
 In compliance with the Americans with Disabilities Act, if you need special assistance to participate in a meeting, please 
contact the Secretary at 858-756-5971.  Notification 48 hours prior to the meeting will enable the District to make 
reasonable arrangements to assure accessibility to the meeting. 

All items listed on the Consent Calendar is considered routine and will be enacted by one motion without 
discussion unless Board Members, Staff or the public requests removal of an item for separate discussion and 
action.  The Board of Directors has the option of considering items removed from the Consent Calendar 
immediately or under Unfinished Business. 

RANCHO SANTA FE FIRE PROTECTION DISTRICT 
BOARD OF DIRECTORS MEETING 

AGENDA  
 

 
Rancho Santa Fe FPD        October 8, 2014                    
Board Room – 18027 Calle Ambiente  Regular Meeting 
Rancho Santa Fe, California 92067 1:00 pm PT 
 
 

 
 
Pledge of Allegiance  
 
1. Roll Call 

 
2. Special Presentation 

a. Introductions 
i) Kevin Krainock, Firefighter/Paramedic 
ii) Abigail Lloyd, Firefighter/Paramedic 
iii) Brian Salameh, Firefighter/Paramedic 

 
3. Public Comment 

 
4. Motion waiving reading in full of all Resolutions/Ordinances 

 
5. Consent Calendar 

a. Board of Directors Minutes 
i) Board of Directors minutes of September 10, 2014 
ACTION REQUESTED:  Approve 

  

RULES FOR ADDRESSING BOARD OF DIRECTORS 
Members of the audience who wish to address the Board of Directors are requested to complete a form 
near the entrance of the meeting room and submit it to the Board Clerk. 
 
Any person may address the Board on any item of Board business or Board concern.  The Board cannot take 
action on any matter presented during Public Comment, but can refer it to the Administrative Officer for 
review and possible discussion at a future meeting.  As permitted by State Law, the Board may take action 
on matters of an urgent nature or which require immediate attention.  The maximum time allotted for each 
presentation is FIVE (5) MINUTES. 
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b. Receive and File 
i) Monthly/Quarterly Reports – ACTION REQUESTED:  Information 

1) List of Demands Check 25487 thru 25570 for the period September 1 –  September 30, 2014 
totaling:  

          $   430,489.34  
Payroll for the period September 1 – September 30, 2014   $   685,060.69 

TOTAL DISTRIBUTION          $1,112,550.03 
2) Activity Reports – September 2014 
 Operations 
 Training 
 Fire Prevention 

3) District Articles 
4) Correspondence - letters/cards were received from the following members of the public: 
 City of San Diego 

5) Travel Report 
 Michel – IAFC Conference (August 13-17, 2014) 

c. Other 
i) Acceptance of Donation 
To accept a donation from Rancho Santa Fe Community Center in recognition of district personnel for 
their continued efforts to keep the community safe.  Staff Report 2014-24 
ACTION REQUESTED:  Accept 
ii) District Policies 
To review and ratify District policies as listed. Staff Report 2014-25 

1) A100.04 – Requirements for Operating District Vehicles 
2) A100.06 – Gratuities 
3) A100.08 – Use of Electronic Media 
4) A100.10 – Bell of Distinction Award Process 
5) A200.02 – Discipline/Rules of Conduct 
6) A200.05 – Harassment, Discrimination, and Retaliation Policy 
7) A500.07 – HIPPA Privacy Rules 

ACTION REQUESTED:  Ratify  
 

6. Old Business 
a. LAFCO Application – Update 
To discuss the status of application for proposed “Rancho Santa Fe Fire Protection District Reorganization”: 
Dissolution of County Service Area No. 107 (Elfin Forest/Harmony Grove) and annexation to Rancho Santa Fe 
Fire Protection District 
ACTION REQUESTED:  Information  
 

7. Resolution/Ordinance 
a. Resolution No. 2014-13 
To discuss and/or adopt Resolution No. 2014-13 – entitled a Resolution of the Board of Directors of the 
Rancho Santa Fe Fire Protection District Designation of Applicant’s Agent Resolution for Non-State Agencies 
ACTION REQUESTED:  ADOPT 
b. Resolution No. 2014-14 
To discuss and/or adopt Resolution No. 2014-14 – entitled a Resolution of the Board of Directors of the 
Rancho Santa Fe Fire Protection District Establishing Salaries and Benefits for Management Personnel Staff 
Report 2014-26 
ACTION REQUESTED:  ADOPT  
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8. New Business 
a. Budget Authorization  

To discuss and/or approve the purchase of replacement EKG Monitor/Defibrillator. Staff Report 14-27 
ACTION REQUESTED:  Authorize purchase and use ALS/CSA-17 restricted cash as funding source.  

b. Budget Authorization  
To discuss and/or approve the purchase of a replacement staff vehicle. Staff Report 14-28 
ACTION REQUESTED:  Authorize purchase.  
 

9. Oral Report 
a. Fire Chief – Michel 

i) CSA 107 Elfin Forest/Harmony Grove – Update 
ii) District Activities 

 Pancake Breakfast – October 12, 2014 at RSF1 
b. Operations – Deputy Chief 
c. Training – Battalion Chief 
d. Fire Prevention – Fire Marshal 
e. Administrative Manager 
f. Board of Directors 

i) North County Dispatch JPA – Update 
ii) County Service Area – 17 – Update 
iii) Comments 
 

10. Closed Session (Time Certain – 2pm) 
a. Potential Litigation (1) Case – CONFERENCE WITH LEGAL COUNSEL – ANTICIPATED LITIGATION 

Significant exposure to litigation pursuant to subdivision (b) of Section 54956.9: one (1) case 
 

11. Adjournment 
The next regular Board of Directors meeting to be November 14, 2014 in the Board Room located at 18027 
Calle Ambiente, Rancho Santa Fe, California. The business meeting will commence at 1:00 p.m. 



AGENDA 
RSFFPD Board of Directors  
October 8, 2014  
Page 4 of 4 
 

        RANCHO SANTA FE FIRE PROTECTION DISTRICT 
Board of Directors Regular Meeting Agenda 

Wednesday, October 8, 2014 1:00 pm PT 
 
 

CERTIFICATION OF POSTING 
 
I certify that on October 3, 2014 a copy of the foregoing agenda was posted on the District’s website 
and near the meeting place of the Board of Directors of Rancho Santa Fe Fire Protection District, said 
time being at least 72 hours in advance of the meeting of the Board of Directors (Government Code 
Section 54954.2) 
 
Executed at Rancho Santa Fe, California on October 3, 2014 
 
 
___________________________________________ 
Karlena Rannals 
Board Clerk 



RANCHO SANTA FE FIRE PROTECTION DISTRICT 
REGULAR BOARD OF DIRECTORS MEETING 

MINUTES – September 10, 2014 
 
 
President Ashcraft called to order the regular session of the Rancho Santa Fe Fire Protection District Board of 
Directors at 1:00 Pm.  
 
Pledge of Allegiance 
Captain Greg Rainville led the assembly in the Pledge of Allegiance. 
 
1. Roll Call 

Directors Present: Ashcraft, Hillgren, Malin, Stine, Tanner 
Directors Absent: None  
Staff Present: Tony Michel, Fire Chief; Mike Gibbs, Deputy Chief; Fred Cox, Battalion Chief; Renee Hill, 

Fire Marshal; and Karlena Rannals, Board Clerk 
 
2. Special Presentation 

a. Burn Institute 
Joanie Ewing, Director of Marketing/Media & Sponsorships for the Burn Institute presented a trophy to 
representatives from the Rancho Santa Fe Professional Firefighters Association, Local 4349.  The trophy is in 
recognition of their efforts as the top fundraiser in North San Diego County fire agencies, raising more than 
$17,000 in one morning.  Ms. Ewing also presented a trophy to Chief Michel for winning the “01 Challenge.”  
On behalf of the Burn Institute, she conveyed her appreciation for the time and commitment that everyone 
contributed to the success of the Boot Drive.   
 
b. Certificate of Recognition 
Chief Michel recognized Captain Greg Rainville with a Certificate of Recognition for his off duty efforts in 
initiating CPR resulting in a life saved.  President Ashcraft on behalf of the Board of Directors expressed their 
appreciation for his willingness to assist a citizen in need. 

 
3. Public Comment 

No one requested to speak to the board.   
 
4. Motion waiving reading in full of all Resolutions/Ordinances 

MOTION BY DIRECTOR HILLGREN, SECOND BY DIRECTOR STINE, APPROVED on the following roll call vote to 
waive reading in full of all resolutions/ordinances: 

AYES:  Ashcraft, Hillgren, Malin, Stine, Tanner 
NOES:  None 
ABSENT: None  
ABSTAIN: None 
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5. Consent Calendar 

MOTION BY DIRECTOR MALIN, SECOND BY DIRECTOR HILLGREN, APPROVED on the following roll call vote to 
approve the Consent Calendar as submitted: 
 AYES:  Ashcraft, Hillgren, Malin, Stine, Tanner 
 NOES:  None 
 ABSENT: None 
 ABSTAIN: None 
a. Board of Directors Minutes 

i) Board of Directors minutes of August 13, 2014 
ii) Board of Directors minutes of August 26, 2014 

 
b. Receive and File 

i) Monthly/Quarterly Reports – ACTION REQUESTED:  Information 
1) List of Demands Check 25400 thru 25486 for the period August 1 –  August 31, 2014 totaling:  
          $   203,699.07  
Payroll for the period June 1 – June 30, 2014    $   484,991.93 

TOTAL DISTRIBUTION          $   688,691.00 
2) Activity Reports – August 2014 
 Operations 
 Training 
 Fire Prevention 

3) District Articles 
4) Correspondence - letters/cards were received from the following members of the public: 
 City of Santee 
 Burr  

 
6. Public Hearing 

a. Final Budget Fiscal Year 2014/2015 
President Ashcraft opened and closed the public hearing.  Karlena Rannals informed the Board that she had 
not received any written correspondence regarding the final budget. 

 
7. Old Business 

None 
 
8. Resolution/Ordinance 

a. Resolution No. 2014-12 
Ms. Rannals summarized the staff report provided which establishes committed and/or constrained fund 
balances for FY14.  She noted one typographical error, changing the fiscal year from FY14 to FY15 on page 1 
of the resolution.  She informed the board that the completion of the independent audit would occur 
September 24-25.  Staff evaluates the District’s equity (or fund balance) to ensure the appropriate reserves 
are allocated to meet the constraints of GASB 54, in addition to the long and short term financial needs of 
the District.  Resolution No. 2014-12 meets GASB 54 criteria and Exhibit A reallocates the unassigned fund 
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balances to achieve the long and short-term financial needs.  There is one recommended change that is to 
increase the operating reserve from $4.5milltion to $5.5million.   
 
MOTION BY DIRECTOR HILLGREN, SECOND BY DIRECTOR STINE, and APPROVED Resolution No. 2014-12 
entitled a resolution of the Board of Directors of the Rancho Santa Fe Fire Protection District establishing 
committed and/or Constrained Fund Balances for FY14 on a roll call vote:  
 AYES:  Ashcraft, Hillgren, Malin, Stine, Tanner 
 NOES:  None 
 ABSTAIN: None  
 ABSENT:  None  

 
9. New Business 

a. Call for Nominations to the Local Agency Formation Advisory Committee 
Chief Michel reminded the board members that the notice to submit a candidate to serve on the Local 
Agency Formation Special Districts Advisory Committee was included with the meeting material.  If a board 
member is interested in submitting their name, to inform the board clerk.   
 
b. New Deputy Chief Position 
Chief Michel presented a PowerPoint slideshow to discuss a District succession plan: and why he proposed 
to add a second deputy chief position.  He noted that within the next five years, 75% of the District’s senior 
leadership might retire.  He discussed the advantage and disadvantage of promoting from within.  The 
benefit of seeking qualified candidates outside the organization, and what obstacles currently inhibit our 
current employees’ advancement to the management level.  His goal by adding the second position can 1) 
possibly change the organization’s outlook towards promoting to upper management positions; and 2) can 
help develop a more experienced workforce, by enabling the organization to become better prepared to fill 
future leadership positions.  He responded to questions from the board.  This presentation was for 
information only, and there was no action taken by the Board of Directors.   
 
c. Final Budget FY2014/2015 
Karlena Rannals, Administrative Manager reviewed and summarized the differences between the 
preliminary budget presented in June and the final budget presented at this meeting.  She reported that the 
primary differences were 

• Revenue ($12,374,000):  1) tax revenue is approximately 4.5% higher over FY14 resulting from the 
increase in assessed valuation and a stabilization in tax refunds; 2) decrease in firefighting 
reimbursement; and 3) 50% decrease in developer reimbursement. 

• Operating Expenditures ($12,828,000) 
o Personnel – increase primarily due to the addition of 4 positions (3 Firefighter/Paramedic, 

and 1 Deputy Chief) and increases in retirement and health  insurance costs 
o Other Expenditures – increases are primarily due to increased costs for services, a plan for 

software upgrades, and the purchase of replacement EKG Monitors/Defibrillators 
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• Capital ($1,542,000) – she reported that the replacement Type I fire engine was delivered and paid 
for in July, a second Type I Engine will be purchased in addition to one replacement staff vehicle 
during the fiscal year.   

 
She responded to questions from the board.  

 
MOTION BY DIRECTOR MALIN, SECOND BY DIRECTOR TANNER, and CARRIED 5 AYES; 0 NOES; 0 ABSENT; 0 
ABSTAIN to approve Fiscal Year 2014/2015 Budget as presented. 
 
d. Budget Authorization 
Chief Gibbs summarized the staff report provided.  He stated that staff seeks the authorization to proceed to 
upgrade RSF1 Fire Station telephone system that will integrate directly into the districts’ existing 
communications infrastructure.  He expects that this new system will significantly increase efficiency and 
effectiveness by streamlining and improving communications between RSF1 and our administrative offices.  
Staff responded to questions from the board. 
 
MOTION BY DIRECTOR TANNER, SECOND BY DIRECTOR STINE, and CARRIED 5 AYES; 0 NOES; 0 ABSENT; 0 
ABSTAIN to 1) approve the phone upgrade for RSF1 Fire Station; 2) select Golden Telecom as the vendor to 
purchase and install all equipment; and 3) authorize the fire chief to execute any agreements. 
 

Ten-minute recess 
10. Oral Report 

a. Fire Chief – Michel 
i) CSA 107 – Elfin Forest/Harmony Grove – Update:  he informed the board that to date, there haven’t 

been any negotiations between District and County personnel about the finances for reorganization. 
ii) LAFCO Application – Update:  the application to reorganize with CSA 107 (Elfin Forest/Harmony 

Grove Village) was submitted after the last special board meeting. LAFCO has 30 days to notify the 
District if the application is complete or incomplete.  He does not anticipate a notice of an 
incomplete application.   

iii) Horn’s office staff ride:  Chris Champine, Senior Policy Advisory for Supervisor Bill Horn toured the 
district with staff to discuss the district’s issues with eucalyptus trees and fire safe councils. If 
additional fire safe councils are created, the opportunities to obtain grants improve.   

iv) District Activities: 
 Fire Prevention Week – October 4, 2014 – there is a planned open house at the 4S Ranch Fire 

Station from 9am – noon. 
 Pancake Breakfast – October 12, 2014 at RSF1 from 8 – 11 am.   

b. Operations – Deputy Chief 
Chief Gibbs summarized the previous month activity.  The district call volume increased 1%.  He 
distributed the seasonal outlook report and reported that fuel moistures continue to decline.  He did not 
report on any significant activity, however, he did inform the board that there are nine district personnel 
in northern California as a part of strike teams or single resources. 
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He reminded the board that they asked staff to solicit “out of the box” ideas to improve our ability to 
respond during the wildfire season.  One of those ideas solicited was the possibility of moving a 
helicopter closer to the fire district.  He reported that the County is in partnership with San Diego Gas & 
Electric who has a Type 2 helicopter.  He has successfully worked with all parties associated with this 
resource and staff from the Olivenhain Water District to position this resource on “red flag” days at the 
Olivenhain dam.  The cost of using this resource for an incident is that the first four hours are free.  
Beyond that, the District or the State would pay for it if it were in SRA land.  All parties are excited about 
moving forward with the proposed plan.   
 

c. Training – Battalion Chief 
Chief Cox reported for Chief Davidson summarized the training activity for June/July.  It included: 
i) Hose Lays 
ii) EMS Continuing Education 
iii) Transformer sponsored by SDG&E 

d. Fire Prevention – Fire Marshal 
FM Hill summarized the activity for the previous month.  She reported that the removal of dead and 
dying trees is progressing will.  The RSF Association has been cooperative with the removal of trees.  
Weed abatement notices continue to be sent, with a total to date of 293 notices sent.   

e. Administrative Manager 
i) No report 

f. Board of Directors 
i) North County Dispatch JPA – Update: Ashcraft – no report.  The next meeting is scheduled for 

December 4, 2014.   
ii) County Service Area – 17 – Update:  Hillgren – no report.  The next meeting is scheduled for 

November 4, 2014.  
iii) Comments 
 Tanner – conveyed his appreciation for the assistance he needed for a car seat installation. 

 
11. Closed Session 
Pursuant to the following Government Code Section, the Board of Directors convened in Closed Session from 
3:15 – 4:37 pm for discussions on the following: 

a. With respect to every item of business to be discussed in closed session pursuant to Section 54957: 
PUBLIC EMPLOYEE EMPLOYMENT CONTRACT 
Title:  Fire Chief 
NOTE:  All members of the Board and Chief Michel attended the Closed Session 
 

Upon reconvening, President Ashcraft reported that the board discussed the subject and took no action.   
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12. Adjournment 

Meeting adjourned at 4:39 pm. 
 
