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THIS AGREEMENT made and entered into the 14th Day of November in the year Two 
Thousand and Fourteen. 

BETWEEN 

THE CORPORATION OF THE CITY OF NEW WESTMINSTER 
(hereinafter called the "Employer"), 

AND 

CITY FIREFIGHTERS' UNION, LOCAL 256, 
INTERNATIONAL ASSOCIATION OF FIREFIGHTERS 
(hereinafter called the "Union"), 

PREAMBLE 

OF THE FIRST PART 

OF THE SECOND PART 

The purpose of this agreement is to secure for the City of New Westminster (City}, the 
Union and the employees of the City, the full benefit of orderly and legal collective 
bargaining, and to ensure to the utmost extent possible, the safety of employees and 
citizens, economy of operation, quality and quantity of output and protection of 
property. It is recognized by the Agreement to be the duty of the City and the Union 
and the Employees to cooperate fully, individually and collectively, for the advancement 
of said conditions. 

The management, operation and the direction of the working force is vested exclusively 
in the City provided that it is not against or contrary to the articles of this Agreement. 

The Union agrees that there shall be no soliciting by its individual members of individual 
members of the City Council or the Council as a whole for the purpose of obtaining 
special privileges in respect to rates of pay, working conditions, or any other matter 
covered by this Agreement. 

1. COVERAGE 

WHEREAS the Employer is an employer within the meaning of the "Labour 
Relations Code", being Chapter 244 of the Statutes of British Columbia, 1996; 



AND WHEREAS the Union is the duly certified bargaining authority for those 
employees of the City Fire Department, excepting those employed in a 
confidential capacity or having authority to employ or discharge employees; 

This Agreement shall constitute the wages and working conditions for the 
employees in respect of whom the Union is so certified. 

2. TERM OF AGREEMENT 

a) The Agreement shall be for the term of eight {8) years with effect from 2012 
January 01, to and including 2019 December 31 and shall remain in full force 
and effect thereafter from year to year unless either party, within the four (4) 
calendar months immediately preceding the expiry date gives to the other 
party written notice of its desire to terminate or amend the Agreement. 

b} The provisions of Subsections 50{2) and 50(3) of the Labour Relations Code 
will be excluded from this Collective Agreement. 

3. UNION SECURITY 

a} The Employer will not discriminate against any member of the Union by 
reason of Union activities. 

b} All employees covered by the Union Certificate of Bargaining Authority shall 
pay a monthly fee to the Union equal to the Union's monthly dues, such 
payment to be made by payroll deduction, provided membership in the Union 
remains on a voluntary basis and is not a condition of employment. This 
deduction shall become effective on the first day of the month coincident 
with or next following the date of appointment, but the deduction shall be 
made only if the employee is still in the employ of the Employer on the final 
day of the first pay period in that month. Deductions shall be made in respect 
of all subsequent months provided an employee works any part of the month. 
These arrangements shall remain in effect for so long as this Union remains 
the recognized bargaining authority. 
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4. WORKING CONDITIONS 

4.1 Hours of Work 

The hours of work for employees covered by this Agreement shall be as follows: 

a} The classes of Firefighter, Firefighter - First Aid Instructor, Lieutenant, 
Captain, and Assistant Fire Chief shall work an average of 42 hours per week 
with a schedule of two (2), 10-hour days followed by two (2), 14-hour nights. 
Such employees will have their hours averaged over a fifty-six {56} day period. 
Each employee must have at least two (2) full days of 24-hours off per week. 

The fifty-six (56} day cycle will have an initial calculation date of January 7, 
2012. All cross shift transfers will be balanced according to the fifty-six (56} 
day cycle. 

b} The classes of Fire Inspector 1, Fire Inspector 2, Fire Inspector 3 and Chief Fire 
Inspector shall work thirty-five {35} hours per week. Employees of the Fire 
Protection Branch, save and except the Chief Fire Inspector, may have their 
hours of work scheduled to accommodate a mutually acceptable four day 
work week. 

i} At the end of each calendar year there will be a joint review of the 
personnel records of the employees who have worked a four (4) day week 
in the Fire Protection Branch to ensure that such employees have neither 
gained nor lost benefits under the Gratuity and Sick Leave Plans as a result 
of having worked a four (4) day week in the branch rather than a five (5) 
day week. Any necessary adjustment to entitlement under the Sick Leave 
and Gratuity Plans shall be made to the nearest half day. 

c} The class of Mechanic shall work forty {40} hours per week. 

d} The classes of Fire Alarm Operator/Clerk and Training Officer shall work thirty
seven and one-half {37Yz} hours per week. 

e} For up to six {6} months, new recruits will be considered undergoing training 
and orientation and will not be assigned to any specific division. They will 
normally be required to work a thirty-five {35} hour week, but may be 
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assigned to other shift postures as required. Time spent during the 
orientation and training period will not be a factor in promotion. 

4.2 Postings 

Before filling any bargaining unit position for regular staff of the Employer, notice 
thereof will be posted in all Fire Stations and in such other places as may be 
designated by the Employer for no less than thirty (30) calendar days. 

4.3 Promotional Policy 

a) In making promotions, other things being equal, effect shall be given to 
seniority. 

b) A fair and adequate opportunity shall be given to all members of the Union to 
qualify for promotion. 

c) The Employer agrees to reimburse members of the Union for expenses 
incurred by such members on the successful completion of a course or 
courses approved by the Director of Fire and Rescue Services (hereinafter 
referred to as "Fire Chief") and Fire Committee which courses are over and 
above in-service training. 

4.4 Probationary Period 

a) Each new employee shall be placed on probation until they have completed 
twelve {12) months of service. 

b) This probationary period shall be for the purpose of determining the 
employee's suitability for permanent employment. At any time during such 
period, a probationary employee may be terminated if it can be satisfactorily 
shown that they are unsuitable for permanent employment. 

c) A probationary employee's suitability for permanent employment will be 
decided on the basis of factors such as the employee's 

i) quality of work 
ii) conduct 
iii) ability to work harmoniously with others 
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iv) ability to meet firefighting standards set by the Employer 

d) If a probationary employee continues in the same position on a permanent 
basis, seniority, holiday benefits and other perquisites referable to length of 
service shall be based on the original date of employment. 

e) Upon being promoted or transferred, an employee shall be placed on 
probation until they have completed six (6) months of service to the 
satisfaction of the Employer. Any employee, however, who acts in the rank 
they are promoted to or a higher rank, shall receive as credit towards their 
Probationary Period each full tour of duty while acting in such rank(s) during 
the two (2) years prior to their appointment. For the purposes of this Article, 
a full tour of duty is a block of four consecutive shifts (i.e. two (2) days and 
two (2) nights with no intervening shifts off). 

Effective 2016 January 1: Please refer to LOA #1-2015 

f) Where an employee is absent from work during their probationary period 
under paragraphs (a) or (e) above, not including their vacation or Statutory 
Holiday entitlement, for a cumulative total of one (1) or more months, the 
probationary period shall be extended by a period equal to the total time 
absent. 

4.5 Seniority 

For the purpose of establishing seniority of present employees of the Fire and 
Rescue Services Department, there is attached hereto as Schedule 11 811 a list of all 
employees presently employed showing the date from which seniority shall 
commence and which is accepted by both parties hereto as establishing such 
seniority. 

4.6 Training 

Where the Employer requires an employee from the Fire Suppression Division to 
instruct or receive training, the following conditions shall apply: 

a) When the Employer is able to do so, an employee shall be provided with a 
minimum of thirty (30) calendar days' notice of the transfer from the Fire 
Suppression Division for the purposes of instructing or receiving training. 
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b) Employees who are transferred from Fire Suppression shall be scheduled in 
accordance with items (c) or (d) below in exchange for their full tour of duty 
(two (2), ten (10) hour days followed by two (2), fourteen (14) hour nights). 

c) All in-house training (within the jurisdiction of the Employer) shall be 
scheduled for a minimum of four (4) consecutive days of ten (10) hours per 
day, inclusive of a one (1) hour paid lunch period, unless mutually agreed 
between the Employer and the Union to do otherwise. 

d) Training outside the jurisdiction of the Employer shall be scheduled for a 
maximum of five (5) consecutive days of eight (8) hours per day at straight
time rates, inclusive of a one (1) hour paid lunch period. 

e) An employee's schedule may be realigned pursuant to items (c) and (d) above, 
to coincide with a scheduled training session(s) provided that the realignment 
does not result in the employee working eight (8) consecutive working days 
and provided that the employee's working days are reconciled over a fifty-six 
(56) day cycle. 

f) An employee's bi-weekly rate of pay shall not be affected due to the 
rescheduling change under this provision. 

g) Effective January 1, 2015, employees scheduled for training during off duty 
hours will be paid at the special rate of straight time pay for up to the first 
four days or part days spent in training programs in each calendar year. 

4. 7 Changes Affecting the Agreement 

The Employer agrees that any reports or recommendations to be made to Council 
dealing with any matters covered by this Agreement or any proposed changes in 
general conditions presently in force, but which are not specifically mentioned in 
the Agreement, shall forthwith be communicated to the Union in order to afford 
the Union opportunity to oppose such changes if it so desires when the reports or 
recommendations or proposed changes are dealt with by the Employer. 

4.8 Residence Privileges 

a) Every employee shall, as a condition of employment, reside either within the 
territorial limits of the City of New Westminster or not farthe.r than twenty
four (24) kilometers from those said limits. 
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b) Following the submission of a written request to the Fire Chief from an 
employee, and only with the subsequent written approval of the Fire Chief, an 
employee may be exempted from the limitation described in Subsection 
4.8(a) above, but in no event shall the number of exempted employees 
exceed ten (10) in total. 

c) Employees who on 1983 March 22nd were residing outside of the limits 
described in Subsection 4.8(a) above, but who were residing within the Lower 
Mainland of British Columbia, shall be exempted from the provisions of 
Subsection 4.8(a) above, but shall be included as a portion of the maximum of 
ten (10) exempted employees as described in Subsection 4.8(b) above. 

4.9 Shift Exchanges 

Suppression firefighters may use Shift Exchanges at the approval of the Employer. 
Shift Exchanges shall not be used by Employees during their first six (6) months of 
probation or in a manner that negatively affects operational requirements or 
when a Shift Exchange results in a prolonged shift (in excess of twenty-four (24) 
hour period). Shift Exchanges shall not be permitted if it involves an exchange of 
money or other form of compensation greater than a shift, for a shift exchange. 

The Employer recognizes Shift Exchanges provide Employees with an increased 
quality of life and shall not unreasonably deny a Shift Exchange. 

4.10 Telephone 

Every employee covered by this Agreement shall have a telephone at their place 
of residence. 

5. REMUNERATION 

5.1 Pay 

The scale of remuneration set out in Schedule "A" attached hereto shall apply 
during the term of this Agreement and the said Schedule "A" shall form a part of 
this Agreement. 
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5.2 Acting Pay 

a) Any employee who is required to accept the responsibilities and carry out the 
duties incident to a position or rank senior to that which they normally hold 
shall be paid at the rate for the senior position or rank while so acting. 

b) Where an employee has worked regularly scheduled hours (excluding extra 
shifts, overtime, and callout) in a higher classification than their normal 
classification during the calendar year, the employee shall receive at the end 
of the said calendar year a lump sum payment calculated in accordance with 
the following formula: 

#of hours acting in a 
higher or senior rank 

Total regularly scheduled hours 
worked 

x Annual Vacation 
Entitlement (hours) 

x 
Acting Pay 
Premium 
(per hour) 

Note: Acting Pay Premium is equal to the higher rate minus the employee's 
normal classified rate. It is understood and agreed by the parties that the 
original payments for time on vacation (including Statutory Holidays) shall be 
made on the basis of the rate for the employee's normal classification. 

5.3 Call Out 

An employee reporting for work at the call of the Employer in response to an 
emergency alarm, or at any time one hour or more following the commencement 
of a shift, shall be paid at the rate of two (2) times their regular rate of pay for the 
entire period spent at their place of work in response to the call, with a minimum 
of three (3) hours at the rate of two (2) times their regular rate of pay PROVIDED 
HOWEVER, when such a call out to work occurs on a Statutory Holiday as defined 
in Article 7.3 of this Agreement the employee shall be paid at the rate of three (3) 
times their regular rate of pay. 

5.4 Extra Shifts 

Where an employee agrees to work or is required by the Employer to work hours 
in excess of their scheduled work week, the employee will receive pay at the rate 
of one and one-half times (lYzX) the regular hourly rate for all hours worked. 
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5.5 Overtime 

a} An employee who is required to work overtime immediately following the 
completion of their regular shift shall be paid at one and one-half (1 1/2} 
times the hourly rate of the employee for the first two hours, and two. (2) 
times the hourly rate of the employee for all overtime hours worked beyond 
two hours computed on the basis of the employee's normal working hours. 

b} When computing the payment of overtime of an employee under Article 
5.5(a) herein, all time worked by such employee from the time they complete 
their regular shift until they return (if their duties required them to leave their 
regular place of work} to their regular place of work (e.g. the Fire Hall at which 
they are stationed} and has been relieved of further duties, shall be deemed 
to be overtime. 

c} Overtime pay for all employees shall be computed on an hourly basis as 
follows: 

Monthly Rate x 12 

26
_
089 

= bi-weekly rate (round to two decimal places) 

Bi-weekly Rate ____ .:..,_..,_ _ _ = hourly rate (round to four decimal places) 
Bi-weekly Mours 

The figure 26.089 is derived as follows: 365-1/4 days (the average over four years 
allowing for a leap year) divided by 14. 

6. SPECIAL ALLOWANCES 

6.1 Uniform Issue 

a) i) Except where circumstances are beyond the control of the Employer, 
within thirty (30) calendar days of the date of hire of all new employees, 
the following new clothing issue will be provided: 

• one pair of work boots; 
• four (4) work shirts (Fire Inspectors to receive five (5) dress shirts (light 

blue) in lieu of work shirts); 
• three (3) pairs of trousers; 
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• one (1) pair of shorts; 
• one belt and buckle; 
• one (1) jacket(% length or bomber); and, in addition 
• the use of two pairs of coveralls. 

ii) Except for Fire Inspectors who shall receive a dress uniform as soon as 
possible following their appointment, the Employer will provide, upon 
completion of the probationary period, each new employee referenced 
above a complete new uniform as follows: 

• one (1) dress tunic; 
• one (1) dress cap; 
• one (1) cap badge; 
• one (1) dress shirt (light blue); 
• one (1) pair of red stripe trousers; 

• one (1) tie; 
• one (1) pair of oxford shoes; 
• one (1) raincoat. 

iii) For newly appointed Fire Inspectors, in addition to the clothing 
referenced in (ii} above, they shall receive: 

• two (2) ties. 

iv} Except for reasons beyond the control of the Employer, on or before 
February 1st of each year, employees will receive the following new 
clothing issue: 

• one (1) pair of work boots (Fire Inspectors and Assistant Chiefs may 
select one (1) pair of shoes instead of one (1) pair of boots); 

• two (2) pairs of trousers; 
• four (4} work shirts (Captains, Assistant Chiefs, and Fire Inspectors 

shall receive four (4) dress shirts in lieu of the work shirts). 

v) Except for reasons beyond the control of the Employer, on or before 
February 1st of each year, employees during their third year of service and 
every third year thereafter, will receive the following new clothing issue: 

• one (1) work jacket; 
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• one (1) tie (except Fire Inspectors who shall have two ties issued 
annually). 

vi) Except for reasons beyond the control of the Employer, on or before 
February 1st of each year, employees during their fifth year of service and 
every fifth year thereafter, will receive the following new clothing issue: 

• one (1) pair of dress shoes or their normal annual issue of boots; 
• one (1) pair of dress, red stripe trousers; 
• one (1) dress tunic; 
• one (1) dress cap. 

vii) Except for reasons beyond the control of the Employer, on or before 
February 1st of each year, employees during their eighth year of service 
and every eighth year thereafter, will receive the following new clothing 
issue: 

• one (1) raincoat. 

b) The Employer will also provide every employee covered by this Agreement 
whose duties include the fighting of fires with firefighting equipment which 
shall include rubber boots, a helmet and service coat and such other 
equipment as may be recommended by the Fire Chief and approved by the 
City Council; all such equipment shall be returned to the Employer when the 
employee ceases to perform such duties PROVIDED THAT on application to 
the Fire Chief and on approval of the City Administrator, where reasonable 
cause is shown, the Employer may substitute a raincoat for a tunic in any 
given year. 

c) Employees in their year of retirement will not receive the full set of their 
eligible clothing issue but instead will be provided with one blazer, one pair of 
slacks, one shirt, one pair of shoes, and one tie. In order to be entitled to this 
benefit, the employee must provide notice of their intent to retire prior to 
February 1 in their year of retirement. 

6.2 Uniform Cleaning Allowance 

a) The Employer shall pay for the cleaning of the following items of clothing issue 
for all employees who are required to wear a uniform in the performance of 
their duties, in accordance with the maximums specified: 
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• 1 work or dress shirt per working shift; 
• 1 pair of trousers per 2 working shifts; and 
• 1 tunic or jacket per working month. 

b) The Employer shall designate a cleaning establishment which will be 
authorized to perform cleaning for employees as set out under Subsection 
6.2(a) above. The Employer shall discuss the selection of such establishment 
with the Union. 

c) Uniform items cleaned pursuant to Subsection 6.2(a) above may be both 
deposited at and retrieved from the designated cleaning establishments by 
the employee or by their designate, while off duty in accordance with the 
administrative procedures established by the Employer from time to time. 

6.3 Retirement Pay 

Any Fulltime employee 

a) who has reached minimum retirement age as defined in the rules of the 
Municipal Pension Plan and has completed at least ten (10) years of 
pensionable service as defined in the Plan; or 

b) whose age and years of service with the Employer total eighty (80) years or 
more, 

shall be entitled to receive one (1) month of pay at their normal salary rate on 
termination of their employment for any reason. 

6.4 Instructors' Allowance 

Employees, other than the Chief Training Officer, who are required to instruct 
courses outside the normal course of their expected daily duties in Structural 
Collapse, Rapid Intervention Team (RIT), Emergency Vehicle Operations (EVO), 
Auto Extrication, Driver Training Program, First Responder Program, Technical 
Rope Rescue Program, and/or in Water Rescue, shall be paid one (1) hour's pay at 
their regular rate of pay for each shift or part shift such employee so instructs. It 
is understood that the Department may designate additional training programs to 
qualify pursuant to this provision . 
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7. VACATIONS AND OTHER LEAVE 

7.1 Vacations 

Paid annual vacations for all employees covered by this Agreement shall be as 
follows: 

a) Employees leaving the service in less than twelve {12) months from the date 
of appo'intment shall be granted vacation pay in accordance with the 
"Employment Standards Act". 

b) Employees hired after May 1st in any calendar year may be paid their vacation 
entitlement in their first calendar year of service in cash, in lieu of leave, at 
the discretion of the Employer. 

c) Vacation and statutory holiday entitlement will be prorated when an 
employee is off on sick leave or unpaid leave for more than 90 consecutive 
calendar days. 

d) Firefighting Element 

i) In the first part calendar year of service, vacation will be granted on the 
basis of one-twelfth (1/12) of nine (9) duty shifts (one hundred and eight 
(108) hours) for each month or portion of a month greater than one-half 
(Yi) worked by December 31st. 

ii) During the second (2nd) calendar year of service - nine (9) duty shifts (one 
hundred and eight (108) hours). 

iii) During the third {3rd) to and including the tenth {10th) calendar year of 
service - thirteen {13) duty shifts (one hundred and fifty-six (156) hours). 

iv) During the eleventh (11th) to and including the twenty-third {23rd) 

calendar year of service, except during the twenty-first (21st) calendar 
year of service - seventeen (17) duty shifts (two hundred and four (204) 

hours). 

v) During the twenty-first (21st) calendar year of service - twenty-one (21) 

duty shifts (two hundred and fifty-two (252) hours). 
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vi) During the twenty-fourth (24th) and all subsequent calendar years of 
service - twenty-one (21) duty shifts (two hundred and fifty-two (252) 
hours). 

vii) All vacations shall commence on the first duty shift after the employee's 
days off and all vacations shall be on duty shift basis. Days off that fall 
after the vacation will be treated as part of the employee's vacation. 

Effective 2016 January 1: Please refer to LOA #1-2015 

e) Other Employees 

i) In the first part calendar year of service, vacation will be granted on the 
basis one-twelfth (1/12) of eleven (11) working days (seventy-seven (77) or 
eighty-two and one-half (82.5) hours for a thirty-five (35) or thirty-seven 
and one-half (37.5) hour work week respectively) for each month or 
portion of a month greater than one-half (Yi) worked by December 315

t. 

ii) During the second (2nd) calendar year of service - eleven (11) working 
days (seventy-seven (77) or eighty-two and one-half (82.5) hours for a 
thirty-five (35) or thirty-seven and one-half (37.5) hour work week 
respectively). 

iii) During the third (3rd) to and including the tenth (10th) calendar year of 
service - sixteen (16) working days (one hundred and twelve (112) or one 
hundred and twenty (120) hours for a thirty-five (35) or thirty-seven and 
one-half (37.5) hour work week respectively). 

iv) During the eleventh (11th) to and including the twenty-third (23rd) 
calendar year of service, except during the twenty-first (21st) calendar 
year of service - twenty-one (21) working days (one hundred and forty
seven (147) or one hundred and fifty-seven and one-half (157Yi) hours for 
a thirty-five (35) or thirty-seven and one-half (37.5) hour work week 
respectively). 

v) During the twenty-first (21st) calendar year of service - twenty-six (26) 

working days (one hundred and eighty-two (182) or one hundred and 
ninety-five (195) hours for a thirty-five (35) or thirty-seven and one-half 
(37.5) hour work week respectively). 
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vi) During the twenty-fourth (24th) and all subsequent calendar years of 
service - twenty-six {26) working days (one hundred and eighty-two (182) 
or one hundred and ninety-five (195) hours for a thirty-five (35) or thirty
seven and one-half (37.5) hour work week respectively). 

Effective 2013 January 1: 

Reduce vacation accrual by one working day. Employees who have been 
approved for their full vacation accrual in the calendar year 2013, will not be 
required to pay back the vacation day that has been reduced. 

Effective 2014 January 1: 

The increase in vacation that occurs in the 21st calendar year for all 
employees will be removed and instead will have the final vacation increase 
occur in the 23rd calendar year rather than the 24th year. Employees in their 
22nd or 23rd year who have already taken their vacation entitlement for the 
21st year will not be entitled to the increase in vacation entitlement until their 
24th year. 

Effective 2016 January 1: Please refer to LOA #1-2015 

f) Employees who leave the service after completion of twelve (12) consecutive 
months of employment shall receive vacation for the calendar year in which 
termination occurs on the basis of one-twelfth (1/12) of their vacation 
entitlement for that year for each month or portion of a month greater than 
one-half (1/2) worked to the date of termination. 

PROVIDED THAT: 

Where an employee transfers between the Fire Suppression Division and the 
Fire Protection Division, vacation entitlement (in hours) for that calendar year 
shall be adjusted to reflect the proportion of time spent in each Division on 
the basis of one-twelfth (1/12) entitlement for each month (or portion of a 
month greater than one half) spent in each division. 

"Calendar Year" for the purpose of this Agreement shall mean the twelve (12) 
month period from January 1st to December 31st inclusive. 
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In all cases of termination of service for any reason other than retirement on 
the Municipal Pension Plan or on attaining maximum retirement age, 
adjustment will be made for any overpayment of vacation. 

7 .Z Vacation at Retirement 

Employees leaving on Municipal Pension Plan, or upon leaving at reaching 
maximum retirement age, are entitled to vacation as follows: If retiring prior to 
March 31st, they receive one-half (1/2) of the usual annual vacation. If retiring 
March 31st or later, they receive the full annual vacation. 

7 .3 Statutory Holidays 

a) Employees engaged in a type of work required to be performed continuously 
and on every day, including Statutory Holidays throughout the year shall 
receive in each calendar year twelve (12) consecutive duty shifts in lieu of the 
following Statutory Holidays: New Year's Day, Family Day, Good Friday, Easter 
Monday, Victoria Day, Canada Day, British Columbia Day, Labour Day, 
Thanksgiving Day, Remembrance Day, Christmas Day, Boxing Day and any 
other day appointed by Council or by the Federal or British Columbia 
Governments to be a Civic or Statutory Holiday. 

b) Fire Inspection staff who receive Statutory Holidays as they occur shall not be 
granted the time off in lieu of Statutory Holidays stated above, but shall 
receive twelve (12) guaranteed Statutory Holidays per year. When a holiday 
falls on a Saturday or a Sunday, and if no other day has been proclaimed in 
lieu of it, the Employer will provide each employee with another paid holiday 
or with an additional day of pay. 

c) All employees covered by this Agreement and engaged in a type of work 
required to be performed continuously and on every day, including the 
Statutory Holidays listed in Article 7.3(a) herein, shall in addition to the 
entitlement set forth in that Article, receive a payment in cash at the rate of 
fifty percent (50%) of the regular hourly rate for each of the hours on duty on 
such Statutory Holiday between the hours of 00:01 and 23:59. 
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7 .4 Long Service Leave 

a) All employees at the completion of twenty (20) years of service shall be 
entitled to twenty-eight (28) additional calendar days as vacation which shall 
be taken before the completion of twenty-five (25) years of service and a 
similar allowance shall be made at the completion of twenty-five (25) years of 
service and each five (5) year period thereafter. 

b) Long Service Leave may be taken from January 1st in the calendar year in 
which the qualifying anniversary occurs, provided however, that if an 
employee exercises this privilege and fails to remain employed by the 
Employer, for any reason until their anniversary date in that year, they must 
reimburse the Employer for the cost of their Long Service Leave. 

c) Long Service Leave may be taken until the end of the calendar year in which 
the last anniversary date occurred and this principle shall be maintained for 
each five (5) year period thereafter. 

d) Effective January 1, 2016, Long Service Leave will be merged with annual 
vacation leave as outlined in Letter of Agreement #1 -2015. 

7 .5 Bereavement Leave 

An employee shall be granted a maximum of four (4) consecutive calendar days 
leave without loss of pay in the case of the death of a member of their immediate 
family (i.e. spouse, child, mother, father, step-parent, mother-in-law, father-in
law, sister or brother, sister-in-law, brother-in-law, common-law spouse, grand
parent, ward or other relative living in the employee's household). Such leave 
will be for the day the death occurs plus three (3) consecutive calendar days. If 
the day of the funeral does not occur during the four (4) consecutive days 
referred to then such day shall be granted without loss of pay. 

7 .6 Jury and Witness Duty 

An employee who has been granted paid leave of absence while serving the Court 
as a subpoenaed juror, as a witness for the Crown, or as a witness in a matter 
arising from their duties for the Employer, shall remit to the Employer all monies 
paid them by the Court except travelling, parking and meal allowances not 
reimbursed by the Employer. 
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7.7 Court Attendance 

An employee while not on duty and who is required to appear in Court (defined 
as a Court of Criminal or Civil jurisdiction) to provide evidence that was acquired 
by such employee in the performance of their firefighting duties shall be paid at 
the rate of one and one-half (lYi) times their regular hourly rate for all such time 
spent. 

7.8 Maternity and Parental Leave 

a) Length of Leave 

i) Birth Mother 

A pregnant employee shall be entitled to up to seventeen (17) 
consecutive weeks of maternity leave and up to thirty-five (35) 
consecutive weeks of parental leave, all without pay. The parental leave 
must immediately follow the maternity leave. 

In the event the birth mother dies or is totally disabled, an employee who 
is the father of the child shall be entitled to both maternity and parental 
leave without pay. 

ii) Birth Father and Adoptive Parent 

An employee who is the birth father, the adoptive father or the adoptive 
mother shall be entitled to up to thirty-seven (37) consecutive weeks of 
parental leave without pay. The employee shall commence the leave 
within fifty-two (52) weeks of the child's birth or date the child comes 
within the care and custody of the employee. 

iii) Extensions - Special Circumstances 

An employee shall be entitled to extend the maternity leave by up to an 
additional six (6) consecutive weeks' leave without pay where a physician 
certifies the employee as unable to return to work for medical reasons 
related to the birth. 

An employee shall be entitled to extend the parental leave by up to an 
additional five (5) consecutive weeks' leave without pay where the child 
is at least six (6) months of age before coming into the employee's care 
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and custody and the child is certified as suffering from a physical, 
psychological or emotional condition. 

Provided however, that in no case shall the combined maternity and 
parental leave exceed fifty-two (52) consecutive weeks following the 
commencement of the leave. 

b} Notice Requirements and Commencement of Leave 

i) An employee who requests parental leave for the adoption or caring of a 
child shall be required to provide proof of adoption or birth ofthe child. 

ii) An employee shall provide written notice, at least four (4) weeks in 
advance, of the intended commencement date of the maternity and/or 
parental leave. (In the case of adoption of a child, the employee shall 
provide as much notice as possible.) 

iii) The Employer may require a pregnant employee to commence maternity 
leave where the duties of the employee cannot reasonably be performed 
because of the pregnancy. In such cases the employee's previously 
scheduled leave period will not be affected. 

iv) An employee on maternity leave or parental leave shall provide four (4) 
weeks' notice prior to the date the employee intends to return to work. 

v} An employee who wishes to return to work within six (6) weeks following 
the actual date of the birth may be required to provide a certificate from 
a medical practitioner stating the employee is able to return to work. 

vi) Where a pregnant employee gives birth before requesting maternity 
leave or before commencing maternity leave, the maternity leave will be 
deemed to have started on the date of birth. 

c) Return to Work 

On resuming employment an employee shall be reinstated to their previous or 
a comparable position and for the purposes of pay increments and benefits, 
referenced in (e) herein, and vacation entitlement {but not for public holidays 
or sick leave) maternity and parental leave shall be count"ed as service. 
Vacation pay shall be prorated in accordance with the duration of the leave 
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and an employee may elect not to take that portion of vacation which is 
unpaid. 

d) Sick Leave 

i) An employee on maternity leave or parental leave shall not be entitled to 
sick leave during the period of leave. 

ii) Subject to paragraph (d)(i), an employee on maternity leave or parental 
leave who has notified the Fire Chief of their intention to return to work 
pursuant to paragraph (b){v) and who subsequently suffers any illness or 
disability which prevents them from returning to work as scheduled, 
whether or not such illness or disability is related to pregnancy, shall be 
entitled to sick leave benefits commencing on the first day on which the 
employee would otherwise have returned to work. 

e) Benefits 

i) MSP, Dental, EHB, and Life Insurance benefits shall continue 
uninterrupted during the period of time the employee is on maternity 
and/or parental leave provided that the employee makes arrangements 
prior to commencing the leave to pay their share of the benefit 
premiums for that period where the premiums are cost-shared. Where 
an employee makes arrangements to continue benefits coverage all 
benefits named in this paragraph shall continue. 

ii) Pension contributions will cease during the period of the leave unless the 
employee makes arrangements prior to commencing the leave to pay the 
contributions pursuant to the provisions of the Municipal Pension Plan. 

f) Sur:mlementarv Emplo~ment Insurance Benefits 

i) Regular Full-Time birth mothers who are entitled to maternity leave as 
provided for in (a)(i} above and who have applied for and are in receipt of 
Employment Insurance benefits are eligible to receive SEIB Plan 
payments. 

ii) Subject to the approval of the Employment Insurance Commission, birth 
fathers who, due to the death or total disability of the birth mother, have 
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applied for and are in receipt of Employment Insurance maternity 
benefits are eligible to receive SEIB Plan payments. 

iii) The SEIB Plan is intended to supplement the Employment Insurance 
benefits received by employees while they are temporarily unable to 
work as a result of giving birth, or as provided for in paragraph f ii) above. 

iv) The SEIB Plan payment is based on the difference between the 
Employment Insurance benefit plus any other earnings received by an 
employee and ninety-five percent (95%) of their gross weekly earnings 
and is paid as follows: 

a) for the first six (6) weeks, which includes the two week Employment 
Insurance waiting period; and 

b} up to an additional eleven (11) weeks will be payable if an employee 
continues to receive Employment Insurance benefits and is unable to 
work due to a valid health reason related to the birth and provides 
the Employer with satisfactory medical evidence. 

v) The Plan meets the requirements of Section 38 of the Employment 
Insurance Regulations, specifically that, when combined with an 
employee's weekly Employment Insurance benefit, the payment will not 
exceed the claimant's normal weekly earnings from employment and an 
employee's accumulated leave credits will not be reduced. 

vi) Income tax rules or regulations may require a payback of Employment 
Insurance earnings, depending upon the tax rules in effect at the time an 
employee is receiving benefits. Under the SEIB Plan, the Employer does 
not guarantee any specific level of earnings but rather are liable only for 
the payment of the benefit as described above. The Employer, under no 
circumstance, will be responsible for any paybacks arising from changes 
to or the application of the tax regulations. 

8. EMPLOYEE BENEFITS 

8.1 Medical Services Plan 

Each Fulltime employee shall be entitled to enroll in the Medical Services Plan 
effective the first day of the calendar month 'immediately following the 
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completion of one (I) month of continuous employment. The Employer shall 
contribute the full premium for the aforesaid Plan. 

8.2 Extended Health Benefits Plan 

Each Fulltime employee shall be entitled to enroll in the Extended Health Benefits 
Plan effective the first day of the calendar month immediately following the 
completion of six (6) months of continuous employment. This Plan shall include a 
Vision Care Option in the amount of Four hundred dollars ($400.00) per person 
claimable per 24 month period and a maximum lifetime benefit of One million 
dollars ($1,000,000) per person. The Employer shall contribute the full premium 
for the Extended Health Benefits Plan. The extended health deductible shall be 
one hundred dollars ($100.00). 

8.3 Dental Plan 

Each Fulltime employee shall be enrolled in the Dental Plan effective the first day 
of the calendar month immediately following the completion of six (6) months of 
continuous employment. An employee who is receiving coverage from an 
alternate source and can produce satisfactory evidence of that alternate 
coverage to the Employer may refrain from enrolling in the Dental Plan which 
provides coverage for employees of the Employer. The Employer will contribute 
the full premium for this Plan. 

