: interior, roof, 
exterior, directional areas, staging, relief, water supply, logistics, finance, 
planning, ventilation, safety, accountability, etc. 

 
4.5 AM/FM Radio Usage 
 
4.5.1 Emergency Calls 

 
Vehicle AM/FM radios should not be used during an emergency call.  
 

4.5.2 Training 
 

Vehicle AM/FM radios should not be used during training without the permission 
of the officer in charge of training. 

 
4.5.3 Usage Authorization 
 

Vehicle AM/FM radios should be kept in the off position and should be used only 
with the approval of the apparatus officer.  Any requests from members that the 
radio not be turned on should prevail.  

 
4.6 Emergency Evacuation 
 
4.6.1 Emergency Evacuation Signal 
 

A steady blast of an air horn(s) should be the signal for all firefighters and/or 
other personnel to evacuate the hazardous area or structure immediately. 

 
4.6.2 Notification for Emergency Evacuation 
 

A Safety Officer, a Sector Officer and/or a firefighter should notify the Incident 
Commander instantly of any emergency situation requiring the immediate 
evacuation of an area and/or structure. 

 
4.6.3 Communication of Emergency Evacuation 
 

When there is an emergency evacuation required of the hazardous area and/or 
structure, the Incident Commander must do the following: 

 
1.   Immediately transmit the following on all radio channels:  “Evacuate 

immediately.” 
2.   Order that all available apparatus sound their air horns in a steady blast 

emergency evacuation signal.   
 

This should be repeated as necessary  An accountability Personnel 
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Accountability Report (PAR) check should be taken. 
 
4.7 Safety Officer 
 
4.7.1 Purpose of Safety Officer 
 

All Fire Department training operations should have a Safety Officer.  Training 
Officer II will be the primary Safety Officer during trainings; in their absence 
another officer will be assigned this role by Officer in Charge of Training. 

 
It should be the responsibility of the Safety Officer to ensure that all Fire 
Department operations are conducted safely. These operations include, but are 
not limited to, emergency operations and training.  

 
4.7.2 Position of Safety Officer 
  

The position of Safety Officer should be assumed automatically by the Incident 
Commander or Training Officer II at any emergency operations or training. A 
Safety Officer should be appointed by Incident Command or the Training Officer 
II when and where resources permit. 
 

4.7.3 Responsibilities of Safety Officer 
 

The responsibilities of the Safety Officer are: 
 

1.   Maintain contact with Incident Command. 
2.   Wear appropriate identification (ie Vest). 
3.   Identify hazardous areas of operations. 
4.   Assess apparatus placement. 
5.   Identify, assess and make appropriate changes and/or stop any unsafe 
actions. 
6.   Maintain a continuous assessment of the condition of the structure and 

any potential for collapse. 
7. Maintain a continuous assessment of the total area of operations to make 

sure that it is a safe scene.  
8. Assume responsibility of accountability and rehabilitation if no 

Accountability Officer or Rehabilitation Officer is assigned. 
 
4.8 Fire Department Safety  
 
4.8.1 Purpose  
 

It should be the responsibility of the Fire Department Executive Leadership Team 
to conduct research, develop recommendations, and study and review matters 
pertaining to, and the management of occupational safety and health within the 
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Fire Department and the Service Area. 
 
4.9 Accountability System 
 
4.9.1 Purpose of Accountability System 
 

The Fire Department should have an accountability system designed to provide 
the Fire Department with an accounting for each firefighter enroute to, during, 
and following all Fire Department and Training operations.  

 
4.9.2 Responsibility for Accountability 
 

The Team concept of accountability is executed during all firefighting functions 
and training. The responsibility for accountability should be assumed 
automatically by the 
Incident Commander. An Accountability Officer should be appointed when and 
where resources permit at any emergency operations or training, or when the 
incident may dictate by the Incident Commander. This person should assist with 
or take responsibility for accountability. 

 
4.9.3 Accountability System Components 
 

The Accountability System consists of the following components: 
 
1. Accountability Board 
2. All members will be supplied with two (2) name tags to be attached to their 
helmet or turnout gear.  
3. Two-way radios and flashlights. 

 
4.9.4 Firefighter Responsibility 
 

It should be the responsibility of all firefighters operating at emergency operations 
or training to participate in the Accountability System. 
 

4.9.5 Implementation of System 
 

The Accountability System should be fully implemented on all calls and training, 
excluding medical calls and non-hazardous training. Only plain language will be 
used in communications relating to accountability.  

 
4.9.6 Using the Accountability System 

 
 

Entering a 
Structure and/or 

□ Prior to entering a structure and/or hazardous 
area, a firefighter and/or Officer should obtain an 
entry board from their apparatus and place it at 
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Hazardous Area the entry point of the structure and/or hazardous 
area. 
 

□ Note: If any entry board is already in place, they 
are to use that entry board. 

 
□ As each firefighter enters the structure and/or 

hazardous area entry point, they should place 
and/or ensure placement of one of their name 
tags on the entry board and activate their SCBA. 
 

□ Special Note: A structure and/or hazardous area 
may have more than one entry area. 
 

□ Incident Command or the assigned 
Accountability Officer must be informed of and 
maintain an accountability of the placement and 
location of all entry boards. 
 

□ A hazardous area includes the close proximity to 
a burning or damaged structure. 

 
Working in a 

Structure and/or 
Hazardous Area 

 
□ When working in a hazardous atmosphere or 

area, all firefighters will: 
 

□ Operate as team of two (2) or more. 
 

□ Enter, stay, work and leave as a team. 
 

□ Remain in contact with all team members 
through visual, audible, physical, safety ropes or 
by other means in order to conduct their 
activities. 
 

□ Maintain two-way radio contact with Incident 
Command. 
 

□ If radio communication is lost, the affected crew 
should exit the hazardous area immediately or 
team up with another crew and advise Incident 
Command of the change. 

Exiting from a 
Structure and/or 
Hazardous Area 

□ All teams exiting a structure and/or the 
hazardous area should make an effort to exit 
from the same point as entry was made. 
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□ All team members should retrieve their name 
tags from the entry board, regardless of their exit 
point. 
 

□ Upon exiting and retrieval of their name tags, all 
team members should report to the assigned 
rehabilitation area. 

 
4.9.7 Personal Accountability Report (PAR Check)  
 

A PAR check may be requested in intervals of up to 5 minutes to account for and 
verify the safety of any or all firefighters and to ensure accountability. The 
Incident Commander, Training Officer II and/or Accountability Officer may 
request that a PAR check be implemented. Two (2) types of PAR checks may be 
taken: 
 

 
Structure and/or 

Hazardous Area PAR 
Check 

□ This par check should be called whenever there 
is a change in strategy from offensive to 
defensive attack, flashover, back draft, collapse, 
wind change, trapped firefighters, fire under 
control, etc. 

 
Total Fire Ground PAR 

Check 

 
□ This PAR check should be called if there is a 

missing firefighter, at Incident Commands 
request and/or the emergency evacuation signal 
is activated. 

 
The par check should be conducted by the Incident Commander and/or 
Accountability Officer who will call off the team/name(s) of each firefighter from 
the appropriate entry and/or crew Accountability boards.  This may be done with 
the assistance from other officers.  When a par check is called, Incident 
Command will state the following over the radio a minimum of two (2) times prior 
to calling out the names: 

 
“Stand by for PAR check.”  
or if it is perceived as an emergency: 

 
“Stand by for emergency PAR check.” 

 
Special Note: A par check may be sector specific. All names on the entry and/or 
crew boards must be accounted for. 
 
At no time should the names of missing personnel be transmitted over open 
radio traffic; SOA or Encrypted Radio Channels only. 
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4.9.8 Termination of System 
 

The Accountability System will be maintained until all operations are complete.  
Prior to leaving the scene, each Apparatus Officer will perform par check.  
 
It should be the responsibility of each Firefighter to retrieve their name tag when 
the apparatus is parked in the Fire Station. 

 
4.9.9 Downgrading of System 
 

The accountability system may be downgraded at any time from full 
implementation by Incident Command as the ongoing scene operations and 
conditions permit and warrant. 

 
4.10 Thermal Imaging Camera Policy 
 
4.10.1 Purpose  
   

The purpose of the Thermal Imaging policy is to provide guidance for the proper 
use, care and maintenance for the unit.  The Thermal Imaging Camera is 
designed as a life safety/ rescue device and should be used as such as its 
primary role on scenes. 

 
4.10.2 Training 
 

Only trained individuals can use the Thermal Imaging Camera.  Prior to the use 
of the camera the user should receive training instruction from an approved 
training instructor. All firefighters should keep refreshed on the unit through Fire 
Department training and/or individual training.   

 
4.10.3 Use 
  

Camera must be used in accordance with the manufacturer’s instructions at all 
times. Proper care should be used to prevent any damage to the unit. 

 
When the Thermal Imaging Camera is in use ALL components should be turned 
on and properly operating as the situation dictates. 

 
The Thermal Imaging Camera will be located in designated truck(s).  The officer 
of the truck has the primary responsibility for its use.  The officer of the truck 
should use the camera for the direction of rescue, suppression, and overhaul 
crews.  The officer has the option to have a qualified firefighter operate the 
camera.   
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If the officer has discontinued the use of the camera, the camera should be 
returned to the staging area when time permits. 

 
All other uses for the Thermal Imaging Camera outside the scope of a Fire 
Department response should have prior approval from a Chief Officer or Captain. 

 
4.10.4 Rapid Intervention Team 

  
The Thermal Imaging Camera should be used during all Rapid Intervention Team 
(RIT) deployments.   

 
Once the officer directing interior operation has control of or completed rescue, 
fire, and ventilation operations, the Thermal Imaging Camera should be turned 
over to RIT Sector Officer.  The RIT Sector should have one Thermal Imaging 
Camera as soon as possible.   
If the RIT Sector is deployed and does not have possession of the camera the 
Interior Officer should immediately pass off the camera to the RIT Sector Officer. 
 
A mutual aid Thermal Imaging Camera of the same make and model can be 
used in substitute for the RIT Sector camera.  If the Thermal Imaging Camera is 
not of the same make and model, a qualified user of the unit should operate the 
camera and provide guidance to the RIT Sector Officer. 
 

4.10.5 Maintenance & Cleaning 
 

The manufactures recommendations for maintenance and cleaning should be 
strictly followed. 

 
The camera maintenance checks should be performed on a regular basis and as 
part of truck company maintenance. 

 
The Thermal Imaging Camera should be cleaned after each use. 

 
The Thermal Imaging Camera should be maintained in a “ready state” at all times 
when not in use. 

 
 

CHAPTER 5 RESPONSE GUIDELINES 
 
The following Chapter details guidelines for Glencoe Fire Department Employees 
to follow in the course of their duties whenever possible. The unpredictable 
nature of firefighting will make following all guidelines unreasonable at times; in 
such instances, employees should adhere to the following guidelines to a 
reasonable extent. 
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5.1 General Response 
 
5.1.1 Responding to Emergency Calls 
 

All Firefighters will wear pagers while in McLeod County, except when leaving 
the county such as going on vacation, etc. 
 
All members responding to emergency calls should drive with caution and 
obey all traffic rules and regulations of the State of Minnesota. 
 
All members, prior to entering the station, should look up at the flag to check the 
wind direction on all calls. 

 
All members should report directly to the station for an emergency call 
(Exception: Chief, Assistant Chief, Captains or Officers as designated by the 
Chief). 
 
All firefighters shall abide by the City of Glencoe Drug and Alcohol policy when 
responding to any call. 
 
The driver of every responding unit must know the location and type of incident, 
when possible, before leaving the station. The Officer may use maps/iPad 
provided in units for correct locations. 
 
If location of incident is unknown, use the replay function of your pager or contact 
dispatch. 
 
Before leaving the station, stop on apron and make sure all personnel are in 
position and prepared to leave for the call. 
 
All firefighters that don’t make a responding apparatus should stand by at the 
station until cleared by IC. 
 
No firefighter should drive an apparatus unless that person is currently certified to 
operate all required functions of the apparatus, unless officer of responding 
apparatus dictates otherwise. Qualifications are based on approval of the Engine 
Company Captain responsible for the unit. 

 
5.1.2 In-Route 

 
No apparatus should leave the station with less than the preferred number of 
firefighters, unless directed by the officer in charge of the apparatus. 
 
Engine 31 – 4 firefighters including the driver 
Grass Rig 32 – 2 firefighters including the driver 
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Aerial 33 – 4 firefighters including the driver 
Air Van 34 – 2 firefighters including the driver 
Engine 35 – 4 firefighters including the driver 
Rescue 36 – 5 firefighters including the driver 
Tanker 37 – 2 firefighters including the driver 
Tanker 38 – 2 firefighters including the driver 
 
A minimum of 4 and maximum of 6 trained firefighters will respond to requested 
mutual aid calls. Engine 31 will be the primary responding unit and Aerial 33 will 
be the secondary response unit if requested. 
 
No firefighter should ride on the rear tailboard of any fire apparatus. 
 
***HELMETS IN APPARATUS*** 
 
When leaving the station responding to an emergency call, all firefighters will be 
in full turnout gear except for helmet. This includes coat, pants, boots, and 
Nomex hoods on. Officer in charge of apparatus can dictate change of uniform 
requirements, if appropriate. 
 
All apparatus drivers will operate units in a safe manner with regard to firefighters 
riding in the units and following State and Municipal traffic regulations. 
 
All apparatus will respond to an emergency call using lights and sirens, except 
for a bomb threat and sky warn, or when officer in charge says not to. Officer in 
charge may direct to respond “Routine” which mean no lights, no sirens. 
 
No firefighter should use a cell phone and/or electronic device on an emergency 
call, in route to scene and in route to the hall unless given permission by an 
officer in charge. 
 
All radio traffic should be in accordance with the McLeod County radio protocols.   
See appendix A 
 
 

5.1.3 Arriving on Scene 
 

All firefighters will follow the instructions given by the IC, in route to and upon 
arrival at scene. This includes truck placement, tactics, manpower, etc. 
 
If SCBA is necessary, all trained firefighters should have air packs on and masks 
donned prior to exiting the apparatus. Officer in charge of responding apparatus 
can dictate doffing of air packs and masks. 
 
All firefighters leaving an apparatus will place 1 identification tag in the 
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apparatus. The second identification tag will be used for accountability on scene. 
 
All firefighters entering a hazardous environment or structure must enable SCBA 
and all features. 
 
Portable radios located in all units will be used by firefighters entering the 
structures as well as on the fireground to have maximum communications. 
 
The attack team will take a Thermal Imaging Camera into the structure. 
 
NO FIREFIGHTER WILL ENTER A STRUCTURE ALONE! A minimum of 2 
firefighters should enter structure with proper PPE and tools, with a backup team 
of two firefighters minimum and the same tools/PPE. 
 
Whenever leaving a structure, NO ONE WILL BE LEFT ALONE. All in, All out. 
 
All firefighters not used in initial attack will remain clear of the incident or 
structure and be available for other tasks or duties when directed. 
 
Any questions by the news media or bystanders will be directed to the IC or 
assigned PIO (Public Information Officer). 
 
Do not willfully give out information either at the scene or following as to the 
cause or other incriminating evidence. 
 
All available personnel will do cleanup at the scene and fire hall. Including rolling 
hose and picking up all equipment used and returning them to their proper place. 
 
All fires should be treated as suspected arson. All possible evidence at the scene 
including people, cans, etc. should not be disturbed and brought to attention of 
the officer in charge, so measures can be taken to implement a proper 
investigation, including the use of outside sources. If arson is suspected, the 
State Duty Officer should be notified. 
 
