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Recruit School Instructor Welcome

Congratulations!

You are about to enter the Albemarle County Fire Rescue recruit school (RS). In RS, you will learn a wide variety of skills
that will prepare you for delivering quality emergency services to our community. The job of a firefighter is diverse and
ever changing. Recruit school is the first step of a career full of learning.

Your recruit training will be mentally, physically, and emotionally demanding. The training will include your participation in
intensive programs such as physical fitness, emergency medical technician, firefighting, and other specialized areas. These
programs require significant study time to ensure success. In addition to studying, rest is an important component of your
success. It is wise to discuss these demands with your spouse, significant other, and children. It is important that you try to
balance any home study and rest with other family needs.

Again, congratulations on your new endeavor and may you have a rewarding and successful Recruit school.

-Recruit school instructor cadre

Recruit School Goals

e Provide recruits with a sound academic foundation in the most current and approved firefighting and Emergency
Medical Services (EMS) practices.

e Instruct recruits to perform firefighting and EMS skills safely and effectively in progressive, realistic training.

e Hold recruits to the highest standard of conduct and require them to consistently represent the standard to the
public and to their peers.

e Prepare recruits for an organizational culture that emphasizes teamwork, professionalism, personal accountability,
and respect for the chain of command within the framework of a paramilitary organization.

e Ensure recruits have the level of fitness required to effectively perform all tasks required of firefighting
professionals and to develop habits that promote health and fitness throughout their careers.

e Impart recruits with an appreciation of, and their responsibility to, the history of the fire service and ACFR

e Develop recruits to be potential ACFR leaders by teaching them to be good followers first, then increasing their
level of responsibility.
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Albemarle County Fire Rescue Mission, Vision, and Values

Mission

We will provide the highest quality services to protect and preserve the lives, property, and environment of our

community.

Vision

We envision a community where wellbeing is promoted and the quality of life for our citizens is continuously enriched.

Values

e Community: We expect diversity, equity, and inclusion to be integrated into how we live our mission.

o Integrity: We believe in honesty and doing the right thing for our customers and always honoring our

commitments.

e Innovation: We believe in embracing on-going innovation, creativity, and change for achieving continuous
improvement and results in our jobs, our organization, and our community.

e Stewardship: We believe in our role as stewards of the public trust and responsible management of all the

county's human, environmental, and financial resources.

e Learning: We believe in ongoing learning and improvement of our community, our personnel, and our

organization.
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The ACFR Way

The Albemarle County Fire Rescue (ACFR) Way is a philosophy that describes in detail the way each ACFR member,
regardless of rank or position, is expected to perform, behave, and interact with each other and the residents and
community we serve. Our personnel, frequently referred to as our family, are our greatest asset and the foundation of our
department. We each make the choice to become part of ACFR and the ACFR Way requires a constant, conscious, and
intentional effort from each of us to be successful. Success also relies heavily on leaders and seasoned personnel of our
department actively mentoring new members to foster the culture described herein.

The standards and expectations in the document are reasonable and in alignment with the County of Albemarle’s Pillars of
High Performance, County policy, ACFR’s vision and mission, ACFR’s hiring and promotional processes, as well as ACFR
policies and standard operating guidelines. The ACFR Way is a foundation from which to view one’s day-to-day
performance, commitment to the community, and commitment to Albemarle County Fire Rescue.

This is the ACFR Way.

Commitment requires loyalty, through good times and bad, to the community, the County of Albemarle, ACFR, and the
Fire & EMS Service. At ACFR, we lean into challenges and difficult conversations with honesty and integrity, becoming
stronger through the process. We are a family committed to reducing risks and enhancing the lives of those within our
community.

We are a professional fire and EMS department that delivers equitable, safe, responsive, high-quality services. The
decisions we make are consistent with these qualities. We are fiscally responsible, inclusive, skilled, physically fit, and
empathetic. With these qualities comes great personal responsibility; each member accepts this responsibility upon
joining ACFR, carrying it through retirement.

The ACFR Way is founded upon three pillars that make up our philosophy. These pillars are described in detail below
and are practiced by everyone chosen to become a member of the ACFR family.

Culture | Professionalism | Ethics

How we treat people | How we perform our job | How we conduct ourselves

The full ACFR Way document is included as an attachment to this manual.
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Executive Staff
Name

J. Dan Eggleston
Heather Childress
John Oprandy
Emily Pelliccia
David Puckett

Alyssa Mezzoni

Senior Staff
Name

Matt Ascoli
Philip Burkett
John James

Scott Lambert

Howard Lagomarsino

Shawn Maddox
Jeff Snead

Dan Spearin
Chip Walker

Meade Whitaker

Department and Recruit School Leadership

Title

Fire Chief

Deputy Chief-Member Services

Deputy Chief-Emergency Management
Deputy Chief-Community Risk & Resilience
Deputy Chief-Operations

Chief of Staff

Title

Battalion Chief-Training & Professional Development
Battalion Chief-Operations

Battalion Chief-Health & Safety

Battalion Chief-Operations

Battalion Chief-Community Risk & Resilience
Battalion Chief-Operations

Battalion Chief-Operations

Acting Battalion Chief-Operations

Battalion Chief-Logistics

Battalion Chief-Operations
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Recruit School Staff*
Name

Devon Thompson
Sean Ryan
Robert Greene
Chris Hein
Suzanne Herndon
Tate McCracken
Tommy Mulcahy
Caleb Shetler
Justin Spanka
Lucian Mirra

Jacob Roland

Title

Training Captain

Lead Recruit School Instructor
Instructor

Instructor

Instructor

Instructor

Instructor

Instructor

Instructor

EMS Education Coordinator

EMS Instructor

*Personnel listed are the primary instructors for the recruit school. There will be additional instructors

when needed.
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ACFR Stations

ACFR Headquarters (COB 5th) Station 8 (Seminole Trail)
(434)296 5833 434 973 1717

460 Stagecoach Rd. 3055 Berkmar Dr
Charlottesville, VA 22902 Charlottesville, VA 22901

Career staff 6a-6p M-F
Rescue 5 (Western Albemarle Rescue)

434 823 5103 Station 11 (Monticello)

1265 Crozet Ave 434 972 4033

Crozet, VA 22932 1515 Founders PI

No career staff Charlottesville, VA 22902
Career staff 24/7

Station 2 (East Rivanna)

434 293 6722 Station 12 (Hollymead)

3501 Steamer Rd 434 972 4150

Keswick, VA 22947 3575 Innovation Dr

Career staff 6a-6p M-F Charlottesville, VA 22911
Career staff 24/7

Station 3 (North Garden)

434 971 1583 Station 15 (Ivy)

4907 Plank Rd 434 243 7938

North Garden, VA 22959 640 Kirtley Ln

Career staff 6a-6p M-F Charlottesville, VA 22903
Career staff 24/7

Station 4 (Earlysville)

434 973 8862 Station 16 (Pantops)

283 Reas Ford Rd 434 872 4596

Earlysville, VA 22936 648 Peter Jefferson Pkwy

Career staff 6a-6p M-F Charlottesville, VA 22911
Career staff 24/7

Station 5 (Crozet)

434 823 4758 Station 17 (Scottsville Rescue)

5652 Three Notched Rd 434 872 4590

Crozet, VA 22932 805 Irish Rd

Career staff 6a-6p M-F Scottsville, VA 24590
Career staff 24/7

Station 6 (Stony Point)

434 973 7733 Station 18 (Berkmar Rescue)

3827 Stony Point Rd 434 872 4595

Charlottesville, VA 22911 3045 Berkmar Dr

Career staff 6a-6p M-F Charlottesville, VA 22901
Career staff 24/7

Station 7 (Scottsville Fire)
Engine/Tanker/Brush Truck
434 286 2841

141 Irish Rd

Scottsville, VA 24590

No career staff
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ACFR First Due Areas

Crozet Earlysville
Hollymead
Stony Point
Seminole
vy
Pantops

East
Rivanna

North Garden Monticello

Scottsville
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Recruit School Operations

Introduction

Recruit school has rules to maintain a work environment that is safe and conducive for learning. Recruits are
required to comply with all Albemarle County policies and procedures as well as the rules and regulations of
the recruit school. This document serves as a guide to ensure your success as a recruit. While in recruit
school, your training will be demanding. There will be periods of intense study and physically demanding
skills. This training is designed to prepare you to deliver quality emergency response services to the
community in a professional, efficient, caring, and skilled manner. The primary focus of ACFR is customer
service. Customer service is the thread that provides purpose and holds all areas of training together.

The material contained in this manual shall in no way conflict with the rules, regulations, and policies
adopted by ACFR. Recruits should be aware of additional governing documents such as Department and
County policies and procedures and the ACFR Way. These additional documents can be found in the Lexipol
policy database. The training cadre will do their best to ensure you understand all applicable rules,
regulations, and expectations during recruit school.

Recruit School Completion

Successful completion of the Department’s recruit school is a requirement of the probationary period for all
uniformed firefighters on the public safety pay scale. The policy defines successful completion of recruit
school, describes circumstances when a recruit could be recycled in a later recruit school and grounds for
termination should a candidate be unsuccessful.

Attendance

Recruits calling out for any reason are to notify the RS instructor cadre by phone between 0600 and 0630
in the order listed below. Recruits should give the person they called 5 minutes to return the call and can
then move to the next person listed until they reach someone. Please leave a message at each number
called. It is recommended that Recruits program the instructor cadre and Training Captain contact numbers
in their personal phones in case of emergency. Text messaging to notify of an absence is not permitted.
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Inclement Weather

In the event severe weather is forecasted, Recruit School Instructor cadre has the authority to delay, and or
cancel RS. Recruit School Cadre will notify Recruits as soon as possible if there are any changes regarding
the start time.

Daily Schedule
The daily schedule below serves as a guideline for a typical day. There will be days when Recruit School
activities deviate from this guideline.

Time Activity

0800-0830 Line-up and Inspection
0830-1130 Training (Lecture/Practical)
1130-1200 Lunch

1200-1500 Training (Lecture/Practical)
1500-1530 Clean-Up / Prepare for PT
1530-1630 PT

Recruit Chain of Command
Recruits shall follow the chain of command when faced with a question or issue they cannot address on
their own. The recruit’s chain of command flows is illustrated below.

Recruit in Charge (RIC)

Recruit school instructor cadre
Training Captain

Training Battalion Chief

PwnN e

Recruit in Charge

The lead instructors will appoint a RIC each Friday at the end of class. The RIC shall function as a bridge in
communication liaison between the class and the recruit school instructor cadre. The outgoing RIC will
complete a turnover to the incoming RIC. The rotation of the RIC is determined alphabetically by last name.
The RIC shall be responsible for the following:

e Foster an environment of teamwork, trustworthiness, support, and dedication to the success of the
class.

e Bridge the gap in communication between recruit school Instructors and the recruit class.

e Notify RS instructor cadre of any illnesses/injuries at morning line-up.

e Be responsible for preparing recruits for morning and evening lineup.

e Model behavior for the recruit school.

e Assist in internal conflict resolution prior to reaching out to the level of recruit school Instructor
cadre.

As a general matter, any concern about a workplace situation should first be raised with a recruit’s
immediate supervisor. It is recognized, however, that there may be occasions where the use of the
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established chain of command may not be appropriate. If an issue is of a personal nature, involves a
sensitive matter, or involves other members or supervisors, the recruit may consult directly with the Deputy
Chief of Member Services, the Fire Chief or a representative of the Human Resources Department.

Recruit Behavior and Affect
e A cooperative attitude is one of the most important attributes a recruit must possess.
e Each recruit shall adhere to ACFR’s Mission, Vision, and Values and the ACFR Way.
e Recruits shall report to work each day prepared for scheduled activities.
e Recruits shall participate in class discussions.

e Recruits shall complete all assignments accurately and on time.
e Recruits shall report to all classes and return from breaks at the assigned time.
e The use of profane language will not be tolerated.
e Recruits shall not have visitors during the day unless prior approval is obtained from the Recruit
school Instructor cadre.
e Recruits should not receive routine phone calls during the workday.
0 Inthe event of an emergency, family members can call Recruit school Instructors to contact
the recruit.
0 Ifthere is an anticipated or expected need to contact a Recruit during class time, the Recruit
should make the Recruit school Instructor aware.
e Use of personal devices during recruit school is not permitted unless explicitly told otherwise by a RS
instructor.
e Recruits shall always conduct themselves as professionals.

Probationary Status

ACFR recruits are required to successfully complete recruit school as a condition of employment and shall be
in a probationary status for twelve (12) months following the date of hire. Upon graduation from ACFR
recruit school, recruits will have satisfied the initial training requirements and will transition to the
Operations Section as an unreleased EMS provider, an unreleased firefighter and an unreleased ambulance
operator.

After graduation, recruits will be referred to as probationary firefighters (PFF). Probationary firefighters
shall complete the release process as ambulance operators, BLS EMS providers and seat 3 firefighters by the
end of the probationary period.

Integrity
Integrity is an essential part of ACFR culture. Recruits are expected to conduct themselves with integrity.

Recruits displaying a lack of integrity in any form will not be tolerated. Integrity violations may result in
removal from recruit school and termination. Examples of integrity violations include, but are not limited to:

o Lying
e Cheating, or knowledge of cheating, in any form
e Falsification or forgery of documents, including patient care reports
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e Plagiarism (the unauthorized use of and/or direct or implied claims of authorship of the works of
another author, whether the original document be in electronic, paper, or any other medium)

e HIPAA violation(s)

e Anyone caught stealing personal, Department or County property

Interactions with Others

Social Greetings
e Recruits shall address uniformed personnel by rank and last name, if known.
e Recruits shall greet all staff and visitors to the academy with a respectful and appropriate greeting.
e Civilian personnel shall be addressed as “Mr”, “Mrs”, “Ms”, “Sir” or “Ma’am”)
o If staff or visitors are engaged in conversation, do not interrupt to greet them.