The Dental Plan will provide for the following services: 

a) Basic Dental Services (Plan A) - The Plan will pay for one hundred percent 
(100%) of the approved schedule of fees. 

b) Prosthetics, Crowns and Bridges (Plan B) - The Plan will pay for sixty percent 
(60%) of the approved schedule of fees. 

c) Orthodontics (Plan C) - The Plan will pay for sixty percent (60%) of the 
approved schedule of fees. Benefits are provided for the Plan member and 
dependent(s) to a Lifetime maximum of Five Thousand, Five Hundred Dollars 
($5,500) per eligible person. 
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8.4 Group Life Insurance 

a) Each Fulltime employee shall be enrolled in the Group Life Insurance Plan 
effective the first day of the calendar month following the completion of six 
(6) months of continuous employment. The Group Life Insurance Plan will 
provide for Eighty Thousand Dollars ($80,000} of coverage on the life of each 
employee so enrolled. The Employer shall contribute the full premium for this 
Plan. 

b) Each Fulltime employee will be entitled to optional Group Life Insurance 
coverage to a maximum optional coverage of Two hundred thousand dollars 
($200,000) under the terms and conditions set out by the Group Life insurer 
which provides group life insurance coverage for employees who qualify in 
Section 8.4(a) of this Agreement. The employee shall contribute the full 
premium for the optional group life insurance coverage. 

8.5 Short Term Sick Leave Plan 

a) Short Term Sick Leave shall be defined as the first eighty-four (84) hours (or 
equivalent hours equal to two weeks dependent on regular weekly hours) of 
any absence due to illness or non-occupational injury. 

b) Each Fulltime employee shall be enrolled in the Short Term Sick Leave Plan 
effective the first day of the calendar month following the completion of three 
(3) months of continuous employment. 

c) The Short Term Sick Leave Plan will provide for benefits for authorized sick 
leave absences equal to their regular classified salary net of income tax 
deductions and Municipal Pension Plan (including supplementary Municipal 
Pension Plan) contributions. 

d) The Union shall undertake responsibility for the Short Term Sick Leave Plan. 
The participating members of the Plan shall contribute a percentage of their 
regular classified salary on a regular basis to be determined by the Union. The 
amount of such contributions shall be determined by the Union and its 
members shall contribute the full premium necessary to fund authorized short 
term sick leave absences. 
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8.6 Medium Term Sick Leave Plan 

a) Medium Term Sick Leave shall be defined as the next six hundred and thirty 
{630) hours (or equivalent hours equal to fifteen (IS) weeks dependent on 
regular weekly hours) of any absence due to illness or non-occupational injury 
in excess of Short Term Sick Leave. 

b) Each Fulltime employee shall be enrolled in the Medium Term Sick Leave Plan 
effective the first day of the calendar month following the completion of three 
{3) months of continuous employment. 

c) The Medium Term Sick Leave Plan shall provide for benefits at 100% of regular 
classified salary. 

d) The initial credit of fifteen (IS) weeks shall be reinstated in full immediately 
after an employee who has used any portion of the fifteen week entitlement 
has returned to work for a continuous period of one {I) month. 

e) The full cost of the Medium Term Sick Leave shall be paid by the Employer and 
shall be partially offset by the employer/employee rebates of Employment 
Insurance premiums. 

8.7 Long Term Sick leave Plan 

a) Long Term Sick Leave shall be defined as the next sixty (60) weeks of any 
absence due to illness or non-occupational injury in excess of Short Term and 
Medium Term Sick Leave. 

b) Each Fulltime employee shall be enrolled in the Long Term Sick Leave Plan 
effective the first day of the calendar month following the completion of 
twelve (12) months of continuous employment. 

c) On December 31 of each year, each Fulltime employee will be credited with 
2S2 hours (or equivalent hours equal to six (6) weeks dependent on regular 
weekly hours) which shall accumulate to a total of 2,S20 hours {or equivalent 
hours equal to sixty (60) weeks dependent on regular weekly hours). An 
employee shall not accumulate more than 2,520 hours {or equivalent hours 
equal to sixty (60) weeks dependent on regular weekly hours) at any time 
under Articles 8.6 and 8.7 in this Agreement. 

24 



d) The Long Term Sick Leave Plan will provide for benefits of one hundred 
percent (100%) of regular classified salary. 

8.8 Recurring Illness 

a) If an employee who returns to work after receiving sick leave benefits is 
absent again as a consequence of a recurrence of the same illness for which 
such sick leave benefits were initially received, within sixty (60) calendar days 
of their return to work, then their sick benefits shall continue as though their 
illness was continuous from its onset. If, however, the employee is absent 
following the expiration of the sixty (60) calendar day period identified above, 
then their subsequent absence shall be deemed to be a new illness. 

b) Disputes as to what constitutes a recurring illness for purposes of this Section 
shall be referred to a physician chosen by the Employer for final 
determination. 

8.9 Sick Leave Recovery 

a) An employee may use sick leave credits for time lost through accidental 
injuries PROVIDED THAT prior to making a claim or commencing an action for 
damages against a third party in respect of such injuries, the employee shall 
notify the Employer of such claim and enable the Employer the opportunity to 
be represented in all proceedings or settlement discussions relating to the 
claim. Any such claim shall include a claim for loss of wages including pre- and 
post-judgement interest, and to the extent that recovery is made, such 
amount will be reimbursed to the Employer. The Employer will reimburse the 
employee, fifty percent (50%) of the cost of the legal fees certified by the 
employee's legal counsel as being attributed to proving the wage/benefit loss 
claim. 

b) An employee who fails to notify the Employer in accordance with Article 8.9(a) 
shall be required to reimburse the Employer in the amount of the wage loss 
benefit (i.e. sick leave credits), regardless of whether or not the employee 
received any monies in settlement of their claim. 

c) Once the Employer has been reimbursed for wage loss benefits under this 
Article 8.9, it shall credit the employee with the number of sick days 
equivalent thereto and any resultant gratuity days to which they may be 
entitled. 
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8.10 Certificate of Disability 

The Employer, at its discretion, may require an employee to provide written 
confirmation or certification at any time, including the period when an employee 
is receiving Short Term Sick Leave, of the employee's disability or incapacity to 
work, or continuing incapacity to work, and the date when the employee is 
expected to be able to return to work. Such confirmation may be required in the 
form of a statement from the employee's physician, the medical consultants of 
the Employer or other qualified practitioner nominated by the Employer. 

8.11 Long Term Total Disability 

a) Each Fulltime employee shall be enrolled in the Long Term Total Disability 
Plan effective the first day of the calendar month following the completion of 
twelve (12) months of continuous employment. 

b) If evidence is received that any regular Fulltime employee who has completed 
twelve (12) months of continuous employment, has become totally and 
permanently disabled by accident, injury or disease, so that such employee 
shall be permanently, continuously and wholly prevented thereby from 
performing any work for compensation or profit, then such employee shall be 
entitled to a total disability benefit, which when combined with any 
compensation (other than an employee's privately purchased insurance) such 
as Workers' Compensation, and disability pension benefits pursuant to the 
Canada Pension Plan, any periodic payments related to the disability under a 
"no-fault" automobile insurance policy, will achieve a benefit calculated as 
follows: 

67% of the regular salary at the time of disability, such rate of benefit to be 
indexed annually in accordance with annual general wage increases to a 
maximum of six percent (6%) and to be continued during the period of 
total disability from year to year until maximum retirement age pursuant 
to the rules of the Municipal Pension Plan. 

c) The period of total disability referenced in Subsection 8.11(b) above shall be 
considered as representing "service" pursuant to the rules of the Municipal 
Pension Plan, and shall therefore be approved for purposes of providing an 
indexed pension at maximum retirement age, without Municipal Pension Plan 
contributions being made during such period of disability. 
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d) The Employer will contribute the full premium for this Long Term Total 
Disability Plan. In addition, the Employer will continue to pay the full 
premiums for the Medical Services Plan, Extended Health Benefits Plan, 
Dental Plan and Group Life Insurance coverage during the period of total 
disability. 

e) An employee who has been granted a Total and Permanent Disability benefit 
shall retain employee status for the purpose only of payment of benefits 
under this Total and Permanent Disability Plan. 

8.12 Gratuity Credits Plan 

a) Each Full-Time Employee of the Fire Suppression Division will be credited with 
twelve (12) hours for every three (3) months of continuous employment with 
the Employer, each Full-Time Employee of the Fire Protection Division shall be 
credited with seven (7) hours for every three (3) months of continuous 
employment with the Employer, and each Training Officer shall be credited 
with seven and one-half (7.5) hours for every three {3} months of continuous 
employment with the Employer, provided that deductions shall not exceed 
one (1) working day in any one three (3) month period or for any one illness. 
Deductions shall be applicable to the current calendar year and shall not 
affect any gratuity accumulated prior to the current calendar year. Gratuity 
credits may be accumulated to a maximum of 1440 hours for employees in 
the Fire Suppression Division, 840 hours for employees in the Fire Protection 
Division, and 900 hours for the Training Officer. 

Employees transferring between Divisions shall retain any credits earned in 
the original Division and shall commence earning credits in accordance with 
entitlement levels in the new Division, subject to the maximum accumulation 
above. 

b) The total number of gratuity credits earned by each employee will be 
calculated on December 31st of each calendar year and will remain to the 
credit of each employee regardless of time lost in any subsequent year 
through illness or for any other reason. 

c) An employee who has completed three (3) years of continuous service may 
withdraw all or a portion of the gratuity credits which that employee has 

27 



accumulated to December 31st of the previous calendar year under the 
following conditions: 

i) Gratuity credits may be withdrawn in cash or in leave subject to other 
provisos contained in this Article 8.12; 

ii) All requests for withdrawal shall be made in writing by the employee; 

iii) Gratuity credits which are withdrawn will be paid at the employee's 
regular classified rate at the time of the payout in cash or in leave; 

iv} A request for the conversion of gratuity credits into leave shall be subject 
to the approval of the Employer and shall be taken in whole days. When 
requesting such leave, the employee must guarantee a replacement who 
shall be paid at straight time rates; 

v} An employee shall receive their total gratuity accumulation in cash upon 
leaving the employ of the Employer provided that they have completed 
at least three {3) years of continuous service. The aforementioned 
gratuity credits will be paid at the employee's regular rate of pay in effect 
at the time of their severance of employment with the Employer. 

8.13 Workers' Compensation 

a) Employees absent from duty due to injuries received while on duty shall 
receive normal net take-home pay (as opposed to gross regular pay) for a 
period not exceeding twelve (12) months, but monies received from 
WorkSafeBC shall be remitted to the Employer during that period PROVIDED 
HOWEVER that: 

i) An employee who was acting in a higher rank at the time the injury was 
sustained will be paid normal net take-home pay which shall be 
calculated based upon the rate in effect for the higher rank; 

ii) An employee who was scheduled to act in a higher rank at any time 
during the period of the compensable absence, will be retroactively paid 
normal net take-home pay for the period during which they were 
scheduled to act based upon the rate in effect for the higher rank; 
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8.14 Supplementary Compensation for Firefighter Killed in the Course of Duty 

If an employee is killed as a direct result of the performance of the employee's 
duties in the preservation of life and property in active firefighting including 
investigations and inspection work and approved firefighting training and other 
assigned duties, a monthly supplement will be paid to the spouse to bring the 
spouse's after-tax income from Workers' Compensation, Canada Pension and 
Municipal Pension Plan and any other source of income not contracted for by the 
deceased employee to the difference between the regular classified rate of pay 
of the deceased employee and normal deductions, such payment to continue 
until such a time the spouse remarries or until the date the deceased employee 
would have been entitled to full and compulsory pension retirement had the 
employee not been killed, whichever date shall first occur, provided: 

a) The regular monthly rate of pay shall be that for the class of position held by 
the employee on the date of the employee's death or pending at the time of 
the employee's death and shall not include acting or temporary positions and 
when calculating the rates of pay of the employee, overtime rates of pay, shift 
differential and other premium payments, allowances or benefits shall not be 
included. 

b) The normal deductions shall include income tax, Canada Pension Plan 
premiums, Employment Insurance premiums, Municipal Pension Plan 
premiums (basic and supplemental), union dues, sick plan premiums and any 
other deduction which may be included in subsequent agreements. 

c) The supplement shall be recalculated annually in consideration of the 
indexing of WorkSafeBC, Canada Pension Plan and Municipal Pension Plan and 
the changes occurring in revisions to the collective agreements. 

d) In the event the spouse is under 40 years of age and is without child, the 
WorkSafeBC lump sum payment on the death of the employee, for the 
purposes of calculating the supplement, shall be divided by the years from the 
date of the employee's death and their compulsory retirement date if they 
had lived .. 

e) In the event there is no surviving spouse and there are dependent children, or 
in the event the spouse dies subsequent to the death of the employee and the 
employee's dependent children, the supplement shall be calculated as 
follows: 
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i) One child - a sum sufficient to bring the after-tax income of the child to 
1/3 of the difference between the regular monthly pay of the deceased 
employee and their normal deductions, further abated by WorkSafeBC, 
Canada Pension Plan and Municipal Pension Plan and other sources not 
contracted for by the deceased employee. 

ii) Two or more children - as above except at the rate of 50%. 

f) For the purposes of Section {e), a child shall mean: 

i) a child under the age of 18 years including a child of the deceased 
employee yet unborn; 

ii) an invalid child of any age; and 

iii) a child under the age of 21 years who is regularly attending an academic, 
technical or vocational place of education. 

g) For the purposes of Section 8.14, a "spouse" shall mean: 

i) In relation to a firefighter, a person who at the time of the firefighter's 
death was married to, or in a common-law relationship with, that 
firefighter. 

ii) Notwithstanding any other prov1s1on in this Agreement, the parties 
expressly agree that there shall at no time be more than one "spouse", 
nor payment made to more than one "spouse" pursuant to Section 8.14. 

h) Any sums of money payable by the Employer to any dependent child under 
the age of 18 years or to an invalid child may properly be paid by the Employer 
to the legal guardian of such dependent child whose receipt shall be sufficient 
discharge to the Employer. 

i) On the compulsory retirement date of the deceased, had the employee lived, 
a calculation of the pension due to the spouse, had the deceased 
superannuated on that date, shall be made. From that date, the Employer 
shall supplement the spouse's income from WorkSafeBC, Canada Pension 
Plan, Municipal Pension Plan and any other sources as referred to herein, to 
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bring the spouse's income to the level of the Municipal Pension Plan 
calculation referred to less income tax on that sum. 

j) The Employer agrees to contribute up to the equivalent of two (2) months of a 
First Class Fire Fighters {100%} salary towards the costs incurred to provide a 
full honours Line of Duty Death service for any employee covered by this 
agreement whose death has been attributed to the work they perform as an 
employee of the New Westminster Fire & Rescue Services. The ceremonial 
service and associated ceremony events shall be coordinated and 
collaborated on together and by agreement, with a committee consisting of 
the family liaison, the Association and the Fire Chief or designate and as 
approved by the family liaison. 

8.15 Pension Plan 

a} Employees shall contribute to the Municipal Pension Plan in accordance with 
the rules of the Municipal Pension Plan effective the date of hire. 

b) The Employer shall enroll eligible employees into Group 5 Municipal Pension 
Plan Group at the first date of hire. All employees eligible for enrolment in 
Group 5 shall receive a Supplemental Pension Allowance {SPA) of 0.50% of 
pensionable earnings to be directed to a group tax free savings plan {Group 
TFSA). The payment shall be provided to IAFF Local 256 to manage and 
distribute to the Employee Group TFSA's. There shall be no cost incurred by 
the Employer as a result of managing and/or handling the Group TFSA 
accounts or disbursements. The payments shall be recorded on the 
Employee's final pay cheque of the calendar year. 

Employees enrolled in Group 5, upon reaching the age of sixty {60} years, shall 
be pensioned from the Employer effective at the end of the calendar month in 
which the employee reaches their sixtieth {Goth} birthday. 

New hires into positions that are not eligible to participate in the Group 5 
Pension will be treated as Group 1 or Group 4 as appropriate under the rules 
of the Municipal Pension Plan. 

c} Subject to the qualifying provision contained in the rules of the Municipal 
Pension Plan, the Employer will contribute fifty percent {50%) of the cost {to 
be determined by the Pension Corporation) of extending the pensionable 
service of an employee up to a maximum of one {I} year. This extension shall 
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represent that period of time served by the employee in a probationary 
capacity in the employ of the Employer which has not heretofore been 
considered as pensionable service. This benefit shall be subject to the 
following conditions: 

i) An employee must have a vested interest in the Municipal Pension Plan 
and must have reached the age of minimum retirement in order to 
qualify. 

ii) Any employee of the Fire and Rescue Services Department who wishes to 
take advantage of this benefit must give at least six (6) months of notice 
in advance of the contemplated retirement date and make such 
arrangements as are necessary at that time regarding their own 
contributions. 

d} Over-Contributions 

When an employee reaches an income level at any point during a calendar 
year of $78,153 (using 2009 as the tax year, such figure to be adjusted 
annually based on changes in the Yearly Maximum Pensionable Earnings 
(YMPE) and the maximum pensionable contributions under CCRA rules), the 
Employer agrees not to make any further Special Agreement deductions from 
the employee's pay cheque and the Employer will no longer contribute for 
purposes of the Special Agreement for such employee. Employer 
contributions thereafter will be paid to the employee on their pay cheque and 
identified as Special Agreement over-contributions. 

9. ABSENCE FROM DUTY OF UNION OFFICIALS 

The Employer agrees that where it is necessary for employees who are members 
of the Union Executive to leave their employment temporarily for the purpose of 
settling grievances as outlined in Article 11 below, the said employees shall suffer 
no loss of pay for the time so spent. Permission for such absence is at the 
discretion of the Fire Chief. 

10. LEA VE OF ABSENCE 

All employees covered by this Agreement who have attained the rank of 4th Year 
Firefighter and who are below the rank of Assistant Chief, if appointed or elected 
to a Fulltime position in the service of the International Association of Firefighters 
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or the British Columbia Professional Firefighters' Association, or if accepted as a 
student by the Canadian Labour College, shall be granted leave of absence 
without pay while so engaged, and subject to the following provisions: 

a) No more than one employee shall be entitled to leave of absence at any one 
time for the purpose of attending the Canadian Labour College, but nothing 
shall prevent the Employer from agreeing to allow more than one. 

b) The Union agrees that when any one or more employees are granted leave of 
absence without pay under this Article, the employee or employees equal in 
number to those who are absent, and who were last hired by the Employer in 
order to replace an absentee or absentees, shall be subject to lay-off upon the 
return of the said absentee or absentees. 

c) It is understood and agreed that while on such leave of absence, the 
employee will retain their seniority for the purposes of promotions, 
remuneration, annual vacations, statutory holidays, Medical Services Plan 
coverage, sick leave entitlement and gratuity entitlement. However, it is 
understood and agreed that any employee who withdraws their terminal 
benefits after having been granted leave of absence under this Article, will 
forfeit their seniority and the protection otherwise provided in this paragraph. 

d) It is also understood and agreed that the accumulated sick leave and gratuity 
days credited to the employee at the time of taking such leave of absence, 
shall remain to their credit during the period of such absence. 

e) In the event the employee elects to continue to be covered by the Group Life 
Insurance Plan and/or the Medical Services Plan during their leave of absence, 
they shall in writing notify the Employer of their election, and shall undertake 
to pay both the Employer's premiums and their own premiums as an 
employee. 

f) It is understood and agreed that an employee shall be required to be in as 
good physical condition upon their return from leave of absence granted 
under this Article, as is reasonably consistent with their age and their physical 
condition at the time of being granted such leave of absence. 
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11. GRIEVANCE PROCEDURE 

11.1 Grievance Steps 

Step one - Informal Discussion 

The Association shall initiate all grievances within fourteen (14) calendar days of 
either the occurrence or first knowledge of the grounds for the grievance. A 
representative of the Association and the employee shall first take up the 
grievance verbally, with the appropriate Deputy Chief. If the grievance involves a 
Deputy Chief where a conflict or perceived conflict of interest exists, upon 
request by either the Deputy Chief involved or the Union, the Fire Chief shall 
designate an alternate Deputy Chief to hear said grievance. 

The Deputy Chief shall give a verbal response within seven (7) calendar days. 

Step Two 

Failing resolution, within fourteen (14) calendar days of Step One, the Association 
shall submit the grievance in writing, giving the general nature of the grievance 
with sufficient particulars to identify the dispute, to the Fire Chief or designate. 

The Association shall request a meeting with the Fire Chief or designate, and at 
such meeting they shall attempt to resolve the grievance. 

The Fire Chief or designate shall give a written response within seven (7) calendar 
days. 

Step Three 

Failing resolution, within fourteen (14) calendar days of Step Two, the Association 
shall request that the grievance be heard by the Chief Administrative Officer or 
designate, and at such meeting, they shall attempt to resolve the grievance. 

A written response shall be given by the Chief Administrative Officer within seven 
(7) calendar days. 

Failing resolution at Step 3, within thirty (30) calendar days, the Association may 
refer the grievance to be heard at arbitration. 
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11.2 Arbitration 

A three-person arbitration board shall hear all grievances, unless the parties 
mutually agree to submit a grievance to a single arbitrator. 

As an alternative, the parties upon mutual agreement may refer a grievance to 
Expedited Arbitration in accordance with the process outlined in Section 104 of 
the Labour Relations Code (B.C.). 

The arbitrator shall not alter, amend or change the terms and/or conditions of 
the Collective Agreement. Each party shall bear their own expenses and pay half 
the expenses of the arbitrator. 

11.3 Time Limits 

If one of the parties is unable to meet within the stipulated timeframe, then the 
other party may refer the matter to the next step. Time limits may however, be 
extended at any of the steps in the grievance procedure by mutual agreement. 

11.4 Policy Grievances 

Grievances arising from City Policy and/or Departmental Operating Guidelines 
shall omit step one of the grievance procedure and commence at step two of the 
grievance procedure. 

11.5 Union Representation 

An employee shall be advised of his/her right to have a Union Representative 
with him/her during or prior to any investigation which may lead to disciplinary 
action taken against that employee ,or any other action that will form part of the 
employee's disciplinary record. Further, the Union shall be notified prior to any 
meeting the employer has with unionized employees when it is reasonable to 
assume the meeting will lead to disciplinary action. The Union shall also be 
notified when verbal disciplinary action is to be taken against an employee in the 
bargaining unit and shall be given a copy of any written notification of disciplinary 
action that will form part of an employee's disciplinary record. 
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12. LAYOFF AND RECALL 

a) Layoffs. 

In the event of a layoff, the Employer shall designate the position(s) to be 
eliminated and the incumbent employee(s) shall be laid off unless the 
employee is qualified {has the skill, knowledge and ability) to perform the 
work of another position with a familiarization period not to exceed thirty {30) 
working days {the familiarization period will consist of on the job orientation 
and will not include training) and has greater seniority than the incumbent of 
such position as follows: 

i) the employee may bump laterally (at the same pay level) into the 
position occupied by the employee with the least seniority; 

ii) the employee may bump downward (at a lower pay level) into the 
position occupied by the employee with the least seniority. 

Where the employee is unable to bump, or elects not to bump, the employee 
shall be laid off. An employee who is bumped by another employee shall have 
the same rights to bump under this Article. 

b) Advance Notice of Layoff 

Except in cases of inclement weather, strikes, lockouts or other circumstances 
beyond the control of the Employer, the Employer shall notify employees, 
who· have acquired seniority rights, and who are to be laid off, at least thirty 
(30] calendar days prior to the effective date of layoff. If the employee has 
not had the opportunity to work during the thirty (30} calendar days referred 
to above, the employee shall be paid for those days for which work was not 
made available. 

c) Recall 

Employees shall be recalled to positions for which they are qualified (as 
defined above), in the order of their bargaining unit-wide seniority. 

No new employees shall be hired following a layoff until those who were laid 
off have been given a reasonable opportunity of recall as follows: 
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The Employer shall make every reasonable attempt to contact employees 
in order of seniority, and employees shall be recalled in such order 
providing they are qualified to perform the available work and providing 
they respond within the stipulated time limits. Each employee on layoff 
will be responsible for keeping the Employer advised of a current address 
and telephone number where the employee can be contacted for Recall. If 
the Employer is unable to contact the employee by telephone, notice of 
Recall shall be delivered by couriered letter to the employee's last address 
in which case the employee shall have 72 hours from the time of delivery 
of the notice of Recall to respond. The 72 hour time period shall not 
include time on weekends or Statutory Holidays. An employee shall report 
to work at the time specified by the Employer except where the employee 
is unable to report to work due to circumstances beyond the employee's 
control. 

An employee who fails to respond to a notice of Recall shall be bypassed 
for the purposes of that specific Recall and shall retain their position on 
the Recall list. 

An offer of employment to replace another employee who is absent shall not 
be considered a Recall and shall not affect an employee's recall rights or 
adjust the twelve {12) month seniority retention period. 

d) Seniority 

Laid off employees shall maintain but not accumulate seniority and shall not 
be entitled to or earn benefits while on layoff. An employee recalled within 
twelve {12) months shall be credited with their previous service for 
determining seniority and length of service for perquisites. An employee shall 
lose seniority and right of recall if continuously laid off for a period of more 
than twelve {12) consecutive months. 

13. LABOUR MANAGEMENT COMMITTEE 

a) A Labour Management Committee shall be established for the purpose of 
developing and maintaining an effective channel of communication between 
the Employer and the Union. 
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b) The Labour Management Committee shall be comprised of four (4) members 
to be appointed by the Employer and four (4) members to be appointed by 
the Union. 

14. USE OF GENDER 

Wherever the masculine gender is used in this Collective Agreement, the same 
shall be construed as meaning the feminine unless otherwise specifically stated. 

IN WITNESS WHEREOF the Employer has caused these presents to be sealed with the 
common seal of the Corporation of the City of New Westminster and signed by the 
Mayor and City Clerk and the Union has caused these presents to be executed under the 
hands of proper officers duly authorized in that behalf as of the day and year first above 
written. 

Signed for the CORPORATION OF THE 
CITY OF NEW WESTMINSTER: 

DATE 
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Schedule A 

NEW WESTMINSTER FIRE DEPARTMENT 
MONTHLY SALARIES AND RATES 

A. Effective 2012 Jan 1 2.5% E. Effective 2016 Jan 1 2.5% 
B. Effective 2013 Jan 1 2.5% F. Effective 2017 Jan 1 2.5% 
c. Effective 2014 Jan 1 2.5% G. Effective 2018 Jan 1 2.5% 
D. Effective 2015 Jan 1 2.5% H. Effective 2019 Jan 1 2.5% 

CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

FIREFIGHTER 
(1st 6 months) 70 A 4852 2231.75 26.57 

B 4974 2287.86 27.24 
c 5098 2344.90 27.92 
D 5226 2403.77 28.62 
E 5356 2463.57 29.33 

F 5490 2525.20 30.06 
G 5627 2588.22 30.81 
H 5768 2653.07 31.58 

(2nd 6 months) 75 A 5199 2391.35 28.47 
B 5329 2451.15 29.18 

c 5462 2512.32 29.91 
D 5599 2575.34 30.66 
E 5739 2639.73 31.43 
F 5882 2705.51 32.21 
G 6029 2773.12 33.01 
H 6180 2842.58 33.84 

(2nd year)• 80 A 5546 2550.96 30.37 
B 5684 2614.44 31.12 
c 5826 2679.75 31.90 
D 5972 2746.90 32.70 
E 6122 2815.90 33.52 
F 6274 2885.81 34.35 
G 6431 2958.03 35.21 
H 6592 3032.08 36.10 

(3rd year)• 90 A 6239 2869.72 34.16 
B 6395 2941.47 35.02 
c 6555 3015.06 35.89 
D 67i9 3090.50 36.79 
E 6887 3167.77 37.71 
F 7059 3246.89 38.65 
G 7235 3327.84 39.62. 
H 7416 3411.09 40.61 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

(4th year)• 100 A 6932 3188.47 37.96 
B 7105 3268.04 38.91 
c 7283 3349.92 39.88 
D 7465 3433.63 40.88 
E 7652 3519.64 41.90 
F 7843 3607.50 42.95 
G 8039 3697.65 44.02 
H 8240 3790.10 45.12 

(11th year)• 103 A 7140 3284.14 39.10 
B 7318 3366.02 40.07 
c 7501 3450.19 41.07 
D 7689 3536.66 42.10 
E 7882 3625.44 43.16 
F 8078 3715.59 44.23 
G 8280 3808.50 45.34 
H 8487 3903.71 46.47 

(15th year)• 106 A 
Effective Nov. 25, 2013 B 

c 7720 3550.92 42.27 
D 7913 3639.69 43.33 
E 8111 3730.77 44.41 
F 8314 3824.14 45.53 
G 8521 3919.35 46.66 
H 8734 4017.33 47.83 

FIRE INSPECTOR 1 70 A 4852 2231.75 31.88 
(1st 6 months) B 4974 2287.86 32.68 

c 5098 2344.90 33.50 
D 5226 2403.77 34.34 
E 5356 2463.57 35.19 
F 5490 2525.20 36.07 
G 5627 2588.22 36.97 
H 5768 2653.07 37.90 

(2nd 6 months) 75 A 5199 2391.35 34.16 
B 5329 2451.15 35.02 
c 5462 2512.32 35.89 
D 5599 2575.34 36.79 
E 5739 2639.73 37.71 
F 5882 2705.51 38.65 
G 6029 2773.12 39.62 
H 6180 2842.58 40.61 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

FIRE INSPECTOR h 80 A 5546 2550.96 36.44 
(2No Year) B 5684 2614.44 37.35 

c 5826 2679.75 38.28 
D 5972 2746.90 39.24 
E 6122 2815.90 40.23 
F 6274 2885.81 41.23 
G 6431 2958.03 42.26 
H 6592 3032.08 43.32 

(3rd year)• 90 A 6239 2869.72 41.00 
B 6395 2941.47 42.02 
c 6555 3015.06 43.07 
D 6719 3090.50 44.15 
E 6887 3167.77 45.25 
F 7059 3246.89 46.38 
G 7235 3327.84 47.54 
H 7416 3411.09 48.73 

(4th year)• 100 A 6932 3188.47 45.55 
B 7105 3268.04 46.69 
c 7283 3349.92 47.86 
D 7465 3433.63 49.05 
E 7652 3519.64 50.28 
F 7843 3607.50 51.54 
G 8039 3697.65 52.82 
H 8240 3790.10 54.14 

(11th year)• 103 A 7140 3284.14 46.92 
B 7318 3366.02 48.09 
c 7501 3450.19 49.29 
D 7689 3536.66 50.52 
E 7882 3625.44 51.79 
F 8078 3715.59 53.08 
G 8280 3808.50 54.41 
H 8487 3903.71 55.77 

(15th year)• 106 A 
Effective Nov. 25, 2013 B 

c 7720 3550.92 50.73 
D 7913 3639.69 52.00 
E 8111 3730.77 53.30 
F 8314 3824.14 54.63 
G 8521 3919.35 55.99 
H 8734 4017.33 57.39 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

A FIRE INSPECTOR 2 112 A 7997 3678.33 52.55 
B 8196 3769.86 53.86 
c 8401 3864.16 55.20 
D 8612 3961.21 56.59 
E 8828 4060.56 58.01 
F 9047 4161.29 59.45 
G 9274 4265.71 60.94 
H 9505 4371.96 62.46 

A FIRE INSPECTOR 3 122 A 8711 4006.75 57.24 
B 8928 4106.56 58.67 
c 9151 4209.13 60.13 
D 9381 4314.92 61.64 
E 9616 4423.01 63.19 
F 9855 4532.94 64.76 
G 10102 4646.56 66.38 
H 10354 4762.47 68.04 

A LIEUTENANT 112 A 7997 3678.33 43.79 
B 8196 3769.86 44.88 
c 8401 3864.16 46.00 
D 8612 3961.21 47.16 
E 8828 4060.56 48.34 
F 9047 4161.29 49.54 
G 9274 4265.71 50.78 
H 9505 4371.96 52.05 

A FIREFIGHTER 112 A 7997 3678.33 43.79 
FIRST AID INSTRUCTOR B 8196 3769.86 44.88 

c 8401 3864.16 46.00 
D 8612 3961.21 47.16 
E 8828 4060.56 48.34 
F 9047 4161.29 49.54 
G 9274 4265.71 50.78 
H 9505 4371.96 52.05 

A CAPTAIN 117 A 8354 3842.54 45.74 
(1st 96 shifts) B 8562 3938.21 46.88 

c 8776 4036.64 48.06 
D 8996 4137.84 49.26 
E 9222 4241.79 so.so 
F 9451 4347.12 51.75 
G 9688 4456.13 53.05 
H 9930 4567.44 54.37 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

.&. CAPTAIN 122 A 8711 4006.75 47.70 
B 8928 4106.56 48.89 
c 9151 4209.13 50.11 
D 9381 4314.92 51.37 
E 9616 4423.01 52.65 
F 9855 4532.94 53.96 
G 10102 4646.56 55.32 
H 10354 4762.47 56.70 

A. TRAINING CAPTAIN 125 A 8925 4105.18 48.87 
B 9148 4207.75 50.09 
c 9376 4312.62 51.34 
D 9611 4420.71 52.63 
E 9853 4532.02 53.95 
F 10098 4644.72 55.29 
G 10350 4760.63 56.67 
H 10609 4879.76 58.09 

A. PLATOON CAPTAIN 130 A 9282 4269.39 50.83 
B 9513 4375.64 52.09 
c 9751 4485.11 53.39 
D 9996 4597.80 54.74 
E 10247 4713.25 56.11 
F 10501 4830.08 57.50 
G 10764 4951.05 58.94 
H 11033 5074.78 60.41 

A. CHIEF TRN OFFICER 140 A 
Effective Nov. 25, 2013 B 

c 10501 4830.08 64.40 
D 10765 4951.51 66.02 
E 11035 5075.70 67.68 
F 11309 5201.73 69.36 
G 11592 5331.90 71.09 
H 11882 5465.29 72.87 

.&. ASSISTANT FIRE CHIEF** 140 A 
Effective Nov. 25, 2013 B 

c 10501 4830.08 57.50 
D 10765 4951.51 58.95 
E 11035 5075.70 60.43 
F 11309 5201.73 61.93 
G 11592 5331.90 63.48 
H 11882 5465.29 65.06 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

.A. CHIEF FIRE INSPECTOR* 122 A 8711 4006.75 57.24 
B 8928 4106.56 58.67 
c 9151 4209.13 60.13 
D 9381 4314.92 61.64 
E 9616 4423.01 63.19 
F 9855 4532.94 64.76 
G 10102 4646.56 66.38 
H 10354 4762.47 68.04 

& CHIEF FIRE INSPECTOR* 127.4 A 9096 4183.83 59.77 
B 9323 4288.24 61.26 
c 9556 4395.42 62.79 
D 9796 4505.81 64.37 
E 10042 4618.96 65.99 
F 10291 4733.49 67.62 
G 10549 4852.16 69.32 
H 10812 4973.13 71.04 

& CHIEF FIRE INSPECTOR* 133.2 A 9510 4374.26 62.49 
B 9748 4483.73 64.05 
c 9991 4595.50 65.65 
D 10242 4710.95 67.30 
E 10499 4829.16 68.99 
F 10760 4949.21 70.70 
G 11029 5072.94 72.47 
H 11305 5199.89 74.28 

& CHIEF FIRE INSPECTOR* 139.1 A 9932 4568.36 65.26 
B 10179 4681.97 66.89 
c 10434 4799.26 68.56 
D 10695 4919.31 70.28 
E 10964 5043.04 72.04 
F 11236 5168.16 73.83 
G 11517 5297.41 75.68 
H 11805 5429.87 77.57 

.A. CHIEF FIRE INSPECTOR* 145.1 A 10360 4765.23 68.07 
B 10618 4883.90 69.77 
c 10884 5006.25 71.52 
D 11157 5131.82 73.31 
E 11437 5260.61 75.15 
F 11721 5391.24 77.02 
G 12014 5526.01 78.94 
H 12315 5664.46 80.92 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

FIRE ALARM OP/CLERK 70 A 4852 2231.75 29.76 
B 4974 2287.86 30.50 
c 5098 2344.90 31.27 
D 5226 2403.77 32.05 
E 5356 2463.57 32.85 
F 5490 2525.20 33.67 
G 5627 2588.22 34.51 
H 5768 2653.07 35.37 

FIRE ALARM OP/CLERK 75 A 5199 2391.35 31.88 
B 5329 2451.15 32.68 
c 5462 2512.32 33.50 
D 5599 2575.34 34.34 
E 5739 2639.73 35.20 
F 5882 2705.51 36.07 
G 6029 2773.12 36.97 
H 6180 2842.58 37.90 

FIRE ALARM OP/CLERK 80 A 5546 2550.96 34.01 
B 5684 2614.44 34.86 
c 5826 2679.75 35.73 
D 5972 2746.90 36.63 
E 6122 2815.90 37.55 
F 6274 2885.81 38.48 
G 6431 2958.03 39.44 
H 6592 3032.08 40.43 

FIRE ALARM OP/CLERK 90 A 6239 2869.72 38.26 
B 6395 2941.47 39.22 
c 6555 3015.06 40.20 
D 6719 3090.50 41.21 
E 6887 3167.77 42.24 
F 7059 3246.89 43.29 
G 7235 3327.84 44.37 
H 7416 3411.09 45.48 

FIRE ALARM OP/CLERK 100 A 6932 3188.47 42.51 
B 7105 3268.04 43.57 
c 7283 3349.92 44.67 
D 7465 3433.63 45.78 
E 7652 3519.64 46.93 
F 7843 3607.50 48.10 
G 8039 3697.65 49.30 
H 8240 3790.10 50.53 
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CLASS TITLE INDEX MONTHLY Bl-WEEKLY HOURLY 

FIRE ALARM OP/CLERK 102 A 7071 3252.41 43.37 
B 7247 3333.36 44.44 
c 7429 3417.07 45.56 
D 7614 3502.17 46.70 
E 7805 3590.02 47.87 
F 8000 3679.71 49.06 
G 8200 3771.70 50.29 
H 8405 3866.00 51.55 

MECHANIC 112 A 7764 3571.16 44.64 
B 7958 3660.39 45.75 
c 8157 3751.93 46.90 
D 8361 3845.76 48.07 
E 8570 3941.89 49.27 
F 8784 4040.32 so.so 
G 9004 4141.52 51.77 
H 9229 4245.01 53.06 

MECHANIC 117 A 8110 3730.31 46.63 
B 8313 3823.68 47.80 
c 8521 3919.35 48.99 
D 8734 4017.33 50.22 
E 8953 4118.06 51.48 
F 9176 4220.63 52.76 
G 9406 4326.42 54.08 
H 9641 4434.51 55.43 

*All those appointed to this rank, unless they have served in the capacity of Chief Fire Inspector on a temporary 
basis for sufficient periods of time to qualify for a higher step, shall be paid at the first step in the scale for their 
first six (6) months. Progression to each subsequent higher step shall take place after six (6) months at the 
previous step. 