 
 
____________________________________________ _________________________________________  
Karlena Rannals James H Ashcraft 
Secretary President 



Rancho Santa Fe Fire Protection District List of Demands ~ September 2014

Check Amount Vendor Purpose

25487 $11.99 4S Ranch Gasoline & Carwash LP Car Wash

25488 $442.50 Accme Janitorial Service Inc Building ADMIN

25489 $3,885.20 All Star Fire Equipment, Inc. Apparatus Tools/Equipment Repair & Safety Clothing (Protective)

25490 $1,613.48 AT&T Calnet 2 Telephone RSF1/2/3/4/ADMIN & NCDJPA

25491 $3,000.00 Atlas Pumping Service Inc Building RSF1/2/3/4

25492 $249.75 Blend Outside Printing & Binding

25493 $136.73 Complete Office of California Inc Office Supplies

25494 $2,561.00 County of SD/RCS 800 MHz Network Admin Fees & CAP Code Paging Service-Monthly Svc

25495 $31.87 Daniels Tire Service Inc Repair - ID 0384

25496 $793.55 Disaster Management Systems Inc CSA-17 Contract

25497 $715.26 East Penn/Brodings Battery Warehouse Inc Scheduled - ID 0311

25498 $107.50 FailSafe Testing Apparatus Tools/Equipment Repair

25499 $367.20 Fire ETC Inc Boots Safety

25500 $1,785.00 Fitch Law Firm Inc Legal Services

25501 $152.00 Golden Telecom Inc Telephone Repair

25502 $218.34 Home Depot, Inc
Station Maintenance - RSF3/4/Training Tower, Landscape Maintenance 

Supply & Audio/Visual Supplies

25503 $1,126.58 Jauregui & Culver Inc Refuel Facility Repair & Miscellaneous Reimbursable

25504 $117.90 Kratz Truck & Tire - Mobile Repair - ID 0311

25505 $2,012.60 Mallory Safety & Supply LLC Firefighting Foam

25507 $336.96 Motorola Solutions Inc Radio Equipment Minor

25508 $1,780.48 Olivenhain Municipal Water District Water RSF2/3/4

25509 $2,199.56 San Diego Gas & Electric Elec/Gas/Propane RSF1/3

25510 $700.00 Santa Fe Irrigation District NCDJPA

25511 $350.00 SDCFCA Association Dues

25512 $14,840.00 Shirley Fay Anderson Consulting Services

25513 $1,490.51 SoCo Group Inc Gasoline & Diesel Fuel

25515 $489.44 TelePacific Communications Telephone ADMIN

25516 $59.00 Terminix International Building RSF2

25517 $526.42 ThyssenKrupp Elevator Inc Elevator Service

25518 $83.59 Time Warner Cable Cable Service - Admin

25519 $24.60 U P S Shipping Service

25520 $14,877.61 U S Bank Corporate Payment System Cal-Card./IMPAC program

Prepared by Alicea Caccavo 1 of 3



Rancho Santa Fe Fire Protection District List of Demands ~ September 2014

Check Amount Vendor Purpose

25521 $2,384.63 Uniforms Plus Uniform - Safety Personnel & Boots Safety

25522 $90.69 United Imaging Office Supplies

25523 $2,090.18 Waste Management Inc Trash RSF1/2/3/4, NCDJPA & RSF Assn - Patrol

25524 $141.51 Willis, Erwin L. Computer Equipment/Parts Reimbursement

25525 $5,500.00 WinTech Computer Services Consulting Services

25526 $140.00 Wood, Tim Education/Training Reimbursement

25527 $6.00 4S Ranch Gasoline & Carwash LP Car Wash

25528 $113.00 A to Z Plumbing Inc Building RSF2

25529 $1,531.08 All Star Fire Equipment, Inc. Safety Clothing (Protective)

25530 $349.63 AT&T Calnet 2 Telephone RSF1/2/4/ADMIN & NCDJPA

25531 $452.81 Blend Outside Printing & Binding

25532 $515.00 Caccavo, Alicea I. Education/Training Reimbursement

25533 $89.97 Complete Office of California Inc Office Supplies

25534 $2,378.85 Direct Energy Business - Dallas Elec/Gas/Propane RSF1

25535 $4,096.88 Fire ETC Inc
Safety Clothing (Protective), Safety Equipment, Apparatus Tool/Equipment 

Replacement & Station Maintenance - RSF-1

25537 $11,530.06 Golden Telecom Inc Admin Phone System

25538 $411.00 Liebert Cassidy Whitmore Legal Services

25539 $590.64 Lincoln National Life Ins Co Disability/Life Insurance

25540 $2,700.00 MGM Plastics, Inc. Type I Engine 2014

25541 $200.00 Michel, Tony J Telephone ADMIN Reimbursement

25542 $50,087.10 North County Dispatch JPA Dispatching

25543 $9,533.31 San Diego Gas & Electric Elec/Gas/Propane RSF1/2/4/ADMIN

25544 $4,246.44 SoCo Group Inc Gasoline & Diesel Fuel

25546 $12.30 U P S Shipping Service

25547 $1,080.00 Wood, Tim Education/Training Reimbursement

25548 $6.99 4S Ranch Gasoline & Carwash LP Car Wash

25549 $3,490.53 All Star Fire Equipment, Inc.
Safety Clothing (Protective) & SCBA Maint & Repair/ Flow Test/ Hydro Test

25550 $7,966.00 ARS American Residential Inc Building RSF2

25551 $234.82 AT&T Telephone RSF1/2/3/ADMIN

25552 $858.00 C.A.P.F. Disability/Life Insurance

25553 $153,544.89 CalPERS PERS (Employer Paid)

Prepared by Alicea Caccavo 2 of 3



Rancho Santa Fe Fire Protection District List of Demands ~ September 2014

Check Amount Vendor Purpose

25554 $592.07 Complete Office of California Inc Office Supplies

25555 $61.99 Cox Communications Telephone RSF3

25556 $1,450.52 Daniels Tire Service Inc Repair - ID 0881

25557 $450.76 Dept of Forestry & Fire Protec Station Maintenance - RSF 2/4

25558 $179.54 Enternmann-Rovin Co Inc. Uniform - Prevention Fire Marshal

25559 $3,796.57 Guardian Life Insurance Co Medical Insurance

25560 $54,104.93 Health Net Medical Insurance

25561 $21,594.15 Kaiser Permanente Medical Insurance

25562 $99.26 Napa Auto Parts Inc Apparatus Parts & Supplies

25563 $8,897.51 North County EVS Inc Scheduled - ID 0311/0312/0262/9611 & Repair - ID 0262/0561/0811

25564 $195.00 Skyriders Window Cleaning Inc Building ADMIN

25565 $2,370.00 Symphony Asset Pool XVII LLC Cielo HOA Fees

25566 $221.00 Terminix International Building RSF1/3/4/ADMIN & NCDJPA

25567 $12.30 U P S Shipping Service

25568 $625.32 Uniforms Plus Uniform - Safety Personnel & Boots Safety

25569 $1,166.40 United Imaging Office Supplies

25570 $532.18 Verizon Wireless MDT Broadband + ATN Line

EFT88 $104.83 Taber, Julie FP - Local Conference/Seminars Reimbursement

Various $10,576.08 Medical Reimbursements Various

Subtotal $430,489.34

15-Sep-14 373,416.86 RSF Payroll

30-Sep-14 308,643.83 RSF Payroll

Subtotal 682,060.69

Grand Total $1,112,550.03

Prepared by Alicea Caccavo 3 of 3



September 30, 2014 RANCHO SANTA FE FIRE DISTRICT OPERATIONS REPORT 
 

 

2014 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec YTD Responses 
Responses 204 217 218 249 263 218 239 271 235       2,114 
YTD 204 421 639 888 1,151 1,369 1,608 1,879 2,114       2% 

2013 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec YTD Responses 
Responses 221 228 212 206 258 261 242 224 222 228 210 225 2,737 
YTD 221 449 661 867 1,125 1,386 1,628 1,852 2,074 2,302 2,512 2,737 4% 

2012 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec YTD Responses 
Responses 179 183 205 208 205 240 231 257 264 218 227 221 2,638 
YTD 179 362 567 775 980 1,220 1,451 1,708 1,972 2,190 2,417 2,638 11.12% 

2011 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec YTD Responses 
Responses 194 193 198 205 205 177 198 232 202 190 190 190 2,374 
YTD 194 387 585 790 995 1,172 1,370 1,602 1,804 1,994 2,184 2,374 -3% 

2010 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec YTD Responses 
Responses 276 179 167 229 184 196 199 210 203 193 194 226 2,456 
YTD 276 455 622 851 1,035 1,231 1,430 1,640 1,843 2,036 2,230 2,456 4.7% 
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September 30, 2014 RANCHO SANTA FE FIRE DISTRICT OPERATIONS REPORT 
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September 30, 2014 RANCHO SANTA FE FIRE DISTRICT OPERATIONS REPORT 
 

 

 

 

Significant Incidents/Overhead Assignments 
DATE Incident/ Location TYPE UNIT/PERSON MISC 

September 16 La Granada & Rambla De Las Flores Multi Patient Veh. Acc. Rescue Response 5 Patients 
September 16 “King” Fire – Placerville Vegetation Fire Type III S/T  
September 17 “King” Fire – Placerville Vegetation Fire OES Type I S/T  
September 17 “King” Fire – Placerville Vegetation Fire Brandow - FEMP  
September 19 Via De La Valle & Canche De Golf Rescue Vehicle Accident Rescue Response  
September 21 Mt. Israel Place Structure Fire 1st Alarm $338,000 loss 
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Fire Prevention Monthly Staff Report
September 2014

Comparison 2013/2014 Total Monthly Hours/Activities

2013 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Activities 1487 1658 2077 2150 2217 2677 2981 2772 2007 2375 1710 1503
Hours 241.40 230.15 385.33 329.17 347.97 388.33 736.1 516.18 434.48 446.22 283.17 253.95

2014 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Activities 1592 1662 1776 1958 2653 3649 5058 3997 1952
Hours 269.25 325.08 334.35 334.05 433.25 536.95 668.32 667.33 404.8

NOTE:  This summary report is not intended to capture all staff hours worked but only to  illustrate activity.
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Rancho Santa Fe Fire Protection District
Fire Prevention Bureau -Construction

September 2014

Year Res/Add Comm Total 
2010 992,844 67,239 1,060,083
2011 915,329 62,210 977,539
2012 621,659 4,126 625,785
2013 872,058 17,980 890,038

2013 YTD 674,153 17,730 691,883
2014 YTD 610,731 35,522 646,253

Comparison 2013/2014 Total Square Footage 

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
2013 47,186 70,209 30,161 133,234 23,840 175,693 47,280 117,083 47,197 56,405 115,144 26,606
2014 66,782 12,561 52,601 77,293 157,035 19,168 55,817 111,794 57,680
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Rancho Santa Fe Fire Protection District
Fire Prevention Bureau Monthly Activity Summary

September 2014

Page 3

PLAN REVIEW

RESIDENTIAL PLAN REVIEWS Number of Structures Sq Footage
 Fire Marshal 9 24,378

 Fire Inspector 0 0
Fire Inspector/Forester 9 26,374

TOTAL 18 50,752

RESIDENTIAL ADDITIONS Original Sq Footage Added Sq Footage
 Fire Marshal 16,461 5,929

  Fire Inspector 3,442 999
Fire Inspector/Forester 0 0

TOTAL 19,903 6,928

COMMERCIAL PLAN REVIEWS Number of Structures Sq Footage
 Fire Marshal 0 0

  Fire Inspector 0 0
Fire Inspector/Forester 0 0

TOTAL 0 0

TOTAL NEW CONSTRUCTION Sq Footage

Based on permitted Sq  footage Total Added 57,680

FIRE SPRINKLER REVIEWS Commercial Residential
 Fire Marshal 0 0

  Fire Inspector 0 6
Fire Inspector/Forester 3 0

TOTAL 3 6

TENANT IMPROVEMENTS Number of Structures Sq Footage
  Fire Marshal 1 20,000

  Fire Inspector 0 0
Fire Inspector/Forester 2 0

TOTAL 3 20,000

LANDSCAPE REVIEWS Number of Reviews Staff Hours
  Fire Marshal 0 0.00

  Fire Inspector 0 0.00
Fire Inspector/Forester 26 10.25

TOTAL 26 10.25



Rancho Santa Fe Fire Protection District
Fire Prevention Bureau Monthly Activity Summary

September 2014

Page 4

SERVICES PROVIDED- FIRE PREVENTION

DPLU -All Staff Number Staff Hours
     Project Availability Forms 1 1.00
     Use Permits 0 0.00
     Zaps 0 0.00
     Administrative Review 0 0.00
     Habit Plans 0 0.00
     Approval Letters 0 0.00
     CWPP/FPP 0 0.00

TOTAL 1 1.00

INSPECTION SERVICES-  All Staff Number of Inspections Staff Hours
     Undergrounds 0 0.00
     Hydros (Fire Sprinklers) 8 7.50
     Finals (Structures) 25 25.00
     Landscape 9 4.50
     Reinspections 1 0.50
     Tents/Canopy 1 0.50
     Burn Permits 2 0.50
     Department of Social Service Licensing 3 2.50
     Knox/Strobe 5 1.75
     Code Enforcement 0 0.00
     Engine Company Follow Up 0 0.00

  Misc.  0 0.00
TOTAL 54 42.75

HAZARD INSPECTIONS - All Staff Number of Inspections Staff Hours
    Weed Abatement Inspection 264 50.00
    Weed Abatement Reinspection 177 41.00
    1st Notice 105 15.50
    2nd Notice 91 21.75
    Final Notice 31 7.75
    Forced Abatement 0 0.00
    Postings 6 4.00
    Annual Mailers 0 0.00
    Homeowner Meeting 42 45.00
    WUI 0 0.00

TOTAL 716 185.00

GRADING -All Staff Number of Inspections Staff Hours

     Plan Review 14 14.00
TOTAL 14 14.00



Rancho Santa Fe Fire Protection District
Fire Prevention Bureau Monthly Activity Summary

September 2014

Page 5

ADMINISTRATIVE SERVICES- FIRE PREVENTION

SPECIAL ACTIVITIES/EDUCATION-All Staff   Number Staff Hours
    GIS Mapping 0 0.00
    CalFire Crew Projects 0 0.00
    Hazmat 0 0.00
    Emergency Response/Support  1 4.00
    Training Classes 3 16.00
    Conferences 0 0.00
    Meetings 43 63.50
    Other  0 0.00
    Supervison 0 0.00
    Fuels Reduction 0 0.00

                                                         TOTAL 47 83.50

FIRE PREVENTION  -All Staff Number Staff Hours
Incoming Phone Calls 1,365 107.83

   Correspondence 378 94.50
Consultations 63 63.00
Plan Review 65 43.50
Scanning 10 6.25
General Office 71 89.00

TOTAL 1,952 404.08

ADMINISTRATIVE SERVICES- OFFICE SUPPORT 

OFFICE COORDINATOR-PREVENTION Number Staff Hours
     Phone Calls (All Administrative Staff) Internal & External 925 46.25
     Correspondence 210 52.50
     Walk in/Counter (All Administrative Staff) 267 22.25
     Knox Application Request 8 0.67
     UPS Outgoing Shipments 2 0.17
     Plan Accepted/Routed 14.50
     Special  Projects 0 30.00
     Scanning Documents/Electronic Files 10 6.25
     Meetings: Admin/Prevention/Admin Shift 9 7.00
     Post Office Runs 17 10.00
     Deposit runs and preparations 8 8.00

TOTAL 1,456 197.58



Rancho Santa Fe Fire District 
Public Education Coordinator - Monthly Report

September 2014

Julie Taber 6

WEBSITE/INTERNET Staff Hours
Update existing info & documents: 3.0
Updated home page, news, etc 3.0

Compile & write new information: 2.0
Research potential design options 2.0

Social Media 5.0
Facebook "Fans" - 505 3.0
Twitter "Followers" - 1624 2.0

TOTAL 10.0
PUBLICATIONS Staff Hours
Design/write brochures, flyers, etc: 3.0

Station 2 Open  House 2.0
Pancake Breakfast 1.0

TOTAL 3.0
MEDIA RELATIONS Staff Hours
On-scene Public Information Officer: 0.0
Press Releases: 10.0

Eucalyptus Trees 4.0
Station 2 Open House/Pancake Breakfast 2.0
La Granada TC 3.0
LAFCO Application 1.0

Other Articles/Stories/Interviews: 5.0
Helicopter Press Conference planning 5.0

TOTAL 15.0
EDUCATIONAL PROGRAMS/PRESENTATIONS Staff Hours
Children’s Programs 19.0

Station Tour - 1 1.0
Birthday Parties- 0 0.0
FPW Prep 18.0

Adult Programs: 1.0
PulsePoint/AED upkeep 1.0

0.0
TOTAL 20.0



Rancho Santa Fe Fire District 
Public Education Coordinator - Monthly Report

September 2014

Julie Taber 7

EVENTS Staff Hours
External/Community Events: 13.0

Pancake Breakfast Prep 2.0
Open House Prep 8.0
Warriors United Car Show 3.0

Internal Events: 0.0
TOTAL 13.0

CONTINUING EDUCATION Staff Hours
Training Classes: 8.0

So Cal FPOs 8.0

Conferences: 0.0
Meetings: 6.0

Staff meetings 4.0
Shift Meeting 0.0
CSA 17 Pub Ed 2.0

TOTAL 14.0
CLERICAL Staff Hours
Prevention-related: 42.0

Mailbox, email inbox, phone calls, news clips, etc. 36.0
Phone Calls 6.0

Non-prevention/non-minute related: 24.0
TOTAL 66.0

TOTAL HOURS 141.0





Travel Expense Report - Board of Directors Report

Name Tony Michel Board Meeting
Position Fire Chief

Period 8-13-14 thru 8-17-14 Submitted by
Per Mile 

Reimbursement Reviewed by

Total Paid $2,052.06

Date Description of Expense Airfare Lodging

Ground 
Transportation 
(Gas, Rental Car, 

Taxi)

Meals & Tips
Conferences and 

Seminars

Miles 
(Personal Car 

Only)

Mileage 
Reimbursement

Miscellaneous
Currency 
Exchange  

Rate

Expense 
Currency

 U.S. $

8/13/2014 Lodging for I-Chiefs Conference $816.04 0 $0.00 1 USD $816.04

8/13/2014 Spirit Airlines $399.18 $0.00 $0.00 1 $399.18
8/13/2014 ExecuCar $117.00 $0.00 $0.00 1 $117.00
8/17/2014 Einstein Bagels $8.34 $0.00 1 $8.34
8/15/2014 Omni Dallas $8.75 $0.00 1 $8.75
8/16/2014 Dallas Convention Center $7.75 $0.00 1 $7.75
8/13/2014 IAFC Conference Registration $695.00 $0.00 1 $695.00

$0.00 1 $0.00
$0.00 1 $0.00
$0.00 1 $0.00
$0.00 1 $0.00

Total Mileage Reimbursement: $0.00                   Total Paid: $2,052.06

10/8/2014

Tony Michel
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STAFF REPORT                NO.  14-24 
TO:  BOARD OF DIRECTORS 

FROM:  TONY MICHEL, FIRE CHIEF 

SUBJECT:  ACCEPTANCE OF DONATION 

DATE:  OCTOBER 3, 2014 

 

CURRENT SITUATION 
Pursuant to the Health & Safety Code 13898, the Board of Directors must consider the 
acceptance of donated items with a value greater the $500.  This donation listed is a gift from 
the Rancho Santa Fe Community Center and was raised at their annual gala held on May 17, 
2014.  Staff intends to designate the funds for public education purposes. 
 

Description Qty.  
 

Cost per 
Unit 

Total Location 

Cash 1 N/A $5,000 N/A 
 

     

 
 
RECOMMENDATION 
Accept the donation 
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STAFF REPORT                NO.  14-25 
TO:  BOARD OF DIRECTORS 

FROM:  TONY MICHEL, FIRE CHIEF 

SUBJECT:  FIRE DISTRICT POLICIES AND PPOCEDURES 

DATE:  OCTOBER 3, 2014 

 

RECOMMENDATION 
Ratify the policies listed that was reviewed and/or amended by the District’s legal counsel, 
Stephen J. Fitch, Esq. 

STAFF ANALYSIS 
The Board gave the Fire Chief direction for a review of the District’s policies and procedures 
reviewed by legal counsel.  Mr. Fitch has completed the review of all current policies and 
procedures that had any potential conflicts with current laws or statutes.  In addition, we 
requested he identify any policy that could pose any potential liability to the District. 
 
Below, I have listed the first seven policies requesting ratification by the Board of Directors:   

1) A100.04 – Requirements for Operating District Vehicles 
2) A100.06 – Gratuities 
3) A100.08 – Use of Electronic Media 
4) A100.10 – Bell of Distinction* 
5) A200 02 – Discipline/Rules of Conduct 
6) A200.05 – Harassment, Discrimination and Retaliation Policy 
7) A500.07 – HIPPA Privacy Act 

 
*District Counsel identified A100.10 Bell of Distinction as a policy that requires Board 
ratification since the Board must approve the actions of this policy. 
 
 
 
 
 



Rancho Santa Fe Fire Protection District 
ADMINISTRATIVE POLICY AND PROCEDURES 

 REQUIREMENTS FOR OPERATING 
DISTRICT VEHICLES 
 
FIRE CHIEF:__________________________________ 

Section: A100.04  
Date Implemented: 10/27/98 

Date Revised: 09/18/14 
Page: 1 of 7 

 
 
I. PURPOSE: 
 

A. To identify the requirements to operate District vehicles, use of staff vehicles, licensing 
options for suppression personnel and general provisions to maintain the driving privileges of 
District vehicles. 
 

II. RESPONSIBILITY: 
 

A. It shall be the responsibility of all personnel to understand and adhere to the provisions of 
this policy. 
 

B. It shall be the responsibility of all supervisors to adhere to and enforce this policy in a fair 
and consistent manner. 

 
C. Overall responsibility for the enforcement of this policy shall lie with the Fire Chief.  

 
III. DEFINITIONS 

 
A. Stand by Duty: This is generally a chief officer who has Secondary Duty or other 

emergency response responsibilities. These individuals will be assigned a Take Home 
Vehicle. Other circumstances may warrant assigning Stand by Duty to other District 
employees such as members of the fire prevention bureau.  
 

