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PURPOSE 
 

 The purpose of this Personnel Policies and Procedures Manual (“Manual”) is to set forth the 

Wasatch County Fire Protection Special Service District’s (“Fire District”) Policies and 

Procedures for personnel administration as well as the conditions of employment and the basis for 

compensation and benefits. 

 The information contained herein shall be considered official policy of the Fire District and 

may be revised from time to time by action of the Fire District’s Governing Board (“Board”).  

The official interpretation of all matter dealt with in this manual shall be the responsibility of the 

Fire District’s Chief (“Fire Chief”) and may be reviewed by the Board.  The Fire Chief, with the 

approval of the Board, may establish additional Personnel Policies and Procedures, or further 

amend these Policies and Procedures, as they deem necessary for the efficient and orderly 

administration and supervision of the Fire District. 

A copy of this Manual, as well as any subsequent amendments or revisions to it, will be 

provided to all employees of the Fire District so that all employees will be fully informed of the 

wishes and desires of the Board with regard to personnel. 

 

FIRE DISTRICT PURPOSE 

 The purpose of the Fire District is to provide those fire protection, emergency medical and 

other emergency response services which the Board deems necessary and desirable for the 

general health, safety and welfare of the citizens living within the boundaries of the Fire District, 

which boundaries are coterminous with the boundaries of Wasatch County, Utah (“County”).   

 Essentially, all that each Fire District employee does should be for the public benefit and 

advantage of the people residing within the service area of the Fire District, thus promoting their 

greater prosperity and general welfare.   Specifically, the purpose of the Fire District is to provide 

the highest possible level of service at the most reasonable cost to the consumer. 

 The Fire District has also entered into cooperative agreements with neighboring jurisdictions 

and, as such, the Fire District employees shall also cooperate in assisting these other jurisdictions 

with fire protection, emergency medical and other emergency response services as requested. 

 

EMPLOYMENT PHILOSOPHY 

The quality of the services provided by the Fire District is dependent upon the individual 

initiative and responsibility of its employees. Successful employees are self-motivated, 

perceptive, problem-solvers, service-oriented, have an eye for detail and follow a job through to 

its completion in a professional manner. 

Most work for the Fire District is accomplished on a team basis. A productive and successful 

employee is expected to be able to work together in a cooperative manner with other employees 

to accomplish the purpose of the Fire District. The unifying force of team action is 

communications. To this end, pertinent job related information must be shared and communicated 

with all others in the Fire District who have an interest or concern in the outcome of any job or 

endeavor.  

The Fire District, therefore, seeks to attract and retain the most highly qualified and 
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competent employees who exhibit the qualities and characteristics consistent with the job to be 

performed. 

 

EQUAL EMPLOYMENT OPPORTUNITY 

In accordance with federal law and the Utah Discrimination Act, the Fire District is an “Equal 

Opportunity Employer,” and as such, follows a concept of non-discrimination in hiring, 

promotion, discharging, demoting, or termination of employees without regard to their race, 

religion, age, disability, sex, sexual orientation, gender identity, pregnancy, childbirth or 

pregnancy-related conditions, color, national origin or any other non-meritorious factors. As set 

forth more fully below, the Fire District also expressly prohibits any form of unlawful harassment 

based on the foregoing factors.  Evaluation of employee candidates will be made on the basis of 

education, training, ability (with or without reasonable accommodation), moral character, 

integrity, disposition to work, adherence to reasonable rules and regulations, skills, experience 

and potential for job performance and learning consistent with the needs of the position to be 

filled. 

 

HIRING PRACTICES 

PROCEDURES 

 Selecting and advancing employees in the Fire District shall be on the basis of ability, 

knowledge, training, and skill levels relative to the vacant position. 

  

 A.   When a position opens or a need arises to create a new position, the Fire Chief shall 

submit notification of the position vacancy to the Board.  

B.   All approved job openings shall be posted internally within the Fire District for a period 

of not less than fourteen (14) working days.  Full consideration will be given to all qualified 

applicants from within the Fire District before further hiring procedures are initiated. 

C.   If the internal recruiting produces no acceptable candidates, the Fire Chief shall post the 

opening position through Utah Department of Employment Security “Job Service” following the 

internal Fire District posting, provided that no current Wasatch County Fire District employee is 

interested, acceptable and/or eligible. The Fire District may also advertise through various 

publications for a period of fourteen (14) days.  

D.   The Fire Chief and Fire District Hiring Board (collectively, the “Hiring Board”) will 

review all applications determining who does and does not meet the minimum qualifications.  

Qualifying applicants approved by the Hiring Board will be interviewed by the Fire Chief and/or 

the Hiring Board.  The top three applicants will be considered by the Hiring Board in determining 

the final selection. 

E.   Written notification will be made to all unsuccessful applicants. 

F.   All applicants accepted for employment must pass a Fire District physical.  The applicant 

may have the physical performed by his or her personal physician, or by a physician of the Fire 

District’s choice at its sole discretion.  If the applicant’s personal physician performs the exam, 

the applicant must bear the cost.  The Fire District will act in accordance with state and federal 

laws and regulations governing the hiring of those with physical disabilities. 
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G.   All newly hired employees shall complete necessary forms in accordance with and as 

required by federal and state law including, but not limited to, proof of citizenship, retirement, W-

4 tax forms and insurance.  These items will be kept in a personnel file in the Fire District’s 

office. 

H.  Currently all firefighters employed by the Fire District shall be at least Structure 

Firefighter I and II Certified through the Utah Fire and Rescue Academy, and, Emergency 

Medical Technician B certified through the Utah State Department of Health. 

 

EMPLOYMENT STATUS 

All employees shall be classified as one of the following: 

1.  Temporary employee -- an employee hired for a specific time (generally on a seasonal basis). 

2.  Part-time employee -- an employee working less than 30 hours per week on a temporary short 

term basis. 

3.  Part-time permanent employee -- an employee working less than 40 hours per week in a 

Board-authorized position who has successfully completed his/her probationary period. 

4.  Probationary employee -- an employee hired to fill a Board-authorized position on a 

probationary basis.   

5.  Permanent employee -- an employee working, if an administrative employee, an average of 40 

hours or more per week in a Board-authorized position who has successfully completed his/her 

probationary period; or, an employee working, if a fire suppression employee, a maximum of 212 

hours in a 28 day work period. 

6.  Elective officials -- members of the Board, and the all other elected officials in the County 

 PROBATION 

 Each employee hired or promoted to a Board-authorized position shall serve a probationary period of 

six (6) months. Probation may be extended beyond six (6) months only upon approval of the Fire Chief. 

 During the probationary period an employee may be terminated with or without cause by the Fire 

Chief in his sole discretion or the Board in their sole discretion.  Employees who successfully complete 

their probationary period shall be eligible for permanent employment with the Fire District upon the 

approval of the Fire Chief and the Board.  Recommendation for termination of permanent employment 

will come from the Fire Chief, and the Board shall make the final determination. 

ANNIVERSARY DATES 

 For each employee hired to fill a Board-authorized and budgeted position, the date hired begins his or 

her full-time employment with the Fire District shall be his/her anniversary date. 

RE-EMPLOYMENT       

The following policy shall apply to re-employment of former Fire District employees: 

1.  Military re-employment. The Fire District’s policies and procedures concerning military 

leaves and re-employment is addressed under the “Leaves of Absence” Section of this Manual.  