At accident scenes, do not remove any debris or cleanup the scene until Law 
Enforcement gives authorization to do so pending completion of their 
investigation. 
 
Units and personnel will leave the scene when directed by IC and return to the 
station or where otherwise directed. 

 
5.1.4 Returning to The Station 
 

All firefighters will help in the cleaning of equipment and units, returning it to their 
proper place on the units in a ready for use status. This includes washing of 
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hose, rolling hose and placing in the dryer. Also, cleaning and inspection of 
hand/power tools, ladders, pike poles, etc. Refilling of air tanks, cleaning SCBA’s, 
refilling gas cans, etc. 

 
All units will be refueled after each run or as needed. No apparatus should go 
below ¾ tank unless the officer in charge says otherwise. Trucks with diesel 
exhaust fluid (DEF) should not allow the DEF tank below 1/4.  Notify the officer in 
charge if there is a problem so necessary repairs can be made. 

 
All apparatus should be washed after each call unless dictated by officer in 
charge. 

 
Any firefighter needing to leave before the equipment is cleaned and put away 
must check with and receive permission from the officer in charge. If cleanup 
cannot be completed following the call (frozen pumps, additional 
equipment/supplies needed, etc.) a time should be set at the earliest 
convenience by the officer of the unit to return to the station and finish cleaning 
the unit. 

 
All firefighters will complete and sign the check-in sheet following each incident 
or drill. The drivers will also sign their name to the unit driven and the amount of 
metered and/or non-metered water used. A NERIS report will be completed for 
all paged incidents. 

 
5.1.5 Sky Warn 
 

A minimum of 2 firefighters per unit will be used in the predetermined locations 
and units. At least one person should remain in the station acting as coordinator, 
being aware of storm locations, writing down firefighters in each unit and their 
locations on the board, and monitoring ML Weather and GFD Admin Channels. 
The Glencoe units during Sky Warn will be assigned to GFD Admin and 
communicate with Coordinator at the hall.  Coordinator at the hall will 
communicate to McLeod Dispatch change in conditions on ML Weather. 
 
Keep all radio traffic to a minimum, and only transmit important information 
regarding rapid weather changes and threatening/imminent weather. Refer to the 
guidebook located in the units used for Sky Warn. 
 
Sky Warn locations and units: 
 
Glencoe Fire Station 
Tanker 37  Hwy 22 and 125th St 
Grass Rig 32  120th St and Diamond Ave (5052 120th St) 
Air Van 34  Co Rd 1 near M&R estates 
Tanker 38  Hwy 212 and 95th St (on hill of 95th St west of 212) 
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5.1.6 Mutual Aid Requests: Scene Paged Calls 
 

Fire Department may respond to requests for mutual aid.  An officer and/or 
senior member will be responsible for dispatch of the requested units concurrent 
with the available members and needs of the cities within the mutual aid Fire 
Department.  On arrival all apparatus must report to IC for direction.   

 
 
5.1.7 Mutual Aid Requests: Standby at Station Paged Calls 
 

Requests for a crew to stand-by at a neighboring station. An officer or senior 
most members should remain available by radio or phone until completion of the 
mutual aid detail.  
  

5.1.8 Requesting Mutual Aid Assistance 
 

Mutual aid requests from other communities should be called if, in the judgment 
of the officer in charge; the apparatus, equipment and/or personnel available are 
inadequate to handle the situation. 

 
5.1.9 Incident Completion 
 

When a police officer is in charge at an incident, the Fire Department officer in 
charge should request permission to clear the scene when Fire Department 
activities appear to be complete. 

 
5.1.10 Chief Officer/IC Response 
 

The Fire Department Chief Officers and or designee will respond directly with 
their assigned vehicles on selected calls.  The purpose of this policy is to ensure 
that the Incident Command positions are filled but most importantly, to make the 
fire ground safer. 

 
5.2 Response Protocols 

5.2.1 Purpose 

This section provides a standardized response guide for all emergency incidents, 
including routine responses and specialized operations. 

The goal is to ensure: 
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• consistent operations  
• firefighter safety  
• efficient incident management  

These guidelines serve as a framework and may be adjusted by the Incident 
Commander based on conditions. 

5.2.2 Standard Incident Response Table 

Incident 
Type 

Primary 
Units 

Secondary 
Units 

Mutu
al 

Aid 

Initial IC 
Responsibili

ties 

First 
Arriving 

Unit 

Additio
nal 

Units 

Key Safety 
Considerati

ons 

Operatio
nal 

Priorities 

Residential 
Structure 
Fire 

Engine, 
Aerial, 
Rescue 

Additional 
apparatus Yes 

Establish 
command, 
size-up, 
identify 
rescue/fire 
conditions 

Fire 
attack, 
rescue, 
forcible 
entry 

Assigne
d by IC 

Collapse, 
smoke, fire 
spread 

Life 
safety → 
Fire 
control 

Residential 
Fire Alarm Engine Rescue/Aer

ial No Investigate 
alarm source 

Stage, 
investiga
te 

Support Hidden fire, 
false alarm 

Investigat
ion 

Commercial 
Structure 
Fire 

Engine, 
Aerial, 
Rescue 

Additional 
apparatus Yes 

Size-up, 
identify 
hazards, use 
preplans 

Fire 
attack 

Support 
operatio
ns 

Large 
structure 
hazards 

Life 
safety → 
Stabilizati
on 

Commercial 
Fire Alarm Engine Aerial No Investigate 

alarm system 

Entry, 
investiga
te 

Standby Occupied 
building 

Investigat
ion 

Multi-Family 
Fire 

Engine, 
Aerial, 
Rescue 

Additional 
apparatus Yes Evacuation, 

command 

Fire 
attack, 
rescue 

Assigne
d by IC 

Occupants, 
rapid spread 

Life 
safety 

Multi-Family 
Alarm Engine Rescue/Aer

ial No Investigate 
Entry, 
investiga
te 

Support Occupancy 
hazards 

Investigat
ion 

Grass / 
Brush Fire 

Grass Rig, 
Tanker, 
Engine 

Additional 
apparatus 

As 
need
ed 

Size-up 
wind, spread 

Fire 
suppress
ion 

Water 
supply 

Wind, fast 
spread 

Containm
ent 

Vehicle Fire Engine Tanker/Res
cue No 

Scene 
safety, 
hazards 

Fire 
attack Support Fuel, 

explosion 
Fire 
control 

Carbon 
Monoxide 
Alarm 

Engine/Res
cue — No 

Monitor air, 
assess 
occupants 

Air 
monitorin
g 

Support CO 
exposure 

Life 
safety 

Medical 
Emergency Rescue — No Patient care Treatme

nt Support Scene 
hazards 

Patient 
care 
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Incident 
Type 

Primary 
Units 

Secondary 
Units 

Mutu
al 

Aid 

Initial IC 
Responsibili

ties 

First 
Arriving 

Unit 

Additio
nal 

Units 

Key Safety 
Considerati

ons 

Operatio
nal 

Priorities 

Injury 
Accident 

Rescue, 
Engine 

Additional 
apparatus 

As 
need
ed 

Scene 
control, 
triage 

Extricatio
n Support Traffic 

hazards 
Life 
safety 

Water 
Rescue Rescue Additional 

units Yes Rescue 
coordination 

Rescue 
operation
s 

Support Water 
hazards Rescue 

Ice Rescue Rescue, 
Engine — 

As 
need
ed 

Rescue plan 
Rescue 
operation
s 

Support Ice failure Life 
safety 

Gas Leak 
(Indoor/Outd
oor) 

Engine, 
Rescue — 

As 
need
ed 

Evacuate, 
identify leak 

Secure 
area, 
monitor 
air 

Support Explosion 
risk 

Life 
safety → 
Isolation 

Hazardous 
Materials 

Engine, 
Rescue 

Additional 
units Yes 

Identify 
material, 
isolate, 
establish 
zones 

Establish 
perimete
r 

Support Toxic 
exposure 

Containm
ent 

Search & 
Rescue Rescue — 

As 
need
ed 

Coordinate 
search 

Search 
operation
s 

Support Terrain 
hazards 

Locate 
victim 

Mutual Aid 
Standby Engine — — Maintain 

readiness Standby — Coverage 
gaps 

Readines
s 

Mutual Aid 
Response 

Requested 
units — — Follow 

requesting IC 
Assigned 
task — Scene 

hazards Support 

 
 

Incident 
Type 

Primar
y 

Units 
Secondar

y Units 
Mutua
l Aid 

Initial IC 
Responspibiliti

es 

First 
Arriving 

Unit 
Addition
al Units 

Key Safety 
Consideratio

ns 

Operation
al 

Priorities 

Basement 
Fire 

Engine
, Aerial Rescue 

As 
neede
d 

Identify access, 
ventilation, 
collapse risk 

Ventilate
, initiate 
fire 
attack 

Support 
crews 

Structural 
collapse, heat 
conditions 

Life safety 
→ Fire 
control 

Electrical / 
Transform
er Fire 

Engine Rescue 
As 
neede
d 

Confirm power 
isolation 

Establis
h 
perimete
r, use 
dry 
chem 

Support 

Electrical 
hazards, 
water 
conductivity 

Isolation 

Confined 
Space 
Rescue 

Rescu
e Engine Yes 

Establish rescue 
zone, air 
monitoring 

Scene 
control, 
monitor 
air 

Support 
Oxygen 
deficiency, 
toxic gases 

Rescuer 
safety → 
Rescue 
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Incident 
Type 

Primar
y 

Units 
Secondar

y Units 
Mutua
l Aid 

Initial IC 
Responspibiliti

es 

First 
Arriving 

Unit 
Addition
al Units 

Key Safety 
Consideratio

ns 

Operation
al 

Priorities 
High 
Angle 
Rescue 

Rescu
e Engine Yes 

Establish rescue 
plan, secure 
scene 

Stabilize 
area Support Fall hazard, 

rope failure 
Controlled 
rescue 

Ventilation 
Operation
s 

Aerial, 
Engine 

Assigned 
crews No 

Coordinate 
ventilation with 
attack 

Establis
h 
exhaust 
point 

Support 
ventilatio
n 

Backdraft, 
roof collapse 

Support 
fire attack 

Ground 
Ladder 
Operation
s 

Aerial Engine No Assign ladder 
placement 

Deploy 
ladders Support 

Falls, 
electrical 
hazards 

Safe 
access 

Advanced 
HazMat 
Operation
s 

Engine
, 
Rescu
e 

Aerial Yes 
Establish 
hot/warm/cold 
zones 

Isolate 
hazard Support 

Toxic 
exposure, 
explosion 

Containme
nt 

Non-
paged 
events, 
such as 
parades, 
school 
events, 
etc. 

Engine Rescue No Not Applicable All 
Depende
nt on 
Events 

By-standers Safety 

 

5.2.3 Operational Flexibility 

Due to the dynamic nature of emergency incidents, the Incident Commander may 
modify assignments, apparatus usage, and operational tactics as conditions dictate. 

This table provides general guidance but does not replace command judgment or the 
need to adapt to real-time conditions. 

 
5.2.4 Rapid Intervention Team (RIT) 

 

5.2.4.1 Purpose 

The purpose of this section is to establish procedures for the designation, assignment, 
and operation of a Rapid Intervention Team (RIT) at emergency incidents. 

The Rapid Intervention Team is responsible for the immediate location, access, and 
rescue of firefighters in distress operating in hazardous environments. 
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5.2.4.2 Definition 

A Rapid Intervention Team (RIT) is a dedicated group of firefighters assigned 
exclusively to monitor fireground operations and provide immediate assistance to 
firefighters who become lost, trapped, injured, or otherwise in distress. 

5.2.4.3 When RIT is Recommended 

A Rapid Intervention Team should be established at any incident where personnel are 
operating in immediately dangerous to life or health (IDLH) environments, including 
but not limited to: 

• Structure fires  

• Interior firefighting operations  

• Confined space incidents  

• Hazardous atmospheres  

• Any incident as determined by the Incident Commander  

 

5.2.4.4 RIT Assignment 

• The Incident Commander should assign a Rapid Intervention Team as early as 
possible.  

• RIT should consist of a minimum of two firefighters, with additional members 
assigned based on incident complexity.  

• RIT members should be fully equipped and ready for immediate deployment.  

• When staffing allows, a designated RIT Team Leader should be assigned.  

 

5.2.4.5 RIT Responsibilities 

The Rapid Intervention Team should: 

• Remain staged and ready for immediate deployment  

• Monitor fireground operations and radio communications  

• Maintain situational awareness of crew locations  

• Identify access and egress points  
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• Pre-plan rescue operations  

• Monitor fireground hazards  

RIT should not be assigned to suppression, overhaul, or other operational duties 
that would delay deployment. 

 

5.2.4.6 RIT Equipment 

The Rapid Intervention Team should have access to and stage the following equipment: 

• Full structural PPE and SCBA  

• RIT air pack or emergency air supply  

• Thermal Imaging Camera (TIC)  

• Forcible entry tools  

• Search rope or tag line  

• Portable radio  

• Lighting equipment  

• Additional rescue equipment as needed  

Equipment should be positioned for immediate access and deployment. 

 

5.2.4.7 RIT Deployment 

RIT should be deployed upon: 

• A MAYDAY declaration  

• Report of a missing or unaccounted firefighter  

• Direction from the Incident Commander  

Upon deployment, RIT should: 

• Confirm last known location of the firefighter  

• Identify entry point and hazards  

• Initiate search and rescue operations  

• Maintain communication with Command  
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5.2.4.8 MAYDAY Procedures 

Any firefighter in distress should declare a MAYDAY using clear radio communication. 

Minimum information should include: 

• Location  

• Unit or assignment  

• Name  

• Air supply status  

• Situation  

The Incident Commander should: 

• Acknowledge the MAYDAY  

• Deploy RIT  

• Request additional resources  

• Maintain overall command and accountability  

 

5.2.4.9 Incident Command Responsibilities 

The Incident Commander should: 

• Ensure RIT is assigned and maintained  

• Maintain personnel accountability  

• Ensure clear radio communication  

• Upgrade RIT staffing as needed  

• Establish a Rescue Group if necessary  

 

5.2.4.10 Training Requirements 

All members should receive training on: 

• RIT operations  

• MAYDAY procedures  
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• Firefighter survival techniques  

• SCBA emergency operations  

RIT training shall be conducted regularly as part of department training programs. 

 

 

5.2.4.11 Operational Flexibility 

Due to the dynamic nature of emergency incidents, the Incident Commander may adjust 
RIT staffing, positioning, and deployment based on conditions and available resources. 

 

5.2.4.12 Rapid Intervention Team (RIT) Checklist 

Purpose 

This checklist provides a standardized guide for Rapid Intervention Team (RIT) 
operations to ensure readiness, situational awareness, and effective deployment for 
firefighter rescue. 

This checklist is intended to be used by assigned RIT members and the Incident 
Commander as a quick reference during operations. 

