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MISSION
To Reduce the Risk of Fire, Medical and Other Emergencies that threaten the South Whidbey

Community

Through Service, Education, and Excellence.
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PHILOSOPHY AND GOALS

In order to fulfill our commitment to the citzens and visitors of South Whidbey, the commissioners,
in conjunction with administration, staff and volunteers of the fire district, shall accomplish this
with the following strategies:

1. Reduce the risk to the community, from an all hazards approach, by providing proactive services
that specifically address those risks.

2. Support the adoption and enforcement of appropriate codes and ordinances to prevent
situations that endanger life and property.

3. Provide a trained, competent force to effectively remove people from the danger of fire and
other emergencies and provide the resources necessary to perform this task.

4. Provide a trained, competent force to effectively provide emergency medical services to the
sick and injured.

5. Provide education and information to citizens regarding the risks that affect them and assist
them in increasing their resilience.

In order to accomplish these strategies, the organization sections and divisions shall:
Administration

1. Provide effective management of district resources by establishing policies and procedures to
meet organizational goals.

2. Provide and strive for improved working relations with other departments to obtain higher
productivity and more efficient service delivery.

3. Provide for the establishment of long range (over one year) financial and operational plans for
the district.

4. Provide a records system consistent with state and local requirements.

5. Provide all general administrative services for the district, including personnel services,
accounting, and purchase recommendations.

6. Provide long range apparatus and facilities replacement planning.

Suppression/Emergency Medical Services

1. Provide a motivated, competent, innovative, and cost effective fire fighting force.

2. Provide adequate staffing and equipment to an alarm location within acceptable response times.
3. Provide a motivated, competent, innovative and cost effective force for medical emergencies.

4. Provide state-of-the-art apparatus and equipment to enable personnel to effectively deal with
emergencies.

Prevention/Education
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Philosophy and Goals

1. Provide public education in fire prevention, life-saving methods, first aid, disaster preparedness,
and other district services.

2. Provide a high quality fire/life safety education program within the local school system.
3. Provide for the reduction of arson and to establish cause and origin of fires.

4. Provide a program to make the public aware of the importance of clear addresses.
Training

1. Provide coordination of Emergency Services Training for district members.

2. Provide up-to-date training in both the fire and EMS fields.

3. Provide for acceptable standards and levels of training.

4. Provide a system of advanced training for officers.

5. Provide update training records for all personnel.

Resource Management

1. Provide for the district's fire stations and associated equipment to be maintained in a functional,
clean, safe and respectable condition.

2. Provide safety inspections of all fire stations and facilities.

3. Provide for the district's assigned vehicles and apparatus to be maintained in a safe, reliable
and operational level.

4. Provide vehicle safety inspections.
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FIREFIGHTER/EMT CODE OF ETHICS

As afirefighter/EMT and member of South Whidbey Fire/EMS, my fundamental duty is to serve the
community; to safeguard and preserve life and property against the elements of fire and disaster;
and maintain a proficiency in the art and science of fire engineering.

I will uphold the standards of my profession, continually search for new and improved methods
and share my knowledge and skills with my contemporaries and successors.

I will respect the line of authority within the department and ensure the chain of command is
followed.

I will not allow personal feelings, nor danger to self, deter me from my responsibilities as a
firefighter/EMT.

| will at all times, respect the property and rights of all men and women, the laws of my community
and my country, and the chosen way of life of my fellow citizens.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to
be held so long as | am true to the ethics of the fire service. | will never use my official position to
obtain advantages or favors for myself, my friends or family.

I will constantly strive to achieve the objectives and ideals, dedicating myself to my chosen
profession-saving of life, fire prevention and fire suppression.

As a member of South Whidbey Fire/EMS, | accept this self-imposed and self-enforced obligation
as my responsibility.
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Chapter 1 - Fire Service Role and Authority
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Fire Service Authority

100.1 PURPOSE AND SCOPE

This policy describes the legal authority of South Whidbey Fire/EMS, the Board of Fire
Commissioners, and the individual members. The policies herein shall continue from year to year,
board to board, until amended, altered, or rescinded by the Board of Fire Commissioners or Fire
Chief, whoever has authority of the policy in question.

100.2 ORGANIZATIONAL POWERS
South Whidbey Fire/EMS is authorized to perform the following:

(&) Community Risk Reduction, including Fire prevention services, injury and illness
prevention, and disaster preparedness

(b)  Fire suppression services
(c) Fire cause and origin investigation
(d) Emergency medical services

(e) Marine fire and rescue

100.3 FIREFIGHTER POWERS
Firefighters and EMTs are members of South Whidbey Fire/EMS and have the following authority:

(a) Participate in a wide range of emergency and rescue activities, including emergency
medical services, extrication and heavy rescue

(b) Perform fire suppression duties, including the suppression of structural, aircraft,
marine. wild land and other types of fires

(c) Investigate the cause and origin of fires
(d) Collect and preserve evidence when a fire is of a suspicious origin

(e) Perform specialty services, including hazardous materials, technical rescue, water
rescue and additional services as authorized by the Fire Chief.

()] Provide fire code enforcement inspection and plan review services, as authorized by
the Board of Fire Commissioners.

(9) Provide public education and fire prevention activities and services

100.4 CONSTITUTIONAL REQUIREMENTS
When exercising their authority, members shall observe and comply with every person’s clearly
established rights under the United States Constitution and Washington Constitution.

100.5 SUPERVISORY AUTHORITY
Any chief officer may relieve a member under his/her command from duty when, in his/her
judgment, an offense committed is sufficiently serious to warrant immediate action. A report of
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Fire Service Authority

such action shall be made immediately through the appropriate channels to the Chief, followed by
written documentation of the charges, in accordance with South Whidbey Fire/EMS procedures.
All such processes shall comply with established rules, regulations and applicable collective
bargaining agreements.

100.6 POLICY
It is the policy of the South Whidbey Fire/EMS to limit its members to only exercise the authority

granted to them by law.

While the District recognizes the authority of members granted to them, members are encouraged
to use sound discretion in the exercise of their authority, and this District does not tolerate abuse
of authority.
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Board of Fire Commissioners

101.1 NUMBER OF COMMISSIONERS

The Board of Fire Commissioners shall consist of three members, elected by ballot by the
registered voters of the fire district and shall serve in accordance with these policies, and RCW
52.14.

A quorum of the Board of Fire Commissioners shall be not less than two (2) Commissioners.

101.2 TERMS OF OFFICE

Except as otherwise provided by law, Commissioners shall hold office for terms of six years and
until their successors are elected and qualified. Terms of Commissioners shall be staggered to
provide for election of one Commissioner every two years.

Newly elected Commissioners elected to a six year term shall take office at the first meeting in
January following an election provided:

1. Election results have been certified by the county auditor; and

2. The newly elected Commissioner has taken and subscribed to an oath of office as required by
RCW 52.14.070, Oath of Office.

A Commissioner elected to a less than 6 year term shall assume office as soon as the election
results have been certified and has taken the oath of office.

101.3 ELECTIONS
District election shall be held on the Tuesday following the first Monday in November of odd-

numbered years.

A person may become a candidate for the office of Fire Commissioner by filing a declaration of
candidacy with the county auditor during the filing period as establish by the State of Washington
and Island County.

In the event that there are more than two candidates for any board position, a primary election
shall be held on the third Tuesday of September in the manner as precribed by law.

The two candidates receiving the greatest number of votes will appear on the November election
ballot.

101.4 QUALIFICATIONS FOR ELECTION
A person is legally qualified to become a Fire Commissioner who is a United States citizen, and
a qualified voter and resident of the fire protection district.

A person elected to the Board of Fire Commissioners may not serve as a volunteer of the district
during his or her tenure on the board.
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Board of Fire Commissioners

101.5 RESIGNATION
A Commissioner may resign from the board at any time, for any reason by providing the board

with a written resignation.

If the Commissioner's permanent residence ceases to be in the fire district boundaries, the
Commissioner shall resign immediately.