**Receives the next higher increment following the completion of six (6) months of service in this position except 
that any employee who has acted in the rank of Assistant Fire Chief shall, upon permanent appointment to that 
rank, receive as a credit toward eligibility for placement at the second increment of the pay range, all full tours of 
duty acted by them as an Assistant Chief the twelve (12) month period immediately preceding their permanent 
appointment to the rank of Assistant Fire Chief. 

The monthly salaries for the Firefighter, Fire Inspector 1 and Fire Alarm Operator/Clerk are derived by applying 
their respective differentials to the monthly salary of the fourth year Firefighter. The monthly salaries for all other 
classes are derived by applying their respective differentials to the monthly salary of the eleventh year Firefighter. 

A These rates use the 11th year Firefighter rate as a base. All others are based on the 4th year Firefighter rate. 

•Increments are granted on an employee's anniversary and subsequent anniversaries of their appointment to the 
position. 
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ScheduleB 

SENIORITY LIST 
Effective Date: April 1, 2016 

Employee Name Date Entering Fire Service Date of Entering City Service 

1. Grossman, D. 1987Apr13 1987Apr13 
2. Wilson, D. 1989Jul4 1989Jul4 
3. MacDonald, R. 1989 Oct 30 1989 Oct 30 
4. Zelter, B. 1990Jun 18 1990Jun 18 
5. Bulpitt, E. 1990Jul23 1990Jul23 
6. Loss, P. 1991Mar11 1991Mar11 
7. Torget, s. 1991Jun 17 1991Jun 17 
8. Macinnes, T. 1991Jun 17 1991Jun 17 
9. Knutson, Q. 1992 May25 1992May25 
10. Malcom, T. 1992 May25 1992 May2S 
11. Bergman, C. 1992May25 1992 May25 
12. Puchailo, R. 1992Oct13 1992Oct13 
13. Laing, J. 1994 Dec 5 1994 Dees 
14. Keen, R. 1994Dec5 1994Dec5 
15. Phillips, O. 1995Aug14 1995Aug14 
16. Stuber, R. 1995Aug14 1995Aug14 
17. Williams, E. 1995Aug14 1995Aug 14 
18. Cartwright, J. 1995Aug14 1995Aug 14 
19. Conley, T. 1995Aug 14 1995Aug 14 
20. Reld,G. 1995Aug 14 1995Aug14 
21. Denhoed, G. 1997 Jun 9 1997 Jun 9 
22. Marshall, L. 1998Jun 30 1998Jun 30 
23. Barranti, J. 1998Sep 14 1998Sep 14 
24. Davie, B. 1999Apr 19 1999Apr 19 
25. Floris, 0. 1999Apr 19 1999Apr 19 
26. Gill, J. 1999Apr19 1999Apr 19 
27. Pakulak, S. 1999Apr19 1999Apr 19 
28. Black, C. 2000 Feb 28 1996Sep 25 
29. Edwards, D. 20000ct 2 20000ct2 
30. McCullough, R. 20000ct 2 20000ct2 
31. Rempel, A. 2001Jan 2 2001Jan 2 
32. Nemeth, P. 2001Feb5 2001Feb5 
33. Bailey, G. 2001Jun 11 2001Jun 11 
34. Schneider, T. 2001Jun 11 2001Jun 11 
35. lus, K. 2001Jun 11 2001Jun 11 
36. Lindenbach, D. 2002 Mar4 2002 Mar4 
37. Bruce, C. 2002 Mar4 2002 Mar4 
38. Matson, 0. 2002 Mar4 2002 Mar4 
39. Romanyk, J. 2003 Oct 20 1999Sep 28 
40. Morin, B. 2003 Oct 20 2003 Oct 20 
41. Shokar, B. 2003 Oct 20 2003 Oct 20 
42. Kula, K. 2003 Oct 20 2003 Oct 20 
43. Rutledge, D. 2003 Oct 20 2003 Oct 20 
44. Mulleda, A. 2004May10 2004May10 
45. Adamson, P. 2004 MaylO 2004May10 
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46. cameron, M. 2004May 10 2004May10 

47. Schlecker, F. 2004May10 2004May10 

48. Fullerton, J. 2004May13 2004May13 

49. Gardiner, T. 2005 Sep 6 2005 Sep6 

SO. Berube, C. 2005 Sep 6 2005 Sep 6 

51. Tyler, J. 2005 Sep 6 2005 Sep 6 

52. Doucette, J. 2005 Sep 6 2005 Sep 6 

53. Calogiros, C. 2005 Sep 6 2005 Sep 6 

54. Poelzer, M. 2005 Sep 6 2005Sep 6 

55. Mitchell, D. 2006Aug 1 2006Aug 1 

56. Sarson, D. 2006Aug 1 2006Aug1 

57. Bourdeaud'huy, J. 2006Aug 1 2006Aug 1 

58. Stewart, J. 2007 Jun 4 2007 Jun 4 

59. Poole, M. 2007 Jun 4 2007 Jun 4 

60. Clapton, c. 2007 Jun 4 2007 Jun 4 

61. Lange, J. 2007 Jun 4 2007 Jun 4 

62. Schiebler, J. 2007 Jun 4 2007 Jun 4 

63. Auer, C. 2007 Jun 4 2007 Jun4 

64. Sherwood, A. 2007 Jun 4 2007 Jun4 

65. James, R. 2007 Jun 4 2007 Jun4 

66. Tougas, T. 2012 Mar9 2012 Mar9 

67. Sharkey, J. 2012 Mar9 2012 Mar9 

68. Zimmermann, J. 2012 Mar9 2012 Mar9 

69. McCaig, J. 2012 Mar9 2012 Mar9 

70. Gambicourt, D. 2012 Mar9 2012 Mar9 

71. Baranj, A. 2013 Mar4 2013 Mar4 

72. Murray, D. 2013 Mar4 2013 Mar4 

73. Campbell, I. 2013 Mar4 2013 Mar4 

74. Paterson, c 2013 Mar4 2013 Mar4 

75. Javens, D 2014 Mar 31 2014 Mar 31 

76. Maclean, M. 2014 Mar 31 2014 Mar 31 

77. Lowden, S. 2014 Mar31 2014 Mar 31 

78. Downey, S. 2014 Mar31 2014 Mar31 

79. Hayre, J. 2014 Mar31 2014 Mar 31 

80. Dunbar, A. 2014 Mar 31 2014 Mar 31 

81. Tremblett, R. 2015 Jan 05 2015 Jan 05 

82. Schick, C. 2015 Jan 05 2015Jan 05 

83. Reppen, C. 2015Jan 05 2015 Jan 05 

84. Mikoda, K. 2015 Mar 30 2015 Mar30 

85. Hlina, K. * 2015 Dec07 2015 Dec07 

86. Stockbruegger, K. • 2015 Dec07 2015 Dec07 

87. Lasell, B. * 2015 Dec07 2015 Dec07 

88. Lakey, T. * 2015 Dec07 2015 Dec07 

89. Hutton, J. * 2016Jan 18 2016Jan 18 

90. Picher, E. * 2016Jan 18 2016Jan18 

91. Wells, C. * 2016 Jan 18 2016Jan18 

92. Mayer, B. * 2016Jan 18 2016Jan 18 

93. Brill, S. * 2016Jan 18 2016Jan 18 

94. Noma, D* 2016 Jan 18 2016Jan 18 

•Temporary Fulltime Employees 
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#1-2014 

#2-2014 

#3-2014 

#4-2014 

#5-2014 

#7-2014 

#8-2014 

#1-2015 

#2-2015 

#6-2014 

LETTERS OF AGREEMENT 

Hours of Work- Fire Prevention Division (Revised October 2015) 

Fire Prevention Task Force (Revised October 2015) 

Clothing Issue Agreement (Revised October 2015) 

Promotional Protocols (Revised October 2015) 

Restructuring of Operational Deployment (Revised October 2015) 

Schedule C 

Tour of Duty Adjustments to Accommodate Training, Inter-Shift and Inter

Division Transfers (Revised October 2015) 

Provision for Proration of Vacation Entitlement (Revised October 2015) 

Long Service Leave 

Restructuring Committee 

Attachments: 

Operational Guideline - Officer Promotional Process (EDMS #772277) 

Fire Development Program Request Letter (EDMS #772505) 

Fire Officer Career Development Program (EDMS #439425) 

Fire Officer I & II-Captain (EDMS #649984) 

Fire Officer Ill - Platoon Captain (EDMS #614656) 

Policy: Code of Conduct (EDMS #326244) 

Policy: Respectful Workplace and Human Rights Policy (EDMS #133506) 

Policy: Attendance and Disability Management - Fire (EDMS #408502) 

Terms of Reference - Captain (EDMS #771957) 

Terms of Reference -Training Captain (EDMS #771962) 

Terms of Reference - Platoon Captain (EDMS #771959) 

Terms of Reference - Chief Training Officer (EDMS #771960) 

Restructuring of Operational Staffing (Temporary Transitional Agreement) 

Expired 
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Letter of Agreement#l-2014(Revised October, 2015} 

THE CITY OF NEW WESTMINSTER 

and 

IAFF, LOCAL 256 

RE: Hours of Work Fire P.revention Division 

THE UNOE:RSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHA!L.f OF THE CITY OF NEW 
WESTMINSTER (hereinafter .called "the Employer"); 

AND 

THE UNDERSIGNED SAR.GAINING R£PRESE.NTATIVES ACTING ON SEHAL:F OF iHE NEW WESTMINSTER 
flfi;E FIGHiERS' UNION, IAFH_OCAL 2 f> (hereinafter called "the Unioo"); 

TERM: 

Tile Employer cllld the U~lon agree that this WA forms pa.rt of the GoUective Agreement and shall 
become effective upo11 ratification and remain i11 effect for the duratfon of the current 2012-2019 
Colfective Agre~ment as wel! as an)' stattJtory extensjon:s provided fof ooder the labour relatitms rode 
and fire and police service collective bargainina act. 

S.COPE: 

The Employer and the union acknowledge that there is a need and desire to alter the hours of work for 
the fire Prevention Division with respect to the fite lns.pector 1 and the Fire Inspector 2. With the 
lmplementatioo of the Fire Preventiofl "Task ForceN and with tile increasing need to i>er...e the public 
seven days. a week not only in Suppression but al:s.o in Prevention, it is agreed that alternate scheduling 
in the Fire Prevention Division will ac:compl!sh this objective. 

To achieve the desired objective the ~mployer anci the Union agree to alterttie l.ariguage contained in 
the Collective Agreement under Article 4.1- Hours of Work, subsection 'b' as indk.ated by that whic;:h 
follows. 

1) All provisions, terms a11d working conditions of the collective agreemli!nt sha~I prevail except 
whe11 ei;:pressly provided for otherwi~ herein, without eKception, unless mutually agreed u~on 
by both parties. 

2) The Class of Fire Inspector 3 shall work thirty-five (35} hours per week, with a schedule of seven 
(7) hours per day e>cdusive of a one hour •un~h brea1<, Monday t-0 Friday in accordance with 
Article 4.1 bl of the Colle<c;t1ve Agreement. 

3) The Class ,of Fire lrispettor 1 and Fire Inspector 2 stiall work an average of thirty-five (3S} hours 

per week and eight and three-quarter {8.75) consecutive hours per day exdus1ve of a o•ne {l) 

PageJ 
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Letter of Agreement #1-2014(Revised October~ 2015) 

hour lunc:ti break. Hours shat! be balam:ed over the 56 day ~vcle c!'nd the sehed11Jle shall coru:ist 
cf ronse.cutive working days in any oi1ten week, 

4) Tile Class of Flre Inspector 1 and Fire 1nsp~ctor 2: shall work one of the rotating schedules as 
follows: Fl re I nspector-1 ... 1111e (5 l days working, followed by 'wo {2} days off followed by thn!e 
(3) days working, followed by four (4) days off continuously repeated. Fire lnspect:or2. ~ thrt:e 
(3) days wo rk:ing: folJOwed by Two {2.) days off fa" lloWeci by five { !i) days wortdng followed by .Four 

{4) days off eontinuoostv repeated. - see attad1ed shift elG!lmple 

5") When required to Work· on a Statutory Holiday, the Fite ln~pector 1 and Fir!: lnspectcir 2 sh.all be 
~~penssled io accordam~e With ,,.,rtide 7 .3 c} of the Collettive A8n!ement. 

6) When a hoilday faffs on any day whe·re no ath~r day ha~ been prodaimed In lieu of'lt~ the 
Em ptove r will provide the- Fii'e lnsjji;;ctor 1 or tl'le Fire l m;pector 2 another paid hotlday ·Or with an 
additi-011al day of PilY 1 n ~ ccord(l nee with Articie 7 .! bl of the Coll'ectllle Agreement. 

7) At the ~nclusic>n of the !'lgteemfi:nt, and upon rnutu~I agreement l:ietween the partres,·tllis 
agrE-ement m~y lbe lengthened for an additlqnal deflned.per'iJJd aftime Qr if mutually ag.reed 
upon, entered a.s an amendment to the Ctillective Agreement on a permanent ba-sis, 

I) The term~ of this Letter of Underm nding m &V bl! enforood uod{!r the G rievante Prooodtm~ in 
the Collective Agreement, lncll!dln~ grle:v.a:nce arbiitration. 

9) lhe Fin~ ln~pecto r 1 a r1d Fire lnspecto r 2 membel'."smay be· approved for shit\ excha nee fn the 
same manner as ,gill other suppressli:m members. 

Doc #" 772393 (October 2015 - Po:n Restructure) Pag~2 
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Letter of Agreement #l-2014(Revised October, 2015) 

Ta$k For~e l Shift Pattern 
... ·-

... 

.. 

• 

Task Force 2 Shift Pattern 

... ... .. ,- ·-
- u 

.. 

.. 

-
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Letter of Agre·eJnent#2-2014(Revi.sed October, 2015) 
- ' 

THII CITY Of NEW WEST-MINSTER 

IAFF, LOCAL 256 

RE: F.IRE PREVENl'ION TASK FORCE 

THEVNO·ERSIGNED BARGAINf.NG REPRESENTATIVES ACTING ON BEHALF OF THE CITY OF NEW 
WESTMINSTI:R {herein(lfter called "tile Employer"); 

AND 

THE: UN.OERSiGNEO BARGAINING REPf{~ENTAT!YES ACTING ON BEHALF OFTHE N!EW WESTMINSTER 
EJG!:!I!;Wi' J)N E.0 N. IA.FF LOCAL 2:~(3 ( here'i natter called "'thl.! U rtioo"}; 

TERM:t 

~ E mptoyer and th Union agree tha.t this 1.0A forms part of the COllectiv~ A{lree mi!nt and shall 
betome effective upon ratification and remain in efkct t'or thedilrntio-n ofthe ourreot 2012·2019 
CollectllJe Ag.reement as well a·s an.y statutory eict:ensio.ns. pro\jided foninde r the labour relations code 
and fir~ and police ~ervice 'ollective bargaining act. 

SCOPE: 

The Employer and the Unil)n agree that there: isa mutuai desrreto proattively review and audit tf'ile 
lnvenoorv of buildings l1rdhe City of New Westmin5ter with respeet to age and type of r:oristrur;:tlon as 
weil as the po,pvlavion demographl(:s of the residents a$ a fire p~evention i11itiatl11e. 

To achieve the desl ~ecf objective the E:ni ploye r .;:1111:d the Union asree to cooperate in the deve!c pment of 
Fire Prevention Task FGrce (.the "Task. Force") Who$e Qbjective i$ tQ identify all buildings and assess and 
evaluate a II fire and ~ilfety related risks as follows; · 

1) All provisions, terms and working tcmdltions of the oonective agreement shall prevail except 
when expressly provided for otherwise herein, without exception, \mtess mutually agreed upon 
by both parti@s. 

2) If a member of tile "'Task F-0rce" become.s eligib~efor a promotion in fire Suppression during: the 
time of their commitment to the "Tas·k for~e", sucn promotto:n shall be no·t be withheld from 
t!he member and th& resultln~ rate- of pay from the promotion shall be th~ subsequent rate of 
PiillV for tile member for the duration of their J:;omm1t.ment to the ''Task Force". 

3) App ticants for the "Task force" may be from ;any rank. A~y mttmber selected to serve as a Ta.sk 
Forte Captain must bl! min imal.ly q1.ralified. to a.etas a Suppress ion C~ pta in. 

Dot I! 7724(}8 (October 2015 - Pos:t Restnrcrurel 
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Letter of Agreement #2-2014(Revised October, 2015) 

4} An'IJ member that accepts.a position with or 1s assigned to the "Task Force" shall not be eligible 
for acting pay for the duration of tihe commi.tment. 

S) The Empla.yer and the Unioh agree to cooperate and tollaborate to achieve the desired 
objectives in developlne: and operating the Fire Prevention Tas;k Fofce ("the Task Foree"} for the 
term of this agreement. 

6) Due to tile· desire to have the'se postings filled in a timely manner~ in this lnstante, tht- Union 
agrees 10 a ~hortened posting. The Employer will post for fo1.1rtC(!fl {14) days, a notice at ail 
work sites seeking: Interested members for participation in the task force . The posting shall 
provide all details related to working conditions, an cf me emptoyer' .s expectations of tE'am 
members, 

7) Members who are selected to participate In "the Task Force'' shall not suffer any ·loss o·f pay, 
benefits or rank. 

8) The most senior Members who apply to be selected for the posting shaH form "the Task Force" 
team rnembers. 

9) If there are not a minimum number of applicants to the posting, the remaining positions will he 
trnea with the mosljunior members who have succe$sfully (:Ompleted their probation period. 

10} fiie l:mplover and the Union will collaborate to develop "the Task Force" scope, methods and 
hours of ·operation, which shall in part incl1Ude: <"tn Education Progn1m for n~sidents and own~rs, 
a "Home Safe" program, A Smoke Detector program, evaluating and impr.oving the 
intoeroperabilitv of Bylaws, Police, Building& Planning with the Fire· ~rvice, and other associated 
tasks. 

11} The "Task F'orce" team members shalt work four consecutive ten (10) hour days with four 
consecutive 24-hour periods off depending on operational needs. All shift~ wlll be balanced 
over a 56·da,y cycle. it Is understood that "Task :Force l" and "Task Force 2" will normally work 
opposite shift patterns in order to cc;>ver operatir:nial needs. 

12) Tile start time ofthe shift shall be 08:00 hours and may be changed with fourteen (14) days 
notice to as early as 07':00 hours and with shifts ending no later than 22:00 hours, as determined 
hy the employer due to a bo~a fitle operational need to achieve the "Task Force" objectives. If 
notice of altered hours is less than fourteeo (14) days, the right of 1re-fusal shall be with the "Task 
Forcew members. 

UJ The "Task Force"' team members shall be dMded lnto two shifts (platoons) of two members 
e aeh known as •·tn" a.nd "TF2". 

U) "Task Force" team members may beappro11ecl for shift exchange ir1the same marmerasall 
other suppression- members. 
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Letter of Agreement #2·2014~(Revised OctoberJ 2015) 

15} "Task force'' team members, for p11.1 rposes of se.nlorrtv and pro·motions, sha fl f<,r 411 II intents cind 
purposes be considered suppression division members. and suffer Mfos.s of seniority for any 
time spent as a memb.er of the "Ta-sk Fol!'ce". 

16) The Employer arn:i the unri0n will re'Viffw the workohhe .,Task force" monthly at Uibour 
Man11J,em~nt meetings and report to the membership the progress of the "'Task f(llrce" 
quarterly, 

17) litie Employ1;i1 and the Union a.gree to tooperate in keeping each othei: ~nformed and a.ware O'f 
anv communlcatton related to the V.<ork ofthe team that m.ay be made to the City's !ead!i!rship 
team indutlJng Mayor and Coun.dl, Fire Service personnel, th:e p111blic or media. 

18) Jt ls agreed tt!iat shouild either party feel that the temt$ of this agree:m@int ,re ncit being adhered 
to or t:l'iilt the intent of the agreement rs; not being respe<:ted, the initial cipproa ch to redress wm 
be an attempt to deal with the issue thm:ough dialosue at the. initi!al stages of the grlevanti: 
procedure. Any of th~ terms ofthts.letterofAgreernent c~n be enfoirced unde,rtne Grievance 
Procedure in tke Collective Agreement, including Grievance Arbitr~tioo. 

19) As ijtmav be r~qulred of the "Task Force'"' members to attend at a lar,8e 5taleincic!1mt at the c~ll 
of th& empl()yer. it wlll be req1Jiredl that all "Task Force" members maintain thelr core 
suppressfion skills, for example but not .limited to f.R./AED, Auto Extrication, E,V.o •• arid Fiire 
Ground! slkllls and tactics, at an· appropriate level. Such training stia~I be stheduled for and 
proviqed at. the dis<:retlon of the Chief Training Officer. 

20) Task force :members will be utilised as suppression s,taffing duiring times when the daiily 
supprE!s.sion roster has lia:cancies that the Task Force can fill. (fl.efetenm, LOA # 5·2014 }. 

21) Any sid<ness,lnjury or absence of arw kind that may ~suit in a total absence of more than one 
month wm result in the affected ''Ta5kForce" member being removed from the "Task Force". 
In this instance, the Unlon will agree to a temporary pomng that will be posted fur no Jess than 
f'ourteen (14) talendar days.to fill t!1ie vacancy .. The po5tine. shall be posted at all work sites. 
Tne pcs1l1ng shall 1pn;>vide all details re1eted to wo.rldng <:'Oncfltlons, and the employer's. 
expectations of team members. If any of the terms from the ori~incil µOsting are aftered; the 
changes shall first .be conveyed to the Unlon and the po.sting must be posted in accordance 
with the conectiva Agreement. a' minimum of thirty (30) days. 

22) :Both parties eoter into th~s Letter of Agreecment l.lnderstanding that ft is Without prejudice to 
any future positions that either party may take r.ega,rdlng the Intent or meaning of ~ny 
provisfons herein with :respect ·to future rounds of collective bargaEn1ng. Furth~r. the 
A~reement Ls witho1Jt prnj~dice to any pro'ilisioli!S that either party may table In any futu1re 
round of collective bar.gaining, and cannot be used as ·evidence 111 medl~tion or unterest 
arbitration. 

23) Short. Medium, and long T'erm Sickness shill be de-Oucted from "lask Force" members at a 
rate of l2 hour-$ per shift, 
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Letter of Agreement #2~2014{Revised October, 2015) 

24) Are Stat, Fire Vacation antl Gratuity credits taken in time will be deducted at a rate of 12 hours 
per shift. 

25) Task Force personnel working durin_g a statutory holiday will be compensated as per- the 
Collective Agreeme-nt. 

Date 

Doc ll 7714C8 j{)cto~r W1S.- Post <Rcmucturef Page 4 
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LmER OF AGREEMENT #3- 2014 (Revised October, 2015} 

THE CITY OF NEW WESTMINSTER 

and 

tA.F.F. LOCAL 256 

REJCLOTHING fSSUEAGREEMENT 

THE UNDliR51GNEO BARGAIN•NG REPRESENiTATIVfS ACTING ON ·BEHAtF OF THE CITY OF N!&W 
WfSTMINSTER (heirelna.ftetcalle-d Ath@ Employer"> 

AN·D 

THE UNDERSIGNED BARGAJN,l:NG REPRES~NTATIVE$ ACTING ·ON BEHALF'. OF TltE NfW WE'.STMtN$TER 
Fl REFIGHTERS; UNJON, JAfF tOCAL 256 (hereinafter ..:ailed '"the Uni~n" t 

TERM: 

Thls ag,reement will remain in place until Mar(;h of 2016 after which the process, tosts and agreement 
will be reviewed. 

SCOPE~ 

The Sta11dafd Issue, Optional Issue, Dress Uniform, New Retrliits, Retirement and OQfault Issue 

will together.bE! known as the Clotrnng lss.ue Package. 

The currnnt clothing issue In the Collective Agreement has not beeh vl'Sited for numbel' ofyeairs 
and provides limited flexibif'ityJor boU1 the Employer and th~ Uniori. This agreement betw~en 

the Employer and the Union Is to find an arrangementwhlc:h will both help the Employer meet 

departmental needs. whHe providing flexibllityto the Union. The new a:greed upon clothing 
l$SUe wlll also maintain cost ne\Jttalitv when compared to the neg9tia·ted clothing. issue 

.currently lni the 2010~2011 Coll &ctive Agreement 

General 

The trial Clothing Issue Package will be made up of the G above mentioned issue sections. 

Through the Clothing Ordeil' Rules, Clothing Order Sheet and O.G. on Departmental Or~S$ and 

Doc# 772435 {October 2:015-Pnst Restructure) P..agel 
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Presentation, members will be oble to determfne their own individ1,1~I needs to complete a 

professional and current clothing inventory. 

Administration 

Administration of the Clothing Issue will be done by both tile fmployer and Union. The 

Employer will be responsible for placing all flnaliied orders as compiled by the Union, handling 

eKchanges and returns on defective/miss measured merchandise. The Union will fut Order 

Forms, comp fie a finalized fist of items to be ordered and distribute Clothing Issue when it 

arrives. The Employer will provide an appropriate space in which the Clothing Issue may be 

distributed from. 

Costs 

rt is acknowledged by both the Employer and the Union that costs of the Clothing Issue w111 go 

up over time due to reasons out of control of both the Employer and Union. As such, pilrt of 

this agreement will be to determine and agree on a way to make adjustments for such cost 
increases. Such an agreement will need to be agfeed upon by both the Employer and the 

U11io11. 

Costs of items on the Clothing Order sheet will be rounded up to the nearest dollar eg: $9.75 

would be rounded to $10.00 and $9.25 would be rounded to $10.00. Tne leftover timount of 

eath members clothing allowance would be applied to the maintenance cf the "Honour 

Guard's" uniforms and accessories (decoratfve aKes, medals, flags etc .. }. 

Changes to, the 2010-2011 Collective Agreement 

A number of items may need to be changed based on a successful two year trial of the new 

Clothing lssue, At the end of the two year trial, the Employer and the Union will meet and 

agree on changes to be made to the Collective Agreement, if any. In the event the changes 

cannot be mutually agreed upon, both parties agree to revert to the current languages in the 

Collective Agreement. 

Article 6. Special Allowances 

6.1 Uniform Issue 

a) i) Except where circumstances are beyond the control of the Employer, within (30) 

<:alendar days ohhe date of hire of all new employees, the following new clothing issue 

will be provided: 

• one pair of work boots 

Doc# 772:435 {October 2015 - Post Restn.1ct1.u·e} P.age 2 
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• four (4) work shirts (Flt1e Inspectors to receive five (5) dress shirts (Ught bfue) in lieu of 

work shirts);· 

• three (3) pairs of trousers; 

• one (1) b~lt and one (11 buckle; 

• -one (1) set of Gorn· Tex jacket and pan:ts with integral Insulated Un er; 
• four (4) t~shirts wi~h department insignia and member number; 

• two (1~ pairs of shorts with department lnslgoia and member number.; 

• the use of coveralls. 

ii} Exc,ept for Fire fnspectors who shall rncerve a dress U!niform as soon as possible 
foUowing their appointment, the Empfoyer will provide, upon completion of the 

prob.ationary period, each new employee referen~~d ~bove a <:omplete ~ew uniform as 

follows: 

• one (l~dresstunic; 

• one (l}drtss: cap; 
• 011e (1) cap badge; 

" one (1 ) dress shirt (light blue); 

• ·one ( l ) pair of b f:ack striped dress trouse-rs; 

• one (1 ) tie; 
• one (1) pair of oxford shoes; 

• one (1) raincoat (poly); 

• one (1) firefighter badge compl'ete with members name and number. 

Articles 6.1 iv, v, v~, vTI would be repl~ced by the following: 

Iv) Except for reasons beyond the control ·of the Emplioyer, on or before February 1st of 

each year, employees will receive thelr issue as p·er the current Employer/Union agreed 
upon doth1ng order form. The order form is a living document, wMch will be agre.ed 

upon e:acti year by ttie Employer and Unl<>n. lt has been establis'h~d as a living 
document In order to be fle:Kible to departmental/member needs. A current version of 

an Order Sheet, Guidelines and Clothing 1ssue rules can be found in Sch-edure C? of the 

CoHectiv-e Agreement. 

Article 6.1 c) would be replaced by the following: 

·c) Employees wno witl be retirtng will: be responsible to order the following: 

• one (1} retirement bfal;er; 

• one (1 } pair of slacks; 
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• one (1) shirt; 

• one {1) pa tr of dress ~hoes; 

• one (1) tie, 

New Article(s) 

Artlde 6.1 v) would be added and would read as following: 

v} UnifQrm k'.it: 

With rnasonable notice, a member may be requested by either the Employer or Union 

Executive to produce, for inspection, all items in the "Uniform Kit". Items not in an 

ac~eptable condition must be ordered in foi:lowing orders to complete the members 

"Uniform Kit". 

Definition of a required "Unfform Kit": 

four {4) dress shirts; 

one (1) dres5 sNrt; 
four {4} work shirts; 

three (3) pairs of work pants; 
one (1) dress Tunic; 

one (l) dress pants with black stripe; 

orne (1) dress cap w~th badge; 

one (1) tie; 

one (1) raincoat; 

Confirmed Officers, fire Inspectors 

Suppression members 

orne (1) set of Gore-Tex raingear Uacket and pants); 

one(1) belt and buckle~ 

one (1) pair of dress shoes; 

one (1) pair of work boots; 
two (2} p.airs of black sotks.. 

Artlde 6.1 vi) would be added and would read as following: 

vi} ·Officer Epaulettes and Bugles: 
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Replacement Epaulettes & Bugles for lost or damaged items (exc,ept in unusual 

circumstances, e.g, i:;ontamination from body fluids) can be ordered through members' 
yiearly clothing allowance,_ 

For the Union For the City o,f New Westminster 

(.0 
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n :m 1R OF AGREEMENT #4- 2014 (Rl?Vilied October, 2015} 

THE CITY Of NEW WESiMINSTIE R 

and 

IAFF, LOCAL 256 

RE: PROMOTIONAL PROTOCOLS 

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON SEHALiF or THE CITY OF NEW 
WESTMIN'STER (hereinafter called "the Employer''); 

ANO 

THE UNOERSIGNW BARGAINING R~PRESENT'.ATIVES ACTING ON BEHALF OF THE NEW WESTMINSTER 
FIGHTERS' UNliON, IAFf LOCAL 256 (hereinafter catted "the Union"); 

TERM: 

This agreement shall remain in full force arid Effect until mutually agreed by both pattiEs tQ amend it. 
Pr<>visiM fur review of this Letter of Agreement will be opEn to review and amendme:rit with 90 days 
written notice by either party. 

SCOPE: 

Thi! fmployer and the Union agree that the intent of this letter iHo avoid any confusion rl!garding 
Article 4.3 Promotional Poliq•, specifically Subsection (a.). It is agreed by both parties that the purpoS@ of 
this letter is to provide clarific:atkm of intent 11nd it is nQt Intended to alter the terms and {;Ondlticms of 
the Co llec;th1e Agreement. 