B. District Vehicle: Shall include any vehicle which is owned, leased, or rented by the Fire 
District for staff or suppression activities. 

 
C. Staff Vehicle: A District owned vehicle, which is designated for the use by District 

employee in the performance of their daily work activities. Specific staff vehicles may be 
assigned to some employees but not normally authorized for take-home use. Staff vehicles 
may be provided for emergency response.   

 
D. Take-Home Staff Vehicle: A District-owned vehicle designated for the use by an individual 

employee in the normal performance of their duties and authorized for the daily commute to 
and from home to work, the conducting of District business and emergency response. The 
following positions may be assigned the use of a Take-Home Staff Vehicle: 
1. Fire Chief 
2. Deputy Chief 
3. Training Chief 
4. Fire Marshal 
5. Special assignments as designated by the Fire Chief 
6. EMS Coordinator  (CSA-17 reimbursed position and vehicle only) 



REQUIREMENTS FOR OPERATING DISTRICT 
VEHICLES 
 

Section: A100.04 
Date Implemented: 10/27/98 

Date Revised: 09/18/14 
Page: 2 of 7 

 

 

IV. SCOPE: 
 
A. This policy applies to all employees including but not limited to; fulltime, part-time, 

temporary or volunteer staff that may operate a District vehicle while on either public or 
private property.  

 
 
V. PROCEDURE: 

 
A. General Requirements 

 
1. As a condition of employment, it is the responsibility of all employees to maintain a 

minimum of a Class C driver’s license at all times, abide by District policies related to 
the operation of District vehicles, and the regulations of the State of California and 
private communities that apply to the operation of motor vehicles. 
 

2. Only authorized drivers with the proper license classification for the vehicle being driven 
may operate a District vehicle. 

 
3. New employees will not be allowed to operate a District vehicle until they have 

successfully completed the following training requirements: 
a. Review A100.04 “Requirements for Operating District Vehicles”. 
b. Review A300.02 “Accident Reporting and Investigation Process” 
c. Review S300.07 “Staff Vehicle Maintenance”. 

 
It will be the responsibility of new employee’s immediate supervisor to ensure the 
training has been completed and documented.   
 

4. Any employee whose driver’s license has been revoked, expired, restricted, or suspended 
may no longer operate a District vehicle, and may be subject to disciplinary and/or 
employment action.  Employees shall report these changes to their driver’s license 
immediately to their supervisor.  An employee who fails to immediately report this 
information to their supervisor, and/or who continues to operate a District vehicle may be 
subject to disciplinary action, up to and including termination. 
 

5. Employees shall comply with any restrictions placed on their driver’s license at all times. 
If the restriction prohibits their ability to operate a District vehicle, they shall report the 
situation immediately to their supervisor. 

 
6. All employees shall immediately report to their supervisor any traffic infraction, citation, 

fine, penalties and/or criminal traffic infraction or complaint they receive while operating 
a District vehicle. The employee is personally responsible for all fines imposed for any 
violation while operating a District vehicle.  

 



REQUIREMENTS FOR OPERATING DISTRICT 
VEHICLES 
 

Section: A100.04 
Date Implemented: 10/27/98 

Date Revised: 09/18/14 
Page: 3 of 7 

 

 

7. Drivers may never be under the influence of alcohol or drugs, including prescription 
and/or over the counter medication that affect their ability to safely operate a motor 
vehicle. The use of all tobacco products is prohibited in District vehicles. 
 

8. All suppression personnel will be enrolled in the Department of Motor Vehicles (DMV) 
Electronic Employer Pull Notice (EPN).  
 

9. The District has the right to suspend driving privileges if you become uninsurable, lose or 
have your driver’s license suspended, or accumulate the following point count over a set 
period of time: 
a. Four points within a 12 month 
b. Six points in a 24 month period 
c. Eight points in a 36-month period 

 
10. Management may approve one of the following alternatives for employees who are 

unable to maintain the appropriate license for their job classification until their driving 
privileges are restored: 
a. Reassign them to a position where driving a District vehicle is not required. 
b. Allow the use of vacation leave or shift trades until the driving privileges are restored. 
c. Be placed on unpaid leave or absence. 
d. If these options are not approved, reasonable or appropriate to management, the 

employee may be terminated.  
 

11. When responding to emergencies (code 3 response) in a District “staff” vehicle it shall be 
occupied by District employees only.   When a District staff vehicle is not responding to 
an emergency, the vehicle may be used to carry non-district employees as passengers 
when incidental to the trip, or when required by the needs of the driver when they have 
stand by duty.  
 

12. District vehicles are not assigned for, nor shall they be used for the personal convenience 
of the employee(s) with regard to transportation needs or other non-business activities.  

 
13. Employees who operate a District vehicle are responsible for the care, appropriate use, 

and the public image reflected while using the vehicle. They shall at all times display the 
highest level of professional conduct and operate the vehicle in a safe and courteous 
manner. Careless driving, following too closely, failure to signal, failure to yield, braking 
suddenly and expressing anger to another motorist are examples of behavior that reflects 
poorly and negatively on the District.  Employees should remember that they are always 
under the close scrutiny by the public when operating a District vehicle. 

 
14. The driver and/or passengers shall wear seatbelts at all times while riding in District 

vehicles. The driver is responsible for enforcing seat belt use by occupants. Other 
occupants in the vehicle share this responsibility. Driver’s shall ensure that all safety 
restraints are maintained in good operating condition and under no circumstances disable 
or interfere with the operation of the restraints or other supplemental restraining devices.  



REQUIREMENTS FOR OPERATING DISTRICT 
VEHICLES 
 

Section: A100.04 
Date Implemented: 10/27/98 
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15. Drivers will ensure that all interior and exterior lights are turned off and the vehicle is 

secured when the vehicle is parked. 
 

16. Drivers will report all damage, required maintenance and/or needed repairs to his/her 
immediate supervisor. 

 
B. Suppression – Vehicles Over 26,000 GVW 
 

1. All District employees who operate, or have the potential to operate firefighting 
equipment that meets the definition of a Class A or Class B vehicle as described in 
subdivision (b), section 12804.9 of the CVC, shall possess a valid California license at all 
times with endorsements as identified below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The District requires that all drivers of firefighting equipment that meet the definition of a Class 
A or Class B vehicle complete Medical Examination Report DL 51 every two years in lieu of 
Health Questionnaire DL 546 or Physician’s Health Report DL 546A.  
 

3. Medical Exam Report DL 51 will be conducted by a District sponsored licensed 
physician who is familiar with occupational medicine. The District will pay for the cost 
of the exam and will compensate the employee for up two hours of overtime if the 
physical is taken off duty. In conjunction with the medical exam, employees shall 
complete an OSHA Respirator Medical Evaluation Questionnaire and have it reviewed 
by the attending physician. 

 
4. Suppression employees are responsible for obtaining the required paper work and 

scheduling the medical exam through the District sponsored health care provider.  
 

5. Suppression employees are required to send the Operations Chief a copy of their valid 
driver’s license upon initial licensure and upon renewal of license. Medical Examination 

Must Possess One 
of the Following 

Endorsements 
Required 

Medical 
Exam 
Report 

Required 
Commercial Class A 
Commercial Class B 

 

Firefighter (F) 
Tank Vehicle 

(N) 
Airbrake 

DL 51 

Non-Commercial 
Class A 

Non-Commercial 
Class B 
Class C 
 

Firefighter (F) 
 

DL 51* 
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Report DL 51 and OSHA Respirator Medical Evaluation Questionnaire are required 
every two years. 

 
6. Suppression employees without the required license/endorsements to drive fire apparatus 

shall have 18 months from the date of hire to obtain the appropriate license and 
endorsements. Information on licensing may be found in the “Firefighter Endorsement 
Task Book”. 

 
7. For Class A or Class B vehicle as described in subdivision (b), section 12804.9 of the 

CVC, Trainees or new employees with proper licensure/endorsements will not be allowed 
to operate a District vehicle until they have successfully completed the following training 
requirements: 
a. Review A100.04 “Requirements for Operating District Vehicles” 
b. Review A300.02 “Accident Reporting and Investigation Process” 
c. Complete Target Safety “NFPA 1500 Driving Safety”. 
d. Complete vehicle safety orientation training. 
e. For probationary employees, they may not become licensee “trainees” or operate fire 

apparatus until successful completion of their first quarter exam. 
 
It will be the responsibility of the new employee’s immediate supervisor to ensure the 
training has been completed and documented. 

 
C. Licensing Procedure – Vehicles over 26,000 lbs. GVW 

 
1. Suppression employees are not considered a licensee “Trainee” until an “Endorsement 

Task Book” is initiated and items a - d of section B-7 are completed. 
 

2. Trainees then can operate District vehicles ONLY while under the direct supervision of 
an authorized fire department employee who is properly licensed. An authorized fire 
department employee shall be certified at a minimum of Driver/Operator for the purposes 
of conducting driver training. 

 
3. Trainees or employees with the proper license/endorsements will not be allowed to drive 

fire apparatus Code 3 unless they have completed and passed the RSFFPD “Driver 
Operator Certification” program.  Exceptions may be made under certain conditions. 

 
4. For employees who have already completed a State Fire Marshal Driver Operator 1A 

course, present proof of class completion to the Training Battalion Chief, open a 
Firefighter Endorsement Task Book and complete the driving portion only. 
 

5. For employees who have not completed a State Fire Marshal Driver Operator 1A course, 
open a Firefighter Endorsement Task Book and complete both the classroom and driving 
portions. 
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6. When the task book is completed, the Training Battalion Chief will issue verification of 
“Employment and Training" on District letterhead.  For Class C license with firefighter 
endorsement, applicants must apply in person at a local DMV office and will need to: 
a. Present Employment and Training Verification letter. 
b. Successfully pass the written firefighter endorsement test; or if applying for Non-

Commercial Class A or B license, successfully pass the traffic laws and sign tests for 
the class of vehicle you will drive. 

c. Present a Medical Examination Report (DL 51).  
 

7. For employees who wish to obtain For Commercial Class A or B license with the 
appropriate endorsements, you will need to apply in person at a local DMV and: 
a. Complete a California Commercial Driver License Application form DL 44C. 
b. Complete a 10 Year History Record Check form (DL 939) if you have been issued a 

driver license in the same or different name to operate any type of motor vehicle in 
another state or other jurisdiction within the previous ten years. 

c. Provide a thumbprint and have your picture taken. 
d. Provide verification of your social security number, your birth date and legal 

presence. 
e. Pass a vision exam. 
f. Submit a completed Medical Examination Report form DL 51. 
g. Pass the traffic laws and sign tests for the class of vehicle you will drive. 
h. Once you have passed your tests, you will be issued a permit. When you receive your 

permit, provide verification to the Training Battalion Chief and open a department 
task book. You can then drive with an authorized department employee who has a 
valid California driver license in the class of license that your permit is for.  

 
8. When the task book is complete, to apply for your commercial driver license you will 

need to: 
a. Call a DMV CDL office and make an appointment for a driving test.  
b. Arrange for the appropriate apparatus and accompanying licensed driver and go to the 

DMV.  
c. Pass a pre–trip inspection and driving skills test. 
 

9. Once the appropriate paperwork has been submitted, the DMV office will issue a 
temporary license.  It is the employee's responsibility to contact the DMV if they have 
not received their permanent license within two weeks. This may be done by calling the 
Error Processing Division which may be obtained on CA DMV website. 
 

10. Employees with Commercial Driver’s License may downgrade to a Non-Commercial 
Class A, B, C license with Firefighter Endorsement by applying in person at a local 
DMV: 
a. Completing a Driver License or Identification Card Application (DL 44) form. 
b. Have the comment “firefighter endorsement valid” or an “F” firefighter endorsement 

on your driver record, or provide a completed Firefighter Endorsement Card (DL88) 

http://www.dmv.ca.gov/forms/dl/dl44.htm
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form, or provide an Original Firefighter Employment and Training Verification letter 
on fire department letterhead signed by the chief or designee. 

c. Have a valid DL 51 form on your driver license record.  
d. Pay the applicable fee. 
e. Pass any required knowledge test(s). A driving test is not required. 

 
D. Take Home Vehicle 

 
1. Employees assigned a District vehicle while on standby duty status may use may use the 

vehicle for the occasional incidental personal trip and business when necessary to 
maintain a state of readiness to enable such employee to provide emergency responses at 
any time. If the vehicle is approved for this use, the employee should be sensitive to 
public perception. 
 

2. Employees, who have secondary duty or other emergency response responsibilities, will 
be assigned a take home vehicle and as such should be particularly sensitive to public 
perception. By maintaining their recall availability at all times, the driver will be viewed 
in public areas after hours and on weekends in civilian clothes, utilizing a District vehicle 
while conducting personal business or activities. Scheduling and/or participating in 
personal business should be avoided when possible while on secondary duty.  

 
3. Care shall be used not to conduct any activity(s) that may place question the proper use of 

the District vehicle. If the secondary duty chief needs to take care of personal business or 
engage in activities which by their nature may call into question the appropriate use of 
the District’s vehicle by the public, delaying the business or activity to a more 
appropriate time or transferring the secondary duty to another chief officer during that 
time should be utilized. 

 
Revised 09/18/14 
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I.  PURPOSE: 
 
 To establish a procedure for accepting gratuities. 
 
II. RESPONSIBILITY: 
 

A. It shall be the responsibility of all District personnel to adhere to this guideline. 
 
 B. It shall be the responsibility of the Deputy Chief or designee to distribute and/or forward the 

gratuity as specified in this guideline. 
 
III. DEFINITIONS: 
 
 A.  A “gratuity” is considered something given voluntarily or beyond obligation.  Gratuities 

are broken down into the following categories: 
 
  1.  Perishable: all baked or unsealed food items.   
  2.  Non-Perishable: any item that can be shelved until appropriately distributed. 
  3.  Designated: a gratuity given for a specific purpose. 
  4.  Cash or money. 
 
IV. SCOPE 

A. This policy shall apply to all personnel within the District.  

B. Nothing in this policy is intended to alter or modify State Law of gifts or gratuities for 
positions in the district that are required to report to the State. 

 
V.   PROCEDURE: 
 
 A.  At no time shall a gratuity be solicited. 
 
 B.  Cash donations should be discouraged.  All cash/monies shall be turned over to the 

Operations Chief, who shall record the donation and distribute to the appropriate employee 
group (RSFFA or Admin). 

 
 C.  Any gift or non-perishable gratuity (excluding Cash) with a specific designation (i.e. lunch, 

dinner gift certificates, etc.) shall be utilized on an individual or shift basis, for the purpose 
intended by the individual that gave the Donation.  

 
 D.  All perishable gratuities with a specific designation shall be consumed by the designated 

individual or shift, (whenever possible, some perishables may not last until the designated 
shift returns to duty).  Non-designated perishable gratuities (i.e. Christmas candy, etc.) shall 



be divided among District personnel as deemed by the Fire Chief. 
 
 E.  Any type of non-designated tickets for special events (i.e. sporting events, etc.) shall be 

made available to District personnel. A random drawing will be utilized to disburse the 
tickets. 
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I PURPOSE: 
 
 A.  To remain competitive, and better serve our customers, and give our employees the best tools 

to do their jobs, RSFFPD continues to adopt and makes use of new means of communication 
and information exchange.  This means that many of our employees have access to one or 
more forms of electronic media and services, including computers, e-mail, telephones, cell 
phones, voice mail, fax machines, copy machines, printers, external bulletin boards, wire 
services, on-line services, and the internet. 

 
 B.  The use of these media resources is encouraged as they make communication more efficient 

and effective.  They can also be valuable sources of information about vendors, customers, 
technology, and new products and services.  However, all employees and everyone 
connected with the District should remember that electronic media and services provided by 
the District is District property and their purpose is to facilitate and support District business. 

 
II SCOPE: 
 
 A.  This policy/guideline cannot lay down rules to cover every possible situation.  Instead, it is 

designed to express the District’s philosophy and set forth general guidelines employees 
should apply when using electronic media and services. 

 
 B.  The following guidelines apply to all electronic media and services that are: 
 

 1. Accessed on/or from District premises, apparatus, vehicles. 
 2. Accessed using District computer equipment or via District-paid access methods. 
 3. Used in a manner that identifies the individual with the District. 

  
 C.      This guideline applies to the use of personal cell phones/pagers while the individual is on duty 

and/or during normal business hours. 
 
III PROCEDURE 
 
 A. Prohibited communication. 
 

 1. Electronic media/communications cannot be used for knowingly transmitting, 
retrieving, or storing any communication that is: 

 a. Discriminatory or harassing 
 b. Derogatory to any individual or group 
 c. Obscene 



ELECTRIC MEDIA/COMMUNICATION  Section: A100.08 
EQUIPMENT USAGE Page:  2 of 4 

 Date Implemented: 10/27/98 
 Date Revised: 10/01/06 

 

 

 d. Defamatory or threatening 
e. Engaged in for any purpose that is illegal or contrary to District’s policy or 

interests 
 

 2. Personal use. 
 

 a. Electronic media/communications and services are provided by the District 
primarily for employees’ departmental use.  Limited, occasional, or incidental 
uses of electronic media (sending or receiving) for personal, non-business 
purposes are understandable and acceptable, with prior permission from an 
immediate supervisor.  Employees are expected to demonstrate a sense of 
responsibility and not abuse this privilege, nor cause the District’s funds to be 
spent as a result of personal use. 

 
 C. Access to employee communications. 
 

 1. Electronic information created and/or communicated by an employee using e-mail, 
word processing, utility programs, spreadsheets, voice mail, telephones, Internet and 
bulletin board system access, and similar electronic media generally is not monitored 
by the District.  We respect the right of all employees and encourage “self-
monitoring” by all employees and supervisors.  However, the following conditions 
should be noted: 

 
 a. The District has the right to access or monitor employee communications directly.  

In addition, individual use patterns (for example, telephone numbers dialed, sites 
accessed, call length, and time at which calls are made), are monitored for the 
following purposes: 

 
 (1) Cost analysis 
 (2) Resource allocation 
 (3) Optimum technical management of information and resources 
 (4) Detecting patterns of use that indicate employees are violating District 

guidelines 
 

 b. The District reserves the right, at its discretion, to review any employee’s 
electronic files and messages to the extent necessary to ensure electronic media 
and services are being used in compliance with the law, this guideline, and other 
District guidelines. 

 
 c. The employee should not assume electronic communications are totally private.  

Accordingly, if they have sensitive information to transmit, they should use other 
means. 

 



ELECTRIC MEDIA/COMMUNICATION  Section: A100.08 
EQUIPMENT USAGE Page:  3 of 4 

 Date Implemented: 10/27/98 
 Date Revised: 10/01/06 

 

 

 D. General Guidelines 
 

 1. District/personal telephones and cell phones. 
 

 a. The District recognizes that some personal calls are necessary. 
 

 b. Employees are permitted to make and receive personal calls that are urgent or 
extremely difficult or impractical to schedule outside of work hours.  Such calls 
should be infrequent and as brief as possible. 

 
 c. Employees should make their personal calls during meal or break periods, and not 

in any way interfere with District business, incoming or outgoing calls, tie up the 
last incoming line to the work location, or be excessive in length.  Business calls 
should always supersede personal or non-business related calls. 

 
 d. Employees must pay for their personal long distance calls, including faxes.  

Employees should charge calls made at work to a credit card or personal calling 
card.  Supervisors need to monitor long distance usage carefully. 

 
 e. Employees should avoid using telephone/cellular services that charge service fees, 

for example: 
 (1) Directory assistance 
 (2) Operator - assisted calls 
 (3) Fee-based numbers 

 
 f. Cellular phones should not be used for routine administrative business where use 

of a conventional telephone will suffice. 
 