2.  Voluntary termination. Any employee hired to a Board authorized and budgeted position who 

voluntarily terminates his/her employment with the Fire District, must compete with other 
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individuals interested in filling vacancies within the Fire District. In the event that such an 

employee is re-hired, he/she shall receive no consideration for past time with the Fire District. 

3.  Involuntary termination. Employees who have been involuntarily terminated due to lay-off or 

reduction in force shall be eligible for re-instatement after their termination date, provided that 

they left the Fire District employment in “good standing” with satisfactory performance 

evaluation ratings and all certifications are still valid.  In the event that such an employee is re-

hired, his/her accrued sick leave shall be credited to him/her and his/her time with the Fire 

District shall be credited to him/her for purposes of determining vacation leave and other benefits. 

REDUCTION IN FORCE 

 In the event a reduction in force becomes necessary, through changes in workload, contracting for 

work previously done by Fire District employees, inadequate funds, or other circumstances, the 

      Fire District retains the right to terminate employees as deemed to be in the best interest of the Fire 

District. 

HIRING OF RELATIVES 

As used in this Section: 

 

“Appointee” means an employee whose salary, wages, pay, or compensation is paid from 

public funds. 

 

“Chief Administrative Officer” means the person who has ultimate responsibility for the Fire 

District. 

 

“Household Member” means a person who resides in the same residence as the public officer. 

 

“Public Officer” means a person who holds a position that is compensated by public funds. 

 

“Relative” means a father, mother, husband, wife, son, daughter, sister, brother, grandfather, 

grandmother, uncle, aunt, nephew, niece, grandson, granddaughter, first cousin, mother-in-law, 

father-in-law, brother-in-law, sister-in-law, son-in-law, or daughter-in-law.   

 

 No Public Officer, in particular the Fire Chief or Board, may employ, appoint, or vote for or 

recommend the appointment of an Appointee when the Appointee will be directly supervised by a 

Relative or Household Member, unless: 

 

(i) The Appointee is eligible or qualified to be employed by a department or agency of 

the state or a political subdivision of the state as a result of the Appointee’s 

compliance with civil service laws or regulations, or merit system laws or 

regulations; 

 

(ii) The Appointee will be compensated from funds designated for vocational training; 

(iii) The Appointee will be employed for a period of 12 weeks or less; 

(iv) The Appointee is a volunteer as defined by the Fire District; or 
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(v) The Chief Administrative Officer determines that the appointee is the only person 

available, qualified, or eligible for the position. 

 

 No Public Officer may directly supervise an Appointee who is a Relative, and/ or an 

Appointee may not accept or retain employment if accepting or retaining employment will place 

the Appointee under the direct supervision of a Relative or Household Member, unless: 

 

(i) the Appointee was appointed or employed before the Public Officer assumed the 

Public Officer’s supervisory position, if the Appointee’s appointment did not violate 

the provisions of the Utah Code in effect at the time of the Appointee’s appointment; 

 

(ii)  the Appointee is, or in the case of an Appointee’s ability to retain or accept 

employment, was or is, eligible  or qualified to be employed by a department or 

agency of the state or a political subdivision of the state or the Fire District as a result 

of the Appointee’s compliance with civil service or merit system laws or regulations; 

 

(iii) the Appointee is the only person available, qualified, or eligible for the position; 

 

(iv) the Appointee is compensated from funds designated for vocational training; 

 

(v) the Appointee is employed for a period of 12 weeks or less; 

 

(vi) the Appointee is a volunteer as defined by the Fire District; or 

 

(vii)  the Fire Chief or Board determines that: 

 

a. in the case of a Public Officer supervising an Appointee who is a Relative or 

Household Member, the Public Officer is the only individual available or best 

qualified to perform supervisory functions for the appointee;  

b. in the case of an Appointee accepting or retaining employment if accepting or 

retaining will place the Appointee under the direct supervision of a Relative or 

Household Member, the Appointee’s Relative or Household Member is the only 

individual available or qualified to supervise functions the Appointee. 

 

 When a Public Officer supervises a Relative or Household Member, as permitted above, the 

Public Officer shall immediately submit a complete written sworn disclosure of the Public 

Officer’s relationship to the Relative or Household Member to the Board.  The Public Officer 

who supervises a Relative or Household Member may not evaluate the job performance or 

recommend salary increases for the Relative or Household Member. 

SALARY AND WAGES 

SALARY ADMINISTRATION 

The Fire Chief shall administer all Fire District compensation and benefit programs.  Salary 

increases are granted to maintain competitive salaries and to provide rewards for performance and 

improvement.  Salary increases are given, following annual performance evaluations, at the sole 
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discretion of the Fire Chief and the Board. 

 

PAYROLL PERIODS 

 Administrative Personnel 
 

The Fire District operates on a biweekly (every other Friday) pay period. 
 

Fire Suppression Personnel 
 

 The Fire District fire suppression personnel will also be paid on a biweekly (every other 

Friday) pay period.  The Fire District fire suppression personnel are paid a predetermined hourly 

rate for all compensable hours worked on behalf of the Fire District for any fire related services.  

For all compensable hours over and above the 212 hour maximum in a 28 day work period, the 

Fire District fire suppression personnel will be paid time and a half the hourly rate as required by 

the Fair Labor Standards Act (“FLSA”), as amended.  As set forth more fully below, on duty shift 

time is two (2) consecutive 24 hour shifts (“48 Hour Shift”).  

 Eligible fire suppression personnel shall be paid overtime compensation as required by the 

FLSA and as set forth therein.  In determining the “hours worked” for purposes of identifying 

overtime work performed, the employee and the Fire District shall record an employee’s exact 

time worked in minutes, if practical, or time worked to the nearest 15 minutes.  Each eligible 

employee shall verify that the recorded time accurately reflects the actual time worked. 

 

SALARY ADVANCES 

Salary advances shall be made only in exceptional circumstances and only upon the approval 

of the Fire Chief and shall be set forth in writing stating the terms of repayment and signed by the 

employee. 

PAYROLL DEDUCTIONS 

The Fire District is required by law to deduct Social Security, Retirement, and Federal and 

State income tax withholding in accordance with the employee’s number of dependents and 

salary.  In addition, the Fire District will deduct those items specifically authorized by the Fire 

District and approved by the employee, including but not limited to insurance deductions, credit 

union deductions, deferred compensation deductions, court-ordered deductions and any other 

deductions authorized by the employee.  These deductions shall be made as set forth by the 

payroll department upon the written approval of the employee to make the deductions. 

ATTENDANCE AND LEAVES 

HOURS OF WORK AND WORK WEEK 
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Fire Suppression Personnel 
 

Hours of Service 
 

A 48 Hour Shift followed by 96 consecutive hours (four (4) days) off-duty shall be the 

normal work day of all fire suppression personnel, i.e., XXOOOOXXOOOO, where X= on-duty 

and O= off-duty.  In other words, the Fire Suppression Personnel will operate under a 48/96 tour 

of duty.   

 
Exchange of Time 
 

Eligible employees may exchange time in accordance with provisions outlined in the FLSA 

(substitution of work scheduled), or as otherwise provided herein, when the exchange does not 

interfere with the Fire District operations and with the approval of the eligible employees’ 

supervisor.  An exchange may be denied if the proposed exchange would impair one of the 

eligible employee’s training and proficiency responsibilities.   

 

Administrative Personnel 
 

An 8 hour day (between the hours of 8:00 a.m. and 5:00 p.m., excluding one-half hour lunch 

period but including two fifteen minute break periods) shall be the normal work day of all 

administrative personnel and the normal work week shall be forty (40) hours (during a five day 

work week). 

