
 
WESTERN COVENTRY FIRE DISTRICT 

1110 Victory Highway, Greene, Rhode Island 02827, Phone (401) 397-7520 
Standard Administrative Procedure (SAP) Committee Meeting 

held at the above location 
Thursday, 8 October, 2015, 7:00 p.m. 

MINUTES 
(posted 5 October, 2015) 

 
Members Present: 
John Humble Chairman 
Richard Holt 
Chief Quattrini 
 
Cheryl Wilcox, Clerk 
 
 
1. Call to order, attendance, confirmation of posting and quorum – The Chairman called the 

meeting to order at 7:03 p.m.  He confirmed there is a quorum present and the meeting was posted 
in all required locations. 
 

2. Announcement of emergency evacuation procedure – the Chief reviewed the emergency 
evacuation procedure. 

 
3. Acceptance of minutes of 10 September, 2015 - A motion was made by Mr. Holt and seconded 

Chief Quattrini to accept the minutes of September 10, 2015.  All voted aye.  Motion carried. 
 

4. Continue review and possibly recommend revisions to SAP 4205.00 Procurement Procedure – 
Mr. Holt will review Town of Smithfield Purchasing Procedure. 

 
5. Continue discussion regarding third party billing scope, practices and procedures and possible 

need for an SAP – the Chief has a meeting with the Dawson Group on November 3rd to discuss 
third party billing.  He was told that during auto accidents third party billing is through insurance.  
If there is no insurance, no billing.  If the department goes and doesn’t do anything some 
departments charge, some don’t. 

 
6. Review and possibly recommend revisions to SAP 5211.10 Records Keeping – Mr. Humble is 

waiting to hear back from Mr. Harsch on section 8.0.  Mr. Holts question was if we can destroy paper if 
we scan first. 

 
7. Review and possibly recommend revisions to SAP 1211.24 Duties of the Clerk to include 

consideration of noting critical administrative dates – Mr. Holt added paragraph that the Clerk 
shall maintain a list of critical dates.  A motion is made by the Chief and seconded by Mr. Humble 
to approve SAP 1211.24.  All voted aye.  Motion carried. 

 
8. Consider establishing an SAP containing protocol criteria for detail coverage of special events 

within the District’s community – Mr. Humble received a permit application from the Town which 
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states the Fire Chief of the area inspects the area of the event but there is no follow-up that it was 
done.  Mr. Holt says that there is no way that the Chief would know of the event.  The department 
should be notified by the Town Clerk’s office.  The SAP may be limited to the fact that any 
involvement would be by the discretion of the Chief in accordance with Life Safety Code 101.  Mr. 
Holt will compose. 

 
9. Review and possibly accept department officer’s job descriptions – the Chief is reviewing old job 

descriptions and creating new ones.  They are based upon the current officers in the department and 
SOP.  Members discuss if job descriptions should be SOP or SAP.  The Chief and Deputy should be 
SAP.  A motion is made by Mr. Holt and seconded by Chief Quattrini that the Board of Directors has 
the responsibility for the duties of Chief and Deputy Chief job descriptions.  The Chief will be 
responsible for all other descriptions in the department.  All voted aye.  Motion carried. 

 
10. Continue to review the index of SAP’s to identify and priorities those SAP’s in need of review 

and or addition – Mr. Holt says that the review dates are suggested dates.  Members will take a 
few each and review.  If nothing looks out of order the dates will be changed.   
 
Mr. Holt will review SAP 4605, 5216, the Harassment SAP, District Budget Procedure, and 
Rescue Recovery Funds. 
 
Mr. Humble will review 5720.10.  He will talk to Councilwoman Carlson about the permitting 
process. 

  
11. New business – n/a 

 
12. Open Forum – n/a 

 
13. Schedule next meeting – the next meeting will be held on November 10, 2015. 

 
14. Adjournment – A motion was made by Mr. Holt at 8:30 p.m. to adjourn the meeting.  Motion 

seconded by Chief Quattrini.  All voted aye.  Motion carried.  
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