Discrimination & Harassment

Albemarle County has a comprehensive policy on discrimination and harassment, P:21 Equal Employment
Opportunity, Inclusion, and Prohibition Against Discrimination, Harassment, Bullying and Retaliation.
Recruits are expected to read and understand this policy in its entirety.

e Discrimination and/or harassment of any employee by another is strictly forbidden.

e Albemarle County maintains a workplace free of discrimination based on race, national origin, color,
disability, religion, or marital status. Additionally, the County maintains a workplace free of sexual
harassment and all forms of sexual intimidation or exploitation.

e Sexual harassment may take the form of offensive sexual behavior and/or intimidation, as well as
other forms such as posters, magazines, calendars, cartoons, photographs, jokes, gestures, or
comments of sexual, hostile, or degrading nature that are not appropriate within the workplace.

e Both men and women can be harassed. All employees shall be aware that Albemarle County will act
quickly to prevent and correct such behavior. Any individual who engages in such behavior are
subject to disciplinary action up to and including dismissal from recruit school and termination.

Inclusion and Belonging
The excerpt below is from the ACFR Way, the foundational document that describes how ACFR family
members treat one another. Recruits are expected to model the behaviors described below.

ACFR’s culture is one where all members feel as though they belong. A welcoming and inclusive environment
is essential to the family atmosphere we strive to create within ACFR. This begins with how we welcome
people into our stations and onto our team. When you acknowledge and invite people into the group it
immediately begins to break down barriers and establish strong relationships.

Recognizing and embracing the value of diversity makes us a stronger, more effective, and more successful
team in everything we do. We are dedicated to reflecting and respecting diversity throughout our
organization. We foster a sense of belonging.

e We greet people with a positive and welcoming attitude/posture — particularly as a group/team

when someone joins the group/team.
e We don’t isolate ourselves or others.
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We include others in conversation and activities — seeking their contribution.

We engage in open dialogue and get to know each other while respecting boundaries, both
professional and personal. We also recognize that dialogue is imperfect and that it takes effort to
achieve dialogue.

We respect and value each other’s differences.

We have fun, but not at the expense of other people.

We do not tolerate harassment or prejudice of any kind — period.

Social Media/Networking & News Media

ACFR does not monitor members’ private pages, sites, etc., but does ask that members remain respectful
and cognizant that they are ambassadors of Albemarle County in their personal and professional lives.

Members must exercise good judgment and understand that material posted on social networking sites can
negatively reflect on ACFR and Albemarle County. What members post online is ultimately that member’s
responsibility.

Safety

Safety is a vital function of everything we do. You will receive training on procedures, equipment, and
techniques that will help you survive this dangerous job. Albemarle County Fire Rescue is committed to your
safety. Your attention to safety is essential.

Recruits shall adhere to all safety rules and practice preventative safety measures.

Recruits shall strictly adhere to fire-ground accountability procedures while performing any drills
requiring teamwork (including skill drills, search and rescue, live fire training, survival day, etc.).
Helmets will be worn when recruits are on the training ground and/or whenever a charged hose line
is in place. Chinstraps will be secured under the chin and firmly in place.

Gloves will be worn during any activity that involves tools or appliances.

Eye protection will be worn whenever there is a chance of flying debris that may enter the eye.
Disruptive behavior will not be tolerated. Recruits will not engage in behavior that may risk injury to
themselves or others through unsafe or inappropriate acts.

All instruction will come from an instructor.

Only ACFR issued protective equipment shall be worn.

Protective equipment shall be cleaned regularly. Any broken, torn, or unserviceable piece shall be
taken out of service. Recruits who place anything out of service should notify a recruit school
instructor when doing so.

Recruits shall not take their personal protective equipment home unless approved by a Recruit
school Instructor.

Uniforms, Grooming & Appearance

The full ACFR policies on uniforms and grooming, Policy 1033: Uniform Regulations and Policy 1032:
Personal Appearance Standards are added as attachments at the end of this manual. These excerpts are the
sections most commonly referred to by recruits.
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Uniforms
Recruits shall wear the Class C uniform unless told otherwise by an instructor. The uniform shall be neat,

shoes shined, and all hardware shall be present. At no time will a recruit wear only portions of the uniform
or appear unkempt.

e Recruits will be in Class C uniform for lineup and inspection at 0800.
e Recruits are required to keep one additional complete Class C uniform in their vehicle.

e Recruits must set aside one new uniform pant at home to wear for graduation. These pants shall not
be utilized until graduation.

Class C Uniform

e Blue ACFR polo

e Blue ACFR job shirt (may be worn) (temperature/weather dependent)

e Blue 4-pocket trousers

e Black leather belt with ACFR buckle

e Black boots/shoes (non-issued black or navy-blue socks required with shoes)
e County identification badge

Class E Uniform

e ACFR recruit PT t-Shirt (issued)

e Blue ACFR job shirt (issued) (temperature/weather dependent)
e Blue or black PT shorts, sweatpants, or leggings

e Athletic shoes (non-issued)

e Black, blue or white socks (non-issued)

Grooming and Appearance
Recruits shall maintain high grooming and hygiene standards.

e The hairstyle of all members shall be neat in appearance. Hair must be worn so it does not extend
beyond the top edge of the shoulder patch on the Class B uniform and cannot interfere with the
donning or doffing of personal protective equipment.

e Sideburns and mustaches will be trimmed and well-groomed. Sideburns can extend to the bottom of
the ear lobe.

e Recruits will be clean-shaven every day. Facial hair will not be allowed at points where the SCBA face
piece is designed to seal with the face. Other facial hair such as beards are not acceptable. Any facial
hair considered to be unsafe will be trimmed/shaved to eliminate the hazard.

e  Minimal jewelry is allowed.

0 Necklaces will be kept inside the shirt.

0 Wedding bands are acceptable.

0 Earrings may be worn but will be subject to safety evaluations by the Recruit school
Instructor cadre. They must be in accordance with the ACFR uniform/grooming policy.
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e Recruits must be clean (i.e., showered) and in the designated uniform when reporting to the
classroom.
e Hats may not be worn indoors.

Health and Wellness

Physical Training Program

The Physical Training (PT) program for recruits is designed to develop a variety of capabilities and strengths.
The program will be designed to have a built-in conditioning, strength, and flexibility adjustment period. The
initial weeks will be to gauge Recruits to see what adjustments are necessary. Advancement into more

strenuous and challenging workouts will be based upon the Recruit’s progress.

Initial workouts will be body weight workouts, light jogs, plyometrics, and resistance bands. Later workouts
will incorporate structural PPE workouts, weights, and sprint conditioning. To expand on physical training,
structural PPE on air will be incorporated as well as heavier weights, extended jogs, and sprints.

Each recruit will go through an initial PT assessment and Functional Movement Screening. These
assessments will give the Recruit school Instructor cadre a baseline of a Recruit’s physical ability and
conditioning. Each Recruit will also go through one additional assessment to track progress. The goal for
each assessment is to improve upon the previous assessment.

The assessment will consist of:

e 2-milerun
e pull-ups

e push-ups
e squat test

Participation in PT is required. Recruits unable to complete PT will meet with the Training Battalion Chief
and Training Captain to determine the most appropriate course of action.

Injuries and lliness
e Recruits shall immediately report any injury or illness to the recruit school instructor cadre.

e The Recruit shall make all necessary communications to the Nurse Hotline and complete all
necessary forms as directed.
e  While attending the academy, it is strongly recommended recruits refrain from engaging in activities
that could compromise their ability to complete recruit school. These include, but are not limited to:
0 Part-time employment
0 Fire and rescue participation outside of Albemarle County.
0 Unassigned physical fitness training outside of work hours (cross fit, power lifting,
competitive sports, etc.)
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Smoking
Smoking, use of e-cigarettes/vaping, tobacco use and smoking marijuana by ACFR uniformed personnel both

on and off duty is prohibited.

Drug and Alcohol-Free Workplace

Below is an excerpt from the Albemarle County Drug and Alcohol-Free Workplace Policy, P:06 which
describes the purpose and motivation for the policy. Recruits are expected to read and understand the
policy in its entirety.

Albemarle County has a vital interest in maintaining a safe, healthful, and productive environment for its
employees. The use of alcohol or illegal drugs or unlawful use of prescription drugs undermines the quality of
job performance endangers co-workers and brings discredit to the County. The County will not tolerate the
possession or use of illegal drugs, alcohol, or the unlawful use of prescription drugs by its employees in any
job-related context and is committed to the eradication of such substances from the workplace. This policy is
not intended to prevent employees from participating in social functions outside of county facilities where
alcohol may be served. For the purpose of this regulation, illegal drugs shall mean any controlled substance
or imitation controlled substance whose unauthorized manufacture, distribution, dispensing, possession,
consumption, use or sale is prohibited by federal or state law. “Unauthorized use of prescription drugs”
means use of a drug by anyone other than the person for whom the drug was prescribed or any manner that
is prohibited by federal or state laws.

Any County employee determined to have violated this policy will be subject to disciplinary action up to and
including dismissal.

All County employees shall be responsible for reporting any evidence of the use of drugs or alcohol by staff to
their department head. All such reports shall be thoroughly investigated and reported to the County
Executive or designee and appropriate action will be taken as necessary.

Sleeping
Between 0800hrs and 1630hrs, while on duty, including EMS call collection, recruits shall not sleep. This

includes all areas of the ACFR stations, classrooms, training grounds, to include parking lots, and while
traveling in any Albemarle County vehicle.

Recruit School Areas

Classrooms
e The classroom and associated bathrooms shall always be kept clean.
e If a recruit needs to stand up during class for any reason, they will move to the back of the
classroom as to not cause a distraction.
e The recruit class will be issued a guidon. The care and maintenance of the guidon is the
responsibility of the recruit class.
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After morning line up is completed, recruits will remain standing at their table until told to be
seated.

Eating and/or chewing gum in the classroom is not allowed without prior approval from a recruit
school instructor.

Drinks in the classroom will only be allowed in a water bottle (issued) or coffee mug.

Coffee maker (provided) for the class is an exception.

Coffee grounds/pods are not issued and is the responsibility of the recruits to provide if desired.
Reading material that is deemed inappropriate will not be permitted in the classroom.

Recruits must adhere to all adopted policies for the Albemarle County and ACFR.

A refrigerator and microwave will be furnished for recruit use. It is the responsibility of the recruits
to keep the refrigerators and microwaves clean.

The refrigerator and microwave will be cleaned out, by recruits, every Friday by the end of the day.

Personal Vehicles

Recruits will not go to their personal vehicles during work hours unless approved by a recruit school
instructor.

Recruits should ensure their personal vehicles are always secured.

ACFR is not responsible for the loss of personal items.

Recruits shall not eat lunch in their personal vehicles.

Recruits shall not leave the grounds of the academy for the duration of recruit school for any reason
without prior approval from a recruit school instructor.

Recruits will park in designated areas only.

Court Related Actions

Recruits shall notify the Lead Instructor verbally and in writing as soon as possible and no later than 24-
hours after occurrence, of any of the following:

Receive a summons for a traffic or criminal violation

Receive a summons to court where job-related information is expected to be provided

Custodial arrest

Named as a defendant (for any felony, Class 1 or 2 misdemeanors, or equivalent offenses within the
United States or its territories)

Named as the respondent in a protective order

Resignation

If a recruit finds it necessary to resign from ACFR while attending recruit school, a written notice of intent to
resign should be submitted to the Fire Chief through the Training Captain. Upon separation from the
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County, employees must return all County property issued or created during employment within five (5)
business days.
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Recruit School Academic and Practical Training

Emergency Medical Services Phase

Curriculum
The curriculum is based on requirements and standards from the following organizations:

e Virginia Office of Emergency Medical Services

e National Registry of Emergency Medical Technicians
e TEEX Fire and Emergency Services

e Federal Emergency Management Administration

Class Schedule

A course schedule is distributed for the educational program. This will be provided in print and online
versions. Changes may be made to the schedule as necessary.

If it becomes necessary to cancel a class session (e.g., inclement weather), the Training Captain and/or
instructor cadre will notify the recruits.

Textbooks & Required Materials

Jones & Bartlett Navigate 2 Premier Access for Emergency Care and Transportation of the Sick and Injured,
12th edition. Texts and supporting material will be provided.

Testing & Grading

The recruit’s overall score will be determined by rounding the total percentage based on the nearest tenth
of a point. Recruits must complete the EMS Phase with a minimum score of 80% and pass all practical
assessments. Recruits who already possess the certification are required to maintain the minimum score of
80% but are not required to repeat the certification exam.

e Example: A score of 79.5% and greater will round to a score of 80%
e Example: A score of 79.4% or less will round down to a score of 79%
e Practical Assessments
0 Adult medical
O Adult trauma
0 Pediatric
e Recruits will have one hour to complete quizzes and exams
e When taking the Emergency Medical Technician certification examination, Recruits will adhere to
the time limit established by the National Registry of EMTs and the Virginia Office of EMS.
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e [f arecruit does not receive a passing grade on the National Registry of Emergency Medical
Technicians exam, they will have one additional testing opportunity to pass the exam.

Practical Assessments

ACFR skills evaluations will consist of a series of skills stations designed for a Recruit to demonstrate
competency with required knowledge, skills, and abilities. The ACFR skills evaluation will consist of multiple
skill stations. These stations are to be completed in succession, while simulating as real as possible, the skills
required to perform on an emergency incident.