RIT Assignment Checklist 

Upon assignment, RIT shall: 

☐ Confirm RIT assignment with Incident Command 
☐ Identify RIT Team Leader (if applicable) 
☐ Ensure all members are in full PPE and SCBA 
☐ Verify radios are operational and on correct channel 
☐ Stage in a designated RIT location 

RIT Equipment Checklist 

RIT shall gather and stage the following equipment: 

☐ RIT air pack / emergency air supply 
☐ Thermal Imaging Camera (TIC) 
☐ Forcible entry tools (irons, axe, etc.) 
☐ Search rope / tag line 
☐ Portable radio 
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☐ Lighting equipment 
☐ Additional rescue equipment as needed 

☐ Confirm all equipment is ready for immediate deployment 

Size-Up & Monitoring Checklist 

While staged, RIT shall: 

☐ Monitor radio traffic continuously 
☐ Track crew assignments and locations 
☐ Identify entry and exit points 
☐ Identify secondary egress options (doors, windows, ladders) 
☐ Observe building conditions and fire behavior 
☐ Identify hazards (collapse zones, utilities, etc.) 
☐ Pre-plan rescue access and removal paths 

Pre-Deployment Readiness 

Before any deployment, RIT shall: 

☐ Confirm team integrity (stay together) 
☐ Confirm air supply levels 
☐ Identify primary and secondary entry points 
☐ Ensure tools and equipment are ready 
☐ Maintain communication with Incident Command 

MAYDAY Response Checklist 

Upon a MAYDAY declaration: 

☐ Acknowledge MAYDAY (via Command) 
☐ Confirm last known location of firefighter 
☐ Confirm firefighter identity and assignment 
☐ Confirm air status and reported conditions 
☐ Identify best entry point 
☐ Deploy RIT team immediately 
☐ Maintain communication with Command 

RIT Deployment Operations 

During rescue operations: 



Effective Date:  Glencoe Fire Department 
Revision Date:                                                             DEPARTMENTAL PROCEDURES 
 

Glencoe Fire Department    
DEPARTMENTAL PROCEDURES                                                                    Page-41 - 
 

☐ Maintain team integrity at all times 
☐ Follow hose line or search rope if available 
☐ Maintain continuous communication with Command 
☐ Locate and assess firefighter condition 
☐ Provide emergency air supply if needed 
☐ Remove firefighter from hazard area 
☐ Request additional resources if needed 

 

Post-Deployment Actions 

After RIT deployment: 

☐ Report status to Incident Command 
☐ Account for all RIT members 
☐ Replace or refill equipment as needed 
☐ Re-establish RIT if incident continues 
☐ Participate in post-incident review if required 

Operational Reminder 

RIT members shall not be assigned to other operational tasks that would delay 
response. 

RIT shall remain in a constant state of readiness until released by the Incident 
Commander. 
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Chapter 1 Administrative Guidelines 
 

1.1 Purpose 
 

The purpose of this section is to establish the governance structure and authority 
of the Glencoe Fire Department. 

This section defines the chain of command, leadership responsibilities, and 
relationship between the Fire Department and City of Glencoe. 

Clear governance ensures that decisions are made in an organized manner and 
that all members understand the authority structure within the department. 

 
1.2 Authority of the Glencoe Fire Department 

 
The Glencoe Fire Department operates under the authority of the City of Glencoe 
Article 7 of the Glencoe City Charter. 
 
The Glencoe City Mayor has ultimate authority over the fire department and is 
responsible for: 

• Asist with establishing fire department policies 
• Approving budgets and major equipment purchases 
• Approving the Fire Chief 
• Providing oversight of the fire protection services 

 

The fire department exists to provide fire suppression, rescue services, 
emergency response, and public safety services to the City of Glencoe and the 
designated fire service area. 

 

1.3 Administrative Oversight 
 
Administrative oversight of the Glencoe Fire Department is provided through the 
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following structure: 
 
Mayor of City of Glencoe 
            ↓ 

• Meets regularly with Department heads 
• Ensures policies and procedures are followed 
• Monitors budget spending and development 

 
Glencoe City Council 
  ↓ 

• Approves Fire Chief  
• Adopts Fire Department policies  
• Approves budget  
• Major capital purchases  

          
City Administrator 
  ↓ 

• Oversees budget development 
• Ensures continuity of emergency operations 
• Advises on disciplinary oversight 
• Monitors outcomes and recommends policy improvements 

 
Fire Chief (Chief 1) 
  ↓ 

• Department operations  
• Personnel assignments  
• Emergency response  
• Oversees Training  
• Disciplinary Oversight 
• Day-to-day administration 

 
The City Administrator serves as the primary liaison between the Fire 
Department and the City Council and provides administrative coordination with 
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the Fire Chief. 
 

1.4 Fire Department Chain of Command 
 

The operational chain of command within the Glencoe Fire Department shall be 
as follows: 

1.) Mayor of City of Glencoe 
2.) Glencoe City Council 
3.) City Administrator 
4.) Fire Chief 1 
5.) Chief 2 
6.) Captains 
7.) Training Officer 
8.) 1st  Lieutenant 
9.) 2nd Lieutenant 
10.) Firefighter 
11.) Probationary Firefighter 

 

All members of the department are expected to follow the established chain of 
command when communicating operational matters. 

1.5 Fire Chief Authority 
 
The Fire Chief is the head of the Glencoe Fire Department and is responsible for 
the overall administration, organization, and operation of the department; in 
accordance with Article 7 of the Glencoe City Charter. 
 
The Fire Chief shall have authority to: 
 

• Manage department operations 
• Establish department procedures 
• Assist and review budget of the fire department 
• Enforce department rules and policies 
• Coordinate with city administration 
• Oversee training and operational readiness 

 

The Fire Chief serves as the primary representative of the Fire Department to the City of 
Glencoe. 

1.6 Executive Leadership Team 
 
The Glencoe Fire Department Executive Leadership Team provides support and 
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guidance to the Fire Chief regarding department operations and leadership. 
 
The Executive Leadership Team consists of: 
 

• Fire Chief (Chief 1) 
• Chief 2 
• 3 Department Captains (1 Captain per Engine Company) 

 

The Executive Leadership Team assists with: 

• Department Planning 
• Operational Oversight 
• Leadership Development 
• Policy and Procedure Recommendations 
• Department Improvement Initiatives 

 

The Executive Leadership Team serves in an advisory and leadership role, but 
does not replace the authority of the Fire Chief. 

1.7 Company Officers 

Company Officers are responsible for supervising firefighters and assisting with 
operational leadership during emergency incidents and department activities. 

Company Officers include: 

• Captains 
• 1st Lieutenants 
• 2nd Lieutenants 

Company Officers are responsible for: 

• supervising firefighters 
•  assisting with training activities 
•  maintaining apparatus readiness 
•  assisting with incident command operations 
• Other duties as assigned 

 
1.8 Department Members 

 

The Glencoe Fire Department consists of the following membership 
classifications: 
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Probationary Firefighters 
Members completing their initial training and probationary period. 

Firefighters 
Fully trained operational members responsible for responding to emergencies 
and participating in department activities. 

Officers 
Members appointed to leadership positions within the department. 

All members are expected to follow department policies, maintain required 
training certifications, and participate in department operations. 

1.9 Governance Principles 
 

The governance of the Glencoe Fire Department is based on the following 
principles: 

• Professional leadership 
• Clear chain of command 
• Transparency in decision making 
• Member participation where appropriate 
• Accountability to the City of Glencoe 
• Align with Mission, Vision, and core values of the department  

 

These principles guide the operation and leadership of the department. 

 
CHAPTER 2  Officer Selection and Appointment 

  
 
2.1 Purpose 
   

The purpose of this section is to establish a fair, transparent, and structured 
process for selecting officers within the Glencoe Fire Department. 

This policy ensures that officer appointments are based on: 

• leadership ability 
• experience and training 
• department involvement 
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• operational knowledge 
• member input 

 

This process promotes transparency, professionalism, and confidence among 
department members in the leadership selection process. 

  
2.2 Positions Covered 
 

This officer selection policy applies to the following leadership positions within the 
Glencoe Fire Department: 

• Chief 1  
• Chief 2  
• Captains 
• Training Officers  
• 1st Lieutenants 
• 2nd Lieutenants 
• Secretary  

 

All Officer Positions are approved by the Glencoe City Council in accordance with 
city governance procedures. 

 
2.3 Eligibility Requirements 
 

Members applying for officer positions must meet the following minimum 
requirements: 

• meet the experience requirements outlined in the Job Descriptions and Training 
Manual 
• meet required training certifications for the position 
• meet department attendance requirements 
• be a member in good standing with the department 
• demonstrate leadership ability and commitment to the department 

Failure to meet these requirements may disqualify a candidate from the selection 
process. 
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 2.4 Leadership Progression 
 

The Glencoe Fire Department recognizes the following progression of leadership 
positions: 

Probationary Firefighter 
      ↓ 
Firefighter 
      ↓ 
Lieutenant 2/Training Officer 2 
      ↓ 
Lieutenant 1/Training Officer 1 
      ↓ 
Captain 
      ↓ 
Chief 2 
      ↓ 
Chief 1 

Members are encouraged to pursue leadership development through training, 
participation, and operational experience. 

 
2.5 Posting of Officer Positions 
  

When an officer position becomes vacant or a term expires, the Fire Chief shall 
post the position internally to all department members. 

The posting shall remain open for a minimum of 14 days. (See Form 2.5-
Posting of Officer Form in Form Appendix Section of this Document)  

The posting shall include: 

• position title 
• minimum qualifications 
• required training 
• application deadline 

 
2.6 Application Process 
  
 Members wishing to apply for an officer position must submit the following: 
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• a written application (See Form 2.6- Officer Application Form in Form 
Appendix Section of this Document) 
• documentation of required training certifications 

Applications shall be submitted to the Fire Chief or designated Selection 
Committee representative. 

 
2.7 Selection Committee 

 

Each Selection Committee shall be responsible for reviewing applications, 
conducting interviews, and making recommendations for officer appointments. 

Each Selection Committee shall consist of: 

See Policy 2.1.3 and Policy 2.1.5 for Selection committee Members and the 
Position selected for that Committee.  

A senior firefighter can be substituted if there is a committee member who will not 
be present or who may have a conflict of interest to provide a non-biased 
opinion. 

All members of the Selection Committee need to be present to form a quorum.  If 
a member of the Selection Committee is not present at a scheduled meeting time 
the Selection Committee will need to change the time or date of the scheduled 
meeting. 

Each Selection Committee is responsible for: 

• reviewing applications 
• verifying eligibility requirements 
• conducting candidate interviews (See Form 2.7- Officer Candidate Interview 
Form in Form Appendix Section of this Document) 
• evaluating training and experience 
• reviewing member feedback 
• recommending candidates for appointment 

 
 
2.8 Member Participation in Officer Selection 
 

The Glencoe Fire Department recognizes the importance of member input in the 
officer selection process. 

Non-probationary Members and all Members in good standing shall have the 
opportunity to provide feedback on officer candidates through a confidential 
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Member Officer Review Form. (See Form 2.8-Member Officer Review Form 
in Form Appendix Section of this Document) 

Member evaluations will consider the following categories: 

•  Leadership 
•  Respect among members  
• Communication ability 
• Teamwork 
• Commitment to department activities 

 

Members will score candidates using the following scale: 

Score Description 

5 Strongly Support 
4 Support 
3 Neutral 
2 Limited Support 
1 Do Not Support 
 

Member review scores will be averaged and included as part of the candidate’s overall 
evaluation. 

Member input will account for approximately 20 percent of the total evaluation 
score. 

Member review forms shall remain confidential. 

 
2.9 Officer Interview Process 
  

Candidates meeting eligibility requirements will participate in a structured 
interview conducted by the Selection Committee. 

Each candidate will be asked standardized interview questions designed to 
evaluate leadership ability and operational knowledge. 

Interview questions are organized into five key evaluation areas: 

1. Leadership Ability 

2. Fireground Decision Making 
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3. Conflict Resolution 

4. Training and Firefighter Development 

5. Vision for the Department 

Each evaluation category includes multiple interview questions. 

 
2.10 Interview Scoring System 
  

Interview panel members will score candidate responses using a 1–5 scoring 
scale. 

Score Description 
5 Excellent 
4 Very Good 
3 Acceptable 
2 Weak 
1 Poor 
 

Each interview question will receive a score from each panel member. 

The total interview score will be calculated using the standardized interview 
scoring sheet. 

Interview scores will be averaged across all panel members. 

 
 
2.11 Overall Candidate Evaluation 
 

Final candidate evaluation will consider multiple factors. 

Evaluation Category Maximum Points 

Experience 20 

Training Qualifications 20 

Interview Score 30 

Member Review 20 
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Evaluation Category Maximum Points 

Commitment to the Department   10 

Total Possible Score: 100 Points 

The Selection Committee will review candidate scores and determine a 
recommendation. 

2.12 Selection Committee Recommendation 
  

Following completion of interviews and evaluation scoring, the Selection 
Committee shall meet to review candidate results. 

The committee will evaluate: 

• interview scores 
• training qualifications 
• experience 
• member review results 
• department involvement 

The committee will submit a recommendation for appointment to the Fire Chief. 
(Form 2.12- Officer Candidate Final Evaluation Form in Form Appendix 
Section of this Document)  

 
2.13 Final Appointment 
 

The Fire Chief shall make the final appointment for officer positions based on the 
Selection Committee recommendation. 

Appointments shall follow the governance structure of the Glencoe Fire 
Department and will require approval from the Glencoe City Council. 

 
 
 
2.14 Documentation 
 

All officer selection processes shall be documented. 

Documentation shall include: 

• candidate applications 
• interview scoring sheets 
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• member review forms 
• final evaluation summary 

Records shall be maintained as official department records by the Human 
Resources Department of the City of Glencoe. 

 
2.15 Conflict of Interest 
 

Members participating in the Selection Committee or member review process 
shall not evaluate candidates who are immediate family members. 

In such cases the member shall abstain from participation in that portion of the 
process. 

 
CHAPTER 3  Firefighter Recruitment and Hiring 

 
 
3.1 Purpose 
  

The purpose of this section is to establish a fair, consistent, and transparent 
process for recruiting, evaluating, and appointing members to the Glencoe Fire 
Department. 

The department seeks individuals who demonstrate: 

• commitment to public service 
• teamwork and professionalism 
• willingness to participate in training 
• reliability and availability for emergency response 
This process ensures that the department maintains a qualified and dependable 
membership capable of serving the community safely and effectively. 

3.2 Recruitment 
The Fire Chief may initiate recruitment when: 

• vacancies exist within the department 
• additional staffing is required to maintain operational readiness 
• future staffing needs are anticipated 

Recruitment efforts may include: 

• public announcements 
• city website postings 
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• community outreach 
• referrals from department members 

Recruitment efforts should focus on attracting individuals who live within the 
designated response time to the fire station and who demonstrate a commitment 
to community service. 

 

3.3 Application Process 
 

Individuals interested in joining the Glencoe Fire Department must complete a 
City of Glencoe Application Form, which can be found on the City of Glencoe’s 
website or obtained at the Glencoe City Center. 

Applications shall be submitted to the Fire Chief or designated department 
representative. 

 
3.4 Minimum Eligibility Requirements 
 

Applicants must meet the following minimum requirements: 

• be at least 18 years of age 
• possess a valid driver’s license 
• reside within the designated response time to the fire station 
• demonstrate the physical ability to perform firefighting duties 
• pass a background review 

Preference may be given to applicants who already possess fire service training 
or certifications. 

Applications will be reviewed by the Fire Chief and designated department 
representatives. 

Qualified applicants will be invited to participate in the interview process and 
tryouts.  (See Form 3.4- Tryout Form in Form Appendix Section of this 
Document) 

3.5 Interview Process 
Applicants will participate in an interview conducted by department leadership 
and/or designated interview panel members. 

The interview process is intended to evaluate: 
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• motivation for joining the fire department 
• ability to work in high-stress environments 
• commitment to training and development 
• teamwork and communication skills 
• availability for calls and department activities 

Interview questions may include scenario-based discussions related to 
emergency response situations. (See Form 3.5-Interview Form in Form 
Appendix Section of this Document) 

 

3.6 Candidate Evaluation 
 

Applicants may be evaluated using the following criteria: 

Evaluation Category Maximum Points 

Availability for Response 20 

Commitment to Training 20 

Interview Performance 30 

Teamwork and Attitude 20 

Department Commitment 10 

Total Possible Score: 100 Points 

The Fire Chief will review evaluation results when determining appointments. 