 2. District computer system. 
 

 a. Only software licensed to the District can be installed on District computers. The 
“System Administrator” or his /her designee should install this software.  The 
software must also comply with the manufacturer’s license agreement and cannot 
be coupled to multiple personal computers unless permitted by the license 
agreement. 

 
 b. Employee owned software, shareware, or freeware cannot be installed on District 

computers (unless prior permission is obtained from the system Administrator).  
These guidelines will ensure that the District complies with federal laws, prevent 
the proliferation of illegal software, and protect the District from costly damage 
caused by “virus” or incompatible software. 

 
 c. Employees may not authorize anyone else to use their personal ID or password. 
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 d. Employees may not copy, rename, change, examine, or delete files (including 
programs, subroutine libraries, or data) that belong to someone else without prior 
authorization from that person.  The absence of file protection does give persons 
other than the owner, the right to access a file. 

 
 e. The Internet will not be used between the hours of 0730 - 1800 hours unless it is 

directly related to work assignments. 
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I PURPOSE 
 

This guideline is to establish the parameters and process for the nomination and selection of a 
recipient for the Bell of Distinction award. 

 
II RESPONSIBILITY 
 
 A. It shall be the responsibility of the Board of Directors to accept or deny a nominee as a 

recipient of this award. 
 
 B. It shall be the responsibility of the Fire Chief to select a “Nomination Committee” to suggest 

and/or review suggested honorees.  The committee shall deliver the name and all pertinent 
information to the Board of Directors for selection. 

 
 C. It shall be the responsibility of all employees to: 
 
  1. Understand the concept of the award.  
  
  2. Suggest worthy individuals to receive the award. 
  
III SCOPE 
 

This award shall be bestowed upon any citizen, employee, former employee or associate of the 
Fire District who has been deemed an exceptional example of unselfish generosity and/or 
community spirit in giving of their time and/or resources for the betterment of the communities 
served by the Fire District, in the interest of Fire Safety and Preparedness. 

 
IV GUIDELINE/PROCEDURE 
 
 A. General Information 
 

 1. The Board of Directors may not select more than two (2) persons to be added to the 
Bell within any 12-month period. 
 

2.   The person(s) making the nomination to the Nominating Committee must provide   
documentation, either in 1st person attest or in printed media form as verification of 
the historic relationship between the nominee, the District and the community. 

 
3. A written historical perspective must be provided by the nominator to the committee, 

identifying the specific reasons why it is felt that the nominee should receive the 
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award. 
 
4. A name of a person may only be placed on the Bell once. 
 
5.   A name may be submitted multiple times, until selected. 

 
 B. Qualifications for the award 
 

1. Only those individuals who have demonstrated substantial contributions to either the 
Fire District or the community shall be selected for the award. 

 
2. A nominee must qualify in one of the following categories: 

a. Citizen:  must have lived within the Fire Protection District. 
         b. Employee:  must be a current or former employee or Board member. 
         c. Associate:  must have had a relationship with either the District or the community 

in which popular opinion would indicate that this person made a worthy 
contribution. 
 

   3. All nominees must be (or have been) a person in good standing with both the 
community and the Fire District. 

 
 C. Nomination Process 
 

1. Any person (citizen or employee) may submit a name to be placed on the Bell. 
 Submittals shall be in writing to the Fire Chief, with the following information 

provided:  
 
 a.  Name of the nominee 

 b.  Approximate dates the nominee performed or provided contributions. 
 c.  Detailed information about the contributions, including news articles, first person 

testaments, witnesses, etc.   
 
2.   The Fire Chief shall forward all submittals to the nomination committee. 
 
3. Nomination Committee shall convene in order to review the submitted information.  

The committee shall also research the background information, adding documentation 
when possible.  The Nomination Committee shall also conduct interviews with 
witnesses where possible to further document the claims.  

 
4. The Nomination Committee shall then transmit all documents to the Fire Chief, with 

a letter stating either support or non-support of the nominee.  The Nomination 
Committee must be in total agreement to support a nominee. 

 
 
5. If the Nomination Committee supports the nominee, the Fire Chief shall convey all 

information to the Board of Directors, placing the award on the agenda for a regular 
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Board of Director’s meeting. 
 

6. Should the Nomination Committee not support the nominee, the Fire Chief shall 
convey their letter of non-support back to the person(s) making the original submittal. 

 
 D. Selecting the Name to appear on the Bell of Distinction 

   
  1. The Board of Directors shall review the submitted documentation to further 

determine the worthiness of the individual. 
 
   2.   The Board of Directors may listen to members of the public during the meeting, 

where appropriate, in finding facts of the situation. 
   

3.   The Board may request additional investigation of the facts or additional                                              
information from staff members. 

 
4.    Upon completion of the public presentation(s), and upon complete review of the 

submittal, the Board of Directors will vote to accept the name to be placed on the 
Bell of Distinction. 

 
 E. Mounting of the Name Plate  

 
1. Upon selection of the name by the Board of Directors, the Fire Chief shall cause a 

permanent nameplate, matching others existing on the Bell, to be purchased and 
mounted on the Bell. 

 
2. A certificate, identifying the name of the person to receive the award and the date of 

the award, shall be printed and provided to the person or members of their family, 
attesting to their appointment as a person deserving the Bell of Distinction Award. In 
the event living heirs cannot be located, the certificate shall be delivered to the 
Rancho Santa Fe Historical Society for safekeeping. 

 
 3. All publicity regarding the placing of a person’s name on the Bell of Distinction 

shall be in accordance with Section 500.02 of the General Operations Manual 
(GOM). 
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I. PURPOSE: 

The efficient operation of the Rancho Santa Fe Fire Protection District (“District”) is dependent 
on a well-disciplined, cohesive organization.  The District understands that occasions may occur 
when an employee’s performance and/or behavior must be modified in order to insure that the 
mission of the District is achieved.  Discipline must be fair and consistent in order to affect the 
employee positively.  Ideally, the goal of discipline is to correct poor performance or behavior 
and assist the employee in reaching his/her full potential. 

II. RESPONSIBILITY: 

A. It shall be the responsibility of all employees to understand and apply this policy 
appropriately.  

III. DEFINITIONS: 

A. Counseling:  Interaction between a supervisor and a subordinate that addresses workplace 
deficiencies but that will not result in discipline.  Counseling may be documented on 
Performance Activity Cards. 

B. Discipline:  Any effort by the District to modify and/or eliminate negative employee 
behavior that results in a written reprimand, loss of pay, suspension, demotion, transfer for 
purposes of punishment, or termination. 

C. Progressive Discipline:  A system in which one or more in a series of actions is taken by 
management and/or by supervisors in response to an employee’s failure to meet work 
standards or to follow rules of conduct.  These actions range from written reprimands to 
termination and may be increased in severity and formality if an offense is repeated.  The 
concept of progression does not always apply.  A serious first offense may result in severe 
disciplinary action, up to, and potentially including, termination.  As an additional 
example, termination could properly follow a reprimand, where the subsequent behavior is 
egregious and notice was provided to the effect that termination would likely occur if 
misconduct was repeated. 

D. Interrogation:  An interrogation is defined as requiring an employee to answer questions, 
whether orally or in writing, where answers to those questions may result in disciplinary 
action. 

E. Focus Employee:  Any person who is either named in a complaint or suspected of 
violating any policies or procedures that could result in discipline. 
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F. Punitive Action: Is defined by Government Code § 3251: “any action that may lead to 

dismissal, demotion, suspension, reduction in salary, written reprimand, or transfer for 
purposes of punishment.” 

1. Written reprimand: A written reprimand may be issued upon a sustained finding 
that the focus employee violated District policy or procedure.  Written reprimands 
are generally used for minor infractions.  Appeals of a written reprimand are 
subject to the Informal procedures described in this policy.  

2. Transfer for the purpose of punishment. 

3. Demotion: demotion may be used in those instances where an employee is 
unwilling or unreasonably able to perform the responsibilities of the position in a 
satisfactory manner.  Demotion is not to be used as a substitute for termination 
when termination is warranted. 

4. Suspension without pay: an employee will be suspended without pay upon a 
sustained finding for offenses warranting discipline greater than written 
reprimand but less than termination.  The length of a suspension should not 
normally exceed thirty (30) days. 

5. Reduction in base salary: reduction in base salary is a disciplinary action used to 
decrease an employee’s salary within the current pay range.  Salary reduction may 
be made on a permanent or temporary basis.  Before a reduction in base salary is 
administered, an employee should be given prior written notice that his/her 
performance is below standard, and be given a reasonable opportunity to improve 
his/her job performance.  A reduction base salary is normal imposed when an 
employee allows his/her performance to fall below standard and when the Fire 
Chief believes the employee will improve job performance as a result of the 
reduction in pay. 

6. Termination: an employee may be terminated upon findings of an allegation 
involving serious misconduct.  An employee may also be terminated after 
repeated offenses of a less serious nature if the offenses have been documented 
and appropriate behavioral changes have not resulted from previous progressive 
disciplinary action. 

IV. PROCEDURE 

 General Provisions 

A. Generally, employees and the District are best served when discipline is administered to 
correct actions rather than to punish. 
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B. Generally, disciplinary action is not primarily intended to be punitive but rather to 

maintain efficiency and integrity of District service.  The nature and severity of the 
offense and the employee’s prior record shall be considered. 

C. Disciplinary action will be based on the “Progressive Discipline Method,” when 
appropriate. 

D. Discipline documents shall not be removed from an employee’s file except in accordance 
with the District’s records retention policy. 

 Causes for Disciplinary Action 

A. The tenure of all District employees shall be based on reasonable standards of job 
performance and personal and professional conduct.  Failure or refusal to meet these 
standards shall constitute just cause for disciplinary action.  An employee with permanent 
(non-probationary) status in his/her current classification may be disciplined for the 
following causes, including but not limited to: 

1. Failure to meet reasonable performance standards and requirements.  

2. Use of alcohol or being under the influence of drugs on duty. Exception would be 
the use of over-the-counter or prescription drugs provided the 
Supervisor/Department Head is informed of all label, pharmaceutical, or 
manufacturer warnings relating to side effects of the drug where the side effects 
could affect work performance and provided the employee complies with such 
warnings.    

3. Illegal use or possession of  alcohol, narcotics, controlled or illegal substances 
District facilities or reporting to work under the influence or with detectable levels 
of said substances or alcohol. Exception would be the accepting or exchange of 
alcoholic gifts or the use of products containing alcohol for the purposes of food 
preparation as long as the use is not in conflict with other section of this policy.  

4. Discourteous treatment of the public or other District employees.  

5. Conduct on the job that violates the common decency or morality of the 
community.  

6. Willful or negligent disobedience of any law, ordinance, rule, regulation, orders 
of one’s supervisor, to include insubordination, or superior’s lawful order. 

7. Refusal to take and subscribe to any oath or affirmation which is required by law 
or these rules in connection with his/her employment.  
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8. Speaking critically or making derogatory or false accusations so as to discredit 

other employees or supervisors. 

9. Failure to comply with the safety rules, standards, or regulations. 

10. Misappropriation or damage to public property, or waste of public funds or 
property through negligent or willful misconduct.  

11. Absence without approved leave.  

12. Abuse of sick leave privileges by reporting sick when not sick, or obtaining sick 
leave pay falsely, or under false pretenses.  

13. Failure to maintain, possesses, and/or utilizes the minimum qualifications 
required for the position. 

14. Tardiness or excessive absences not protected by law or by District procedures.  

15. Deception, fraud, or misrepresentations in the securing of a job appointment or 
promotion.  

16. Failure to supply full information as to character, reputation, medical history or 
acts which, if known at the time of appointment, might have resulted in 
disqualification for the job to which appointment was made.  

17. Falsification of an official statement or document.  

18. Lying to supervisors in connection with one’s position.  

19. Divulging or misusing confidential information, including removal from District 
premises, without proper authorization, any employee lists, records, designs, 
drawings, or confidential information of any kind.  

20. The use of profanity or abusive language towards a fellow employee, or a member 
of the general public while performing official duties as an employee.  

21. Failure to pay court-recognized debts or make reasonable provisions for their 
payment. 

22. Neglect of duties.  

23. Conviction of a felony, serious misdemeanor, or any crime involving moral 
turpitude.  A plea or verdict of guilty, or a conviction following a plea of nolo 
contendere, to a charge of a felony or any offense involving moral turpitude is 
deemed to be a conviction within the meaning of this section.  
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24. Participating in a strike, work stoppage, slowdown, or sickout in violation of a 

memorandum of understanding.  

25. Failure to cooperate with the implementation and application of the District’s 
equal employment opportunity policies.  

26. Improper withdrawal or limitation of service or any action which interferes with, 
or is disruptive of, the District’s mission or public service.  

27. Removal of District money, merchandise, or property, including property in 
custody of the District without permission.  

28. Engaging in, condoning and/or facilitating sexual or other unlawful harassment or 
hazing of District employees or applicants. 

29. Any action inconsistent with District policies or other officially promulgated rules 
and regulations of the District.  

30. No District employee will conduct any personal business enterprise, on District 
premises, nor will district employees allow any other person to use District owned 
or leased facilities, equipment or supplies other than for the conduct of District 
business.  Any use of staff, facilities, equipment, or supplies of the District for 
personal or private gain or pursuits is prohibited by this policy.  On a case-by-case 
basis, the Chief or his/her designee may approve an exception to this policy. 

31. The Rancho Santa Fe Fire Protection District, in recognitions of its unique 
geographical location, and the utilization of Welfare and Medi-Cal system by 
foreign nationals who are not legal residents of this County or Country, has 
adopted a Zero Tolerance policy in coaching undocumented immigrants. 

a.  Employees shall not coach, instruct, advise, or guide any Medi-Cal or 
Welfare clients or prospective clients who are undocumented immigrants 
on ways to obtain or qualify for Medi-Cal assistance.    

b.  Employees shall not support or provide funds to any organization engaged 
 directly or indirectly in advising undocumented immigrants on ways to 
 obtain or qualify for Medi-Cal assistance. 

 
Investigation Process 
  

A. Receipt of Allegations of Policy Violations:  Each company officer, chief officer and 
civilian supervisor will accept allegations of policy violations from the public, as well as 
from internal and anonymous sources. If applicable, the on-duty Battalion Chief shall 
immediately be notified of all allegations, which may require immediate attention. 
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B. Documentation of Allegations:  In incidents other than informal counseling sessions, the 

Battalion Chief shall direct the company officer or manager to complete a complaint form 
containing the following information: 

1. The name of person(s)/employee(s) alleging misconduct. 

2. The date and time allegations were brought to the company officer’s attention. 

3. The name(s) of employee(s) alleged to have violated policy. 

4. The name(s) of witnesses and/or witness employee(s). 

5. A synopsis of events as reported to or observed by the company officer or civilian 
supervisor, including dates, times, and locations. 

6. Any other pertinent information. 

C. Assignment:   The Fire Chief or his/her designee shall determine if the investigation into 
allegations of misconduct should be handled at the company officer or chief officer level, 
and shall assign the investigation accordingly.  Issues, such as the difficulty of the 
investigation and the potential severity of discipline, shall be considered when making the 
assignment.  Where appropriate, investigations can be assigned to be conducted by third 
party, non-employees. 

D. Tracking:  The Fire Chief or designee shall maintain a log of all assigned investigations 
into allegations of misconduct.  These investigations shall be assigned a number for 
tracking purposes. The tracking number will be the date the alleged misconduct was 
reported to the Fire Chief, followed by the number of assignments for that date.  For 
example, an investigation initiated as the result of alleged misconduct reported to a chief 
officer on March 9, 2010, would be assigned a tracking number of 3-09-10-1.  A 
subsequent investigation reported on the same date would be assigned a tracking number 
of 3-09-10-2, and so on. Investigations resulting from a single incident involving multiple 
focus employees can be assigned one tracking number.  

E. Policy Violation Preliminary Investigations:  Prior to conducting interviews, the 
assigned investigator shall obtain and review all pertinent information.  Items, such as 
time sheets, overtime requests, written reports, CAD logs, MCT messages and e-mails, are 
essential to conducting a comprehensive and fair investigation.  In instances where 
compiling this information requires the assistance of other employees, the investigator is 
encouraged to utilize supervisors who have access to the needed material.  Using 
supervisors is essential in maintaining the integrity and confidentiality of the investigation.  
The investigator should, where appropriate, visit the scene(s) where the alleged 
misconduct took place in order to check for possible independent witnesses and video 
surveillance cameras of the area. 
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If possible and appropriate to the particular issue under investigation, all witness 
interviews should be conducted prior to the interview of the focus employee. All witness 
interviews shall be recorded by the investigator. 

F. Notification of the Nature of the Investigation:  

1.  A Deputy Chief or his/her designee shall be responsible for the following: 

a. The focus employee shall be notified of the nature of the investigation 
prior to the interrogation. (Utilize the “Focus Member - Notification of 
Administrative Investigation Interview, Non-Criminal or Criminal 
Allegation” Form). This notification shall include: 

(i) The name, rank and command of the person in charge of the 
 interrogation. 

(ii) The name and rank of any additional interrogator. 

(iii) The date, time and location of the interrogation. 

(iv) A statement regarding the employee’s right to make his/her own 
 recording of the interrogation. 

(v) An order not to discuss the investigation with anyone other than 
 his/her representative or the person in charge of the investigation. 

b. Although the focus employee shall be made aware of the nature of the 
investigation prior to an interrogation, the focus employee does not have 
the right to review any statements, memos, recordings of witness 
interviews, or other investigative materials prior to his/her interrogation(s). 

G. Interrogations (Focus Employee):  The District shall strictly adhere to the regulations 
regarding interrogations of a focus employee, as defined in California Government Code 
Section 3250, et seq. (commonly referred to as the Firefighters Procedural Bill of Rights 
Act). 

1. Prior to the interrogation, the focus employee will read a District admonishment. 
(Utilize the “Focus Member - Administrative Investigation Interview Admonition 
Non- Criminal or Criminal Allegation” Form) 

2. No more than two interrogators will ask questions during the interrogation of a 
focus employee. 

3. The interrogation shall be conducted at a reasonable hour, at a time when the 
employee is on duty, unless an imminent threat to the safety of the public requires 
otherwise.  If the interrogation occurs during off-duty time of the employee being 
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interrogated, he/she shall be compensated for any off-duty time in accordance 
with the current Memorandum of Understanding regarding overtime. 

4. The interrogating session shall be for a reasonable period taking into 
consideration the gravity and complexity of the issue being investigated. The 
employee being interrogated shall be allowed reasonable breaks to attend to 
his/her personal physical necessities. 

5. A promise of reward shall not be made as an inducement to answering any 
questions.  

6. Upon the filing of a formal written statement of charges, or whenever an 
interrogation focuses on matters that may result in punitive action against an 
employee, that employee, at his/her request, shall have the right to be represented 
by an attorney, union, or other representative of his/her choice who may be 
present at all times during the interrogation. 

7. The District will provide the employee being interrogated with a formal grant of 
use immunity where required by California Government Code section 3253(e) 
(1).  Use immunity bars a prosecutor from making direct use of the employee’s 
statements in a subsequent criminal proceeding or from using information or any 
other evidence that was obtained indirectly or derived from the employee’s 
statements against the employee.  Use immunity is not the same as transactional 
immunity, which would bar a prosecutor from charging the employee with the 
crime that is the subject of the employee’s statements.  Consequently, a criminal 
prosecutor could still bring charges against the employee based on other evidence.  
To create the District’s grant of use immunity, the employee will be ordered to 
answer all questions asked of the employee during the interrogation fully and 
truthfully.  The employee’s failure to do so will, in and of itself, constitute a 
disciplinable act of insubordination and will result in a recommendation of 
disciplinary action against, up to and including, dismissal.  Discipline Policy 
section V., Cause for Disciplinary Action, subsection A., No. 7 provides that 
insubordination is a ground for discipline.   

8. The investigator and the focus employee have the right to record all 
interrogations.  

9. If it becomes necessary to re-interrogate a focus employee, that employee will be 
provided with a copy of the recording of his/her previous interrogation(s) prior to 
any further questions. 