The board shall consider the resignation at its next regular scheduled meeting. The board shall
accept the resignation by formal action and declare the position vacant, unless the resignation is
withdrawn any time prior to the board's action.

101.6 VACANCIES
If a board position is vacated, the remaining Commissioners shall fill that position by appointment,
as follows:

1. The position shall be filled by appointment of a qualified person by a vote of the remaining
Commissioners, within sixty (60) days of the vacancy.

2. If the board of fire Commissioners fails to fill the vacancy within sixty (60) days, the Board of
Commissioners of Island County shall fill the position.

3. If the number of vacancies is such that the remaining number of Commissioners does not
constitute a quorum, the Board of Commissioners of Island County shall appoint sufficient qualified
persons to the board to bring the number of Commissioners to not less than three.

4. In the event that more than one person is appointed by the Board of Commissioners of Island
County, those appointments shall be made to ensure that the staggering of terms is accomplished.

Any appointee shall serve in the position until the next regularly scheduled fire district election, at
which time a Commissioner shall be elected for the unexpired term(s).

101.7 OATH OF OFFICE

Each Fire Commissioner and the District Secretary shall take an oath to support the constitutions
of the United States and the State of Washington, and to faithfully discharge the duties of his/her
office to the best of his/her abilities.

A Notary Public authorized to administer oaths must certify to this oath and the signature of the
member, and shall fule the signed oath of office in the Island County Auditor's Office.

101.8 MEETINGS

All meetings of the Board of Fire Commissioners shall be held in accordance with this section.
Meetings shall be conducted in an orderly, business like manner, using Robert's Rules of Order
to guide procedures.

Meetings of the Board of Fire Commissioners shall be scheduled, and conducted in compliance
with all applicable laws of the State of Washington, and as deemed by the board to be in the best
interests of the community and the District.
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Board of Fire Commissioners

Each Fire Commissioner should receive the meeting agenda and all supporting materials to
agenda items in a timely manner, defined as no later than the Friday before the scheduled
Thursday Board of Commissioners meeting. Receipt will be via the board member's designated
email address. Exceptions to thei policy can be made when necessary, such as an emergency,
but only after prior notice is made to every board member.

The agenda must include all items for which action will be taken at the meeting.Those items to be
discussed in executive session, for which action will be taken in the open meeting, must appear
on the agenda.

Each Commissioner shall have a single vote on issues and all votes shall be by "voice", unless a
roll call vote is requested by the chair or other member of the Board.

101.8.1 ANNUAL ORGANIZATIONAL MEETING
The January meeting of each year shall be the Annual Organizational Meeting, at which the board
officers shall be elected, and the annual meeting schedule shall be approved.

101.8.2 REGULAR MEETINGS
The Board of Fire Commissioners shall meet in regular session not less that once a month, on a
schedule and at a location approved by the board.

When a meeting date falls on a legal holiday, the meeting shall be held at a time and location
noted on the approved meeting schedule.

101.8.3 SPECIAL MEETINGS
Special meetings may be called by the chair or on a petition of the majority of the board.

A written notice of the special meeting, stating its purpose, shall be delivered to each Fire
Commissioner not less than 24 hours in advance.

Public notice shall also be posted not less than 24 hours in advance.

Business transacted at the special meeting is limited to that stated in the notice of special meeting.

101.8.4 EMERGENCY MEETINGS

In the event of an emergency, inlcuding large scale disasters, or incidents involving possible
personal injury or property damage, the Board of Fire Commissioners may meet immediately and
take official action without prior notification.

101.8.5 EXECUTIVE SESSIONS

Before convening in executive session, the chair shall publicly announce the purpose for excluding
the public from the meeting, and the time when the executive session will be concluded.The
executive session may be extended to a stated later time by announcement of the chair.An
executive session may be conducted for one or more of the following purposes;

1.To consider the selection of a site or the acquisition of real estate by lease or purchase when
public knowledge regarding such consideration would cause a likelihood of increased price;
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Board of Fire Commissioners

2.To consider the minimum price at which real estate will be offered for sale or public lease
when public knowledge regarding such consideration would cause a likelihood of decreased price,
however, the final action of selling or leasing public property shall be taken in a meeting open
to the public;

3.To review negotiations on the performance of publicly bid contracts when public knowledge
regarding such consideration would cause a likelihood of increased costs;

4.To receive and evaluate complaints or charges brought against a commissioner or staff member,
however, upon the request of such commissioner or staff member, a public hearing or a meeting
open to the public shall be conducted upon such complaint or charge;

5.To evaluate the qualifications of an applicant for public employment or to review the performance
of a staff member, however, discussion of salaries, wages, and other conditions of employment
to be generally applied with the commission staff shall occur in a meeting open to the public, and
when the commission elects to take a final action of hiring, setting the salary of an individual staff
member or class of staff members, or discharging or diciplining an employee, that action shall be
taken in a meeting open to the public;

6.To evaluate the qualifications of a candidate for appointment to the commission, however, any
interview of such candidate and final action appointing a candidate to the commission shall be in
a meeting open to the public;

7.To discuss with legal counsel representing a matter relating to commission enforcement actions,
or to discuss with legal counsel representing the district, litigation or potential litigation to which
the commission, or commissioners acting in an official capacity are likely to become a party,
when public knowledge regarding the discussion is likely to result in an adverse legal or financial
consequence to the district;

A closed session of the fire commission may be held when the board is;

1. Involved in collective bargaining sessions with employee organizations, grievance meetings
and discussion relating to the interpretation or application of a labor agreement; or

2.That portion of a meeting during which the board is planning or adopting the strategy or position
to be taken during the course of collective bargaining or professional negotiations, grievance or
mediation proceedings, or reviewing the proposals made in such negotiations or proceedings
while in progress.

101.8.6 PUBLIC NOTICE
In order to maintain transparency, and to communicate with the public in a consistent manner, the
public shall be notified of all regular and special meetings of the board.

Notice of an emergency meeting may be sent with less than 24 hours notice via electronic means
if possible.

The district will notify all news media that have requested notice of such meetings. Furthermore,
the district will provide such notification to citizens that have requested such notifications.
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101.8.7 OPEN MEETINGS
All meetings, and portions thereof, shall be open to the public, with the exception of executive
sessions, as required by the State of Washington, Open Meetings Act.

All final actions by the board, including those from executive sessions, shall be taken at an open
meeting.

Audience Participation shall be allowed as follows;
1. Following approval of the meeting agenda at the beginning of the meeting.

2. Following board discussion and prior to any official board action on items listed on the agenda,
provided that the individual is a resident of the district, or staff. Individuals wishing to speak, must
be recognized by the chair, must identify themselves for the record, and must limit thier input to
the issue being acted upon. Any representative of a firm eligible to bid on materials and services
solicited by the board shall also be given opportunity to speak.

3. At the conclusion of the meeting, individuals shall be given opportunity to speak to any issue
not included on the agenda.

The board reserves right to limit input to a reasonable amount of time, equitably for all speakers.
Furthermore, the chair may interrupt or terminate an individual's statement if it exceeds the alloted
time limited established, is personally directed, is abusive, obscene or irrelevant.

The board may adjourn a regular, special or adjourned meeting to a specific future date. Notice
of such adjournment or continuation must be posted at or near the door to the meeting.

101.8.8 MEETING MINUTES

The District Secretary shall record the minutes of all board meetings. Minutes become offical after
approval by the board and shall be retained as a permanent record of the district. When issues
are discussed that may require detailed record, the board may direct the Secretary to record the
discussion verbatim. Such verbatim records shall be maintained on file for a period of six (6) years.
Any other verbatim records of a meeting shall be destroyed after the minutes have been approved.