The application of the principals contained herein will pertain to all promotions ilfl sl~ppression 
regardless of which qoalify[ng position a member is seeking. The follov.•ing provide!s the details with 
respect to intent and interpretation of the Collective Agreement: 

1) AU provisions, terms and .working condition& of the collective aigreernent shall p:revail except 
where expressly provided for otherwise herein, without exception unless mutually agreed to by 
the parties. 

2} The Employer a.grees that any vacancy in an officer rank shall be posted immedlataly upon the 
vacancy being created. Giv~n a situation where there are qualified members in the acting pool 
tihat have completed their probationary period soccessfully, the next senior qualified member 
wm be confirmed into the vacant position Ctnd the E"mt>loyer may forego tile posting process. 

3) The Employer and the Union agree to inform the membership prior to the start O'f holiday 
selection rn .any given year of the promotional processes that are foreseen for the following 
calendar year. i'his will assist members to select their ho!idays accordingly so as not to preclude 
any member from taking part In a process in accordanc;.e with their seniority. (The :first l11baur 
managemeot meeting after the summer break the Employer and Union wm ·discus!> potential 
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vacancies in the upcoming yea:r .and determine the m.mber of officers feqoired to filt potential 
vacancies .. Notice will be· given prior to· holiday selection. 

41 The Employer is responsible to d@termine the operat!onal needs of the fire Oepattment. Should 
they determine ttlere ls a need ror additional qua.lifi~d officers, :regardless of which positign; a 
notic@ shall b@ posted r11levantto tne need, seeking members interested. 

S} Postings shall provide all details pertaining to the required qualifications, process and measures 
the employer shall use for~ member to s.ucceed. The posting shall indicate a start date for 
training programs as well as a completion date. Any member that Is taking part in any specific 
promotional process, regardless of whether that member has completed all process 
requirements, will oot be able to 11ct or be promoted until the process t'Ompletion date tta.s 
passed and all relevant components, of the progra:m in.e complete. This will ~:ltow e(lch member 
an equal opportunity to complete the process. Subsequent to the scheduled, pre.determined 
completion dat~, mernberi will be allowed to act out of seniority. As seni<lf members complete 
their course requirements, acting work shitll o nee again be by seniority. 

6} The e:mployer agrees that cill bargafnlng unit pmrnotions will be filled from qualified internal 
applicants providing there is an interest ffom members. 

7} T'1e senior i'lpplicant shall be provided the opportunity to enter promotional traiolng programs 
and the senior qllaltfied appli<;ant shall be- provided permanent promotions. O,ualific.ation for 
pro motion sha II 1 nd ude acting in the sought ca paclty for no le$S th;,1n 96 scheduled shifts 
worked. Ouririg this actingperiud, there .shaltl be 3 performance e1taluations conducted (evenly 
spaced). After the third and final performanw review, an oral assessment/review shall be 
Khe®led and to·nd1.1cted. Upon sucte5sful (;ompletion of the 'acting' period, as wen as an 
overall grade of men~ tbi'1!n 70% (combined grade of all components in tne scoring matrix.), the 
candid.ate will be deemed fit forpromotion. · 

8) lf a membt!r declines an opportunfty to participate in, any part of the promotional protocol, their 
se.nioiity would fall in behrnd the last succe5sfLll appllunt but senlor to any applicants in the 
se.nfority grouping that follows. 

9-) Acting opportunity shall be in accordance with where the appt1cant fit~ according to #8 above, 
Their senfority shall be compromised for the purpose of the spec Ifie opportunity related to item 
#8 above and they shaO return to their rightful $enicirlty position for acting opportunity and 
permanent promotion; when thev have been out of step as long as they were del~yed by their 
actions as indicated in Item 118 above up to a maximum of three (31 years (time out vs. time in). 
Any seniority lost for acting or promotion is tempar11ry until meeting the necessary 
requirements for the promotion applied for, but in any event no longer than three (l) yea rs. 
Referenc.e Loe.al lSf;i "Propo-sed Clarificatkm of 'TI11ne in Time out CalrnlationN -itppendbt T 

10) Junior members will not be permltted to bvpass senior members except as expressly provided 
for in item !f.8 above and even then only lfcoincldental to the timlng of the temporary 
compromise of seniority i:aused by the senior me moors actions as 1 nd lcated in item #8 above. 
ftefere noe Lo ca 1256 ":Proposed Cla riflcation of 'Time in Time Q\Jt Ci!ilculation". 

11) Members ac,ce,pted to tlie training progr~m are experted to U:lke tM applicable promotion th• 
is t·elated to the training program, when the opportunity is provided and finish the pro8tam 
through to its ultimate completion. If a member chooses. riot to pro~ed in any specific process 
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but rather dectdes to opt out, any overtime costs inrnrr~d by the employer for the education of 
that member in the untompletcd proc.ess sha'Jl be reimbursed to the employer by the member_ 
If tihe employer takes issue with the c<mdidilte's. ability to be promoted, repayment of o\lertime 
shall not apply. 

12) Once a member has achieved a permanent pmmotion they cannot be bumped as a result ofa 
5enior member whose senlo:rilV had been temporarily compromised and once they have gained 
back their rightfut seniority_ 

131 The Offic;:er Development program protocols shall be detailed in appendix "A" attached to this 
Letter and as agreed to by the parties. The parties agree to consider reast>nable rcmd relevant 
requirements and shall not unreasonably withhold agreement. 

14) It is agreed that the intent of th~ NWFRS Officer Devefopment Program is for the program to 
remain current and provide New Westminster Firo &. Rescue Services Officers and candidates 
with thll required knowledge, skiHs and abilities (KSA) necessary for an officer to function at an 
efficient and appropriate level with excellence ln all aspects to protect staff and citizens' livas, 
and property. 

15l It is understood that the emptoyer may seek to provide course and curriculum equivalent and or 
alternative programs or courses that are relevant to specifj.c promotions based on indust"r' 
accepted standards .. 

16} It is agreed that suffic:ient number of senior c;indidates selected by seniority shall be permitted 
to participa.te in training programs to ensure an adequate number of qualified members for 
flJture promgti(;m and \il~ling ~1,1ti~~ i!S tao be rea~nably predicte<i. 

17) The employer ag.rees to provide for costs a5sociated w1th the promotional trainlng programs. 
M@mbers will be comprmsated in accordance with the Collective Agreement fortime spent 
participating in promotionar training programs as directed by the employer and applicant 
selection procedures except as indicate,d in #11 above. (Project work and studying will be done 
at the employee's discretion and wlll not be compensated fo.r the time s~nt}. 

18) The parties shall agree on a scoring ma.trix for each pn~motion progl'am attached in Appendix 
"A" which shall be noted in the postings and shall consist of the following: 

a. Theory- classroom participation and/or assignments that mav il"!clude 
e.xams 

lb. Practica~ - Operations scenario that shall be an in·field scenario based 
oo a realistic scenario. A presentation may be substituted where the 
pa !'ties: agree-

c. Perfotn:'lance Evalua.tions - up to three of the most recent evaluations 
m.ay be considered 

d. Or<1I Assessment-a Panel of not more than three may conduct an oral 
assessm1mt of appl.icants_ A reasonable time frame will be allocated for 
the process. There shall be arn agreed to scoring matrix utilized for the 
panel oral assessment that shall be consl~tent for au candid<ltes- The 
same number of principle questions will be required of all candidates_ 

e- Problem Solving- practical, r·elevant issues rel<ited to the scope of the 
position sought or applfed for 
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ii, It is ~greed that where practical, w"eighting of each of the abcr'l.e components shall 
be equal, but in i'l nv event, no one compo!"!ent, for :scoring purposes, shall be 
weilghted hieh enough to, in and gf it5elf, bl1! ~us~ todailure. 

IL rt is agreed that applic;mts mu.st adwieve an agreed to passing srade 0111 ea.ch 
component and an overall agreed to passing l!:rade to achieve qw.illlfii;ation to th~ 
position sought, wlillch shall be noted In the 1P0>stings. 

Ill. It is agreed that successful candidates to a permanent promotion shall have three 
{3) perf-ormance evah.1i1itio11s within a trial period con!lis.ting oftne first ninety-six 
(961 :schedule·d shifts. worked. The ev.alm1tions shall be spaced evenly apart and shall 
provide the candfdate with enough accurate and c:onstructive feedback so as to 
assiS1 the candidate to be s:uccessfui. The performance evaluations are a partnership 
between the candidate, senior officers mentoi-ing, the Chief Tralriing Officer and the 
employer, Atl parties need to be proactive in establtshing dates for perform.a nee 
evaluations and completing evaluations .!l's set out by the employe:r. 

IV. It rs agreed tl1a1 if a candidate is not: successful: during the trial period (96 
sc:hedLAled shifts worked) for cau~. t11 temporarv senforlty p,la~men.t as d'escribed 
in item #8 would take.place and the candidate would be provided! remedial 
assistance designed to a:s.sfst their socoess at the nem opponunlty. 

V. Candidates wil I only be required to re-do a failed coinpone111t of the promotfonal 
process. Once ea.ch component has been finished successfulty, it will not hil\le to be 
repeated: In order to be successful. Candrdates will have 3 attempts at ea:i:h failed 
component. Upon employee request rea so nabfe effort a m:I resources shall be made 
availa!)le from the Ernp~oyer. 

19) The employer a.crees that the promotional program shall remain transparent,, equlta·ble and 
provide for seniority whern qµ~lirfill!Q thw!.lghQ\ltlhe proce.s.s. 

2:0) Before any promotions or confirmatlo ns are made the parties. agr~ to meet to cilscuss the 
appointment. 

211 The union shall pa:rtlcipate in the process and the union agrees the-y will appolnt a qualified 
sc::rutinlzer/gb~erver who has completed all a.spects of the process or they Oilre not eOgible to 
participate in the proce$$. The observer shall be permitted tG provfde· comment and/or 
qu•estion the employer representatives on maU@rs relat2d to scoriog. A qua,lifled observer 
reprewntirig the Union will be compensated by the Local. 

FOR THE UNION FOR THE CITY Of NEW W£STMINSTE:R 

.AA:-</ ..t c/rs 
----- 1 Date 
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ll:TI"ER OF AGREEM~NT #5~2014 ·(Revised October, 2015) 

THE CITY OF NEW WESTMINSTER 

and 

IAFF1 LOCAL 256 

R!E: RESTRUCTURING OF OPERATIONAL DEPLOYMENT* 

THE UNOERS!GNEO BARGAINING REPRESENTAl"IVES ACTING ON BEHALF OF THE CITY OF NEW 
WESfMl1'4STER {herer.naftercaUed "the Employer"); 

AND 

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE NEW WESTMINSTER 
FIGHTERS' UNION, ~AH LOCAi. i56 (hereinafter called "the Union"); 

TERM: 

This A(l:reement shall remain in full force and effect until otherwise mutually agreed to by the parties, 
unless either party .provides the other ninety (90) days written notice of their desire to enter into 
discussion to seek revr.sions to this agreement. Agreement shall not be unreasonably wlthheld. 

SCOPE: 

The Employerfollov.rs the direction of Mayor and Council with respect t-0 service and staffing levels. The 
'Employer and the Union agree to re·strutture the staffing and deploymerit of the bargjlining unit 
positions ofthG New Westminster Fire Department as.follows: 

1) All provisions, terms and working conditi.O·ns of the cotlective a.~reem@nt shall pmvail except 
where exptessly provided for otherwise herein, without exception, unless mutually agreed to by 
t hlil pa rtir:!S. 

2) Ttle parties agree that the per&0nnel stafflf;\8 the day-staH positions such as fire prevention, 
traini11g and public education may be coAsidered for deployment of suppression activfties, at the 
df.scretfon of the Fire Chief, in response to inc:idents or to back,fill positions. ori appanitus, during 
their normal regularly scheduled hours to avoid overtime. 

~) All personnel not normally scheduled to suppression duties will be provided. and expected to 
participate in, the necessary training to maintain certifications where required and maintain the 
normally ~)(pecteci suppression sktU seu, in order to be ertgtble for def)loyment to sul)pres~.ion 
duties by the Fire Chief. 

4) The Employer ls responsible to determine Hie operational needs ofthe Fire Oepartme11t. Should 
they dctermina there is a oecd for fewar or additional par.sormel or apparatus tttev shall advise 
the union in advance of deploying the i;hanges whenever it is prac;ti<A!I to do so. 

Page 1 

66 



5)· Notwlt~standing item #4 above, the E.mploye' agrees.to malntal'n a mlrnimum in tota.I, of four (4) 
qualified flrefigllters, inch.rsive of the Captai11, on ~nglnes 1, 2 and 3 at at! tim~. Rescue l / 
TovJe r 1 will have a m lnim um crew of three {~} flrefi'ghters i ndusive ofa ca pta;ln with the 
exce ptlon of when the Squad is in service, The Squad, when in service, will have a minimum of 
two fl~fighters inclusive of a Captain. 

·&) It is agr.eed that if on duty, active suppression staffing 'levels: fall below 16 members lnclud'inB 
five qualified offiters: as per Artlcte #5 abov@ at anv time, the vaca11t positions shall be fllled as 
per Telestaff ru le.s and as per Article· 5.4 'Extra Shifts' of the Col!lettiv@ Agre.em@nt. On duty 
active suppression staff includes FPO .and 'Task. Force' and 'Tralnlng.' sta1ff arike. 

7} At the discretion of the Employer, any vacancy at any rank '_Nifl be operationally fifed either by a 
qualified firefighter lo a1n acting capacity, a temporary reass.ig!'lment from another division; I.E. a 
qualified member from: the frai11ing Division, 'iask Force', FPO, or via extra shifts . 

.SJ vacar.ide!i due to mriess, injurv, or vacation 'in non-suppressiC>rt diay staff positions snail be filled 
,.t the discretion of tfie Fire Chief. 

9J It is acknowledged that there are currently fi,ve tS} emer~ency re.s.pon$e apparaitui; normallv 
deployed in ready respons,e .. ope,rationat present. Should! a deployment restructuring result tn 
fewer rtaffed apparatus in readiy re.sponse opetatiQn, the Emplc>yer agrees there will be no loss 
of Officer's ixisltio n:s in total. Rega rdfess of the operatic nal de ployrnent strud:u re there sttaH 
remain a min rm um of eighteen (18) confirmed Captains, four Tra,inlng ca ptalns,. 1 Chief Tral ning 
Officer, l Fire Prevention OipU!in aod:f:our {4) confirmed Platoon C&ptainnt alhimes. 

It is agreed that should there be fewer .suppression Captains deployed as a result of 
restructuring, those positions shall transltiorn to another role and scope within the iNew 
We~tmlnstef Fire and Restue Service without loss of rari1< or p:av. 

10) Hours of Work tor the Tra lning. captains: Each tra In Ing Capta 1 n will work two ten· hour diiys 
foltowed by two fou rtee n·hour nights, followed by four consecutive 24-hou r periods off 
depending 0111 operatit1nal needs. All shifts will be balanr;ed over a 55·day cyc:le •• 

11} Shift Exchane;es: Training captains may be ap!)roved fur :shift e:xe.hange.s In tlile same m;anner as 
an other suppressfi:ln members. Shlft e;:change r.equests for the training Ca~tains will be limited 
to similarly qualified staff. 

UJ Opportunity to transition to a Captai11 Training Officer shall be posted and the SEnior qualified 
applicant shall receive the positio11. Should there not be enough qualified applicants to fill the 
available position~, Captains shall be poi>ted to the Captain Training Officer pos.ltlon on the basls 
of reversed seniority, lttlat is the most ju"1or Captain shall be the Captein Training Offioer. Aiter 
the in itla I posting has expired, a Qua Ufied ca pta In may e>ipress interest ilil a tra:inlng Captain 
position, at any time. with a written lemi r to the Fire Chief. All members posted or appointed to 
a Trai11ing: Captain position mu:st fulfill a commitment to the traintng division of no tess tnan two 
years, unless otherwise agreed ta by th~ Fire Chief. After the two y~artenn expires, the new1y 
vacant position wlli once again be posted and filled ln the same manner a:s it was initially .and 
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again revert to <tppointment via rever~d :seniority, :should there be Insufficient qualified 

applicants. 

~ This letter is Withovt prejudice to the uraion's gri~vance concert!ing a s1t1 Assistant Chief and when 
signed off this LOU will result in the withdrawal of the grievance concerning Article 4, 7. 

(Q 
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LETTER o~ AGREEMENT #7·W14 (REVfSEO ocroaER, 2015) 

CITY Of NEW WESTMlNS.iER 

an~ 

lAFF, LOCAL 256 

R!; TOltROf 1.?UTY ADJUSTMENTS IO A(cOMMODAtE"TI!AINING. INT£R..SH!f!.ANI) tNTER~ 

DIVJ$fOHJ'.RANSF£p 

THE UNDERSIGNED BARGAINrNG REPRESENTATIVES ACTING ON BEHALF Of THE" CITY OF NEW 
WESTMINSTER (hereinafter called the 11cmployer'); 

And 

THEUNOERSJGNEO BARGAINmG REP.RESENTA'J'IVE$ A~TING ON BEHALF OF THE CITY OF NEW 
WESTMINStER FrREflGHTERS1 UNION, LOCAL256 (hereloaftercalded "the Union"}; 

TERM: 

This agteement sha H remain in ful I torc.e and effect until mutually agreed by both parties to amend it. 
Provision far review of this Lett~r of Agr~ment wlU be open to re\liew and 11mendment wlth 90 days 
wrltt~n !'u;itice by either partv. 

SCOPEt 

It has bffn jointly ident~d that the lanlluag1t contJlned lnAnicies 4.1and4.5 ofthe Collective 
Ag!'eement is limiting to the Employer wfth respect to th11 scheduling of foll tburs of duty tQ 

accommodate tr<liOing, Inter-shift anrJ, permanent shift/division transfers, Tne purpose of this Letter Qf 
Understanoing is to fdentify a Joint agreement with respect to alterine a "To!.lrof Outy" to accommodate 
training pro~51 inter~shlft transfers rortrai!:iing or shift reassJgnments, transltiori from recr~it train.Ing 
pn:igramund inttr.cJMsfon transfers. Further, it wilt provide needed darity t;a the definition of 
'j1.Arlsdiction'as it Is used ln article 4.6 (c) and (d). 

1} TJIAINING 

Collective Agr~erne nt cla U$e5 4.G { c;) and { d) ref ere nee to "Jurlsdlctio n,; i:s defined as. "under the control 
of' meaning that in article (c) New Westminster Fire and Rescue Services pta.ns, sch~tiu!es and deliVers 
the training coui'$e or program utilizing ln·house uainers, whereas fn article (d) the planning, sch~duiing. 
and delivery ofa training program is under the control ohn "!outside" agency. This Letter of 
understanding also distinguishes between depilrtment directed tratnlng attivltfes and optional career 
cidvancement actMties. The following items are either to define or .supplement Items in tollecti11e 
Agreement clause4:6, iraining, and .as such the following requirements shall be met: 

al Employee suppression $,hedules may be modified to ~t(;(lmmodate mandatory or optlonal 
career advancement training. The Em~loyee shall be provided wftll 30 calendar d;ws' notice of a 
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modified schedule for the purpose of training or receiylng tr.1irting 1,mless mL1toa.llv agreed tJpon 

to do otherwise. 
l) The exchange of shifts does not encroach into the 4 dates following iH\ employee'snollday 

selection. 
fl) The exchange of shifts does not result In working eight ~8) consecutive dates. 

b) In addition to re(lulrements (a) above, employee suppression sched'ules mav be modified to 
accommodate "in house" mandatory or optional career advancement training provided that: 
l) An excha"ge for a full tour of duty is fur 4 consecutive training days 
ii) The training duration wm be standard suppression day shift o.f t•en ( 10) houTS inclusive of a 

one (l) llour paid lunch period, unless muttJally il\greed between the Employer arnd the 

Union to do otherwise. 
iii) The re-vised schedule to accommodate the training wlll result in a minimum of 2 consecutive 

24 hour periods off prior to the start of the training courM! <l:r 2 consecutive 2.4 hour periods 
off duty after the course. Where course dates would not meet these requlreme.nu tM 
member will be cross shifted to either the block of ~hifts prior to or after or lbotll blocks of 
shifts to pl'event working too man-'{ consecuti~ $-hilts. All schedutes must balance out to 14 
davs and 14 ni[IJhts in a 56 day cycle or the overtime provision shall apply. 

c) In addition to requirements (a) above, em:plCJye-e suppression schedules may be modifli~d to 
accomrnorl.ate "outside the jurisdiction" mandatory trainins or optlona'I career advancE!ment 

provided that: 
i} An ~xchange for a full tour of duty Is for a maximum of S consecutive dates with a maximum 

of 8 hours in duration per day indusive of a one (1) hour lunch. 
ii) The training event start and end time wit! fall within standard suppression day shift start and 

end times. 
iii) The revised schedule to accommodate the training will re.suit ln a minimum of 2 consecutive 

24 hour periods off prior to the start of the training course and or 2 consecutive 24 hour 
periods off duty post course completion. Where course dates would not meet these 
requ I re rn ents the employee will be cross sh lfteci to either the block of shifts pr,ior to or after 
or both blocks of shifts to prevent working to-o many c-onsE!tlttive shifts. 

d~ Employees' suppression schedules may be modified to accommodat1! singte day trainlng events 
or a course of less than 4 consecutive dates In duration provlded that: 
i) The training event duratlorn is 10 hours or less. 
ii) Where the training event dat~ coincides with a regularly scheduled diav shift, the day shift 

will be exchanged for the training ~want date. 
rn, Where t:he trafning event rails on the date of th!! second regularly scheduled riight shl~ and 

the course is a mand9'tory Hain Ing eventthe employee will be given the previo1.1s nlght !>hift 
off in lieu to attend the ,e;ourse. 
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iv) Where a training eve·t'lt fal!s on tlie date ohhe first regularly scht!!!dul!!d niiht shift. the 
employee wlll be compensated at th.e rate of time and one~h~lf ( :L.SX} fu.r tf:it!' duratiun of 
the traii'llog event, however, tile empioyeewill subsequently l'eportfor duty as scheduled. 

v) Where tile training date faffs on a reg;1.1larly scheduled day o.ffbetween tQur.s gf duty, a tour 
oldutv shift ca nn.ct be substituted fonflat date 

vi) Where tra!ning events occur that are leis th~ n a tqur of duty In le.-igt:h and overlap the ~~rt 
of atol!lr of duty, the off duty dates Will be compensated at the 'rate ottime and one-hadf 
(1.SX)' ancl .as well, the employee be released from duty 0111 the day shl!fts to complete. the 
training. See reference 1.d · 

vii) Training evenu that occur that are hm them 4 P011$e(;utive dates anti occur on the dates 
betwee~ :scheduled tours of duty will be i;ompensated at the rate of time and on~half 
(1.SX). 

vlll) Employees ;must be given 30 cabmdar days1 rrotioe of an altered' w-0rk schedute due to a 
spel;:ific: tralnipg ~vent, tmless miJtuafly agreed upon by both parties. 

ix) When the tr~dning event is less tha.n 4 .con~cutlve dates, a minimum of 4 hours will be pald 

at the rate of time and one.ha ff" (1.SX) for days that do not fall on a .-egularly scheduled 
working shift. 

xi An eli'lployee's bi~weekty rate! Of p~y shall riot be affected due to the rescheduling char1g~s 
under thi~ Letter of U nde..Sta nding. 

2) TEMPORAR:V INTERSHIFt {CROSS· SHIFTING). TRANSFERS ( Non trainiog) 

a} When a cross :shift occtHs it will be for full tour of duty {ft.ill block ohhifts). 
b) When a cross :shift occurs there wiUI b.e ,a minim um ohwo consecutive 24 hour periods between 

the last r~gularly scheduled worked da.te and! the first diite of the cross shift. All cross s;hift 
transfers must balance within a 5,9 day c.y<;l-e unless mutually agreed upon. When tem11iJraty 
cross shifting occurs to accommocfa,te trai!linci c;it!her ~ro" $hlftlng may be required to bala111c~ 
·shift strengths. 

i) PEaMANIEINTSUPPRESStON SHIFT TRANSFERS 
a) Sha fl be reoonci~ed over the 56 day pertodto 14· d.ay shifts, 14 night shifts anrl 28 di,t'{S e>ff duty. 

b) During the tr-ansitlon the minimum number 9fcoh.setutive datl:'s worked is two f 2:) and the 
maKfmum number of rons~outive d~tes is six (6), 

c) The change In :shifts may re.suit In an rntermedlate i;hift cha~t'! to avoid working 8 strai,gfit dates, 

4) lRANSmON FROM RECR:UITl'RAINING·SCfffDULE TO SIJPP·RE$51i0N SCHEOUtJE 

al Shall havu minimum of2. shifts offduirfng the transition. 
b) All re<;ruJits will work the s111me ru.1mben;1fsihift:s from the start of the recruit trail:'llng proararn to 

the end of the flrstsuppress:ion 56 day cyde following the transfer to suppression. 
c) The tra lisitlo rn may resu It In the emp loyeewoifkfrlg less th.an a full tour of duty however, the 

transition shall still balanre over a SIS dav cycle 

Doc # 771486 (Octtiber, 2015 ~ Post Restructure) 

71 



S) TRANSlllON FROM SUPRESSION TO TRAiTNING OR INSPECTION OIVIS:IONS 
a) The transition wm occur at the end of a pay period. 
b} The employee will have a minimum of two consecutive 24 hour periods.off d:urJng the transition. 
c:~ The transition wm occur so that when c.:ilculatlng the average work week In suppression to the 

er:id of the 56 day o;de In which the transition occurs the average work week hours will be 42 
hours or less. 

d} The transition may resu1lt In the employee wo~ing less than a full tour of duty, however the 
transition sha II bala,nre over a 56 day cycle 

6) TRANSITION FROM TRAINING OR INSPECTION TO SUPPRESSION 

a} The transition will occur at the end of a pay pertod 
b) The transition will result in the employee working a. ma1dmum ave,rage of a 42 hour work week: 

for the weeks remaining in tM 56 day cytfe in which the ttansltion occurs .. 
c) The transition may result in the employee working less than a full tour ofdutv however th~ 

transition shall balance over a 56 day cycle 

7) CROSS SHIFTING FOR TEMPOR.ARY OFFICER A6SENCES 
a) When a confirmed officer absence from cluty is known to be for a period Qf .3 tours of duty or 

more (thi.& definition do·e-s l'llOt Include absences of the type that are "week to week" based} a 

member will be cross shifted at the onset of the absence. If the absem;:e Is mo re than 3 weeks 
on a "·week to week" basls, a member will be <:ross·shifted for the start of the 4th tour of duty. 

i) If the vac;ancv is for an Platoon Captain position: 
(1) The senior qualified and available Captain will he cross shifted to fill the vacancy. 
(2) The senior qualified and available Fi.refighter wrn then be cross shifted to fill the 

resultin.g C:apt11>in vacancy. 

ii) If the vacancy is for a (<1ptain position: 
(1) Senior quatified i:Jnd available Firefighter will be cross :Shffled to fill the resulting Qlptain 

vacancy, 

8) .SCKEDUUNG Al RETIREMENT 

When retirement date fs koown, membe~ who are set to retire may be scheduled tor :less than a· full 

tour of duty during their final 56 day cycle. The altered schedute shall not affect tile member's bi
weeldy rate of pay or pensioniibl@ earnings. 

9) SHIFT BALANO NG 

ihe Union and the Employer agree to review shift seniorlty balancing on a qLJarterly basis and make 

adjustments as appropriat@ inr::or1porating the following princ·lples: 

• Officer qualifications 

• Staff qualifications 

• Staff instructional ability 

Do.c # n2"186 (October, 2015- Po~t Restructure) Page<! 
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•· Staffiog n1.1mbers 
• Acting Offii::er abilities 
• Seniority 

(t;J 
Date· 

Append f>: td: 
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Appendix ld: 

Methodology: A day shift is a s:tralght etthange for 1 Trai11lng Day, where a night .5hift would result In 
working a shifts over a 38 hour period (a N·lght, Day, Nia ht or t Day, Night, Day comblniltion) a n.lght 

shfft Is '"changed for a trf!inlng shift otherwise the trilininr diiy is 1:10 CWl!rtime tra inlng event. 

me= Training with Shift El<tl'iange-

TOT"' Training on Overtime 

o .. oayShfft 

N "' Night Shift 

ED" Exchanged Day Stirft for Training Day 

EN~ mhanged NjghtShiftforTrainlng Day 

Type Sunday Mond•v Tuesday 
:ioav TOT ED 
3 Dav ED 
!Day D 0 , EN 
3Day D D TEX, EN 

2Day TEX,ED itx,£0 
2Dav TOT ED 
2 DiY 0 D 
-2 l>av D D 

lDIV TEX, ED D 
·- --· 

lDay D TfX,ED 
1Dav D f) 

1Dav 0 D 

Wednesday Thursday Friday -Saturday 

ro N ' N 
ED TOT,N N 

TEX, EN TEX TOT 
TEX, EN TOT 

N N 
D 

"' 
N 

TEX, EN tor-N 
EN TEx,EN TEX 

N N 
N N 
TOT,N N 
EN - TD\,N 

74 



LEITER OF AGREEMENT#8·2014-(Revised October, 2015) 

CifY OF NEW WESTMl~STER 

and 

IAFF, LOCAl 256 

RE: P.APYISlON.FOR PBOBAJION OE VACATION ENilIJ.iMElf[ 

TH~ UNDl:RSIGNED SARGAININS REPRESENTAiiVES ACTING ON BEHALF OF THE CITY OF NEW 
WESTMINSTER rtiereinafter C!llled "tl1e Employe·r"}: . . 

ANO 

THE UN.DERS~GNEO BARGAINING REPRESfl\ITATIVES ACTING ON BEHALF OF THE NEW W~MINSTER 
FIGHTERS' UNION. tAfF LOCAL 2S6 (hereinafter called "the Union"); 

TERM: 

This agreement shall remain l n full force and effect until mutually agreed by both parties to amend 1t. 
Pr<Nisloo for revjew of this 1etter will be open to review and arnendment With 90 days written notice by 
either fX!rtv· 

S(0P6; 

Thl5 letter of Understanding ls 1ntended to provide clanty to the newly bargained pro\lisron for the 
proration ofVa~tlOri f~titletnentfor members that ar.e utmzi ng benefTts fo.t i period of over 90 
consecutive calendar days. The following wm be added.as subsections to the article as ft rs printed In the 
,memorandum of ,ag~ment s~i1ed on Novem~er 22., 20i3. 

1) All :provisions, terms and working conditions of the c;oUective agreement shaU prevaH except 
where eKpres.sly ptovftled for otherwise herein, without exc-eption, unless mull.lally agreed to by 
the parties. 

2} It is understood that employees must be off on sick leave or unpaid leave for 90 consecutive 
calendar days within a specmc c:ale:ndaryear{Janoary 1it_ December 3111

) ln orderf'Ortheir 
vacation entitlement to oo pro.rated 111 that catendar year. All members wilt begin at zero (0) 
days of absence, with respect to the calculation i:Jf pr(Jrittion, on January 1 it of each new · 
calend~r year. 

Doi: # 772~92 {<>aober, 2015- Post fle5tructtir~J _ Pi!ge 1 
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This. agreement does not apply to members: in a graduated return to wol"l< or modified duty 
capaciW or an accept@d WcrkSafe !SC claim. 

3) on the ninety-first ('91) consecutiv~ ccalendar day Gf absence due to s,lckness or unpaid, reave, the 
affected employee's vacation entitlement will be prorated as p('.!r table ~S<ee appendix). 

4)' It ls understood that If an employee iru:l.lrs a 111egative balance regerd!ng vacation or statu~ory 
holiday entitlement, and is subsequently off on sick leave or unpaid leave for 9CJ consecutive 
cetlerndar days later In that same ca1endar year, the emp.loyee wil! not be Hable for retroactive 
reimbursement to the Employer. An employee will never have a negative bcilance, 

S) If a member retires March 31" of the current c;afendar year and has been off on sickness or 
onpald leave as of January ls: of the current calendar yeai-, the member's vacation entitlement 
would be prorated as per table in, year of retirement. 

6) It will oe the decision -0f the <1~cted emptoyee as to which pre-selected holiday dates the 
member wisli@s to cancel due to the proration. A set time period shall be given fur tne 
cancelled ho llday selection to be submitted and falling ai submJsslon by the deadline, the 
decislor1 shall b@ at the discretion of the tire Chief or designate. 

7) Stlould a member be off on sf ck leave or l.lnpaid ie·ave in the final quarter of a year (wah less 
tl:ian 90 days remaining in the calendar year}, and the employee has scheduled vacation leave 
during the period of absence, and the <1bsenc@ continues into a tlleW calendar year, the Employer 
wHI be permitted to pay e>l.lt an~· remaining nolidtAy hOurs that .are ~e-ft OUBtaniOng ll!: of 
Oe.cember 31st. The ern.ployee will then begin at d<1.y one (1) of absence as of January 1st of the 
new calendar year. The 90 day provision will not be carried over into the ne)(t year. 

8) The Employer will pay out any outstanding vacation or statutory hours that tema.in for 
employees as of December 31 ofeach calendar year at their confirmed rank. Pay out of llollday 
betiefits will be used as a last resort. 

9) When jt ls necessary to r~chedule vacation due to sickness or unpaid leave, a11d the absence 
was less than 90 consecLltlve calendar days: {no proratlon resl.lltst. The Employer wrll re· 
schedule holidays at the discretion ·Of the Fire Chief or designate for new calendar dates where it 
ls operatlona11y feasible to do so. tfthe only option to ,re-sche.dule the holidays before 
December 31 of the turrent ~alendaryear would resuat in more than 4 shifts utilizing th@ 
overtime provision for backfilling, the Employer will have the option to pay out the remaining 
holidays in lieu of re-schedlllling. 

10) Employees \!,Jill not have an option to ~elect payment of lloliday benefits over utili:tins the 
vacation benefit as time off. 