10. The District shall not cause an employee under interrogation to be subjected to 
visits by the press or news media without his/her express written consent.  The 
employee’s photograph, home address, telephone number or other contact 
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information shall not be given to the press or news media without his/her express 
written consent. 

11. If, prior to or during the interrogation of an employee, it is contemplated that the 
employee may be charged with a criminal offense, he/she shall be immediately 
informed of his/her constitutional rights. 

12. A focus employee shall not be loaned or temporarily reassigned to a location or 
duty assignment if another employee would not normally be sent to that location 
or would not normally be given that duty assignment under similar circumstances. 

H. Witness Interviews (Employee): 

1.  Prior to the interview of a witness employee, they will read a District 
admonishment. (Utilize the “Witness Member - Administrative Investigation 
Interview Admonition” Form) 

 

GUIDELINE  
WHEN DO THE PROCEDURAL INTERROGATION REQUIREMENTS OF 

GOVERNMENT CODE § 3253 APPLY? 
A frequent dilemma arises when a supervisor is required to determine whether or not a 
“dialogue” about to be engaged in with an employee is a meeting that shall be governed by the 
above numerous procedural requirements of Government Code § 3253.  The following 
guidelines shall be useful in making such a determination: 

1. Is the employee “under investigation” regarding allegations of misconduct?  If so, 
presume that Government Code § 3253 is applicable. 

2. Presume that an employee is “under investigation” if at the time of your intended 
interview of the employee, any or all of the following exists:  1) you have 
information demonstrating that the employee has probably committed a crime, or 2) 
you have been provided information which, if true, would demonstrate that the 
employee has violated Department General Orders and could subject the employee 
to discipline, or 3) the supervisor has already commenced reviewing documents 
and/or interviewing witnesses in order to determine whether or not numbers 1 or 2 
probably exist. 

3. If the investigation and/or interrogation could lead to punitive action, the 
requirements of Government Code § 3253 shall be adhered to. 

4. The requirements of Government Code § 3253 do not apply where your contact 
with the employee is a counseling, instruction, informal verbal admonishment, or 
other routine or unplanned contact. 
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5. If you have commenced an investigation of misconduct, have received allegations 

of misconduct, which if true, could lead to punitive action, and/or have commenced 
determining whether or not the allegations are accurate, your interaction with the 
firefighter is not routine or unplanned contact and Government Code § 3253 shall 
apply. 

EXAMPLES OF ROUTINE OR UNPLANNED CONTACT 

Example #1 - A supervisor advises you that an engineer backed a piece of 
apparatus into a brick wall, damaging the rear bumper of the particular apparatus.  
You examine the particular apparatus, see no damage, contact the reporting 
employee and find out that the information provided to you was inaccurate, but 
that the engineer had instead almost backed into the brick wall.  You plan to meet 
with the engineer and provide a caution as to being more careful while driving the 
apparatus.  In all likelihood, this is the type of routine or unplanned contact that 
you as a supervisor are expected to have with subordinate employees, and at the 
time of the planned meeting, it does not appear that the interview could result in 
punitive action. 

Example #2 - You are in the “day room” and observe a rude exchange between 
two firefighters regarding a political issue.  To your knowledge, neither of these 
firefighters has ever been disciplined in the past regarding lack of respect to their 
colleagues.  You intervene and speak separately with each individual and caution 
each employee to be more collegial in interactions with his/her colleagues.  This 
too, is routine, unplanned contact that in these circumstances would not result in 
punitive action. 

Example #3 -   You were advised by a patient that while being treated, he saw a 
paramedic place a vial of morphine into his pocket.  If this in fact occurred, it 
would likely be a crime and a violation of Department Rules and Regulations.  
You have interviewed the witness and have commenced examining records of 
medical supply inventory on the apparatus which the subject paramedic has had 
access to.  You pass the paramedic in the hallway and ask him to come into your 
office, where you make inquiry as to whether or not he is having any “personal 
issues” or unusual stressors.  The procedural requirements of Government Code § 
3253 would apply to this meeting inasmuch as an investigation has commenced; 
you have reasonable cause to believe that misconduct has occurred, and the 
interrogation could lead to punitive action. 

I. Investigative Report:  The assigned investigator will complete an investigative report 
(“Report”) documenting the allegations, the investigation and conclusions for each 
allegation, supported by a statement of facts. The completed report shall be delivered to 
the officer that assigned the investigation.  An electronic copy of the report and all 
supporting documentation will be maintained in the employee’s Professional Standards 
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File. Where appropriate, the Fire Chief or designee will communicate to the affected 
parties the outcome of the investigation. 

1. The report will determine that the allegation(s) were either 

a. Sustained – The investigation revealed by a preponderance of evidence 
that the allegation occurred. 

b. Not-Sustained – There was not a preponderance of evidence to establish 
that either the allegation occurred or did not occur. 

c. Unfounded – The investigation revealed by a preponderance of evidence 
that the allegation did not occur.  Any investigation resulting from an 
anonymous complaint must be found to be unfounded unless corroborated. 

a. Exonerated – The investigation revealed that the action occurred but was 
not a violation of District policy. 

Imposing Discipline  

A. Pre-Disciplinary Action 

When a non-probationary Firefighter is subject to “punitive action”, these pre-
disciplinary procedures shall apply.  

1. Written Notice of Intent to Discipline: prior to implementing any discipline 
under this rule, the employee shall be provided a written notice of intent to 
discipline which shall, at a minimum, be comprised of the following: 

a. A statement of the disciplinary action that is proposed and the effective 
date. 
 

b. A statement of the factual basis for said proposed action, including policy 
or rules violated. 

 
c. The notice shall include as attachments all materials upon which the 

proposed action is based (with the exception of the employee’s personnel 
file which need not be attached but is available for inspection upon the 
Firefighter’s request). 

 
d. A statement of the procedure for participating in a pre-disciplinary 

response to the proposed action. 
 
e. A statement of the right to be represented by a representative and/or an 

attorney at any further proceedings. 
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2. Responding to Notice of Intent to Discipline: A Firefighter, who is notified of 
proposed discipline pursuant to this rule and desires to respond, shall do so at the 
time and place specified in the notification; however, in no event will the 
firefighter be afforded less than five (5) days to respond to the proposed 
discipline. Failure to respond in accordance with the notice of intent shall be 
deemed an intentional waiver of the right to submit an oral or written response to 
the proposed disciplinary action before the action is taken. 
 
a. If the Firefighter or his/her designated representative respond as specified 

in the notice of intent to respond, the imposition of discipline shall be 
deferred until after the response is received, whether oral or written. 

 
b. When the Firefighter requests to respond orally, the Fire Chief or his/her 

designee shall coordinate the scheduling of the conference, including: (1) 
the date, time, and place; and (2) forwarding of notices of information to 
all interested parties within ten (10) working days of the employee’s 
request.  The conference shall be conducted informally and shall be 
limited to presentation of information by and through the employee and/or 
his/her representative in response to the charges in the notice of intent to 
discipline. 

 
c. The time limits set forth in this section may only be modified by mutual 

consent of the employee and the District. 
 
d. In the District’s discretion and subject to the affected pre-discipline 

conferences of individual employee’s consent, employees subject to 
discipline may be consolidated where related or similar issues are present. 

 
e. At the discretion of the Fire Chief or his/her designee, the employee may 

present extrinsic evidence at the pre-discipline conference, including 
witnesses. 

 
f. Upon the conclusion of the pre-disciplinary conference and within 30 days 

of the District’s final decision, but not less than forty-eight (48) hours 
prior to imposing discipline, the Fire Chief or his/her designee shall notify 
the employee in writing of the nature and extent of the discipline, if any, 
and the time of commencement thereof.  The notice shall be in accordance 
with the provisions in this rule.   

 
B. Discipline Appeal Procedures 

1. Appeal of Punitive Action Not Involving Discharge, Demotion, Suspension 
(Less than 5 days), or Reduction in Base Pay – Informal Procedure 



DISCIPLINE / RULES OF CONDUCT  Section: A200.02 
 Date Implemented: 02/18/94 

 Date Revised: 09/18/14 
 Page:  13 of 17 

 
Pursuant to Government Code section 11445.20, the following informal 
procedure shall be used for an appeal by a Firefighter of a punitive action not 
involving a discharge, demotion, suspension of more than five (5) days, or 
reduction in pay that is valued at more than a five (5) day suspension. 

a. Notice of Informal Hearing: this Discipline Policy shall serve as the notice 
of the District’s election to proceed with an informal hearing and the 
District is not required to repeat this notice in connection with discipline 
identified in this section. 

b. Notice of Appeal: within five (5) calendar days of receipt by a Firefighter 
of a notice of punitive under section this section, the Firefighter shall 
notify the Deputy Fire Chief in writing of the Firefighter’s intent to appeal 
the punitive action.  

The notice of appeal shall specify the action being appealed and the substantive 
and procedural grounds for appeal. 

c. Presiding Officer: in an informal hearing under this section, the Fire Chief 
or his/her designee shall be the presiding officer.  The Fire Chief or his/her 
designee shall conduct the informal hearing.  The decision of the Fire 
Chief or his/her designee shall be final and binding and not subject to any 
further appeal. 

d. Procedure: the presiding officer shall set an informal hearing within fifteen 
(15) days from receipt of the Firefighter’s notice of appeal.  The District 
shall have the burden of proof, which shall be established by a 
preponderance of the evidence.  The formal rules of evidence do not apply 
and the presiding officer may exclude evidence which is incompetent, 
irrelevant or cumulative.  The District has determined cross-examination is 
not necessary for proper determination under the informal hearing 
procedure.  However, the presiding officer has discretion to permit cross-
examination of witnesses in the informal hearing if it is necessary for 
proper determination of the matter.  The presiding officer may permit the 
parties to submit either oral or written closing arguments at the conclusion 
of the informal hearing.  The hearing shall be recorded by a court reporter 
only if the discipline involves loss of compensation.  All other hearings 
may be tape recorded at the request of the parties.  The per diem cost of 
the court reporter shall be equally borne by the parties, and the cost of 
receiving a transcript of the hearing shall be borne by the party making the 
request. 

e. Representation: the Firefighter may be represented by an association 
representative or attorney of his or her choice at all stages of the 
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proceedings.  The fees and costs associated with such representation shall 
be borne by the Firefighter. 

f. Decision: the presiding officer’s decision shall be in writing pursuant to 
Government Code section 11425.50.  The written decision shall be served 
on the employee and his or her attorney or representative.  The date of 
mailing shall be the service date.  The Firefighter shall be informed of his 
or her right to seek judicial review of the decision pursuant to Code of 
Civil Procedure section 1094.5. 

2. Appeal of Punitive Action Involving Discharge, Demotion, Suspension (More 
than 5 days), or Reduction in Pay – Formal Hearing 

Pursuant to Government Code section 11512, the following formal procedure 
shall be used for an appeal by a Firefighter of a punitive action involving a 
discharge, demotion, suspension of more than (5) days, or reduction in pay that is 
valued at more than a five (5) day suspension.  

a. Notice of Discipline: in the case of punitive action, the District shall 
personally serve the Firefighter with a final notice of discipline in the form 
of an Accusation, which shall state the Firefighter’s request for a hearing 
must be received by the District within fifteen (15) calendar days after the 
Accusation is personally served on the Firefighter and their representative.  
The notice of discipline will include the specific instructions on how the 
Firefighter may request the appeal.  If the Accusation is served by mail, 
then the request for hearing must be received by the District within fifteen 
(15) calendar days from the date of the Accusation.  The District shall 
secure and retain proof of service of the notice of discipline. 

b. Accusation: the final notice of discipline, which may be issued upon the 
conclusion of any pre-disciplinary procedures, shall serve as the 
Accusation per Government Code section 11500 et seq.  The discipline 
shall not be effective sooner than 48 hours from issuance of the final 
notice of discipline 

c. Notice of Defense: the Firefighter may appeal the discipline by submitting 
an appeal (“notice of defense” in accordance with Government Code 
section 11506) to the District’s Administrative Manager within fifteen 
(15) calendar days of being served with the Accusation.  The notice of 
defense may request a hearing, object to the Accusation, admit the 
Accusation in whole or in part, and/or present new matter by way of 
defense.  The notice of defense shall be in writing, signed, and includes a 
current mailing address. 



DISCIPLINE / RULES OF CONDUCT  Section: A200.02 
 Date Implemented: 02/18/94 

 Date Revised: 09/18/14 
 Page:  15 of 17 

 
d. Hearing: the Firefighter shall be entitled to a hearing if the notice of 

defense is timely filed with the District’s Administrative Manager.  Failure 
to timely file the notice of defense shall result in a waiver of the right to a 
hearing.  Upon receipt of the notice of defense, the District shall contact 
the Office of Administrative Hearings to have the matter set for hearing. 

e. Conduct of Hearing: the Administrative Law Judge will conduct the 
hearing(s) as s/he deems necessary to determine the pertinent facts related 
to the disciplinary action.  Such hearing(s) shall be closed to the public 
unless the employee requesting the hearing(s) requests in advance that the 
hearing(s) be open to the public.  The employee(s) and District 
representative(s) shall have the right to appear before the Administrative 
Law Judge during such hearing and may have counsel present.  If either 
party appears before the Administrative Law Judge, both parties shall be 
present. 

(i) A record of the hearing shall be made and kept by a certified court 
 reporter.  The per diem fee of the certified court reporter shall be 
 borne by the District.  The cost of transcription shall be borne by 
 the party ordering the transcript. 

(ii) All fees and expenses of the Administrative Law Judge shall be 
 borne by the District. 

(iii) All fees and expenses related to the securing of a representative 
 and/or legal counsel, witness fees and other expenses associated 
 with representation and presentation of evidence shall be borne by 
 the party at whose direction said expense is incurred. 

(iv) The Administrative Law Judge shall hear and consider the 
 evidence presented on behalf of the District which constitutes the 
 grounds for the disciplinary action.  The employee shall have the 
 right to cross-examine any witness called.  Thereafter, the 
 employee shall have the opportunity to present any competent and 
 relevant evidence and to be represented by an attorney or other 
 person employed at the employee’s expense in a representative 
 capacity.  The District shall be entitled to cross-examine any 
 witnesses called by the employee. 

(v) The hearing need not be conducted in strict conformity with the 
 rules of evidence as applied in a court of law, but all parties shall  
 observe the substance of the rules of evidence so that the matter 
 may be determined upon reliable evidence.  Hearsay that would be 
 inadmissible in a civil or criminal proceeding cannot alone support 
 a finding by the hearing officer. The Administrative Law Judge 
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 shall admit evidence, including hearsay which is of such reliability 
 that reasonable persons rely upon it in the conduct of serious 
 matters such as the hearing.  Discovery shall be conducted in 
 accordance with the procedures described in Government Code 
 section 11507.6. 

(vi) The burden of proof and production of evidence on the charges of 
 discipline shall be borne by the District.  The standard of proof 
 shall be a preponderance of the evidence.  The employee shall have 
 the burden of proving any affirmative defenses. 

(vii) Not later than ten (10) calendar days prior to the commencement of 
 the hearing, the parties shall exchange lists of witnesses each  
 intends to call at the hearing and a list of documents to be 
 introduced at the hearing.  Copies of such documents shall be 
 attached to the list.  The documents shall be served on or before the 
 tenth (10th) calendar day prior to the commencement of the 
 hearing.  Absent a showing of good cause, failure to comply with 
 these requirements shall result in exclusion of witness testimony 
 and/or rejection of exhibits not designated in the submissions.  The 
 disclosure requirements do not apply to rebuttal witnesses.  

(viii) The Administrative Law Judge shall be empowered to issue 
 subpoenas for the production of persons and documents.  The 
 California Code of Civil Procedure, Evidence Code, and other 
 applicable statutes shall apply to the validity and processing of 
 subpoenas and to the method of service of the same. 

(ix) The Administrative Law Judge shall prepare and certify his/her 
 advisory decision to the Fire Chief and employee.  A copy of the 
 advisory decision shall be provided to the employee’s last known 
 residential address with a proof of service regardless of the 
 employee’s representation by counsel or other. 

(x) The Board of Directors of the District shall receive the advisory 
 decision and issue the final decision.  The final decision of the 
 Board of Directors shall become effective ten (10) calendar days 
 after it is delivered or mailed to the employee. 

(xi) Should the need for a continuance of the hearing arise, the party  
     requesting the continuance shall notify the parties within ten (10)  
     calendar days of discovering the event or circumstances giving rise 
     to the need for the continuance upon good cause.  A continuance  
     may be granted if the party seeking the continuance is not   
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     responsible for and has made a good faith effort to prevent the  
     cause for the continuance. 

(xii) The Firefighter shall be informed of his or her right to seek a 
judicial review of the decision pursuant to Code of Civil Procedure 
section 1094.5. 

(xiii) Judicial review of the Board of Director’s final decision shall be 
 sought within the time provided for in California Code of Civil 
 Procedure section 1094.6 (a petition for peremptory writ of 
 mandate shall be filed no later than the 90th calendar day 
 following the date on which the final decision is mailed by first-
 class mail, postage pre-paid, including a copy of the affidavit or 
 certificate of mailing). 

(xiv) Formal hearing procedures not specifically identified in this policy 
 shall be in accordance with the provisions of the California 
 Administrative Procedure Act, Government Code section 11500, 
 et seq. 
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I. PURPOSE: 
 
 A. To provide all Rancho Santa Fe Fire Protection District (“District”) personnel with 

the District Policy regarding the prohibition of harassment in employment. 
 
 B. To define harassment and discrimination in employment. 
 
 C. To provide a procedural process for the determination and resolution of situations 

involving harassment and discrimination in employment. 
 
II. RESPONSIBILITY: 
 

A. All District personnel shall be thoroughly familiar with and strictly adhere to the 
provisions of this Policy. 

 
B. The District has a zero tolerance policy for harassment and discrimination of 

employees, visitors, or contractors by managers, supervisors, co-workers, or third 
parties. The District will reasonably attempt to protect employees and non-
employees from harassment and discrimination in the workplace. 

 
C. It is also unlawful to retaliate or take reprisals in any way against an employee who 

has articulated any concern about harassment or discrimination against him or her or 
against another individual. 

 
III. POLICY: 
 

A. Conduct need not rise to the level of a violation of law to violate this Policy. Instead, 
a single act may violate this Policy and provide grounds for discipline, up to or 
including termination.  
 

B. Harassment or discrimination against an applicant or employee by a supervisor, 
management employee, elected or appointed official, co-worker, member of the 
public, or contractor on the basis of race, color, ancestry, religion, sex (including 
gender, gender identity, gender expression), national origin, physical or mental 
disability, sexual orientation, marital status, pregnancy, ancestry, medical condition 
(e.g., AIDS/HIV, history of cancer), genetic characteristics or information, age, or 
any other protected classification, will not be tolerated. For the purposes of this 
policy, hazing shall be construed as harassment. For further information, please refer 
to the District policy on Hazing. 
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C. This Policy applies to all terms and conditions of employment, including, but not 
limited to, hiring, placement, promotion, disciplinary action, layoff, recall, transfer, 
leave of absence, compensation, and training. 

 
D. Disciplinary action or other appropriate sanction up to and including termination will 

be instituted for engaging in prohibited behavior as defined below. 
 

E. Any retaliation against a person for filing a complaint or participating in the 
complaint resolution process is prohibited. Individuals found to be retaliating in 
violation of this Policy will be subject to appropriate sanction or disciplinary action 
up to and including termination. 

 
IV. DEFINITIONS: 
 

A. Protected Classifications – This Policy prohibits harassment or discrimination 
because of an individuals’ protected classification. “Protected classification” includes 
race, color, ancestry, religion, sex (including gender, gender identity, gender 
expression), national origin, physical or mental disability, sexual orientation, marital 
status, pregnancy, ancestry, medical condition (e.g., AIDS/HIV, history of cancer), 
genetic characteristics or information, and age.  
 