Minutes shall be comprehensive and shall show the following;

1. The date, time, and place of the meeting.

2. The presiding officer.

3. Members in attendance.

4. Items discussed during the meeting and the results of any voting that may have occurred.

5. Action taken to recess for executive session with a general statement of the purpose and the
duration.

6. Actions taken as result of the exectuive session.

7. Time of conclusion or adjournment.
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Draft minutes shall be delivered to commissioners in advance of the next regularly scheduled
meeting of the board and shall also be available to other interested citizens. Minutes need not
be read publically, provided the commissioners have had an opportunity to review them before
adoption. A file of permanent minutes of all board meetings shall be maintained in the district office
to be made available for inspection upon the proper request of any interested party.

101.9 COMMITTEES
It is necessary from time to time for board members to sit on committees, both internal and
external, in order to represent the district on matters of importance to the district.

The chair shall appoint board members, as necessary, to fill such committee positions.In order to
avoid a quorum of the board at committee meetings, no more than one board member shall be
appointed to any committee.

Board members assigned to committees shall report committee activities to the board at the
meeting following committee meetings.

101.10 OFFICERS OF THE BOARD

101.10.1 CHAIR
The chair shall preside at all Board meetings and sign all papers and documents as required by
law and as authorized by action of the Board.

The chair shall conduct the meeting in the manner prescribed by the Board's policies. And the
chair shall have the full right to participate in debate without relinquishing the chair and shall have
the right to vote on all matters put to a vote.

The chair should conduct the meeting so that deliberation is clear, concise, and directed to the
issue at hand, and that discussion and action is summarized before moving to the next agenda
item. The chair should manage the meeting so that the agenda is expeditiously handled.

The chair shall confer with the Fire Chief regarding sensitive issues which need immediate action.
When appropriate, the Chief will confer with individual board members when other opinions should
be sought.

The chair or his/her designee shall serve as spokesperson of the Board. The chair is authorized to
report and discuss those actions which have been taken and those decisions made by the Board.

101.10.2 VICE CHAIR
The vice chair shall preside at board meetings in the absence of the chair and shall perform all of
the duties of the chair in case of his/her absence or disability.

101.10.3 SECRETARY

The board shall appoint a secretary of the district for such term as they shall determine. The
secretary shall not be a member of the board, nor have any authority on behalf of the board,
except as listed as follows:
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1. The secretary shall keep a record of the proceedings of the board, and,;

2. shall take and subscribe to an official oath of office similar to that of the commissioners, which
shall be filed with the Island County Auditor's Office, and;

3. shall be the official recipeint of correspondence as pretains to the board, and;

4. shall perform other duties as perscribed by the board.
101.11 COMMISSIONER ROLES AND RESPONSIBILITIES

101.11.1 AUTHORITY AND RESPONSIBILITY
Commissioners shall not assume duties and responsibilities of the fire chief, nor of members of
the fire chief's staff.

The board and staff shall not be bound in any way by any action taken or statement made by
any individual commissioner, except when such statements or actions are pursuant to specific
instructions through official action of the board.

The board shall have the authority to negotiate, approve, and terminate a contract of employment
for the district fire chief. The board shall have the authority to fix the compensation to be paid to the
fire chief through the contract, and all other employees or agents of the district, whether through
contracts or normal budgetary process.

General responsibilities include, but are not limited to, the following;
. Give proper respect due responsible staff members.
. Support the Chief when outside pressure may be applied to revise a policy or procedure.
. Be conscientious of those he or she serves.

. Show confidence in the fire district and the staff members' future.

1

2

3

4

5. Strive to build a positive approach to negative questions and/or matters.

6. Be informed on all matters pertinent to his or her elected responsibilities.

7. Weigh all possible information to arrive at his or her own solution or decision.
8

. Do not commit the district in any way before there has been a full discussion by the
Commissioners and administration (when appropriate), and directions have been received.

9. Clearly state he or she is speaking for him or herself when giving an individual opinion and not
representing the board as a whole.

10. Handle business matters in an expedient and professional manner.

11. Set meetings with the Chief, when appropriate or necessary, to gather information, discuss
business or confer on district matters.

12. Encourage staff members to participate in professional associations and community activities.

Specific responsibilities include, but are not limited to, the following;
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. Select the chief and delegate all necessary administrative powers to him/her.
. Clarify its expectations of the duties and responsibilities of the Chief.

. Adopt policies for the operation of the fire protection district.

. Provide direction for the scope and operation of the fire services program.

. Approve the annual budget.

. Approve staff positions based upon the recommendations of the chief.

. Approve contracts for capital improvements.

. Approve payment of vouchers and payroll.

© 00 N o o b~ W N P

. Approve disposal of surplus supplies and equipment.
10. Approve criteria and processes for evaluating staff.
11. Approve insurance program recommended by the Chief.
12. Serve as final arbitrator for appeals of staff and citizens.

13. Review reports, documents and information generated by the Chief that are relevant to district
business.

14. Review standard operating procedures.
15. Review personnel actions (employment/termination) taken by the Chief.
16. Review monthly fiscal reports.

A Commissioner who intentionally or unintentionally does not follow the roles and responsibilities
herein, as interpreted by the majority of board members, may be subject to the following actions:

1. First infraction - A verbal reminder, not in a public forum.

2. Second infraction - A written reminder and notification of a public statement to be made.A copy
will be given to each member of the board.

3. Third infraction - A statement will be read into the district record listing the roles or responsibilities
that were not followed, and the number of times that this occurred.

101.11.2 MEETING ATTENDANCE

Each Commissioner is obligated to attend board meeting regularly. Whenever possible,
Commissioners should give advance notice to the chair or Chief of his/her inability to attend a
board meeting.

Absence from regularly scheduled meetings will be excused by request for unusual employment
circumstances or assignments, iliness, or death in the family.

After two consecutive unexcused absences, a Commissioner will be sent notification to appear
at the next regularly scheduled meeting or be subject to loss of his/her position. The board shall
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declare a Commissioner's position vacant after three (3) consecutive unexcused absences from
regular board meetings.

101.11.3 POLITICAL RELATIONSHIPS

The Board of Fire Commissioners recognizes the need to provide information or communicate on
matters pertaining to fire district affairs or advocate the official position or interests of the district
to any elected official or officer or staff member of any agency.

Staff shall serve as a resource for the board before it becomes invilved in a political issue in order
to provide recommendations and political direction to the board. Before taking any action on a
political issue, the board shall develop a district position statement on the issue in order to provide
unity and congruence to the district's position and to prepare the board ahead of time to take
action on any issue(s).

The conduct of the board and staff with regard to political activities shall be governed by RCW
42.17.130, which forbids the use of any of the facilities of a public office, or the district, directly or
indirectly, for the purpose of assisting a campaign or the election of any person to any office or
for the promotion or opposition to any ballot proposition. This does not preclude the use of district
facilities for activities that are part of the normal and regular condut of the district, action taken at
an open public meeting, or statement by the Commissioners insupport of or in opposition to any
ballot proposition at an open press conference or in response to a specific inquiry.

The Board of Fire Commissioners recognizes the need for volunteers to use valuable drill time
for its intended purpose, and prohibits any candidate running for a political position to attend any
volunteer drills for the purpose of campaigning.

In the event that there are two or more candidates for one of the Fire Commissioner positions
on the board, and all candidates choose to participate, the district may arrange a "Meet the
Candidates" event, prior to the general election. This event may be held on district property or
any other appropriate location. All district members shall be invited and the event shall not occur
on a regular drill night.

Committee respresentatives shall seek direction for political action from the board prior to taking
action on a committee as a representative of the district and the Board of Fire Commissioners.
Committee representative shall also report back to the board the results of their action and
committee activities.

If a Commissioner does not agree with the political postition taken by the majority of the board
and desires to give his or her personal opinion or take actions contrary to the board's position, the
Commissioner shall clearly state the he or she is not representing the board or district.

101.12 CODE OF CONDUCT

It is expected by our community that Fire Commissioners, and the Chief, maintain the highest
ethical position possible in the performance of their duties, in accordance with the RCW. Except
as provided by law, Commissioner or the Chief, shall not:
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1. for any reward, consideration, or gratuity paid or agreed to be paid, grant to another, either
directly or indirectly, the right or authority to discharge any function of his or her office, or permit
another to perform any of his or her duties.