 
3.7 Appointment 
 

Applicants selected through the recruitment and interview process will be 
appointed as Probationary Firefighters. 

Appointments shall require approval from the City administration in accordance 
with city procedures. 

3.8 Probationary Firefighter Status 
 

New members shall serve as Probationary Firefighters for a period of 12 to 24 
months. 
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During the probationary period members must: 

• complete required firefighter training certifications 
• demonstrate competency in department equipment and operations 
• maintain training and call attendance requirements 
• demonstrate professionalism and teamwork 

Probationary firefighters will be evaluated periodically by department officers. 

3.9 Completion of Probation  
 

Upon successful completion of the probationary period: 

• the member will be appointed as a Firefighter 
• the appointment will be documented as an official department record 

If a probationary firefighter fails to meet training or performance expectations, the 
Fire Chief may extend the probationary period or terminate membership. 

3.10 Training Requirements for New Members 
 

Probationary firefighters must complete required training as outlined in the 
Standard Job Descriptions and Position Training Requirements Manual. 

This training may include: 

• Firefighter I certification 
• CPR / First Aid certification 
• Department operational training 

Training requirements must be completed within timelines established by the 
department. 

 
3.11 Member Expectations 
 

All members of the Glencoe Fire Department are expected to: 

• participate in emergency response 
• attend department training sessions 
• maintain required certifications 
• follow department policies and procedures 
• promote a culture of safety and professionalism 

 
CHAPTER 4 TRAINING REQUIREMENTS AND COMPLIANCE 
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4.1     Purpose 
 

The purpose of this section is to establish training requirements and ensure that 
all members of the Glencoe Fire Department maintain the knowledge, skills, and 
certifications necessary to safely perform fire department duties. 

Training ensures that department members remain prepared to respond 
effectively to emergencies and maintain operational readiness. 

 
4.2     Training Authority 
 
The Fire Chief has overall responsibility for the training and professional development of 
department members. 

The Training Officers are responsible for coordinating and managing the department 
training program. 

The Training Officers shall work with department officers to ensure that training 
programs meet operational needs and certification requirements. 

 
4.3     Responsibilities of the Training Officers 
 

The Training Officers shall be responsible for: 

• planning and coordinating department training activities 
• maintaining training records and certification documentation 
• ensuring compliance with state training requirements 
• coordinating outside training opportunities 
• assisting probationary firefighters with required training programs 
• reporting training participation to department leadership 

The Training Officers may be assisted by other officers or designated instructors. 

 
 
4.4     Training Expectations for Members 
 

All members of the Glencoe Fire Department are expected to participate in 
department training. 
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Members shall: 

• attend scheduled training sessions 
• maintain required certifications 
• participate in drills and exercises 
• maintain proficiency in department equipment and procedures 

Failure to participate in required training may result in restrictions on operational 
duties. 

4.5     Training Requirements by Position 
 

Training requirements for department positions are outlined in the Glencoe Fire 
Department Job Descriptions and Training Requirements Manual. 

Examples include: 

Probationary Firefighter 
• department orientation training 
• equipment familiarization 

Firefighter 

• maintenance of required certifications 

• NFPA 1001 certifications 
• ongoing operational training 

 

Officers 

• leadership development training 
• incident command training 
• advanced operational training 

Members seeking promotion to officer positions must meet the training 
requirements specified for that position. 

 
 
4.6     Training Attendance Requirements 
 

Members are expected to attend a reasonable number of scheduled training 
sessions each year to maintain operational readiness. 
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Attendance requirements may be established by the department and may include 
minimum participation levels for training sessions.                                                  

 
Members who do not meet attendance requirements may be subject to review by 
department leadership. 

4.7     Training Records 
 

The department shall maintain accurate training records for all members. 

Training records may include: 

• certification documentation 
• training attendance records 
• course completion records 
• continuing education documentation 

Training records shall be maintained by the Training Officers and stored as 
official department records. 

4.8     Certification Maintenance 
 

Members who hold required certifications must maintain those certifications in 
accordance with state and departmental requirements. 

Members are responsible for: 

• maintaining certification validity 
• notifying the department of certification changes 
• completing recertification training when required 

Failure to maintain required certifications may result in restrictions on operational 
duties. 

 
 
4.9     Failure to Meet Training Requirements 
 

Members who fail to meet training expectations may be subject to review by 
department leadership. 

Possible actions may include: 
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• counseling or training reminders 
• temporary restriction from operational duties 
• additional training requirements 
• disciplinary action in accordance with department policies 

The goal of this process is to support member development and ensure safe 
operations. 

 
4.10   Training Safety 
 

All training activities shall be conducted in a safe and controlled environment. 

Training exercises shall follow established safety guidelines and include: 

• proper supervision 
• use of appropriate protective equipment 
• risk management practices 

Training activities shall not unnecessarily expose members to unsafe conditions. 

 
4.11   Outside Training Opportunities 
 

Members may attend outside training opportunities when approved by 
department leadership. 

Examples include: 

• state fire training programs 
• regional fire training events 
• specialized rescue training 
• leadership development programs 

Members attending outside training may be required to share information or 
training materials with other department members. 

 
4.12   Training Program Evaluation 
 

The department should evaluate the effectiveness of its training program. 

Evaluation may include: 
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• review of training participation 
• operational performance feedback 
• incident reviews 
• training program updates 

Training programs should be updated as necessary to reflect current best 
practices and operational needs. 

 

CHAPTER 5 MEMBER CONDUCT AND DISCIPLINE 
 
5.1 Purpose 
 

The purpose of this section is to establish standards of conduct for members of 
the Glencoe Fire Department and to provide a fair and consistent process for 
addressing violations of department policies, unsafe behavior, or actions that 
negatively affect department operations. 

Members of the Glencoe Fire Department represent the department and the City 
of Glencoe while performing their duties and are expected to conduct themselves 
in a professional and responsible manner. 

 
5.2 Standards of Conduct 
 

Members of the Glencoe Fire Department shall: 

• follow all department policies and procedures 
• follow the established chain of command 
• conduct themselves in a professional manner 
• treat other members with respect 
• maintain safe operational practices 
• protect department equipment and property 
• represent the department and the City of Glencoe in a positive manner 

Members shall avoid behavior that could damage the reputation or effectiveness 
of the department. 

 
5.3 Prohibited Conduct 
 

The following conduct may result in disciplinary action: 
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• violation of department or city policies or procedures 
• insubordination or refusal to follow lawful orders 
• unsafe actions that endanger personnel or the public 
• harassment, discrimination, or bullying 
• misuse or damage of department equipment 
• dishonesty or falsification of department records 
• actions that negatively affect department morale or operations 

This list is not intended to include every possible violation, and department 
leadership may address other conduct that negatively affects the department. 

 
 

5.4     Progressive Discipline 
 

The Glencoe Fire Department uses a progressive discipline system intended to 
correct behavior and maintain a safe and professional working environment. 

Disciplinary actions may include the following steps: 

1. Verbal Counseling 

2. Written Warning 

3. Suspension from Department Activities 

4. Removal from Position or Membership 

The level of discipline will depend on the severity of the violation and the 
circumstances involved. 

 
 
5.5    Verbal Counseling 
 

Verbal counseling is intended to address minor issues or policy violations. 

This step may include: 

• discussion between the member and officer 
• clarification of department expectations 
• guidance on correcting behavior 

Verbal counseling may be documented for internal records. 

  
5.6    Written Warning 
 

A written warning may be issued when: 
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• a member fails to correct behavior after verbal counseling 
• a more serious policy violation occurs 

The written warning shall include: 

• description of the violation 
• reference to applicable policy 
• expectations for correction 

The member shall be provided with a copy of the written warning. 

  
5.7 Suspension 
 

Members may be suspended from department activities when: 

• safety concerns exist 
• serious policy violations occur 
• prior disciplinary actions have not corrected the issue 

Suspension may include restriction from: 

• emergency response 
• training participation 
• department activities 

The duration of suspension shall be determined by department leadership. 

 
5.8 Removal from Officer Position 
 

Officers may be removed from their leadership position when: 

• they fail to perform required duties 
• safety concerns arise 
• department policies are violated 
• required training or certifications are not maintained 

Removal from an officer position does not automatically terminate membership in 
the department unless additional disciplinary action is warranted. 

 
5.9 Removal from Membership 
 

Removal from the department may occur in cases involving: 

• serious violations of department policy 
• repeated disciplinary issues 
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• unsafe conduct that endangers personnel or the public 
• failure to maintain required participation or training 

Removal decisions shall be made by the Fire Chief in accordance with 
department governance policies and shall involve consultation with City 
administration when appropriate. 

 
5.10 Member Right to Respond 
 

Members who receive disciplinary action may request the opportunity to provide 
an explanation or response regarding the situation. 

Department leadership shall review the information provided when making 
disciplinary decisions. 

 
5.11 Documentation of Discipline 
 

Disciplinary actions shall be documented and maintained as department records. 

Documentation may include: 

• written warnings 
• suspension notices 
• disciplinary reports 

These records help ensure consistency and fairness in the disciplinary process. 

The Glencoe Fire Department shall maintain standardized disciplinary 
documentation forms including verbal counseling documentation, written warning 
forms, disciplinary action reports, officer removal documentation, and 
membership termination forms. 

 
 
 
 
5.12 Conflict Resolution 
 

Members are encouraged to resolve minor conflicts through respectful 
communication whenever possible. 

When conflicts cannot be resolved between members, the issue should be 
brought to the attention of an officer or department leadership for assistance. 

 
5.13 Professional Conduct at Emergency Scenes 
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Members shall maintain professional behavior at emergency incidents. 

Members shall: 

• follow incident command instructions 
• operate safely and within training limits 
• maintain respect toward the public and other responders 

Unprofessional or unsafe behavior at emergency scenes may result in 
disciplinary action. 

 
CHAPTER 6      SAFETY REPORTING AND INCIDENT REVIEW 

 
6.1 Purpose 
 

The purpose of this section is to establish procedures for reporting injuries, 
apparatus damage, near-miss incidents, and other safety concerns within the 
Glencoe Fire Department. 

Prompt reporting and review of safety incidents allows the department to: 

• identify hazards 
• improve operational procedures 
• prevent future injuries 
• maintain accountability and safety standards 

All members share responsibility for maintaining a safe working environment. 

 
6.2 Safety Reporting Expectations 
 

Members of the Glencoe Fire Department shall report any safety concern, injury, 
apparatus damage, or near-miss incident as soon as practical after the event 
occurs. 

Examples of reportable incidents include: 

• firefighter injuries 
• apparatus or equipment damage 
• unsafe operating conditions 
• near-miss incidents where injury or damage could have occurred 
• operational safety concerns 

Members should report incidents to the officer in charge or the Fire Chief. 
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6.3 Injury Reporting 
 

Any firefighter injury occurring during training, emergency response, or 
department activities shall be reported immediately to the officer in charge. 

The officer shall ensure: 

• the injured member receives appropriate medical care 
• the incident is documented using the department Incident Report Form 
• the Fire Chief is notified 

Injuries requiring medical treatment may also require additional reporting in 
accordance with city policies and workers compensation procedures. 

 
6.4 Apparatus or Equipment Damage Reporting 
 

Damage to department apparatus, tools, or equipment shall be reported 
immediately. 

The officer in charge shall document: 

• description of damage 
• circumstances of the incident 
• equipment involved 
• personnel present 

Damage reports shall be submitted to the Fire Chief for review. 

 
6.5 Near-Miss Reporting 
 

A near-miss incident is an event that could have resulted in injury, equipment 
damage, or operational failure but did not. 

Examples include: 

• structural collapse hazards 
• equipment malfunction during operations 
• communication failures 
• unsafe fireground conditions 

Members are encouraged to report near-miss incidents so the department can 
learn from these situations and improve safety practices. 

Near-miss reporting is intended to improve safety and should not be used for 
disciplinary purposes unless misconduct or policy violations are involved. 
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6.6 Incident Documentation 
 

All reportable safety incidents shall be documented using the department 
Incident / Near Miss Report Form. (Same form utilized by City of Glencoe, 
printed forms located in Fire Chief’s Office) 

The report should include: 

• description of the incident 
• personnel involved 
• location and date 
• contributing factors 
• corrective actions 

Completed reports shall be submitted to the Fire Chief and maintained as official 
department records. 

 
6.7 Post-Incident Review 
 

When appropriate, the department may conduct a Post-Incident Review 
following significant incidents. 

The purpose of the review is to: 

• identify lessons learned 
• evaluate operational effectiveness 
• improve future response procedures 
• enhance firefighter safety 

Post-incident reviews may occur after: 

• major structure fires 
• firefighter injuries 
• significant safety concerns 
• major operational incidents 

These reviews are intended to improve operations and training. 

 
6.8 Safety Improvement 
 

Information gathered through incident reports and post-incident reviews may be 
used to: 

• update department procedures 
• improve training programs 
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• address equipment concerns 
• enhance safety practices 

The goal of this process is continuous improvement of firefighter safety and 
operational effectiveness. 

 
CHAPTER 7 RECORD MANAGEMENT AND DOCUMENTATION 

 
7.1 Purpose 
 

The purpose of this section is to establish procedures for maintaining accurate 
and secure records for the Glencoe Fire Department. 

Proper record management ensures that important information related to 
department operations, training, personnel, and incidents is maintained in an 
organized and accessible manner. 

Records management supports operational accountability, legal compliance, and 
historical documentation of department activities. 

 
7.2 Department Records 
 

The Glencoe Fire Department maintains records related to department 
operations and personnel. 

Examples of department records include: 

• personnel records 
• training records 
• incident reports 
• safety reports 
• disciplinary documentation 
• officer selection documentation 
• department meeting minutes 

These records are considered official department records. 

 
7.3 Records Custodian 
 

The Fire Chief shall have overall responsibility for department records. 

The Fire Chief may designate department officers or administrative personnel to 
assist with record management, including: 
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• Training Officer – training and certification records 
• Department Secretary – meeting minutes and administrative records 
• Department leadership – personnel and disciplinary documentation 

All records shall be maintained in accordance with department policies and city 
requirements. 

 
7.4 Personal Records 
 

Personnel records shall be maintained for all department members. 

Personnel records may include: 

• firefighter application forms 
• training certifications 
• disciplinary documentation 
• officer appointment documentation 
• resignation or termination records 

Personnel records shall be treated as confidential and access shall be limited to 
department leadership and authorized city officials. 

 
7.5 Training Records 
 

Training records shall be maintained for all department members to ensure 
compliance with certification and training requirements. 

Training records may include: 

• certification documentation 
• training attendance records 
• course completion records 
• continuing education documentation 

The Training Officer is responsible for maintaining accurate training records. 

 
 
7.6 Incident and Safety Reports 
 

Reports related to emergency incidents, injuries, apparatus damage, and safety 
concerns shall be documented and maintained as department records. 

These reports include: 



Effective Date:  Glencoe Fire Department 
Revision Date:                              GOVERNANCE AND AUTHORITY 
 

Glencoe Fire Department    
GOVERNANCE AND AUTHORITY                                                                    Page-32 - 
 

• incident reports 
• injury reports 
• apparatus damage reports 
• near-miss reports 
• post-incident review documentation 

These records are used to improve operational safety and document department 
activities. 