B. Policy Coverage – This Policy prohibits the District, elected or appointed officials, 
officers, employees or contractors from harassing or discriminating against 
applicants, officers, officials, employees, or contractors because of: 1) an individual’s 
protected classification; 2) the perception that an individual has a protected 
classification; or 3) the individual associates with a person who has or is perceived to 
have a protected classification. 
 

C. Discrimination – This Policy prohibits adverse action being taken because of the 
individual’s protected classification as defined in this Policy. A non-inclusive 
description of prohibited adverse action is set forth in Section D, below. 
 

D. Harassment includes, but is not limited to, the following types of conduct that occurs 
because of a person’s protected classification.  

 
  1. Speech – For example: epithets, derogatory comments, slurs, offensive noises, 

remarks about a persons’ protected class status, or propositioning on the basis of a 
protected classification. This might include inappropriate comments on 
appearance, including dress or physical features, or dress consistent with gender 
identification, or race-oriented stories and jokes, propositioning, leering, making 
implied or explicit job threats or promises in return for submission to physical 
acts  
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  2. Physical Acts – For example: assault, , impeding or blocking movement, 

offensive touching,  any physical interference with normal work or movement, or 
any other unwanted physical contact. This includes pinching, patting, and 
grabbing.  

 
  3. Visual Acts – For example displaying in such a manner that material can 

reasonably be seen by a third party (including an employee): derogatory pictures, 
posters, notices, bulletins, cartoons, calendars, graffiti, objects, emails, 
promotional materials, or drawings related to a protected classification. This 
includes displaying these items on computer monitors in public areas. 

 
  4. Sexual Harassment –  
   a. Unwelcome sexual advances, requests or demands for sexual favors, and other 

visual, verbal or physical acts of a sexual nature where submission to or 
rejection of the conduct is used as the basis for employment decisions, or 
where the conduct is intended to or actually does unreasonably interfere with 
an individual’s work performance or creates an intimidating, offensive, or 
hostile work environment;  

   b. Preferential treatment or promises of preferential treatment to an employee for 
submitting to sexual conduct, including soliciting or attempting to solicit any 
employee to engage in sexual activity for compensation or reward.  

    
  5. Other Forms of Harassment – 
   a.  Subjecting, or threats of subjecting, an employee to unwelcome attention, 

conduct, actions, or intentionally making performance of the employee’s job 
more difficult because of the employee’s protected class status;  

   b. Discriminatory assignment to tasks, which are considered undesirable, or 
performance of defamatory or embarrassing acts which are non-essential to 
performance of any aspect of the employee’s job description;  

   c. Preferential treatment of non-protected class employees via assignment to 
tasks/activities, which are considered desirable and a privilege to the 
detriment of a protected class. 

 
V. COMPLAINT PROCEDURE/GUIDELINE: 
 
 A. An employee, job applicant, or contractor who believes he or she has been harassed 

shall inform the District verbally or in writing as soon as possible.  The complaint 
shall be made to either of the following:  

 
1. Complaint Advisors - The Rancho Santa Fe Fire Protection District's Chief 

Officers will be available to receive harassment complaints.  Any Chief Officer 
who receives a discrimination or harassment complaint should notify the Fire 
Chief immediately. 
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B. Upon receiving notification of a harassment complaint, the Chief Officer shall:  
 
1. Authorize the Deputy Chief or their designee, to initiate an investigation of the 

complaint. The investigation will include interviews with: 1) the complainant; 2) 
the accused harasser; and 3) other persons who have relevant knowledge 
concerning the allegations in the complaint. 
 

2. Review factual information collected to determine whether the alleged conduct 
constitutes harassment, discrimination, or retaliation giving consideration to all 
factual information and the totality of circumstances, including the nature of the 
conduct and the context in which the alleged incidents occurred.   
 

3. Report a summary of the determination as to whether harassment occurred to 
appropriate persons, including the complainant, the alleged harasser, the 
supervisor, and the department head. If discipline is imposed, the level of 
discipline will not be communicated to the complainant. 

 
4. If conduct in violation of this Policy occurred, take and/or authorize prompt and 

effective remedial action. The remedial action will be commensurate with the 
severity of the offense. 

 
5. Take reasonable steps to protect the complainant from further harassment, 

discrimination, or retaliation. 
 

6. Take reasonable steps to protect the complainant from retaliation as a result of 
communicating the complaint. 

 
C. The Chief Officer shall transmit a completed investigation to the Fire Chief who shall 

then be responsible for taking appropriate corrective action. 
 

D. Option to Report to Outside Administrative Agencies – An individual has the option 
to report harassment, discrimination, or retaliation to the U.S. Equal Employment 
Opportunity Commission (EEOC) and/or the California Department of Fair 
Employment and Housing (DFEH). These administrative agencies offer legal 
remedies and a complaint process. The nearest offices are listed in the government 
section of the telephone book or employees can check the posters that are located on 
employer bulletin boards for office locations and telephone numbers. 
 

E. Confidentiality – Every reasonable effort will be made to protect the privacy of 
parties involved in a complaint. However, confidentiality cannot occur in all 
circumstances due to the need to fully investigate and the duty to take effective 
remedial action. As a result, confidentiality will be maintained to the extent 
reasonably possible. An individual who is interviewed during the course of an 
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investigation is prohibited from discussing the substance of the interview, except as 
otherwise directed by a supervisor or the Fire Chief. Any individual who discusses 
the content of an investigatory interview will be subject to discipline or other 
appropriate sanction. The employer will not disclose a completed investigation report 
except as it deems necessary to support a disciplinary action, to take remedial action, 
to defend itself in adversarial proceedings, or to comply with the law or court order. 

 
 



Rancho Santa Fe Fire Protection District 
ADMINISTRATIVE POLICY AND PROCEDURES 

 HIPAA PRIVACY RULES 
 
 
FIRE CHIEF:__________________________________ 

Section: A500.07  
Date Implemented: 09/29/03 

Date Revised: 11/01/06 
Page: 1 of 9 

 
 
I. PURPOSE:  
 

A. To define HIPAA Privacy Rules and Protected Health Information. 
 
B. To establish obligations of District Personnel to maintain privacy of all patient 

information and identify who has the right to such information, in compliance with 
Federal Regulations. 

 
II. RESPONSIBILITY: 
 

A.  It shall be the responsibility of each EMS Provider to provide confidentiality and 
 security of Protected Health Information. The following administrative personnel will 
 manage all concerns and operations. 
• The Privacy Officer is the Training B/C 
• The Security Officer is the Operations Chief 
• The Compliance Officer is the Fire Chief 
• The Custodian of Records is the Administrative Manager (or designee). 

 
III. SCOPE: 
 

A.  This policy will apply to all District Personnel. 
 
IV. DEFINITION OF TERMS: 
  
 A.     HIPAA- Health Insurance Portability & Accountability Act of 1996 
  

B.  PHI- Protected Health Information: 
1. Any health information that relates to past, present or future physical or mental 

health conditions 
2. Any health information that includes identification of an individual 
3. Financial information related to payment of health care services that identifies an 

individual 
4. Regulations will be enforced by the Department of Health and Human Services 

 
C.  Report Forms- Pre-Hospital Run Sheet, Against Medical Advice, Release Form,  
  Notice of Privacy Practices Form, First Responder Form, & Initial Dispatch Form. 
D. Security Label- Label that is attached to flap of envelope to ensure security of PHI. 



HIPAA PRIVACY RULES Section: A500.07 
 Date Implemented: 09/29/03 

 Date Revised: 11/01/06 
 Page:  2 of 9 

 
Label will identify incident number, date sent, and signature of sender. 

 
E. Record Envelope- Colored envelope used to secure Paper Report Forms following all 

incidents.   
 
F. HIPAA File Folder- Colored file folder used to store and transmit Record Envelopes. 

Each folder will be labeled with appropriate Station and Shift. 
 
G.  DPAHC- Durable Power of Attorney for Health Care 
 
H. NPP- Notice of Privacy Practices 
 
I.  Minimum Necessary Information - PHI should be limited to the amount of  
  Information that is reasonably necessary to meet the purpose of the requested  
  information.                                                                                        

 
V. PROCEDURE: 
 

A. Revised incident guidelines for patient health information: 
 

1. All patient contacts will require that the patient be given a copy of the District’s 
NPP. The NPP should be signed by the patient or patient representative whenever 
possible. The Captain/FFPM will document receipt of the NPP in the incident report 
(RMS), AMA, and/or EMS form (if applicable).   

2. Paper Report Forms will be secured in a closed container and/or colored shift 
HIPAA File Folder. (Each shift has own colored HIPAA File Folder). 

3. Report Form must remain out of view of anyone not authorized to see the report. 
(see C.1) 

4. At the close of each incident, the Captain shall cause all appropriate forms to be 
placed into the appropriate record envelope by incident number. 

5. After each incident, the Captain/PM will place all record envelopes into his/her 
HIPAA shift file folder, and into a locked drawer at each station. 

6. Upon entering information into the RMS report, forms other than an AMA (if 
applicable), signed NPP, First Responder claim form or Pre-Hospital Patient Record 
will be destroyed by shredding. 

7. If an EMS Bubble form is used, the Captain/PM shall mail the Hospital Copy to the 
receiving hospital in a sealed envelope, using the hospital mailing labels provided. If 
patient was not transported but an EMS form was completed, the Hospital Copy 
should be mailed to the Base Hospital. 

8. The Captain/PM shall place any retained forms: AMA (if applicable), signed NPP, 
EMS Form (Agency Copy and EMS Copy), and First Responder Claim Fund form, 
etc. into a Record Envelope. The Record Envelope shall be sealed and a security 
label affixed; noting the incident number, date sent, and signature of sender. The 
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Record Envelope is then placed in the HIPAA File Folder and delivered to the 
Privacy Officer.  Privacy Officer shall ensure that these forms are stored in a locked 
location under their control. 

9. Privacy Officer shall distribute the Pre-Hospital Patient Record, sending the EMS 
copies once per month to the appropriate location, via mail. The Agency Copy shall 
be copied, with a copy placed in a sealed Record Envelope with Security label and 
sent to Peer Review Committee Chairperson. The Peer Review Committee 
Chairperson shall ensure that the copies sent to him/her are maintained in a locked 
location. Upon review by the Peer Review Committee, those copies shall be 
shredded. 

10. Privacy Officer shall place the AMA Form, signed NPP, and original Agency Copy 
into a sealed Record Envelope noting incident number, date envelope is sealed and 
his/her signature.  Sealed Record Envelope to be then placed in locked cabinet for 
not less than a 7-year period. 

11. Privacy Officer shall send the First Responder Forms once per month to the 
appropriate location via mail. 

 
B. Protected Health Information can be shared under the following circumstances: 
 

1. Information can be shared with dispatch, RSFFPD personnel, air or ambulance 
transport personnel, and hospital personnel, directly involved with patient care- if 
needed to complete a task. 

2. Information will be provided to San Diego County EMS upon request by law. 
3. Information will be provided to Public Health Authorities for the purpose of 

preventing or controlling disease, injury or disability. 
 

C. Law Enforcement Disclosure: 
 

1. If laws require reporting of certain types of injuries (Burns, firearms, abuse, etc.) to a 
law enforcement officer, you may do so. 

2. If you have information necessary to alert law enforcement to the commission or 
location of a crime or to assist in identifying a perpetrator, you may disclose only 
pertinent and appropriate information. 

3. Information can be shared when requested by court order, warrant or grand jury 
subpoena. 

 
D. Disclosure to family members: 
 

1. Families are not entitled to PHI unless they have a DPAHC or they are directly 
relevant to the care of the patient or the payment for services. 

2. Parents are not entitled to PHI regarding their minor child if disclosure is related to 
pregnancy, STD (sexually transmitted disease), rape or sexual assault. 

E. Incidental Disclosure: 



HIPAA PRIVACY RULES Section: A500.07 
 Date Implemented: 09/29/03 

 Date Revised: 11/01/06 
 Page:  4 of 9 

 
 

1. Disclosures that cannot be reasonably prevented (for example, on scene in a public 
area) are permissible under HIPAA. 

 
F. Changes in EMS Documentation: 
 

1. HIPAA requires providers to give patients a Notice of Privacy Practices (NPP) when 
it is practical to do so after an emergency situation has ended. 

2. Our obligation is to make an attempt to deliver the NPP to the patient. 
3. Patients who are clearly in no distress and who are competent to understand and sign 

the NPP should do so. 
4. All Non-Emergency situations, AMA’s, and Releases must have an NPP signed. 
5. Unaccompanied minors may be given the NPP if it is reasonable to expect the minor 

will understand it. 
 

G. EMT and Paramedic Students do not need to be limited to PHI as long as the following 
criteria is met: 

 
1. Students must be trained on HIPAA and RSFFPD privacy rules. 
2. Students must sign a statement of confidentiality agreement. 
 

H. Individuals (other than students) who are “Riding Along” shall be provided HIPAA and 
RSFFPD privacy rules (Attachment A).  Ride-Along must also sign a confidentiality 
agreement (Attachment B). 
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Attachment A 

 
NOTICE OF PRIVACY PRACTICES 
OF RANCHO SANTA FE FIRE PROTECTION DISTRICT (THE “ORGANIZATION”) 
 
THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED AND DISCLOSED 
AND HOW YOU CAN GET ACCESS TO THIS INFORMATION.  PLEASE REVIEW IT CAREFULLY. 

 
Your health information is personal, and we are committed to protecting it.  Your health information is also very 
important to our ability to provide you with quality care, and to comply with certain laws.  This Notice applies to all 
records about your care that our personnel create.  (Your physician may have different policies and a different notice 
regarding your health information that is created in the physician’s office.)  In addition, the hospital at which you receive 
care may also have different policies and a different Notice regarding your health information. 
 
I. We Are Legally Required to Safeguard Your Protected Health Information.  

We are required by law to: 
A. maintain the privacy of your health information, also known as “protected health information” or “PHI;” 
B. provide you with this Notice, and  
C. comply with this Notice. 

 
II. Future Changes to Our Practices and This Notice.   

We reserve the right to change our privacy practices and to make any such change applicable to the PHI we 
obtained about you before the change, as well as to information we receive in the future.  If a change in our 
practices is material, we will revise this Notice to reflect the change.  You may obtain a copy of any revised 
Notice by contacting the Fire Chief at (858) 756-5971.  We will also make any revised Notice available in our 
Organization web site: www.rsf-fire.org. 

 
III. How We May Use and Disclose Your Protected Health Information.   

The law requires us to obtain your prior authorization for some uses and disclosures.  In other circumstances, the 
law allows us to use or disclose PHI without your authorization.  This Section III gives examples of each of these 
circumstances.   
A. Uses and Disclosures that do not Require Your Authorization.  We may use or disclose your PHI to 

provide treatment to you or in order for others to provide treatment to you.  For example, we may 
disclose your PHI to physicians, nurses, and other health care personnel who are involved in your care.  
We may also use or disclose your PHI to your insurance carrier in order to get paid for treatment 
provided to you.  For example, we may use your PHI to create the bills that we submit to the insurance 
company, or we may disclose certain portions of your PHI to our business associates who perform 
billing and claims processing or other services for us. We may also disclose your PHI to another health 
care provider or insurance company for their payment-related activities, such as to get paid for treatment 
provided to you or to process claims under your health insurance plan. 
We may also use or disclose your PHI for our operations related to health care.  For example, we may 
use your PHI to evaluate the quality of care you received from us, or to evaluate the performance of 
those involved with your care.  We may also provide your PHI to our attorneys, accountants and other 
consultants to make sure we are complying with the laws that affect us.  In addition, we may also 
disclose your PHI to another health care provider, health insurance plan or health care clearinghouse for 
purposes of their operations related to health care.  However, we will only do so if they have or have 
had a relationship with you and if the PHI they request pertains to that relationship.  In addition, we will 
disclose your PHI to these third parties for limited purposes only, such as for them to conduct quality 
improvement activities, or to review the performance of a health care provider, or for training purposes.   
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There are stricter requirements for use and disclosure for some types of PHI, for example, drug and 
alcohol abuse patient information and HIV tests.  However, there are still limited circumstances in 
which these types of information may be used or disclosed without your authorization.   

B. Uses and Disclosures That Require Us to Give You the Opportunity to Object.  If you do not object, we 
may provide relevant portions of your PHI to a family member, friend or other person you indicate is 
involved in your health care or in helping you get insurance coverage or otherwise provide for payment 
for your health care.  We may use or disclose your PHI to notify your family or personal representative 
of your location or condition.  In an emergency or when you are not capable of agreeing or objecting to 
these disclosures, we will disclose PHI as we determine is in your best interest, but will give you the 
opportunity to object to future disclosures to family and friends if possible.  Unless you object, we may 
also disclose your PHI to persons performing disaster relief activities.   

C. Certain Uses and Disclosures Do Not Require Your Authorization.  The law allows us to disclose PHI 
without your authorization in the following circumstances:  
(1) When Required by Law.  We disclose PHI when we are required to do so by federal, state or 

local law. 
(2) For Public Health Activities. For example, we disclose PHI when we report adverse reactions 

to a drug or medical device, or to notify a person who may have been exposed to a disease in 
compliance with applicable law.  We may also report PHI to the local emergency medical 
services agency in connection with its oversight role over ambulance services. We may also 
use and disclose your PHI as necessary to comply with federal and state laws that govern 
workplace safety. 

(3) For Reports About Victims of Abuse, Neglect or Domestic Violence.  We will disclose your 
PHI in these reports only if we are required or authorized by law to do so, or if you otherwise 
agree. 

(4) To Health Oversight Agencies.  We will provide PHI as requested to government agencies that 
have authority to audit or investigate our operations. 

(5) For Lawsuits and Disputes.  If you are involved in a lawsuit or dispute, we may disclose your 
PHI in response to a court order or administrative order.  We may also disclose your PHI in 
response to a subpoena or other lawful process by someone else involved in the dispute, but 
only if efforts have been made to tell you about the request (which may include written notice 
to you) or to obtain a court order that will protect the PHI requested. 

(6) To Law Enforcement.  We may release PHI as permitted by law if asked to do so by a law 
enforcement official, in the following circumstances:  (a) in response to a court order issued by 
a court in the county where the records are located, grand-jury subpoena, court-ordered 
warrant, administrative request or similar process; (b) to identify or locate a suspect, fugitive, 
material witness or missing person; (c) about the victim of a crime if, under certain limited 
circumstances, we are unable to obtain the person’s agreement; (d) about a death we believe 
may be due to criminal conduct; (e) about criminal conduct at our facility; and (f) in 
emergency circumstances, to report a crime, its location or victims, or the identity, description 
or location of the person who committed the crime. 

(7) To Coroners, Medical Examiners and Funeral Directors.  We may disclose PHI to facilitate the 
duties of these individuals. 

(8) To Organ Procurement Organizations.  We may disclose PHI to facilitate organ donation and 
transplantation. 

(9) To Avert a Serious Threat to Health or Safety.  We may disclose your PHI to someone who can 
help prevent a serious threat to your health and safety or the health and safety of another person 
or the public. 

(10) For Specialized Government Functions.  For example, we may disclose your PHI to authorized 
federal officials for intelligence and national security activities that are authorized by law, or so 
that they may provide protective services to the President or foreign heads of state or conduct 
special investigations authorized by law.   
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(11) To Workers’ Compensation or Similar Programs.  We may provide your PHI to these programs 

in order for you to obtain benefits for work-related injuries or illness. 
(12) If you are an inmate of a correctional institution or under the custody of a law enforcement 

official, we may release your PHI to the correctional institution or law enforcement official as 
necessary for the institution to provide you with health care, to protect your health or safety or 
that of others or for the safety and security of the correctional institution. 

 
IV. Other Uses and Disclosures of Your Protected Health Information.   

Other uses and disclosures of your PHI that are not covered by this Notice or the laws that apply to us will be 
made only with your written authorization.  If you give us written authorization for a use or disclosure of your 
PHI, you may revoke that authorization, in writing, at any time.  If you revoke your authorization we will no 
longer use or disclose your PHI for the purposes specified in the written authorization, except that we are unable 
to take back any disclosures we have already made with your permission.  In addition, we can use or disclose 
your PHI after you have revoked your authorization for actions we have already taken in reliance on your 
authorization.  We are also required to retain certain records of the uses and disclosures made when the 
authorization was in effect. 