2. use his or her position to secure special privileges or exemptions for himself, herself, or others.

3. directly or indirectly, give or receive or agree to receive any compensation, gift, reward, or
gratuity from a source except the district, for a matter connected with or related to their services
as an officer of the district unless otherwise provided by law.

4. accept employment or engage in business or professional activity that the officer might
reasonably expect would require or indue him or her by reason of his or her official position to
disclose confidential information acquired by reason of his or her official position.

5. disclose confidential information gained by reason of their position, nor otherwise use such
information for his or her personal gain or benefit.

6. employ or use any person, money, or property under his or her official control or direction, or in
his or her official custody, for the private benefit or gain of himself or another.

7. be beneficially interested, either directly or indirectly, in any contract which may be made by,
through or under their supervision, in whole or in part, or which may be made for the benefit of his
or her office, or accept, directly or indirectly, any compensation, gratuity or reward in connection
with such contract from any other person beneficially interested therein. A Commissioner or the
Chief, is not interested in a contract, within the meaning of the RCW, if he or she has only a remote
interest in the contract and the extent of the interest is disclosed to the board and noted in the
official minutes or similar records of the district prior to formation of the contact, and thereafter
the board authorizes, approves, or ratifies the contract in good faith by a vote of its membership
sufficient for the purpose without counting the vote or votes of the Commissioner(s) having the
remote interest. As used in this section "remote interest” means:

a. That of a nonsalaried officer of a nonprofit corporation;

b. That of an employee or agent of a contracting party where the compensation of such employee
or agent consists entirely of fixed wages or salary;

c. That of a landlord or tenant for a contracting party;

d. That of a holder of less than one percent of the shares of a corporation or cooperative which
is a contracting party.

**Note** None of the provisions of this section are applicable to any Commissioner or the Chief, if
interested in a contract, even if the interest is only remote, if the Commissioner or Chief influences
or attempts to influence any other member of the board to enter into the contract.

In addition to all other penalties, a violation by any Commissioner or the Chief of the provisions of
RCW Chapter 42.52 "Ethics in Public Service" shall result in forfeiture of his or her office.

101.13 COMMISSIONER COMPENSATION AND EXPENSES
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101.13.1 COMPENSATION
Fire Commissioners are eligible to receive compensation at the rate determined by RCW
52.14.010 for the following activities:

1. Attending regular, special, and emergency meetings of the Board of Fire Commissioners.

2. Serving as a designated respresentative of the board, including but not limited to, such activities
as; fire district committees, community developent and/or betterment committees, collective
bargaining, etc..

3. Attending board approved training and/or develpment activities, including but not limited to;
regional, state, or national fire district association conferences, board in-services, etc.. This
includes travel time to and from the event.

4. Attending special board-related activities when approved by the board in advance, including
but not limited to; building dedications, staff retirements, and other ceremonies.

Total compensation for the year shall not exceed the maximum determined by RCW 52.14.010,
plus reasonable expensed incurred for travel, meals, and lodging.

A Fire Commissioner may waive any or all of his or her compensation for any month or months
during his or her term of office by written waiver filed with the fire district. The waiver may be filled
out any time following the Commissioner's election, but before the date on which the compesation
would otherwise be paid, and shall specify the month or period of months for which it is filed.

A Commissioner shall submit a monthly claim which verifies the nature and amount of approved
activities, other than regular meetings, for which compensation is claimed during the month.
Receipts for any travel, meals and lodging shall be included with the claim.

101.13.2 EXPENSES

The actual expenses fo Commissioners while traveling to and from and attending board meetings
may be paid.The expenses of Commissioners who attend conferences or meetings as official
representatives of the fire district may be paid.Such expenses for conferences may be paid in
advance with prior approval.A Commissioner may be reimbursed for gratuities not exceeding
customary percentages for the cost of meals as well as reasonable amounts for such services as
baggage handling when the costs are incurred whild the individual is engaged in district business
or other approved travel.Reimbursable expenses are:

1. Transportation expenses including fares for commercial or public carriers and mileage at the
approved IRS standard mileage rate when using one's own private vehicle.

2. Fees and registration costs for conferences and meetings.
3. Hotel/Motel fees at a single room rate, or per diem at the current approved rate.
4. Actual expenses for meals, or per-diem at the current approved rate.

5. Such incidental expenses as parking fees, reasonable duplication costs and the like which are
incurred for the benefit of the dirstrict.
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Non-Reimbursable Expenses:
1. Expenses for personal benefit, entertainment, or alcohol shall not be reimbursed.
Expenses To Be Reimbursed To The District:

1. In the event that a Commissioner registers for conferences or meetings and fails to attend
without a legitimate excuse, the Commissioner shall reimburse the District for all costs incurred
by the District, to include but not limited to, hotel room charges, travels expenses, or registration
expenses. For the purpose of this section a legitimate excuse shall be a family or medical
emergency, or travel disruption beyond the control of the Commissioner.

101.13.3 INSURANCE

The district shall maintain sufficient insurance to protect he board and its individual members
against liability arising from actions of the board or its individual members while each is acting on
behalf of the fire district and within his or her authority as a Fire Commissioner.

An individual Commissioner may participate at his or her own cost in any of the life, health, health
care, accident, disability, salary protection, or any other form of insurance made available to staff.
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102.1 PURPOSE AND SCOPE
This policy identifies the education, experience or certifications desired for the Fire Chief.

102.2 CHIEF EXECUTIVE OFFICER

Higher-level college degrees in public or business management, completion of the National Fire
Academy Executive Fire Officer (EFO) and the Center for Public Safety Excellence Chief Fire
Officer (CFO) programs as well as experience in chief officer positions enhance the professional
credibility of candidates for the rank of Fire Chief.

102.3 FIRE CHIEF ROLES AND RESPONSIBILITIES

The successful operation of the fire District requires a close, effective relationship between the
Board of Fire Commissioners and the Fire Chief. The relationship must be one of trust, good will
and candor. While the Board retains final authority within the District, the Fire Chief is the Board's
professional advisor to whom the Board delegates executive responsibility. As such, the Fire Chief
serves a chief executive officer of the District. The Fire Chief's responsibilities include, but are not
limited to, the following:

1. The Fire Chief shall clarify his or her expectations of the performance of the board.
2. Manage the day-to-day operations of the district.

3. Recommend policies or policy changes to the board and develop procedures which implement
board policy.

4. Provide leadership in the development, operation, supervision and evaluation of the fire services
program.

5. Establish administrative procedures to ensure consistent implementation of, and consistency
with the intent of policies adopted by the board, and inform the board of such.

6. Establish guidelines and procedures for dealing with emergency services.

7. Prepare reports, documents, and information for board review to assist the board in its decision
making process.

8. Prepare and submit annual budget.

9. Recommend staff positions based on service requirements of the district.
10. Employ or terminate paid and volunteer staff.

11. Recommend contracts for capital improvements.

12. Recommend payment of vouchers and payroll.

13. Prepare monthly fiscal reports.

14. Recommend the disposal of surplus supplies and equipment.
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15. Recommend criteria for evaluating staff.
16. Inform board of appeals and implement any such forthcoming board decisions.
17. Recommend insurance policies to the Board to cover risks of the District.

18. Engage consultant services, paid or unpaid, as approved by and within the budgetary
limitations specified by the board, when knowledge, legal, or technical skills are deemed to be
needed that cannot be provided by staff.

19. Ensure all laws and regulations governing the fire district are followed.

102.4 POLICY
It is the policy of the South Whidbey Fire/EMS to have a highly qualified Chief Executive Officer.
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103.1 PURPOSE

South Whidbey Fire/EMS provides a critical service to the community.In order to provide these
services and maintain the trust of those we serve, it is incumbent upon the district to have a clear,
detailed set of financial policies that ensures funds are managed in the best interest of the public
and the District.Such policies establish the importance of fiscal management, transparency, and
accountability.Furthermore, such policies set a framework for financial integrity and ensure the
long term financial health of the organizaiton.