11) Once a member requests and/or has had their re-scheduled vacatiun entitlement approved it 
wUl no lollger he altered ahd will be deemed permanently scheduled. 
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&u?,endix A - Prorated Holiday C11li::ulation After90 Da11J 

.Stheduk!d Vacation and Statt11ory HtJlidays -

Div.,lslon Entitlement in Shifts Fa:ctor 
Sup:pressT011 ~2 0.08.76 

28 0.0767 

24- (),0657 
20 D.0548 

Til:s"k force 62. o.oa.1s 
28 0.0767 
24 CUHi57 
20 O.OS4S 

Training captain 32. 0.0876 

2S 0.0767 
24 0.0657 
20 OJJS4S 

FPO l &2. 32 0.0876 
2a 0.0767 

24 0.065·7 
20 O.OS48 

Scheciuled Vacation Onlv 
Division E11titlemecnt in Shifts ~actor 

ChiefTralnlng Officer 25 0.0684 

2.0 O.O:S48 
15 0.0411 
10 0.0274 

Inspection f PO 3 25, 0.0684 

20 0.0548 
15 0.0411 
10 0.02.74 

Examples of Holiday Adju!ltmt!nt 

Su:ppre~ron: Suppression memberwlth 32 sMt entitlement misses 124 conset:utive days due to slckne:ss 
Sample aitcut.ation 
(8.65.2.S Days minus 124 Days) tlmes factor"'- numbe!f CJf shifts awbble for vacation and stl!!ts ln total 
365 -124:: 241.25 )( .0875 = 21.13 Shifts 

Tralnihg: Chief na inrng Officer with 20 vacation !ihift entftlem ent Is off duty for 14 7 consecutive days due to 
sickness 
Sampre calcu1etfon 
(365.25 D.ay.s minus 124 Days} times factot"' nLFmber of shifts available for vacation 
365.25-147"' 218.25 X .054S"' 11.96 Vacation Shifts 

Doc: fl 5SS820 
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LETTEROFAGREEMENT# 1 .. 2015 

THE CITY OF NEW WE;STiMINSTER 

and 

lAFF, LOCAL 2:56 

Re: Lt>ng_ Strvfce Leav.• 

THE UNDERSIGNED BARGAINING REPRS:SENTATIVES ACTlNG ON BEHALF OF THE. 

CITY OF NEW WESTMINSTER (hereinafter called the "cMployer") 

ANO 

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF.THE 

N.EW WESTMINSTER FIRE}'IGHTER§'. U~JQN, IAFF: LQC;~_L _?~ (hereinafter called the 

.. UnJorn: 

TERM; 

This Letter of Agreement shall beoome effective January 1, 2016 and shall be treated as if it 

were· part of the collective agree1'1!11ent and may only be changed through mutual agreement 

of the parties. 

SCOPE: 

The Employer and ihe Union agree that there are administrative issues Wlth administering 

the Long Service Leave contained in Article 7.4 of the ooUective agreement. .Both parties 

wtsh to blend the Long Service Leave into the regular vacation schedule and agree as 

follows: 
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- 2 -

1) Other than as set out in this Agreement, Employees wil:I no longer be entitled to Long 

Service Leave, and section 7.4 will be removed from the Collective Agreement. 

2) The vacation entitlement for employees represented by the local 256 bargaining unit 

set out in Artrcle 7 of the collective agreement will be revlsed as follows; 

1. VACATIONS AND OTHER LEAVE 

7.1 Vacations 

Paid annual vacations for all employees covered by this Agreement shall be as follows: 

a) Employees leaving the service in less than twelve (12) months from the date of 

appointment shall be granted vacation pay in accordance with the "Employment 

Standards Act. 

b) Employees hired after May 1~1 In any calendar year may be paid their vacation 

entitlement in their first calendar year of servloe in pay, in lleu of leave, at the 

ctisoretion of the Employer. 

c) Vacation and statutory holtda~r entitlement will be prora1ed when an employee is off 

the roster on sick leave or unpaid leave fot mote than 90 conseoutive calendar days. 

d) Fireflglitlng Element 

a. In the first part calendar year of service, vacation wlll be granted on the basis 

of one4welfth {1/12) of eight (8) duty shifts (nfnety~six (96} hours) for each 

month or portion of a month greater than onewhalf (1/2) worked by December 

31 51
• 

b. During the second (2"d) year of calendar service to the fifth (51h) - eight (6) 

duty shins (ninety.six (96) hours). 

Doc# 774028 Page 2 
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o. During the sixth (811\) to the nln1h (9tti) ealen~ar years of service-twelve (12) 

duty shifts (one hundred and forty4our (144)hou~) 

d. During' the ten1h (10m) to the 13111 calendar years of servJoe ~ 16 duty shifts 

(one hundred and nlnety-twQ (192) hours}. 

e. During the 14u.i to the 1slh calendar years of service - 20 duty shifts (two 

hundred and forty (240) hours). 

f, During the 19th to the 251h calendar years of service -- 24 duty shifts (two 

hundred and eighty-e[ght(WB) hours). 

g. During the 26111 to the 30111 calendar years of service-. 28 duty shifts (three 

hundred and thirty-six (336) hours). 

h. During the· 31 81 to 33ri:1 calendar years of service...,. 24 duty shifts (two hundred 

a(ld eighty-eight (288} hours), 

i. During the 34111 and an subsequent calendar years of service - 20 duty shifts 

(two hundred and forty (240) hours). 

j, AU vacations shall commence on the first duty shift after the employee's days 

off and all vacations shall be on duty shift basis. Oa)'$ off that fall after the 

vacation will be treated as part of the employee.rs vacatlon. 

e) Other Empfovees* 

"'-Wori<:ing da¥§ assuming five UH working days in a row, followed by two (2} davs offt 

a. In the first part. calendar year of service, vacation wm be granted on the basis 

of one-twelfth (1112) of ten (10) working days {seventy {70), or seventy~five 

(75) hours for a 35 or 37.5 hour work week respeotiYely) for each month or 

portion of a month greater than one-half ( 11.2) worked by December 31t1• 

Doc# 714028 Page 3 
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b. During the second (21111
) to the fifth (51

h) calendar years of service - ten (10) 

wo.rkfng days (seventy (70) or seventy-five (75) hours for a 35 or 37.5 hour 

work week respectively), 

c. During the sixth (61r1) to the ninth f9itt) calendar ye.gl"$ of service - flftEteh (15} 

working days (one.hundred and five (105) or one-hundred and twelve and Yz 

{1'l2.5) nours for a 35 or 37.5 hour work week respectively). 

d. During the tenth (101h) to the 131h calendar years pf service - 2·0 working days 

(140 or 150 hours for a 35 or 37.5.hour work week respecUvely}, 

e. During the 141h to lhe 181
h calendar years of service -25 working days (175 

or 187.5 hours for a 35 or 37.S hou:r work week respectively). 

f. During the 1 glh to the 25th calendar years of service - 35 working days(245 or 

262.5 hours for a 35 or 37 .5 hour wort< week respectively}. 

g. During the 26th to the 301
1i calendar years of service - 40 working days (280 

or 300 hours for a 35 or 37 .5 hour work week respectively). 

h. During the 31 51 to the 33~ calenda,r years of service - 35 working days (245 

or 262.5 hours for a 35 or 37.5 hour work week respectively). 

i. During the 341h and all subsequent calendar years of service - 25 working 

days (175 or 187.5 hour:s for a 35 or 37.5 hour work week respectively). 

f) Employees who leave the service .after ,completion of twelve {12) consecutive 

months of employment shall receive vacation for the calendar year ill which 

termination occurs on the basis of one-twelfth (1/12) of their vacation entitlement for 

that year for each month or portion of a month greater than one~half (1/2) worked to 

the date of termination. 

Doc# 774028 l"age4 
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PROVIDED THAT: 

Where an employee transfers between the Fire Suppression DMsion and the Fire 

Proteotlon OM~on, vacation enti1lement (In hours) for that C<llendar year shall be 

adju.s:ted tQ reffwt the propO.fUon of time $pent in e~ch Division on the basis of one-

t~fth (1/12) entitlement for e·ach month (or pomon of a month greater thao one..half 

(1/2)) spent fn eaoti division, 

Calendar Year for tne purpose of Uifs ag:reemenl shall mean the twelve (12) month 

pertod from Ja.nuary 1 ~to December 31 81 Inclusive. 

In all oases .of termination of. seNloe for any reason other than retirement on the 
. . 

Municipal Pension Plan or on attaining maximum retirement age, adjustment Will be 

made for any overpayment of vaoatron. 

3-) Employees who reach one of the flve year a.nniver$8ry dates in the current Long 

Servioe Leave provisions prior· to January 1, 2016 shal be grandfathered under the existing 

collective agreement language until they reach their next five year ann·iversa.ry increment 

date, at which time the tenns cf this Agreement then apply to them and they are no longer 

entitled to Long Service Leave. All other employees will move to the terms of 1hfs 

Agreement in toll on January 1, 2016. For Clarity, an employee who oornptetes 20 years of 

service Qn December t, 2015 wm be credited with 192 hours of Long Service Leave, to be 

ta~en as per the cu1Tent leave provisions and will remain under the current vacation 

entitlements until December 1, 2019. An employee who will complete 25 years of service (or 

any other five year anniversary dat.e) after December 31, 2015 will not receive. Long Service 

Leave but wm be aflocated holiday hours as outlined under the terms of this Agreem~nt 

effective January 1, 2016 and must use any accrued entitlements as of December 31, 201 !;) 

by the end of the year in which the last annfversary date occurred. 

Doo# 774028 Page 5 
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4) The Employer and the Union a.gree to transition a:ny IAFF staff who fall under the 

current LSL vacation allowance to a. no loss no garn outcome that is mutually acceptable to 

both parties. 

DATED; ({) ~l/. '2015 

Doc# 774028 Page 6 

84 



I NWFRS L.Ont S@rvi<ie Agl'l!eme!ll ·October, 2015 I 
r Current CA (S!..IPPrts$ion ff) EffecU\t.e Of January, 2016 {S1pp·resslon FF) I 

1032 1:092 
Year Va1:ation, Statutory HoUd:ays l,Sl. Vear Vacation Stilltutorv ,Holidays lSl 

1 8 11 0 1 8 12 0 
2 8 12 0 2 8 i2 Q 
3 12 12. 0 3 8 12 0 
4 l2 12 0 4 8 12 0 
S. 12 11 0 s 8 12 0 
6 12: 12 0 6 12 12 0 
1 12 12 0 7 12 12 0 -

8 12. 12 0 8 12 12 0 
9 12 12 0 g 12 :1.2 0 

10 12 12 0 10 16 :ll.2 0 
11 16 12 0 11 16 12 0 
12 16 12 0 12 l.& l.l 0 

" l6 12 0 i3 16 li 0 
14 16 12 0 14 20 u 0 
15 i6 12 0 15 20 12 0 
16 16 i2 (I 16 20 12 0 
17 16 12 (l 17 20 12 0 
18 16 12 0 18 20 12 0 
19 16 12 0 19 24 12 0 
20 16 12 0. 20 24 I 12 0 
.21 16 12 16 21 24 12 !) 
22 16 12 0 2:Z 24 12 0 
23 2.0 u 0 23 2.4' 12 0 
2¢ 10 --24 -

12 0 24 12 0 
25 20 12 0 2S 24 12 0 
26 20 12 16 26 28 12 0 
27 20 12 I 0 27 28 12 Q 
28 2.0 12 -0 ?8 28' 12 0 
29 20 12. 0 29 18 12 0 

~°' 20 1l 0 30 28 12 0 
advr subtotal: 464 !60 :u $1)yr SUbtot!il:i 560 366 0 

31 20 12 16 31 24 12 0 
32 20 12 0 32 24 12. () 

33 20 12 0 l3 24 12. 0 
34t 20 12 0 34 ~(I' 12 0 
35 20 12 0 35 :20 12 0 

Syr ,Subtotal: lOiil ~(! 1ti ·sv.= S:Ubtott.1: 112: 60 l,l 

35yr Total: 564 l\:i'O ~ ~SyrTotah fi72 4121) 0 
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LETTER OF AGREEMENT #02-2015 

NWFRS RESTRUCTURING COMMITTEE 

(Letter of Understanding) 

Between Crty of New Westminster and NWFRS Local 256 

November 10, 2015 

The Undersigned Bargaining Representatives acting on behalf O·f the City of New 
Westmfnster {hereinafter called "the Employer") 

A.nd 

The Undersigned Bargaining Representatives acting on behalf pf ttie City of New 
Westminster Firefighters' Union Local 256 (hereinafter ca1led "the Union") 

The Parties agree to :recommend to their respective, approving bodies to accept 
the terms In this LOU and the attached supporting Agreements, Tenns of 
Reference and Process Documentation'. 
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TE.RM OF THE AGREEMENT 

The Employer and the Unfon agree that this Letter of Understanding (LOU) shall become 
effective upon ratification and remain In effect for the duration of the current 2012w2.019 
CollecUve Agreement 

SCOPE 

This Letter of Understanding (LOU)wil! outline the restructuring of the Officer Ra.nks of 
New Westmrnster Fire & Rescue Services (NWFRS) as detennined in the 2012-2019 
Memorandum of Agreement: Section 9 (Officer Restructuring). 

RfGHTS .AND RESPONSIBILITIES 

NWFRs· retains the responslbUlity to exer1cise its managerial rights which include but are 
not limited to as. foHows: 

• Creating and hnplementing po~ioy .and ensuring company policies a.re followed 
• Author:l:zing overtime, tlme off or leaves ofabsence 
• Calling employ_ees Jn to work 
• Altering work proces.ses 
• E:stablishlng or altering work schedules 
11 Determfni.ng of operational needs 
• Hiring, training .and promoting employees 
• Comrrdtttng ·or authorizing the :use of company resources 
·• Managing a budget 
• How many employees are to be employed; 
• What se·rvices and to 'Nhich :level they should be provided; 
• From whom should suppliles be purchased; 
• Followlng dlrection from City of New Westminster Mayor and CourncH 

IAFF Local 256 retains the responsibil'ity to .represent members of the bargaining unit; 
that responsibilify- includes but is not ~imlted to as follows: 

• Representf:ng Union members du:ring ooilecove bargaining 
• Collectively work with management and/or with the City of New Westminster to 

support any agreed upon labour fnltlatiV·S 

Jo.fnt Responsibilities: 

• Both Management and Union oollectfvely work to protect employees under the 
Charter of Rights and Freedoms. 

• Both the Employer and the Union: support the City of New Westminster Code of 
Conduct Policy - EDMS: 326244 

• Both the Employer and the Union support the City of New Westminster Respectful 
Workplace & Human Rights Polley- EDMS: 1:33505 

• Both the Employer and the Unfon 'support the City of New Westminster Attendance 
& Disability Management Policy..;... EOMS: 408502 

Doc: Iii 77222.S 
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ORGANIZAT•ONAL STRUCTURE 

The Employer and the Union have agreed that following the implementation of this LOU 
the organizational structure for NWFRS Is attached at the Appendix entitled 
"Organizational Structure". 

1. Joh Duties: 

The Terms of Reference for the fo!loWing positions are attached: 

Captain: EDMS - 771957 

Training Captain: EDMS - 771962 

Platoon Captain: EDMS-771959 

Chief Training Officer: EOMS - 771960 

2. Ellmfnate AssistantChiflf Rank: 

Upon execution. of the restructuring the oonfltmed position of Assistant Chief wlll be 
eliminated_. The "Red Circled" rate of pay will not apply as there ar,e· currently no 
confirmed Assistant Chiefs wlthin NWFRS. 

3. Qualifications: 

Any member cu~rently qualified as an Assistant Chief will be considered qualified to 
serve in the role of Platoon Captain. 

• Any member who has initiated the process tQ· become qualified to WQrk as an 
Assistant Chief will be credited for the oomponerits already completed. In addition, 
any previously aulgned work which is no longer· requfred to become qua.rifled to 
work as a Platoon Captain will no longer 1'!$ed to be completed be,fore being 
qualified to work as ·~ Platoon Captain .• 

• Members. Will be considered quallfled to work as a Platoon Captain afier 
successful completion of an education and evaluation componenw as outlined in 
the NWFRS Operating Guideline 5.01.10.000 ~ Officer Promotional Process -
EDMS: 772277. 

• Any member who has passed up a. promotional opportunfty 'for Assistant Chief or 
Platoon Cap~in, or any member who has passed up a training opportunity to 
becom·· ·· -. u-l'fled to work as an Assistant Chief or Platoon Cap·tain· W1'11 h··· th-- _ _ _ e q a LL __ . . _ . . . _ _ _ _ . _ , . ave .. e 
opportunity to accept and commit to training as it becomes available which is 
based on operational needs as determined by 1he department. All related tr(ilning 
opporrunities wili be offered to personnel in order of rightful seniorlty. The "time in 
I time ¢ut*! rule will' not apply to any member for any passed up opportunities for 
the Assistant Chief position or the Platoon Captain positkin fur an aforementioned 
opportunity that was declined prior to January 1, 2016. (I.e. Time in I Tfme out rule, 
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wm only apply for opportunities declined after January 1, 2016. Calculation of "sit 
ou:t times" wrn use the dates for the posting after January 1, 2016 which was 
declined). 

• Any vacant Platoon Captain positions wm be posted and awarded to the most 
senior qualified applicant as per article 4.3 of the current Collective Agreement. 

• The Platoon Captain will be assigned to supeTVise all on-duty suppression staff 
(Suppression Staff, Training Staff, Task Force Staff) and will respond as part of an 
engine company as per the Terms of Reference for the Platoon Captain (EOMS: 
771959). 

4 .. Reclassify Ueu:tenant Role: 

• All four lieutenant positions wlll be reclassified to captain. 

• Any shift worked previously to the agreed implementation date as an offloer (as a 
Lieutenant or as a Captain) will be credited towards the 96 probationary shifts 
probationary period as per the NWFRS Operational Guide.fine 5.01.10.000 -
Officer Promotional Process - EDMS: 7722.77. 

• The exisUng four Lieutenants wlll be promoted to Captain upon rmplementation of 
this restructure and paid at the rate of 122% of 11th year firefighter. The .existing 
four ( 4) Lieutenants must successfully complete all relevant training components 
and have completed a total of three (3} successful performance appraisals and 
practical incident avaluatfons by February 1, 2016. 

5. Filling Officer Vacancies: 

• Any officer vacancies will be filled with the most senior qualified applicant as per 
Section 4.3 of the Collective Agreement. 

• Promoted officers will initially be compensated at 117% of 111h year firefighter rate 
during therr 96 shift probationary per,lod. During this 96 shift probationary period 
these officer candidates wifl need to receive a minimum of three .successful 
performance appraisals and practical Incident scenarios in order to receiva their 
next pay increment whtch is 122% of 11 1

" year firefighter. 

• In the event that the employer has been unabre to assess the candidate in a trmely 
manner or extenuat1ng circumstances, once the ·candidate has been successfully 
assessed they will be retroactively made whole. The candidate wm receive the 
Captain's rate of 122% for all hours worked retroactively to the 9i" shift. 

• Those officer candidates who have completed shifts in ~n acting capacity pnlor to 
the Implementation of this restructure will have those shifts credited towards their 
96 shift probationary period. The requirement to reoeive a mintmum of three 
successful performanca appraisals and praotioal incident scenar:los remains. 
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6. Withdraw 5"' Assistant ChiefGrievance: 

s H rs. the µnderstaiiding of the Employer that the 5fh Assistant Chief grievance was 
to be withdrawn upon the signing of the LOA # 5 - 2014 ... Restivcturing of 
Oper;;itional Deptoyment In April of2014. · 

7. Evalg11tic,n and Revision: 

• The Employer and the Union recognize the o0mplexity of the resttucturing 
process. The Employer and Union agree. to add Restructuring a& a regular 
agenda item at Labour Management Meetings. As well, a c:omprehEmsive review 
of the entire restructure wnl be· scheduled for 1.8 months after itttpiementation. 

8;, Signees. Responsibilities: 

• The cOn$ideraition of and signing of tht:s:agreement Is up to both parties to .review, 
sign.and takie responsit>IUtyfOrthe teims herein. 

9. -~!!vised letters of Agreement: 

• LOA #1 -2.014 Hours of Work Fire Prevention Division (!Jpdated EDMS 
#772393) 

• LOA #2 - 2014 Fire Pr8:v,ention Task Force (Updated EDMS #772408) 
• LOA #3 - 2014 Clothing Issue Agreement (Updated EDMS #772435) 
• LOA#4 -2014 Promotional Protocols (Updated EDMS #772448) 
• LOA #5 - 2014 Restructuring of Operational Deployment* (Updated EDMS 

#772482) 
• LOA #6-2014 Removed 
• LOA #7-. 2014 Tour of Duty Adjustments to accommodate Trafning, lnter~shfft 

alld' loter-dlylsron T:ransfer (Updated EDMS.#772486) 
• LOA #8 - .201;4 Provision for Proration of Vacation Entitlement (Updated EDMS 

#772492) 

1 O. Pre-Promotional quaU:fications~ 

• The U;nion and the. Emp~oyer agree that in addition to. any agree(i..to 
educationaJ Wild tenure criteria to apply· for a vacant officer position, the 
following criteria will be required to be completed before an applicant can 
apply for these positions: 

· • Pilatoon Captah1: 

l>oc#77222S 

• Candidates must have oompfeted: 
o A full term working as a member in the Fire Prevention 

Task Force, or -
o A full term working as a member In the. Fire Prevention 

Division, or 
o Instructed two disciplines for a minimum of two year.; 

each. 
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• Training Captain: 
• Candidates must have completed: 

~ Captain: 

o A full term working as a member in the Fire Prevention 
Task Force, or 

o A full term working as a member In the Fire Prevention 
Division, or 

o Instructed two disciplines for a minimum of two years 
each. 

• Candidates must have completed: 
o A fufl term working as a member in the Fire Pr·evention 

Task Force, or 
o A full term working as a member in the Fire Prevention 

Division, or 
o lnstruct:ed one discipline for a minimum of two years 

time. 

• The Employer has agreed to Implement a grace period (five years from the 
date of ratification) In which members in the department are able to forecast 
and understand the timing of gaining experience in the aforementioned areas 
with enough time to be able to apply for officer development training 
opportl)nfties and open officer vacancies independent of immediate pending 
promotions. 

• 11. Attached Documentation: 

a. Letter of Agreement# 1 ~ 2015 ~ Long Service leave: EDMS 774028 
b. NWFRS Operational Guideline 5.01.10.000 (Officer Promotional 

Process): EDMS 772277 
c. Fire Officer Development Program Application: EDMS 772505 
d. :Fire Officer Career Development Program Checldfst: EDMS 439425 
e. Fi:re Officer Development Program - Fire Officer I and H (Captain): 

EDMS 649984 
f. Fire Officer Development Program-Fire Otncer IU (Pla.toon Captain): 

EDMS 614686 

Doc~ '172225 
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Dated . .. /Gl day of November, 2015 in t:tie City of New Westminster 

BARGAINING REPRESENTATIVES ON 
BEHALF OF THE CITY OF NEW 
WESTMINSTER 
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Attachment (a) 

Letter of Agreement #1- 2015 - Long Service Leave 

please see page 79 

95 



OPERATIONAL GUIDELINE 

NEW WESTMINSTER FJRE & RESCUE SERVICES OG # 5.01.10.000 
NW·EDMS# n2211 

TITLE: Office;r Promotlonal Prooess Page 1of12 

PURPOSE: To outllne the process, expectations, timelineli and requirements for NWFRS 
staff to participate and be successful in a promotional process wfthfn the 
Department for a role which is considered an officer and supervisory 
position. 

SCOPE: All uniformed NWFRS staff. 

A. Importance of the Company Officer 

The company officer is at the tip of the fire and emergency medical ~ervice "spear-", directly 
overseeing the application of the age11cy's personnel, training, equipment. and apparatus to ttie 
resolution of issues faced by the agency. Furthermore, they are the first contact with all fire 
department customers. Therefore. they are in a unique position to have either a positive or a. 
negative effect on the organization's reputation. These roles are important to the personnel they 
supervise, the admlnistratl·on they support, and the public they serve. 

Recognizing and understanding the importance of the position and the responsibiliUes are cr:itical 
to the success of a company officer. Filling the position r·equires oompetsncy as a leader, ethical 
behavior, and supervisory skills ~hat many new officers will have to develop. New officers should 
adopt an appropriate level of humility and respect for those they supervise in order to make the 
transition to officer less lengthy and difficult. 

Effective: 

Fire Chief Signature: September 18., 2013 

Replaces: NEW Issued On: January 1, 2016 
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0-PERATIOMAL GUIDELINE 

NEW WESTMINSTER FIRE & ~ESCUE SERvtCES OG # 5.01!.10.000 
NW·EDMS # 772277 

T1TLE: Officer Promotional 'Proc;eiss Page.2of 12 

.~ DEFINITIONS: 

~ Aot!Acti ng: 
o Any member who ls qualified as per NWFRS policy to serve in an elevated role act 

al the higher rank in a non-permar'!ent status for short or medium-term durations 
a.nd wlH be compensated as per the oolleotiVe agr€ement. 

o Article 4.4 (e) of the Collective, Agreement stales; 
• Up0:n being promoted (JI' tra.nsferred, a.n employee shall be placed on 

probation untif they h~ve completed .six (6) months of service to the 
satisfac.tiotJ of the Employer. Any employee, ho~ver, who acts in the rank 
tht;y are promoted R) or a higher rank, sha.11 receive as credit towards thek 
Probatfonary Period each fi.J.f/ tour of dt4Y white acting in such riiink(s) 
during the two (2) years prior to thS.ir appointment. For thli-purposes of this . ~ 

111· 

Article, a full tour of duty is a blook of tour COn5';1cutive shifts (le. two (2) 
days and two (:2} nights with no intervening shifts off): 

- Compa,ny Offloor~ 
o The individual in charge of a c:.-ew of firefighters, theJr responding appa.-atus and 

any .assrgned equipment. 

- NWFRS Fire Officer I/II Program: 
o The Fire Officer 1111 program prepa.res candidates to sef\le in the role as an acting 

and p.-o moted officer within the department. 
o Fire Officer ~evels I and II are defined under the following Cihapters in the National 

Fire P.-otection Association (NFPA)Standard 1021 ~J'Standard for Fire Officer 
Professional Qualifioa.trons (2.009)": 

• Fire Officer I: (NFPA 1021, Chapter 4 ~ 2009) 
• Fire Officer 11: (NFPA 1021, Chapter 5 -2009) 

Effeetive: 

Fire Chief Signature; September 18, 2013 

Replaces: NEW Issued On: January 1., 2016 
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NEW WESTMINSTER FIRE & RESCUE SERVICES OG # 5.01.10.000 
NW .. EDMS# 172271 

TlTLE: Officer Promotional Process Page 3of12 

- NWFRS Fire Officer Ill Program: 
o The Fire Officer Ill program prepares f Ire Officer II graduates to serve in the role 

as an acting and promoted Platoon Captain. 
o Fire Officer Level Ill is defined under the following chapter in the NFPA 1021 

Standard (2009): 
• Fire Officer Ill: (NFPA 1021j Chapter 6- 2009) 

·Promotional policy statement as found in the current collective agreement (4.3 Promotional 
Polley): 

o a) In making promotions, other things be;ng equal, effect shart be given to 
seniority. 

o b) A fair and adequate opportunity shall be given to all members of the Union to 
qualify for promotion. 

o c) The Employer agrees to reimburse members of the union for expensss Incurred 
by such members on the successful compleffon of a course or courses approved 

by the Director of Fire and Rescue Se1Vices (hereinafter referred to as "Fire 
ChierJ and Fire Committee which courses are over and above In-service training. 

- Public Servant: 

o The oompany officer and members of a unit are often the first direct contacts the 
public will have with the fire and emergency services of a local government. The 
contact often occurs when citizens are experiencing a crisis. As wall, there are 
numerous non-emergency circumstances tha.t provide the comparny officer with 
the opportunity to make a positive impression with the public. 

o The public 'Sees and may judge the ~ritire organization through tba company 
officer and crew. How that initial contact develops and the results of it are crucial 
to the impressions that the public will have of the organization, Company officers 
must understand the role of public servants and ensure that the unit's members 
understand this role. Customer service concepts should be applied to maintain a 
positive public perception ofthe agency. 

Fire Chief Signature: 

Replaces: NEW 
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, . . , -

o Fire and emergeocy seNioes members, are held accpuntable for delivering a 
service thatmeets fhe· externat cus_tomers' needs. The public expects efficient 
delivery of those services. Company officers shouldl consider the fire and 
emergency services organizatio-n to be customer sewloe..,o:riented. ·C1..1stomer 
service applies to volunteer as waif as .career organitations. 

- Subordinate: 

o New company officers need to reoogn~e thaHhey are both a supervr~or and a 
subordinate. A company officer is responsible for the members of the unit and 
their acuons while on-duty, The. organization's administration expects the 
company officer to supervise the unit and effectrvely complete assigned duties, 

o The company officer is also expect·ed to, irep:resent the adminlstr~tion ~nd ensL,Jre 
complf ance with administration poUcfes, rules. and regulations._ As a subQl'Qinate, 
a oompan;y ·officer Is expected to ex~te the on.fers. of superJ.or officer$. A 
company offlc~r may have to enforce wht:lt others perceive as unpopular pr. unfair 
poll'ctes:or orders. Being a svpervl5or is not a popu[arity cont&st! Offioers ,Sftoufd 
not publidy question or criticize poli6ies or-orders thatthey believe tQ be unfair as 
this provides a-negative example for both subordinat~ and peers. Any crlticb;ms 
·or questlons about policies or orders should be discussed privately with the 
admi.nfstration in ·order to search for Solutions. 

- Supervisor.: 
o A person who Is responsfble for directing the actions and performance of other 

peopl& or assigned staff, 
o Fire and emergency respon5e units are, generally close~knit. They look to the 

company officer as their supervisor lo make decisions that Will provide them with 
motivation and ~:tisfactlon to maximize perfurmance in the workplace, 

o The company officer performs many functions including but not limited to: 
• Provides leadership 
• Actfng as a role model 
• Giving advice 
• Providing representation for members to the adminI$tralion 

Fire Chief Signature= 

Replaces: NEW 
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NEW WESTMINSTER FfRE & RESCUE SERVICES OG # 5.01.10.000 
NW-EDMS# 772211 

TITLE: Officer Promotional Process Page 5of 12 

• Seeking to resolve Interpersonal conflicts 
• Applying counselHng or coaching when necessary 
• Directing the work and ensuring readiness 

o All of these, functions take place continuously with some conflicting with others, 
The company oftioer's most important task is to ensure the sarety of the unit's 
.personnel. The company officer must balance the acceptable level of risk to the 
unit While fulfilling assigned objectives. 

C. POUCY: 

Promotional Protocols: 

The ,intent of the NWFRS Officer Development Program is for the program to· remain current and 
provide NWFRS officers and candidates with the required knowledge, skills and abilities (KSA) 
necessary for an officer to function al an efficient and appropriate level with excellence in all 
aspects to protect staff and citizens' lfves, and property. 

These KSAs include but are not limltad to: 
- Understanding the structure, policies, procedures of NWFRS and the City of New 

Westminster, 
- Knowing, how to effectively communicate orally and in writing in both routine and 

emergency situations. 
- Knowing the fundamentals of human resources management, 
- Knowing how to protect the safety and health of assigned NWFRS personnel, 
- Knowing basic building construction and building systems, 
- Understanding the planning process, rnspeoUon procedures, investigation tectmiques, and 

public f1re and l ife-safety education, 
• Knowing how to deliver company-level emergency services to the public, 
- Knowing how to dellver company-level training in order to maintain a high degree of 

company proficiency 

The Fire Chief may provide equival~nt or alternative programs or courses as app:roprfate. 

Fire Chief Signature: 

Replaces~ NEW 
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All promotions may be subject to the finai approval of the Fire Chief, Director of Human Resources 
and the City of New Westminster Chief A{!mintstrative Officer. 

A sufficient rm mlber of applicants will be allowedi to participate in the preparatory programs to 
ensure an adequate number of qualified persons. is ~w.ailable for future promotio·n and relieving 
duties. · 

An individual candidate will have three {3} opportunities in whtoh to attain a passing grade for each 
component of the development prQQrams. If an appf!icant is unsucoessful In completing ~ny 
component after three attempts, the applicant will be deemed unsuccessful iil the Fire Officer 
program and Will not be accepted fo.r further fire officer ·training. For purposes of this section, a 
failed opportunity is defined as fafl!ing to meet core requirements in order-to pass. a oomponent of 
any bfficat/Supervis.or examination or evaluation rn a specific Fire Officer program (refer to sooring 
matrix of each program). The Fire Ch!efsha.11 have the right to make an exception if reasonable · 
circumstances warrant Candidates for the positions of Captain after qualifying for promotion wm 
be promoted once a position becomes avaifable according to their seniorfty as set out in the 
seniority list. For tile positions of Fire Inspector 3, Tas.k Force Captain, Training Captain; Platoon 
Captain and the Chief Training ·om~r the role will be, filled by a qualified individual upon 
successful comple~ion of a selection process as determined by the referenced promotilonaJ 
program documents: 

~ Fire Officer Promotional Process Flowchart EDMS 439425 
• Fire Officer Development Prog~m (FO llU}; EDMS 549984 

' . . 

- Platoon CaptaJn Proficiency Program (FO IH): EDMS 614686 
- Training Captain Program: EDMS: Under Review 
• Fire ln~p$ctor 3 Program: EOMS: 436413 
~ Chief Training Officer Program: EDMS: Un~er Review 
- Task Force Captain Program~ EDMS; Under Review 

Fire Chief Signature: 

Replaces: NEW 
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Right of ap·peaf of Examination Results: 

A candidate may appeal his/her examination result by writing to the Fire Chief within seven (7) 
calendar days of receipt of such results. Appeals wur be considered by an examination board 
appointed by the Fire Chief within fourteen (14) days of receipt of the appeal request. The 
decision of the examjnation board shall be final and binding. 

D. APPLICATION. CONTACT and ENROLEMENT INFORMATION: 

To apply for enrolment in either the Fire Officer 1111 or the Fire Officer Ill programs. a candidate 
needs to complete a declaration form and submit to the appropriate office prior to the deadHne 
rndfcated for the application process. 

The application process will be initiated through the Deputy Chiefs office at a time In the training 
calendar when training programs are available and the need for offlcer development is present in 
the roster due to pending vacancies. 

E. MEETING CHALLENGES AND EXPECTATIONS FOR A SUCCESSFUL TRANSITION 

The company officer is the vitaJ l'ink between the unit and the administration of the organization. 
The move from the backseat or driver's seat to the officer's seat brin.gs with it challenges and 
expectations. These challenges and expectations may be external or internal. New company 
officers, in particular, must be aware of these challenges and how to meet them. 

Challenges 

Challenges that a new officer witl encounter consist of leaming and applyi~ concepts such as: 

• Leadership - Officers must begin to cultivate the leadership skills needed to ensure that a 
unit operates safely, effectively, and efficiently. 

• Ethics. - Ethical conduct takes 011 greater importance because the officer is a ro:le mode'1 for 
subordinate members of the unit, peers, and even the public. 

• Supervision - Company officell' level supervision may be the, most difficult type of 
supervision one can encounter. The move from being supervised to supervising while still 
under the supervision of higher officers can seem overWhelming. 

