Yakima County Fire District 12– Standard Operating Guidelines

SOG 4-1 – Duty Crew

1.0 General

1.1 Purpose.  The purpose of this standard operating guideline is to establish guidelines for department staffing and deployment while staffing a duty crew.
1.2 Scope.  This standard operating guideline shall apply to all members of Yakima County Fire District 12.

1.3 Enforcement.  Enforcement of this standard operating guideline is the responsibility of the District’s officers.  Any person deviating from the provisions of this guideline may be required, at the discretion of the officer in charge, to submit in writing, within five (5) calendar days, an explanation for such deviation to the requesting officer who will forward the explanation up the chain of command for further review.

2. Shift Schedule
2.1 Days/Times. Based on the availability of volunteers on nights and weekends the District will staff a duty crew Monday through Friday from 06:00 to 18:00.  There are two volunteer shifts per day run from 06:00 to 12:00 and 12:00 to 18:00, each 6-hour block is one shift.
2.2 Shift Sign Up.  Shifts are assigned bi-monthly from the 1st to the 15th and the 16th to the last day of the month.  Members are provided a minimum of 5 days to sign up for shifts typically the 1st through the 5th and the 15th through the 20th with the schedule being posted on the 5th and 20th (the 5th is for the 16th-end and the 20th is for 1st-15th).
2.3 Trades.  If a member is unable to work their shift it is their responsibility to find a suitable replacement and let the Training Lieutenant know of the change.
3. Staffing
3.1 Minimum.  The minimum shift staffing is two with at least one EMT.
3.2 Probationary Members.  New Firefighters on probation after successful completion of recruit school in their 6th month may serve as the fourth member of the crew.  Members on probation in their 9th month may serve as the third member of the crew.  Cadets promoted to probationary firefighter may serve as the 4th person on the crew months 1-5 and the 3rd person months 6-12 of their probation.
3.3 Cadets.  Cadets may sign up for a total of four shifts per month which can be half shifts after school so long as the total in a month is an even number.  Cadets serve as the 4th person on the crew.
4. Responsibilities
All members on shift shall carry a Minitor pager and monitor radio traffic.
4.1 Assigned Officer in Charge.  

a. Ensure crew arrives on time and checks in via time card and passport system.

b. Assign riding positions.
c. Ensure crew places PPE in service on assigned apparatus in a ready state.

d. Review the pass on log from prior shift and develop plan to mitigate.

e. Assign crew to inspect equipment and perform training center check.

f. Divide up and assign daily housework duties.
g. Review daily training schedule develop a plan to complete training and document training completion.

h. Maintain accountability for crew.
i. Monitor radio traffic.
j. Respond to, mitigate and complete documentation for alarms.

k. Assign and complete afternoon work projects.
l. Complete pass on, ready equipment and station, ensure PPE is removed from apparatus.

m. Secure station, grounds and apparatus.
n. Ensure crew checks out via time card and passport system.
4.2 Assigned Driver.  
a. Ensure apparatus and all equipment on apparatus is inspected and in working condition, report any deficiencies through the District repair request form.

b. Determine the need for tire chains based on road conditions.
c. Monitor fuel & water level of apparatus.
d. Drive and operate apparatus with due regard for the safety of the crew and others.

e. Follow orders from assigned officer in charge.
4.3 Assigned Firefighter(s).  

a. Perform housework, training and response as assigned.
b. Follow orders from assigned officer in charge.
5. Documentation
5.1 Shift Documentation.  All members are to clock in and out for shifts using the time clock in the day room.  Additionally, as a backup volunteers shall initial the paper shift schedule posted in the day room.
5.2 Run Numbers.  Alarms toned out while the “duty crew” is on shift they respond to will be given a “5” run number.  Mutual Aids are given the station called run number.
5.3 Rosters. All alarm responses shall be documented on a District roster either the shift roster or a station roster.  All day drills shall be documented on a day drill roster and all daily training documented on a training roster.
5.4 Pass On. Unfinished projects, changes in equipment, hydrant info, etc shall be documented by the assigned officer in charge in the pass on log book and reviewed at the beginning of each shift.

6. Uniform
6.1 Daily Uniform. The daily uniform for all crew members will be our Class B uniform shirt and pants with a Department navy blue t-shirt with the American flag type logo on the back underneath your uniform shirt.  Crew can wear just t-shirt and blue pants throughout the day however if you are going to be in public for events, inspections, smoke detector installs etc you will wear your Class B uniform shirt.
6.2 Summer. The choice to wear GREEN wildland pants and a Navy-blue t-shirt with the American flag type logo on the back during wildland fire season June 1 to September 1 is at the Officers discretion.  All crew members shall match.
6.3 Headwear. Hats may be worn with any uniform so long as it is a clean West Valley FD hat.  
6.4 Footwear. Polished black shoes or boots will be worn.
6.5 Coveralls. Blue EMS jumpsuits may be worn for project work and response.

7. Response
The number one priority of the crew on shift is response with the goal of 60 seconds or less for jump time.  The crew on shift responds to all incidents within our District boundaries.