 

Work Week Period 
 

The normal work period for employees assigned to 48 Hour Shift shall be 28 calendar days 

and the normal work period for employees assigned to 8-hour shifts shall be 7 calendar days. 

OVERTIME AND COMPENSATORY TIME 

Supervisory personnel should organize their department workloads to avoid overtime 

payments.  Overtime will be approved on an emergency or special needs basis only.  Overtime 

work must have the prior approval of the Fire Chief or Supervisor. 

 

Administrative Personnel 
 

Overtime work will be compensated at time and one- half pay for all time worked over the 

standard forty (40) hour work week.  In the event an employee is called back to work after normal 

working hours, the employee will be compensated for no less than two (2) hours at time and one- 

half pay.  Compensatory time off may be taken only at the approval of the Fire Chief, provided 

that compensatory time shall be used during the same month in which it is earned.   

     

   Full Time Fire Suppression Personnel 
 

In general, overtime work will be compensated at time and one-half for all time worked in 

excess of the normal 212 hours accumulated in the 28-day period. Fire suppression employees 

covered under the overtime pay provisions of the FLSA, will be credited with overtime for all 
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compensable hours worked over two hundred twelve (212) in a 28-day work period.  The 

overtime cycle will begin at 06:00 on the first day and end at 06:00 (the end of the shift) on the 

28th day.  Compensable hours will be defined as mandatory hours and hours worked.    

 

For fire suppression personnel, the Fire District has established the following as compensable 

hours: 

a. Shift hours—16 hours minimum per day; 

b. Response time; 

c. Required training; 

d. Required staff meetings; 

e. Required support services. 

 

For fire suppression personnel, the Fire District has established the following as non-

compensable (non-mandatory) hours: 

a. Up to a total of eight (8) hours of uninterrupted sleep time during the designated sleep 

time; 

b. Standby events; 

c. Outside training offered but not required; 

d. Voluntarily traded time; 

e. Non-required support. 

 
 Sleep Time 

 For fire suppression personnel on a 48 Hour Shift, sleep time will not be included as 

compensable pay.  The designated eight (8) hour sleep time shall be between 22:00 and 6:00. If 

the sleep period is interrupted to such an extent that the employee does not get a reasonable 

night’s sleep of at least five (5) total hours of uninterrupted sleep, the entire sleep time hours will 

be counted as compensable hours. 

 

Compensatory time off may be taken in lieu of cash overtime pay only at the approval of the 

Fire Chief, provided that compensatory time shall be used during the same month in which it is 

earned.  If approved, one and one half hours of compensatory time will granted for each hour of 

overtime worked as defined above. 

 

1. Hire or Call Back.  When an employee, at the request of the Fire District, works a partial 

or full shift which he or she has not been scheduled to work, or when he or she is called 

back for emergency work, the employee shall be compensated at time and one-half his or 

her hourly rate of pay for all hours worked outside the normal shift, with a minimum of 

three (3) hours, unless the time extends to the employee’s regular work shift.  Any 

employee who accepts a full-shift hire-back will not be allowed to trade with any other 

during the hire-back period, except for an emergency.  If an emergency should occur, any 

such trade will be limited to four (4) hours. 

2. Hold Over or Shift Work Retention.  When an employee is requested by the Fire 

District to work additional hours either immediately preceding or immediately after his or 

her regular work schedule without interruption, he or she shall be compensated at their 

hourly rate of pay for all hours worked outside his or her normal shift, with such 

compensation to be paid in fifteen (15) minute increments. 

3. Required Overtime.  The Fire Chief or his designee(s) shall have the right to require 

unscheduled holdover or call back work and employees may not unreasonably refuse 
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overtime assignments.  The Fire Chief or his designee retains the right to select 

employees for such overtime assignments or to seek volunteers as the Fire Chief or his 

designee deems appropriate.  In non-emergency situations where the department needs to 

hire back, the Fire Chief or his designee will attempt to assign overtime evenly on a 

rotating basis using the Fire District’s existing procedures.  Specific employees may be 

selected for special assignments based on specific skills, ability and experience.  If an 

employee demonstrates he has not received his or her share of hire-back opportunities, he 

or she shall be offered sufficient future hire-back opportunities. 

 
All Employees (Administrative and Full Time Fire Suppression) 
 

Time taken as vacation leave, sick leave, funeral leave, trade time, compensation time, 

holiday leave, etc. shall not be counted as hours worked for the purpose of calculating overtime.  

It is the Fire District’s policy to discourage the accumulation of overtime where possible.  

Supervisory personnel should organize their department workload to avoid the need for overtime.  

Overtime will be permitted where circumstances allow no other alternative and should be kept to 

a minimum.  Overtime work must have the prior approval of the Fire Chief or Supervisor, who 

shall keep complete records concerning overtime and any compensation thereof.  Any time 

worked over two hundred twelve (212) in a 28-day work period by a fire suppression employee, 

or 40 hours per week for Administrative Employees, which the Supervisor has approved of, is 

aware, or “suffered” to be worked, shall qualify as overtime: 

1. For all non-exempt, FLSA covered Administrative Employees, overtime shall be paid 

and/ or comp-time accrued at the rate of time and one half (1 ½) the regular rate of pay 

for all hours worked in excess of the forty (40) hour work week.  It shall be the regular 

practice of the Fire District to pay overtime in the pay period in which it is earned; 

however, if authorized by the Fire Chief, the Administrative Employee may be allowed to 

accumulate up to a maximum of twenty-four (24) hours compensatory time. 

2. For all non-exempt, FLSA covered Suppression Employees, overtime shall be paid and/ 

or all comp-time accrued at their regular rate plus half (1/2) time.  It shall be the regular 

practice of the Fire District to pay overtime in the first pay period after the close of the 28 

consecutive day work period. 

3. Records of overtime hours worked shall be maintained by the Fire District for all 

employees and shall be retained as required by law. 

4. Vacation, sick leave, comp time, holiday leave, trade time and funeral leave shall not be 

used to obtain overtime.  Overtime shall only be paid for actual compensable hours 

worked. 

 

ON CALL  

 All part time and full time employees will be required to be “On Call” with the District.  The 

purpose of “On Call” is to provide around the clock coverage of all incidence experienced in the 

District service area.  Employees will be required to respond to any situation within a maximum 

elapsed time of ten minutes. The compensated rate will be determined annually by the Fire Chief 

and the District Board. 
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LEAVES OF ABSENCE 

Vacation Leave - Administrative Personnel 

  

Permanent employees shall accrue vacation leave with pay to the end of each year worked at 

the following rate: 

 

1 to 5 years completed service                      10 days paid vacation 

 

5 to 15 years completed service                    10 days plus one day for  

                                                                              each completed year 

                                                                              of service equaling a total 

   of 20 days. 

 

20 years of completed service      25 days  

 

An employee may use vacation leave after a six-month probationary period and with the 

approval of the Fire Chief. 

An employee may carry over to the next calendar year unused vacation hours.  The 

number of hours carried into the next calendar year may not exceed 320 hours. 

Any holiday occurring within vacation leave is classified as a holiday rather than vacation.  

Alternate days(s) of vacation may be taken at a later date or the vacation period extended 

accordingly. 

 

Vacation Leave - Fire Suppression Personnel (48 Hour Shift) 

 
Vacation will accrue to equal five (5) twenty-four (24) hour shifts, or two and one half 48 Hour 

Shifts, per year at the end of the first year of service. 

Vacation will remain at five (5) twenty-four (24) hour shifts per year for the first six years.  After 

six full years of service vacation will accrue to six (6) twenty-four (24) hour shifts per year.  After 

ten full years of service vacation will accrue to seven (7) twenty-four (24) hour shifts per year.  