The Fiscal Management Policies Section is a general informational guide for the collection,
handling and expenditure all District funds. The Board of Fire Commissioners reserve the right
to amend, delete, supplement, or rescind any of these provisions they deem necessary and
appropriate, without advance notice other than that provided by law. The quantity and quality
of District programs are directly dependent on the funding provided and the effective, efficient
management of those funds. As trustee of local funds allocated for use in public service, the Board
shall strive to see that these funds are used for achievement of the purposes to which they are
allocated.

103.2 FINANCIAL GOALS

Financial integrity is critically important to South Whidbey Fire/EMS. In order to maintain
such integrity it is important that the District create a set of goal oriented policies that allow
Commissioners and Staff to effectively and efficiently manage the finances of the District.

103.2.1 Overarching Goals

1. Ensure the short and long-term financial health of the organization.

2. Ensure fiscal integrity through sound, prudent management of financial assets.
3. Improve financial information for decision makers and managers at all levels.

4. Maintain and further develop programs to ensure the long-term ability to pay all costs necessary
to provide the level and quality of service required by the citizens.

5. Maintain openness, transparency, and full accountability to the public for the District's financial
activities.

103.2.2Policy Goals

1. General Policies: Ensure the framework exists to manage revenues and expenditures in integrity
with the financial goals of South Whidbey Fire/EMS.

2. Revenue Policies: Design, maintain, and administer a revenue system that will assure a reliable,
equitable, diversified, and sufficient revenue stream to support desired services.

Copyright Lexipol, LLC 2023/07/26, All Rights Reserved. Fiscal Managment - 27
Published with permission by South Whidbey Fire EMS



South Whidbey Fire EMS

South Whidbey Fire/EMS Policy Manual
South Whidbey Fire/EMS Policy Manual

Fiscal Managment

3. Expenditures & Budget Preparation Policies: Identify priority services, establish appropriate
service levels, and administer the expenditure of available resources to assure stability and the
effect and efficient delivery of services.

4. Capitial Expenditures Policies: Review and monitor the state of the District's capital equipment
and infrastructure, setting priorities for its replacment and renovation based on needs, funding
altenatives, and available resources.

5. Small and Attractive Asset Policies: Establish guidelines and procedures in order to account
for and track assets that fall below capitalization thresholds which may have a heightened risk
of theft or loss.

6. Accounting Practices Policies: Comply with prevailing federal, state, and local statutes and
regulations. Conform to a comprhensive basis of accounting in compliance with Washington
State statutes and with generally accepted accounting principles (GAAP), as promulgated by
the Governmental Accounting Standards Board (GASB) and the Government Finance Officers
Associtation (GFOA), where applicable.

7. Debt Policies: Establish guidelines for debt financing that will provide needed capital equipment
and infrastructure improvements while minimizing the impact of debt payments on current
revenues.

8. Investment and Cash Management Policies: Manage and invest the District's operating cash to
ensure its legality, safety, provide for necessary liquidity, avoid imprudent risk, and optimize yield.

9. Reserve Policies: Maintain the reserves, contingenices, and ending fund balances of the various
operating funds at levels sufficient to protect the District's credit as well as its financial position
from emergencies

103.3 FINANCIAL MANAGEMENT KEY PERSONNEL

103.3.1 Fire Chief: The Fire Chief and his/her appointed delegates are authorized to make
purchases and create district debt to the limit defined by the annual expenditure budget and the
purpose intended by the Board of Fire Commissioners.In addition the Fire Chief may:

1. transfer funds from sub-account to sub-account within a major account, but may not transfer
funds from one major account to another without express permission from the Board of Fire
Commissioners in the form of a resolution.

2. overspend an individual account by $1,000.00, and shall report the over-expenditure at the
next regular meeting of the Board, and request a funds transfer to balance the account, to assure
smooth and continuous operations.

3. overspend an individual account by $5,000.00 and shall report the over-expenditure to the
Board within 24 hours, and at the next regular meeting of the Board request a funds transfer to
balance the account, under emergency conditions when failure to act may result in the loss of
emergency services to the community.
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4. overspend an individual account by $10,000.00 with concurrence of the Chairman of the Board
of Fire Commissioners and shall report the over-expenditure to the remaining Board within 24
hours, and at the next regular meeting of the Board request a funds transfer to balance the account,
under emergency conditions when failure to act may result in the loss of emergency services to
the community.

103.3.2 Auditing Officer: The responsibility of the Auditing Officer is defined by law and appointed
by the Board of Fire Commissioners.The Auditing Officer shall:

1. audit, prior to payment, all claims presented against the District by persons furnishing materials,
rendering services or performing labor, or for any other contractual purpose.

2. authenticate and certify claims as just, due and unpaid obligations against the District.

3. prepare proper voucher forms for each authenticated claim and present such claims in a timely
manner to the Board of Fire Commissioners for review and approval.

103.3.3 Investment Officer: The Investment Officer is appointed by the Board of Fire
Commissioners and shall have the authority, at the direction of the Fire Chief or Board, to order
District funds handled by the Island County Treasurer's Office to be moved to and from liquid and
investment accounts.In addition, the Investment Officer shall:

1. transfer and invest funds to assure the highest rate of return without jeopardizing the liquid
funds needed for the budgeted day to day operations.

2. prepare and present a monthly report of transactions for review by the Board of Fire
Commissioners as its regular monthly meeting.

103.4 GENERAL
GOAL: Ensure the framework exists to manage revenues and expenditures in integrity with the
financial goals of South Whidbey Fire/EMS.

103.4.1Fiscal Year and Budget Format: The fiscal year shall be January 1 through December
31. The annual budget format shall be based upon the most recent requirements, system, and
required account number found in the Budgeting, Accounting, and Reporting System (BARS) for
Fire Districts, as published by the Office of the State Auditor for the State of Washington.Additional
BARS account numbers may be added as necessary to ensure compliance with the system and
to further clarify revenues and expenses.

103.4.2Policy Guidance: In order to maintain financial integrity and accountability, District policies
shall be adhered to at all times. All members of South Whidbey Fire/EMS bear responsibility
to ensure funds are acquired and spent in accordance with these policies. Furthermore, District
leadership shall be responsible as follows:

1. The Board of Fire Commissioners shall adopt resolutions to set financial policies to assure the
financial strength, transparency, and accountability of the District.

Copyright Lexipol, LLC 2023/07/26, All Rights Reserved. Fiscal Managment - 29
Published with permission by South Whidbey Fire EMS



South Whidbey Fire EMS

South Whidbey Fire/EMS Policy Manual
South Whidbey Fire/EMS Policy Manual

Fiscal Managment

2. The Fire Chief shall develop administrative directives and general procedures for implementing
the Board of Fire Commissioners financial policies.

3. All divisions of the organization share the responsibility of meeting policy goals and ensuring
long-term financial health.

103.4.3Service Delivery: Current and future service plans and programs shall be managed
and developed to reflect current financial policy directives, projected resources, and service
requirements.In addition:

1. To attract and retain volunteers and employees necessary for providing high quality services,
the District shall establish and maintain a competitive compensation and benefit package with the
public and private sectors.

2. Efforts shall be coordinated with other governmental agencies to achieve common policy
objectives, share the cost of providing services on an equitable basis, and support favorable
legislation at the local, state, and federal level to provide services.

3. The District should initiate, encourage, and participate in economic development efforts to
create job opportunities and strengthen the local economy when appropriate and authorized.

4. The District shall maintain fair and equitable relationships with its contractors and suppliers.

103.5 REVENUE
GOAL: Design, maintain, and administer a revenue system that will assure a reliable, equitable,
diversified, and sufficient revenue stream to support desired services.