Fire Phase

Curriculum
The curriculum is based on requirements and standards from the following organizations:

e National Fire Protection Agency (NFPA): 1001; “Standard for Firefighter Professional Qualifications”,
4th edition
e Virginia Department of Fire Programs (VDFP)

Class Schedule

A course schedule is distributed for the educational program. This will be provided in print and online
versions. Changes may be made to the schedule as necessary.

If it becomes necessary to cancel a class session (e.g., inclement weather), the Training Captain and/or
instructor cadre will notify the recruits.

Textbooks & Materials (texts and materials will be provided)

Jones & Bartlett Navigate 2 Premier Access for Fundamentals of Fire Fighting Skills, 4th edition.

Testing & Grading

The recruit’s overall score will be determined by rounding the total percentage based on the nearest tenth
of a point. Recruits must complete the Fire Phase with a minimum score of 80% and pass all practical
assessments. Recruits who already possess the certification are required to maintain the minimum score of
80% but are not required to repeat the certification exam.

e Example: A score of 79.5% and greater will round to a score of 80%
e Example: A score of 79.4% or less will round down to a score of 79%
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e Practical Assessments
0 Hose line deployment & advancement

0 Search

O Ladder deployment
0 Ventilation

0 Forcible entry

0 Knots

e Recruits will have one hour to complete quizzes.

e When taking the Firefighter | certification examination, recruits will adhere to the time limit
established by the Virginia Department of Fire Programs.

e [f arecruit does not receive a passing grade on the Virginia Department of Fire Programs Firefighter |
exam, they will have one additional testing opportunity to pass the exam.

Practical Assessments

ACFR skills evaluations will consist of a series of skills stations designed for a Recruit to demonstrate
competency with required knowledge, skills, and abilities. The ACFR skills evaluation will consist of multiple
skill stations. These stations are to be completed in succession, while simulating as real as possible, the skills
required to perform on an emergency incident.

Fire Phase Decontamination Procedures and Safety Equipment

e  Recruits will wash turnout gear weekly and report necessary repairs to the RIC.

e Recruits are expected to utilize ‘body wipes’ (provided) after all evolutions that take place within the
burn building.

e Recruits will maintain the red jump bag for emergency use and ensure that it is transported to all
training locations.

Supplemental Training Phase

This curriculum focuses on applying classroom studies and practical skill development for the field
environment. Additionally, recruits will obtain CPST (child safety seat installation technician). This course
applies classroom studies and practical skill development.

Grading

The recruit’s overall GPA will be determined by rounding the total percentage up or down based on the
nearest tenth of a point. Recruits must complete the Supplemental Training Phase with a minimum score of
80% and pass all practical assessments.

e Example: A score of 79.5% and greater will round to a score of 80%
e Example: A score of 79.4% or less will round down to a score of 79%
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VDFP Emergency Vehicle Operations Course (EVOC)

EVOC will consist of one (1) week of training. At the end of this training recruits will take the VDFP
written and practical EVOC Il exam.

0 The written examination has a one (1) hour time limit.
EVOC is pass/fail.
If a recruit is unsuccessful in passing either exam, they will be given one (1) opportunity to retest no
earlier than ten (10) days from the date of their failed exam.

Introduction to Low Angle Rescue (LAR)

LAR will consist of two (2) days of training.

There is no written or practical exam at the conclusion of class.

Recruits will take one (1) combined quiz for LAR and PVO that counts towards the cumulative
Supplemental Training Phase score.

Passenger Vehicle Operation Technician (PVO)

PVO will consist of three (3) days of training.

There is no written or practical exam at the conclusion of class.

Recruits will take one (1) combined quiz for LAR and PVO that counts towards the cumulative
Supplemental Training Phase score.

Child Protective Seat Technician (CPST)

CPST will consist of five (5) days of training. At the end of this training, Recruits will take the CPST
written and practical exams.

Recruits must achieve a passing score of 84% or better to be successful.

If a recruit is unsuccessful in passing either exam, they will be given one (1) opportunity to retest.
Recruits will take three (3) quizzes that will count towards the cumulative Supplemental Training

Phase score.

In addition to the quizzes noted above, there will be additional opportunities for graded assignments during
this phase.
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EMS Phase

Recruit School 25

January 21 - March 21, 2025

Class |

Date

Hours

Chapters/Skills

\ Homework \Instructor

Week 1

Tuesday
Jan 21

0830-0930

0930-1500

Course access
First Class
Paperwork/CPR

Chapters 1,2

MIRRA

Wednesday
Jan 22nd

0830-1130

Chapters 1 & 2
EMS System
Workplace Safety &
Wellness

1200-1500

Lab Prep PPE & Bag

Chapters 3,4

RYAN

Cadre

Thursday
Jan 231

0830-1130

Chapters 3 & 4
Medical, Legal, and
Ethical Issues,
Communications &
Documentation

1200-1500

Lab
Prep/Airway/Med

Chapters
5,7,8

RYAN

Cadre

Friday
Jan 24t

0830-1130

Chapters 5,7 & 8
Medical Terminology
Life Span &
Development
Lifting and Moving
Patients

Chapter 6

Start ICS-100

RYAN

1200-1500

Lab- Medical
BLS Medications

Cadre

Week 2

Monday
Jan 27t

0830-1130

EXAM 1
(Chapters 1-5,7,8)
Chapter 6
The Human Body

Upload CPR

Chapter 10

RYAN

1200-1500

Lab-Airway
I-gel, OPA, NPA, Suction

Cadre

Tuesday
Jan 28t

0830-1130

Chapter 10

Patient Assessment

Chapter 11

RYAN

1200- 1500

Lab — Medical

Pt Assessment

Cadre
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Wednesday
Jan 29t

0830-1130

Chapter 11

Airway Management

1200-1500

Lab —Trauma
Back boarding &
Splinting

Chapter 12

RYAN

Cadre

Thursday
Jan 30t

0830-1130

Chapter 12
Principles of
Pharmacology

1200-1500

Lab-Trauma
Bleeding Control

Chapters
14 &9

Finish ICS 100
Begin ICS 200

RYAN

Cadre

Friday
Jan 31

0830-1130

Chapter 14

BLS Resuscitation

1200-1500

Lab — Medical
Assessment & Radio
Reports

Chapter 13

Upload ICS 100

Cadre

Cadre

Week 3

Monday
Feb 3

0830-1130

EXAM 2
(Chapters 6,9-14)
Chapter 13
Shock

1200-1500

Lab

Medical assessments
Trauma assessments

Chapter 16

Clinical
rotations
begin

RYAN

Cadre

10

Tuesday
Feb 4th

0830-1130

Chapter 16
Respiratory
Emergencies

1200-1500

Lab
Ventilator training
Airway assessment &
management

Chapter 17

RYAN

Cadre

11

Wednesday
Feb 5t

0830-1130

Chapter 17
Cardiovascular
Emergencies

1200-1500

Lab — Medical
Cardiac medications &
assessments

Chapter 18

RYAN

Cadre

12

Thursday
Feb 6

0830-1130

Chapter 18

Neurologic Emergencies

1200-1500

Lab

Trauma assessments
Medical assessments

Chapter 19

Finish ICS 200

RYAN

Cadre

13

Friday
Feb 7th

0830-1130

Chapter 19
GI/GU Emergencies

1200-1500

Lab
Medical & Airway

Chapter 15 &

20

Upload ICS 200
Start ICS 700

RYAN

Cadre
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Week 4

14

Monday
Feb 10t

0830- 1130

EXAM 3
(Chapters 13,15-19)
Chapter 20

Endocrine & Hematologic
Emergencies

1200-1500

Lab —Trauma
Penetrating Trauma &
Amputations

Chapter 21

RYAN

Cadre

15

Tuesday
Feb 11t

0830 1130

Chapter 21
Allergy & Anaphylaxis

1200-1500

Lab — Medical

Allergic reactions
Anaphylaxis reactions

Chapter 22

RYAN

Cadre

16

Wednesday
Feb 12th

0830-1130

Chapter 22

Toxicology

1200 -1500

Lab —Trauma
Rapid extrication
Back-boarding

Chapter 23

RYAN

Cadre

17

Thursday
Feb 13th

0830-1130

MCI/TRIAGE

1200-1500

IAFF Cancer
Presentation

Finish ICS 700
Start ICS 800

MIRRA

WHITAKER

18

Friday
Feb 14t

0830-1130

Chapter 23

Behavioral Health
Emergencies

Chapter 24
Upload ICS
700
Begin ICS 800

RYAN

1200-1500

Lab
Airway and Medical

Cadre

Week 5

19

Monday
Feb 17th

0830-1130

EXAM 4
(Chapters 20-23)
Chapter 24

Gynecologic Emergencies

1200-1500

Lab

Chapter 25

Cadre

20

Tuesday
Feb 18th

0830-1130

Chapter 25

Trauma Overview

1200-1500

Lab-Medical

Chapter26

RYAN

Cadre

21

Wednesday
Feb 19t

0830-1130

Chapter 26
Bleeding

1200-1500

Lab-Trauma
Tourniquets, intro to
MARCH assessments

Chapter 27

RYAN

Cadre
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Chapter 27

. o Chapters
22 Thursday 0830-1130 Soft Tissue Injuries 58 & 29 RYAN
Feb 20t T Finish ICS
1200-1500 -ap-irauma 800 Cadre
Slips, trips, & falls
Chapters 28 & 29 Chapter 30
Friday 0830-1130 Face/Neck Injuries Upload ICS RYAN
23 Feb 215t Head/Spine Injuries 800
1200-1500 Lab-Trauma BegTG%WR' Cadre
Week 6
EXAM 5
0830-1130 | (Chapters 24-29) RYAN
24 Monday Chapter 30 Chapter 31
Feb 24th Chest injuries
Lab
1200 -1500 ) Cadre
Medical Assessments
0830-1130 Chapter 31 RYAN
Tuesday Abdominal & GU Injuries
25 Feb 25th Lab Chapter 32
1200-1500 Airway Assessments Cadre
Trauma Assessments
Chapter 32
Wednesday 0830-1130 Orthopedic Injuries RYAN
26 Feb 26 Lab Chapter 33
€ 1200-1500 a Cadre
Trauma Assessments
Chapter 33 Chapter 34
57 Thursday 0830-1130 Environmental RYAN
Feb 27t Emergencies Finish AWR-
1200-1500 Lab 160 Cadre
Chapter 34
0830-1130 Obstetrics & Neonatal Chapter 35 RYAN
)8 Friday Care
Feb 28th LAB Upload AWR-
1200 - 1500 Medical assessments 160 CADRE
OB
Week 7
EXAM 6
. 0830-1130 | (Chapters 30-34) ) RYAN
79 Monday Chapter 35 Chapters
March 3 Pediatric Emergencies 36 & 37
1200 -1500 LAB CADRE

Medical assessments
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Chapters 36 & 37
0830-1130 Geriatric Emergencies RYAN
30 Tuesday Patients w/Special Chapters
March 4% challenges 38-41
LAB
1200 - 1500 Trauma Assessments CADRE
Medical Assessments
Chapters 38-41
Transport Operations
Wednesd 0830-1130 Vehicle Extrication RYAN
31 ednes :;y Incident Management REVIEW
March 5 Terrorism Response
** ASSESSMENT**
1200 - 1500 * %K PREP*** CADRE
32 Thursday 0830-1130 *FINAL REVIEW* RYAN
March 6t 1200 -1530 **FINAL EXAM** Review RYAN
END OF CLASS
33 Friday 0830-1130 PAPERWORK Review MIRRA
March 7t ASSESSMENT PREP
1200-1500 ASSESSMENT PREP Review CADRE
Week 8
Monday Terminal Competency .
34 March 10th 0830-1600 EXAM Review CADRE
Tuesday Terminal Competency .
35 March 11th 0830-1600 EXAM Review CADRE
Wednesday Terminal Competency .
36 March 12th 0830-1600 EXAM Review CADRE
Terminal Competency . CADRE
37 I\;g:‘cr;dla;{h 0830-1600 EXAM (re-tests) Tesljs'g”
ATT Letters P MIRRA
Friday . Test Sign
38 March 14t 0830-1600 NREMT Written Up NREMT
Week 9
Monday
39 March 17th 0830-1500 PHTLS PHTLS CADRE
40 Jauri;dfgth 0830-1500 PHTLS PHTLS | CADRE
41 Y\V/Iz‘:::i‘;fg' 0830-1500 TECC TECC CADRE
Thursday
42 March 20t 0830-1500 TECC TECC CADRE
43 MaF:'C‘:]a;' (s | 0830-1500 RTF RTF CADRE