Effective: 
Fire Chief Signature: September 18. 2013 

Replaces: NEW Issued On; January 1, 2016 

102 



OPERATIONAL GUIDELINE 

NEWWESTMINSTER FIRE & RESCUE SERVICES OG # 5.0t.10.000 
NW·EDMS# 1122n 

TITLE: Officer Promotlonal Pr·ocess Page8of 12 

• Responsibility- A new officer must assume not only responsibility for his or her own 
actions, btJt is now responsible for the actions of subordinates. 

• Authority- Officers must leam what authority is legitimately assigned to the position an.d 
how to apply it in a fair and equitable manner. 

New company officers wfll experience a variety of personal and professional changes during this 
transition to becoming an officer. Relationships will change because of the officers newfound 
authority as will the perception that others have of an indMdual who recently was a peer. The 
transition to company officer can also change the dynamics within a group and resun In personal 
changes. 

Personal FactorslPersonal Changes 

New company officers may have to make personal dhanges to avoid the antagonism, 
resentfulness, and loss offriendshlps that can occur ir the transition isn't well managed. To 
overcome these personal challenges, the new officer must; 

• Commit to the l'esponsibilitles, duties and requirements of the supervlsory posltlon - Learn 
about. be interested in, and be dedicated to the position. 

• Show loyal tv to the organization - Support the le.adarship team and political authority. Do 
not openly critrcize the organization, management or decisions that are made by it. 

• Show loyalty toward company personnel - Share your company's concerns, ideas, 
opinions, and complaints to your supervisor so that the unit has a. voice with management. 

• Act as a li~ison ~ As a supervisor and part of the management strucltire in the organization, 
act as a two-way Information agent, expressing agency policies; and listening to and 
passing on reaotlons to that policy. 

• Support all types of education and trafnlng - Seek opportunltles to leam and also provide 
them to other members of the organizaUon. 

• Guard conversations - Never say anything, on or off the job that would dishonor a person, 
a posrtfon, or the organization. Do not disclose information that is con1identiat, in particular 
informatron concerning. subordinates. Consider Information confidential unless told 
otherwise. 

Fire Chief Signature: 

Replaces: NEW 
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• Accep,t criticism graciously and accept praise, honours. and advancement modestly -
Admit mistakes and errors and take responsibility for them. Give credit to members of your 
crew for their accomplishments .and their contributrons to crew accomplishments. 

• Lead by examRle - Set a positive example for subordinates founded on a co.nsistent 
adherence to a set of moral, ethical. and social values. Such an example is of the utmost 
importance and is essential to the successful leadership of any organization. 

• Praise in public: disclpUne in private~ Never discredit subordlnates publicl.y. Point out 
mistakes or areas for correction to subordinates in private. Gausing someone personal 
embarrassment or humiliation in pubHc can destroy a relationshijp, 

• Project a professional image- Project a professiona'I image to the public, elected officials, 
internal and externaf stakeholders, and to peers. 

Approaches for a Successful Transition 

New officers have the choice to see their new challenges and expectations as either a burden or 
an opportunity to elCcel. Successful officers choose to see tile transition as an opportunity to grow 
as a professional. In order to take advantage of the opportunities that becoming an officer 
provides, a new oompany officer should try the folfowing approaches: 

• Communicate effectively. 
• Apply appropriate supervisory techniques. 
,. Manage effectively. 
• Project a command presence. 
• Develop an appropriate leadership style. 
• Show respect for others. 

• Be loyal to the company,. organization. and community. 
• Be a positive and ethical role model at all times. 
• live by a persona! and professional oode of ethics. 
• Set high yet attainable standards. 
• Value diversity in people and situations. 
• Prafse aooomplishments. 

Effective: 
Fire Chief Signature: September 18, 2013 

lssued On: January 1, 2016 

104 



OPERATIONAL G'OIDEL.INE 

NEW WESTMINSTER FlRE & RESCUE·S!RVICES OG # s.o.1,f0'.000 
NW•EDMS # 772277 

TffLE: Officer Promotiorud Process P~ge 10of13 

• listen to others. 
• Commit to ·ech.1cat1on and training. 
• Remain hurnble. 

By applying ar'!d practicing the previously listed skms. an officer wm provide the type of .role model 
thaUhe company. organization, and profession will:reoognize .and try to emuJ~te. Attaining these 
skU!s will require the officer to recognize what is lacking and wo,rk to develop it. 

A 11ew offk:ershoyld rarely reSQrt to using rank as a reason for com~iance. The officer should 
establish rel1atronships based.on mutual respect for the abilities of membe1rs of the unit and the 
officer. An officer inc.y heive already eeta~lished a reputation for good leadership, strong 
interpersoni:l skills,,. and fair supervision as an acting company officer. This. previous relationship 
can provide a bridge fqr the new officer. 

A new officer should a!Jways remember that respect must be earned. It Is possible that members of 
the unit ,m;ay decide to respect "the position and not the person filling it Then the new officer will 
have to work to gain the personal respoot of the members. · 

••start Tight Then G9 Light" 

A new company off·icer should remember that it Is easier to start ·applying pol!tcles and procedures 
:s:trlctlyand then ease the restrlct~ons than to become strfct after initially being lenient One way Of 
sayjng it is "start tight, then go light~'. 

There is also the possibHlty that the officer may be faced with. a. subordinate who Will only res.pond 
to strict authority, causing the offloerto have to state, "I am the officer iin charge of this OQmpany'". 
This approach should only be used in the most extreme situations and as a 1:ast resort. 

Responsi~Hlties 

By understanding their responsibli~ies and the people they are responsible to, company officers 
wlil have to be able to perform the duties that are assigned to tham. Company officers have 
re'sponsibilitles to all of the fuffow~ng: 

Effective: 
Fire Chref Signature: September 18, 2013 

Replaces: NEW lssu~ On: January 1. 2016 
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• Subordinate~ - Adhere to and enforce safety regulations in order to provide a safe work 
environment; also represent the needs of their subordinates to the organization and provide; 

o Ethical leadershfp 
o Fair and just superv:ision 

o Educational and training opportunities 
• Organization-Administer all policies and procedures of the organizatron; represent the 

organization to members of the unit and the public. 
• Public - Provide effective and efficient professional service to the public; be aware that the 

public provldes resources to the organization .and that officers are stewards of those 
resources. 

• Profession - Serve as vlsible representatives and role models. like alt fire and emergency 
seroices members. The public and the organization's members judge the profession by the 
actions of its officers. 

• Family - Listen to expectations and needs of your family and communicate the expectations 
of the new position. 

• Themselves-Live by a set of ethfcal standards and values that are based on the accepted 
moral values of the community if they expect their subordinates to live by them; respect 
themselves and abide by their convictions if they expect the same from others. 

Effective: 
Fire Chief Signature: September 18, 2013 

Replaces· NEW issued On: January 1. 2016 
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Summant 

The compfi!ny officer holds a position. that is unique in the fire and emergency services and 
supervisory positions in general. As a .wor~ing supervisor, the o·fficer must perform the same 
firefighting; rescue, or EMS tasks that other members perform. As a member .of manag13<ment, the 
officer must perform tlie functions of a first~level supervisor, evaluate pef'S4:)nnel, provide training. 
and develop budget reques~. among other duties. The company officer musfalso be a · 
representative of the unit to the administration, the administration: to the unit, and the organization 
to the public. 

In ·each of these roles, an officer must make depf.sions. act ethically. and apply supervi.sory and 
management skills to provide a professional service to the publlca;nd ·members.of the unit. Flnally. 
the companv offioer must underatand and aclhere to acknowledged ~tan}lards of leadel'Ship and 
:ethical behavior. Lead.er. su:pervisor. manager.· and unit member are .aH roles that a companv 
officer must team 1Q ~lji_y effectively and simultaneously. ' 

REFERENCES: Fire Officer Career Development Ct,ecklist EDMS -439425 
Fire Officer. Development Program {FO I/fl}: EDMS- 649984 
Platoon Captain Proficiency Program (FO JU): EDMS - 614686 
Flta Inspector 3 Progr~m: EDMS - 436413 
NWFRS Collective Agreement 
Letter of Understanding #4-2014: Promotional Protocols: EOMS - 772448 
Letter -of U:nderstandtng (Restructure)(October 2015): EDMS - 772225 
Application for Fire Officer Development: EDMS - 772-505 

Fire Chief Signawra: 
Effective· 
September 18. 2013 

Replaoas: NEW Issued Oo: Jan'Uary 1, 2016 
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NEW \iVESTMINSTER 
Fire & Rescue Services 

Assist.ant Deputy Chief Curtis Bremner 
New Westminster Fire & Rescue Services 
1 East fi"' Avenue 
Ne-w Westminster BC 
V3L 4G6 

RE: Fire Officer Development Program 

Assistant Deputy Chief Bremner: 

Please accept this letter as ·confirmation of my wish to enrol I in the upcoming Fire Officer 
Development Prog.ram which begins ... ·----------------

Upon Completion ofthe Program I will .accept any duties assigned to me as a CompanyOfficer. 

In addition to this signed copy lnavekepta secondcopyfor my records . 

Printed Name: 

Signature: 

Date: 

Fire Officer Devel-0pmentProgram {FO 1111, FO Ill, Etc.): 
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fire Officer career Development Program 

l'lame: _______ _____ __ ~ Date P.rogram Com.menced: ____________ _ 

Initial Date Comme.nts 

fire Ofiice;rff & It ~tain 

D ApplicationforCompanyOfficer Program submitted by 

candidate. 

D Reply and acknowledgmentletter toFO candidate, 

D CID provides pre-learning padtage tocandidali!. CID will 

review the Fire Officer development program with the FO 
candidate and their company officer. 

D Schedule defined-coJ11pleti01 dates for all components 

established. 

Step 1 Pre.,leamingmodtles 

D Hazmat Operations-NF PA 472 

D Fire Service Instructor NFPA 1041-Level I 

D FDMmodu1e:s, Te•Jestaff 

D TCI 

Step 2 -Self Oirectedstudy 

D J & S Fire officer Principles and PrattloeStudent Wotkboo:k 

D Directed :self-study assignmentand in house exam 

D El1Jddy to Boss ieaclershipbook assign·ment and Open Book 

exam completed 

Ste:p 3-fOI & IJ Certification component 

D Fire Office·r I course- Madu.le 1 completed 

D Fire Office.r I course-Mochrle2 completed 

D Fi re Officer I course - Module 3 "in house" completa:I 

D Fire Officer 1 cou- assignments WJ11Pleted and marked 

D Fire Officer II couise - Module 1 i:ompleted 

D Fire Officer II coul3e - Module 2 completed 

D Fire Officer II cou- assignments completed and submitted 

D "Prece,ptor:ship P:rO'gram" completed -EmV.IS #s: 656.S02,-
647040· 

l.a::t Up!latffl: Od:<t.:r 22, 2.014 P.age1 
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D Sua:essfu lly completed p rac:tical scenario/s 

I Structure fl.re, .. Ml.II, 
.. Hazardous materials incident 

D I ndicatorto act as Captain creat!!d io Te lestaff. 

D Letter confirming status to a::tin the Captain position 

Step 4-Probationary Period 

D Completion of32shi ftsasatlingCaptain. Candidate will 
trac:k progress and sc.hedu le :perfo rm:ana. appraisals with 
the Platoon Captain. 

D Submit completed performance appraisal toDi!putyCh·ief 

D First Successful performarn:eappraisat 

Successfu I evaluated operational p ractkal sc:en ario 

D Completion of64shiftsasartingCaptain. CandidatewHI 

track progress and schedule ;perfo rmana appraisals with 
the P.latoo n Captain. 

D Submit completed perforrnantE appraisal to[}eputyChief 

D Successful evaluated operational pra:::tkalsc:enario 

D Completion of96shiftsasactingCaptain. Candidate will 

track progress and schedule performance appraisal with the 
Platoon Captain 

D Second successful pe rformanr::e appraisal -submit to 
D.ep uty Ctiief 

D Successful evatu ated ope rational p ra::ticeil scenario 

D Probationary period completed Letter to candidate 

confirming promotioo toCaptain 

D Annual performanG! appr.aisal by PlatoonCe:ptain-submit 

to Di!putyChief 

D Successful completion ofan nual p ra::tir::al s::0enarlo. 

Step 5 -.Review 

D Oral Assessment 

Step6 ..Promotion 

D Promotion 

D 

Page 2 
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Are Officerlll -Platoon~ta'in 

Step 1-Appiication & Self:Oireaedstudy 

D Candidate. requests pe1mission tcbegin Fire Oflice.r Ill 
program, applylnwritlngtothe FireChiefQrdeslgnate. 

D 
D 

D 

D 

O!Jonfirmatfon letter toapplk:ant 

PAatmm Captain profiC:eocy package :issued to candidate. 

ED-flAS#413298 

Candidate requests to meet and review terms ofreferenc:e 
with De1nity Chief or Assistant O.eputyChlef 

App.to·,priate signatLiA!s captured on candidate's pro:fidenOf 
program packBge 

Step 2 -Self di recmdstudy & mentaringprogram 

D ReviewofFO II materiaHndlJdingl:nJt!llotllmi~dttl· 

D 
D 

D 

D 

D 

• Hamrdousmaterials 
• tel p.ragram 
• Highrise 
• ICS 

Platoon Captain program 'assignments completed; 
appropniate signiltl..IA!scap.tured 

Successful comjlletion ofLAFC course 

Step 3 -In house c:ompilillent 

Candld:aie requests oral assessmentdate, outlodkmeeting 
request to applicant confimiing oral assessment date 

Review of Fire Chiefexpectations, Roles and l"esponsibifl~ 
daH11·dutl>!!s 

Review of administrative duties inducting b utnotlimited to: 

• EDMS 
• Telestafr 
• MSO!fice 
• FDM-Trainingmodule, stationjournaletc 
• Eq uipment-invenmries, maintenan~, repairs 
• MCU', DOC operations 
• HR 
• Health and wellness 
• Performanoe:appraisails 
• Accidel1timre:stigation 

• 

Ste;p 4 - Assessment 

LastUp:iated: octob=r 2.2, 2014 
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D Panel oral assessment anti sit.uction.altesting 

D 2•.o oral assessment/eval uatia n (Optional if ne~ry) 

D 3rd oral assessment/evaluation {Optional if necessary) 

D Successful completion of Practia.I Scenarios: 

• Multi-family structure fire 

• Hazardous material incident 

• C<Jmmercial structtirtefire 

D Situational scenario evaltsationsTeleStaff. 

D lnrlkatorto actas Platoon Captain cl<!atedin Telestaff. 

D Letterconfirmingstatustoactin the Platcn1n Captain 

position 

Step5-i>robationar,o period 

D Completion of32shiftsasacting Platoon Captain. Candid$! 

wH I track progress and Khed ule performance appraisals 
with DeputyChief. 

D First Successfulpe1formancea_ppraisal-DeputyChief 

D Successful evaluation of a prartical scenario 

D 
Completion of64shiftsasacting platoon captain.-Candi~ 

will tra::kprogressand stheduleperformanceappraisal with 
the Platoon Captain 

D Second successfulperfcrmance appraisal -Deputy Chief 

D Successful evaluation of a practical scenario 

D Completion of96shiftsasa::ting PlatoonCaptain Candidin 

wifl tra::k progl<!ss and :schedule performance appraisals 
with Deput\fChief. 

D First Successful performance appraisal - Deputy Chief 

D Successful evaluation of a •prertical scenario 

D Applkationsubmittedbycandidate toapplyfor posted 

Plato1:1n C!ptain pc-sition 

D C<lnfirmation letter into-prumoted role 

LI 
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New Westminster Fire & Rescue Services 

Fire Officer Developm.ent Program 

Fire Officer I & II-captain 

P..- rpose: To defi n•e the careerpath for .fire Officer Develop ment,from a senior firefighter to 

Platoon Captain withi'n New Westminster Fire& Rescue Services. NWfRSOiice r Promotional 

P rocessO.G.5.01.10.000-EDMS 772277and the career development p rogra:mchecklist 

identify tne components of this program and further define the process to transition from a 

firefighte.rtq companyoffice r. 

Scope~ All staff eligible toente rthe fire Officer Development Program. 

Program: Fire Officer D.evelopment from firefighter to Platoon Captain. 

Pre-requisite to entering Fire Officer Program: 

• Eligibility toe nte r the program is<:le pemilent O•n operational need, seniority, an<:! 

suq:essful completion of P;r~req uisi'tiies. Completio·nof 10 year:sofse rvke, NFPA 1001, 

F.F. levels 1and2, NFPA472 Operations Level, NIFPAl'.041 Rre Service~t,Q,C.,a full 

term:se rved in elthe rof the FPO"division or the Fire P reventfon Task force, or Td·e ntified 

in-ho·l:lse operational instructional q1J1alifiaiil:i0ns. 

• Upon notke, members interested in participatrngin the OfficerDevelopmentProgram 

ne·ed to apply in writing to the Fir'e Chiefordesfgnate foracceptarnce into the program. 

Acceptance into the program will be 0111 a sen iorify basis and limited to the numb er of 

vacancies available in the current FireOff11:erProgram. Applicants will receiv;ea, letter 

from the Fi re Ch iefor designate advisingthe m they have been accepted irnto the 

program. 

• The Fi re Ch j,ef may modify requi n:!me nts based on ope rational staffing needs however, 

such re,q u irements will only be altered p riorto the s:tartofa given process and not while 

anygiven processisin midstream 

Probationary Period {Performance Appraisals): 

0 nee each ca:ndidate has successfu I ly completed the course req Liirements for.each lev·el of 

the officer development program, FO l/FO II,& FOHi f Platoon captain) they will ·enter into a 

probationaryperiodthatwill be defined as the firs:t96shiftsworked in an acting capacity. 

This period of probation is designed to give ea,ch candidate the opportunity to learn from 
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the experience ofsenio·rofficersand is meanttoassistthe acting officer in gaining the 

knowledge .andskillsofworkingata higher level ofr.esponsibilify. Duringthe96 scheduled 

working sh ifu, the candidate will be provided with three p erf:o rmance appraisals and three 

practical scenarioeva.luations. The evaluative processwill provide a feedbackrnechanism 

for the officer candidate's development and to facilitate mentoring and coaching necessary 

for each candidate to be succ essfu I. 

The purpose of the performan<ieappraisal program will be to: 

• Assess Performance, 

1 Highlightareasthatwill requireadditionalattention,and 

• Develop and sup pa.rt individual learning plan(s) 

pro()essand Educational Content 

Stepl 

Pre-Learning Module (Prior to Fire Offker1}: 

Note: Fire Officer Condidotes are required to successfully complete the Pre-Leaming moduJe 

before entering tile direcred self-study component: 

Minimum 10 years' service (subject to discretion o.fthe Fire Chief•based on an operatJ.:mal needl 

• NFPA 1001, Fi.refighter Level I and II 
• NFPA 472, Operations Level Haz-Mat 

• NFPA 1041, Fire service instructor 

• In-house tru~k '"ompany i11spections{TCll program, 

• Introduction to Telestaff, FDM (Incident, Prop.erty and Training modulesj 

o lnddentmodule- FDM RMS -(PPT) EDMS #607223 

o Inspection module-TCl':s, reportingguidelines-ADC Dick to;provide 

TCI PPT EDMS # 385690 

o Training Module -session entry and audits 

Lesson Plan ror raining module EDIVlS #618439 

Wo.rkflo-w -EDMS # 627371 

FDM Training Module- Training session entryOG - EDMS # 606441 

Hew to create a training session do~. EDMS # 618635 

o Station Journal 

o Telesta.ff-Workscheduling 
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•· Technkal writing for lnddentreplll.rts & communicat:lons, 

•· From Buddy to- Soss: [Effective Fire Serirlce Lt!adushlp, 'by Chase Sargentl .usignm•l!:'.nt and 

.subsequent evaJ.uation. 

• Ail o,perationa1 ski1! codes {I.E., EVO, Tow:e r Oriver, i=R 3, I 

Step2 

Directedse:lf St:udyComponent (Pre-Fire Offi~r I)~ 

Note: En try into the SeliStudy Component requiressuecessftJi completion of the Pre-Leaming 
Module. 

1. NWFRS Te:rms of Reference: 
.11. Captain (ED>MS #3&9307j 

2. Suild.ing aJnstructicm: 
a. J&B Fundamentals of Fire Fig'h~er Skills, Chap.ter6 

h.. Chapter 6 Revlew{EDMS 1141.9697) 
3. Electrical Safety: 

a. Ope:rat:ional G:uidelines 
i; 2:2S.04.000 Downed Electrical Unes{EDMS #3t67S25j 

il. 2.2SJl4.00·1 Substations- Electrieal Vaults {EDIVJS #367'526} 
·iii. 4 .1>7.01:000 Removal ofElectrkal Metets {EDM$ ft36756~1 

'b. Othe;r•Agendes 

i.. Be Hydro Ele~r1cal Hazard_s Fadng Fjrefighters{mMS #447335) 
c. Department Information 

i. Entry Jrito New Westmlnster ElectrlcaJVaµlt [EDMS "4710-21 
1i. Electrical Haiards Facing fo·efighters{EDMS #44710·5) 

d. PowerPoiilt P·r.asentat1o.ns 

i. Elect-ricil Emergency Scene Safety PowerPoint {El>MS #4470-73) 
· lL Nat1.1ral Gas a'nd Utilities Eme;l'gency Management {El>l>JIS #447240) 

4 . Elevators:. 
a. Ope.r.ational (iuidelines 

i . 2.16.04.000 Elevator Rescile - Hydraulic El~vators (EDMs #3fi7445) 
fi. 2.16.04.001 Elevator Rescue - l'f'attion Elevato.rs [EDMS #·36-7446-) 

Hi 2.25.05 .. 000 Firefighters' Elevators {EDMS #367530) · 
iv. 2. • 6 .o-3.ooo Rescue~ - No FiTes (EMDS #367430} 

b. J&B Fundamentals of Fire FighteT SkiUs, Chapter 261 Elevator and Escalator Resou~ 
5. Fire Alarm Systems 

a. Operational Guideline 
i. EDMS # 466453 

b . Fire Det•ectlon Systems, J& B Fi.re lnslJEcto·r Prlndp'les and .Prac:tice, Chapter 8 

6. Clandestine Lab/Grow Op Awarene:ss 
a. EDMS ft 447306 
b. J& B Haurdous Mate.rials A:Wareness arid Op-eiitions Chapter 13 

7. Natural Gas, Propane and OtherG.ases Safety 
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a. Operational Guideli·nes 

i. :!Ul7.06.0'.J1 Gc;s Detector-Maintenance Procedures (EDMS #3572771 
ii. 1.07.05.002 Gas Detector-Calibration and Service [EDMS #36727B) 

iii. 1.07 .06.003 Gas Detector- Bump Test Pro-c:edur• [EDMS # 367279) 

iv. 1.07 .07 .00\l Co mp ressed Gas Cylinders - Hyd r-ostatic Dates [EOMI.\' #3672801 

v. 1.07.07.001 Handling; Compressed Gas Cylinders(EDMS #3672811 
vi. 2.17.09 .0~HlCompressedGas Cyfimlers(EDMS #3674671 

vii . 2.17.09.001 Liquefied PetroleumGas-LPG{EDMS #3674S8t 

viii. 2.17.10.000 Natural Gas Response -General Rule '(EDMS #367469~ 
ix. 2 .17 .10.001 Gas Fi red Sollers-Overheating {EDMS #367470} 

x. 2.17.10.002 Natural Gas in a Structure-With Fire [EDMS #3674711 
xi. 2.17 .1(}.003 Natural Gas in a S'tructu·re - N·o Fire {EDMS #3674721 

xii. 2.17.10.004 Natural Gas Leak-With Fire {EDMS #367473~ 

xiii. 2.17 .10.0il5 Natural Gas Leak- No fire [EDMS #.367474) 

xiv. 2.17.H.OOOCarbon Monoxide Gas (EDMS #3674751 
b. Department Information 

i. Natural Gas Aware·ness {EDMS # 447161 I 
c. Propane Awareness 

i. EDMS # 466457 

d. PowerPoint Presentations 

l. Natural Gas Awareness PowerPoint (EDMS #447159} 

ii. Natural Gas an·d Utilities Emergency Management [EDMS #447240) 

8. TransLink, light ·rapid transit, SkyTrai.n 

a. Operational Guidelines 

i. 2.25.04.004SkyTrain Sub Station Procedures [EDMS #367529) 

ii. 2.25.13.000 SkyTrain -General {EDMS #3575:l9I 
iii. 2.25.:!!.3.002 SkyTrain - Station Run Through Procedures (EDMS #367540) 

b. SkyTrain Emugency Response Agency Ha.ndboak 

c. Department Information 

i. Mema #1S 2012 SkyTrain Fire Command Post Lo-~tion Change (EDMS #396380) 
ii. SkyTrain Addresses 

1. 22'• Street Station - 2124 Sew nth Street 
2. New Westminster Station - 34 Eighth Street 

3. Cntumbi.: Station - 425 ColumbjaStreet 
4 . Sapperton Station -202 Keary Street 

5 . Br.aid Station -81 Braid Street 

Hi. TrainingVideo-(E.ach Fire Hall Hasac.opy) 

1. SkyTrain Emergency Rescue 
iv. 

d. PowerPoint Presentations 

i. SkyTrain Jacking for Firefighters Pow.erPoint {EOMS #447368~ 

e. SC Transit Compress Natural Gas Fuelled Vehi-cle:s (EDMS tl44763S) 
9. Vehicle extrication, J&B Fundamentals of Fire Fighter Skills, Chapter 25 

a. Operational Guide'lines 
i. 2.Hi.03.009 Extrkiltlon-Mator Vehicle Accidents{EOMS #367439) 

b. PowerPoint Presentation 

i. Vehicle Rescue and Extrication Chapte.r 25 (EDMS #419719) 
10. NWFRS Truck Company Inspection P-rocess 
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a. Operat;iona1 Guldeli:nes 
i. 5.03.02.00'1 Truc:kCompany Inspections (EDMS #'367'17Sj 
ii. 5.03.02.0°'1 TruckCompany Inspections Appendix [EDMS fB67177) 
iii. 5.m.02..002 Fa~rinltiD:iiS · tnspecliiom .Relt Hiimes and HD.sp'itals: {£DM:S !f.357WD} 

b. Po·werPaintPresent:ations 
i. TCI PPT Feb 2013 [EDMS #385696) 

11. Types ofOccuP,ancies, ]&SFire lnspectorP.rincip:lesand Practice, C11apter 3 
12. Fire PreV'!!ntioil & Pub'lic Education, J&B Fundamentals of .Firefighterstms, Chapter 35 

a. J& B Fi:re Prevention and P>ub'lic Education ChapttH 35 PowerPaint {EDMS 1#419736·) 

13.. Fire Cause Determination, l& B Fir.e Officer Principles and Practice, Chapter 17 
14. Portable fire extinguishers,J&B Fu.ridamental:S of FirefighterSkiUs, Chapter 7 

a. P0werPoint, J&B Po~b!e Fire Extlnsuishe:rs Chapter07 (EDMS #423893) 
15. Ha"Z-Mat/Eme1r~1mc:y Re.sponse ·Guide: . 

a. .Recognizing and ide:ntifylngthe hazards 
b. ERG guide-EDMS #'470215 
c. J&B Fundamen.tals of fiorefighterSkills, .Chap,ter 29 
d. PowerPoint Presentation, Recognizing and Identifying the Hazards {EDMS #419724) 

16. H02-lli~: PPE, Scene Safety and Soi!ne <&ntro:I 
a. J,&B Fundamentals .of Firefigh~rSkills, Oh~pter 31 
b. PowerPoint Pl'esentation, Scene Safety and Sc:ene Control '(EMl>S #419728) 

17. Hai-Mat:. Decontam1nation 
a. J& B Funda.mentals of FirefightE'r Skills,. Chapter 33 
b. PowerPoint Presentation, l>econt.amination Techniques [EDMS #419734) 

18. Salvage and o'll'l!rhaul 
a. J&B Fundamentals of Firefighter Skills, Chap·ter UI 
b. Powel'POiiitPtesentation,Salvage and Overhaul Chapter 18(EDMS #423906'1 

19 .. Fire SernceCommunicat:ion. 
a. .I& B Chapter three-EDMS # 63630•5 

20. Fl.re FJow and Fiil'e Suppression Systems 
a. J&BFi<re lnspecror, Ohap.ter 9 

21 .. VEnti'latla.n 
a. J& 8 Fundamentals of Firefighter Skills, Cha:pter 14 
b. PowerPoint Presentation, Ventilation Chapter14{EDMS #418817) 

:22 .. Water Supply 
a. J&B Fundamentals o·f Firefight;erSkHls, Chapter 15 
!:I, PowerPointPresentation, Watef'Sup;plyChapter 15{EDMS #423901) 

23. High-R.ise Operations 
a. Operation G uidellnes 

i. 2.17.05.000 High Rise Fire Att.ack 
b. ,i&B Fundamentals of FirefighterSkills, Chapter 16 

24 .. ICS 100 
a. O.peratio·rnal Guidelines 

i. 2 .02 .OROOO Incident Command System {EDMS #367293) 
ii. 2.02.Gl.OOO lncidentC.ommcand,- Respi::msibilities[EDMS #367294) 

iii. 2.02.Gl.Oll,1.Command PoSt:-lnddentCommand System (EDMS #367295) 

lv. 2.02.0:2.002 Rehabilitation Area- lncident~mmand •[EDMS #367300) 
v. 2.02.0·2.mB lncidentOommand- Re'habi'litation [EDMS #3573011 

vi. 2.02.05.0CO lnfo.rm:atio n Officer - I ncide.rlt Command System (EDMS #367304) 
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vii. 2.02.07.000 PlanningSection Chief-lncidentCommand System [EDMS 

#367306) 
viii. 2.02.08.000 Logistics Section Chief- ln-c-identCommand System (EDMS 

#367307) 

ix. 2.02.09.000 Finanai Section Chief- lncidentOommand System [EDMS ft36730.Bl 

x. 2.17.00·.002 Initial Response-Size Up Command [EDMS fB67448I 
·b. J&B Fundamentals of FirefighterSkllls, Ch.apter 4 

c. lnddentCommand .a.ddendum [EDMS #419774) 
d . PowerPointPresentations 

i. lncidentCommand System {EDMS #419014) 
ii. NW ln:::ldentCommand 1EDMS #4238571 

iii . Incident Command and Passport Accountability Review [EDMS #419016) 
iv. J&B ICS Incident Command {EDMS #419695) 

25. Asbesto0s Exp·c:sure Control Plan 

a. Operational Guideline 

i. 1.01.06.001 Asbestos Plan Operational Guideline [EDMS #4213191 
.b. Information 

i. Asbestos Awareness OHS 306 {EDMS #164043} 

ii. Sources of Asbestos in the Home {EDMS #:il.640401 
iii. Vermiculite Insulation (EMDS #1'£i41'.13S) 
iv. Health Risks of Asbestos {EMDS #164032 I 
v. Asbestos About Your Home fEDMS #162151) 

Step3 

The Fire Officer I & II pr<tgram shall be :scheduled by the Fire Chief'[or their designate I dependent on the 

operational need for company officers. F01 and FO II will be deliVl!!red concurrently. 

fi:re Officer h 

Module 1 -A:!ministl"ative, Supervisory, Leadership and Managerial Classroom Sessions: 

" Successfully complete the required certified course: 

Module 2 - Emergency Scene Mi!nagement Level I Classroom Sessions: 

" Successfully complete the required certified co0urse, inclusive o.fexamination and 

evaluations. 

.. Successful completion of course assignments 

• Successful completion of preceptorship program 

Fi're Officer H: 

Module 1-Administr.citive, Supervisory, Leadership and Managerial Classroom Sessions: 

.,, Suc.cessfully complete the required certified course, im:lusive of examinations .. 

Module 2- Emergency Stene Management Leve.I II Classrcnim Sessions: 

., Successfully comp·lete the required certified course, inclusive ofexaminations. ~ 

evaluations. 

Module 3-ln house Administrative Training [currently und·e ,rdeve1opment~: 
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• Roles and. ResptmSibilltie:s - Te:rms of Reference Corn,p·any Oflice.r .(EDMS 4174721 

·•· EDMS- .Report writing EDl\AS 4184312 {P'PTI Under developme·nt · 

'" Office procedures and Computer training {Outlook, MS Word, MIS Power point, !\AS 
Excell- U.nde:r deve~Ja1:m1ent 

• OH&S 

0 

0 

• HR: 
0 

0 

0 

0 

Cl 

Accident reporting procedures {City vehicle involvement in MVI) 
Accident/ Injury Teportingand aocident inv.estigaiion 

Attendancie and Disability Management program, doc.# 141052 

Performance management 
Labtiur relations 

P~rformam:::e •reviews 
Respectful Workplace Policy, - Doc.# 133506 

·• Legal issues: 
a Section 217 {Bill C 45) 
Cl Liabllity 

Cl Risk Management 

o Due dlligence 

o Awarene~ and l!nde:r:standing of the LAFC -6.1. (a-c) o:ffil"e se:n1ice:Sact. 

o Awareness and Unde·rstanding of the CNW liire Protection BylaW' lllo. 69410/ 2004 
• DOC and Mnbile Gammand Centre" 

o NWFRS emerg.encymanageme:nt 

"' Leade!"Ship& lnterperaanal traitning 
o l·nter,pe.rsanal Siems 
o Orpn1zationa1 ·Bell B11i0-ur 

o Conflict ReS11lution 

o Frontline Leade•r:shipfSupeTVi:sion 

·•· Suca;ssfu11y camplete:smultip1e o,perational ·practical scenar'lo:s, inehJdlng'butm:it 

limited to•: 

o Si·ngle family structure fira 
c Multl"famHy;. 

Three story walk ups 
High rise 

R>esidential over commercial 

• Commercial structure fire 
• Medical aid call 
• MVI 
• Hazardous Material tncident 
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Step 4 Probationary Period 

Scoring ma.trix 20% I cateimrv: 

1. Theory: - this shall encompass all classroom participation, self-study material, and all homework 

as5ignments. 

2. Pra::tical:- this shall be an operational s::enarlothat shall be an in-field scenario· based on a 

realistic si:enarlo using N1iVFRS operational apparau.1s and crews. 

3. Problem-solving session:· this shall be an in-house facilitated problem-solving session whereby 

the candidate showcasi!S the.ir ability to man~e a numlter of Human ReSt>.urce, Lea:luship, 

Staffing, Situational Problems presented in h.ard copy and evaluated by the CTO, ADC and/or a 

DeputyChief. 

• Passing gradE for each component shall be 70%. 

• Candidates are required to meet the minimum passing grade in eac!h category in onler to be 

succ.essfuJ in the 11rocess and Jl<roc.eed further. 