 
7.7 Officer Selection Documentation 
 

Documentation related to officer selection shall be maintained as department 
records. 

This documentation may include: 

• officer applications 
• interview scoring sheets 
• member review forms 
• final candidate evaluation summaries 

These records ensure transparency in the officer selection process. 

 
7.8 Records Retention 
 

Department records shall be maintained in accordance with city policies and 
applicable state record retention requirements. 

Records shall be retained for an appropriate period of time based on the type of 
record. 

Examples include: 

• personnel records 
• training records 
• incident reports 
• administrative records 

Records that are no longer required may be archived or disposed of in 
accordance with city record retention policies. 

 
7.9 Electronic Records 
 

Department records may be maintained in electronic format when appropriate. 



Effective Date:  Glencoe Fire Department 
Revision Date:                              GOVERNANCE AND AUTHORITY 
 

Glencoe Fire Department    
GOVERNANCE AND AUTHORITY                                                                    Page-33 - 
 

Electronic records shall be stored in secure systems that allow access by 
authorized personnel. 

Electronic records should be backed up periodically to prevent loss of 
information. 

 
7.10 Confidential Records 
 

Certain department records contain sensitive or confidential information. 

These records may include: 

• personnel records 
• disciplinary documentation 
• medical or injury reports 

Access to these records shall be restricted to authorized department leadership 
and city officials. 

 
7.11 Records Request 
 

Requests for department records shall follow applicable city procedures and 
state laws governing public records. 

Members receiving requests for department records shall refer those requests to 
the Fire Chief or City Administration. 

 

7.12  Change Management 
This Policy and Procedure Manual shall be reviewed at least annually and 
updated as necessary to ensure compliance with applicable laws, regulations, 
standards, and operational requirements. Revisions may be made at any time to 
address changes in legal requirements, safety practices, organizational structure, 
or operational needs. All changes must be approved by the Executive Leadership 
Team, with final approval coming from the Glencoe City Council, documented in 
the revision history, and communicated to all department personnel prior to 
implementation. 
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Glencoe Fire Department Officer Posting Form 
Officer Position Posting Notice 

Date Posted:___________________________________________________________ 

Application Deadline: ___________________________________________________ 
(This posting will remain open for a minimum of 14 days from the date posted.) 

Position Title: _________________________________________________________ 

Position Summary 

The Glencoe Fire Department is accepting applications from qualified department 
members for the position listed above. 

This position is a leadership role responsible for assisting with department operations, 
supervising firefighters, supporting training activities, and providing leadership during 
emergency incidents. 

Officer positions play an important role in maintaining operational readiness, promoting 
safety, and supporting the mission of the Glencoe Fire Department. 

Minimum Eligibility Requirements 

Applicants must meet the following requirements: 

• Meet the experience requirements outlined in the Glencoe Fire Department 
Standard Job Descriptions and Position Training Requirements Manual 
• Meet required training certifications for the position 
• Meet department attendance requirements 
• Be a member in good standing with the department 
• Demonstrate leadership ability and commitment to the department 

Additional qualifications may be considered during the evaluation process. 

Responsibilities 

Responsibilities of the position may include: 

• Supervising firefighters during emergency responses and department activities 
• Assisting with incident command operations 
• Supporting firefighter training and development 
• Ensuring operational readiness of apparatus and equipment 
• Promoting safe work practices 
• Supporting department leadership and organizational goals 

Full responsibilities are outlined in the Glencoe Fire Department Standard Job 
Descriptions and Position Training Requirements Manual. 
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Application Requirements 

Members interested in applying for this position must submit the following: 

• Completed Officer Application Form 
• Letter of interest describing qualifications and leadership experience 
• Documentation of required certifications and training 

Applications must be submitted to: 

Fire Chief: ____________________________________________________________ 

or 

Selection Committee Representative: _____________________________________ 
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Glencoe Fire Department Officer Position Application Form 
Applicant Information 

Applicant Name: _______________________________________________________ 

Current Position/Rank: __________________________________________________ 

Years of Service with Glencoe Fire Department: _____________________________ 

Date of Application: ____________________________________________________ 

Position Applying For: __________________________________________________ 

 

Training and Certifications 

Please list fire service certifications or training relevant to the officer position. 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 

Attach copies of certifications if required. 

 

Fire Department Experience 

Please describe your experience within the Glencoe Fire Department, including 
responsibilities, leadership roles, committees, or special assignments. 
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Leadership Experience 

Describe any leadership experience you have within the fire department or other 
organizations. 

Examples may include: 

• acting officer roles 
• training leadership 
• committee leadership 
• emergency incident leadership 

 

 

 

 

 

Training and Development 

Describe how you have contributed to firefighter training or development within the 
department. 

 

 

 

 

 

Vision for the Department 

Describe your goals or vision for improving the Glencoe Fire Department if selected for 
this officer position. 
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Availability and Commitment 

Are you able to meet the responsibilities and expectations of the officer position, 
including leadership duties, training participation, and emergency response? 

☐ Yes 
☐ No 

If needed, please provide additional comments regarding your availability: 

 

 

Applicant Statement 

I certify that the information provided in this application is accurate and complete to the 
best of my knowledge. 

I understand that the officer selection process will include review of my qualifications, 
member feedback, and an interview conducted by the Selection Committee. 

 

Applicant Signature: ____________________________________________________ 

Date: _________________________________________________________________ 

 

For Selection Committee Use Only 

Evaluation Category Notes 

Application Review  

Training Qualifications  

Experience  

Member Review  

Interview Score  
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Selection Committee Recommendation: 

☐ Recommend for Appointment 
☐ Do Not Recommend 

 

Committee Comments: 

 

 

 

Committee Representative Signature: _______________________________________ 

Date: _________________________________________________________________ 
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Glencoe Fire Department Officer Candidate Interview Form 
Candidate Information 

Candidate Name: _______________________________________________________ 

Position Applied For: _____________________________________________________ 

Interview Date: _________________________________________________________ 

Selection Committee Member: _____________________________________________ 

Current Position / Role: ___________________________________________________ 

 

Scoring Scale 

Score Rating 

5 Excellent 
4 Above Average 
3 Acceptable 
2 Needs Improvement 
1 Poor 
 

Leadership & Department Knowledge Questions 

Score each response from 1–5. 

# Interview Question Score 

1 Why are you interested in this officer position? ___________ 

2 What qualities do you believe make an effective fire officer? ___________ 

3 Describe your leadership style. ___________ 

4 How would you handle conflict between firefighters? ___________ 

5 What role should officers play in firefighter development and training? ___________ 

6 How would you motivate firefighters who are disengaged? ___________ 

7 What is your approach to enforcing department policies? ___________ 

8 Describe a situation where you had to make a difficult decision. ___________ 
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# Interview Question Score 

9 How would you improve communication within the department? ___________ 

10 What are the biggest challenges facing the department today? ___________ 

 

Operational Knowledge Questions 

# Interview Question Score 

11 What are the priorities when arriving first at a structure fire? _______ 

12 How do you ensure firefighter accountability on scene? _______ 

13 Describe your understanding of the Incident Command System. _______ 

14 How would you manage firefighter safety during interior operations? _______ 

15 What steps should be taken if a firefighter becomes injured on scene? _______ 

16 How should apparatus placement be determined at a fire scene? _______ 

17 What role does the officer play during training drills? _______ 

18 How should near-miss incidents be handled by leadership? _______ 

19 How would you address repeated training or participation issues? _______ 

20 What goals would you have for the department if selected for this position? _______ 

 

Interview Question Score Total 

 

Total Points (Max 100): ___________________________________________________ 
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Fireground Scenario Evaluation 

Scenario 

You are the first arriving officer at a two-story residential structure fire. Smoke is 
showing from the second floor. Occupants are believed to still be inside. Additional units 
are responding. 

Explain your actions upon arrival and how you would manage the incident. 

 

Scenario Evaluation 

Evaluation Category Score (1-5) 

Size-up and initial command ___________________________________________ 

Firefighter safety considerations ___________________________________________ 

Operational strategy ___________________________________________ 

Communication and leadership ___________________________________________ 

Incident command organization ___________________________________________ 

 

Scenario Score Total (Max 25): ____________________________________________ 

 

Total Interview Score 

Interview Question Score: ______ / 100 

Scenario Score: ______ / 25 

Total Score: ______ / 125 

 

Committee Member Comments 

Strengths Observed: 
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Areas for Improvement: 

 

 

 
Additional Comments: 

 

 

 
Committee Member Signature 

Selection Committee Member: _____________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Important Policy Note 

Each Selection Committee member must complete an individual evaluation form 
for each candidate. 

Scores will be compiled and averaged as part of the Final Candidate Evaluation 
Summary (Section 2 – Officer Selection and Appointment of the Glencoe Fire 
Department Governance and Authority Manual) 
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Glencoe Fire Department Member Officer Review Form 
 

Position Being Considered: ______________________________________________ 

Candidate Name: ______________________________________________________ 

Date: _________________________________________________________________ 

 

Scoring Scale 

Score Description 

5 Strongly Support 
4 Support 
3 Neutral 
2 Limited Support 
1 Do Not Support 
 

Members should evaluate the candidate based on their experience working with them 
within the department. 

 

Candidate Evaluation 

Category Description Score 
(1–5) 

Leadership 
Demonstrates the ability to lead firefighters and make sound 
decisions during both routine activities and emergency 
incidents. 

_____ 

Respect Has earned the trust and respect of department members. _____ 

Communication Communicates clearly and effectively with firefighters and 
officers. _____ 

Teamwork Works well with others and promotes cooperation within the 
department. _____ 
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Category Description Score 
(1–5) 

Commitment Participates in calls, training, and department activities and 
demonstrates dedication to the department. _____ 

 

Overall Candidate Support 

 

Overall Recommendation Score (1–5): _____________________________________ 

 

Optional Comments 

Members may provide comments regarding the candidate’s leadership, strengths, or 
concerns. 

Comments: 

 

 

 

 

 
For Committee Use (Do Not Complete by Member) 

Category Score 

Leadership _____ 

Respect _____ 

Communication _____ 

Teamwork _____ 

Commitment _____ 

Total Score: __________ / 25 
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This form should be submitted to the Selection Committee and will be included as part 
of the member review portion of the officer selection process. 

Individual responses will remain confidential. 
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Glencoe Fire Department Officer Candidate Final Evaluation Summary 
 

Position Being Filled 

Position Title: __________________________________________________________ 

Date of Evaluation: ______________________________________________________ 

Selection Committee Chair: _______________________________________________ 

 

Candidate Information 

Candidate Name: _______________________________________________________ 

Current Rank/Position: ___________________________________________________ 

Years of Service with Department: __________________________________________ 

 

Evaluation Summary 

Evaluation Category  Maximum Points                                        Candidate Score 

Experience              20 __________________________________ 

Training Qualifications              20 __________________________________ 

Interview Score              30 __________________________________ 

Member Review Score              20 __________________________________ 

Department Involvement              10 __________________________________ 

 

Total Evaluation Score 

Total Score: ______ / 100 
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Ranking of Candidates 

Candidate Name And Total Score  
         
______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

Selection Committee Recommendation 

The Selection Committee Recommendation for the Officer Position: ________________ 

______________________________________________________________________ 

 

Committee Discussion Summary 

Please summarize the committee's discussion and reasoning for the recommendation. 

 

 

 

 
Selection Committee Signatures 

Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 
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Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Committee Member: _____________________________________________________ 

Signature: _____________________________________________________________ 

Date: _________________________________________________________________ 

 

Final Appointment Decision 

Fire Chief Decision: 

☐ Appoint Candidate 

☐ Do Not Appoint Candidate 

Fire Chief Signature: _____________________________________________________ 

Date: _________________________________________________________________ 
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Chapter 1 Position Descriptions 
 
1.1 Membership 
 
1.1.1 Membership Eligibility 
 

All applicants for membership and all on-going members in the Department shall  
meet the following requirements.  The requirements with an asterisk (*) are continuing 
requirements and shall apply as long as the person is a member in any capacity of the 
Fire Department.   

 
 

Membership Eligibility Requirement 
 
Probationary 

Member 

 
On-going 
Member 

Age  
Be over 18 years of age. 

 
Yes 

 
Yes 

Driver’s License* 
Valid MN State Driver’s License (Minimum: 
Class D) 

 
Training 

Complete training requirements established 
by the Department and/or training officers.  
(Whenever practical, these requirements 
will meet or exceed selected NFPA 
standards.) 

 
Experience  

Actively participate in Fire Service Area - 
Related Activities 

 
Yes 

 
 

Yes 
 
 
 
 
 

Yes 

 
Yes 

 
 

Yes 
 
 
 
 
 

Yes 

Certification/ Examination/ License  
Notify the Fire Chief immediately upon 
revocation, suspension, or cancellation of a 
valid Minnesota driver's license.   
 
No member shall drive or operate any Fire 
Department apparatus in any manner or 
fashion upon revocation, suspension or 
cancellation of their driver’s license. 

 
Hold a valid State Certification FF NFPA 
1001 (FF I & II and HazMat) – Excludes 
Members on-board date prior to 12/31/2024 

 
Yes 

 
 
 
 

Yes 
 
 
 

Yes 

 
Yes 

 
 
 
 

Yes 
 
 
 

Yes 

Physical Appearance  
No facial hair shall penetrate the seal area 
of the SCBA per OSHA requirement CFR 
29 1910.134. 

 
 

Yes 

 
 

       Yes 
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Membership Eligibility Requirement 

 
Probationary 

Member 
 

On-going 
Member 

 
Residency/ Availability 

Must be able to respond to the station by motor 
vehicle following all traffic laws from their 
residence within ten (10) minutes.  

 
Yes 

 
Yes 

Interpersonal Skills 
Be able to carry out his/her responsibilities and 
provide good communications in a calm, 
positive, and professional manner under 
emergency conditions. 

 
Yes 

 
Yes 

Background Check on Application Information  
Must successfully pass a thorough criminal and 
driver’s license background check.  

 
Yes 

 
N/A 

Physical Fitness/Agility  
After conditional job offer, must successfully 
pass a pre-membership physical examination 
and pulmonary function test and health physical 
established by The Department and conducted 
by a physician designated by the Department. 

 
Must successfully pass an annual physical 
evaluation administered by the Fire 
Department’s recommended facilitator. Failure 
to pass this evaluation will require said member 
to retest until passing and to further work with a 
physician as may be determined.  Such failure 
may require medical leave, limited light duty 
status and/or termination. The member will 
remain under the physician’s control until the 
physician returns the firefighter to active duty 
with the Fire Department. 

 
Yes 

 
 
 
 
 
 
 

No 
 
 
 
 
 
 
 

 

 
No 

 
 
 
 
 
 
 

Yes 
 
 
 
 
 
 
 

 
Probationary Period  

Complete a probationary period of a minimum 
of 12 months and complete the Firefighter I, 
Firefighter II and Haz Mat NFPA 1001 prior to 
the end of 24 months from their onboarding 
date 
If the probationary firefighter's performance 
indicates that he/she is unfit, unable or 
unwilling to satisfactorily perform the duties of a 
firefighter, he/she may be dismissed at any 
time with or without cause by Executive 
Leadership.  
  

 
Yes 

 
 
 
 
 
 
 
 
 
 

Yes 
 

 
N/A 

 
 
 
 
 
 
 
 
 
 

N/A 
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Membership Eligibility Requirement 
 

Probationary 
Member 

 
On-going 
Member 

Department Call Percentages 
Requirements must be adhered to without 
exception. (See Section 1.1.3 Call Response 
Percentage Requirements.) 