Page | 30




Fire Phase Recruit School 25 March 24 - June 26, 2025
Date Hours Chapter Lecture & Skills ‘ Homework | Exam/Quiz
Week 1
Chapters 1, 2 Chapter 3,
Monday The Fire Service, Firefighter UEI;I:d
0800-1600
March 24th Card,
Health & Safety L
Driver's
License
Tuesday Chapters 3, 4 Chapter 5,
0800-1600
March 25th Personal Protective Equipment 7
Chapters 5, 7
Wednesd Fire Behavior, Fire
ednesday A
March 26th 0800-1600 Extinguishers
Student teachbacks
Groups3 &4
Chapters 5, 7
Thursd Fire Behavior,
ursday . -
March 27th 0800-1600 Fire Extinguishers Chapter 6
Student teachbacks
Groups 1 & 2
Friday Chapter 6
March 28th 0800-1600 Building Construction Chapter 11
Week 2
Monday EXAM 1 EXAM 1
March 31st 0800-1600 Chapter 11 - Ladders Chapter10 | | APTERS 1-7
Tuesda
! . y 0800-1600 Chapter 10-Forcible Entry Chapter 8,
April 1st 9
Wednesday Chapters 8,9
April 2nd 0800-1600 Ropes and Knots, Hand Tools Chapter 14
Thursd Chapter 14
ursaay 0800-1600 apter Chapter 21
April 3rd Water Supply Systems
Friday Chapter 21
. 0800-1600 . . Chapter 12
April 4th Wildland & Ground Cover Fires
Week 3
EXAM #2
Monday EXAM 2
April 7th 0800-1600 Chapter 12 Search & Rescue Chapter 13 | Chapters 6, 8-11,
14,21
Tuesday I Chapterl5,
April 8th 0800-1600 Chapter 13 Ventilation 16
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Chapter 15, 16 Fire Hose,

Wedr.1esday 0800-1600 Appliances, Nozzles, Supply Line Chapter 17,
April 9th . 18
and Attack Line
Thursd Chapter 17, 18 ch 19
ursday . , apter 19,
April 10th 0800-1600 Firefighter Suppression & 20
Survival
Chapter 19, 20
Friday 0800-1600 Salvage & Overhaul, Fi
April 11th alvage verhaul, Fire
Fighter Rehabilitation
Week 4
EXAM #3 EXAM #3
Monday .
April 14th 0800-1600 Search Technique & Thermal CHAPTERS 12, 13,
Imaging Camera (TIC) work 15-20
Tuesda
=saay 0800-1600 Lines, Ladders, Search Study for
April 15th final
Wednesday 0800-1600 Lines, Ladders, Search Study for
April 16th final
Thu.rsday 0800-1600 Ladder.Entrie.s & StuFiy for
April 17th Headfirst Exits final
Frid
riaay 0800-1600 VES Scenarios Study for
April 18th final
Week 5
Monday FINAL EXAM FINAL EXAM
) 0800-1600 )
April 21° Lines, Ladders, Search All Chapters
Tuesday .
April 22nd 0800-1600 Forcible Entry
Wednesday .
April 23rd 0800-1600 Lines, Ladders, Search
Thursday .
. 0800-1600 Scenarios-Prep for State Burn
April 24th
Friday
. 0800-1600 VDFP STATE LIVE BURN
April 25th
Week 6
Monday 0800-1600 RIT Familiarization
- iliarizati
April 28th
Tut?sday 0800-1600 CR&R Presentation
April 29th
Wednesday .
0800-1600 S
April 30th cenarios
Thursday Review for VDFP State Test
0800-1600 . .
May 1st Written + Practical
Frid
raay 0800-1600 VDFP STATE TEST
May 2nd
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Week 7-Supplemental Training Courses Start

Monday

May 5th 0800-1600 FF Rescue Scenarios
Tuesday 0800-1600 Low Angle Rescue
May 6th 8
Wednesd
'\tjlar;e;thay 0800-1600 Low Angle Rescue
Thursday Passenger Vehicle
0800-1600
May 8th Operations/Technician
Friday 0800-1600 Passenger Vehicle
May 9th Operations/Technician
Week 8-Live Fire Week
Monday . .
May12th 0800-1600 Live Fire Week
Tuesday 0800-1600 Live Fire Week
May 13th
Wednesday . .
May 14th 0800-1600 Live Fire Week
Thursday . .
0800-1600 Live Fire Week
May 15th
Friday . .
May 16th 0800-1600 Live Fire Week
Week 9 Hazmat
Monday 0800-1600 Hazmat Week
May 19th
Tuesday
0800-1600 Hazmat Week
May 20st
Wednesday 0800-1600 Hazmat Week
May 21st
Th
ursday 0800-1600 Hazmat Week
May 22nd
Friday 0800-1600 Hazmat Week
May 23rd VDFP STATE TEST
Week 10
Monda
v Off for Memorial Day
May 26th
Tuesday . .
May 27th 0800-1600 Live Fire VES, RIT/MAYDAY
Wednesday -
May 28th 0800-1600 Live Fire VES
Thursday . .. .
May 29th 0800-1600 Fireground Decision Making
Friday Fireground Decision Making
May 30th 0800-1600 Stairwell Operations
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Week 11 EVOC

Monday Emergency Vehicle Operator's
June 2nd 0800-1600 Course (EVOCQ)
Tuesday Emergency Vehicle Operator's
0800-1600
June 3rd Course (EVOC)
Wednesday Emergency Vehicle Operator's
June 4th 0800-1600 Course (EVOCQ)
Thursday Emergency Vehicle Operator's
0800-1600
June 5th Course (EVOC)
Frid Emergency Vehicle Operator's
riaay 0800-1600 Course (EVOC)
June 6th
VDFP STATE TEST
Week 12 Car Seat
Monday Car Seat Technician Course
0800-1600
June 9th
Tuesday .
0800-1600 Car Seat Technician Course
June 10th
Wednesday 0800-1600 Car Seat Technician Course
June 11th
Thursday .
0800-1600 Car Seat Technician Course
June 12th
Friday 0800-1600 Car Seat Technician Course
June 13th Car Seat event
Week 13 Live Fire Training
Mond
onaay 0800-1600 Live Fire Training
June 16th
Tuesday 0800-1600 Live Fire Trainin
June 17th Ve Fire Training
Wednesd 0800-1600 Survival Day Lecture
ednesday
lune 18th AM .Clean.BB
1900-TBD Survival Night
Thursd
arscay 0800-1600 Off for Juneteenth
June 19th
Friday 0600- TBD Survival Night
June 20th ! '8
Week 14 Admin Week
Monday .
0800-1600 Admin Week
June 23rd
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Tuesday

RS transition to Ops with DCs
Puckett and Childress

June 24th 0800-1600 1200-?
Admin Week
Wednesday 0800-1600 Admin Week
June 25th
*Graduation*
Beginning at 1800 Hours
Thursday . .
0800-1900 Monticello High School
June 26th

1400 Independence Way,
22902
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The Albemarle County Fire Rescue Way

Introduction

This is the ACFR Way. The Albemarle County Fire Rescue (ACFR) Way is a philosophy that
describes in detail the way each ACFR member, regardless of rank or position, is expected to
perform, behave, and interact with each other and the residents and community we serve. Our
personnel, frequently referred to as our family, are our greatest asset and the foundation of our
department. We each make the choice to become part of ACFR and the ACFR Way requires a
constant, conscious, and intentional effort from each of us to be successful. Success also relies
heavily on leaders and seasoned personnel of our department actively mentoring new members
to foster the culture described herein.

The standards and expectations in this document are reasonable and in alighment with the
County of Albemarle’ Pillars of High Performance, County policy, ACFR’s vision and mission,
ACFR’s hiring and promotional processes, as well as ACFR policies and standard operating
guidelines. The ACFR Way is a foundation from which to view one’s day-to-day performance,
commitment to the community, and commitment to Albemarle County Fire Rescue.

This is the ACFR Way

Commitment requires loyalty, through good times and bad, to the community, the County of
Albemarle, ACFR, and the Fire & EMS Service. At ACFR, we lean into challenges and difficult
conversations with honesty and integrity, becoming stronger through the process. We are a
family committed to reducing risks and enhancing the lives of those within our community.

We are a professional fire and EMS department that delivers equitable, safe, responsive,
high-quality services. The decisions we make are consistent with these qualities. We are
fiscally responsible, inclusive, skilled, physically fit, and empathetic. With these qualities
comes great personal responsibility;, each member accepts this responsibility upon joining
ACFR, carrying it through retirement.

The ACFR Way is founded upon three pillars that make up our philosophy. These pillars are
described in detail below and are practiced by everyone chosen to become a member of the
ACFR family.

Culture | Professionalism | Ethics

How we treat people | How we perform our job | How we conduct ourselves
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Culture

Culture is the character and personality of our
organization and it can be argued that culture is
the sum of our values, traditions, beliefs,
interactions, behaviors, and attitudes. Culture is
certainly what makes our department unique,
and we believe that culture can be intentional -
and we expect our personnel to be intentional in
creating and maintaining our culture. Part of
being intentional is holding peers accountable to
the culture we desire to create — respectfully
letting others know when their decisions, actions,

or attitudes do not support our culture. It also means pointing out when individuals do not
engage in the hard conversations of holding a peer accountable. ACFR desires a thriving positive
work culture. A positive workplace attracts talent, drives engagement, impacts happiness and
satisfaction, and affects performance. With this in mind, our primary focus is supporting those
who actively represent our culture, engage in hard conversations, and make great decisions.

ACFR has adopted a Culture First philosophy. Meaning that if we focus on cultivating a positive
and inclusive culture (the root), all other aspects of our organization (the fruit) will thrive as
well. In defining our culture, we are specifically focusing on how we treat others. A positive
attitude, inclusion, respect, empathy, and tackling difficult conversations are all key attributes
that are essential to our desired culture. All ACFR members are expected to reflect these
qualities in their daily interactions with people.

PosITIVE

A positive and energetic attitude is perhaps the most critical aspect of a good culture. A positive
work environment is infectious and energizes the team, increases morale, helps one manage
stress, and increases productivity. In contrast, a negative attitude drains energy from the team
and drives out valued members. ACFR is a fun and rewarding place to be.

e We approach day-to-day work with an upbeat attitude and seek fun in our work.

e We lean into conflict; we know it’s healthy. We have difficult conversations.

e We hold each other accountable to the ACFR Way.

e We lift others up when they are down.

e We remain positive in the face of negativity — we help the group/team find the solution
and/or positive aspects of a situation.

e We approach change with an open mind and optimism.

e Our work is critical and serious; we accept that responsibility. At the same time, we have
fun where and when we can and recognize the mental and physical health benefits of
not taking ourselves too seriously.

e We avoid unproductive complaining; our complaints are focused on pragmatic solutions.
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INCLUSIVE

ACFR’s culture is one where all members feel as though they belong. A welcoming and inclusive
environment is essential to the family atmosphere we strive to create within ACFR. This begins
with how we welcome people into our stations and onto our team. When you acknowledge and
invite people into the group it immediately begins to break down barriers and establish strong
relationships.

Recognizing and embracing the value of diversity makes us a stronger, more effective, and more
successful team in everything we do. We are dedicated to reflecting and respecting diversity
throughout our organization. We foster a sense of belonging.

e We greet people with a positive and welcoming attitude/posture — particularly as a
group/team when someone joins the group/team.

e Wedon'tisolate ourselves or others.

e We include others in conversation and activities — seeking their contribution.

e We engage in open dialogue and get to know each other while respecting boundaries,
both professional and personal. We also recognize that dialogue is imperfect and that it
takes effort to achieve dialogue.

e We respect and value each other’s differences.

e We have fun, but not at the expense of other people.

e We do not tolerate harassment or prejudice of any kind — period.

RESPECTFUL

Mutual respect helps builds trust while reducing conflict. No one wants to feel like they are
being disregarded, so it is important to extend dignity and respect to everyone you encounter.
Practicing good communication skills, including active listening, helps people feel heard and
keeps conflicts from escalating. The culture at ACFR is one of respect.

e We treat others with respect, seeking to understand how they may wish to be treated.
e We start with the assumption that people have good intentions.

e We check our ego.

e We don’t let disagreements turn personal.

e We don’t gossip - won’t listen to it from others and dispel it by seeking the truth.

e We allow others to feel safe enough to express vulnerabilities.

e We suspend judgement for curiosity; we ask questions seeking to understand.

EMPATHETIC

Empathy is the ability to not only understand another person’s feelings, but to put yourself in
their shoes and imagine what they’re thinking and feeling in each situation. Empathy should be
felt not only for teammates and co-workers, but for customers as well. Our customers call us for
help when they are experiencing a crisis, and while they rely on our technical skills, they tend to
remember how we made them feel far more than what we did. We are empathetic.
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e We actively listen to connect with the feelings of others.

e We show and share emotion and feelings, particularly when related to providing quality
customer service.

e We help each other to see things from the perspective of another.

e We treat every customer as if they are the first of the day, every time.

e We are in the moment — we are right here, right now, and nowhere else.

Professionalism

Albemarle County Fire Rescue personnel have numerous opportunities each day to display
professionalism and each day we prove our value to the community. Whether it is our physical
presentation, driving, technical skills, tone of voice, or station behavior, we must always
remember that we are accountable to our co-workers and the public. The following attributes
define what professionalism looks like for our members.

CUSTOMER SERVICE

The membership of ACFR delivers unyielding professionalism and personal accountability in
every aspect of our performance. These traits represent the most distinguishing factors related
to our perpetual commitment to excellent customer service.

We will provide every customer with an experience
that is professional, empathetic, and responsive.

To define our customer is not a complex task — anyone we encounter is a customer. Our
customers may be individuals that dial 911, hospital staff, law enforcement, visitors, or
neighbors. Everyone we encounter is our customer.

Professionals don’t judge these encounters in level of importance. Professionals arrive ready,
willing, and able to assist in any endeavor, large or small, when called upon to help. It is crucial
that we understand that we are many things to many people and the services we provide cover
a very broad range. Our customers are not an interruption in our work; they are our work. We
focus on customer service.

e  We respect and value the diversity in our community by providing services to all
customers in a fair and equitable manner.

e We understand customer needs by focusing on what the customer says.

e We are consistent, honest, and responsive to our customers.

e We treat all customers with courtesy (yes, we are nicel).

e We maintain a positive attitude towards service — striving to exceed customer
expectations.

e We are an advocate for our customer.
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COMPETENT

Our customers rely on the competence of our members to provide safe, efficient, and effective
services. While building competency begins during initial training, it must continue throughout
your career. Your ability to master your craft and perform under pressure can literally mean the
difference between life and death - ours and our customers. We strive to ensure competency.

e We consider the risk(s) of our actions prior to taking them.

e We are committed to lifelong learning.

e We are innovative and look for opportunities to improve performance.

e We train like lives depend on it, because they do.

e We perform incident debriefs to identify successes and areas for improvement.
e We are open to new ideas, research, and techniques.

e We remain aware of industry changes and best practices.

e We finish what we start.

