McLane / Black Lake Fire Department Policy & Procedural Guideline — PPG #2840

Subject: VOLUNTEERS — COMPLAINT PROCEDURE
Section: PPG# 2840
Chapter: Personnel

Effective Date: 3/12/2009

1.0 POLICY

1.1 Concerns and/or complaints by a volunteer regarding the operation of the department
should be resolved by the parties involved.

1.2 When this cannot be accomplished, the volunteer should express the concern or
complaint to his or her immediate supervisor.

1.3 Formal actions to resolve a grievance should occur only after good faith efforts have
been made at the lowest level possible.

1.4 Only in the most unusual cases should the grievance process move through the chain of

command to the chief and/or to the Board of Commissioners without a sincere effort to
settle the grievance.

2.0 GUIDELINES

2.1 A volunteer who believes he or she has a grievance should present the grievance orally
to his or her supervisor within fifteen (15) calendar days of its occurrence.

2.2 If a satisfactory conclusion is not reached with the immediate supervisor within seven (7)
calendar days, the volunteer may submit the grievance in writing to the Fire Chief. A
written grievance should contain the following information:

2.2.1 A description of the grievance.

2.2.2  The date it occurred.

2.2.3  The rule, law, or policy that has allegedly been misapplied.
3.24 The remedies sought.

2.3 The Fire Chief will meet with the aggrieved volunteer and provide a written response to
the volunteer within ten (10) working days. A sincere effort will be made to resolve the
complaint at this level.

2.4 The chief may convene an officer’s review board to hear arguments about a complaint.
The board will typically have four (4) members as follows:
2.4.1 An officer selected by the aggrieved party.
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2.4.2  An officer selected by the chief.
2.4.3  An officer selected by the first two review board members.
244 The chief

The Chief shall be the moderator and shall:

2.5.1 Appoint a third member if the first two review board members fail to
agree on a third.

2.5.2  Promptly set the time and place for the review board to convene, taking
into consideration the availability of the persons involved.

2.5.3 Be empowered to require witnesses to appear and testify.

2.54 Ask questions to clarify positions and points only.

2.5.5 Report in writing the findings and recommendations of the review board
after all facts are heard.

The complainant may request that the chief call such witnesses as necessary to testify on
his or her behalf.

The complainant may also have other firefighters from the department present to
represent him or her.

The complainant need not speak before the board nor may he or she be required to
testify.

The findings of the Review Board are advisory to the Fire Chief.

In the event that the complaint is against another volunteer or staff member of the
department, the following shall take place:
2.10.1 The first officer listed above shall be chosen by the person charged with
the complaint.
2.10.2 The person shall be afforded every opportunity the complainant would
have as described above.

No one involved directly with the complaint shall be selected to serve on the review
board. In that event, the chief shall choose another officer to sit on the review board in
any position necessary.

The chief shall review the findings and recommendations of the review board and may
choose to uphold or modify the review board’s recommendations. He or she shall submit
his or her findings to each person involved.

If the complainant is not satisfied with the appeals of the complaint to the Fire Chief then
he/she may appeal to the Chair of the Commission.

2.13.1 The appeal request to the Chair of the Commission shall be submitted in
writing to the Secretary of the Board.

2.13.2 If the complainant does not appeal the complaint to the Chief of the
Commissioners within fifteen (15) days following the Fire Chief’s final
appeals report, the complaint shall be waived.

2.13.3 The Boards decision is considered final.
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