 
Yes 

 
Yes 

   

 
1.1.2 Attendance 
 
1.1.3 Call Response Percentage Requirements 
 

The Department is responsible for providing adequate staffing to respond to emergency 
situations in a timely fashion.  This policy specifies the minimum required Department 
percentages for response attendance. 

 
An attempt will be made to assist members who are having problems meeting the 
response attendance requirements.  City Administration, with guidance from Executive 
Leadership Team, may approve a leave of absence in accordance with FMLA guidelines 
if there are documented extenuating circumstances (family, work, personal matters, 
etc.).   

 
Attendance Percentage  
Members must meet 20% of all Fire related Department calls for service. This does 
include weather related calls for assistance and special detail pages. Officer pages will 
not apply to members. 

 
No exceptions to the percentages will be allowed to a probationary member. 
 
Attendance expectations are intended to maintain operational readiness rather than 
serve as punitive measures. 

 
Call Response Attendance Recording 
Attendance for all call responses shall be recorded on the Call Report form that is filled 
out for each call.  It shall be the responsibility of each member to check their name on 
the attendance portion of the Call Report form and provide their signature. 

 
Low Attendance Percentage (Below 20%) Discipline 
A Department member falling below the required call response attendance percentage 
will be notified of such violation as defined below. Low attendance percentage would be 
reviewed on a Quarterly basis. The following procedure will be used for call response 
attendance low percentage. 

 
Low Attendance Percentage Discipline 

 Executive Leadership will notify the member of his/her low 
percentage.  The member will be mailed or emailed a written 
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low percentage notice after being notified.   
 
This notice will be kept in the member's personnel file for two 
(2) years.  

 The member must then contact the Executive Leadership Team 
within ten (10) calendar days of receiving the notice and set up 
a meeting to discuss the low percentage.  
 
These meeting minutes will be kept in the member's personnel 
file for two (2) years.  

 If a minimum of 20% call attendance percentage (Cumulative 
across calendar year) is not met by the end of the calendar 
year, the member is considered in poor standing from The Fire 
Department. As a result, will be identified as a member not in 
good standing for that calendar year in which the call 
percentages were not met. 
 
This notice will be kept in the member's personnel file 
indefinitely. 

 
1.1.4 Training Percentage Requirements 
 

The Department is responsible for providing adequate training for its membership. This 
policy specifies the minimum required Department training sessions during each year.  
All members are encouraged to attend 100% of all required Department training.  A 
record of all training is kept in a member's training file. 

 
An attempt will be made to assist members who are having problems meeting the 
Department training response attendance requirements. 
 

 
The Fire Department training shall be divided into two categories and are defined as follows: 

      Inside Training 
 All training done within the regularly scheduled Department Training. 

 
Outside Training  
 All training done outside the regularly scheduled Department Training. 

 
Training Times 

The Department will provide training on the first and third Wednesday of every 
month beginning at 1900 hours and last approximately three (3) hours per 
session unless otherwise notified. 
 
Trainings will be set to meet the specified hours needed to be compliant.  

 
Inside Training Attendance  

A member must make 75% of all inside training sessions.  A minimum number of 
hours of outside training may be substituted by the Training Officer in lieu of 
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inside training.   
 

Outside Training Attendance 
All members are required to attend outside training.  See section 2.5.1 for 
reference. All outside training must be approved by Executive Leadership.  
 

Low Attendance Percentage Discipline 
Any Department member falling below the required attendance will be notified of 
such violation as defined in Section 2.5.1. If three (3) consecutive meetings are 
unexcused the member may be subject to disciplinary action, up to and including 
termination. 

 
1.1.5 Fire Department Meeting Attendance Requirements 
 

This policy specifies the minimum required Department meetings held on the first and 
third Wednesday of every month beginning at 1900 hours.  

 
Attendance Percentage  
All members must make a minimum of 75% of the Department meetings unless pre-
approved by Executive Leadership. 

 
Low Attendance Percentage Discipline 
A department member falling below the required Department meeting attendance 
percentage will be notified of such violation to maintain a good standing status.  

 
 

1.1.6 Exemptions to Attendance 
 

All fire fighters shall notify the Fire Chief and their Engine Company Captain if absent 
from any scheduled trainings.  
 

 
1.1.7 Membership of Relatives 
 

The Fire Department does not restrict membership of more than one member of an 
immediate family.  However, such employment must not create or be perceived as 
creating a conflict of interest.  In order to prevent any such conflict of interest or 
perceived conflict of interest, a member may not take part in decisions to hire, retain, 
promote, demote, and evaluate performance of a member of his/her immediate family. 

 
1.1.8  Member in Good Standing 
 

A member in good standing is defined as any member who has met the 20% 
requirement for paged fire calls, meets the requirement for meeting percentage, meets 
the requirement for training percentage, and has fulfilled the position requirements 
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based on their current Fire Department role.  
  
 
1.2 Firefighter Positions 
 
1.2.1 Probationary Firefighter 

Responsibilities 
 

A.  Paged Calls 
1.   Respond to the station for all paged calls. Do not board first out apparatus.  Take 

direction from officer or senior fire fighter for which apparatus to board. 
 

B.  Overall 
1. Participate in required Fire Department training. 
2. Attend work details as scheduled. 
3. Be responsible for all property issued to him/her and any equipment utilized in 

the performance of his/her duties. 
4. Keep secure all information that is not to be communicated outside the Fire 

Service Area. 
5.   Be aware of and adhere to Fire Dept policies and operating procedures. 
6.   Maintain required call and training percentages in Membership Eligibility 
      Requirements. 
7. Present a professional, constructive image and attitude in the performance of 

duties.  
8.   Be able to work with other members of the Department and Truck Company. 

 
C.  Driving 

Do not drive an apparatus until given Fire Department approved driver training 
  

D.  Firefighting 
Do not enter a hazardous breathing atmosphere, fire or related incident until 
completion of Firefighter NFPA 1001.  Until such time, all probationary members 
must confine their fire ground activities to exterior duties. 

 
Position Relationships 
   Report to the Company Officers on all matters related to this position. 
   Work closely with other firefighters and officers. 
   Accept specific responsibilities assigned by the company officers. 

 
Position Requirements 
   Must meet requirements in the sections listed below: 

Section 1.1.1  Membership Eligibility 
Section 2.3     Position Training Requirements 

 
Length of Term 

A probationary period of one year shall be served by all applicants, which may be 
extended for twelve (12) months by the Fire Chief and Executive Leadership. 
During the probationary period, a probationary member can be terminated by the 
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Fire Chief and Executive Leadership for any reason deemed in the Fire 
Department’s best interest.  There shall be no grievance procedure. 

 
1.2.2 Firefighter 

Responsibilities 
 
A. Paged Calls  

1.   Respond to the station for all paged calls. Take direction from officer or senior 
fire fighter for which apparatus to board. 

 
B.  Overall 

1. Participate in required Fire Department training. 
2. Attend work details as scheduled. 
3. Be responsible for all property issued to him/her and any equipment utilized in 

the performance of his/her duties. 
4. Keep secure all information that is not to be communicated outside the Fire 

Service Area. 
5.   Be aware of and adhere to Fire Dept policies and operating procedures. 
6.   Maintain required call and training percentages in Membership Eligibility 
      Requirements. 
7.   Present a professional, constructive image and attitude in the performance of  
      duties.  
8.   Be able to work with other members of the Department and Truck Company. 

   9.   Performs as driver/ operator of fire apparatus.  
10.    Performs other related functions as assigned or apparent.  
 

 
 

C.  Driving 
Do not drive an apparatus until given Fire Department approved driver training 
  

D.  Firefighting 
Do not enter a hazardous breathing atmosphere, fire or related incident until 
completion of Firefighter NFPA 1001.   

 
Position Relationships 
   Report to the Company Officers on all matters related to this position. 
   Work closely with other firefighters and officers. 
   Accept specific responsibilities assigned by the company officers. 

 
Position Requirements 
   Must meet requirements in the sections listed below: 

Section 1.1.1  Membership Eligibility 
Section 2.3     Position Training Requirements 

 Completion of probationary period. 
Length of Term 

 This is a tenured position. 
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Knowledge, skills and abilities  
A. Knowledge of applicable Federal and State Laws, City Ordinances, City and 

Departmental Policies and Procedures, and relevant reference materials.   
B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations and 

under   deadlines.  
G. Ability to work independently without supervision. 
H. Ability to remain calm when dealing with difficult people/situations and exemplify an 

enthusiastic, resourceful, and effective service attitude.  
I.    Ability to effectively communicate ideas, explanations, and recommendations, orally 

and in writing. 
J.    Ability to establish and maintain effective working relationships with community 

groups, commissions, elected officials, employees, and the public. 
 

 
1.3 Officer Positions 
 
1.3.1 Secretary 
  
 Responsibilities 

A. Responsible for roll call and recording of all absences. 
B. Secretary is not responsible for fire ground operations.  
C. Responsible for keeping records of all proceedings of the Fire Department. 

                     Maintain necessary records and information required for any reviews or audits and              
                     Onboarding/Offboarding procedures and documentation. 

D. Provide notice to all Fire Department Members should there be a need for a 
special meeting or special event. 

E. Maintain Glencoe Fire Department Social Media presence.  This shall include 
posting of upcoming events, training activities, public safety and education 
information, and any other information as assigned by Captains, Chief 2, or Chief 
1. 

 
Knowledge, skills and abilities  

A. Knowledge of applicable Federal and State laws, City Ordinances, City and 
Departmental Policies and Procedures, and relevant reference materials.   

B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of operating principles and practices.  
D. Ability to maintain appropriate level of discretion with confidential information.  
E. Ability to complete work in a timely manner including during stressful situations and 

under deadlines.  
F. Ability to analyze problems and recommend procedural change based on this 

information. 
G. Ability to prepare reports and documentation as required by rules and regulations. 
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H. Ability to work independently without supervision. 
I. Ability to remain calm when dealing with difficult people/situations and exemplify and 

enthusiastic, resourceful and effective service attitude.  
J. Ability to effectively communicate ideas, explanations, and recommendations, orally 

and in writing. 
K. Ability to establish and maintain effective working relationships with community groups, 

commissions elected officials, employees, and the public.  
 

 Position Requirements 
Eligible members may apply for the Secretary position, provided they meet all of the 
requirements in the sections listed below: 

      Section 1.1.1  Membership Eligibility 
Section 2.3     Position Training Requirements. 

 
Length of Term 

The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
1.3.2 Second Lieutenant  
  
 Responsibilities 

A. Direct a crew in firefighting, first aid, or other emergency service.   
B. Assure that all equipment and crews are operated in a safe and efficient manner. 
C. Assume Incident Command in the absence of a Senior Officer.  This may be 

reassigned to other officers if appropriate. 
D. Direct cleaning of station and equipment. 
E. Assist with the recruiting, hiring, and evaluation of personnel as directed by the 

Executive Leadership Team. 
F. Attend required meetings which are over and above those required of a 
Firefighter. 
G.  Report all personnel problems to the Captain, Chief 2 or Chief 1as warranted. 
H.   Assist members with developing and achieving individual goals. 
I.  Present a positive and constructive attitude in performance of duties. 
J. Strive to improve morale within the station and improve working relations, team 

building and communication with other stations and agencies. 
K. Work with the Fire Department to establish the annual Fire Department 

objectives. 
L. Instruct new members on equipment operations, Fire Department policies, and 

operational guidelines. 
M. Maintain required call and training percentages. 
N. Report to the Fire Department on all matters related to this position. 
O. Work closely with all Officers and Firefighters. 
P.  Assume the duties of Senior Officer(s) in their absence. 
 

Knowledge, skills and abilities  
A. Knowledge of applicable Federal and State Laws, City Ordinances, City and 

Departmental Policies and Procedures, and relevant reference materials.   
B. Knowledge of City’s geography, business, and residential areas.  
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C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations and 

under deadlines.  
G.    Ability to instruct subordinates in all phases of fire prevention and protection.  
H.    Ability to analyze problems and recommend procedural change based on this 

information. 
I.    Ability to prepare reports and documentation as required by rules and regulations. 
J.    Ability to work independently without supervision. 
K. Ability to motivate and supervise firefighters. 
L. Ability to remain calm when dealing with difficult people/situations and exemplify and 

enthusiastic, resourceful, and effective service attitude.  
M. Ability to effectively communicate ideas, explanations, and recommendations, orally 

and in writing. 
N. Ability to establish and maintain effective working relationships with community groups, 

commissions elected officials, employees, and the public.  
 

Position Requirements 
Eligible members may apply for an open Lieutenant 2 position, provided they 
meet all of the requirements in the sections listed below: 
      Section 1.1.1  Membership Eligibility 

Section 2.3     Position Training Requirements. 
 

Length of Term 
The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
1.3.3 First Lieutenant 
 

Responsibilities 
   

A. Direct a crew in firefighting, first aid, or other emergency service.   
B. Assure that all equipment and crews are operated in a safe and efficient manner. 
C. Assume Incident Command in the absence of a Senior Officer.  This may be 

reassigned to other officers if appropriate. 
D. Direct cleaning of station and equipment. 
E. Assist with the recruiting, hiring, and evaluation of personnel as directed by the 

Executive Leadership Team. 
F. Attend required meetings which are over and above those required of a 
Firefighter. 
G.  Report all personnel problems to the Captain, Chief 2 or Chief 1as warranted. 
H.   Assist members with developing and achieving individual goals. 
I.  Present a positive and constructive attitude in performance of duties. 
J. Strive to improve morale within the station and improve working relations, team 

building and communication with other stations and agencies. 
K. Work with the Fire Department to establish the annual Fire Department 

objectives. 



Effective Date:  Glencoe Fire Department  
         STANDARD JOB DESCRIPTIONS AND POSITION TRAINING REQUIREMENTS 
 

 
Glencoe Fire Department    
STANDARD JOB DESCRIPTIONS MANUAL  Page- 12 - 
 

L. Instruct new members on equipment operations, Fire Department policies, and 
operational guidelines. 

M. Maintain required call and training percentages. 
N. Report to the Fire Department on all matters related to this position. 
O. Work closely with all Officers and Firefighters. 
P.  Assume the duties of Senior Officer(s) in their absence. 

 
 

Knowledge, skills and abilities  
A. Knowledge of applicable Federal and State Laws, City Ordinances, City and 

Departmental Policies and Procedures, and relevant reference materials.   
B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations and 

under deadlines.  
G. Ability to instruct subordinates in all phases of fire prevention and protection.  
H. Ability to analyze problems and recommend procedural change based on this 

information. 
I.    Ability to prepare reports and documentation as required by rules and 

regulations. 
J.    Ability to work independently without supervision. 
K. Ability to motivate and supervise firefighters. 
L. Ability to remain calm when dealing with difficult people/situations and exemplify 

and enthusiastic, resourceful, and effective service attitude.  
M. Ability to effectively communicate ideas, explanations, and recommendations, 

orally and in writing. 
N. Ability to establish and maintain effective working relationships with community 

groups, commissions elected officials, employees, and the public.  
 

Position Requirements 
Eligible members may apply for an open Lieutenant 1 position, provided they 
meet all of the requirements in the sections listed below: 
      Section 1.1.1 Membership Eligibility 

Section 2.3     Position Training Requirements. 
 