Nar:e: Tile cana"idate now begins the probationary period ofS5 Kheduled shifts working. This 
probationary period is for Cap rain ~.ruw., (Reference C.ollecti11e.Agreemenr Article 4.4 (e}} 

Note: cro issues Jones & Bortlert Fire Officer Principles and Practice - Student Workoook:ta cancUdate, 
with .assignments indicated-to be completed by the end of the 95 scheduled shifts prcbatfonaryperiod. 

Su::cessfull"ii compl•ete probat:ionarv period of96 s::heduled and worked shifts. This lncludes3 suc-cessful 

performance appraisals. 

4. Performance Appr.aisl!I: Based on the candidates' abilitytoimprove on areas identified as ne·erls 

or meetsrequi.rements, and the efforts taken to improve on the job performance. Performance 

appraiSl!ls are to he used as coaching and mentoring tools to assist in improvingjob skills and 

knowledge. 
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Step 5- Oral Assessment 

5. Ora'I Assessment: this shall be an i;nterview:utili~d to review areas .previously ide;ntified in 

:performance evaluation as weH as quest.ions utilizing the use ofa scoring matrlx that shall be 

ciClnsist-entfor aH members. 

• 

• 

Passin;: grade foreac;!ll compcjnent shall be 70%. 

Call!dldates are required to meet t1he minimum passing grade in e~ .Atei;ory in order to be 

suca!!SNI in the proeess. 

Step& 

PROMOTION: 

• Once eac: h candidate is successfu I in theirp robatiQnary perioci I has shown theabilify' to 

learn, imp ro:v,e and receive sum:ssfu I performanceapp raisalsl and is successfu I in the 

five scoring matrix components (aJ I classroom theory, the practical scenario, the 

facilitated problem-solving sessiOn~ the oral MSessmernt p rooess, and three 

performa.nceappraisals)as identified in the promotional pr.ocessthe c.anclidate will th.en 

be eligib lie for promal:io n to Captain i nto·a posted pmition. 
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New Westminster Fire & Rescue Service.s 

Fire Officer Development Program 

Fire Officer Ill Program -Platoon captain 

Purpose: To define acare·er path for Fire Officer Developmentfromthe role o.f a confirmed 

Fire Captain to Platoon Captain within New Westminster Fire & Rescue Services. Referto the 

NWFRSOfficer Promotional ProcessO.G.5.0LlO.OOO(EDMS 7722n) and the NWFRSfire 

Officer Development Pro&ramchecklist EDMS# 439425. The NWFRSfire Officer Development 

documents identify the knowledge, skills, abilities, and e'ducation and qualification process 

necessary for the development of Fire Officers to the level Platoon Captain. Refer to· the 

Platoon Captain's Terms of Reference (EDMS 771959). 

Scope: Any rnemberofthe NWFRSthat is a confirme·d Captain 

Program: The Fire Officer Development program; FO Ill- Platoon Captain level consists of the 

candid ate successfu I ly completing: 

• Eligibility to enter the FO Ill Platoon captain program is dependent on operational need, 

successful <:om.pletion of a II pre-requisites, a ml a fUI I term s·erved in either the FPO Division, 

the Fi re Prevention Task Force, or identified in-house operati-Ollii I instroctiona I 
qualifications. 

1 Adireded self-study and mentoringco·mpo·nentsupported by the assigned 

Deputy/Assistant Deputy Chief:and the confirmed Platoon Captain, 

• In-house education delivery, 

• Successfu I comp leti-0 n of Lo cal A ssi.sta ntto the Fir·e Commissioner (LA FC) course, 

• Successful completion of practical operational scenario, 

• Complt!!bon of a successful facilitated situational problem solving session, 

• Completion of a successful written ·ex.am, and 

• :Successful completion o.fo.ral assessment 

Probationary Period 

Onc:e eac:h candidate hassuccessfullycompletedthe course re·quirementsfor each level ofthe 

officerdevelopment program (FO l/FO II & FO 111/l they will enter into a probationary period 

that will be defined asth·e first96 scheduled shifuworked in an acting capacity. This period of 

probation isdesigned to.give each candidate the opportunity to learn fromthe ·experience of 

senior office rs and is mea.ntto assist the actingoffic·er in gainingthe knowledge and skills of 
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W1Jrkingat a. higher level ofresp1Jnsibilify. During the 96 scheduled working shifts the 

candidate will be provided with three performanceappraisal:sand pradical evaluation at equal 

intervals (32,64,and 96 shifts) during the probationary perl1Jd tha,twill be effectiVely used asa 

mentoringand a learningtoo·I arM~ to identifyareasofnecessaryimprovement. Tbe intentof 

the l?e rformance Ap·prais11,l program Is to provide feedback on a candidate's pe rforma.nce a,nd 

to provide the tools necessa,ryf<oreacn cCl!ndidate to be ultimatelysumessful tnroughQUtthe 

proc•essand in the new role. The purpose oftlle performanc·e appraisal programwill be to: 

• Assess Performance, 

• Hign ligntareas that wi 11 require additional attention, am::I 

·• Develop· and support frndividuaJ learning plan[sl. 

The fire Oflhler Ill D.eve:&opment'Program 0 utline (FO lit): 

Pre-requisitestoentering FO m Program: 

1 Eligible toe nte r the Fi re Offi.c:e r IU development program upon successful comp·l·etion of 

Fire Officer !lland confirmed toth.e rank of Fire Captain in NWfRS. 

• Upon notice, rne mbe rs interested in participating in fhe ro 11:1/ Program need to apply 

in writin,gto the ffreChiefordesigr:iateforacceptance ir:itotheprogram. AJetterwillb.e 

se ntto the applicanffton, the Fi re Ch Tef or desigr:iate acce pti ngthe m. to the p.rogram. 

Acc:eptani:e into, the program will be on a si:!nTority basis and limited to the number of 
spots available in the current fire Officer HJ program. 

• The fif·,e Chief may modify requirements based on ope rational staffing ne.eds, however, 

such re·quireme$will only be a,lter·ed prior to the start ofa given proc,essarn~ not while 

:any given process fsin midstre.am .. 

STEP1 

Earlly learning modules•[refreshef"from Fire Offtcer I): 

Not·e: participation in the program re·quiressuccessful comp.l•etionofeach module prior to 

acceptance. Topic:sindudebutare notlimitedto: 

• Haza.rdous materials operoitions level (refresher) 

• Fire Servlc:.e tnstructor(refresher) 
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• NWFRS In-house true k c-0mpany inspections (TCI) program, 

• ln.cldentreportwriting&communications, 

• From Buddy to Boss: (Effective Fire Service Leadership, by Chase Sargent) assignment 

and subsequentevaluation. 

STEP 2 

Directed seH-studyand me.ntoringcomponent: 

The candidate will be issued the Platoon Captain Self-Study Program package (EDMS TBD). 

The Platoon Captain Program has been created as an in-house training and mentoring program 

that Fire Officer lllc.andidateswill complete to enhance their understanding, knowledge and 

ability to fill the position. The processisdesignedforthe Fire Officer Ill candidate tocomplete 

wh lie on-duty working with the on-duty Deputy I Assistant Deputy Chief in a p ractica.I 

nnentorship environment. lti:sexpected thatthe Platoon Captain Proficiency Progra.mtraining 

be completed within four rnonthso.f implementation. 

STEP 3 

Jn-House Educational Delivery: 

The following topics will be deliveredto the candidate while on-shift: and on-duty: 

• FireChief'sExpectations 

• Role and Responsibilities- Platoon Captain Terms of Reference 

• Administrative duties, daily, weekly. 

• Office procedures and Computer trai nlng: 

o EDMS 

o MSWord 

o MS Excel 

o Firehall Da.ily Journal 

o Training Records 

o Small Equipment Log Book 

o First-Aid Supplies 

o We·ekly Inventories 
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o Equipment Repair/ Rep I.ace rnent procedures 

o Outlook 

o Telestaff: 

• Pa,yroll 

• EXceptions 

• leave Requests 

• Special Circumstances 

• Instructor Pay 

• WorkScheduling 

• Up staffing When Required 

a TrainingCalendar 

o FDM: 

• 
• 
• 

Incident Reporting/Recording 

Acc.epting/ReJecting FOM Reports 

flRE Reporting 

• TC! Inspection Completion 

• Training Records 

• Mobiie Command Unit 

• OOC/EOC 

• E-COmm CA.D/RMS Procedures 

• Sasic Attendanc•e Management Program Understanding, (book off_, book back 

procedures) 

• WorkSafe Staffing Procedures: 

o lnjury/lncident1nvestiga1ti1on 

o NoUffcation Procedures 

• Respectful Workplace policy and Harassment pplicy 

• On call DutyChfef 

• Operational Responsibilities- Platoon Captain 

·• Fire l:nspections, lnv·estigationsand Public EducaUon 

• LA FC ResponSib ilities and O bliga,tions 

• Fire and Reseue Polkyam::l Pro.cedures,Rules 

o Responsibility Forms 

o Alarm Panels 

• SafetyCommittee Process/Procedures 

• NWFRS Policy arnd Procedures 

• Performa.nce Planning: 

o Personal 

o Di red Reports 
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• Hea Ith and Safety gu i d·e Ii nes,. Health and Safety - Critical Incident Response 

Management, Incident Safety, WorkSafe BC- Part 31 Firefighting. Perso.nal Protective 

Equipment, Personal Injury and Vehicle Accidents 

• N!WFRSCollectiv.e Agreement 

• Practical Emergency Incident Management Evaluations 

STEP 4: Assessment /eva.luations: 

Practical Operational Stienario: 

Ea.ch candidate will have to manage an operational scenario with NWFRS resources. A number 

of scenarios will be presented to the candidate face-down, and the candidate will select one to 

facilitate and manage. The assessment of the outcome of the sc·e n a rio wi II be conducted by the 

CTO, and/or the Deputy/Assistant DeputyChief(s). 

Situational Problem Solving Session: 

The candidate will be asked to showcase their skills in a numberofar·eas:and presentsolutions 

to the following situat ional prob le ms: 

- Staffing Rosters 

Leadership 

Human Res·ource Management 

Communications 

Operations 

The situational problems will be presented to the candidate and will be s-0lvable with the tools 

.and experiencethe candida.te has rec·eived throughouttheircareer and the Fire Offic·er 

program. 

Upon Successfu I co mp letion of a.II the components the cand i da.tes is q ual ifi ed to ai:t as a 

Platoon Captain. 
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Scoring Matrix: 

1.Annual Emergem::yfncfdentManag.ement PracticaJSc,enario: 2s%:.. Thisshall bean 

ope rational scenario thatshall be an i n-fiof! Id :scenario based on a realistic ste narjo· using 

NWFRSresources. 
~ I 

l. Performance Appraisals: 25%-Thisst>iall be based on the candidatesh ahilityto improve on 

areas ide ntlfi ed ~ needs or meets req uTre me rnts as outli nedm-t 

the efforts taken to improve .on the job pe rfo.rmance. 

3.ProblemS~lvingSession:25%-Thisshallbecom::ludedfromascorfrngmatrixconsistenttoall 

carnd rd:a;tes and pertains to situational prob le m-so·lvi ng.q ui!:stions. 

4. Written Examination: 25%- This shall be a written eitamcoveringthe educational rna.terial 

fromthe FO m tral'rilng. 

5. C<mdidate must pass each component 

'6. A passTrng grade for the completion of the program is 70%. 

7. Candidates are required to· meetthe minimum passing grade In eai::h category in order to be 

successfu I In the process. f'ailu re of one c.omponent in the evaluation matrix cornstitutes an 

O·verall failure of the program. 

Probationary Peri'od 

Once the candf.date hassuccessfullycompleted the program requir.ementSfor fO llfthe Platoon 
' ' 

Captain theywill enterintoa probationary periodtha.twill be defirneda.sthefirst96 scheduled 

~hifts worked in an acti.ng capacity. This period of probation Is designed togiv.e e:ac h candidate 

the O·P portu n ity to learn from the exp e rie r:ic,eof senior officers; and is meantto assist the ading 

officer in gaining the kn<>Wledge and skills of working at a t.igher fevel ofresponsibllitv. During 

the 96 scheduled workingshifts the candidate will be: provided with three performance 

.app raisalsand practical evah.1a,tion at equal T nte rvals (32, 64, and 9,6 shifts} du ring the 

probationary period .that will be effectively used :as a mentoring and a. learning tool and to 

identify areas of necessary Improvement The intent of the p,erformance Ap prai.sal program is 

to provide feedbackon a candidate's performance and to provide the tools necessaryforeai::h 

candldate to be ultimatelysucces-sfulthroughoutthe proi::essand in the new role. The purp.ose 

of the .performance appraisal program will be to: 
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• Assess Performa:nce, 

• Highlight areas.that will requir·e additional .attention, 

• Develop an appropriate learning plan(s) as necessary. 

Upon the completion of the 96 shifts, three successful performance appraisals, and three 

successful practical scenario evaluations, the candidate can applyforthe posted Platoon 

Captain position. 
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NEW WESTMINSTER 
Human Resources 

Policy Title: CODE OF CONDUCT 
Includes (but not limited to): 

• Affidavits and Legal Opinions 

• Business Lunches, Seminars and Social Functions 

• City Property and Information 

• Conflict of Interest 

• Criminal Implications 

• Disclosure of Property Ownership or Organization 

• Fraud and Anti-Theft Measures 

• Gifts and/or Personal Benefits 

• Outside Employment 

• Political Activity 

• Public Comment 

• Reporting and Whistleblower Protection 

• Substance Use 

• Telephones (land and mobile) 

• Workplace Behaviour 

Issue Date: 1998AUGUST 

Revised Date: 2013 JANUARY 

Prepared by: JOAN BURGESS 

Document#: 326244 

Purpose 

Local government is an accessible and accountable form of government. To ensure 
public trust the highest standards of ethical conduct are to be maintained by municipal 
employees. This Policy is meant to promote high ethical standards and behaviour within 
the City's workforce. It does not provide specifics for every circumstance. 
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City employees have a responsibility not merely to obey the law, but to act in such 
manner that their conduct will bear the closest public scrutiny. 

Scope 

This Policy applies to all persons associated with and employed by the City of New 
Westminster, elected officials, and Boards, and to all aspects of the employment 
relationship. 

• Affidavits and Legal Opinions 

Employees should not swear affidavits or execute statutory declarations or any other 
documents relating to facts that have come to their knowledge in the course of their 
duties with the City, which documents may be used in court proceedings, unless such 
documents have been approved by the Chief Administrative Officer and the City Solicitor 
or by a lawyer acting for the City. 

Employees should not release any written opinion prepared by the City Solicitor or by a 
lawyer acting for the City to any persons not employed by the City or who are not 
members of City Council without prior approval from the Chief Administrative Officer. 

• Business Lunches, Seminars and Social Functions 

The City discourages the practice of conducting business during breakfast, lunch or 
dinner. Employees are encouraged to conduct business at City premises during working 
hours eliminating the need for the "business" meal. It is acknowledged however, that 
unique circumstances may result in the infrequent need to conduct business during a 
meal. 

If an employee chooses to attend a seminar, social function, fundraising dinner, or 
community breakfast, lunch or dinner, the employee should pay for his or her own 
expenses incurred unless approval has been granted by the employee's supervisor to 
attend the function as an official designated City representative. In the latter instance, 
the City will reimburse the employee for reasonable, substantiated business expenses 
such as cost of the event and/or meal, parking and mileage if incurred. 

Expenses incurred by an employee's spouse or guest attending a function are the 
employee's expense unless the invitation clearly includes spouses and/or guests. 
Unusual circumstances are addressed by the Chief Administrative Officer. 

Employees will not be reimbursed for liquor expenses. 
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• City Property and Information 

City property including vehicles, equipment, mobile phones, computer software and 
hardware, materials and City information (oral, written or computerized) should be used 
only in the performance of an employee's employment duties and should not be used 
for personal benefit. Information accumulated by the City, whether by employees or 
other sources, is the property of the City and, unless generally available to the public, is 
not to be shared externally without the permission of the relevant department head. 

Use of City equipment in the pursuit of training and performance enhancement is 
acceptable with a direct supervisor's permission. 

• Conflict of Interest 

Employees of the City of New Westminster are expected to conduct themselves with 
personal integrity, ethics, honesty and diligence in performing their duties for the 
organization. Employees are required to support and advance the interests of the 
organization and avoid placing themselves in situations where their personal interests 
actually or potentially conflict with the interests of the City. 

The City recognizes the right of its employees to be involved in activities as citizens of 
the Community and especially encourages nonprofit involvement in community 
activities. Employees should, however, ensure their role as private citizens remains 
separate and distinct from their responsibilities as employees of the City and avoid 
conflict of interest situations. A conflict of interest can occur where an employee's 
private interests interfere, or could be perceived by a reasonable person to ·interfere, 
with his or her duties and responsibilities as an employee of the City. "Private interests" 
are those aspects of an employee's activities outside of his or her employment duties. 
These include an employee's: 

a. financial interests; 

b. paid and unpaid activities beyond his or her employment duties; 

c. relationships with third parties who may be: 

i. employed by the City; 

ii. doing business in the City; or 

iii. seeking employment or benefits from the City. 
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It is not only actual conflicts of interest, but also the appearance of conflicts or the 
potential for conflicts that should be avoided. Employees should arrange their private 
interests in a manner that would preclude a reasonable person from asserting that a 
conflict or perceived conflict of interest has occurred. 

As public servants we must carry out our work with the City of New Westminster's best 
interests in mind, not our own. We must conduct ourselves without bias, without favour 
and without allowing outside interests to conflict with work decisions. 
Every municipal employee must perform his or her duties in an impartial manner. 

• Criminal Implications 

Employees should be aware of the following offences under the Criminal Code of Canada 
which form part of these guidelines: 

a. influencing or attempting to influence the voting and official 
activities of a municipal or other government official by means of 
bribery, fraud, threats or by the suppression of truth when one has 
a duty to disclose the truth; and 

b. selling, purchasing or influencing public appointments or offices and 
the corrupt offering or acceptance of secret commissions in relation 
to the affairs or business of one's employer or principal. 

• Disclosure Of Property Ownership Or Organization 

An employee who has a real or potential conflict of interest, or could reasonably be 
perceived to have a conflict of interest related to business and real estate matters 
undertaken by the City, should advise their Department Head or the Chief 
Administrative Officer immediately. Designated Officers and Department Heads should 
also submit disclosure of their personal business, real estate and other holdings under 
the "Financial Disclosure ActN to the Director, Finance and Information Services. 

Employees should not deal directly with an issue where their own positions and 
responsibilities would place them in a conflict of interest. 

• Fraud and Anti-Theft Measures 

Fraud includes any acts characterized by intentional deception. Dishonest, illegal or 
fraudulent activities include, but are not limited to: 

o Forgery or alteration of documents (cheques, promissory notes, time sheets, 
independent contractors agreements, purchase orders, etc.); 
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o Misrepresentation of information by an individual; 
o Misappropriation of funds, securities, supplies or any other asset; 
o Unauthorized use, disappearance or destruction of City property, equipment, 

materials or records; 
o Improprieties in the handling or reporting of money transactions; 
o Authorization or receipt of payments for goods not received or services not 

performed; 
o Authorization or receipt of payment for hours not worked; 
o Any inappropriate expense claim made, which is unrelated to City business or the 

employee's job responsibilities; 
o Any apparent violation of Federal, Provincial or local laws. 
o All City of New Westminster property (including supplies, materials, equipment, 

vehicles, buildings, etc.) has been purchased in support of City business. Private 
use of City property will not be permitted without the authorization of the 
employee's immediate supervisor. Use of City equipment by any person other 
than a City employee will not be permitted without the authorization of the 
employee's immediate supervisor. 

Employees are not permitted to take anything from the City's premises without approval 
of the relevant supervisor and/or manager. This includes equipment, materials, tools, 
software, etc. 

Anyone caught stealing from the City will face dismissal and possible legal ramifications. 

• Gifts and/or Personal Benefits 

Employees may not accept gifts, money, discounts or favours including benefit to family 
members, friends or business associates for doing work that the City pays them to do. 
The exceptions to this are promotional or thank you gifts - gifts of nominal value. If you 
are in doubt, check with Human Resources. 

An employee should not place himself or herself in a position where he or she is or may 
be under an obligation to any person who has business or other dealings with the City 
and would benefit from special consideration by the City. 

An employee should not use the name of, or his or her employment with, the City to 
obtain discounts for goods and services for personal use, where such a discount is only 
offered to the employee and/or his or her immediate family rather than being generally 
available to City employees. 

The City recognizes that staff members may wish to recognize their co-workers on 
occasions such as birthdays, showers, illnesses, family deaths and other major life 
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events. The City does not prohibit such gifts; the cost of such gifts are to be borne by 
the co-workers unless specifically approved by the Director of Human Resources or the 
Chief Administrative Officer. 

• Outside Employment 

As a general rule, employees should refrain from engaging in outside work or a business 
undertaking whether as an employee, director, officer, shareholder, principal, or agent: 

~ that interferes with or influences the performance of his or her duties as a City 
employee; 

~ in which an advantage is derived from being a City employee; 

~ if, in so doing, it appears to others that the employee is· acting on behalf of the 
City or representing the City's opinion. 

• Political Activity 

Municipal employees are to be allowed as great a measure of political rights as can be 
reconciled with the need to ensure the fact and appearance of impartiality in the 
performance of their duties with the City. The point at which an appropriate balance 
can be struck in any particular case depends primarily on the nature and level of the 
employee's responsibilities. 

Without restricting the scope of this rule, the following shall be considered breaches of 
the Code of Conduct: 

~ To use the authority or influence of his/her position with the City on behalf of a 
political party or candidate. 

~ To engage during working hours in any activity for or against a candidate. 

~ When seeking election to the City, an employee must adhere to the requirements 
of the Local Government Act. 

• Public Comment 

Every municipal employee shall display the reserve inherent in his/her position with the 
City when publically expressing personal opinions on matters of political controversy or 
on existing or proposed municipal policy or administration. Confidential matters must 
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be held in confidence by employees. In the employment relationship there is a balance 
between Freedom of Speech and Duty of Loyalty to the Employer. 

• Reporting and Whistleblower Protection 

If an employee becomes aware of a violation of the Code of Conduct, or another City 
policy, the employee should report the matter to their Manager, the Director of Human 
Resources or the Chief Administrative Officer. An employee can report via email, by 
meeting with the Manager, Director of HR or the Chief Administrative Officer or, in 
writing. No employee will be disciplined for making a report in good faith about a 
violation of this Code of Conduct or any other City policy, nor will the City tolerate any 
retaliation against an employee who has made such a report or participated in an 
investigation. However, an employee making false accusations will be disciplined. 

• Substance Use 

The following outlines the City's expectations and processes regarding the use of legal or 
illegal substances that impact employees', contractors' or volunteers' ability to perform 
their duties safely and efficiently. Reporting fit for work and remaining fit for work at all 
times while at work is a fundamental requirement of employment. Employees are 
expected to abstain from any substance during their work shifts that could impair their 
ability to safely and/or efficiently perform their duties. Employees are expected to 
refrain from the possession, distribution, offering or sale of illegal or legal (alcohol) 
substances at the workplace. Employees are expected to assume responsibility for their 
substance use problem, in the event of, and report their treatment program to Human 
Resources and work with the Return to Work Coordinator for the purposes of oversight 
and support (Attendance and Disability Management Program). 

• Telephones (land and mobile) 

Personal long distance charges incurred by an employee using a City telephone or cell 
phone must be recorded/reported by the employee and promptly paid by the 
employee. 

The City will provide mobile telephones to employees requiring to use such equipment 
on a regular basis to carry out City business away from the office. Mobile telephone 
requests must be approved by the Department Head and submitted to the Purchasing 
Agent (Chief Information Officer, Finance & Information Technology) who will make the 
appropriate arrangements with the City's mobile telephone service provider. Only a 
mobile telephone billed through the City's program will be considered to be an 
authorized expenditure. Overages in the mobile telephone billing will be addressed with 
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the relevant employee; dependent on the cause of the overage, the employee may be 
responsible for the additional charges. 

• Workplace Behaviour 

Employees should ensure that at all times during the performance of their employment 
duties or while on City property or using City facilities that they abide by the Respectful 
Workplace and Human Rights Policy. 

Related Policies: 
P-Card Usage Policy 
Respectful Workplace and Human Rights' Policy 
Social Media Policy 
Attendance and Disability Management Policy 

Replaces Policies: 
Conflict of Interest 

Doc. #326244 

136 



NEW WESTMINSTER 
Human Resources 

Policy Title: RESPECTFUL WORKPLACE AND HUMAN RIGHTS POLICY 

Issue Date: 2010June 

Revised Date: 2016 January 

Prepared by: Joan Burgess, Director of Human Resources 

Document#: 133506 

1. PURPOSE 

The City of New Westminster values all of its Employees and is committed to providing a 
Workplace where people are treated, and treat each other, professionally and respectfully in 
their interactions. Through this Policy, the City supports the maintenance of a respectful 
workplace by providing education about human rights, harassment, bullying, and appropriate 
behaviour in the workplace and by setting out processes for resolution of respectful workplace 
complaints. 

Principles: 

• A Respectful Workplace enhances job satisfaction, teamwork and productivity and thus is in 
the best interests of the City, its Employees, Council, Boards and those providing services to 
the City and the citizens of New Westminster. 

• This Policy responds to the City of New Westminster's responsibility under the BC Human 
Rights Code to prevent discrimination and harassment, to provide procedures to handle 
complaints, to resolve problems and to remedy situations when a breach of this Policy occurs. 
This Policy is also intended to comply with WorkSafeBC's policies on workplace bullying and 
harassment. 

• The City of New Westminster will not tolerate disrespectful behaviour. All persons associated 
with and employed by the City of New Westminster are accountable for their own conduct and 
are required to conduct themselves in a respectful and appropriate manner at the workplace 
and at work-related gatherings. They are also responsible for reporting any breaches of this 
Policy to Human Resources (Managers, Karen Pollard or Jeannie Ziraldo or Assistant Director, 
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Richard Fong or the Director, Joan Burgess) and for participating in the City's initiatives to 
improve respect and conflict management within their work units. 

• The City of New Westminster will provide training designed to support the administration of 
this Policy and to ensure that all persons governed by this Policy are aware of their 
responsibilities under this Policy. 

2. SCOPE 

2.1 This Policy applies to all Persons associated with and employed by the City of New 
Westminster, elected officials, and Boards, and to all aspects of the employment 
relationship. It governs conduct at the workplace and at work-related gatherings. 

2.2 This Policy does not limit the rights or responsibilities of the City of New Westminster to 
manage work performance appropriately and in good faith. Actions by City Managers 
that are part of their responsibilities and performed for legitimate business purposes, 
such as changing work assignments or performance management, do not constitute a 
breach of this Policy. 

2.3 The City may investigate an incident(s) on its own initiative where there are concerns 
about alleged breaches of this Policy, and the potential impact of inappropriate conduct 
on a respectful workplace. 

2.4 This Policy supersedes previous City operating guidelines and/or policy on this matter. 

3. DEFINITIONS 

A Respectful Workplace: is characterized by courteous and considerate behaviour towards 
others; inclusion of all persons of different backgrounds, cultures or opinions; safety from 
inappropriate behaviour; and includes constructive resolution of disputes. 

Disrespectful Behaviour: means any conduct in breach of this Policy and includes Workplace 
bullying and harassment which are defined as including any inappropriate conduct or comment 
that a person knows or reasonably ought to know would cause another person to be 
humiliated or intimidated but excludes any reasonable action taken by the City relating to the 
management and direction of its Employees or the workplace. Examples include verbal 
aggression or insults, calling a person derogatory names, reprimanding in the presence of 
others, harmful hazing or initiation practices, vandalizing personal belongings or the City's 
equipment, and spreading malicious gossip or rumours. 

For the purposes of this Policy, disrespectful behaviour also includes discrimination and 
harassment as defined below. 

Allegation: is an unproven assertion or statement. 
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Complainant: is the person bringing forward a complaint or allegation of disrespectful 
behaviour. There may be more than one Complainant in a complaint. 

Discrimination: is unfair differential treatment of an individual or group, whether intended or 
not, on the basis of race, colour, ancestry, place of origin, political belief, religion, marital 
status, family status, physical or mental disability, sex, sexual orientation, age, or unrelated 
criminal conviction. Discrimination of this nature imposes burdens or obligations on an 
individual or group that serve no work-related function. Such conduct is not only a breach of 
this Policy; it may also be a breach of the BC Human Rights Code. 

The City of New Westminster is under a legal duty to accommodate individuals, or groups 
protected from discrimination under the BC Human Rights Code, unless it would create undue 
hardship for the City. 

Employee: includes all employees (exempt, unionized, full-time, part-time, auxiliary, 
temporary, seasonal and probationary), applicants, apprentices, students, volunteers, 
members of Council and City Boards, contractors and consultants working for the City of New 
Westminster. 

Harassment: any behaviour that satisfies one or more of the following definitions of 
harassment: 

(a) Harassment based on a prohibited ground of discrimination: Behaviour 
directed towards another person or persons that: 

• is abusive, unfair, offensive, or demeaning; and 

• is related to a prohibited ground of discrimination under the BC Human 
Rights Code; and 

• a reasonable person would know or ought to know would have the effect of 
interfering with an individual's work or participation in work-related 
activities or would create an intimidating, hostile or offensive environment 
for work or participation in a work-related activity. 

(b) Sexual harassment: 

• conduct or comment of a sexual nature made by a person who knows or 
ought reasonably to know that the behaviour is unwanted or unwelcome; or 

• the expressed or implied promise of a reward for complying with a request 
of asexual nature; or 

• the actual reprisal or an expressed or implied threat of reprisal for refusal to 
comply with such a request; or 
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• conduct or comment of a sexual nature which is intended to, or has the 
effect of, creating an intimidating, hostile or offensive environment. 

Examples of sexual harassment include unwelcome advances or flirtations, 
comments or physical contact, propositions or invitations for sexual favours; 
unwelcome suggestive jokes, the display or circulation of sexually suggestive or 
pornographic materials. 

(c) Personal harassment: Behaviour directed towards a specific person or persons 
that: 

• serves no legitimate work-related purpose; and 

• a reasonable person would know or ought to know would create an 
intimidating, humiliating, or hostile work environment. 

Examples of personal harassment include making derogatory comments, 
swearing, yelling, inappropriately interfering with another's work, embarrassing 
practical jokes, ridicule, gossip, abuse of authority, physical assault. 

Mediation: is a voluntary process where the Complainant and the Respondent consent to meet 
with a Manager of Human Resources to determine whether the dispute can be informally 
resolved in a mutually satisfactory manner. In some instances the City may determine that an 
external mediator should be called upon to assist in achieving resolution. Mediation 
discussions between the parties are treated as private and confidential. 

Person(s): includes all Employees, suppliers delivering material to the City, and members of the 
public who are accessing City services or City operated facilities. 

Workplace(s): includes City buildings, facilities, sites, offices or work environment, locations 
visited by Employees while traveling on City related business including conferences, meetings, 
vendor/supplier or customer sites and locations of work-based social gatherings. 

Reasonable Person Standard: refers to whether or not a reasonable person in roughly the 
same position as the Complainant would determine disrespectful behaviour to have occurred. 

Respondent: is a person or persons against whom an allegation of disrespectful behaviour has 
been made pursuant to this Policy. 

Retaliation: is taking adverse action against another person for making a complaint in good 
faith or providing information in connection with an investigation or as a result of the 
resolution of a complaint. Examples of retaliation may include withholding information, 
sabotaging a person's work, denial of a transfer or promotion, unjust negative evaluations or 
references. 
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4. POLICY 

4.1 Disrespectful behaviour is not tolerated by the City. All persons associated with and 
employed by the City of New Westminster are responsible for conducting themselves in 
a respectful manner in the Workplace and at work-related gatherings. Any person 
found to be in breach of this Policy will be subject to discipline up to and including 
termination from· employment, cancellation of contract or denial of services. 

4.2 All persons associated with and employed by the City of New Westminster will be 
treated equitably under this Policy. All matters arising under this Policy will be dealt 
with in a fair, unbiased and timely manner. 

4.3 All persons associated with and employed by the City of New Westminster have a 
responsibility for ensuring that the City's working environment is free from 
disrespectful behaviour. Council, Boards, management and union representatives bear 
the primary responsibility for maintaining a working environment free from 
disrespectful behaviour. They are expected to act on this responsibility whenever 
necessary, whether or not they are in receipt of a complaint. The expertise of the 
Human Resources department is available to all persons associated with and employed 
by the City to assist with the interpretation and implementation of this Policy. 

4.4 Efforts at informal resolution will be encouraged as a first avenue to resolution of a 
complaint. 

4.5 This Policy will be interpreted, administered and applied in accordance with the 
principles of procedural fairness and natural justice. In particular: 

a. All persons will be advised of the provisions of this Policy and of the procedures 
available to them under the terms of this Policy. 

b. Any Complainant who wishes the City to assist in the resolution of a complaint 
through mediation or investigation must be prepared to be identified to the 
Respondent. 

c. Complainants and Respondents must be given the opportunity to present 
evidence in support of their positions and to defend themselves against 
allegations of disrespectful behaviour. 

d. Complainants and Respondents may be accompanied by a support person, or a 
representative of their union, or legal counsel (for exempt Employees) 
throughout the process established by this Policy. 

e. All complaints that proceed beyond the informal resolution phase must be 
submitted in writing. All submissions, responses, comments and decisions 
pursuant to the Policy will be made in writing if the complaint proceeds beyond 
the informal resolution phase. 
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4.6 Those responsible for interpreting, administering and applying this Policy will use a 
Reasonable Person Standard. 

4.7 This Policy will not be applied in such a way as to limit the rights and responsibilities of 
those in supervisory roles to manage and discipline Employees in accordance with 
collective agreements or applicable City policies and procedures. 

4.8 Persons associated with and employed by the City of New Westminster have an 
obligation to participate in the procedures established under this Policy and to 
cooperate in a forthright manner by providing honest, accurate and timely information. 

4.9 If, following an investigation, the City determines that a complaint has been made in 
bad faith or is frivolous, vexatious or malicious the City may take disciplinary action up 
to and including the termination of employment, cancellation of contract or denial of 
services. A misunderstanding, a misinterpretation or an unfounded complaint do not 
constitute a complaint made in bad faith. 

4.10 A Complainant or a Respondent may object to the participation of a person in the 
administration of this Policy on grounds of conflict of interest or reasonable 
apprehension of bias. Such objection should be submitted in writing to the Director of 
Human Resources whose decision will be final. Where the objection relates to the 
participation of the Director of Human Resources, the Chief Administrative Officer will 
make the determination. 

5. RESPONSIBILITIES 

Employees: 

5.1 Employees must participate in appropriate training, familiarize themselves with this 
Policy and know their rights and obligations arising from it. They must not engage in 
disrespectful behaviour as defined in this Policy. 

