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WESTERN COVENTRY FIRE DISTRICT 

 
Standard Administrative Procedure (SAP) Committee Meeting 

June 13, 2012 
MINUTES 

Members Present 
John Humble 
Skip Mays 
Richard Holt 
 
1. Call to order, attendance, confirmation of posting and quorum - The meeting was called to 

order by the Chairman at 7:00 p.m. 
 

2. Acceptance of minutes of 3 May and 24 May, 2012 meetings.  A motion is made to approve 
the meeting minutes of May 3, 2012 and May 24, 2012.  Discussion: 
May 24th – 2nd page, 3rd paragraph – remove 2.4; 
  s/b EMT-C 
May 3rd – s/b .03 and .04 
 
All members vote aye on the motion to approve the minutes of 5/3 and 5/24 as amended.  
Motion carried. 
 

3. Confirm finalization of SAP 5211.05 Access to Public Records as it pertains to methods of 
submitting an APRA request 
It is suggested that anyone requesting to inspect records does not have to put their request in 
writing, but if they want copies the request should be in writing.  Mr. Holt would like all 
requests, including inspections, be in writing.  This matter is tabled. 
 

4. Review and possibly vote to approve for BOD approval updated versions of SAPs for duties 
and responsibilities of the full time rescue and fire captains, SAP 1211.03 & .04.  (These 
SAP’s will be the basis of full time contracts.)  
• Section 5 of each will be deleted – all is covered in hiring policy 
• Experience required – Members agree on four (4) years as volunteer Firefighter Captain 

and two (2) years full-time as firefighter, and; four (4) years of volunteer EMS Service or 
two (2) years full-time EMS provider. 

• Section 2.2, Rescue Captain – Mr. Holt the phrase, protection of life and property.  The 
district is not in the business of protection, but fire suppression.  He suggests 
management of and responsibility for firefighting, fire safety, and emergency medical 
services within Western Coventry Fire District. 

• Section 1.1 – insert full-time fire captain and rescue captain  
• Section 2.4 on both – responsibility of routine monitoring – delete routine 
• Section 3.3, 2nd line – as assigned by the Chief – Discussion of who decides, who 

evaluates who.  A Rescue Captain is more knowledgeable in EMS and visa-versa.  The 



WCFD SAP Committee Members 
John Humble, Richard Holt, Skip Mays, Chief Donald Hall     Page 2 

 

Chief should decide who is better to give the most accurate evaluation.  Either can enact 
discipline. 

• Section 3.5 – should read, department SOP’s, District SAP’s, and other rules and 
regulations 

• Delete Sections, 4.8 Rescue Captain; 4.9 Fire Captain; 4.9 Rescue Captain; and 4.10 Fire 
Captain.  

• Paragraph 5 – should read, qualifications as stated in the hiring policy 
 
A motion is made by Mr. Holt and seconded by Mr. Mays to accept SAP 1211.03 & 04 as 
amended.  All voted aye.  No discussion.  Motion carried. 
 

5. SAP for tracking earned and accrued vacation and compensation time pending 
finalization of contract language -   Tabled. 
 

6. Recap SAP 1110.01 Hiring Policy and Procedure as it relates to interviewing practices and 
OMA 
Discussion of interview process.  In terms of the Chief, the BOD, as a whole, will interview 
each candidate individually in Executive Session.  District Members would like to be present.  
Some Board Members feel that would be unconventional.  Board Members will accept their 
input, but Executive Session will be limited to the Board.  They may voice their concerns in 
open session. 
 
Insert 4.6 Interviews of candidates as described in section 4.4 and 4.5 will be conducted in 
Executive Session in accordance with the Open Meetings Act. 
 
Further discussion of who can be present in Executive Session and open meetings 
requirements. 
 
A motion is made by Mr. Mays and seconded by Mr. Holt to approve SAP 1110.01 as 
amended.  All voted aye.  No discussion.  Motion carried. 
  

7. Discuss Department wide NIMS certification requirements and status 
National Incident Command System.  Put into place by Homeland Security to bring uniform 
organizational structure in emergencies.  The Board will ask the Chief to investigate the 
program and brief them on the program. 
 

8. Discuss further efforts to specify in SAP format the department membership ratings and 
membership participation requirements 
  

9. Update status of FLSA compliance effort and possible need for inclusion in to SAP 
7331.00 Payroll Procedure 
Captain Guastini has put together April and May. 
 

10. Discuss the Charter/By-Laws Committee’s present direction as its efforts and time table 
relate to updating the Charter and By-Laws, e.g., SAP 1211.20 Duties of the Board of 
Directors as it and the By-Laws relate to director resignation for absenteeism 
The Committee has gone through much of the Charter.  It has to go to legislature late this 
year. 
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11. Education Reimbursement Program Requirements SAP 7332.00 
Section 1.1- 1st sentence, elected or appointed officers and department members 
 
Section 4.1 – 4th line, fails to take final practical and/or written exam or course.  Suggestion 
of ‘any member who fails to receive a passing grade’.  Members will seek guidance from the 
Chief for a time window. 
 
Section 4.3 – Mr. Humble will re-read the section and will define the time-period. 
 
Section 4.11 ‘non-mandated course’ exemption considered by the Chief in accordance with 
the mission of the District; or class related to performance enhancement of the District. 
 

12. Discuss possible need for SAP that defines membership benefits.  (possibly combine with 
or make a sub set of SAP 7332.00 group) 

13. Continue discussion to developing procedures for auditing practices 
14. Discuss further efforts to update SAP 5102.00 Accident Reporting & Investigation/VFIS 
15. Discuss further efforts to establish a HIPPA SAP 
16. Develop a cohabitation policy 
17. Develop computer use SAP 
18. Inventory control SAP  
19. Any other SAP that the committee deems as being necessary or has been requested by the 

Board of Directors, District and/or Department officers 
20. Open Forum 
21. Schedule next meeting.  – The next meeting will be held on July 11, 2012. 

 
22. Adjournment.  – A motion is made and seconded to adjourn the meeting.  All voted aye.  So 

voted. 
 

 
 
  