PREPARED
ACFR’s ability to provide adequate customer service depends on our operational readiness and
our operational readiness depends on our people and our equipment.

We are individually and collectively responsible for our physical and mental health. Each
member has an obligation to be as resilient and emotionally, mentally, and physically fit as
possible. We will encourage and support each other to make healthy lifestyle choices, not only
to ensure we are prepared to serve our community, but also to achieve the goal of a long and
healthy life into retirement.

Our apparatus and equipment must be inspected regularly with careful attention to detail to
ensure we are fully prepared to meet the community’s needs at any moment. In addition, daily
inspection ensures our familiarity with equipment operation and protects the community’s
considerable investment. ACFR members are always prepared.

e We maintain physical fitness through functional strength and cardiovascular training.

e We build emotional and mental resiliency through stress management and by seeking
assistance when needed (peer support, EAP, chaplain, etc).

e We are observant and take quick action when recognizing a member whose well-being
is in jeopardy.

e We take disease prevention recommendations seriously and practice good infection
control methods such as hand washing, use of PPE, and disinfection of common
surfaces.

e We maintain equipment and apparatus in good operating order by completing checks
routinely and with meticulous attention to detail.

IMAGE
We are respected, trusted, admired, and identified by our uniforms, our vehicles, and the
manner in which we serve. It is essential that we not only protect that image but build upon it.
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Maintaining a clean, professional, and consistent uniform identifies us as members of Albemarle
County Fire Rescue and invokes pride and confidence in our customers. The condition of our
apparatus and stations also reflect our image as professionals.

Social media is a powerful communication and marketing tool. When we identify ourselves as
members of Albemarle County Fire Rescue on social media, that site becomes an extension of
the workplace, not solely a personal site. Be aware of the impact of your social media footprint,
as well as the ripple effects - both positive and negative. The following is expected of every
member regarding a commitment to maintaining a positive public image.

e We maintain a clean professional uniform.

e We maintain clean apparatus and facilities with an emphasis on pride in appearance.
e We are visible and engaged in the community we serve.

e We use social media responsibly.

Ethics

Ethics comes from the Greek word ethos, meaning
character. Character is not only defined by how a
person behaves when conditions are optimal, and
life is good. It is easy to take the high road when
the path is paved, and obstacles are few or non-
existent. Character is also defined by decisions
made under pressure, when no one is looking,
when the road contains land mines, and the way is
obscured. As members of the Fire Service, we share
a responsibility to project the ethical traits of
professionalism, integrity, compassion, loyalty, and
honesty in all that we do, all the time.

When one becomes a public servant by joining the department, one’s actions becomes a
reflection of the Department. Our regard in the community can be tarnished by the actions of
just one member, and those consequences will be felt by all members. Therefore, an individual’s
conduct must always be exemplary.

For Albemarle County Fire Rescue, ethics is further defined as an understanding, commitment,
and adherence to Albemarle County’s Pillars of High Performance (Leadership Philosophy |
Values | Business Operating Principles) and the National Society of Executive Fire Officers’ Code
of Ethics. Specifically, the core values described in the County’s Pillars are integral to conducting
oneself ethically as an ACFR member. Not only is each member expected to conduct oneself
ethically, but every member is expected to hold each other accountable to these high standards
as well.
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CORE VALUES

Core values form the foundation of how we perform work and conduct ourselves. Even though
our environment may change, our values remain constant, underpinning our work and the
strategies we use to fulfill our mission.

The following core values guide the decisions and actions of all Albemarle County public
servants and should be reflected in every action of our members.

Community: We expect diversity, equity, and inclusion to be integrated into how we live our
mission.

Integrity: We value our customers and co-workers by always providing honest and fair
treatment.

Innovation: We embrace creativity and positive change.

Stewardship: We honor our role as stewards of the public trust by managing our natural,
human, and financial resources respectfully and responsibly.

Learning: We encourage and support lifelong learning and personal and professional
growth.

SUMMARY

The ACFR Way is OUR philosophy. This document supports and describes the way in which we
fulfill our mission to safely and efficiently serve the public and take care of each other. Putting
this philosophy into practice requires a constant, conscious effort from each of us. We are
members of the Albemarle Fire Rescue Department by choice — both our own AND the
Department’s. We are committed to superior service. It is this commitment to service and to
each other that has made us what we are today and will sustain us in the future.
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1000 Policy Manual

Successful Completion of Recruit School

1000.1 PURPOSE

The purpose of this policy is to define successful completion of the Department's firefighter recruit
orientation and training program, referred to as 'recruit school'. Successful completion of the
Department's recruit school is a requirement of the probationary period for all uniformed firefighters
on the public safety pay scale. This policy also outlines options for continued employment and
grounds for termination should a candidate be unsuccessful.

1000.2 SCOPE
This policy applies to all members of the Albemarle County Department of Fire Rescue (ACFR).

1000.3 DEFINITIONS
Definitions related to this policy include:

Accelerated Recruit School-Recruit school for recruits who already possess National Registry
and/or Virginia Emergency Medical Technician and IFSAC or ProBoard Firefighter | certifications.
The recruit school is structured to validate technical competency, familiarize recruits with
Department policies, practices, apparatus, and protocols. The length of an accelerated recruit
school will vary based on the specific certifications and experience level of the recruits.

Annual Leave - Leave accrued by the employee for scheduled absences per County policy P-86.

Bereavement Leave - Sick leave utilized when the employee has a death in the immediate family
per County policy P-86

Emergency Leave (EL) - Leave granted by County policy P-86. Emergency leave will be granted
as unscheduled leave only.

Full Recruit School- Recruit school structured to provide an opportunity to obtain required
certifications for employment. A full recruit school lasts approximately six (6) months.

Light Duty - When an employee is on restricted duty due to an injury or medical condition.

Probationary Period- Uniformed Fire Rescue employees have a 12-month probationary period
as outlined in personnel policy P23: Performance Review.

Recruit School- The initial training program for uniformed recruit firefighters of the Department.

Recycle- When a recruit is unable to complete their recruit school and is offered continued
employment until the next recruit school

Scheduled Leave - Any leave scheduled greater than 24 hours from the start of a shift.

Sick Leave - Leave accrued and available for use when an employee is ill per County policy P-86.
Unscheduled use of sick leave should be reserved for when an employee is unable to report to
work due to a true illness.
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Unscheduled Leave - Any leave scheduled less than 24 hours from the start of the shift.
Unscheduled leave is restricted to sick leave, FML, light duty, emergency leave, and bereavement
leave.

1000.4 CERTIFICATION REQUIREMENTS

Recruits must possess the certifications for employment as defined in the job description prior to
the completion of recruit school (5 business days before graduation). If a recruit does not receive
a passing grade on any certification examination, they will have one additional testing opportunity.

. Virginia Emergency Medical Technician-Basic
. American Heart Association Basic Life Support
. Pre-Hospital Trauma Life Support
. Virginia Department of Fire Programs

° Firefighter |

° Hazardous Materials Operations
° Emergency Vehicle Operator Course Level Il
. Federal Emergency Management Administration

° ICS 100, 200, 700, 800
. TEEX Fire and Emergency Services
o AWR 160

Successful completion of supplemental training courses taught during recruit school is also
required. These courses include but are not limited to:

. Introduction to Low Angle Rescue
. Passenger Vehicle Operation Technician
. Child Passenger Seat Technician

. Tactical Emergency Combat Care

1000.5 ASSESSMENTS

Throughout recruit school, individual recruit progress will be measured through assessments.
Assessments will focus on the practical application of knowledge, skills, and abilities taught during
the recruit school. Assessments will be conducted at the end of the EMS and Fire Phases. Recruits
must receive a passing score for each assessment. Passing scores for each assessment are
determined by National Registry Skill Sheets for EMS phase and VDFP Firefighter | Skill Sheets
for Fire Phase.

. EMS assessments consist of scenarios in three (3) categories:
1.  Adult Medical
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2. Adult Trauma

3. Pediatric
. Fire assessments consist of scenarios in six (6) categories:
1. Hose line deployment/advancement
2. Search
3. Ladder deployment
4.  Ventilation
5. Forcible Entry

6. Knots

Recruits will have two attempts to successfully complete an assessment scenario. If the recruit
is not successful on the second attempt, they will fail that scenario. Recruits will be given one
opportunity to repeat failed scenarios prior to the conclusion of the recruit school.

1000.6 ACADEMIC AND PERFORMANCE STANDARDS

Recruits are expected to maintain satisfactory academic and performance standards. Failure to
maintain satisfactory academic and performance standards can result in action up to and including
termination of employment. Satisfactory performance is defined as:

Average of 80% or better on cognitive and psychomotor testing during each phase of recruit
school; EMS, Fire, and Supplemental Training Phases.

. Must actively participate in recruit school physical training program

. Satisfactory completion of all assignments

1000.7 BEHAVIORAL STANDARDS

Recruits are expected to adhere to the County and Department Standards of Conduct as well
as the ACFR Way. Recruits should maintain a professional demeanor, be respectful, act with
integrity, and work as a team.

1000.8 ATTENDANCE
Daily attendance and active participation is expected for the recruit to be successful.

Additionally, Virginia Department of Fire Programs and the Virginia Office of Emergency Medical
Services have strict attendance requirements for their certification courses. Recruits who fail to
meet the established standards will not be eligible to take the certification courses required for
employment.

. There may be circumstances that necessitate unscheduled leave. If this happens, the
recruit should immediately contact the lead instructor of the recruit school for guidance.

. Scheduled annual leave is not permitted during recruit school.
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If, for any reason, a recruit cannot report to Recruit School at the designated time, they
must notify the Lead Instructor at least one hour before their scheduled report time.

° If a recruit fails to report on time, they will be considered tardy and subject to
disciplinary action.

° A recruit who fails to report to recruit school within 2 hours of their scheduled
time and does not notify the Lead Instructor will be considered absent without
leave and subject to termination.

If an employee is injured or has a medical condition that results in temporary work restrictions,
they may be eligible for light duty.

Candidates can apply for light duty status as described in Department policy 1206:
Light Duty

Personnel on light duty shall not participate in portions of the recruit school which
conflict with their restriction(s).

May result in removal from recruit school if the work restrictions prevent the recruit
from completing required components of recruit school.

1000.9 RECRUIT SCHOOL RECYCLE
The decision to recycle a recruit is at the sole discretion of the Fire Rescue Chief or their designee.

If a recruit is unable to complete recruit school due to a work-related injury, they may
be eligible for continued employment (recycled) until the next scheduled recruit school.

° The recruit must be released back to full-duty prior to the deadline to fill positions
for the next recruit school. The deadline for filling positions will be determined
by the Deputy Chief of Member Services and communicated to the recruit.

° If the next recruit school is not scheduled to begin within twelve (12) months
from the day a recruit is removed from their recruit school, their employment will
be terminated and will be eligible to apply in a future hiring process.

Recruits in an accelerated recruit school may be recycled to the next full recruit school
if they are unsuccessful during the accelerated program and the Fire Rescue Chief
believes they will be successful after a full recruit school.

Recruits may only be recycled once. Failure to complete recruit school on the second
attempt will result in termination of employment.

If offered continued employment as described above, the probationary period shall
extend (6) months after the successful completion of recruit school.

1000.10 TERMINATION DURING RECRUIT SCHOOL
A recruit's employment with ACFR may be terminated during recruit school for reasons including
but not limited to:

Failure to maintain academic and performance standards as described above

Copyright Lexipol, LLC 2024/01/10, All Rights Reserved. ***DRAFT*** Successful Completion of Recruit School - 4
Published with permission by Albemarle County Fire Rescue

System



Albemarle County Fire Rescue System

Policy Manual

Successful Completion of Recruit School

Failure to obtain the required minimum certifications for employment before the end

of recruit school

Failure to pass assessments in the EMS and Fire phases

Any disciplinary action

Failure to adhere to attendance expectations as described above.

Failure to adhere to the ACFR Standards of Conduct and behavioral expectations

described in the ACFR Way.

1000.11 ISSUE AND REVIEW

ISSUE EFFECTIVE REVIEW REVIEWER
12/11/2023 1/01/2024
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Standards of Conduct

1203.1 PURPOSE AND SCOPE

The purpose of this policy is to establish standards for employee conduct for the Albemarle County
Department of Fire Rescue, in support of Albemarle County Personnel Policy P-03: Standards
of Conduct.

The following standards of conduct apply to all Albemarle County Department of Fire Rescue
personnel when they are on duty, when they are in uniform on or off-duty, and when they are on
property owned or occupied by the Department or any other fire/rescue agency. Certain standards,
as identified in this policy, apply to misconduct whether it is on or off-duty, due to its significant
adverse impact on the operations of the department.

1203.2 POLICY

Operational readiness, prompt emergency response, personnel safety and citizen service are our
highest priorities and overriding concern.Department members must be committed to teamwork,
personal integrity, ethical conduct, and personal accountability for their actions.They are also
expected to demonstrate an attitude of respect for the value of life and the dignity of others, the
worth of caring, and the importance of helping the citizens and visitors of our community.