After fifteen full years of service vacation will accrue to eight (8) twenty-four (24) hour shifts per 

year.  After twenty full years of service vacation will accrue to nine (9) twenty-four hour shifts 

per year. 

  

An employee may carry over to the next calendar year unused vacation hours.  The number 

of hours carried into the next calendar year may not exceed 320 hours. 

Sick Leave - Administrative Personnel 

  

The Fire District will provide eligible employees with salary continuation during periods of 

personal illness.   

Eligible employees include all employees classified as permanent employees working a 

minimum of thirty hours per week. 

Employees may accrue sick leave with pay to the end of each month at a rate of one day per 
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each month of service completed. (Equal to twelve days per year.) 

Sick leave may accrue to a maximum of 150 days.  (Equal to 30 weeks.) 

An employee may receive compensation for accrued sick leave during periods of disability 

for non-occupational injury, illness, surgery, exposure to a contagious disease, or conditions or 

disabilities attributable to pregnancy which preclude presence on the job. 

Whenever feasible, employees are expected to use other than work hours for medical 

appointments for conditions not requiring immediate attention.  Sick leave is not allowed for 

doctor’s office or medical clinic visits except where such is recognized and reimbursable under 

the provisions of the medical insurance program for an employee. 

Any absence beyond the accrued sick leave credit will result in the employee being carried on the 

payroll on vacation leave until all annual leave has been used and then on a leave without pay 

status not to exceed four months.  Case by case evaluation will be conducted by the Fire Chief 

and the Board. 

 At the discretion of the Fire Chief, sick leave accrued at the time of separation from the Fire 

District will again become available to an employee upon rehire if such return to service occurs 

within twelve months of separation from service. 

 Upon retirement, the Fire District will compensate an employee with five years of District 

service at his/her most recent base salary rate for fifty percent of unused sick leave credit 

(maximum compensation = 600 hours). An employee absent for reasons of sickness should 

arrange for a telephone report to his/her supervisor at the beginning of each scheduled work day. 

Sick Leave - Fire Suppression Personnel 

             Each full-time fire suppression employee (on a 48 Hour Shift) is entitled to five (5) days 

sick leave each calendar year.  Unused sick leave will accrue up to a maximum of ninety calendar 

days.   

 An employee may receive compensation for accrued sick leave during periods of 

disability for non-occupational injury, illness, surgery, exposure to a contagious disease, or 

conditions or disabilities attributable to pregnancy which preclude presence on the job. 

Whenever feasible, employees are expected to use other than work hours for medical 

appointments for conditions not requiring immediate attention.  Sick leave is not allowed for 

doctor’s office or medical clinic visits except where such is recognized and reimbursable under 

the provisions of the medical insurance program for an employee. 

Any absence beyond the accrued sick leave credit will result in the employee being carried on the 

payroll on vacation leave until all annual leave has been used and then on a leave without pay 

status not to exceed four months.  Case by case evaluation will be conducted by the Fire Chief 

and the Board. 

 At the discretion of the Fire Chief, sick leave accrued at the time of separation from the 

District will again become available to an employee upon rehire if such return to service occurs 

within twelve months of separation from service. 

 Upon retirement, the Fire District will compensate an employee with five years of 

District service at his/her most recent base salary rate for twenty eight percent of unused sick 

leave credit (maximum compensation = 611 hours). 

Maternity Leave 

 

  Permanent female employees may be granted a leave of absence for maternity leave.  Dates 

of the maternity leave are to be determined by the employee, her physician, and the Fire Chief, 
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provided, however, that such leave shall not extend for more than three (3) months beyond the 

termination of pregnancy.  An employee may utilize accumulated vacation leave, compensatory 

time off, and/or up to four (4) weeks of sick leave for maternity leave.   

Upon return from maternity leave, the employee shall be re-instated to her original position 

without loss of time in service credit, seniority, or benefits. 

Any exceptions to this policy must be approved by the Fire Chief. 

Military Leave and Re-employment 

 

Military service leave shall be given as required by federal and state law to all qualified 

members of the armed services.  Employees who are drafted or called into active military duty 

will be granted leaves of absence. Short-Term Military Leave is any leave of less than thirty (30) 

days in duration, normally not longer than fifteen (15) days. Extended Military Leave is thirty-

one (31) days or more, not to exceed five (5) years.  

 

1. Short-Term Military Leave is authorized for employees pursuant to the following 

conditions: 

a. Employees are entitled to fifteen (15) working days of military leave per year 

without regular pay. Any employee requesting such leave must provide the Fire 

Chief with advance notice (either written or verbal) and a cop of the military 

orders. 

b. Employees who are members of the reserve units of the military shall, if possible, 

notify the department head/ elected official at least four (4) weeks in advance and 

shall indicate in writing their intention and anticipation with regard to 

participating in periods of active duty.  Such written notification shall be made a 

part of the individual employee’s personnel file. 

c. Employees requesting short term military leave may go on leave without pay 

status prior to using accrued vacation and compensatory time. 

d. While on short term military leave, none of the employee’s benefits shall accrue, 

except that health and life insurance benefits will remain in force. 

2. Extended Military Leave Without Pay shall be granted employees called to active service 

who are members of the uniformed services (including non-career National Guard and 

Reserve members, as well as active duty personnel), as well as members of the Public 

Health Service, the Coast Guard, and other designated by the President in times of war or 

emergency in accordance with the Uniformed Services Employment and Re-employment 

Rights Act (“USERRA”), Chapter 43 of Title 38, U.S. Code. 

3. Leave for Annual Training Programs shall be granted to permanent employees who serve 

as reserve members of the armed forces for attendance at annual training programs not to 

be in excess of fifteen (15) working days per year.  

 

  An employee shall be granted military leave for service in the U.S. uniformed services in 

accordance with the USERRA.  Generally, as set forth more fully herein, any employee may take 

military leave without pay for the period of active service plus travel time.  Upon termination of 

the military service, the employee will be restored to employment depending upon the 

employee’s period of military service and conditions of re-instatement in accordance with 

USERRA and all applicable state laws.   Employees returning from military leave will be placed 

in the position that they would have attained had they remained continuously employed or a 

comparable position the length of military service in accordance with USERRA.  They will be 
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treat as though they were continuously employed for purposes of determining benefits based on 

length of service.  Thirty (30) days written advance notice of military service is required, unless 

military necessity prevents such notice or it is otherwise impossible or unreasonable.  Such 

employee shall be re-installed with his/her accrued sick leave and credited with his/her former 

full-time period with the Fire District for purposes of determining vacation leave and other 

benefits.  Employees may elect to continue health insurance benefits while performing military 

service for up to twenty-four (24) months in accordance with USERRA.  If elected, the employee 

will be responsible for the full premium each month.  If not elected the employee will have the 

right to be reinstated when he/ she is re-employed, without any waiting period or exclusions, 

except for service-connected illnesses or injuries.  The Fire District is not obligated to reemploy 

an individual if his or her employment, prior to military service, was for a brief, nonrecurrent 

period and there is no reasonable expectation that such employment will continue indefinitely or 

for a significant period.  In such instances, the Fire District is required to prove such employment 

status. 

Bereavement Leave 

 

At the discretion of the Fire Chief, permanent employees may be granted up to three days 

actual time off, with pay, in the case of the death of an immediate family member. 

Jury Duty  

 

Employees who have been summoned to jury duty, or who have been subpoenaed (as 

opposed to being retained) to appear as a witness, will not be paid. 