103.5.1 GENERAL TAX LEVY: The Board of Fire Commissioners may levy a tax on the assessed
value of the real property within the fire protection district. The tax levies shall be part of the general
tax roll and shall be collected as a part of the general taxes against the property in the district. The
taxes, when collected, shall be placed in the appropriate district fund or funds as provided by law,
and shall be paid out on warrants of the District upon authorization of the board.

Current expenditures shall be funded by current revenues.The District will, whenever possible,
maintain a diversified and stable revenue system to protect programs from short-term fluctuations
in any single source.Budgeted revenues shall be estimated conservatively using accepted
standards and estimates provided by the state, other governmental agencies, or reliable economic
forecasters when available.

General Fund and other unrestricted revenues shall not be earmarked for specific purposes,
activities or services unless authorized by the Board of Fire Commissioners, required by law, or
generally accepted accounting practices (GAAP).All nonrestricted funds shall be deposited into
the General Fund (Fund 1) and approriated by the budget process.

If revenues from limited duration sources, such as grants or gifts, are used to balance the annual
operating budget, such revenues shall be fully disclosed and explained at the time the budget
is presented to the Board of Fire Commissioners. The District shall not rely on limited duration
revenue sources to balance the operating budget.
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The District shall not use defict financing and borrowing to support on-going operations in the case
of long-term revenue downturns greater than one year.Revenue forecasts shall be revised and
expenses reduced to conform to the revised long-term revenue forecast or revenue increased
shall be considered.

103.5.2 FUNDS: The District shall maintain the following funds:

1. General Fund (Fund 1): The General Fund (Fund 1) is the primary operating account and is
used for payment of all operating and maintenance expenses, including labor costs related to the
day-to-day operation of the District.

2. Capital Fund (Fund 2): The Capital Fund is used for purchases or construction of capital projects
and may be used for debt payments as approved by the Board of Fire Commissioners.

3 . Reserve Fund (Fund 3): The Reserve Fund is used to address temporay revenue losses due
to economic cycles or other time-related causes.

4. Contingency Fund (Fund 4): The Contingency Fund is used to meet any expense that the
necessity or extent of which could not have been reasonably foreseen at the time of the annual
budget adoption.

5. Fund Balances: The District shall strive to maintain adequate fund balances (reserves) in order
to provide sufficient cash flows to meet operating and captial expenses, while also providing the
financial ability to address economic dowturn and system emergencies.Operating expenditures
shall include salaries and benefits, supplies, professional services, intergovernmental and
interfund expenses, capitial outlays and transfers.

103.5.3 BENEFIT CHARGE: The Board of Fire Commissioners may impose a benefit charge on
personal property and improvements to real property within the district which have or will receive
the benefits provided by the Fire District.

103.5.4 GENERAL OBLIGATION BONDS: The Board of Fire Commissioners shall have the
authority to contract indebtedness in the form of General Obligation Bonds and to refund same for
any general District purpose. The Board of Fire Commissioners shall adhere to the procedures and
limitations set forth in The Revised Code of Washington when pursuing any revenue source.Long-
term debt or bond financing shall not be used to finance operating expenses.

103.5.5 FEES AND CHARGES:The District may use service users' charges in lieu of ad valorem
(property) taxes and subsidies from other Distict funds, for services that can be identified and
where costs are directly related to the level of service provided, as follows:

1. Reimbursable work performed by the District (labor, meals, contracted services, equipment and
other indirect expenses) shall be billed at actual or extimated actual costs.

2. Charges for services shall accurately reflect the actual or estimated cost of providing a specific
service. The cost of providing specific services shall be recalculated periodically, and the fee
adjusted accordingly. The District may maintain a current schedule of fees and charges, showing
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when the fees were last reviewed and/or recalulated.Fees and charges will be reviewed every
three (3) years at a minimum.

3. The District shall consider market rates and charges levied by other municipalities and special
service districts for like services in extablishing rates, fees, and charges.

4. Certain fees, such as rental fees, shall be based upon market conditions and are not subject
to the limitations of cost recovery.

105.5.6 GRANTS:The Fire Chief is authorized by the Board of Fire Commissioners to seek local,
state and federal grants for the following purposes:

1. To to accomplish service priorities and to leverage District funds.
2. To further the District mission.
3. To fund new programs or services when approved.

Before accepting any grant, the District shall thoroughly consider the implications and obligations
that will be required with acceptance of the grant.All grants, and other local, state or federal funds
shal be managed in compliance with the laws, regulations, and guidance of the grantor.

103.5.7 CONTRACTED FIRE PROTECTION SERVICES: The District shall enter into a contract
with the South Whidbey School District and the Washington State Department of Transportation,
Ferries Division to provide fire protection services necessary for the protection and safety of
personnel and property. The contract will be at the rate established bu the State Insurance
Commissioner (RCW 52.30.020). The District may also enter into agreement with other public
agencies to provide fire protection to public properties.

103.5.8 CONTRACTED USE OF DISTRICT OWNED PROPERTY: The District may enter into
contracts with public or private agencies for use of district owned real property or equipment. Such
contracts shall not interfere or be inconsistent with the mission of the District.

103.5.9 GIFTS: It is recognized that individuals and organizations in the community may wish
to contribute money, additional supplies or equipment to enhance or extend the program of fire
protection and EMS response within the District. No gift shall be accepted which carries with it
an expectation of a special relationship, expressed or implied, beyond that which exists for all tax
payers of the District. Gifts to the District shall be handled in the following manner:

1. Cash or checks: A receipt shall be written for all donations of money. Money donations of less
than $500 shall be deposited the Contingency Fund (Fund 4) by District staff. Money donations
of $500 or more, or money donations of any amount that have a stipulated use by the donor,
or money donations of any amount that imply a commitment on the part of the District shall be
subject to Commissioner’s approval and the Commission shall determine the account in which
to apply the funds.

2. Endowments: The Board of Fire Commissioners may accept gifts, legacies and devices, subject
to conditions imposed by the donor. Unless otherwise specified, the Commissioners shall deposit
such gifts in an endowment fund and shall administer the endowment fund so as to preserve the
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principal from loss. Only the income from the fund shall be appropriated for department purposes.
The Board shall provide suitable memorials for donors making gifts to the District which become
part of the endowment fund.

3. Real Property: Any gift to the District of real property can be accepted only by the Board of
Fire Commissioners.

4. Material or Equipment: The District Chief may accept gifts to the District of material or equipment
for which the District has a use. Any gift to the District of materials or equipment having a value
of $500 or greater shall be subject to Board approval. The District Chief shall not accept nor shall
the Board authorize gifts that are inappropriate, which carry with them unsuitable conditions or
which shall obligate the District to future expenditures which are out of proportion to the value of
the gift. All gifts of material or equipment shall become District property and shall be accepted
without obligation relative to use and/or disposal.

103.5.10 REIMBURSEMENTS: The District receives reimbursements for insurance claims, costs
associated with training, costs associated with wildland firefighting (Department of Natural
Resources), costs associated with mitigation of illegal fires (Northwest Air Pollution Authority),
and other reasons. Reimbursements to the District shall be applied to the operating budget in the
following manner:

1. Reimbursements for damage repair, consumables, materials, labor, or any other direct cost to
the District for which the District has paid, or will have to pay from the current operating budget
shall be applied directly to the budget account area for which the reimbursement was intended.

2. Reimbursements for the replacement of items lost, stolen, or damaged beyond repair or;
reimbursement for equipment use for which the District sustained no cost other than depreciation
or: reimbursement for any other reason not herein defined shall be applied to the reserve account.