 
V. Your Rights Related to Your Protected Health Information.   

You have the following rights: 
A. The Right to Request Limits on Uses and Disclosures of Your PHI.  You have the right to ask us to limit 

how we use and disclose your PHI, as long as you are not asking us to limit uses and disclosures that we 
are required or authorized to make to the Secretary of the Department of Health and Human Services, 
related to our facility’s patient directory, or the disclosures described in Section III, above.  Any such 
request must be submitted in writing to our Compliance Officer.   We are not required to agree to your 
request.  If we do agree, we will put it in writing and will abide by the agreement except when you 
require emergency treatment. 

B. The Right to Choose How We Communicate With You.  You have the right to ask that we send 
information to you at a specific address (for example, at work rather than at home) or in a specific 
manner (for example, by e-mail rather than by regular mail, or never by telephone).  We must agree to 
your request as long as it would not be disruptive to our operations to do so.  You must make any such 
request in writing, addressed to our Compliance Officer. 

C. The Right to See and Copy Your PHI.  Except for limited circumstances, you may look at and copy 
your PHI that may be used to make decisions about your care if you ask in writing to do so.  Any such 
request must be addressed to our Custodian of Records.  In certain situations, we may deny your 
request, but if we do, we will tell you in writing of the reasons for the denial and explain your rights 
with regard to having the denial reviewed. If you ask us to copy your PHI, we will charge you 50 cents 
for each page.  Alternatively, we may provide you with a summary or explanation of your PHI, as long 
as you agree to that and to the cost, in advance. 

D. The Right to Correct or Update Your PHI.  If you believe that the PHI we have about you is incomplete 
or incorrect, you may ask us to amend it.  Any such request must be made in writing detailing why you 
think the amendment is appropriate.  In addition, the following procedures apply: 

We will not process your request if it is not in writing or does not tell us why you think the 
amendment is appropriate.  We will inform you in writing as to whether the amendment will be made 
or denied.  If we agree to make the amendment, we will ask you whom else you would like us to 
notify of the amendment.  We may deny your request if you ask us to amend information that: 

(1) was not created by us, unless the person who created the information is no longer available to 
make the amendment;  

(2) is not part of the PHI we keep about you;  
(3) is not part of the PHI that you would be allowed to see or copy; or 
(4) is determined by us to be accurate and complete. 
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If we deny the requested amendment, we will tell you in writing how to submit a statement of disagreement or 
complaint, or to request inclusion of your original amendment request in your PHI.  

Any request covered by this paragraph D. must be made in writing and must be addressed to our Custodian of 
Records. 

 E. The Right to Get a List of the Disclosures We Have Made.  You have the right to get a list of instances 
in which we have disclosed your PHI.  The list will not include certain disclosures, such as disclosures 
we have made for treatment, payment and health care operations purposes, those that are a byproduct of 
another use or disclosure permitted under our privacy policies or by law, those made under an 
authorization provided by you, those made directly to you or your family or friends or through our 
facility directory, or for disaster relief purposes.  Neither will the list include disclosures we have made 
for national security purposes or to law enforcement personnel, or disclosures made before April 14, 
2003.   
Your request for a list of disclosures must be made in writing and be addressed to our Custodian of 
Records.The list we provide will include disclosures made within the last six years (except not for those 
made prior to April 14, 2003) unless you specify a shorter period.  The first list you request within a 12-
month period will be free.  You will be charged our costs for providing any additional lists within the 
12-month period. 

F. The Right to Get a Paper Copy of This Notice.  Even if you have agreed to receive the Notice by e-mail, 
you have the right to request a paper copy as well.  You may obtain a paper copy of this Notice by 
contacting Custodian of Records at (858) 756-5971.  The Notice is also available in our Rancho Santa 
Fe Fire Protection District website at www.rsf-fire.org.  

 
VI. Complaints.   

If you believe your privacy rights have been violated, you may file a complaint with us or with the Secretary of 
the federal Department of Health and Human Services.  To file a complaint with us, put your compliant in 
writing and address it to the Fire Chief, at Rancho Santa Fe Fire Protection District, P/O/ Box 410, Rancho Santa 
Fe, CA 92067.  We will not retaliate against you for filing a complaint.  You may also contact our Compliance 
Officer if you have questions or comments about our privacy practices. 
Effective Date: April 14, 2003. 

http://www.rsf-fire.org/
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Attachment B 

 
Rancho Santa Fe Fire Protection District 

 
Confidentiality Agreement for Protected Health 

Information 
 
 
 
I     ______________________________________________ , have read and understand the Rancho 
Santa Fe Fire Protection District’s (RSFFPD) policies regarding the privacy of individually 
identifiable protected health information (PHI), as mandated by the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA). In addition, I acknowledge that I have received training in 
RSFFPD’s policies concerning PHI access, use, disclosure, storage and destruction as required by 
HIPAA. 
 
Pursuant to state regulations under the California Civil Code section 56 et seq. and the federal 
regulations under the Health Insurance Portability and Accountability Act, I agree to keep protected 
health information confidential as required by such regulations. 
 
 
 
Dated:              
         (Signature) 
 
       ____________________________ 
         (Print Name) 



RESOLUTION NO.  2014-13 
 
 A RESOLUTION OF THE BOARD OF DIRECTORS OF THE 

RANCHO SANTA FE FIRE PROTECTION DISTRICT 
DESIGNATION OF APPLICANT’S AGENT RESOLUTION FOR 
NON-STATE AGENCIES 

 
BE IT RESOLVED BY THE Board of Directors of the Rancho Santa Fe Fire Protection District that 
 
Fire Chief (the title), or Deputy Chief (the title) 
 
is hereby authorized to execute for and in behalf of the Rancho Santa Fe Fire Protection District, a 
public entity established under the laws of the State of California, this application and to file it in 
the California Emergency Management Agency for the purpose of obtaining certain federal 
financial assistance under P.L. 93-288 as amended by the Robert T. Stafford Disaster Relief and 
Emergency Assistance Act of 1988, and/or state financial assistance under the California Disaster 
Assistance Act. 
 
THAT, the Rancho Santa Fe Fire Protection District, a public entity established under the laws of 
the State of California, hereby authorizes its agent(s) to provide to the California Emergency 
Management Agency for all matters pertaining to such state disaster assistance the assurances 
and agreements required.  
 
THAT, this is a universal resolution and is effective for all open and future disasters, up to three 
(3) years following the date of adoption.   
 
PASSED AND ADOPTED at a regular meeting of the Board of Directors of the Rancho Santa Fe 
Fire Protection District on October 8, 2014 by the following vote: 
 

AYES:    
NOES:    
ABSENT:   
ABSTAIN:  

 
 
 ______________________________________ 
 James H. Ashcraft 
 President  
ATTEST:  
 
 
 
__________________________________________ 
Karlena Rannals 
Secretary 
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STAFF REPORT                NO.  14-26 
TO:  BOARD OF DIRECTORS 

FROM:  TONY MICHEL, FIRE CHIEF 

SUBJECT:  RESOLUTION 2014-14 

DATE:  OCTOBER 3, 2014 

 

RECOMMENDATION 
Approve the updated resolution establishing salaries and benefits for management personnel.  

STAFF ANALYSIS 
District employees accrue vacation leave at various levels depending on years of service.  State 
law requires that employees be compensated for unused vacation leave when they exit 
employment with the District. 
 
The subject resolution was amended to add language to X. Vacation, Sections 10.02 thru 10.05 
to allow the District to buy out vacation leave in excess of 80 hours for non-shift or 112 hours 
for shift management personnel, upon request.  To the extent that an employee has his or her 
vacation cashed out, it is taxable compensation.  In addition, it is illegal to include vacation buy-
outs when an employee’s pension is calculated.  Since vacation buy-outs vary from year-to-
year, these amounts are treated by the District as special, one-time occurrences and will not be 
included as regular, recurring compensation. 
 
The option to cash out vacation is a recommended best management practice that will limit the 
amount of vacation leave that an employee may accumulate.  In addition, this practice allows 
the District to avoid the accumulation of large unfunded liabilities. 



RESOLUTION No. 2014-14 
 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE RANCHO 
SANTA FE FIRE PROTECTION DISTRICT ESTABLISHING SALARIES 
AND BENEFITS FOR MANAGEMENT PERSONNEL 

 
BE IT RESOLVED that the Board of Directors of the Rancho Santa Fe Fire Protection 

District does hereby authorize the following salary ranges and benefits for management 
personnel effective October 9, 2014. 

 
I. SALARIES (FLSA Exempt) 
1.01 The following salary range for the positions identified is as follows: 

Position Range/Annual Salary 

Fire Chief $158,419 $192,560 

Deputy Chief $130,229 $158,295 

Battalion Chief $112,927 $137,264 

Fire Marshal $114,619 $139,320 

Administrative Manager $ 90,024 $109,425 
 

II. RETIREMENT 
2.1 Retirement (Safety): the District shall retain a retirement plan with the Public Employees 
Retirement System (PERS) 3% @ 50 plan for all employees hired before March 31, 2012. The 
retirement plan shall include all statutory benefits listed in Government Code Section 20840(e) 
and the following optional benefits: 

a. One-Year Final Compensation 
b. 1959 Survivor Benefit – Fourth Level 
Note: Government Code Section 20840(e) includes but not limited to: 1) pre-retirement 
optional settlement 2 death benefit; 2) conversion of unused sick leave to retirement 
service credit; 3) ability for members to convert, at their own expense, prior military 
service and prior  public service to CalPERS retirement service; and 4) local system 
service credit included in the basic death benefit. 

 
2.2 All employees enrolled in the CalPERS 3% @ 50 plan, the employee will contribute 100% 
of the employee’s contribution for all reportable wages. The employee will contribute $2 per 
month towards the cost of the 1959 Survivor Benefit - Fourth Level. 

 
2.3 All safety employees hired after July 1, 2012 the District shall retain a retirement plan with 
the Public Employee Retirement System (PERS) 3% @ 55 plan. The retirement plan shall 
include all statutory benefits listed in Government Code Section 20840(e) and the following 
optional benefit: 

a. 1959 Survivor Benefit – Fourth Level 
Note: Government Code Section 20840(e) includes but not limited to: 1) pre-retirement 
optional settlement 2 death benefit; 2) conversion of unused sick leave to retirement 
service credit; 3) ability for members to convert, at their own expense, prior military 
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service and prior  public service to CalPERS retirement service; and 4) local system 
service credit included in the basic death benefit. 

 
2.4 All employees enrolled in the PERS 3% @ 55 plan, the employee will contribute 100% of 
the employee’s contribution for all reportable wages. The employee will contribute $2 per 
month toward the cost of the 1959 Survivor Benefit – Fourth Level. 

 
2.5 Employee contributions for employees entering membership on or after January 1, 
2013 and subject to the California Public Employees’ Pension Reform Act of 2013 (PEPRA) will 
be determined by CalPERS. 

2.6 The District agrees to report member contributions as taxed deferred for all employees 
enrolled in the CalPERS plans. 

 
2.7 Retirement (Non-safety): the District shall retain a retirement plan with the Public 
Employees Retirement System (PERS) 2.7% @ 55 plan for all employees hired before April 1, 
2012. The retirement plan shall include all statutory benefits listed in Government Code 
Section 20840(e) and the following optional benefits: 

a. One-Year Final Compensation 
b. 1959 Survivor Benefit - Fourth Level 

 
Note: Government Code Section 20840(e) includes but not limited to: 1) pre-retirement 
optional settlement 2 death benefit; 2) conversion of unused sick leave to retirement 
service credit; 3) ability for members to convert, at their own expense, prior military 
service and prior  public service to CalPERS retirement service; and 4) local system 
service credit included in the basic death benefit. 

 
2.9 All employees enrolled in the PERS 2.7% @ 55 plan, the employee will contribute 100% 
of the employee’s contribution for all reportable wages. The employee will contribute $2 
per month towards the cost of the 1959 Survivor Benefit - Fourth Level. 

 
2.10 All non-safety employees hired after July 1, 2012 the District shall retain a retirement plan 
with the Public Employee Retirement System (CalPERS) 2.5% @ 55 plan. The retirement plan 
shall include all statutory benefits listed in Government Code Section 20840(e) and the 
following optional benefit: 

 
b.   1959 Survivor Benefit – Fourth Level 
Note: Government Code Section 20840(e) includes but not limited to: 1) pre-retirement 
optional settlement 2 death benefit; 2) conversion of unused sick leave to retirement 
service credit; 3) ability for members to convert, at their own expense, prior military 
service and prior  public service to CalPERS retirement service; and 4) local system 
service credit included in the basic death benefit. 

 
2.11 All employees enrolled in the PERS 2.5% @ 55 plan, the employee will contribute 100% of 
the employee’s contribution toward the employee contribution for all reportable wages. The 
employee will also contribute $2 per month toward the cost of the 1959 Survivor Benefit – 
Fourth level. 
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2.12 Employee contributions for employees entering membership on or after January 1, 2013 
and subject to the California Public Employees’ Pension Reform Act of 2013 (PEPRA) will 
be determined by CalPERS. 

 
2.13 The District agrees to report member contributions as taxed deferred for all employees 
enrolled in CalPERS. 

 

III. CLOTHING ALLOWANCE  

3.01 Position 
Administrative Manager 

Annual Allowance 
$150 

Upon termination of any personnel in the above listed positions, the allowance shall then become $0. 
 

IV. SICK LEAVE 
4.1 Shift Employees 
4.1.1 Accrual: Shift employees shall accrue sick leave at the rate of 12 hours per month.  Sick 
leave shall be accumulated with no maximum accrual. 

 
4.1.2 At retirement, unused sick leave credit for shift employees shall be converted to one of 
the following: 

1. All unused sick leave hours may be reported to CalPERS for additional service 
credit. Conversion of a shift employee’s sick leave bank to equivalent sick 
days as required by PERS will be computed by dividing the total number of 
unused sick leave hours by eight (8); or 

2. The employee may choose to convert unused sick leave hours to an 
employee’s RHSA at a ratio of 3:1. A minimum of 960 sick leave hours is 
required to be eligible for this option. The RHSA contribution shall be 
calculated at the straight time rate and shall not exceed the value of 40 
shifts; or 

3. A combination of both options, if the remaining unused sick leave hours not 
used for additional service credit, exceeds 960 hours. 

 
4.2 Non-shift employees 
4.2.1 Accrual: Non-shift employees shall accrue sick leave at the rate of 8 hours per month. 
Sick leave shall be accumulated with no maximum accrual. 

 
4.2.2 At retirement, unused sick leave credit for non-shift employees shall be converted to 
one of the following: 

a. All unused sick leave hours may be reported to CalPERS for additional service credit. 
1. Conversion of a non-shift employee’s sick leave bank to equivalent sick days 
as required by PERS will be computed by dividing the total number of unused 
sick leave hours by eight (8); or 
2. The employee may choose to convert unused sick leave hours to an 
employee’s RHSA at a ratio of 3:1. A minimum of 685 hours is required to be 
eligible for this option. The RHSA contribution shall be calculated at the straight 
time rate and shall not exceed the value of 685 hours ; or 
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3. A combination of both options, if the remaining unused sick leave hours not 
used for additional service credit, exceeds 685 hours. 

 
4.3 Management Employees 
4.3.1 The accrual rate shall apply to the employee’s permanent work schedule and not be 
changed for temporary or short-term assignments. 

 
4.3.2 When an employee changes from one work schedule to another work schedule as a 
permanent assignment, accumulated leave shall be adjusted in accordance to the ratio of one 
work schedule to the other.  Example: factor from 56-hour workweek to 40-hour workweek is 
.714, and factor from 40-hour workweek to 56-hour workweek is 1.4. 

 
4.03.4 Sick leave shall be available for personal illness or injury, emergency medical or dental 
appointments and for reasonable travel time to and from health care facilities. Sick leave shall 
also be available to an employee for caring for a member of his/her immediate family who is ill 
or injured, emergency medical or dental appointments, and for reasonable travel time to and 
from health care facilities. 

 
4.03.4 Definition of Immediate Family - Immediate family shall include: husband, wife, child, 
stepchild, brother, stepbrother, sister, stepsister, parent, stepparent, grandparent, grandchild, 
or any legal dependent residing in same household. 

 
V. INSURANCE 
5.1 Medical-Dental: The District shall remit insurance premiums for HMO medical and HMO 
dental insurance for employees, their dependents, and the Board of Directors in an amount 
equal to the premium cost of the family rate, up to $1,000 per month. 

 
5.2 If the premiums for medical and dental insurance exceed $1,000 per month, the 
employee and District agree to share the cost difference 50/50. The District shall establish a 
capped rate equal to the cost of Health Net HMO (family rate) and HMO dental (family rate) of 
$1,000, plus the shared cost difference 50/50 that exceeds $1,000. 

 
5.3 Any unused premium  may be used for medical/dental expenses as defined by the 
Administrative Policy for a maximum period of 24 months. After the 24-month period expires, 
or at retirement, 100% of any unused premium shall be transferred to the employee’s 
Retirement Health Savings Account. NOTE: If an employee separates from employment, the 
unused premium shall be forfeited. 

 
5.4 Eligible full-time employees may elect to opt out of only the medical insurance, if proof of 
coverage can be provided to the District. If no medical options are selected, the District shall 
place a capped rate of $1,000 per month ($12,000 annually) in the employees medical 
reimbursement account. Unused premiums shall be transferred to the employees HRSA per 
the provisions in 6.01. 
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5.5 Employees, upon retirement, at no additional cost to active employees or to the District 
shall be allowed to remain on the group medical plan. The retiree will be required to have the 
same plan as active employees. The retiree will be responsible for payment of entire premium 
and a two percent (2%) administrative cost. The employee understands that the premium for a 
retired employee may be higher than that of an active employee. At age 65, the retiree may 
have additional options available. 

 
5.6 Life: The District shall provide a $50,000 life insurance policy for the employee and the 
Board of Directors, and $1,000 life insurance policy for employee's dependents. The policy shall 
include accidental death and dismemberment coverage. 

 
5.7 Long-Term Disability: The District shall provide a Long-Term Disability plan. 

 
5.8 In the event the Board of Directors modifies the insurance benefit (increase or 
decrease) in any other labor contract, this insurance benefit shall be adjusted per said 
resolution or contract for all positions identified in this Resolution. 

 
VI. HEALTH RETIREMENT SAVINGS ACCOUNT 
6.1 Employees shall be required to participate in a District administered Retirement Health 
Savings Account (RHSA). The following terms apply: 

a. Effective July 1, 2006 a monetary contribution will be made by the District in the 
amount of $100 per employee per month. 

b. The value of any unused medical reimbursement shall be transferred at the end 
of each calendar and fiscal year to the employee’s RHSA (contributed twice a 
year). 

c. If the shift employee has an excess of 480 hours of unused sick leave, then at the 
end of each calendar year 50% of the unused sick leave (134.4 minus sick leave 
used) will be contributed to the RHSA at the employee’s hourly rate. 

d. If the non-shift employee has an excess of 343 hours of unused sick leave, then 
at the end of each calendar year 50% of the unused sick leave (96 minus sick 
leave used) will be contributed to the RHSA at the employee’s hourly rate. 

 
VII. MANAGEMENT SUPPLEMENTAL BENEFIT PLAN 
7.1 The Management Supplemental Benefit Plan provides for additional compensation 
and/or non-taxable benefit equal to 5.00% of annual base salary as of July 1, and paid once per 
calendar year. Managers covered by this resolution may choose one of the following options: 

a. Direct Payment – Cash: this option is considered additional income  and  is 
subject to federal and state withholding taxes. 

b. Direct Payment – Deferred Compensation 457 Plan: this option is considered 
additional income and is subject to the maximum deferral allowed by the IRS. 

c. Medical Reimbursement: this option is considered a non-taxable benefit, which 
may be used for additional medical/dental expenses. Please note that unused 
monies in this account are not eligible for transfer to the District’s Health 
Retirement Savings Account. 
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d. Combination of Option a, b, or c:   this option may not exceed the maximum 
benefit. 