The standards of conduct are not intended to limit any member in the exercise of his/her judgment
in taking the action a reasonable person would take in extraordinary situations which are bound
to arise in the fire and emergency medical services from time to time.Much, by necessity, must
be left to the loyalty, integrity and discretion of each member.

In order to meet our professional expectations, all personnel shall present the best possible
appearance in self, apparatus, equipment, and workplace.lt is also expected that each member
demonstrate professional knowledge, skills, and abilities consistent with their position.Actions
taken should be deliberate and appropriate for the situation at hand, and be carried out with
expedience, efficiency, courtesy, and respect for others.

1203.3 GENERAL CONDUCT

(@) Personnel shall devote proper attention to the County, the department, and their
division.They shall exert their full energy and ability in the performance of their duties.
They shall not perform their duties in a careless or apathetic manner, or neglect or
fail to perform any portion of their duties required by rule, regulation, order, protocol,
common practice, or the necessities of the situation involved.

(b) Personnel shall exercise proper judgment and efficiency in the performance of their
duties.They shall refrain from conduct detrimental to the reputation, order or discipline
of the County, the department, or their division.

(c) Personnel shall conduct themselves in a professional and dignified manner and strive
to be fair and impartial in their relations with other personnel and the public.
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(d)

(e)

(f)

(@)

(h)

(i)

()

Personnel shall refrain from using language that violates any laws or County policies,
or contains personal attacks, profanity, insults, threats, discriminatory statements
based on race, nationality, sex, disability or other status, obscenity, or sexually
suggestive content.

Personnel must apply themselves to their assigned duties during the full schedule
for which they are compensated, except for reasonable periods of time provided for
personal needs.

1. Personnel are expressly prohibited from other employment or giving personal
attention to any other business while on-duty.

2. Station captains shall be responsible for structuring the work shift so that both
the needs of the County and the employee, where possible, are met.

Personnel shall respect the authority and responsibility of other personnel when
issuing or receiving orders and assignments.

Whether on or off-duty, personnel shall refrain from any violation of federal, state and
local laws, and shall not publicly advocate for the violation of any law.

Personnel shall be truthful in all communications with other personnel and the public.
Untruthfulness, particularly in the context of internal administrative investigations, shall
subject personnel to disciplinary action up to, and including, termination.

Personnel shall not be under the influence of any intoxicants while on-duty, permit the
presence of intoxicants at any station, on any official-use vehicle (with the exception
of EMS medication kits), or at any property used or occupied by the department, or
use any drug on or off-duty which is likely to negatively affect their competence while
on-duty.

Personnel shall avoid the use of County facilities or resources for the conduct of
personal activities that are not job-related, except as authorized by County and/or
Department policy.They shall not loan, sell, give away, or appropriate for their own
use any County or public property.

1203.4 STATION OPERATIONS

The general guidelines for the priority of daily station operations are:

. personnel and equipment readiness;

. emergency operations;

. public appointments and commitments;

. review of internal communications;

. training, both assigned and for personnel development;

. station maintenance; and

. other assigned duties and projects.

. Station personnel may utilize discretionary time only after the preceding priorities

are reasonably met.
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With regard to shift changes at fire rescue stations, a thorough and direct exchange
of relevant information shall occur, position for position, between the personnel
present. This information should include matters concerning the condition of the
station, apparatus, equipment, and grounds. Captains have the primary responsibility
to ensure this exchange of information occurs, and that related information is duly
recorded in the station log.

Personal visitors for on or off-duty members may be permitted for short durations,
so long as their visits do not disrupt or impede station operations. In no event may
personnel engage in sexual conduct with visitors or other members at the station
or otherwise engage with visitors in a manner that disrupts the professional work
environment of the station.

1203.5 COMMUNICATIONS

(@)

(b)

(©)

(d)

(e)

Personnel shall familiarize themselves with the contents of all communications
intended for them and distributed through official means, including the following:

1. Department Standard Operating Guidelines(SOGs), Standard Administrative
Policies (SAPs) and General Orders

2. County of Albemarle Personnel Policies
3.  Regional and Department EMS Patient Care Guidelines

Personnel shall be responsible for the completeness, accuracy, and timely dispatch
of all reports with which they are concerned.They shall refrain from intercepting
or unnecessarily delaying any reports or communications in transit.Fire and EMS
incident reports shall be completed and appropriately secured (with regard to paper
documents) as of the end of shift, unless otherwise authorized by a chief officer.

Department personnel are expected to review their work e-mail accounts on a daily
basis.

Department personnel shall not divulge investigative, legally protected, or otherwise
confidential information without proper authorization.

Whether on or off-duty, personnel shall not engage in any public speech or writing
concerning County government, the department, any volunteer fire/rescue agency, or
any of their respective members, which:

1. is defamatory, obscene, or unlawful;
2. undermines the effective operation of the organization; or

3. interferes with the maintenance of discipline.

1203.6 RESPONSIBILITIES OF OFFICERS

(@)

Officers are members of the management team of the Department and County
government. As such, they are expected to model professional standards and integrity
in their relations with subordinates. Respect, courtesy, and firm and uniform dealings
encourage loyalty. Loyalty encourages obedience and teamwork, and teamwork
ensures the promotion and maintenance of efficiency within the department.
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(b)

(©)

(d)

Officers shall enforce the authorized policies, regulations, practices, and procedures
of the Department and the County of Albemarle. They shall promptly resolve any
guestions from their subordinates relative to the interpretation of regulations or orders
and prescribe the immediate action to be taken when needed.

Officers shall have full authority to discharge their duties as authorized by the chief.
They shall not issue orders conflicting with other officers of equal or higher rank, or
interfere with their operations unless confronted by an immediate safety concern or
otherwise instructed by a superior officer.

Officers shall promptly investigate and make oral reports to their commanding officers
of any unusual occurrences concerning their assignment and when required, make
written reports containing the facts of the case and forward them promptly through
channels.
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A. PURPOSE

As a representative of the County each employee is responsible for conducting themselves in a
professional and respectful manner. The purpose of this policy is to set forth minimum
standards for employee conduct as a representative of County government. This policy applies
to all employees, as well as volunteers appointed by the Board of Supervisors to serve on
Boards and Commissions.

B. DEFINITIONS

Employees — the definition of employees in this policy are all persons working on County
property or for the County who typically have a specified pay rate and/or a written or implied
employment agreement with the organization.

Satisfactory Attendance — means regular attendance, in accordance with the requirements of
the position, and as directed by the assigned department.

C. ROLES AND RESPONSIBILITIES

Employees —Employees must familiarize themselves with and follow the County’s standards of
conduct and department directives in accordance with this policy.

Supervisors — Supervisors must ensure that expectations are communicated with their
employees and are within the guidelines of this policy. Supervisors are also responsible for
maintaining accountability for adherence to this policy.

Human Resources — HR assists employees and supervisors with interpretation of and
compliance with this policy.

D. POLICY

The County has adopted Standards of Conduct that



Q

are designed to protect the well-being and rights of all employees;

b. to ensure safe, efficient government services;

o

ensure compliance with federal and state law;
d. arein alignment with the County’s mission and vision.

This policy establishes the minimum standards of conduct expected from all County
personnel. Department heads may adopt additional standards of conduct within their
departments that are within the framework of County personnel policies. These should be
documented and communicated to employees at least annually. This requirement does not
prohibit department heads or supervisors from issuing ad hoc oral or written directives.

1. Standards of Conduct

a. Timely and regular attendance;
Employees shall refrain from abuse of County time including but not limited to
unsatisfactory attendance, tardiness, unauthorized time away from work assignments, and
abuse of paid sick leave.

b. Satisfactory work performance;
Employees shall devote proper attention to the organization, the department, and their
division. They shall exert their full energy and ability in the performance of their duties. They
shall not perform their duties in a careless or apathetic manner, or neglect or fail to perform
any portion of their duties required by rule, regulation, order, protocol, code, common
practice, or the necessities of the situation involved.

c. Appropriate attire;
Employees shall wear clothing suitable for their position, as determined by each
department head in maintaining the professional appearance of the organization. Clothing
must be clean, in good condition, free of holes or tears, and not offensive in nature.

d. Courteous and professional behavior;
Employees shall respect the authority and responsibility of other personnel when issuing or
receiving directives and assignments. Employees shall refrain from using language that
violates any laws or County policies or contains personal attacks, profanity, insults, threats,
discriminatory statements based on race, nationality, gender, disability or other protected
class, obscenity, or sexually suggestive content. Employees shall be truthful at all times.

e. Stewardship
Employees shall employ appropriate use of County property, assets, records, and resources;
Employees shall avoid the use of County facilities or resources for the conduct of personal
activities that are not job-related, except as authorized. They shall not loan, sell, give away,
or appropriate for their own use any County or public property.



f. Adherence to all County policies.

2. Consequences of Failure to Comply

Failure to adhere to County policies will result in corrective action up to and including
termination. Supervisors are required to follow P - § 32.0 Employee Discipline to ensure
consistency of practice across departments.
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1032.1 PURPOSE

The purpose of this policy is to ensure members project a uniform, professional, and approachable
image while allowing for self-expression where reasonable. Members shall maintain their personal
hygiene and appearance to ensure a professional image appropriate for this department and for
their assignment.

The procedures contained herein are intended to promote uniformity of the members of the
Albemarle County Department of Fire Rescue by addressing specific grooming items. However,
nothing herein shall limit the department's ability to address any other grooming or personal
appearance issues that may be deemed improper for members of the Albemarle County
Department of Fire Rescue.

1032.2 SCOPE
This policy applies to all uniformed members of the Albemarle County Department of Fire Rescue.

1032.3 POLICY

Itis the policy of the Albemarle County Department of Fire Rescue that all firefighter/EMS providers
meet required personal hygiene and grooming standards while on-duty or conducting official
business.

1032.4 GROOMING STANDARDS
The following appearance standards shall apply to all members except those whose current
assignment would deem them not appropriate or where the Fire Rescue Chief or the authorized
designee has granted an exception.

1032.4.1 PERSONAL HYGIENE

All members must maintain proper personal hygiene. Examples of improper personal hygiene
include but are not limited to dirty fingernails, bad breath, body odor, and dirty or unkempt hair.
Any member who has a condition due to a protected category (e.g., race, physical disability) which
affects any aspect of personal hygiene covered by this policy may qualify for an accommodation
and should report any need for an accommodation to a supervisor or the Human Resources
Department.

1032.4.2 HAIR

The hairstyle of all members shall be neat in appearance. Hair must be worn so it does not extend
beyond the top edge of the shoulder patch on the Class B uniform and cannot interfere with the
donning or doffing of personal protective equipment.
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1032.4.3 MUSTACHES

A short and neatly trimmed mustache may be worn. Mustaches shall not extend below the corners
of the mouth or beyond the natural hairline of the upper lip and cannot interfere with the donning
or doffing of personal protective equipment.

1032.4.4 SIDEBURNS
Sideburns shall not extend below the bottom of the ear, shall be trimmed and neat, and cannot
interfere with the donning or doffing of personal protective equipment.

1032.4.5 BEARDS AND GOATEES
Beards, goatees, or any hair on the chin or near the bottom lip is prohibited.

1032.4.6 FACIAL HAIR
Facial hair other than sideburns, mustaches, and eyebrows shall not be worn, unless authorized
by the Fire Rescue Chief or the authorized designee.

1032.4.7 COSMETICS
Members are permitted to wear cosmetics of conservative color and amount.

1032.4.8 FINGERNAILS

Fingernails extending beyond the tip of the finger can pose a safety hazard to members working
in the field. For this reason, fingernails shall be trimmed so that no point of the nail extends more
than 1/4" beyond the tip of the finger.

1032.4.9 JEWELRY AND ACCESSORIES
Members should be mindful of wearing jewelry that can become snagged or caught during the
performance of fire suppression duties.

Jewelry shall be limited in quantity, discreet in design, and not interfere with safety.
The following items are not permitted:

(@) Any item that extends or hangs more than a 1/4" from the part of the body from which
it is worn

(b)  Necklaces worn on the outside of the uniform shirt
(c) Ear spacers and gauges greater than 1/4"
(d) Any item that interferes with the donning or doffing of personal protective equipment

1032.5 TATTOOS

Any tattoos on the face shall be limited in quantity, discreet in design, and is subject to the Fire
Rescue Chief's approval. Cosmetic tattoos such as eyeliner, eyebrows, and lips are permitted so
long as they are natural in appearance. Any visible tattoos or brands that are inappropriate, as
determined at the sole discretion of the Fire Rescue Chief, must be covered by way of a uniform,
business attire, or neutral-colored skin patch while on-duty. Inappropriate marks may include but
are not limited to marks that exhibit or advocate discrimination; marks that promote or express
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gang, supremacist, or extremist group affiliation; and marks that depict or promote drug use,
sexually explicit acts, or other obscene material.

1032.6 BODY ALTERATION

Alteration to any area of the body visible in any authorized uniform or attire that is a deviation from
normal anatomical features and which is not medically required is prohibited. Such body alteration
includes but is not limited to:

(@) Tongue splitting.
(b) The complete or trans-dermal implantation of any material other than hair replacement.
(c) Abnormal shaping of the ears, eyes, nose, or teeth.

(d) Branding or scarification.

1032.7 RELIGIOUS ACCOMMODATION

The religious beliefs and needs of department members should be reasonably accommodated.
Requests for religious accommodation should generally be granted unless there is a compelling
security or safety reason and denying the request is the least restrictive means available to ensure
security or safety. The Fire Rescue Chief should be advised any time a request for religious
accommodation is denied.