Leaves Of Absence Without Pay 

 

Leaves of absence without pay may be granted by the Fire District for purposes normally 

covered by sick leave or vacation leave, when said leave has been exhausted, or for additional 

justifiable circumstances. 

Family and Medical Leave 

 

As a supplement to its other leave policies, the Fire District offers family and medical leaves 

of absence as provided by the federal Family and Medical Leave Act of 1993 (“FMLA”) as it 

may be amended from time to time. 

 
General Leave Provisions 

 

Under the FMLA, an eligible employee may take up to twelve (12) weeks of unpaid job 

protected leave during any 12-month period for the following reasons:  

a) because they are unable to perform their job due to pregnancy, prenatal medical care or 

child birth; or  

b) the birth or placement for adoption or foster care of a child; or 

c) to care for a child, spouse or parent who has a serious health condition; or 

d) when an employee is unable to work because of a serious health condition; or 

(i) A “serious health condition” is an illness, injury, impairment or physical or mental 
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condition that involves: 

- any period of incapacity or treatment connected with inpatient care (i.e., 

an overnight stay) in a hospital, hospice, or residential medical facility; 

or 

- period of incapacity requiring absence of more than three calendar days 

from work, school, or other regular daily activities that also involves 

continuing treatment by (or under the supervision of) a health care 

provider; or 

- any incapacity due to pregnancy, or prenatal care; or 

- any period of incapacity (or treatment therefore) due to a chronic serious 

health condition (e.g., asthma, diabetes, epilepsy, etc.); or 

- a period of incapacity that is permanent or long-term due to a condition 

for which treatment may not be effective (e.g., Alzheimer’s, stroke, 

terminal diseases, etc.); or 

- any absences to receive multiple treatments (including any period of 

recovery therefrom) by, or on referral by, a health care provider for a 

condition that likely would result in incapacity of more than three 

consecutive days if left untreated (e.g. chemotherapy, physical therapy, 

dialysis, etc.) 

 

(ii) Health care providers who may provide certification of serious health conditions 

include: 

- doctors of medicine or osteopathy authorized to practice medicine or 

surgery (as appropriate) by the State in which the doctor practices; 

- podiatrists, dentists, clinical psychologists, optometrists, and 

chiropractors (limited to treatment of consisting of manual manipulation 

of the spine to correct a subluxation as demonstrated by x-ray to exist) 

authorized to practice in the State of Utah and performing within the 

scope of their practice under Utah law; 

- nurse practitioners, nurse-midwives, and clinical social workers 

authorized to practice under Utah law and performing within the scope of 

their practice as defined under Utah law; 

- any health care provider recognized by the employer or the employer’s 

group health plan’s benefits manager; or 

- a health care provider listed above who practices in a country other than 

the United States and who is authorized to practice under the laws of that 

country. 

e) For any “qualifying exigency” arising out of a family member’s active military duty or 

call to active military duty.  A “qualifying exigency” is specified in law as: (i) short-

notice deployment; (ii) military events and related activities; (iii) child care and school 

activities; (iv) financial and legal arrangements; (v) counseling; (vi) rest and 

recuperation; or (vii) post-deployment activities. 

 

An employee must have been employed by the District for at least one year and have worked 

at least 1,250 hours within the previous 12-month period to be eligible for FMLA leave. 

Leave to care for a new child must be taken within one year of the birth or placement for 

adoption or foster care. 

If leave is taken for care of a new child or for care of a spouse, child, or parent with a serious 
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health condition, an employee may elect or the District will require the employee to substitute any 

accrued paid vacation leave, sick leave or personal leave as part of the 12-week provided for in 

the FMLA. 

If leave is taken based on the employee’s own serious health condition, an employee may 

elect or the Fire District may require the employee to substitute any accrued paid vacation leave, 

sick leave or personal leave as part of the 12-week leave provided for in the FMLA. 

Intermittent leave or a reduced leave schedule for medical reasons can be taken under this policy 

“when medically necessary.”  Intermittent leave or a reduced leave schedule to care for a new 

child can be taken only if the employee and the Fire District mutually agree to that arrangement. 

If an employee requests intermittent leave or a reduced leave schedule because of a serious health 

condition that is foreseeable based on planned medical treatment, the Fire District may require the 

employee to transfer temporarily to an alternative position for which the employee is qualified 

and that has equivalent pay and benefits and better accommodates recurring periods of leave. 

“Intermittent leave” is leave that is not taken consecutively.  A “reduced leave schedule” means a 

leave schedule that reduces the usual number of hours per workweek or hours per workday. 

 

Notice: 

 

If the need for leave is foreseeable based on an expected birth or placement of a child, the 

employee should give at least 30 days’ notice, before the leave is to begin, that the employee 

intends to take leave.  If the situation requires leave to care for a child to begin in less than 30 

days, the employee should provide such notice as is practicable. 

If the need for leave is foreseeable based on planned medical treatment, the employee should 

a) make a reasonable effort to schedule treatment so as not to disrupt unduly the operations of the 

District, and b) give at least 30 days’ notice, before the leave is to begin, that the employee 

intends to take leave.  If the situation requires that leave begin in less than 30 days, the employee 

should provide such notice as is practicable. 

Employees who will be absence from work for three (3) or more days, due to his/ her serious 

health condition or that of a parent, souse, or child, or another “qualifying exigency” shall apply 

for FMLA leave.   

The employee notice shall contain the reason for the leave, the anticipated timing of the leave 

and the expected during of the leave.  In addition, employees who need to leave for their own or a 

family member’s serious health condition, must provide medical certification of the serious health 

condition within fifteen (15) days after the request or as soon thereafter as is reasonably possible.  

The Fire District may also require a second or third (at the Fire District’s expense), periodic re-

certification of the serious health condition (as frequently as every thirty (30) days), and when the 

leave is a result of the employee’s own serious health condition, a fitness for duty report to return 

to work  The Fire District may deny leave toe employees who do not provide proper general or 

advanced leave notice or medical certification within the established time frame. 

  

Benefits and Employment Status 
 

At the end of an FMLA leave under this policy, an employee is entitled to return to his/her 

previous position or to an equivalent position with no loss of benefits. 

(Note: The law provides for a limited exception for highly paid employees and           

conditions for the employer’s exercising its right to except such employees) 

FMLA leave taken under this policy will not result in loss of any seniority or employment 

benefits accrued prior to the leave; however, no seniority or benefits will accrue during the leave. 
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 An employee on FMLA leave under this policy will receive health benefits while on leave 

under the same terms and conditions as when he/she was on the job. 

EMPLOYEE BENEFITS 

RETIREMENT SYSTEM 

The Fire District is a member of the Firefighters Utah State Retirement Systems, (a 

component unit of the State of Utah) which are defined benefit retirement plans covering 

substantially all employees of the District.  The District is legally obligated to the retirement 

systems as long as they have employees meeting membership requirements.  The systems are 

cost-sharing multiple-employer public employee retirement systems.  The systems have been 

established and are governed by the respective sections of Title 49, Chapter 16 of the Utah Code 

Annotated 1953, as amended.  The Utah State Retirement Office Act provides for the 

administration of the systems under the direction of the Utah State Retirement Board, whose 

members are appointed by the Governor of the State of Utah. 

Benefits for each retirement plan are specified by the statute listed in the preceding paragraph.  

The benefits are computed using final retiring members requiring actuarial reductions based on 

attained age, of spouse and similar actuarial factors. 