Length of Term 
The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
 
1.3.4 Training Officer 2 
  
 Responsibilities 

A. Shall assist in arranging and planning all public education programs. 
B. Conduct station tours and provide fire extinguisher training as needed. 
C. Assist in coordinating and scheduling Fire Department Training Activities and 



Effective Date:  Glencoe Fire Department  
         STANDARD JOB DESCRIPTIONS AND POSITION TRAINING REQUIREMENTS 
 

 
Glencoe Fire Department    
STANDARD JOB DESCRIPTIONS MANUAL  Page- 13 - 
 

maintain department training records. 
D. Assist Training Officer 1 with all training activities, to include ensuring Fire 

Department members are participating in training, understand training, and are 
training under safe conditions. 

E. Function as the Safety Officer when conducting any Fire Department Training 
Activities.  

F. Conduct training sessions as required. 
G.    Assume duties of Training Officer 1 in their absence. 

Knowledge, skills and abilities  
A. Knowledge of applicable Federal and State laws, city ordinances, City and 

departmental policies and procedures, and relevant reference materials.   
B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations 

and under deadlines.  
G. Ability to instruct subordinates in all phases of fire prevention and protection.  
H. Ability to analyze problems and recommend procedural change based on this 

information. 
I.    Ability to prepare reports and documentation as required by rules and 

regulations. 
J.    Ability to work independently without supervision. 
K. Ability to motivate and supervise firefighters. 
L. Ability to remain calm when dealing with difficult people/situations and 

exemplify and enthusiastic, resourceful, and effective service attitude.  
M. Ability to effectively communicate ideas, explanations, and recommendations, 

orally and in writing. 
N. Ability to establish and maintain effective working relationships with community 

groups, commissions elected officials, employees, and the public.  
 

Position Requirements 
Eligible members may apply for an open Training Officer 2 position, provided 
they meet all of the requirements in the sections listed below: 
      Section 1.1.1 Membership Eligibility 

Section 2.3     Position Training Requirements. 
 

Length of Term 
The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
 
1.3.5 Training Officer 1 
           

Responsibilities 
A. Shall be ranking officer during any Fire Department training activity. 
B. Shall oversee arranging and planning all public education programs. 
C. Assist in coordinating and scheduling Fire Department Training Activities and maintain 
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department training records. 
D. Conduct station tours and fire extinguisher training as needed. 
E. Work with city entities and fire department personnel as needed to deliver fire 

prevention, fire safety, injury prevention, and other fire department training messages. 
F. Assists with NERIS reporting to determine fire and injury problems within the Fire 

Department service area so training, programs, and solutions can be developed to 
reduce the occurrence and severity of fires and injuries. 

G. Assist Chief 1 with determining the Training Budget needed on a year to year basis. 
H. Determine training props, training tools, and other training resources needed to 

improve the training program for the Fire Department. 
I. Selects Fire Prevention and other Public Education materials to be purchased for Fire 

Prevention Week and other activities throughout the year. 
J. Determines best way to effectively deliver and facilitate Fire Department training 

activities by using both internal and external resources to convey training topics and 
training points to maximize member understanding. 

K. Attends and participates in professional organizations. 
L. Represents the Department in local, state, and other meetings. 
M. Ensures Fire Department Members are safe during training activities and determines 

whether members should engage in training when conditions dictate unsafe 
environment for individuals. 

 
Knowledge, skills, and abilities 

A. Knowledge of applicable Federal and State Laws, City Ordinances, City and 
Departmental Policies and Procedures, and relevant reference materials.   

B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations and 

under deadlines.  
G. Ability to instruct subordinates in all phases of fire prevention and protection.  
H. Ability to analyze problems and recommend procedural change based on this 

information. 
I.    Ability to prepare reports and documentation as required by rules and regulations. 
J.    Ability to work independently without supervision. 
K. Ability to motivate and supervise firefighters. 
L. Ability to remain calm when dealing with difficult people/situations and exemplify and 

enthusiastic, resourceful, and effective service attitude.  
M. Ability to effectively communicate ideas, explanations, and recommendations, orally 

and in writing. 
N. Ability to establish and maintain effective working relationships with community groups, 

commissions elected officials, employees, and the public.  
 

Position Requirements 
Eligible members may apply for an open Training Officer 1 position, provided 
they meet all of the requirements in the sections listed below: 
      Section 1.1.1  Membership Eligibility 

Section 2.3     Position Training Requirements. 
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Length of Term 

The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
1.3.6 Captain 

 
Responsibilities  
A. Assumes the duties of Incident Command in the absence of Chief 1 and/or Chief 2. 
B. Determines methods of fire suppression, including supervising laying of hose lines, 

directing water streams, pressure of streams, placing of ladders, ventilation of 
buildings, rescuing of persons a placing of salvage covers. 

C. Assists supervising maintenance of departmental equipment, supplies and facilities.  
D. Instructs and drills firefighters in the training exercise, both external and in service to 

maintain a safe working environment. 
E. Monitors and observes departmental activities to ensure that conduct and performance 

conforms to department standards. 
F. Carries out duties in conformance with Federal, State, County and City laws and 

ordinances. 
G. Directs routes to be taken and directs work pending the arrival of superior officer.  
H. Assumes the duties of Chief 2 in their absence. 
I. Performs the duties of a firefighter. 
J. Performs physical demands and work environment requirement for this position.  
K. Effective and respectful communications and interactions with other employees, 

supervisor’s individuals from other organization and citizen customers.  
L. Participates in professional staff development, training, and education opportunities to 

maintain and improve proficiency.  Attends and participates in professional 
organizations.  Associates with agents and department form other cities and states to 
learn about and maintain professionalism.  

M. Represents the Department in local, state, and other meetings.  
N. Performs other related functions as assigned or apparent. 
O. Certification of Apparatus on Truck Company  

 
Knowledge, skills and abilities  

A. Knowledge of applicable Federal and State Laws, City Ordinances, City and 
Departmental Policies and Procedures, and relevant reference materials.   

B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations and 

under deadlines.  
G. Ability to instruct subordinates in all phases of fir prevention and protection.  
H. Ability to analyze problems and recommend procedural change based on this 

information. 
I.    Ability to prepare reports and documentation as required by rules and regulations. 
J.    Ability to work independently without supervision. 
K. Ability to motivate and supervise firefighters. 
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L. Ability to remain calm when dealing with difficult people/situations and exemplify and 
enthusiastic, resourceful, and effective service attitude.  

M. Ability to effectively communicate ideas, explanations, and recommendations, orally 
and in writing. 

N. Ability to establish and maintain effective working relationships with community groups, 
commissions elected officials, employees, and the public.  

 
Position Requirements 

Eligible members may apply for an open Captain position, provided they meet all 
of the requirements in the sections listed below: 
      Section 1.1.1  Membership Eligibility 

Section 2.3     Position Training Requirements. 
 

Length of Term 
The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
 
1.3.7    Chief 2 

Responsibilities 
A.  Chief 2 assumes the duties of Chief 1 in the absence of Chief 1.  
B. Assists the Chief 1 in planning, coordinating, supervising, and evaluating the fire 

department operations.  
C. Assists the Chief 1 in preparation of the annual budget.  
D. Assists the Chief 1 in planning and review of specifications of new or replacement of 

equipment.   
E. Assigns personnel and equipment for such duties as needed with direction from Chief 

1.  
F. Performs the duties of a firefighter. 
G. Performs physical demands and work environment requirement for this position.  
H. Effective and respectful communications and interactions with other employees, 

supervisor’s, individuals from other organizations and citizen customers.  
I. Participates in professional staff development, training, and education opportunities to 

maintain and improve proficiency.  Attends and participates in professional 
organizations.  Associates with agents and department form other cities and states to 
learn about and maintain professionalism.  

J. Participates in training and education opportunities to maintain improve proficiency.   
K. Attends and participates in professional organizations.   
L. Represents the Department in local, state, and other meetings.  
M. Performs other related functions as assigned or apparent.  

 
 
Knowledge, skills and abilities  

A. Knowledge of applicable Federal and State Laws, City Ordinances, City and 
Departmental Policies and Procedures, and relevant reference materials.   

B. Knowledge of City’s geography, business, and residential areas.  
C. Knowledge of modern firefighting methods and techniques.  
D. Knowledge of operating principles and practices.  
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E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to complete work in a timely manner including during stressful situations 

and under deadlines.  
G. Ability to instruct subordinates in all phases of fire prevention and protection.  
H. Ability to analyze problems and recommend procedural change based on this 

information. 
I. Ability to prepare reports and documentation as required by rules and 

regulations. 
J. Ability to work independently without supervision. 
K. Ability to motivate and supervise firefighters. 
L. Ability to remain calm when dealing with difficult people/situations and exemplify 

and enthusiastic, resourceful, and effective service attitude.  
M. Ability to effectively communicate ideas, explanations, and recommendations, 

orally and in writing. 
N. Ability to establish and maintain effective working relationships with community 

groups, commissions elected officials, employees, and the public.  
 

Position Requirements 
Eligible members may apply for an open Chief 2 position, provided they meet all 
of the requirements in the sections listed below: 
      Section 1.1.1  Membership Eligibility 

Section 2.3     Position Training Requirements. 
 

Length of Term 
The Fire Department recommends this position for a two-year term, running 
January 1 through December 31. 

 
 
1.3.8 Chief 1 
 

Responsibilities 
A. Plans, coordinates, supervises, and evaluates, Fire and EMS operations.  
B. Establishes policies and procedures for Fire and EMS to implement directives from the 

City Administrator, City Council, and / or the Emergency Management Director.  
C. Supervises and coordinates the preparation and presentation of annual budget for the 

Fire Department; plans for and reviews specifications for new or replaced equipment.  
D. Responds to alarms and will direct activities at the scene of emergencies as required. 
E. Controls the expenditure of departmental appropriations.  
F. Handles grievances, maintains departmental discipline, and conducts and general 

behavior of assigned personnel in conjunction with the department policies and 
procedures.  

G. Keeps abreast of possible funding sources such as grants, loans and donations used 
to augment City financial resources and makes application and / or assist in applying 
for such funding.  

H. Prepares and submits reports to the city council regarding the department’s activities 
and prepares a variety of other reports as appropriate including the annual report of 
activities. 

I. Plans departmental operation in respect to equipment, apparatus, and personnel; 
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supervises implementation of such plans.  
J. Assigns personnel and equipment to such duties and uses as the service requires; 

evaluates the need for and recommends. 
K. Meets with elected or appointed officials, other Fire and EMS officials, community and 

business representatives and the public on all aspects of the department activities.  
L. Attends conferences and meetings to keep abreast of current trends in the field; 

represents City Fire Department at a variety of meetings. 
M. Performs the duties of command personnel as needed. 
N. Performs the duties of a fire fighter.  
 

Knowledge, skills and abilities  
A. Thorough knowledge of modern fire prevention, suppression, hazardous materials, 

and EMS procedures, techniques, and equipment.  
B. Knowledge of applicable Federal and State Laws, City Ordinances, City and 

Departmental Policies and Procedures, and relevant reference materials.   
C. Knowledge of City’s geography, business, and residential areas.  
D. Thorough knowledge of fire department administration.  
E. Ability to maintain appropriate level of discretion with confidential information.  
F. Ability to train and supervise subordinate personnel in the duties of their position.  
G. Ability to perform work requiring good physical condition.  
H. Ability to effectively communicate ideas, explanations, and recommendation, orally and 

in writing. 
I. Ability to exercise sound judgment evaluating situations and in making decisions. 
J. Ability to effectively give and receive verbal and written instructions.  
K. Ability to motivate and supervise firefighters. 
L. Ability to remain calm when dealing with difficult people/ situations and exemplify an 

enthusiastic, resourceful, and effective service attitude.  
M. Ability to establish and maintain effecting working relationships with community 

groups, commissions, elected officials, employees, and the public.  
 
Position Requirements 

Eligible members may apply for an open Chief 1 position, provided they meet all 
of the requirements in the sections listed below: 

Section 1.1.1 Membership Eligibility 
Section 2.3 Position Training Requirements. 

 
Length of Term 

The Fire Department recommends this position for a two year term, running 
January 1 through December 31. 
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Chapter 2 Position Training Requirements 
 
2.1 Medical Training 
 
2.1.1 First Aid Training 

 
All Fire Department members shall meet the following minimum first aid requirements: 

 
1.   Complete Basic First Aid Course. 

 
2.   No member shall let his/her certification expire. 

 
3.  Fire Department members not meeting the minimum first aid requirements shall not          
act or respond on medical pages.  

 
4.   It shall be the responsibility of each member to keep the Fire Department Training 

Officers updated with copies of current certificates. 
 

5.   All members shall take and successfully pass a Basic First Aid refresher course at 
least once every two (2) years. 

 
2.1.2 CPR Requirements 
 

All members shall take a CPR refresher course every two (2) years. 
 
2.1.3 AED Requirements 
 

All members shall take an AED (Automatic External Defibrillator) training refresher every 
two (2) years. 

 
2.1.4 Blood borne and Airborne Pathogen Requirements 
 

All members shall take a blood borne and airborne pathogen-training refresher annually. 
 
2.2 Fire Training 
 
2.2.1 Fire Training Requirements 
 

1.   All members must meet the minimum requirements as set forth in Section 2.3 
Position Training Requirements. 

 
2.   All officers shall attend a minimum of 4 hours of outside (extra) training annually that 

focuses on their job description or higher ranking position. 
 

3.   All members other than officers shall attend 4 hours of outside (extra) training every 
two (2) years. 
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4.   It shall be the responsibility of each member to turn in all copies of certificates for 
courses of outside (extra) training taken to the Fire Department Training Officers. 

 
2.2.2 Outside Training 

 
1.   All available outside training, state fire schools, conferences, and seminars will be 

posted by the Training Officers in the department meeting room. 
 

2.   It shall be the member's responsibility to periodically review available outside 
training. 

 
3.   All outside (extra) training that is paid for by the Fire Department must be approved 

by Executive Leadership prior to taking the course.  Failure to do so will result in the 
member not being reimbursed. 

 
4.  Follow City policy for travel expense reimbursement. 

 
2.3 Position Training Requirements 
   
2.3.1  Training Requirements for Members on the Glencoe Fire Department prior to 

effective date 
   

 For any member who is an existing officer of the Glencoe Fire Department or who has 
been serving the Glencoe Fire Department prior to 1/1/2025 exemptions will be 
permitted.  Those members will look to strive to meet qualifications during their initial 
term following the effective date of the Glencoe Fire Department Policy and Procedure 
adoption. 

 
 

2.3.2  Unmet Training Requirements for Position Selection Process 
  

Should any member not meet the required minimum training requirements for a posted 
position, the member will still be encouraged to apply and acceptance into the posted 
position will come at the discretion of the Position Selection Committee.   
 