1032.8 APPEALS

Some sections of this policy require supervisors to make determinations of a subjective
nature about what constitutes discreet, conservative, etc. If an employee feels a supervisor's
interpretation of the policy is not consistent with a reasonable person standard they may submit
an appeal in writing to the Fire Rescue Chief. The Fire Rescue Chief, or their designee, will review
the appeal and make a final determination on the interpretation of the area in question.

1032.9 ISSUE AND REVIEW

ISSUE EFFECTIVE REVIEW REVIEWER
12/11/2023 01/01/2024
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1033.1 PURPOSE
The purpose of this policy is to establish uniform regulations for members in order to enhance the
system's overall professional and positive image.

1033.2 SCOPE
This policy applies to all uniformed members of the Albemarle County Department of Fire Rescue.

1033.3 POLICY

It is the policy of the Albemarle County Department of Fire Rescue that firefighter/EMS providers
shall wear the proper uniform at all times when on-duty or engaged in ACFR-related activities.
Members shall maintain an adequate supply of uniforms to meet the needs of their assignment
and maintain the uniforms in an acceptable condition. This policy does not supersede system
regulations regarding the use of any personal protective equipment (PPE).

1033.4 DRESS UNIFORMS
Dress uniforms shall be worn as directed by the Fire Rescue Chief and when attending the

following types of events:

. Funerals and memorials
. Formal system functions, such as graduations and badge ceremonies
. Formal County functions

1033.4.1 FORMAL (CLASS A)
The formal uniform, or Class A, will consist of the following department issued items:

. Dress uniform jacket/blouse
. Light blue long sleeve dress shirt (white for captains and above)

. White undershirt (optional)

. Dress uniform pants
. Dress belt and silver buckle (gold for captains and above)
. Tie
. Dress shoes
. Black or navy socks (personal)
. Issued hardware (badge, collar pins, awards, etc)
. Dress hat (optional)
. Baseball caps are not permitted
Copyright Lexipol, LLC 2024/01/10, All Rights Reserved. **DRAFT*** Uniform Regulations - 1

Published with permission by Albemarle County Fire Rescue
System



Albemarle County Fire Rescue System

Policy Manual

Uniform Regulations

1033.4.2 SEMI-FORMAL (CLASS B)
The semi-formal uniform, or Class B, will consist of the following department issued items:

. Navy button up shirt (white for chief officers)

. Gray undershirt (white for chief officers)

. Four pocket uniform pants (EMS pants not permitted)
. Belt and department buckle

. Tie (optional with long sleeve shirt)

. Boots or shoes
. Pullover or coat (optional)
. Baseball caps are not permitted

1033.5 STANDARD WORK UNIFORM (CLASS C)

The standard work uniform shall be worn during normal business hours except as outlined in this
policy. Business hours are defined as daily from 0800 to 1800. The standard work uniform consists
of the following department issued items:

. Blue polo shirt (white for chief officers)
. Navy uniform pants

. Belt and department buckle

. Boots or shoes

. Pullover or coat (optional)

. Baseball or stocking Cap (optional)

1033.6 MODIFICATIONS TO THE STANDARD UNIFORM
The following modifications to the standard work uniform have been approved. Additional
modifications may be approved by the Fire Rescue Chief or their designee.

1033.6.1 FIRE MARSHAL'S OFFICE
The Fire Marshal's Office utilizes a modified standard uniform to differentiate themselves as law
enforcement officers. The following items may be worn as part of their standard work uniform:

. Black polo shirt or black button-up uniform shirt
. Khaki uniform pants

1033.6.2 T-SHIRTS
Issued short and long sleeve gray t-shirts may be worn as part of the standard work uniform in

the following circumstances:

. Under a polo (white undershirts are required for Chief Officers)

Copyright Lexipol, LLC 2024/01/10, All Rights Reserved. ***DRAFT*** Uniform Regulations - 2
Published with permission by Albemarle County Fire Rescue

System



Albemarle County Fire Rescue System

Policy Manual

Uniform Regulations

. Outside of normal business hours
. In place of a polo in the following circumstances:
° When a call for service is received during fitness training.
° Extended and strenuous outdoor activities such as training in PPE, hose testing,
and maintenance as directed by the company officer.

1033.6.3 SPECIAL EDITION T-SHIRTS

The department has authorized special edition t-shirts to be worn as part of the standard uniform
on Fridays to draw attention to important causes. The following t-shirts have been approved for
the timeframes noted:

. Mental health awareness (lime green)- Fridays in May and September
. Breast cancer awareness (pink)- Fridays in October
. Military appreciation (olive green)- All Fridays not listed above

1033.7 PHYSICAL FITNESS UNIFORMS

The fitness uniform shall be limited to fithess training activities and station wear outside of
normal business hours. The fitness uniform shall be covered with an appropriate work uniform or
combination of PPE and work uniform if responding to a call for service during physical fitness
training. The fitness uniform consists of the following issued items:

. Gray t-shirt

. Blue shorts or sweatpants
. Pullover or coat (optional)
. Baseball or stocking Cap (optional)

1033.8 NON-ISSUED UNIFORM ITEMS

Non-issued items must be approved by the Fire Chief or their designee prior to on-duty use.
Personnel are responsible for all costs associated with non-issued items including the initial
purchase, repair, and replacement. Non-issued items shall be conservative in color and style and
are subject to the same maintenance standards as issued items.

The following non-issued items have been approved for use while on-duty:

. Boots/shoes that are black in color and have a non-slip sole as part of the standard
uniform

. Athletic shoes as part of the fithess uniform

. Athletic shorts, sweatpants, and leggings as part of the fithess uniform

. Navy boonie hat for sun protection when working outdoors for an extended period as
directed by the company officer
. Sandals or slippers as part of station wear outside of normal business hours
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. Approved non-issued items with the ACFR logo can be found in the ACFR online store

and include:
° Baseball cap with station number
0 Boonie hat

1033.9 CIVILIAN ATTIRE

It may be appropriate to wear civilian attire while representing the Department at meetings or
non-departmental training. In all cases, members shall maintain a professional and appropriate
appearance while representing the department.

1033.10 UNIFORM MAINTENANCE
o Uniforms shall be clean, neat and in good condition and should fit well.
. Shirts shall be tucked in with the exception of the fithess uniform.
. Boots shall be zipped/tied and clean. If capable they shall be polished with black polish.

. Metal badges shall be clean and free from excessive scratches.

1033.11 UNIFORM OWNERSHIP
Department issued uniforms remain the property of ACFR and shall only be worn while
representing the Department or County in an official capacity

1033.12 ISSUE AND REVIEW

ISSUE EFFECTIVE REVIEW REVIEWER
12/11/2023 01/01/2024
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§P-21

COUNTY OF ALBEMARLE
PERSONNEL POLICY

§P-21 EEOC POLICY STATEMENT INCLUDING

A.

SEXUAL HARASSMENT POLICY

Generally

The policies contained in this section set forth provisions for initial and continuous
employment of all personnel of Albemarle County. In addition to policies established by
the Albemarle County Board of Supervisors, the division shall comply with all applicable
state and federal laws and regulations.

Equal Employment Opportunity

Albemarle County shall adhere to a policy of equal employment opportunities for all
employees. It is the policy of the Board to not discriminate against any employee
because of race, color, religion, age, sex, disability, national origin, marital status, or
physical disability except in situations where such disability will constitute an
employment liability.  Discrimination against any person shall be prohibited in
recruitment, examination, appointment, training, promotion, retention, discipline, and any
other aspect of personnel administration for any of the above-listed reasons, because of
political or religious opinion or affiliation, or because of other non-merit factors.

The statement, “Albemarle County is an Equal Opportunity Employer,” shall be placed
on all employment application forms and shall be disseminated throughout Albemarle
County. The County will abide by Section 504 of the Handicapped Rehabilitation Act
and the American’s with Disabilities Act.

Sexual Harassment
. POLICY

Sexual harassment in the workplace is prohibited by the County because it erodes
morale, impairs employees’ work ability and violates state and federal law. All
employees shall be responsible for abiding by this policy and promoting a workplace
that is free of sexual harassment.

To ensure employees are informed of the County’s Sexual Harassment Policy and
trained on their rights and responsibilities under the policy, the Department of Human
Resources (HR) will offer sexual harassment training to all new employees within 30
days of employment or appointment to the new position, and will offer training on an
ongoing basis to existing employees. It is the department director/office administrator's
responsibility to ensure new employees register for training. Additionally, all department
directors/office administrators and supervisors should periodically attend refresher
training on sexual harassment offered by HR and employees will receive a copy of the
policy periodically.
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EEOC Policy Statement including Sexual Harassment Policy (continued)
II. IDENTIFYING SEXUAL HARASSMENT

A. General Guidelines — Acts of sexual harassment shall result in disciplinary action
which may include dismissal. Under this policy, sexual harassment occurs
whenever unwelcome conduct of a sexual, sex-based or gender-based nature
affects a term or condition of employment or creates a hostile or abusive working
environment. The conduct is measured against what an objective, reasonable
woman or reasonable man, depending on the gender of the complainant, would
consider sexually harassing. The complainant need not suffer any physical injury
to be a victim of sexual harassment.

Sexual harassment may occur by a man against a woman, a woman against a
man, a man against a man or a woman against a woman. Sexual harassment may
occur by or against an employee, contractor or vendor. Sexual harassment may
occur at the workplace, or away from the workplace, and may occur during or after
work hours, if the conduct impacts the complainant’s work environment.

B. Supervisor Duties — Supervisors and department directors/office administrators
are obligated to ensure that their employees are not subjected to sexual
harassment from other employees, citizens, customers, contractors or vendors if
they know or should have known that such sexually harassing behavior was
occurring.

C. Supervisor/Subordinate Relationships — Romantic relationships between
supervisors and subordinates are never considered legally consensual and shall
result in transfer or disciplinary action, depending on the circumstances, against
one or both of the participants based on the needs of the County.

D. Consensual Relationships — Employees involved in consensual relationships
have an affirmative duty to notify the other party that continued non-work related
contact is unwelcome as a precondition to filing a sexual harassment complaint.

E. Refusal to Disclose — The County is not obligated to force an alleged victim of
sexual harassment to reveal the name of their harasser if the victim refuses to
disclose the name because the victim has talked with the harasser, resolved the
matter to their satisfaction and represented in writing that they do not want the
County to investigate the incident. However, the manner in which the County will
handle these situations will be determined only after interviewing the victim and
analyzing the facts and circumstances of each case.

F. Retaliation — Retaliation exists when an individual is discriminated against for
reporting sexual harassment or for cooperating, giving testimony, or participating in
any manner in a sexual harassment investigation, proceeding or hearing.
Retaliation is prohibited under this policy. Anyone who is being subjected to
retaliation shall report it pursuant to Section IV of the policy and it shall be
investigated and resolved in the same manner as sexual harassment complaints.
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G. Liability — In addition to facing disciplinary action from the County, employees who
engage in or permit sexual harassment, including supervisors who know or
reasonably should know that such misconduct is occurring in their workplace, may
face civil liability under federal anti-discrimination laws, such as Title VII of the Civil
Rights Act (“Title VII").

H. False Claims — False allegations of sexual harassment shall constitute violations
of the County’s standards of conduct and shall be cause for disciplinary action.

lll. FORMS OF SEXUAL HARASSMENT

A. One form of prohibited sexual harassment under this policy occurs when
someone:

(1) attempts to force an individual to submit to unwelcome sexual advances;
(2) requests sexual favors; or

(3) engages in unwelcome verbal or physical conduct of a sexual nature when
submission is made a term or condition of employment or submission or rejection
is used as a basis for employment decisions, including hiring decisions and
provision of job benefits or failure to submit alters a term or condition of
employment or results in a tangible change in employment status. Employment
decisions, terms and conditions of employment and tangible changes in
employment status may include promotions, demotions, compensation,
termination, performance appraisals, and decisions causing a significant change
of benefits, reassignment with significantly different responsibilities or disciplinary
actions.

B. Another form of prohibited sexual harassment under the policy occurs through the
creation of a hostile work environment when unwelcome conduct of a sexual or
gender-based nature unreasonably interferes with an individual's work
performance or creates an intimidating, hostile, abusive or offensive work
environment. A hostile work environment can be created when any of the following
behaviors are directed at another or when a third party overhears or observes such
behaviors. The following are examples of behavior that may create a hostile work
environment; however, generally, depending on its severity, one single isolated
incident will not result in a hostile work environment but may still result in
disciplinary action. The behaviors include but are not limited to:

1. Verbal harassment, insults, ridicule or acts of intimidation, aggression or
abuse, based on gender

2. Unwanted, intentional touching (i.e., patting, massaging, rubbing, hugging or
pinching)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Sexual or suggestive remarks about a person’s weight, body, clothing, make-
up, appearance or hairstyle

Demeaning or inappropriate sex-based terms, including intimate or offensive
nicknames

Subjecting members of one sex to disadvantageous terms or conditions of
employment to which members of the other sex are not subjected

Displaying or distributing sexually suggestive calendars, magazines, pin-ups,
graffiti, pictures, cartoons, posters, software, e-mail or jokes

Repeated or continuing use of inappropriate gestures or profanity of a sexual
nature

Telling sexual jokes or making sexual remarks, including sexual innuendo or
comments with a double meaning

Unwelcome pressure to date or engage in sexual activities
Encouraging others to make inappropriate jokes, comments or advances

Commenting to a group on an individual's identification or complaint of sexual
harassment

Commenting to a group, teasing an individual or telling lies or spreading
rumors about issues of a sexual nature

Engaging in consensual sexual activity on the job
Displaying or fondling one’s own intimate parts in front of others

Making facial expressions such as throwing kisses or licking lips or whistling at
another in a sexually suggestive manner

Asking intimate or sexually probing questions
Boasting of sexual experiences or discussing sexual activities

Giving sexually explicit notes or pictures or sexually offensive items to another
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19. Stalking an individual by following them, making repeated telephone calls, etc.,
whether during or after work hours, and either asking them for sexual favors or
otherwise harassing them

20. Requesting sexual favors, accompanied by implied or overt threats concerning
an individual’'s employment status or benefits or promise of preferential
treatment with regard to an individual's employment status or benefits

C. A third form of sexual harassment, sexual assault or battery, is prohibited by this
policy and may constitute a crime. Substantiated allegations of sexual assault or
battery constitute grounds for disciplinary action, including immediate leave without
pay of the alleged harasser pending investigation. A finding of sexual assault or
battery constitutes grounds for immediate dismissal. (Sexual assault or battery
may include but is not limited to: Unwanted kissing, grabbing, pressing against or
fondling of the intimate parts of another’s body or rape or forcing another to touch
the intimate parts of one’s body.)