 

As a condition of participation in the Firefighter Utah State Retirement System, the Fire 

District is required to contribute certain percentages of salaries and wages or amounts specified 

by statue.  The contribution rate in effect constitute the District’s actuarially - determined 

contribution requirement. 

The Fire District provides a deferred compensation plan created in accordance with the 

Internal Revenue Code Section 401K.  The plan, available to all District employees, permits them 

to defer compensation which is not available to the employees until termination, retirement, death 

or unforeseeable emergency. 

 

This benefit is paid equally to all full time permanent employees and is disbursed either 

to the Firefighter Utah State Retirement System for the employee’s retirement or if the 

employee is exempt may be disbursed to a qualified 401k retirement plan. 

  

LONG TERM DISABILITY 

The Fire District employees are provided benefits in the Long-Term Disability Program of 

the Non-Contributory Utah State Retirement Systems. 

MEDICAL INSURANCE 

The Fire District is involved in a group medical, dental, vision and life insurance program for 

its permanent employees, which has specified benefits for certain illnesses and injuries.  

Enrollment cards and a detailed schedule of benefits will be provided to the employee upon 

employment. 

At the present time, the District pays 100% of the cost of the group medical, dental, vision, and 

life insurance for all full time permanent employees and their dependents.  This benefit is paid 
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equally to all full time permanent employees and is disbursed either to the employee or to the 

insurance provider.  (Paid to the employee upon written proof of other medical, dental, and life 

insurance.) 

SOCIAL SECURITY 

 The Fire District is currently a member of the Social Security system.  Any employee 

interested in present benefits under the Social Security program should contact the payroll office 

or the Social Security Administration. 

SEVERANCE PAY 

Under certain circumstances, it may be appropriate to offer an employee severance pay.  

Severance pay for the Chief is granted at the sole discretion of the District Board.  With respect to 

other employees, severance pay is granted at the sole discretion of both the Chief and the Board, 

with the following limitations: 

a)   The Fire Chief and the Board shall not offer severance pay in excess of the equivalent of 

three (3) months pay at that employee’s basic wage rate. 

b)   Severance pay shall be offered in exchange for a release of all existing and potential 

claims by the terminated employee and a release of the Fire District of all claims. 

c)   Severance pay shall not be considered in calculating overtime or benefits. 

This provision should not be construed as a guarantee that all employees receive severance 

pay.  The granting of severance pay will be made on a case-by-case basis. 

HOLIDAYS 

 HOLIDAYS FOR ADMINISTRATIVE PERSONNEL  
 

The Fire District’s  administrative personnel observe the following paid holidays each 

year: 

New Year’s Day 

Martin Luther King , Jr’s Day 

President’s Day 

Memorial Day 

Independence Day 

Pioneer Day 

Fair Day (½ Day) 

 Labor Day 

 Columbus Day 

 Veteran’s Day 

 Thanksgiving Day 

 Day after Thanksgiving 

 Christmas Eve Day 

 Christmas 

 

Holidays falling on Sunday will be observed on the following Monday.  Holidays falling on 

Saturday will be observed on the preceding Friday.  Administrative personnel employees who are 
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required to work on a holiday will receive pay at 1 ½ times their regular hourly rate. 

 

HOLIDAYS FOR FIRE SUPPRESSION PERSONNEL 
 
Fire Suppression Personnel on a 48 Hour Shift schedule will be allowed a maximum of six 

(6) holidays of their choice.  These holidays will be chosen by the firefighter and subject to the 

approval of the firefighter’s supervisor.  Holiday pay (for 48 Hour Shift employees) will be paid 

in a regular check at the employee’s regular rate of pay.  The employee may choose to receive all 

of their holiday pay in one lump sum to be paid in the first pay period of the month of December 

in each year, OR may be paid at any time during the year. 

 

  Holidays taken off will require forty (40) days advance notice to and approval of the 

employee’s supervisor. 

EDUCATION ALLOWANCE 

Upon approval of the Fire Chief, the Fire District will give financial assistance to employees 

enrolled in educational programs of direct benefit in aiding the employee to improve performance 

and skills with his/her job.  To this end, a portion, to be determined by the Fire Chief, of tuition 

and book fees may be paid at the full discretion of the Fire Chief for classes of direct benefit after 

successful completion of course. 

Employees must agree in writing to remain with the District following completion of the 

course, for at least two (2) years, or agree to repay the Fire District for the tuition and book fees 

paid by the District. 

The Fire District will pay fees for conferences, seminars and courses approved or required by 

the Fire Chief. 

UNIFORM ALLOWANCE 

 The Fire District requires employees to wear identifying uniforms complying with all 

Occupational Safety and Health Administration (“OSHA”) as amended, safety rules and Fire 

District safety policies. Employees will be allowed the actual cost of work clothing up as 

approved by the Fire Chief.  The employee will be responsible for maintenance of the uniform 

including mending and washing. 

 The Fire District employees are required to look presentable at all times.  In the event an 

employee arrives for work with his/her uniform in an unacceptable condition, the employee will 

be sent home to change without pay for time spent. 

VEHICLE ALLOWANCE 

The Fire District has a vehicle allowance program for certain management personnel.  The 

guidelines for such allowances will follow the IRS prevailing rates. 

Employees participating in the vehicle allowance program shall be responsible for accounting 

to the Internal Revenue Service for the vehicle allowance received. 
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WORKER’S COMPENSATION 

The Fire District employees injured during performance of their job duties are covered by the 

Worker’s Compensation Insurance, as provided by State law. 

All injuries occurring on the job must be reported immediately to the District Chief within 24 

hours after their occurrence.  Those employees not reporting injuries within the specified time 

period may forfeit any rights to compensation under the Worker’s Compensation law. 

Employees injured on the job due to incidents other than the employee’s negligence or 

horseplay, may receive their full paycheck from the District in exchange for turning in all salary 

checks received through Worker’s Compensation, for actual time off up to a period of six (6) 

months.  Extensions to this policy may be granted by the Fire Chief. 

TRAVEL AND TRAINING 

Certain travel and training is necessary and advantageous to the District’s operation.  Travel 

expenses are included in the annual budget.  Those trips not included in the regular Fire District 

budget must have the approval of the Fire Chief and the Board. 

The following expenses are eligible for reimbursement: 

1. Travel to and from the destination in the most economical and timely manner (for travel 

by privately owned vehicle, the federal mileage amount allowed per mile will be 

reimbursed).  This amount shall be adjusted by the Fire Chief annually based on the 

Consumer Price Index or by federal law. 

2. The actual costs for meals during travel to and from the conference and during the 

conference, but not to exceed $30.00 per day.  This amount may be adjusted annually by 

the Fire Chief, based on the Consumer Price Index. 

3. Tuition and registration fees for the course, conference, or convention attended. 

4. Other necessary travel expenses with prior approval from the Fire Chief. 

5. Daily transportation to and from the work area is not compensated.  

 

Should advance reimbursement be desired, as request for reimbursement should be filed with 

the Fire Chief at least one week prior to departure.  Each employee is responsible for keeping 

receipts to support the expense reimbursement requested and to make sufficient notes and reports 

concerning the conference to the appropriate officials so as to provide the District with a written 

record of the benefits received from the conference. 

