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***CURRENTLY UNDER REVISION***

Purpose:
The purpose of this guideline is to establish job descriptions for all Operational Fire Line Officers of the Mechanicsville Volunteer Fire Department. This gives a means for the Fire Chief to assign specific duties to specific officers and be able to hold them accountable for it. 

Duties Of Fire Line Officers

ASSISTANT FIRE CHIEF:

· Periodic checks to ensure that all Fire Line Officers are performing assigned duties.

· Report to the Fire Chief any deficiencies or equipment out of service. 

· Ensure all logs and records are kept and are up to date. 

· Assign other duties and responsibilities to the fire Line Officers when necessary.

· Responsible for the Department SCBA program, including fit testing.

· Assumes the role of the Fire Chief during his/her absence. 

· May suspend a member(s) for up to three days for disciplinary action. 

DEPUTY FIRE CHIEFS:   

· Assume the responsibility for the operational readiness of fire operations

· Ensures all equipment is ready for service, including calibration of all meters and annual service testing of all equipment applicable (ladders/hose/Hurst tools)

· Coordinate monthly drill schedule with Training Officer

· Oversees maps and preplans

· Oversee Training Program/Pre-Basic Program

· Certifies thru Training Officer when Pre-Basic trainees are qualified to ride apparatus on emergency incidents.

· WILL HAVE FINAL APPROVAL ON TRAINEE READINESS WITH INPUT FROM TRAINING OFFICER AND REPORT IT TO FIRE CHIEF.

· Assumes role of Assistant Fire Chief during his/her absence. 

· May suspend a member(s) for up to three days for disciplinary action. 

CAPTAINS: 
· Assignment of each of these duties will be done by the Fire Chief

NOTE: Each Captain will be given a specific set of duties as described here.

· Responsible for Department Training Program including enrollment of members into training classes.

· Responsible for Pre-Basic program, coordinates lessons and instructors for Department training with Deputy Chiefs

· Responsible for the issuing and recording of all Personal Protective Equipment

· Responsible for issuing and maintaining Department Fire Pagers/Portables and associated equipment

· Assist with Map and Preplan programs

· Responsible for overseeing the small tools program and operational readiness of all small equipment carried on the apparatus

· May send a member(s) out of the station for twenty-four hours for disciplinary action and must notify a Chief Officer during this time for further review. 

LIEUTENANTS: 
· Assignment of each of these duties will be done by the Fire Chief


NOTE: Each Lieutenant will be given a specific set of duties as described here.

· Responsible for Pre-Basic program, coordinates lessons and instructors for Department training with Deputy Chiefs

· Responsible for the cleanliness and readiness of the stations, assigned apparatus and small tools


· Assist the Deputy Chiefs with their duties and report to him/her any discrepancies with assigned apparatus

· Responsible for developing maps and preplans thru the map committee
· Assist with Pre-Basic Fire Training Program
· Assist Water Supply Officer with the Water Supply Program
· Assist with SCBA maintenance
· Assist with Department monthly drills
· May send a member(s) out of the station for twenty-four hours for disciplinary action and must notify a Chief Officer during this time for further review.
SERGEANTS 
· Responsible for Pre-Basic program, coordinates lessons and instructors for Department training with Deputy Chiefs

· Responsible for the cleanliness and readiness of the stations, assigned apparatus and small tools


· Assist the Deputy Chiefs with their duties and report to him/her any discrepancies with assigned apparatus

· Responsible for developing maps and preplans thru the map committee

· Assist with Pre-Basic Fire Training Program
· Assist Water Supply Officer with the Water Supply Program
· Assist with SCBA maintenance
· Assist with Department monthly drills
· May send a member(s) out of the station for twenty-four hours for disciplinary action and must notify a Chief Officer during this time for further review.
· Assignment of each of these duties will be done by the Chief
SAFETY OFFICERS:
· The Safety Officer shall provide information and assistance to the officers and department personnel to enable them to identify and report safety and health hazards.

· The Safety Officer shall maintain a liaison with Fire Line Officers regarding approved changes of/to equipment, procedures, and methods in order to eliminate unsafe practices.