7.1 Apparatus.  Brush 2-51 and Engine 2-51 are the response apparatus for the Duty Crew with Brush 2-51 being used as the primary response apparatus with exception to Structure Fires and Collisions when Engine 2-51 is utilized. 
7.2 Mutual Aid.  Duty crew apparatus do not respond to mutual aid requests and remain in service in District.  The “Rover” can respond out of District on mutual aid requests, this firefighter will go to the station being requested and augment our volunteer response if needed. The duty crew maintains District coverage.

7.3 Automatic Aid.  The duty crew will respond to automatic aid alarms in addition to the regular auto aid response apparatus.  
a. Automatic Aid Structure Fire: Respond E-2-51 with a maximum crew of three.
b. Automatic Aid Brush Fire: Respond B-2-51 with a maximum crew of three.
7.4 Split Crew.  If due to daily station work the crew is split between two apparatus response shall be handled according to:

a. EMS, Automatic Alarms, Code II’s: Closest apparatus respond, second apparatus monitor radio traffic to determine if a response is needed and at what level.

b. Brush Fire: Both apparatuses respond.
c. Structure Fire: Both apparatuses respond.
d. Automatic Aid: appropriate apparatus will respond with the crew on board while the other half of the crew remains in District.
8. Daily Schedule
Alarms and projects can interfere with the daily schedule however an effort needs to be made by the duty crew to complete the tasks daily, those that are not completed need to be documented in the pass on log for completion the next day.
8.1 Standing Orders:

06:00-07:00 Apparatus/equipment check, TC check, Pass On review

07:00-08:45 Station 51 Housework

09:00-12:00 Training (Tuesday Day Drill)

12:00-13:00 Lunch

13:00-16:00 Assigned Responsibility/other station work

16:15-18:00 return to quarter’s P.T. complete pass on, ready equipment/station for next day, wash apparatus, secure station and grounds, lights off, doors locked, gates closed

8.2 Station 51 Housework:

Monday: Clean all bathroom’s mop floors, empty trash, clean toilets, clean sinks and showers, clean mirrors, and re-stock bathroom supplies. 

Tuesday: Clean out fridge in lunchroom, clean kitchen appliances, empty trash. Clean conference room and front entry inside and outside.  

Crew Meeting on Tuesday’s @ 08:30

Wednesday: Clean all bathroom’s mop floors, empty trash, clean toilets, clean sinks and showers, clean mirrors, re-stock bathroom supplies. Wash windows sweep cobwebs & dust-off beams, do laundry.
Thursday: Vacuum/dust hallways & offices; mop all tile entryways & kitchen floors, pull weeds, pick up parking lot and grounds of trash and tumble weeds.
Friday: Clean all bathroom’s mop floors, empty trash, clean toilets, clean sinks and showers, clean mirrors, re-stock bathroom supplies, empty all garbage’s inside and outside, vacuum training center, wipe down tables, clean drinking fountain and do laundry.  Ensure training center is set up for weekend.
8.3 13:00-16:00 Work:

Monday: Station 51: Wash apparatus bay floor & counters/racks, pick up bay, vacuum day room and station office, empty trash, clean windows, roll hose, grounds keeping trash and weeds, re-stock paper products.
Tuesday: Station 52: wash bay floor, vacuum day room, empty trash, drop off mail, clean windows, roll hose, grounds keeping trash and weeds, re-stock paper products.

Wednesday: Station 53: wash bay floor, vacuum day room, empty trash, drop off mail, clean windows, roll hose, grounds keeping trash and weeds, re-stock paper products.

Thursday: Station 54: (split crew) wash bay floor, vacuum day room, empty trash, drop off mail, clean windows, roll hose, grounds keeping trash and weeds, re-stock paper products.

Friday: Wash & fuel Duty Truck and special projects as assigned at Tuesday crew meeting.
8.4 Lawn & Grounds Maintenance:

Monday, Station 51

Tuesday, Station 52
Wednesday, Station 53
Thursday, Station 54
Friday Station 51
8.5 Training:

Daily training from 09:00 to finish as assigned in monthly schedule.  All members of the duty crew participate and document on appropriate roster.

9. Stipend.

Volunteer members are paid a stipend for each 6-hour shift worked.  Any alarms the duty crew responds to members will be paid their regular hourly rate.

10. Callback.

Non-Exempt full-time firefighters may be called back to work by the Duty Chief.

10.1 When to Initiate: The Duty Chief at his/her discretion will determine if/when callback is necessary based on available manpower, below are some circumstances when callback is used:


a. Any second alarm incident in the District


b. Long duration incidents where manpower is short

c. Long duration incidents where due to distance or all available manpower is at the scene with no available crew to cover additional calls
10.2 How to Initiate: The Duty Chief will need to call or text message each firefighter informing them to report to Station 51 and check in with the Duty Chief.  Callback is for all non-exempt firefighters with exception to calling one back on their regular day off.

10.3 Compensation:  Two hour minimum for each callback.

10.4 Firefighter’s Responsibility: Acknowledge the Duty Chief you received the callback and whether you are available.  Report to Station 51 and notify the Duty Chief when you have a crew of at least two.
10.5 Duty Chief Responsibilities: Determine need for callback, initiate callback, once crew is available determine what apparatus to staff and whether to use them for District coverage or at the scene.  Duty Chief based on incident/District needs releases the callback crew as soon as necessary for fiscal responsibility.
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