 

STANDARDS OF CONDUCT AND DISCIPLINARY ACTION 

HARASSMENT 

The Fire District will not tolerate harassment of an employee on the basis of race, sex, color, 

religion, age, national origin or disability, sexual orientation, gender identity, pregnancy, 

childbirth or pregnancy-related conditions, color, or any other non-meritorious factors.  Any 

employee subjected to harassment on these bases is strongly encouraged to follow the procedures 

provided for sexual harassment complaints outlined below.  The Fire District is committed to 

investigating claims of harassment on these bases, as well as taking corrective measures in 

response to claims determined to be valid. 
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 It is illegal and against District policy for anyone to sexually harass a Fire District employee.  

Sexual harassment encompasses a wide range of behaviors, including sexual attention, sexual 

advances, request for sexual behaviors, and other verbal, visual, or physical conduct of a sexual 

nature.  Examples of sexual harassment may include, but are not limited to the following: 

1.  Making unwelcome sexual advances, or request for sexual favors, or other verbal or physical 

conduct of a sexual nature a condition of an employee’s continued employment. 

2.  Making submission to or rejection of such conduct the basis for employment decisions 

affecting the employee. 

3.  Creating an intimidating, hostile or offensive work environment by such conduct. 

4.  Implying or threatening adverse employment actions if sexual actions are not granted. 

5.  Promising preferential treatment in return for sexual favors. 

6.  Subtle pressure for sexual activity. 

7.  In appropriate touching of any individual. 

8.  Offensive remarks, including unwelcome comments about appearance, obscene jokes, or other 

inappropriate use of sexually explicit or offensive language. 

9.  The display of sexually suggestive objects or pictures. 

10. Disparaging remarks about a person’s gender or preference. 

11. Spreading stories about a person’s sexual conduct or preference. 

12. Questions about a person’s sexual activity or preference. 

13. Physical aggression such as pinching or patting. 

14. Verbal sexual abuse disguised as humor. 

15. Obscene gestures. 

16. Horseplay or bantering of a sexual or off-color nature. 

17. Other actions of a sexual nature that affect the terms and conditions of a person’s 

employment. 

18. Conduct or comments consistently targeted at only one gender, even if the content is not 

sexual. 

 

 Any employee who believes he/she has been the subject of sexual harassment is strongly 

encouraged to report the alleged act within 48 hours after the alleged harassment occurs to any 

management personnel of the Fire District. 

 All complaints alleging acts of sexual harassment shall be reduced to writing and signed by 

the employee making the complaint.  The complaint shall describe the conduct and identify any 

witnesses.  All employees are encouraged to cooperate in the investigation of any complaint of 

sexual harassment. 

 An investigation of a complaint of sexual harassment will be undertaken immediately.  The 

investigation will be conducted in a discreet manner, protecting confidentiality to the extent 

possible.  All participants involved in the filing and investigation of the complaint shall refrain 

from discussing the complaint with any persons except those who are directly related to the 

incident. 

 Any employee or agent of the Fire District who has been found, after appropriate 

investigation, to have sexually harassed another employee will be subject to appropriate sanctions 

and discipline up to and including termination, depending on the circumstances.   

 We encourage any employee to raise questions he/she may have regarding discrimination or 

harassment with the District Chief. 

 Retaliation against an individual who a) indicates that sexual conduct is unwelcome; b) 

reports sexual harassment; or c) participates in an investigation of sexual harassment is strictly 

forbidden.  Retaliation against such an employee constitutes discrimination in the terms and 
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conditions of employment and is a violation of State and Federal law and Fire District policy.  

Any act of retaliation should be reported and investigated according to the procedures described 

for reporting and investigating sexual harassment claims. 

ALCOHOL AND DRUGS 

It is the policy of the Fire District to maintain a work environment that is safe for our 

employees and others having business with the Fire District and that is conducive to high work 

standards.  This policy restricts certain items and substances from being brought onto or being 

present on the Fire District premises, and prohibits the Fire District employees and others 

working on the Fire District premises from reporting for work or from working with detectable 

levels of certain drugs and other substances in their systems. 

The term “Fire District premises” as used in this policy includes District offices, work 

locations, desks, lockers, living areas, parking lots, and any vessel, vehicle, or aircraft engaged in 

Fire District operation. 

Prohibited Items and Substances 

 

The items and substances covered by this policy include illegal drugs and other mind-

controlling substances, alcoholic beverages, “look-alike” substances, inhalants, prescription drugs 

and over-the-counter medications (except as noted below), equipment, paraphernalia, and 

literature related to illegal drug or substance use.  Employees may maintain on Fire District 

premises prescription drugs and over-the-counter medications provided: 

1) the drugs have been prescribed, if a prescription is necessary, by a doctor for the person in 

possession of the drugs; and 

2) the drugs are kept in their original container. 

Enforcement of This Policy 

 

The Fire District solicits every employee to voluntarily comply with this policy for his/her 

own safety, for the safety of other employees, and for the good of the Fire District.  Because of 

the importance of this policy, the District will from time to time take steps to ensure that it is 

being followed.  These steps will include the following: 

1) Reasonable searches of the Fire District premises and employees and others on the 

premises, including the vehicles of such persons; 

2) Urine drug screen tests and polygraph or other investigative examinations of such persons 

on the premises; 

3) Confiscation of prohibited items and substances and, where appropriate, delivery of such 

items to law enforcement authorities. 

Any employee found in possession of any of the items or substances prohibited by this policy 

shall be removed from the Fire District premises and shall be subject to disciplinary action, 

including discharge.  Any employee who, as a result of testing, is found to have identifiable traces 

of a prohibited drug or substance in his/her system, regardless of when or where the drug or 

substance entered the employee’s system, will be considered in violation of this policy, will be 

removed from Fire District premises, and will be subject to disciplinary action, including 

discharge. 

Any employee who refuses to comply with a search or investigation as described in this 
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policy will be subject to removal from Fire District premises and to disciplinary action, including 

discharge. 

Any employee who reports to work under the influence of or having identifiable traces of any 

prohibited drug or substance in his/her system will be subject to removal from District premises 

and to disciplinary action, including discharge. 

PROHIBITION AGAINST POLITICAL ACTIVITY 

No Fire District employee shall engage in the distribution or publication of materials 

approving or favoring a candidate for nomination or election to public office during working or 

office hours or in any public building.  An employee may not engage in furthering the interest of 

a candidate for public office thru the publication or editing of newspaper articles or other media 

announcements or engage in the solicitation of money for the purpose of aiding or defeating the 

election of any candidate for any public office during office or working hours.  No employee 

shall use his/her office or position for the political enhancement of any individual or group. 

 An employee may not be a candidate for the general election to hold public office in 

Wasatch County or any other full-time elective office unless the employee takes a leave of 

absence or submits a resignation from Fire District beginning the day after the Primary election. 

 Nothing contained herein shall be construed to interfere with the right of an employee to 

become a member of a political club or organization, to attend political meetings, to express an 

opinion on all political subjects and to enjoy freedom from interference in voting or to contribute 

freely to political causes. 

OUTSIDE EMPLOYMENT 

The Fire District reserves the right to approve all permanent, on-going outside employment 

for full-time permanent employees.  Prior to accepting outside employment all full-time 

permanent employees shall submit a request in writing to the Fire Chief prior to engaging in any 

outside employment.  Approval by the Fire Chief shall be contingent upon the following terms 

and conditions: 

1.  The outside employment will in no way interfere with the employee’s ability 

to meet the Fire District’s work schedule, including reasonable callback and 

stand-by assignments. 

2.  The outside employment will not be directly connected with nor contingent 

upon a representation that the employee is in any way representing the Fire 

District, either directly or indirectly. 

3.  The outside employment must not be inconsistent or inappropriate with the 

position held with the Fire District. 