· The Safety Officer shall routinely observe station operations, department training sessions and the scene of emergency incidents, to ensure that safety procedures and regulations are being followed. When necessary, the Safety Officer shall recommend corrective actions, after the incident, to the Fire Chief or his/her designated representative

· Where activities are judged by a Safety Officer to be unsafe and involve an imminent hazard, the Safety Officer shall have the authority to alter, suspend, or terminate those activities. The Safety Officer shall immediately inform the Incident Commander of any actions taken to correct imminent hazards at an incident. Where non-imminent hazards are identified, a Safety Officer shall develop actions to correct the situation within the administrative or operational chain of command. 
· May send a member(s) out of the station for twenty-four hours for disciplinary action and must notify a Chief Officer during this time for further review.

· RECORDS

· The Safety Officer shall ensure that records on the following are maintained:

· Periodic inspection of personal safety equipment;

· Periodic inspection of department facilities

· All accidents, occupational injuries, deaths and exposures;

· Investigate all accidents involving Department equipment and personnel

· Identify and analyze safety and health hazards and shall develop corrective action for these hazards

· All safety and health procedures and accident prevention methods

WATER SUPPLY OFFICER: 

· Responsible for developing the Department’s water supply guidelines

· Acts as the liaison to Insurance Services Office (ISO) and coordinates activities associated with them

· Assists the Training Officer when necessary in conducting training in water supply operations

· Maintains all records pertaining to the water supply program including updating the Water Supply Book including an annual inspection to make sure they are in good condition

· Coordinates with Chief Engineer to ensure apparatus annual pump certification is completed

· Coordinates with Deputy Fire Chiefs to ensure annual hose test is completed

· Respond to working structure fires to advise the Incident Commander in reference to water supply matters and/or manage water supply operations

· Make an annual inspection of designated static water sources to evaluate continued reliability and continued access

· Evaluate new water sources and add useable sources to the Water Supply Preplan Book

· Establish and maintain a notice board in the fire stations to keep personnel advised of hydrants out of service, back in service, new hydrants and new water sources

· Develop and/or modify and implement Water Supply SOG’s with approval of the Fire Chief

· Review all new water supply preplans to ensure their accuracy and adequacy

· Conduct hydrant flow tests as necessary and provide information of available fire flows to the Map Committee for entry onto the appropriate maps

· Develop the plan to reduce the Department’s ISO rating and coordinate and supervise the inter-company training required and act as a liaison with ISO through the County Commissioners for an ISO representative to witness the required demonstration

· Responsible for acting as a liaison person, along with the Fire Chief, to the St. Mary’s County Fireboard representative with the Metropolitan Commission

· Recommend changes in apparatus or equipment as may be necessary to improve water supply operations

· Assists the maps and preplan committees in their duties as chairman of the water supply committee chairman

CHIEF ENGINEER: 
· Responsible for the operational readiness of all emergency vehicles and motorized equipment used by the Department

· Schedule and/or accomplish all routine and corrective maintenance

· Assure the annual Maryland DOT Inspection is performed on all vehicles to comply with all applicable laws

· Assure the annual Pump test is performed on all pumpers and test records are stored in the Fire Chief’s files

· Maintain records of all maintenance and repairs

· Appoint and assign duties to all drivers

· Report to the appropriate Deputy Chief all deficiencies and equipment out of service

· Generate a weekly check out form

· Oversees the in-house Drivers Training Program

FIRST ENGINEERS:

· Assume the responsibilities of the Chief Engineer in his/her absence

· Primary responsibilities involve the up-keep and maintenance of the fire apparatus and associated equipment

· Responsible for the in-house Drivers Training Program

· Perform other duties as assigned by the Chief Engineer
CHIEF’S AIDE:
· Responsible for scheduling and tracking of meetings and appointments (admin support)


· Responsible for typing all letters and correspondence generated from the Fire Chief’s Office

· Responsible for filing all necessary paperwork such as maintenance on apparatus and equipment and entering the same in the Fire Department computer system where applicable

· Assist when necessary on the incident scene or training exercise with whatever is needed at the Command Post such as record keeping or recording tactical processes