 
VIII. HOLIDAYS 
8.1 For the purpose of this section, the legal "holiday" shall mean and include the following 
days: 

a. New Year’s Day (January 1) 
b. Martin Luther King Day (third Monday in January) 
c. President’s Day (third Monday in February) 
d. Memorial Day (fourth Monday in May) 
e. Independence Day (July 4) 
f. Labor Day (first Monday in September) 
g. Veteran’s Day (November 11) 
h. Thanksgiving Day (fourth Thursday in November) 
i. Day after Thanksgiving Day 
j. Christmas Day (December 25) 
k. Floating Holiday 

 
8.2 All Chief Officers shall receive holiday payment equal to one-half month’s salary, 
payable at the end of November. Rotating schedules to assure availability during holidays will 
be required. 

 
IX. USE OF DISTRICT VEHICLES 
9.1 The District will assign a vehicle to the following positions for commuting to/from work 
and all business purposes to insure availability for immediate emergency response: 

a. Fire Chief 
b. Deputy Chief 
c. Fire Marshal 
d. Battalion Chief – Administrative/Training 

 
9.2 Battalion Chief – Shift:  while on duty, shift Battalion Chiefs are provided an emergency 
vehicle to assist in the performance of their duties. 

 
9.3 The value for all personal use may be reported as a taxable fringe benefit as established 
by IRS Regulations and the District’s Administrative policy. 

 
X. VACATION ACCRUAL 
10.01 Annual vacation accrual hours shall be based upon years of service in accordance with 
the following: 

0 – 5 years 80 hours 
6 – 10 years 120 hours 

11 – 15 years 136 hours 
16 – 20 years 160 hours 
21+ years 200 hours 
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Note: The Fire Chief is authorized to negotiate the starting vacation 
accumulation different from shown above for management staff members new 
to the District. 

10.02 All management employees shall have the option to sell the excess of 80 hours (non-
shift), or the excess of 112 hours (shift) accrued vacation at straight time, not more than twice a 
year, after the work period ends that include June 30 and December 31.   
 
10.03 An employee may only sell a maximum of 200 hours of accrued vacation per calendar 
year.  Minimum vacation accrual balances are required as identified in 10.02.   
 
10.04 A written request to sell back accrued vacation must be submitted in writing within 30 
days after the work period ends that include June 30 and December 31.  
 
10.05 Payment of accrued vacation sold back to the District will be remitted by separate 
check, and will not be reported as “reportable compensation” for retirement purposes. 

 
XI. EMERGENCY RESPONSE COMPENSATION 
11.1 The District will compensate employees at the straight-time hourly rate for all time 
worked greater than their daily rate for responses for which the District is reimbursed. The 
District will pay compensation upon receipt of monies from agencies requesting services. 
Maximum compensation will not exceed any reimbursement amount received by the District. 
This provision does not apply to any Battalion Chief position. 

 
11.2 Battalion Chief Emergency Callback: Battalion Chief Emergency Callback is defined as a 
call back to work for emergency coverage exceeding three (3) hours; or when on an emergency 
assignment that does not extend into the next 24-hour operational period shall be paid at their 
straight time hourly rate. 

 
11.3 Battalion Chief Extended Assignment: Battalion Chief Extended Assignment is defined as 
an emergency assignment that extends into the next 24-hour operational period. The employee 
shall be paid an hourly rate of time and one-half. 
 
 
PASSED AND ADOPTED at a regular meeting of the Board of Directors of the Rancho Santa Fe 
Fire Protection District on October 8, 2014by the following vote: 

 
AYES: 
NOES: 
ABSENT: 
ABSTAIN: 
 

[Signatures next page] 
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James H Ashcraft 
President 

 

ATTEST: 
 
 

 
 

Karlena Rannals 
Secretary 



STAFF REPORT No. 14-27 

 
TO:   BOARD OF DIRECTORS  
  TONY MICHEL 

FROM:  CHRIS GALINDO, BATTALION CHIEF 

SUBJECT:  EKG MONITOR/DEFIBRILLATOR REPLACEMENT 

DATE:   OCTOBER 3, 2014 
 
The following budget action is requested for approval and/or modification: 
 

Description FY15 
Budget 

Project Funding  
Request 

Funding  
Source 

Action Requested  

(10) Philips HearStart 
        ALS Monitors 
(2)   Philips HeartStart 
        AED Defibrillators 

$155,000.00 $143,019.32  FY15 Budget 1. Authorize purchase; 
and 

2. Use ALS/CSA-17 
restricted cash as the 
funding source for the 
purchase.  

JUSTIFICATION for Funding Request:   

Staff seeks authorization to purchase ten (10) Philips HeartStart ALS monitors and (2) Philips HeartStart 
AED defibrillators.  

The current inventory of ALS EKG monitors/defibrillators carried on all fire district apparatus is ten years 
old and must be replaced.  During this past year, the fire district in addition to three other CSA-17 
agencies (Encinitas, Solana Beach, Del Mar) established a committee to evaluate the current EKG 
monitors on the market that best meets the District requirements; and to select a vendor who could 
meet the specifications approved by the committee.  Following the evaluation of different monitors, the 
committee recommended the HeartStart MRX ALS monitor manufactured by Phillip Electronics of 
America.   

In an effort to obtain the best purchase price for the Phillips monitor, the committee was able to locate 
a competitive bid (attached) submitted by Phillips through an RFP process that was approved by the 
State of California’s Department of General Services (DGS).  The DGS awarded the contract on December 
14, 2012 to Phillips Electronics and established a contract number (#4-12-66-0023C) under the California 
Multiple Awards Schedule.  All CSA-17 agencies, along with AMR, will be purchasing the HeartStart MRX 
monitors directly FROM this bid. 
 
All attachments listed and accepted have been reviewed by legal counsel.   
 
SOURCE of Funding: 

The EKG Monitor/Defibrillator Replacement qualifies as an appropriate capital expenditure to fund from 
the ALS/CSA-17 restricted cash account.  As of June 30, 2014, there is a cash balance of 146,661.57.   
  
Attachments: 

1. Formal Quote to RSFFPD (No. 2300853828) by Philips Electronics, dated August 21, 2014 
2. Department of General Services CMAS contract with Philips Electronics, dated December  
3. Letter from Philips clarifying reference information contained in their quote, dated September 15, 2014 



















































QUOTE NUMBER   PAGE

SALES REPRESENTATIVE

QUOTE CONTACT 

CUSTOMER:

EXPIRATION DATE

  

QUOTE DATE

 

PAYMENT TERMS

Federal EIN: 13-3429115

INCOTERMS
Philips Healthcare 
3000 Minuteman Road,MS0400 
Andover, MA 01810-1099

Email PO to: Healthcare.Orders@philips.com
or
Fax PO to: 1-800-947-3299 
or 
Mail PO to:  
Philips Healthcare  
Order Processing, MS0400  
Andover, MA 01810-1099

800-934-7372 

Fax:

LAST UPDATED        TIME

Attention:

TOTAL AMOUNTUNIT OF
MEASURE ( )

Subject to Credit Approval

Customer Number :

Ph:

)(
UNIT AMOUNT

QUANTITY ITEM PRODUCT DESCRIPTION

SPECIAL COMMENTS

THIS QUOTATION CONTAINS CONFIDENTIAL AND PROPRIETARY INFORMATION OF PHILIPS HEALTHCARE AND IS INTENDED FOR USE ONLY
BY THE CUSTOMER WHOSE NAME APPEARS ON THIS QUOTATION. IT MAY NOT BE DISCLOSED TO THIRD PARTIES WITHOUT PRIOR WRITTEN 
CONSENT OF PHILIPS HEALTHCARE.

1 6230045382808/21/2014

16:55:1108/21/2014

10/21/2014 DESTINATIONFOB

Net 45 Days

FORMAL QUOTE

Rancho Santa Fe Fire
18027 Calle Ambiente
RANCHO SANTA FE CA  92067
UNITED STATES

94499384

Mackenzie Brown 213-200-9132

949-435-6187

Lisa Fifty

USD USD

    

RSF monitors
customer to pay upfront for support

10
861289
M3536A HeartStart MRx ALS monitor 6 PCE 9,890.00 59,340.00

A23 SpO2, NIBP, CO2 (Grey) 6 9,615.00 57,690.00

B01 Noninvasive Pacing 6 2,350.00 14,100.00

B02 12 Lead ECG acquisition 6 4,000.00 24,000.00

B08 Q-CPR 6 2,995.00 17,970.00

B09 Q-CPR Data Capture 6 200.00 1,200.00

C03 Data Card 6 95.00 570.00

C05 Lithium Ion Battery 6 415.00 2,490.00

C10 5/5 Grabber ECG Lead Sets 6 .00 .00

C21 Blk soft case-pads/paddles 6 .00 .00

D01 Wireless Link-Generic 6 4,995.00 29,970.00

LP1-User Instructions Guide 6 .00 .00

M3508A Standard Pad Cable 6 .00 .00

W01 1-Year, on-site warranty 6 .00 .00

Agreement Discount -32.71 % -67,817.64

Promotion discount -6,500.00 -39,000.00

Net price 100,512.36
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Terms of payment
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INCOTERMS

LAST UPDATED        TIME

QUOTE NUMBER

TOTAL AMOUNTUNIT OF
MEASUREQUANTITY ( ) )(

UNIT AMOUNT
 ITEM PRODUCT DESCRIPTION

THIS QUOTATION CONTAINS CONFIDENTIAL AND PROPRIETARY INFORMATION OF PHILIPS HEALTHCARE AND IS INTENDED FOR USE ONLY
BY THE CUSTOMER WHOSE NAME APPEARS ON THIS QUOTATION. IT MAY NOT BE DISCLOSED TO THIRD PARTIES WITHOUT PRIOR WRITTEN 
CONSENT OF PHILIPS HEALTHCARE.

08/21/2014 2 62300453828

16:55:1108/21/2014

DESTINATIONFOB10/21/2014

FORMAL QUOTE
REPRINT

USD USD

DESTINATION
FOB

Net 45 Days

Agreement: MH490

20
989803135301
989803135301 2-Bay Analyzer For HS Li-Ion Batteries 4 PCE 1,385.00 5,540.00

Agreement Discount -33.00 % -1,828.20

Net price 3,711.80

Agreement: MH490

30
861431
861431 Event Review Pro 4.x 1 PCE

A01-Single-PC License 1 2,570.00 2,570.00

Agreement Discount -32.71 % -840.65

Net price 1,729.35

Agreement: MH490

40
890416

Monitoring & Cardiology ServiceAgreement 1 PCE 31,941.00 31,941.00

A08 Performace Assurance Service

A13 5 Years of Service

B04 Comprehensive Onsite

Net price 31,941.00

50
861389
861389 HeartStart FR3 Defibrillator, ECG 2 PCE 3,320.00 6,640.00

Agreement Discount -32.71 % -2,171.94

Net price 4,468.06

Agreement: MH490

60
989803150031
989803150031 Infant/Child Key, FR3 2 PCE 97.00 194.00

Agreement Discount -32.71 % -63.46

Net price 130.54

Agreement: MH490

70
989803179181
989803179181 Philips Small Soft Case w/o Auto-On, FR3 2 PCE 160.00 320.00

Agreement Discount -32.71 % -104.67

Net price 215.33
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INCOTERMS

LAST UPDATED        TIME

QUOTE NUMBER

TOTAL AMOUNTUNIT OF
MEASUREQUANTITY ( ) )(

UNIT AMOUNT
 ITEM PRODUCT DESCRIPTION

THIS QUOTATION CONTAINS CONFIDENTIAL AND PROPRIETARY INFORMATION OF PHILIPS HEALTHCARE AND IS INTENDED FOR USE ONLY
BY THE CUSTOMER WHOSE NAME APPEARS ON THIS QUOTATION. IT MAY NOT BE DISCLOSED TO THIRD PARTIES WITHOUT PRIOR WRITTEN 
CONSENT OF PHILIPS HEALTHCARE.

08/21/2014 3 62300453828

16:55:1108/21/2014

DESTINATIONFOB10/21/2014

FORMAL QUOTE
REPRINT

USD USD

DESTINATION
FOB

Net 45 Days

Agreement: MH490

80
989803150081
989803150081 Bluetooth transceiver module, FR3 2 PCE 139.00 278.00

Agreement Discount -32.71 % -90.93

Net price 187.07

Agreement: MH490

90
989803150061
989803150061 Data Card, FR3 2 PCE 92.00 184.00

Agreement Discount -32.71 % -60.19

Net price 123.81

Agreement: MH490

Total Quotation List Price 254,997.00
Less All Applicable Discounts -111,977.68

Total Quotation Net Price 143,019.32

Philips Healthcare is pleased to inform you that financing of its
products and services is available to qualified applicants.  To obtain
more information
contact Philips Medical Capital @ 866-513-4PMC.
*
Contract information for:California Multiple Award Schedule-Cmas
*
Prices quoted are subject to and reflect
applicable discounts per the terms and
conditions of the following contract:
Contract #MH490     Expiration:Oct. 31, 2017
*
    The products listed herein are part of
    a Philips Promotion entitled:
    Buy More-Trade More-Save More  - 11177US
    To qualify for the special discounts
    noted herein, all products within the
    Promotion configuration must be ordered.
    No changes and/or substitutions will be
    allowed.  All orders for this promotion must
    be received on or before 12/31/2014
The trade-in allowance quoted herein exceeds Philips' estimate of the
fair market value of the units by $XXXX. This amount may be considered a
price reduction or discount under 42 USC 1001.952(h).
*

gibbs
Highlight

gibbs
Highlight
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08/21/2014 4 62300453828

16:55:1108/21/2014

DESTINATIONFOB10/21/2014

FORMAL QUOTE
REPRINT

USD USD

DESTINATION
FOB

Net 45 Days

This quotation is issued pursuant to, and any PO for the items herein
will be accepted subject to the Terms of Contract#MH490 .
If no contract is identified in the previous sentence or the products
and/or services are not covered by this contract, this quotation is
issued pursuant to, and any PO for the items herein will be accepted
subject to the Philips Terms and Conditions of Sale posted at
http://www.healthcare.philips.com/main/terms_conditions/ and the terms
herein.
*
MD Buyline -- Please be aware that MD Buyline utilizes Philips current
list prices as the basis of calculation for discount comparisons.  If
you are a customer utilizing a GPO contract with fixed pricing, it is
likely that the list price on this quotation is based on an older
published price list, and may be considerably less than the current list
pricing that MD Buyline uses in its analysis.  As such, the MD Buyline
discount recommendation may be higher than the Philips offering for your
particular purchase.  If you have a question, please ask your Sales
Representative for clarification. Should you have concerns or want
additional information relative to how discount comparisons are
calculated at MD Buyline, please call your analyst at MD Buyline.
*
All work is scheduled within normal working hours;
Monday through Friday, 8 a.m. to 5 p.m. excluding Philips
holidays.
All pricing is based on travel zones 1-3.  For travel zones beyond 1-3,
consult your Philips sales rep for alternate pricing.
It is the customers responsibility to provide Philips with
the access necessary to complete the quoted work in a
continuous start to finish manner.
Excessive delays and multiple visits will result in additional charges.
All prices are based upon 'adequate access' to work areas that are free
from obstruction.
If it is determined, during the implementation that asbestos removal is
required; Philips will suspend performance until the Customer remediates
the asbestos.
Philips will work with the customers staff to reduce the downtime during
the system transition.
*
*
Products are for USA end-use only. Taxes, if applicable, are not
included unless noted but will be added to the invoice. The Purchase
Order must reference the Quote Number and your Purchase Agreement.
 Please indicate your requested delivery date and your preference, if
any, to accept and pay for partial shipments.  If this quote includes
Value-Added Services, they may be invoiced separately. Additional sold
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THIS QUOTATION CONTAINS CONFIDENTIAL AND PROPRIETARY INFORMATION OF PHILIPS HEALTHCARE AND IS INTENDED FOR USE ONLY
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08/21/2014 5 62300453828

16:55:1108/21/2014

DESTINATIONFOB10/21/2014

FORMAL QUOTE
REPRINT

USD USD

DESTINATION
FOB

Net 45 Days

training must be completed within twelve months of
delivery/installation.  System cabling, if included, is specified at the
standard grade unless noted otherwise.
*
This quote specifically excludes Licensing & Permit Fees,
Prevailing Wage Compensation and Union Labor.
*
IMPORTANT NOTICE:  Health care providers are reminded that if the
transactions herein include or involve a loan or a discount (including a
rebate or other price reduction), they must fully and accurately report
such loan or discount on cost reports or other applicable reports or
claims for payment submitted under any federal or state health care
program, including but not limited to Medicare and Medicaid, such as may
be required by state or federal law, including but not limited to 42 CFR
1001.952(h).



This quotation is issued pursuant to, and any PO for the items herein will be accepted subject to the Terms of any current
Contract with the customer. If  there is no contract in place, this quotation  is issued pursuant to, and any PO for the items
herein will be accepted subjected to Philips Terms and Conditions of sale posted at
http://www.healthcare.philips.com/main/terms_conditions/ and the terms herein.

This  quotation contains confidential and proprietary information of Philips Healthcare and is intended for use only by
the customer whose name appears on this quotation.It may not be disclosed to third parties without prior written consent
of Philips Healthcare
 

 

Philips Healthcare 
3000 Minuteman Road,MS0400 
Andover, MA 01810-1099

  PAGE

EXPIRATION DATE

  

QUOTE DATE

 

INCOTERMS

LAST UPDATED        TIME

QUOTE NUMBER

THIS QUOTATION CONTAINS CONFIDENTIAL AND PROPRIETARY INFORMATION OF PHILIPS HEALTHCARE AND IS INTENDED FOR USE ONLY
BY THE CUSTOMER WHOSE NAME APPEARS ON THIS QUOTATION. IT MAY NOT BE DISCLOSED TO THIRD PARTIES WITHOUT PRIOR WRITTEN 
CONSENT OF PHILIPS HEALTHCARE.
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PHILIPS

September 15, 2014

State of California Multiple Award Schedule Contract Number: 4-12-65-0023C

Philips Healthcare internal reference number MH490

To Whom it May Concern:

Philips Healthcare has assigned the internal contract reference MH490 to its bid award of the
California Multiple Award Schedule 4-12-62-0023C. This internal reference will appear on all quotes,
invoices, and other communication that are generated from Philips order entry system.

t

argaret esselaar

Margaret H. Messe!aar
Director, Commercja Contracts

Director, Comme cial Contract Manager

/
Date

Philips Healthcare

3000 Minuteman Rd, MS400

Andover, MA 01810



Page 1 of  1 

STAFF REPORT               NO. 14-28 
TO:  BOARD OF DIRECTORS 
  TONY MICHEL, FIRE CHIEF 
FROM:         FRED COX, BATTALION CHIEF  
 
SUBJECT: BUDGET AUTHORIZATION 
DATE:  OCTOBER 3, 2014 
 

The following budget action is requested for approval and/or modification: 
 

Description FY15 
Budget 

Funding  
Request 

Funding  
Source 

Action Requested  

(1) 2015 Staff Vehicle 
(Fire Chief) Ford 4x4 
Expedition 
 

$50,000 $50,000 
 
 

100% Fleet 
Reserve 

Authorize purchase 

JUSTIFICATION for Funding Request:  

Staff seeks authorization to purchase one (1) staff vehicle (Fire Chief) with radio, emergency 
lighting, and command package: 

♦ One (1) Ford 4x4 SUV  estimated - $37,000 
♦ Emergency lighting, radio, and command package – estimated $13,000 

 
Vehicle #0881, a 2008 Ford Expedition will be rotated into the District’s vehicle pool. Staff will conduct 
a fleet vehicle analysis, and the oldest, highest mileage vehicle will be sold at auction.  
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