4.  The outside employment will in no way interfere with the employee’s 

physical, mental, or emotional ability to fully and completely discharge the job 

duties of his/her Fire District position. 

All requests for outside employment which have been approved by the Fire Chief, at his sole 

discretion, shall be filed in the employee’s personnel file. 

GROUNDS FOR DISCIPLINARY ACTION 

All Fire District employees are expected to conduct themselves in such a manner as to bring 
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credit to themselves and to the Fire District.  To this end they are expected to be courteous and 

cooperative at all times with the customers of Fire District, their fellow employees, their 

supervisors, and others who may, for any reason, contact the Fire District.  Employees are 

expected to conduct themselves in a professional and competent manner appropriate to their 

position.  They are expected to strive for cleanliness and neatness at all times in personal 

appearance and at their work station, appropriate with their position and job duties. 

Finally, all employees are expected to be totally honest in word and conduct at all times 

during working hours.  As a result, employees are expected to never use their position, in any way 

to privately benefit another party, either thru the disclosure of confidential information, the award 

of work or procurement of supplies or the use of Fire District facilities and resources. 

The following is a list of grounds for which disciplinary action shall be taken: 

1.   Dishonesty in word or conduct. 

2. Failure to be courteous or cooperative with customers, supervisors, fellow 

  employees, or the public at large. 

3. Failure to be clean and neat in personal appearance or at the work station,  

       appropriate to the position. 

4. Failure to conduct one’s self in a professional and competent manner  

       appropriate to the position. 

5.   Unauthorized use of the Fire District vehicles or equipment. 

6.   Abuse of District vehicles or equipment. 

7.   Unauthorized performance of the Fire District services. 

8.   Acceptance of bribes or enticements. 

9. Involvement of the Fire District with creditors of employee because of 

employee’s failure to properly arrange personal financial matters, except that 

an employee shall not be discharged for garnishment arising out of any one 

indebtedness. 

10. Poor driving record, where driving is necessary in the discharge of job 

       duties. 

11.  Violation of the criminal laws of the United States, the State of Utah or Wasatch 

County. 

  12.  Neglect of job duties and responsibilities. 

  13.  Unexplained absence from work, including response to all fire calls. 

  14.  Tardiness. 

  15.  Abuse of sick leave, bereavement leave, jury duty or other paid leave. 

16.  Conduct off the job which discredits the Fire District or affects the employee’s 

ability to perform his/her duties effectively. 

17. Refusal of an employee to train or use the required safety equipment. 

18. Repeated violation of any policy set forth in this Manual. 

 

DISCIPLINARY MEASURES 

An employee whose conduct violates one of the grounds for disciplinary action shall be subject to 

one or more of the following, depending on the Fire Chief’s judgment of the severity of the offense and 

the employee’s previous performance record: 

1.   An oral warning, to be documented and be placed in the employee’s personnel file. 

2.   A written warning or reprimand, with a copy to be placed in the employee’s personnel file. 
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3.   Suspension or other time off without pay, or forfeiture of accrued leave. 

4.   Demotion to a position of lesser responsibility. 

5.   Termination. 

 The Fire District may, when it deems it to be in the best interest of the Fire District and the 

employees, suspend an employee and relieve him/her of all operational duties, with or without 

pay, pending a full investigation into alleged violations of the Standards of Conduct of the Fire 

District.  Should an employee be found innocent, he/she shall be reinstated without loss of 

seniority or credits of any kind.  

GRIEVANCE AND APPEALS PROCESS FOR EMPLOYEE 
DISCIPLINARY MEASURES 

Grievance Procedure 
 

It is the Fire District’s intent to resolve grievances fairly, properly, and at the lowest 

operational level possible.  Before an employee may appeal any disciplinary action, the 

employee must first exhaust the Fire District’s Grievance Procedure set forth herein.  

Employees may not appeal verbal warnings or written warnings.   

 

1. General Policy.  An employee may file a grievance about any perceived work 

related injustice or oppression resulting from an act, occurrence, omission, 

condition, or unfair labor practice.  Issues addressable throughout the grievance 

process include, but are not limited to: 

a. Employee-supervisor relationships 

b. Duty assignments not affecting job classification 

c. Shift and job location assignments 

d. Working conditions 

e. Practices affecting granting leave 

f. Any disciplinary action 

2. Applicability.  No temporary employee, part time employee, probationary 

employee, volunteer or elected official is entitled to use this Grievance Process. 

3. Process.   

a. Resolution Encouraged at the Lowest Levels.  Grievances should be 

resolved at the lowest administrative level possible.  Employees and 

their immediate supervisors shall attempt to resolve grievances 

informally by discussing grievance issues before any formal written 

grievance is filed.  Each employee pursuing a formal grievance must 

prepare and submit a separate written grievance/ appeal to the 

appropriate responding official.  Written grievances shall contain, at a 

minimum, the following information: 

i. Name of the employee 

ii. Date the occurrence or action underlying the grievance occurred 

iii. Nature of the grievance 

iv. Historical information related to the grievance 

v. Requested resolution 

vi. Signature of the employee filing the grievance and date filed. 
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b. Time for Filing Grievance.  Employees will be allowed a reasonable amount of 

time during work to prepare written grievances.  Employee grievances must be 

filed within ten (10) days of the occurrence or event giving rise to the grievance, 

or within ten (10) days of when the employee acquires knowledge of the 

occurrence or event giving rise to the grievance.  In the event that an employee 

determines to move to the next grievance level, the employee’s grievance must 

be filed within ten (10) days of the response that employee received from the 

preceding level of grievance.  In the event that the responding official failed to 

respond within the time allotted, the ten (10) days begins to run from the date that 

the response was due. 

c. Time for Response to Grievance.  At each level of the grievance process, after a 

responding official has received an employee grievance, the responding official 

shall have ten (10) working days to respond in writing to the grievance. 

d. Permissible Extension.  If a responding official is unable to answer the 

grievance within the specified time period due to extenuating circumstances, the 

official may take an additional ten (10) working days to answer the grievance if 

they notify the employee in writing of the exigent circumstances that the 

extension is being exercised.  If the grievance remains unresolved or the decision 

is considered unacceptable, the employee may grieve the decision to the 

responding official at the next level of the grievance process. 

e. Failure to Respond.  Absent exigent circumstances, if the responding official 

fails to respond within the allotted time, the employee may proceed to the next 

level of grievance. 

f. Issues Subject to Grievance.  Only the issues presented in the original grievance 

may be considered throughout the grievance process. 

g. Chain of Grievance.  A grievance shall be processed through the following 

chain of responding officials: 

i. Immediate Supervisor 

ii. Fire Chief 

h. Fire Chief Decision is Final.  The decision of the Fire Chief constitutes the final 

grievance level.  The Fire Chief shall issue a decision within forty-five days.  If 

the Fire Chief fails to respond within forty-five days, the grievance is deemed to 

be denied by the Fire Chief. 

i. Record of Grievance.  No document relating to a grievance shall be placed in 

the employee’s personnel file.  If any disciplinary action against an employee is 

rescinded as a result of the grievance process, the Fire Chief shall remove the 

record of the disciplinary action from the employee’s personnel file.  If any 

disciplinary action against an employee is modified as a result of the grievance 

process, the unmodified record of the disciplinary action shall be removed from 

the employee’s personnel file and the modified record of the disciplinary action 

shall be placed in the employee’s personnel file. 

 

Appeal Initiation 
 

Upon the receipt of notice of the final disposition of the Fire District grievance procedures 

outlined herein, an employee has the right to appeal the disciplinary process and action imposed 

by the Board. 