2.3.3  Position Training Requirements 
 

 
Position Training Requirements 

Position 

Required  
Minimum Training 

Requirements 

Recommended 
Training 
Courses 

Outside 
Training 
Hours 

Probationary 
Firefighter 

Firefighter I, II with MN Fire 
Service Certification Board 
Certification 
 First Aid and Safety 
 Drivers Training 

 As directed 
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 Hazardous Materials                
 NIMS 100, 700 
 

Firefighter   Fire I and II Completion 
with MN Fire Service 
Certification Board 
Certification 
 First Aid and Safety 
 CPR and AED Training 
 Emergency Apparatus 

Drivers Training 
 Hazardous Materials               

Operational 
 NIMS 100, 200, 700 
 

 Pump Operation 
 Tactics 
 Incident Command 
 Building Construction 
 Auto Extrication 

4 hours 
every two 
(2) years 

Fire Department 
Secretary 

 FF Requirements  
 2 Years on Fire 

Department  
 Fire I and II 

Completion with MN 
Fire Service 
Certification Board 
Certification 

 NIMS 100, 200, 700 

 NFIRS Reporting 
 Administration 
 Leadership 
 Public Education 

and Safety 
 

4 hours 
every year 

Lieutenant 2  FF Requirements  
 2 Years on Fire 

Department or Fire 
Service 

 Fire I and II Completion 
with MN Fire Service 
Certification Board 
Certification 

 NIMS 100, 200, 700 

 Safety 
 Leadership 
 Public Education and 

Safety 
 

4 hours 
every year 

Lieutenant 1 
 
 
 

 FF Requirements  
 4 years on Fire 

Department or Fire 
Service 

 Must have served 1 
complete term as 2nd 
Lieutenant 

 Safety 
 NIMS 100, 200, 700, 

800 

 Leadership 
 Disaster Management 
 Training Program                 

Administration 
 Instructor I Course 
 Advance Pumping 

Techniques 
 

4 hours 
every year 

Training Officer 
2 

 FF Requirements  
 2 Years on Fire 

Department or Fire 
Service 

 Instructor I Course 
 Training Program 

Administration 
 Hazardous Materials 

4 hours 
every year 
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 Fire I and II 
Completion with MN 
Fire Service 
Certification Board 
Certification 

 NIMS 100, 200, 700, 
800 

 Leadership 
 NFIRS Reporting 

Training Officer 
1 
 

 FF Requirements  
 4 years on Fire 

Department or Fire 
Service 

 Instructor I Course 
Complete with MN Fire 
Service Certification 
Board Certification 

 Must have served 1 term 
as Training Officer 2 

 Training Program 
Administration 

 Safety 
 NIMS 100, 200, 700, 800 
 

 Leadership 
 NFIRS Reporting 
 Hazardous Materials 
 Officer I Course 

 

4 hours 
every year 

Captain  FF Requirements 
 6 years on Fire 

Department or Fire 
Service 

 Must have served 1 term 
as Lieutenant 1 or 
Training Officer 1 

 Leadership 
 Safety  
 Hazardous Materials 
 NIMS 100, 200, 700, 800 
 

 Instructor 
 Hazardous Materials  
 Administration 
 Arson 
 Fire Cause and 

Determination 
 NFIRS Reporting 
 Officer I Course 

4 hours 
every year 

Chief 2 
 

• FF Requirements 
• Captain qualifications 
 8 years on Fire 

Department or Fire 
Service 

 Must have served 1 
complete term as Captain 
 Completion of Officer I 

Course and Officer I MN 
Fire Service Certification 
Board Certification 
 Arson and/or Fire Cause 

Determination 
 NIMS 100, 200, 300, 400, 

 Arson 
 Leadership 
 Hazardous Materials  
 Administration 
 Disaster Management 
 NFIRS Reporting 

 

4 hours 
every year 
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700, 800 
 

 

Chief 1  FF Requirements 
 10 years on Fire 

Department or Fire 
Service 

 Must have served as 
Chief 2 for 1 term or 2 
terms as Captain 

 Completion of Officer 
I course and Officer I 
MN Fire Service 
Certification Board 
Certification 

 Administration 
 Disaster Management 
 NIMS 100, 200, 300, 

400, 700, 800 
 

 Administration 
 Disaster Management 
 NFIRS Reporting 
 
 

4 hours 
every year 
 
 
 
 

  
 






























































































	Glencoe Fire Department General Policies - FINAL REFORMAT.pdf
	1.1 Mission/ Vision/Core Values/ Customers
	1.1.1 Mission Statement
	1.1.2 Vision Statement
	1.1.3 Core Values
	1.1.4 Customers

	1.2 Emergency Responsibilities of Agencies
	2.1 Appointments and Selections
	2.1.1 Member Appointments Qualifications
	The Fire Department shall validate qualifications for appointments of members to all the  various Department positions based on his/her training, ability and qualifications.
	All information submitted to the Selection Committee as part of the appointment process       will become Fire Department record.
	All appointed positions shall be for a term of two (2) years unless otherwise specified.
	Standard City of Glencoe Employment Application will be completed for the position desired. Position will be posted 30 days prior to the new term of the position. Application will be submitted to a Selection Committee representative.
	In the event of a vacancy during the term of any said appointed position, the Selection Committee shall open a 30 day application period to qualified applicants to appoint a member to fill the unexpired term. If no qualified member is appointed, posit...
	2.1.2   Executive Leadership
	The Glencoe Fire Department Executive Leadership Members will consist of Chief 1, Chief 2, Captain 1, Captain 3, and Captain 5.  Executive Leadership functions as an advisory and planning body. Executive Leadership does not supersede the authority of ...
	2.1.3   Fire Department Selection Committee
	The Glencoe Fire Department Selection Committee will be responsible for the selection of the Executive Leadership Positions.  The Fire Department Selection Committee will consist of Lieutenant 1, Lieutenant 3, Lieutenant 5, Training Officer 2, Departm...
	2.1.4 Executive Leadership Selections
	The Selection Committee will make recommendations to the Glencoe City Council for the appointment of the following positions.
	Officer Positions appointed by Executive Leadership Team


	2.2 Member Reimbursement
	2.2.1 Expense Reimbursement
	2.2.2 Travel and Training Pay Reimbursement Schedule

	2.3 Responsibilities of Members
	2.3.2 Sexual Harassment
	2.3.4 Tobacco
	2.3.5 Building Usage

	2.4 Safety and Health
	2.4.1 Employee Right to Know
	2.4.2 Employee Safety
	2.4.3 Injury Reporting Line-of-Duty
	2.4.4 Property Damage Reporting
	2.4.5 Ride-Along
	2.5.1 Death/Funeral
	2.5.2 Resignation
	2.5.3 Retirement

	3.1 Health Surveillance, Return to Duty, Transitional Duty & Agility Testing
	3.1.1 Compliance Requirement
	3.1.2 Return to Duty (after a disability-related absence)
	3.1.3 Transitional Duty
	3.1.4 Eligibility for Transitional Duty
	3.1.5  Schedule for Testing
	3.1.6 Successful Completion of Assessment (Pass)
	3.1.7 Unsuccessful Completion of Assessment (Did Not Pass)
	Note: This page is only to be fill out by Systems Administrators
	Password Registry



	Glencoe Fire Department Departmental Procedures - FINAL REFORMAT.pdf
	CHAPTER 2 UNIFORMS, EQUIPMENT AND APPARATUS USAGE
	1.1.1 General Business
	1.1.4 Special Meetings
	1.1.5 Committees
	1.1.6 Paged Call during Fire Department Meetings and Functions
	All available members will respond to a paged call during Department Meetings and Functions.  Direction on response will be determined by Chief Officers.  Pending department quorum, the meeting will continue and adjourn accordingly.

	1.2 General Benefits
	1.2.1 Member Assistance/ Critical Incident Stress
	1.2.2 Fitness Recommendation
	1.3.3 Professional Memberships and Licenses
	1.4.4 Training Costs Reimbursement

	CHAPTER 2 UNIFORMS, EQUIPMENT AND APPARATUS USAGE
	2.1.1 General Usage
	2.1.2 Uniform Dress Code

	2.2 Seat Belt Usage
	2.4 Fire Department Apparatus Usage
	2.4.1 Official Use
	2.4.2 General Rules

	2.5 Fire Department Vehicle Take Home Usage
	3.1.1 Policy
	3.1.2 Selection of Equipment
	3.1.3 Training
	3.1.4 Usage
	3.1.5 Maintenance: Cleaning
	3.1.7 Storage
	3.1.8 Respiratory Protection Program
	3.1.9  Low Air Alarm

	3.2 Testing and Maintenance
	3.2.1  Responsibility
	3.2.2 Apparatus Maintenance
	3.2.3 Apparatus Pump Testing and Maintenance
	3.2.4 Fire Hose and Ladder Testing and Maintenance
	3.2.5 SCBA and Compressor Testing, Maintenance and Air Quality

	4.2 Truck Communications
	4.3 Mutual Aid Communications
	4.4 Incident Command System (ICS)
	4.4.1 Purpose of Incident Command System
	4.4.2 Responsibilities of Incident Commander
	4.4.3 Establishing Incident Command
	4.4.4 Organization for Larger Incidents
	4.4.5 Transfer of Command
	4.4.6 Communications
	4.4.7 Staging
	4.4.8 Divisions/Groups

	4.5 AM/FM Radio Usage
	4.5.1 Emergency Calls
	4.5.2 Training
	4.5.3 Usage Authorization

	4.6 Emergency Evacuation
	4.6.1 Emergency Evacuation Signal
	4.6.2 Notification for Emergency Evacuation
	4.6.3 Communication of Emergency Evacuation

	4.7 Safety Officer
	4.7.1 Purpose of Safety Officer
	4.7.2 Position of Safety Officer

	4.8 Fire Department Safety
	4.8.1 Purpose

	4.9 Accountability System
	4.9.1 Purpose of Accountability System
	4.9.3 Accountability System Components
	4.9.4 Firefighter Responsibility
	4.9.5 Implementation of System
	4.9.6 Using the Accountability System
	4.9.8 Termination of System
	4.9.9 Downgrading of System

	4.10 Thermal Imaging Camera Policy
	4.10.1 Purpose
	4.10.3 Use
	4.10.4 Rapid Intervention Team
	4.10.5 Maintenance & Cleaning

	The following Chapter details guidelines for Glencoe Fire Department Employees to follow in the course of their duties whenever possible. The unpredictable nature of firefighting will make following all guidelines unreasonable at times; in such instan...
	5.1 General Response
	5.1.1 Responding to Emergency Calls
	5.1.2 In-Route
	5.1.3 Arriving on Scene
	5.1.4 Returning to The Station
	5.1.5 Sky Warn
	5.1.6 Mutual Aid Requests: Scene Paged Calls
	5.1.7 Mutual Aid Requests: Standby at Station Paged Calls
	5.1.8 Requesting Mutual Aid Assistance
	5.1.9 Incident Completion
	5.1.10 Chief Officer/IC Response

	5.2 Response Protocols
	5.2.1 Purpose
	5.2.2 Standard Incident Response Table
	5.2.3 Operational Flexibility


	Glencoe Fire Department Governance and Authority-Final-Mattson Edit and Responses-FINAL REFORMAT.pdf
	1.1 Purpose
	The purpose of this section is to establish the governance structure and authority of the Glencoe Fire Department.
	This section defines the chain of command, leadership responsibilities, and relationship between the Fire Department and City of Glencoe.
	Clear governance ensures that decisions are made in an organized manner and that all members understand the authority structure within the department.
	1.2 Authority of the Glencoe Fire Department
	The Glencoe Fire Department operates under the authority of the City of Glencoe Article 7 of the Glencoe City Charter.
	The Glencoe City Mayor has ultimate authority over the fire department and is responsible for:
	 Asist with establishing fire department policies
	 Approving budgets and major equipment purchases
	 Approving the Fire Chief
	 Providing oversight of the fire protection services
	The fire department exists to provide fire suppression, rescue services, emergency response, and public safety services to the City of Glencoe and the designated fire service area.
	1.3 Administrative Oversight
	Administrative oversight of the Glencoe Fire Department is provided through the following structure:
	Mayor of City of Glencoe
	↓
	 Meets regularly with Department heads
	 Ensures policies and procedures are followed
	 Monitors budget spending and development
	Glencoe City Council
	↓
	City Administrator
	↓
	 Oversees budget development
	 Ensures continuity of emergency operations
	 Advises on disciplinary oversight
	 Monitors outcomes and recommends policy improvements
	Fire Chief (Chief 1)
	↓
	 Day-to-day administration
	The City Administrator serves as the primary liaison between the Fire Department and the City Council and provides administrative coordination with the Fire Chief.
	1.4 Fire Department Chain of Command
	The operational chain of command within the Glencoe Fire Department shall be as follows:
	1.) Mayor of City of Glencoe
	2.) Glencoe City Council
	3.) City Administrator
	4.) Fire Chief 1
	5.) Chief 2
	6.) Captains
	7.) Training Officer
	8.) 1st  Lieutenant
	9.) 2nd Lieutenant
	10.) Firefighter
	11.) Probationary Firefighter
	All members of the department are expected to follow the established chain of command when communicating operational matters.
	1.5 Fire Chief Authority
	The Fire Chief is the head of the Glencoe Fire Department and is responsible for the overall administration, organization, and operation of the department; in accordance with Article 7 of the Glencoe City Charter.
	The Fire Chief shall have authority to:
	 Manage department operations
	 Establish department procedures
	 Assist and review budget of the fire department
	 Enforce department rules and policies
	 Coordinate with city administration
	 Oversee training and operational readiness
	The Fire Chief serves as the primary representative of the Fire Department to the City of Glencoe.
	1.6 Executive Leadership Team
	The Glencoe Fire Department Executive Leadership Team provides support and guidance to the Fire Chief regarding department operations and leadership.
	The Executive Leadership Team consists of:
	 Fire Chief (Chief 1)
	 Chief 2
	 3 Department Captains (1 Captain per Engine Company)
	The Executive Leadership Team assists with:
	 Department Planning
	 Operational Oversight
	 Leadership Development
	 Policy and Procedure Recommendations
	 Department Improvement Initiatives
	The Executive Leadership Team serves in an advisory and leadership role, but does not replace the authority of the Fire Chief.
	1.7 Company Officers
	1.8 Department Members
	1.9 Governance Principles
	2.1 Purpose
	2.2 Positions Covered
	2.3 Eligibility Requirements
	2.4 Leadership Progression
	3.1 Purpose
	3.3 Application Process
	3.4 Minimum Eligibility Requirements
	3.6 Candidate Evaluation
	3.7 Appointment
	3.8 Probationary Firefighter Status
	3.9 Completion of Probation
	3.10 Training Requirements for New Members
	3.11 Member Expectations

	Glencoe Fire Department Job and Training Description - FINAL REFORMAT.pdf
	A. County/Regional schools or schools
	1.1 Membership
	1.1.1 Membership Eligibility
	All applicants for membership and all on-going members in the Department shall
	meet the following requirements.  The requirements with an asterisk (*) are continuing requirements and shall apply as long as the person is a member in any capacity of the Fire Department.

	1.1.2 Attendance
	1.1.3 Call Response Percentage Requirements
	1.1.4 Training Percentage Requirements
	1.1.5 Fire Department Meeting Attendance Requirements
	1.1.8 Non-Compliance to Attendance Requirements
	Any member who fails to contact a member of the Executive Leadership Team when notified about low attendance percentage shall be suspended for a minimum of ten (10) days or subject to termination.
	1.1.79 Membership of Relatives
	The Fire Department does not restrict membership of more than one member of an immediate family.  However, such employment must not create or be perceived as creating a conflict of interest.  In order to prevent any such conflict of interest or percei...
	1.1.8  Member in Good Standing
	A member in good standing is defined as any member who has met the 20% requirement for paged fire calls, meets the requirement for meeting percentage, meets the requirement for training percentage, and has fulfilled the position requirements based on ...
	1.2.1 Probationary Firefighter
	A.  Paged Calls
	B.  Overall
	C.  Driving
	D.  Firefighting
	Position Relationships
	Position Requirements
	Length of Term

	1.2.2 Firefighter
	B.  Overall
	C.  Driving
	D.  Firefighting
	Position Relationships
	Position Requirements
	Length of Term


	1.3 Officer Positions
	Length of Term
	Length of Term
	1.3.3 First Lieutenant
	Length of Term
	Length of Term

	1.3.5 Training Officer 1
	Length of Term

	Reimbursement
	1.3.6 Captain
	Length of Term

	Reimbursement
	1.3.7    Chief 2
	Length of Term

	1.3.8 Chief 1
	2.1 Medical Training


	Training Officer 1