IV. ENFORCEMENT PROCEDURE

A. Complaint Procedure — Any person covered by the policy who is being subjected
to sexual harassment should tell the offender to stop the behavior unless they are
uncomfortable doing so. If they are unable to tell the offender to stop or if the
conduct reoccurs after the offender has been told to stop, the person shall make a
complaint to their supervisor, department director/office administrator or HR.

If a complaint is not made within 300 days of the sexually harassing incident, the
County is not obligated to investigate but may do so if, due to the nature of the
complaint or the position of the alleged offender, the County concludes that an
investigation will further the County’s sexual harassment policy. However, if the
complainant alleges an incident against an alleged harasser that occurred within
300 days and other incidents that occurred over 300 days ago, then all such
incidents shall be considered by the investigator in determining the outcome of the
complaint.

If a complaint is made against a person who is not in the complainant’s department,
then the complainant’s supervisor or department director/office administrator shall
contact and notify HR, which shall notify the alleged harasser’s department
director/office administrator and initiate an investigation.

B. HR Notification — The department director/office administrator, supervisor (or other
person to whom a sexual harassment complaint is made) shall immediately notify
HR concerning a sexual harassment or sexual assault/battery complaint, regardless
of whether they believe the complaint is valid, in all cases.
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If the complaint is made against an employee in the HR Department, the
department director/office administrator, supervisor (or other person to whom a
sexual harassment complaint is made) shall contact the County Attorney’s Office for
guidance. The County Attorney’s Office shall evaluate the complaint and, in
consultation with the County Executive, refer the complaint to an appropriate
investigator for further action.

C. Previous Complaints — If a department director/office administrator, supervisor or
other person receives a complaint from an individual who previously complained
about sexual harassment, whether or not the new allegations are against the same
person, or if the complaint is against a person who has previously been accused of
harassment, then HR shall be notified. If the person who receives the complaint is
unsure whether a person has previously complained or previously been accused,
he shall contact HR.

D. Complaint Involving Non-Employee — If a complaint is filed by or against a
contractor or vendor or against a customer or citizen, the department involved shall
immediately notify HR. If the complaint is founded against a nonemployee, the
investigator shall take appropriate action to ensure that the harassment ceases.

E. HR Investigation — Upon notice to HR that a complaint of sexual harassment has
been filed or received, the following procedures shall be followed:

Within five (5) calendar days of receipt of the complaint, HR will issue a Notice of
Complaint to the alleged harasser.

One or more HR representatives shall conduct confidential, in-depth interviews with
the complainant, witnesses, co-workers and the alleged harasser to gather all
relevant information. After interviewing all relevant parties, the HR representative(s),
in conjunction with the County Attorney’s office, shall determine whether or not
sexual harassment has occurred based on the evidence gathered during the
investigation. The HR representative(s) shall suggest appropriate disciplinary actions
in writing, if necessary, (i) to the alleged harasser’s department director if the alleged
harasser is subordinate to a department director; (ii) to the appropriate assistant
county executive if the alleged harasser is a department director or (iii) to the County
Executive if the alleged harasser is an assistant county executive or other County
official who reports directly to the County Executive. HR shall also inform the
complainant of the final outcome of the investigation. The complaint shall be
resolved within 60 days if practicable. HR shall maintain all documents regarding
sexual harassment in a confidential manner and advise the County Attorney’s Office
of the results of the investigation once it has been concluded.
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F. Accused Rights — If accused of an act of sexual harassment, an individual: (1)
shall be notified of the complaint as soon as possible, (2) shall be entitled to respond
to the complaint; (3) shall receive discipline in conformance with the County’s
Personnel Policies and Procedures if the charges are substantiated; and (4) shall be
entitled to utilize the County’s Employee Grievance Procedure if the employee
disagrees with the disciplinary action, if the employee is eligible to file a grievance
and if the action is grievable.

G. Cooperation — All County employees are required to cooperate in sexual
harassment investigations.

H. Impeding Investigations — Impeding an investigation or otherwise covering up a
violation is prohibited.

I. Confidentiality — All participants in the investigation, including the complainant and
the alleged harasser, shall be required to keep the details and results of any
investigation confidential, unless otherwise directed under this policy. However, this
requirement shall not prevent communications with legal counsel or other legally
protected communications, and shall not in any way interfere with rights protected
under state or federal law.

J. Violation/Discipline — In determining whether a violation of the policy has occurred,
the investigator shall consider the totality of the circumstances, the nature of the act
and the context in which the incident occurred. HR will make recommendations on
situationally appropriate discipline. HR and the County Attorney’s office shall be
consulted if the department considers discipline that is different than the original
recommendation. All violations of this policy, including violation of the retaliation,
confidentiality, cooperation, impeding investigations and false/vindictive claims
provisions, shall result in disciplinary action up to and including termination in
accordance with the County’s Personnel Policies and Procedures. Any employee
who fails to report a sexual harassment incident to HR pursuant to this procedure or
who allows sexual harassment to continue or fails to take appropriate corrective
action or retaliates or discriminates against the complainant, or any other individual
who cooperates in the investigation, shall be subject to discipline, up to and including
termination. A complainant should report such a violation to HR for investigation.

K. Interim Remedial Measures — After a complaint is received, interim remedial
measures may be taken to protect the individuals involved and/or to protect the
interests of the County. Any remedial measure may be reversed or modified pending
final resolution of a complaint.

L. Follow-up — Once a complaint has been resolved, HR will follow-up with the
complainant periodically to ensure that the harassment has ceased and/or no
retaliation is occurring.

M. Files — The supervisor or department director/office administrator shall ensure that
all documents and files regarding a sexual harassment investigation are maintained



in a confidential manner and that access to such files is restricted. Sexual
harassment files shall be maintained separate and apart from any other files
containing employee information. At the time that a supervisor or department
director/office administrator leaves their position, all departmental files maintained
pursuant to this section shall be delivered to HR.

For investigations conducted by HR, all documents, files and final reports shall be
maintained in a confidential location in HR. Copies will be forwarded to the County
Attorney’s office. Upon request, the department director/office administrator and
appropriate departmental leadership will be permitted to come to HR to review the
report.

N. Grievance — Eligible employees may use the County’s Employee Grievance
Procedure for relief from acts of sexual harassment that are not resolved to the
satisfaction of the complainant. The Grievance Procedure time limits shall begin to
run after the initial investigation is completed and the complainant is notified of the
results.

O. Title VII — Individuals may also consult with the Equal Employment Opportunity
Commission concerning their rights under Title VII.

Legal References:

Civil Rights Act of 1964, as amended in 1972, Title VI, Title VII; 42 U.S.C. 2000e-z, 29
C.F.R. 1604.11 (1987); Executive Order 11246, 1965, as amended by E.O. 11375;
Equal Employment Opportunity Act of 1972, Title VII; Education Amendments of 1872,
Title IX (P.L. 92-318); 45 C.F.R., Parts 81, 86 (Federal Register June 4, 1975, August
11, 1975); rehabilitation Act of 1973; Age Discrimination in Employment Act, P.L. 95-
256; Constitution of Virginia
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Drug- and Alcohol-Free Workplace

1031.1 PURPOSE AND SCOPE

The Albemarle County Fire Rescue System prohibits the use of drugs and alcohol in the workplace
in order to provide a safer work environment for members and to protect the public’s safety and
welfare. This policy applies to all members when they are on system property or when performing
system-related business elsewhere (41 USC § 8103).

1031.2 POLICY
It is the policy of the Albemarle County Fire Rescue System to provide a drug- and alcohol-free

workplace for all members.

1031.3 GENERAL GUIDELINES
Alcohol and drug use in the workplace or on system time can endanger the health and safety of

system members and the public.

Members who have consumed an amount of an alcoholic beverage or taken any medication,
or a combination thereof, that would tend to adversely affect their mental or physical abilities
shall not report for duty. Affected members shall notify the Fire Rescue Chief or the appropriate
supervisor as soon as they are aware that they will not be able to report to work. If the member is
unable to make the notification, every effort should be made to have a representative contact the
supervisor in a timely manner. If the member is adversely affected while on-duty, the member shall
be immediately removed and released from work (see the Work Restrictions section in this policy).

1031.3.1 USE OF MEDICATIONS

Members should not use any medications that will impair their ability to safely and completely
perform their duties. Members who are medically required or need to take any such medication
shall report that need to their immediate supervisor prior to commencing any on-duty status.

1031.3.2 MEDICAL CANNABIS
Possession, use, or being under the influence of medical cannabis on-duty is prohibited and may

lead to disciplinary action.

1031.4 MEMBER RESPONSIBILITIES

Members shall come to work in an appropriate mental and physical condition. Members
are prohibited from purchasing, manufacturing, distributing, dispensing, possessing, or using
controlled substances or alcohol on system premises or on system time (41 USC § 8103). The
lawful possession or use of prescribed medications or over-the-counter remedies is excluded from
this prohibition.

Members shall notify a supervisor immediately if they observe behavior or other evidence they
believe demonstrates that a fellow member poses a risk to the health and safety of the member
or others due to drug or alcohol use.
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Members are required to notify their immediate supervisors of any criminal drug statute conviction
for a violation occurring in the workplace no later than five days after such conviction (41 USC
8§ 8103).

1031.5 EMPLOYEE ASSISTANCE PROGRAM

A voluntary employee assistance program may be available to assist those who wish to seek
help for alcohol and drug problems (41 USC § 8103). Insurance coverage that provides treatment
for drug and alcohol abuse also may be available. Employees should contact the Human
Resources Department, their insurance providers, or the employee assistance program for
additional information. It is the responsibility of each employee to seek assistance before alcohol
or drug problems lead to performance problems.

1031.6 WORK RESTRICTIONS

If a member informs a supervisor that the member has consumed any alcohol, drug, or medication
that could interfere with a safe and efficient job performance, the member may be required to
obtain clearance from a physician before continuing to work.

If the supervisor reasonably believes, based on objective facts, that a member is impaired by the
consumption of alcohol or other drugs, the supervisor shall prevent the member from continuing
work and request that a Battalion Chief respond to the location of the impaired member. The
Battalion Chief shall ensure the member is transported to a safe location and that the continuity
of system operations is maintained.

1031.7 REQUESTING SCREENING TESTS
A supervisor or Battalion Chief may request that an employee submit to a screening test under
any of the following circumstances:

(@) The supervisor or Battalion Chief reasonably believes, based upon objective facts,
that the employee is under the influence of alcohol or drugs that are impairing the
employee's ability to perform duties safely and efficiently.

(b) During the performance of duties, the employee drives a motor vehicle and becomes
involved in an incident that results in bodily injury to the employee or another person
or substantial damage to property.

(c) The employee discharges a firearm in the performance of his/her duties, excluding
training.

(d) The employee discharges a firearm issued by the System while off-duty, resulting in
injury, death,or substantial property damage.

1031.7.1 BATTALION CHIEF RESPONSIBILITY
The Battalion Chief shall ensure written records are prepared documenting the specific facts that
led to the decision to request the test, and shall inform the employee in writing of the following:

(@) The test will be given to detect either alcohol or drugs, or both.
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(b) The result of the test is not admissible in any criminal proceeding against the
employee.

(c) The employee may refuse the test, but refusal may result in dismissal or other
disciplinary action.

1031.7.2 SCREENING TEST DISPOSITION
Employees may be subject to disciplinary action if they:

(@) Fall or refuse to submit to a screening test as requested.

(b) After taking a screening test that indicates the presence of a controlled substance, fall
to provide proof, within 72 hours after being requested, that they took the controlled
substance as directed, pursuant to a current and lawful prescription issued in their
name.

(c) Violate any provisions of this policy.

1031.8 COMPLIANCE WITH THE DRUG-FREE WORKPLACE ACT

No later than 30 days following notice of any drug statute conviction for a violation occurring in
the workplace involving a member, the System will take appropriate disciplinary action, up to
and including dismissal, and/or requiring the member to satisfactorily participate in a drug abuse
assistance or rehabilitation program (41 USC § 8104).

1031.9 CONFIDENTIALITY

The System recognizes the confidentiality and privacy due to its members. Disclosure of any
information relating to substance abuse treatment, except on a need-to-know basis, shall only be
with the express written consent of the member involved or pursuant to lawful process.

The written results of any screening tests and all documents generated by the employee
assistance program are considered confidential medical records and shall be maintained
separately from the employee’s other personnel files.

1031.10 ISSUE AND REVIEW

ISSUE EFFECTIVE REVIEW REVIEWER
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