103.5.11 EXPENSE RECOVERY: The purpose of this policy is to establish guidelines for
the recovery of equipment, supplies, and/or personnel expenses incurred at emergency, non-
emergency, or service responses or activities.Incidents where the responsible party or agency
may be billed include, but are not limited to, the following:

1. State Mobilization.

2. Department of Natural Resources Project fires inside District boundaries or adjacent
jurisdictions.

3. Special Assignments such as fire watch or event specific stand by.

a. Prior approval shall be obtained from the Fire Chief or his designee for special assignments and
state mobilization.Groups requesting special assignments shall be provided an estimate based on
the resources they are requesting prior to engaging in the assignment. Estimated costs shall be
calculated as required in Section 103.5.5.Estimated costs shall include all consummable supplies
as well as apparatus and personnel costs.
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4. lllegal drug or alcohol impaired operators of a motor vehicle when involved in a crash and
convicted.

a. In with RCW 38.52.430, the District may attempt to recover the cost of emergency response
caused by a person's intoxication if convicted or prosecution is deferred, up to $1000.00.An
accounting of members and equipment on scene shall be completed for each incident and
forwarded to the investigating law enforcement officer for inclusion in the investigation file to be
forwarded to the Prosecuting Attorney.Examples of eligible incidents include, DUI or any drug,
use of a marine vessel while under the influence or alcohol or drugs, and/or vehicular assult or
homicide while under the influence of alcohol or drugs.

103.6 EXPENDITURES & BUDGET PREPARATION

GOAL:ldentify priority services, establish appropriate service levels, and administrer the
expenditure of available resources to assure fiscal stability and the effective and efficieint delivery
of services.

103.6.1 General

1. The District's annual expenditures shall be based upon needs necessary to provide the service
level approved by the Board of Fire Commissioners.

2. The District will create and maintain a balanced operating budget that reflects service level
needs.Care shall be taken in the budget preparation to ensure proposed expenditures do not
exceed avaialable revenues.The budget shall serve as the District's annual financial plan.

3. All expenditures shall be justified as part of the budget process.Those requests that cannot be
justified shall be removed from the budget prior to Board approval.

4. Division managers are responsible for manageing their budgets within the total appropriation
for their division.

5. The District budget should assist with improved work force productivity, innovation, and efficient
use of technology and tools.

6. Periodic comparisons of service delivery shall be made to ensure that quality service are
provided to our citizens at the most competative and economical cost.Alternates to service delivery
may include:

a. Contracting with other governmental agencies.
b. Mutual and Automatic Aid Agreements.

c. Interlocal Purchasing Agreements.

d. Privatization.

7. If feasible and allowed, District activities may be considered enterprises if doing so will increase
efficiency of service delivery or recover the costs of providing services from benefiting entity by
user fees.
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8. Balanced revenue and expenditure forecasts shall be prepared to examine the District's ability to
absorb operating costs due to changes in the economy, service demands, contractual obligations,
and captial improvments. The forecast shall encompass five (5) years and shall be updated
annually.

9. In the event a balanced budget is not attainable, and the cause of the imbalance is expected to
last for no more than one year, the planned use of reserves to balance the budget is permitted.In
the event a budget shortfall is expected to continue beyond one year, the planned use of reserves
must be developed as part of a corresponding strategic financial plan to close the gap through
revenue increases or expenditure decreases.

10. Funds may not be expended or encumbered for the following fiscal year until the budget has
been approved by the Board of Fire Commissioners.

11. Any year-end operating surplus of funds from the General Fund (Fund 1) may be used to
determine total available general funds for the following budget.Any year-end operating surplus
of funds from the Capital Fund (Fund 2) shall remain in the captial account and will be considered
reserve.

103.6.2Budget Preparation and Timeline

1. Preliminary Budget: The preliminary budget is the first draft of the next fiscal year budget
prepared by the Chief including narratives on selected accounts for clarification. The preliminary
budget is forwarded to each Commissioner by October 1st for review, consideration and comment.
During this process, the Commissioners review the preliminary budget individually and forward
any questions, suggestions, or comments to the Chief in writing. The Chief will promptly
respond to each Commissioner in writing with copies of that response to each of the other two
Commissioners.The Board of Fire Commissioners shall assign one of the Commissioners to
participate with staff in development of the preliminary budget

2. Requested Budget: The requested budget shall be prepared by the Chief, including narratives
on selected accounts for clarification and shall be forwarded to each Commissioner by November
1st for review and consideration. The requested budget will include changes to the preliminary
budget suggested by the Chief as a result of the preliminary budget review process. The requested
budget is the document used for consideration at the public budget hearing.

3. Proposed Budget: The proposed budget is the final draft of the next year’s budget agreed to by
a majority of the Commissioners at the public budget hearing but not yet approved by resolution.
If the requested budget is approved without revision, the proposed budget step is omitted.

4. Approved Budget: The approved budget is the proposed budget including revisions that has
been approved by resolution

5. Year End Report: Books for the previous year’s budget are closed January 20th. The Chief
shall prepare a year end report and forward a copy to each Commissioner by February 1st. The
year end report will detail the following:

a. Ending balances of each sub-account showing administrative transfers of funds.
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b. Ending balances of each account requesting needed transfer of funds.
c. Recommended transfer of encumbered funds to current budget.
d. Recommended transfer of ending balance to beginning balance of current budget.

6. Finalized Budget: The finalized budget is the approved budget including the actual beginning
balance and encumbrances carried over from the previous year’s budget plus estimated income.
The Chief shall present the recommended finalized budget for approval, by Board Resolution, at
the regular February commissioners meeting.

7. Budget Schedule: In order to facilitate a comprehensive budget, and internal process that allows
thorough review, and presentation to the public, the following schedule shall be followed:

January
1. Begin use of approved budget.
15. Distribute budget spending plan.

20. Close previous year’s books, prepare year end report including end of the year transfers, and
repare recommended finalized budget.

February

1. Distribute year end report and recommended finalized budget to commissioners.
May

31. Annual Report from previous year due.

July

10. Request budget input from companies at officers meeting.

15. Begin mid-year review.

August

1. Distribute mid-year review to commissioners.

1-31. Collect budget input from staff and Pre-budget planning at commissioners meeting.
September

1-30. Work with appointed commissioner to write preliminary budget.

October

1. Distribute preliminary budget to commissioners.

1-20. Preliminary budget process - questions and answers.

20-31. Draft Requested Budget.

November
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1. Distribute requested budget to commissioners for consideration.
7-14. Public budget hearing.

15-30. Submit approved estimate budget to the Island County Treasurer's Office.

103.7 BUDGET MANAGEMENT

Management of the District budget is critical to ensure that expenditures do not exceed funds
allocated to it.It is the responsibility of the Fire Chief and Auditing Officer to review the budget on
a regular basis and make corrections to it as required.

103.7.1 AUDIT OF EXPENDITURES: The Board of Fire Commissioners recognizes that it
is a business necessity that District claims and obligations to vendors, employee payrolls,
reimbursements, and taxes be paid in a timely manner. Pursuant to RCW 42.24, which requires the
District to enact certain policies and procedures in order to allow for the District to issue warrants
prior to approval by the Board of Fire Commissioners, and as specified in WA State BARS Manual,
Section 3.8.5.50, the Board of Fire Commissioners recognizes that the following conditions are
met and in compliance with RCW 42.24.

1. The Auditing Officer and the Fire Chief carry an official bond for the faithful discharge of his/
her duties, in the amount of $250,000 each.

2. The Board of Fire Commissioners has adopted contacting, hiring, purchasing, and distribution
policies that implement effective internal controls.

3. The Board of Fire Commissioners provides, for its review, documentation supporting claims
paid and for its approval of all checks and warrants issued in payment of claims at its next regularly
scheduled public meeting.

4. The Board of Fire Commissioners requires, that if upon review, it disapproves some claims,
the Auditing Officer and Fire Chief shall jointly cause the disapproved claims to be recognized as
receivables of the taxing district and to pursue collection diligently until the amounts disapproved
are collected or until the Board of Fire Commissioners is satisfied and approves the claims.

103.7.2 AUDIT OF EXPENDITURES PROCESS: the following process shall be carried out each
month to ensure transparency and ensure compliance with RCW 42.24 and this policy.

1. The Auditing Officer shall prepare the accounts payable, print and sign the checks, summarize
the accounts payable on the Batch Form, and sign the Batch Form to attest to its accuracy.

2. The Fire Chief shall review the accounts payable, sign the checks, and sign the Batch Form
to attest to his/her review and its accuracy.

3. Prior to the regular monthly meeting, the Auditing Officer shall summarize all previous
expenditures on the Batch Summary Form and shall sign to attest to its accuracy.

4. The Fire Chief shall review and sign the Batch Summary Form to attest to its accuracy.

5. The Batch Summary and Batch Forms shall be forwarded to the Board of Fire Commissioners
for review prior to the regular monthly meeting.
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6. The Batch Summary shall be approved, or amended for disapproved claims, at the regular
monthly meeting and shall be signed by each Commissioner.

103.7.3BUDGET SHORTFALLS: If at any time during the fiscal year on-going expenditure and
revenue estimates indicate that an operating deficit is projected, the District shall take immediate
corrective actions.Such actions may include, but not be limited to, the following:

1. Expenditure reduction.

2. Project delay or omission.
3. Hiring freeze.

4. Use of Contingencies.

5. Increase in fees for service.

The Board of Fire Commissioners may approve a short-term inter-fund loan or use of one-time
revenue sources to correct temporary shortfalls in cash flow.

103.7.4 PAYROLL: Pay periods for District employees are every two weeks. The Auditing Officer
and Fire Chief or designee shall be authorized to sign vouchers for payroll.The payroll shall be
processed as follows:

1. All payroll vouchers issued prior to approval by the Board of Fire Commissioners shall be
reviewed for accuracy and signed by two authorized persons.

2. A summary of all supporting documentation for payroll vouchers, including but not limited to
names, hours, amounts and issue dates, shall be presented for review and approval at the next
regularly scheduled meeting of the Board of Fire Commissioners.

3. If, upon review, the Board disapproves some claims, the Auditing Officer and Fire Chief shall
jointly recognize the disapproved claims to be receivables of the District and pursue collection
of the amounts disapproved until the amounts are collected or until the Board is satisfied and
approves the claims.

103.7.5 PURCHASING AND CONTRACTS: All purchases and contract for service shall be in
compliance with the limits set forth by state law. Purchasing agents for the District shall research
the costs of goods and services to assure the best value to the District. It shall be the policy of
the District to use vendors and service contractors within the District when bid requirements allow
and cost comparisons are within reason, however, the District shall not give bid preference to any
company solely based upon doing business within the District. The District shall make every effort
to maximize any discounts offered by creditors/vendors.

103.7.6 TRAVEL AND PER DIEM REIMBURSEMENT: All travel by employees or volunteers to
conduct District business shall be authorized and approved by the Deputy Chief for which the travel
is required, or the Fire Chief. Authorized and approved travel, lodging and per diem expenses
incurred by District employees or volunteers for District business shall be reimbursed as follows:
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1. All travel by employees or volunteers for which lodging, full day meals, or transportation
expenses are reimbursed shall be approved in advance. A Travel Request Form shall be submitted
to the appropriate Deputy Chief for approval prior to traveling.

2. All travel and per diem reimbursement shall be paid based upon the Per Diem Rates
for Washington State, as published annually by the Office of Fiscal Management Statewide
Accounting for the destination to which employees or volunteers travel. The District will reimburse
meals up to the daily caps for breakfast, lunch and dinner.

3. Lodging: The District shall arrange lodging for members and have the lodging facility bill the
District directly, or pay by credit card. The District will pay lodging expenses at the single room rate
for the facility when travel necessitates an overnight stay. Double room rates are acceptable when
two or more authorized personnel are sharing a room for economy. All incidentals or additional
costs to a room are the responsibility of the employee or volunteer.

4. Meals (full day): Meals will be reimbursed for an individual who performs District business
OUTSIDE of the District for eight (8) hours or more. If meals are provided as part of the event
which employees and volunteers attend, only those meals not provided will be reimbursed.
ENTERTAINMENT BILLS AND ALCOHOLIC BEVERAGES WILL NOT BE REIMBURSED.

5. Meals (half day): The District will provide half of the daily per diem rate to cover meals for
an individual who performs District business OUTSIDE of the District for four (4) hours or more.
ENTERTAINMENT BILLS AND ALCOHOLIC BEVERAGES WILL NOT BE REIMBURSED.

6. Transportation Expenses: District vehicles are made available for employees and volunteers
traveling to conduct District business. When a district vehicle is not available, or it is found to
be more advantageous or economical to the District that travel be by a privately-owned vehicle,
mileage costs for District business will be reimbursed at the most current IRS' standard mileage
rate (SMR). Parking fees, tolls, and ferry fees are reimbursable at cost provided receipts are
submitted.

When traveling for training events, if an employee or volunteer wishes to use their personal vehicle
for convenience or to travel with a person(s) who wioll not be attending the training event, such
as a friend or family member, mileage will not be paid. If use of a personal vehicle is approved
for reimbursement by the Deputy Chief and more than one employee or volunteer is attending the
training session, carpooling is encouraged.

If travel by an employee or volunteer is required by air or other transportation, the District will
purchase the tickets. Members purchasing tickets for reimbursement to take advantage of mileage
programs is prohibited.

7. Reimbursement: Travel expenses will be reimbursed upon submittal of the approved Travel
Request Form and all associated receipts to the Finance Officer. In order to be reimbursed all
receipts must be received by the Finance Officer within 7 calendar days of the expense. Payment
will be made by check in the next available Account Payable batch.

103.7.7 SURPLUS PROPERTY:

Copyright Lexipol, LLC 2023/07/26, All Rights Reserved. Fiscal Managment - 39
Published with permission by South Whidbey Fire EMS



South Whidbey Fire EMS

South Whidbey Fire/EMS Policy Manual
South Whidbey Fire/EMS Policy Manual

Fiscal Managment

Purpose

Washington law does not address the disposal of surplus property by fire protection districts.
The intergovernmental transfer of property is addressed in Chapter 39.33 RCW, entitled
"Intergovernmental Disposition of Property", but this Chapter does not address the sale or other
conveyance of surplus property to non-governmental entities. It is the purpose of this policy to
establish procedures for the lawful disposal of District owned property that has been determined
by staff to be of limited or no value to the District. It is also the purpose of this policy to allow for the
flexible application of these guidelines for more efficient and cost effective dispositions of property
where the strict application of the procedures would not be in the District's best interest.

Definitions
Property. All equipment, material, fixtures, supplies and real estate owned by the District.

Fair Market Value. The value of the Property that would be obtained through an arms length
transaction using a Commercially Reasonable Means of sale, or the value established by a formal
third party appraisal.

Commercially Reasonable Means. Process or procedures designed to obtain the highest value for
surplus property which may include but are not limited to: public bidding procedures, consignment
sales, sales through want ads, internet sites or other form of public notice, auctions, garage
sales, sales through brokers, or privately negotiated sales provided that there is independent
documentation that the private sale is for Fair Market Value.

Procedures.

(@) Declaring Property Surplus. The Board Commissioners, upon recommendation from
staff shall determine which District Property serves no valid function for the present or
future needs of the District. Such Property shall hereinafter be declared surplus to the
needs of the District using the following procedures.

1. The Board, by the adoption of this policy, delegates to the Fire Chief or designee
the decision to surplus any Property of the District with a Fair Market Value of
under $1000.00. The Fire Chief or designee shall provide an annual report to
the Board identifying all such surplus property.

2. Forsingle items with a value in excess of $1000.00 the Board of Commissioners
shall approve the decision to surplus such Property by Resolution.

Disposition of Property.

(@) Transfer of Surplus Property to a Non-Governmental Entity. If the sale or transfer of
the surplus property is made to a non-governmental entity, the sale shall be made
as follows:

1. Estimated Value less than cost of disposal. When staff has determined that the
cost of disposal exceeds the value of the Property, such determination should
be documented in writing. The Property may then be disposed in any manner
deemed suitable by staff.