5.2 Employees must treat every person with dignity and respect; attempt to resolve 
differences with other Employees in a respectful way as soon as possible; raise concerns 
in a timely manner; cooperate in interventions and investigations to resolve complaints 
of disrespectful behaviour; and maintain confidentiality related to such complaints. 

Council, Management and Union Representatives: 

5.3 Management has primary responsibility for the administration of this Policy and must 
have a thorough knowledge of this Policy. Management will set and enforce standards 
of appropriate workplace conduct and will intervene as soon as practicable when they 
witness or receive a report of any disrespectful behaviour. 
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5.4 Council, Boards, management and union representatives will lead by example in 
treating all Employees with dignity and respect and exercising authority and, or 
leadership in a respectful manner. 

5.5 All complaints of disrespectful behaviour will be taken seriously. 

5.6 Management will assist a Complainant to resolve a concern, by facilitating a discussion 
between the Complainant and the Respondent. Where possible they will coach the 
Complainant and the Respondent to change their behaviour. 

5.7 Management will take all reasonable steps to deal with alleged disrespectful behaviour 
that they are aware of, or reasonably should have been aware of (even if a direct 
complaint has not been made), in a timely fashion while maintaining as much 
confidentiality as possible. 

5.8 . Management will consult with Human Resources for guidance to address complaints of 
disrespectful behaviour. 

Human Resources: 

5.9 The Human Resources department will take a leadership role in providing training for 
management and employees on respectful workplace behaviour. They will also give 
advice on this Policy, addressing and providing assistance to resolve issues of 
d isrespectfu I behaviour. 

5.10 The Human Resources department will provide mediation where the Complainant and 
the Respondent consent to meet to determine whether the dispute can be resolved in 
an informal and mutually satisfactory manner. In some instances, the Human Resources 
department may determine that a third party mediator should be called upon to assist 
in achieving resolution. 

5.11 The Human Resources department will determine how and when investigations will 
occur and will oversee the investigation process. 

6. CONFIDENTIALITY 

6.1 Allegations of disrespectful behaviour may involve the collection, use and disclosure of 
sensitive personal information. Confidentiality is required so that those who may have 
experienced disrespectful behaviour will feel free to come forward. Confidentiality is 
also required so that the reputations and interests of those accused of disrespectful 
behaviour are protected. However, either . the Complainant or the Respondent may 
discuss the case in confidence with her/his supervisor, a support person or union 
representative. 

6.2 Subject to any limits or disclosure requirements imposed by law or required by this 
Policy, any and all information, oral and written, created, gathered, received or 
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compiled through the course of a complaint is to be treated as confidential by the 
Complainant or the Respondent, their representatives, witnesses, and any other 
persons designated by this Policy. Information will be disclosed only to the extent 
necessary to investigate and resolve the complaint. 

6.3 All investigatory and evideritiary documents as gathered and/or prepared by Human 
Resources or their designate(s) including summary investigation reports will be deemed 
the property of the City and will be held in the strictest confidence. Such documents 
will not be copied or distributed, subject to di_sclosure requirements imposed by legal 
proceedings or required by this Policy or by agreement between the parties. 

6.4 All recorded personal information will be treated as "supplied in confidence" for the 
purposes of compliance with the Freedom of Information and Protection of Privacy Act 
of BC and responding to access requests under that legislation. 

6.5 The Director of Human Resources may provide information concerning a complaint, to 
appropriate City officials on a need-to-know basis. 

6.6 Any person breaching confidentiality may be subject to discipline or other appropriate 
action. 

7. PROCEDURES FOR RESOLVING DISRESPECTFUL BEHAVIOUR IN THE WORKPLACE 

7.1 The City of New Westminster recognizes that conflicts and disagreements can occur 
within the workplace and expects such issues to be resolved in a manner that 
contributes to a healthy and productive workplace. Employees are encouraged to 
resolve disputes at an early stage through respectful and open dialogue between 
themselves, or by calling upon the assistance of their supervisors and, or, someone 
from the Human Resources department. 

7.2 The following procedures have been established so that complaints can first be 
addressed informally; and only if that is not possible, then formally. The goal of this 
Policy and its procedures is to prevent, correct and remedy situations of disrespectful 
behaviour and not to be punitive; although, depending on circumstances, discipline 
may result. 

7.3 Complaints against, or by members of City Council or Boards should be directed to the 
Chief Administrative Officer. 

The Informal Process 

Step 1: The Informal Conversation 

• Persons who experience disrespectful behaviour are strongly encouraged to engage in a 
conversation with the Respondent to clarify and resolve the concerns. 
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• Where a Complainant is unable to have the conversation directly with the Respondent, 
he/she should contact his/her Manager or Supervisor as soon as possible. If needed, the 
Manager/Supervisor will offer assistance such as scheduling the conversation between 
both parties or attending the meeting as an observer. 

• Union participation and support is welcome. 

Step 2: Mediation with the Direct Assistance of a Manager/Supervisor or Human Resources 
Personnel 

If there is no resolution under Step 1 and the Complainant continues to seek resolution, then 
he/she should approach his/her Manager or Supervisor with the concern(s). The goal is to 
understand and mutually resolve the issue so that persons conduct themselves in a civil, 
respectful and cooperative manner. 

Steps taken by the Manager/ Supervisor/ or Human Resources personnel could include: 

• Meeting separately with the Complainant and the Respondent to review the concerns; 

• Meeting together with the Complainant and the Respondent to facilitate a conversation 
aimed at understanding and resolving the issue; 

• Reviewing applicable policies with the Complainant and the Respondent and reinforcing 
expectations of respectful conduct; 

• Seeking commitments from the Complainant and the Respondent that they will conduct 
themselves in a respectful manner; 

• Following-up where appropriate with the Complainant and the Respondent after the 
resolution process to ask whether commitments to respect are being adhered to; and, 
or 

• Recording steps taken in the resolution process. 

In the event Employees cannot resolve their differences by informal conversation between 
themselves, or with the help of management or Human . Resources personnel, the Human 
Resources department may provide the assistance of an external mediator to support the 
Employees informally, and to find a mutually acceptable way to resolve the conflict. This 
external mediator will report to Human Resources on the conclusion of the mediation. 

Interim Measures 

It may be necessary that interim measures be taken while a complaint is being resolved, 
investigated or decided. Such measures will be precautionary, not disciplinary and may include 
separating the Complainant from the Respondent by transfer or by assignment of different 
hours, etc. 
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The Formal Process 

Step 3: Formal complaint 

If there is no resolution under Steps 1 and 2, and the Complainant continues to seek 
resolution, then he/she must file a written complaint to his/her Manager or to the Director of 
Human Resources. 

A complaint must be filed within three (3) months of the alleged incident, or of the last 
incident if there is more than one incident. The Director of Human Resources may extend that 
time limit in exceptional circumstances. 

Information required for a written complaint 

• The specific incident(s) that have led to the filing of the complaint - if there is more 
than one, number them; 

• The date the incident(s) occurred; 

• The identity of the Respondent; 

• What the Respondent(s) said or did that was in breach of this Policy; 

• The names and department(s) of any potential witnesses; 

• How the incident(s) affected the Complainant; and any impact the incident(s) had on 
the Complainant's work. 

• Any attempts made to resolve the complaint under Steps 1 or 2; what those were, and 
who assisted. 

The Investigation 

Once a written complaint is received, the Director of Human Resources or delegate will 
undertake an investigation immediately. 

The names of the parties and the circumstances related to the complaint will not be disclosed 
except where necessary to investigate the complaint, or to take appropriate disciplinary 
measures. 

The Director of Human Resources may reject a complaint on the grounds that it is made in bad 
faith, is frivolous, vexatious or malicious, or that it lies outside the jurisdiction of this Policy, or 
is beyond the time limits for making a complaint. This decision must include the reasons for the 
decision. 
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If a complaint of disrespectful behaviour is made against the Director of Human Resources, the 
Chief Administrative Officer will receive the complaint and handle all matters related to the 
investigation and resolution of the complaint. 

If a complaint proceeds, the Director of Human Resources may appoint an external investigator 
to investigate the allegations made in the complaint. The Complainant and the Respondent will 
be notified that an investigation will proceed and given the name and contact information of 
the investigator. The Director of Human Resources, or delegate, will oversee the investigation 
process. 

Respondents will be provided with the opportunity to explain themselves and to have those 
explanations fully considered by whoever is carrying out the investigation. 

The investigator's mandate will include interviewing the Complainant, Respondent and 
witnesses where appropriate; making findings of fact; determining whether the facts constitute 
disrespectful behaviour in breach of this Policy; and issuing a summary report consistent with 
the mandate. The investigation will be thorough, objective, expeditious and fair for all parties 
involved. 

In reaching a decision on whether this Policy has been breached, the investigator will use a 
standard of proof corresponding to the civil burden of proof on a balance of probabilities. 

The investigator's report will be delivered to the Director of Human Resources. All 
documentation related to the investigation is the property of the City. The Complainant and 
the Respondent will be advised of the outcome of the investigation, but will not be provided 
with a copy of the report. Witnesses who participate in the investigation will be advised that 
the investigation has concluded. 

In the event of legal proceedings (e.g. grievance and arbitration); documentation required for 
the judicial process will be made available by the Director of Human Resources to the 
requesting legal counsel, or union representative, representing the parties. 

The Director of Human Resources will consider the findings contained in the report and 
determine what steps or remedy to take. These may include education, counseling, discipline, 
or some other action. The Director of Human Resources will communicate this decision in 
writing to the Complainant, the Respondent, and their representatives, if applicable. 

The Complainant or Respondent may request a review of this decision by the Director of 
Human Resources; this request must be made in writing within thirty (30) days of receipt of the 
Director's decision. 

This Policy is meant to foster a respectful workplace environment through fair and equitable 
process and does not contemplate any form of financial remedy. 
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8. THE CONSEQUENCES OF NON-COMPLIANCE WITH THIS POLICY 

8.1 Any person who breaches this Policy will be subject to remedial measures and/or 
disciplinary action, up to and including termination of employment, cancellation of 
contract or denial of services. 

8.2 Where behaviour may constitute a criminal offence, the City will refer the matter to the 
City of New Westminster Police Department for further investigation. 

8.3 Every person has the right to report, in good faith, incidents of disrespectful behaviour 
without fear of retaliation. The City prohibits any form of retaliatory action against any 
person who, in good faith, files a complaint. Retaliation by any person against anyone 
involved in an informal, internal or external formal complaint process will be subject to 
discipline, up to and including termination of employment, cancellation of contract or 
denial of services. 

9. EMPLOYEE'S RIGHTS 

9.1 In the event an Employee makes a complaint under this Policy, the Employee retains 
the right to make a complaint to the BC Human Rights Tribunal or WorkSafeBC. If the 
Union has filed a grievance on behalf of the Employee, the Employee will not be 
entitled, later, to make a complaint under this Policy based on the same facts. 
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Document#: 408502 

1. Purpose 

The New Westminster Fire & Rescue Services Attendance and Disability Management Program 
provides a framework for the promotion of regular attendance and employee health and 
wellness through an open, supportive, consistent and systematic process that is based on 
collaboration between the employee, management, union and Human Resources. The 
program utilizes an integrated approach that is based on the following goals and objectives: 

• Fair, consistent and transparent application of the program with consideration 
for both the department and the individual circumstances of the employee. 

• Pro~ote and support employees to achieve high standards of attendance 
through a problem-solving, non-disciplinary approach. 

• Ensure employees understand that regular and consistent attendance is an 
integral part of their employment relationship with NWFRS. 

• Address attendance and disability issues through proactive early intervention, 
open and supportive communication, return to work programs, workplace 
accommodation, occupational health and safety programs and employee 
wellness programs. 

• Define the roles and responsibilities of the employee, management, union and 
Human Resources within the program. 

• Respect and protect the confidentiality of the information provided under the 
program. 
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The NWFRS Attendance and Disability Management Program will be applied in conjunction 
with the City of New Westminster Attendance and Disability Management Policy. This program 
is consistent with the Fire Collective Agreement, Human Resources policies and other 
applicable legislation, regulations and codes. 

2. Scope 

The Attendance and Disability Management Program applies to all union and exempt 
employees of New Westminster Fire & Rescue Services. 

3. Attendance Management Program 

The goal of the Attendance Management Program is to manage attendance at NWFRS using a 
problem-solving approach. The program objective is to resolve attendance issues through 
proactive early intervention, offering assistance and support where possible and providing a 
systematic framework to address absenteeism. This objective is supported by the key principle 
of collaboration between all parties including the employee, management, union and Human 
Resources. This open and cooperative approach will assist in the reduction of absenteeism and 
will result in effective workplace accommodation and return to work plans. 

Absenteeism 

NWFRS expects all employees to attend work on a regular and consistent basis and is 
committed to making every reasonable effort to assist employees in achieving and maintaining 
acceptable levels of work attendance. The City of New Westminster and the Fire Union offer 
an income continuance program (i.e. sick leave) to provide employees with financial security in 
the event an employee is unable to attend work due to illness or injury. 

Absenteeism is defined as "unplanned or unauthorized time away from the job, or failure to 
attend work as scheduled". 

Absenteeism creates significant problems in the workplace including (but not limited to): 

• Disrupts work and operations. 
• Impacts service, training and productivity. 
• Increases workload burden. 
• Increases overtime. 
• Creates additional costs. 
• Damages morale. 

There are two types of absenteeism: 

1. Non-culpable {innocent) absenteeism is an absence due to illness, injury or disability that is 
beyond the employee's control. Non-culpable absenteeism is addressed using a problem 
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solving approach to provide assistance so that the employee can improve attendance and 
return to work. 

The Attendance Management Program is intended to address non-culpable absenteeism 
which is the most common use of sick leave. The program applies to sick leave, unpaid sick 
leave and WorkSafeBC claims. Within consistent policy application, each type of absence 
will be managed based on its unique circumstances. 

2. Culpable (blameworthy} absenteeism is when an employee is willfully absent and the 
absence is considered within the employee's control. Examples include tardiness, leaving 
early, being absent without authorization (AWOL) and invalid use of sick leave. Culpable 
absenteeism is subject to progressive, corrective discipline and is not addressed under the 
Attendance Management Program. 

For culpable absenteeism, union representation will be an integral part of the discussion 
and investigation with the employee. The goal is to provide the employee with a clear 
understanding of necessary attendance standards, their requirement to meet these 
standards and the consequences of failing to meet the standards. The employee will be 
given a further opportunity to correct their behaviour and.make the required 
improvements. 

When culpability· is in question, absenteeism is initially approached as being non-culpable and 
treated as a legitimate use of sick leave unless otherwise determined. 

Under the Attendance Management Program, individual employee attendance management 
plans will be consistent with NWFRS's commitment to attendance management, duty to 
accommodate and effective return to work plans. Attendance data will be monitored on a 
regular basis to ensure consistency. 

4. Roles and Responsibilities 

All parties have an important role to play in the application of the Attendance Management 
Program. 

Role of Management and Platoon Captains: 

• Understand and apply the program and set a personal example of good attendance. 
• Manage employee attendance in a timely, respectful and consistent manner. 
• Monitor and review attendance regularly. 
• Ensure the accuracy of absence time reporting. 
• Ensure the confidentiality of the information received under the program. 
• Inform all current and new employees of the importance of good attendance and the 

impact of absenteeism, expectations and requirements of the program as well as the 
departmental notification procedures for reporting absences. 
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• Actively promote and acknowledge good attendance. 

• Share information about available resources such as the Employee and Family Assistance 
Program, employee wellness programs and Human Resources. 

• Provide workplace accommodation and return to work opportunities. 

• Discuss employee attendance levels with Human Resources on a regular basis and/or 
report concerns in a timely manner to Human Resources. 

Role of the Employee: 

• Understand and adhere to the program. 

• Attend work on a regular and consistent basis according to their work schedule. 

• Follow established departmental procedures for reporting absences. 

• Provide appropriate medical information within established timelines. 

• Cooperate and actively participate in attendance management, workplace accommodation 
plans and return to work plans. 

• Maintain good health and a level of fitness necessary to perform assigned job duties. 

• Keep the direct supervisor and/or HR Return to Work Coordinator (as required) informed 
about issues that may impede their ability to attend work and/or perform modified duties. 

Role of Human Resources: 

• Work with management to ensure the program is kept current with best practices. 

• Provide guidance and direction to management on employee attendance issues as 
required. 

• Provide the role of return to work coordination (HR RTW Coordinator). 

• Work with designated management and union representatives when dealing with 
attendance issues and developing attendance improvement plans, workplace 
accommodation plans and return to work plans. 

• Provide regular and relevant attendance data to management. 

• Ensure management is trained in managing attendance issues. 

• Provide support services with respect to external service providers. 

5. Sick Leave 

At NWFRS, the union pays the wages to employees absent on Short Term Sick Leave which is 
defined as the first eighty-four (84) hours (or equivalent hours equal to two weeks dependent 
on regular weekly hours) of any absence due to illness on non-occupational injury. Refer to the 
Fire Collective Agreement for details of the sick leave plan. 

While the union is responsible for wage continuity during Short Term Sick Leave, the employee 
is required to make appropriate contact with the direct supervisor and/or HR RTW Coordinator 
(as required) and provide appropriate medical documentation to support their eligibility for 
sick leave benefits. In the event an employee fails to comply with this requirement, they will 
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be deemed to be on an unauthorized absence from work and this may result in the employee 
not being eligible for sick leave benefits and/or subject to disciplinary action. 

Reporting Absences - Sick Leave Process 

a) Short Term Sick Leave -first eighty-four (84) hours (or equivalent hours equal to two 
weeks) of an employee's absence due to illness or non-occupational injury that is paid by 
the union. 

Shift One: 

• An employee contacts the Duty Platoon Captain if they will be unable to report to work due 
to illness or injury. 

• Notification must be made as soon as possible - before 0700 hours prior to a day shift or 
1400 hours prior to a night shift. 

• Voice contact notification is required with the Duty Platoon Captain (call the office 
telephone number and/or cellular phone number). 

• If the Duty Platoon Captain is unavailable - employee required to contact the #1 Hall 
Captain. 

• If #1 Hall Captain is unavailable - employee required to contact the Deputy Chief (call the 
office telephone number and/or cellular phone number). 

• Leaving a voice mail, email, hand written message or any other means of communication is 
not acceptable. 

• No call or no show is not acceptable and may result in disciplinary action. 

It is the responsibility of the employee to provide the following information to the Duty 
Platoon Captain when reporting any illness or injury: 

• Reason for the illness or injury. 
• If the illness or injury is a recurrence. 
• Estimated length of absence and potential return to work date. 
• Ability to perform modified duties as directed by a qualified medical physician. 
• Primary number where employee can be reached during absence. 

Upon notification of an employee being absent from work due to illness or injury, the Duty 
Platoon Captain will complete the Absentee Notification Form and forward it to the Deputy 
Chief immediately. 

The responsibilities of the Duty Platoon Captain include: 

• Accurately recording absence time entry. 
• Amending the shift schedules on Telestaff as required. 
• Advising the appropriate Platoon Captain of the absence. 
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• Updating the sickness status boards. 
• On the Platoon Captain's first day shift, they will complete the Absent Employee Weekly 

Status Update Form and forward it to the Deputy Chief. 

Note: If the employee is a member of the Public Safety and Prevention Division, the Duty 
Platoon Captain will complete the Absentee Notification Form and forward it to the Deputy 
Chief and also notify the Assistant Deputy Chief of the absence. 

In the event of a work-related injury, the absence is jointly addressed under this program and 
WorkSafeBC reporting and process protocols. 

If an extended absence is not anticipated but occurs, the employee is required to keep the 
Duty Platoon Captain informed by calling in prior to each consecutive shift absent from work. 

Shift Four {or one duty set): 

If an employee will be absent for four (4) consecutive shifts (Prevention) or one duty set 
(Suppression): 

• It is the employee's responsibility to provide a doctor's note from a qualified medical 
physician to the Deputy Chief within ten (10) calendar days of the first shift absent. 

• The Deputy Chief will forward the doctor's note to the HR RTW Coordinator in order to 
manage the absence and return to work process. 

• Failure to provide a doctor's note to the Deputy Chief within ten (10) calendar days of the 
first shift absent will result in the employee not being eligible to return to work until the 
doctor's note is provided. 

• The employee is responsible for the cost of providing the doctor's note. 

Shift Ten (or two duty sets) 

If an employee will be absent for more than ten (10) consecutive shifts (Prevention) or more 
than two (2) duty sets {Supression): 

• It is the employee's responsibility to obtain a Medical Assessment Form from the 
department and have the form completed by a qualified medical physician. 

• The completed form must be returned to the HR RTW Coordinator within seven (7) 
calendar days of the tenth shift absent (Prevention) or eighth shift absent for the two duty 
sets (Suppression). 

• The Medical Assessment Form will provide the HR RTW Coordinator with clear, current and 
credible medical information in order to manage the absence and return to work process. 

• It is the responsibility of the employee to obtain the Medical Assessment Form from the 
department's G: drive, Platoon Captain's office, or Administration Office. 
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• Failure to return the completed form to the HR RTW Coordinator within the timeline 
specified above will result in the employee's sick leave benefits being suspended until the 
completed form is provided. 

• The employee is responsible for the cost of completing the Medical Assessment Form. 

It is the responsibility of the employee to report to the HR RTW Coordinator, or designate on a 
weekly basis or immediately in the case of a change in sick status. Frequency of contact may 
vary, depending on the length of the absence, nature of illness, frequency of absences and 
other individual circumstances and will be determined by the HR RTW Coordinator. The HR 
RTW Coordinator will keep the Deputy Chief apprised of the status. 

Frequent Short Term Absences 

Intermittent but frequent and/or pattern absences are particularly disruptive. In these 
circumstances, Human Resources will review attendance records with the Deputy Chief. A 
meeting with the employee and union representative will be held with the goal of seeking 
sustained improvement in attendance. A doctor's note confirming the employee's inability to 
attend work due to illne·ss or injury will be required confirming the absence is bona fide. The 
doctor's note must be provided to the Deputy Chief within seven (7) calendar days of their 
return to work. The employee is responsible for the cost of providing the doctor's note. 

b) Medium Term Sick Leave - next six-hundred and thirty (630) hours (or equivalent hours 
equal to fifteen (15) weeks dependent on regular weekly hours) of any absence due to 
illness or non-occupational injury in excess of Short Term Sick Leave that is paid by the 
employer. 

The HR RTW Coordinator will monitor the employee's absence during Medium Term Sick 
Leave, remain in regular contact with the employee and provide regular updates to the 
Deputy Chief. The HR RTW Coordinatorwill require the employee to have a Medical 
Assessment Form completed periodically by their medical physician throughout the 
duration of the absence. The employee is responsible for the cost of completing the 
Medical Assessment Form. The HR RTW Coordinator will ensure management is kept 
apprised of the employee's medical situation. 

Under some circumstances, the HR RTW Coordinator may require an absent employee to 
participate in an Independent Medical Evaluation (employer paid) to ensure that the HR 
RTW Coordinator has clear and current direction on the employee's medical condition. An 
Independent Medical Evaluation may be required when there is insufficient and/or 
conflicting medical information provided to the HR RTW Coordinator. 

c) Long Term Sick Leave - next sixty (60) weeks of any absence due to illness or non
occupational injury in excess of Short Term and Medium Term Sick Leave that is paid by the 
employer. 
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In the event an employee's illness or injury requires an absence from work greater than 
that provided by the Medium Term Sick Leave, the next phase of continuing sick leave is 
referred to as Long Term Sick Leave. 

The HR RTW Coordinator will monitor the employee's absence during Long Term Sick Leave 
and will remain in regular contact with the employee. The HR RTW Coordinator will require 
the employee to have a Medical Assessment Form completed periodically by their medical 
physician throughout the duration of the absence. The employee is responsible for the 
cost of completing the Medical Assessment Form. The HR RTW Coordinator will ensure 
management is kept apprised of the employee's medical situation. 

Recurring Illness 

If an employee who returns to work after receiving sick leave benefits is absent again as a 
consequence of a recurrence of the same illness for which such sick benefits were initially 
received, within sixty (60) calendar days of their return to work, then their sick benefits shall 
continue as though their illness was continuous from its onset. If, however, the employee is 
absent following the expiration of the sixty {60) calendar day period, then their subsequent 
absence shall be deemed to be a new illness. 

A Medical Assessment Form completed by the employee's physician must be provided to the 
HR RTW Coordinator in order to confirm that the current absence is a recurring illness. The 
employee is responsible for the cost of completing the Medical Assessment form. 

A pattern of recurring absences will be addressed in accordance with frequent short term 
absences as outlined above. 

Without the provision of medical documentation, the absence will be treated as a new illness 
until sufficient and satisfactory medical information is received by the HR RTW Coordinator. 
Disputes as to what constitutes a recurring illness shall be referred to a physician chosen by the 
employer for final determination. Refer to article 8.8 of the Fire Collective Agreement/or 
details on recurring illness. 

Employees Must Maintain Contact 

It is the responsibility of employees who are absent due to illness, injury, WorkSafeBC claim, or 
Long Term Disability Leave to be available for contact by the HR RTW Coordinator as required 
for ongoing status updates on the employee's medical situation. Frequency and the pattern of 
contact will be dependent on the situation and will be conducted by the HR RTW Coordinator. 
When contacted by the HR RTW Coordinator, employees are required to return phone calls to 
the HR RTW Coordinator, or designate, within twenty-four (24) hours of receiving the phone 
call. Employees who are off for the above reasons are required to ensure that the HR RTW 
Coordinator has their current address and telephone number(s) in order to facilitate contact. 
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Failure to be available for contact may result in a discontinuation of the employee's sick leave 
benefits and/or subject to disciplinary action. 

Return to Work 

For short term absences (i.e. ten consecutive shifts or less (Prevention) or two duty sets or less 
(Suppression)), the return to work date is reported to the Deputy Chief. 

For longer term absences (i.e. more than ten consecutive shifts (Prevention) or more than two 
duty sets {Suppression)), the return to work date is reported to the HR RTW Coordinator with 
supporting medical documentation. The employee must provide a completed Medical 
Assessment Form from their medical physician confirming the suitability of the return to full or 
modified duties and/or graduated return to work. The HR RTW Coordinator will update the 
Deputy Chief on the employee's status. The employee will not be permitted to return to work 
until the completed Medial Assessment Form is provided to the HR RTW Coordinator. The 
employee will be responsible for the cost of completing the Medical Assessment form. 

Employees' requirement for modified duties or a graduated return to work must be medically 
directed. The HR RTW Coordinator will coordinate such arrangements with the Deputy Chief 
and/or Fire Chief. These arrangements require clear, current and credible direction from the 
employee's medical physician by providing the completed Medical Assessment Form to the HR 
RTW Coordinator in advance of the return. The goal is to return employees to work effectively 
and safely. Return to work arrangements will not jeopardize co-workers' safety or operational 
integrity. 

Long Term Total Disability 

In the event an employee is totally disabled, application for Long Term Total Disability (LTTD), 
as outlined in the Fire Collective Agreement, will be the next step. Annual reviews, sometimes 
requiring Independent Medical Examinations in support of continuing qualification for the 
LTTD benefit, are conducted through Human Resources. 

Third Party Compensation (Subrogation) 

For injuries caused by a third party, the employee shall be obliged, in the event of recovery of 
funds from the third party, to reimburse the employer for sick leave wages paid to the 
employee. 

For work-related injuries claimed through WorkSafeBC, the employer shall receive the 
employee's compensation cheque. 
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6. Attendance Monitoring Process 

The process is designed to ensure that: 

• Attendance is fairly and consistently managed at NWFRS. 
• Workplace accommodation is made, wherever possible, at all review steps. 
• Recognition and encouragement is given to employees where there is an improvement in 

attendance during any step. 
• Where culpable absenteeism is evident, it will be dealt with separately. 
• The program is put on hold until issues pertaining to culpable absenteeism are dealt with, 

but attendance monitoring continues during this period. 

An employee in the program who subsequently goes off work on WorkSafeBC claim, Long Term 
Total Disability, maternity leave, paternity leave or any other authorized leave will have their 
attendance evaluated at the level at which they left. 

If an employee's absenteeism is deemed to be excessive and/or disruptive, attendance 
interview meetings will be conducted with the employee by the Deputy Chief and/or Fire Chief 
and Human Resources. A union representative will be present at such meetings. 

The intention of the attendance interview meeting is to: 

• Make the employee aware of their high level of absenteeism and the effect their absences 
have on other employees and to the department's operations. 

• Make the employee aware of their obligation to attend work regularly and potential 
consequences of the failure to do so. 

• Emphasize the importance of regular attendance. 
• Provide support and assistance to employees to attend work on a regular basis. 
• Advise the employee that their attendance is actively being monitored. 
• Advise the employee that a doctor's note is required for each and every future absence 

while they are in the program. 
• Determine the employee's requirement for workplace accommodation and/or return to 

work plans. 

The intent of the meeting is to have the employee recognize that their absenteeism is a 
concern and that they must take responsibility for improving their attendance. 

7. Vacation Rescheduling for Illness or lnlury 

In the event an employee becomes ill or is injured immediately prior to or during a scheduled 
vacation, the vacation period during which the person was indisposed will be deferred 
provided that the following criteria are met: 
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• The employee contacts the Duty Platoon Captain by calling the office telephone number 
and/or cellular phone number, or if unavailable, the #1 Hall Captain, or if both are 
unavailable, the Deputy Chief, immediately reporting the illness or injury. 

• The employee provides a completed Medical Assessment Form from their medical 
physician confirming the nature and duration of the illness or injury to the HR RTW 
Coordinator within ten {10) calendar days of reporting the illness or injury. The employee is 
responsible for the cost of completing the Medical Assessment Form. 

• The nature of the illness or injury is severe and prolonged, and may require hospitalization 
of the employee. The illness or injury would not normally qualify as severe and prolonged 
if it did not require regular medical attention for its duration. 

• In the application of the foregoing, in the event an employee qualifies for Short Term Sick 
Leave prior to commencing their scheduled vacation, and such sick leave continues into 
that vacation, the vacation period will be deferred for the duration of the illness. 

• Rescheduling of vacation due to normal illness is not permitted. 
• Upon approval of vacation rescheduling by the Deputy Chief, the time period in question 

will be considered sick leave, if applicable. 
• The rescheduling of vacation is at the discretion of the Deputy Chief and will depend on 

operational requirements at the time. Vacation rescheduling will be deferred until the 
employee is cleared to return to work with full duties. 

If an employee is on sick leave, modified duties or a graduated return to work and they have 
extenuating circumstances in which they would like to take vacation, they may make a formal 
request using the Request for Vacation During Sick Leave, WorkSafeBC Leave, or Modified 
Duties Form available through the Administration Office and submitting the completed form to 
the Deputy Chief prior to the vacation. In order for vacation to be approved, the employee and 
union will be required to sign an agreement with the Deputy Chief or Fire Chief stating that the 
employee will be taking scheduled vacation during sick leave, modified duties or graduated 
return to work. As such, the employee is not eligible for this vacation time being rescheduled 
in the future. 

Employees on WorkSafeBC claim who would like to take their scheduled vacation must obtain 
permission from their WorkSafeBC case manager prior to taking vacation. Once permission is 
received from WorkSafeBC, employees will inform the HR RTW Coordinator. 

8. Disability Management Program 

Workplace Accommodation 

NWFRS has a duty to accommodate an ill or injured employee's return to work up to the point 
of undue hardship. The goal of disability management is to provide a safe, timely and effective 
return to work for employees who have been ill or injured should they be temporarily or 
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permanently disabled from performing some or all oftheir normal job duties. The goal of 
accommodation is to create a "fit" with the employee's limitations and abilities so that they 
can return to work in a productive and meaningful way. An accommodation can be either 
temporary or permanent, depending on the employee's condition and the demands of their 
normal occupation. 

Where an employee's attendance is affected by an illness, injury or disability, NWFRS is 
committed to proactive early intervention and providing employment assistance to reduce the 
impact of the illness, injury or disability on attendance. This will include: 

• Workplace accommodation or return to work plans based on functional capability and any 
limitations or restrictions as medically directed. 

• Regular contact and communication with absent employees. 
• Obtaining clear, concise and current information from the employee's medical physician. 

• The key factors in assessing undue hardship include (but not limited to): 

• Financial cost. 
• Impact on the Collective Agreement. 
• Rights of other employees. 
• Problems of employee morale. 
• Disruption to operations. 
• Interchangeability of the workforce and facilities. 
• Size of the employer's operations. 
• Health and safety. 

The duty to accommodate does not require the department to: 

• Create a new position for the employee where one does not already exist. 
• Displace other employees. 
• Remove essential characteristics of the job. 
• Add staff to the complement. 

When workplace accommodation or return to work arises, it becomes a collaborative process 
that involves the employee, union, HR RTW Coordinator, management, the employee's medical 
physician and other medical professionals where applicable. The employee and union share a 
legal responsibility for ensuring the success of a workplace accommodation through 
cooperation and participation in the accommodation process. 

The responsibilities of management and the HR RTW Coordinator in the workplace 
accommodation process include: 
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• Obligation to inquire about the existence of a disability before imposing discipline or 
terminating. 

• Initiating the process as soon as it is aware that there may be a need to accommodate, 
initiating appropriate early intervention and ongoing communication upon notification of 
illness of injury. 

• Communicating with ill or injured employees on a regular basis to find out how they are 
doing and offer assistance if needed. 

• Coordinating medical documentation and direction regarding work restrictions and/or 
limitations. 

• Respecting the employee's right to confidentiality. 
• Ensuring designated union representatives are informed and have the opportunity to 

participate when matters of absenteeism are addressed with employees. 
• Providing information to employees about the accommodation process. 
• Working with employees and union on accommodation and return to work plans. 
• Implementing reasonable workplace accommodation or return to work plans as medically 

directed. 
• Maintaining comprehensive documentation of the accommodation process (including 

medical information, accommodation discussions, offers of accommodation, employee's 
acceptance/rejection, etc) in accordance with the BC Freedom of Information and 
Protection of Privacy Act. 

• Following up with the employee to ensure that the accommodation or return to work plan 
is successful and work with the employee to make adjustments where necessary. 

The employee's responsibilities in the workplace accommodation process include: 

• A duty to inform the employer of the existence of a disability and the need for workplace 
accommodation. Where the employer could not reasonably have known of a disability or 
need for accommodation and the employee fails to inform the employer, the employer will 
not be liable for failing to accommodate. 

• Reporting the initial injury or illness as soon as possible to obtain the help required for 
recovery and return to work. 

• Attending all medical or rehabilitation appointments regularly. 
• Providing detailed medical information or other supporting documentation from their 

medical physician as required bythe employer to implement a reasonable accommodation 
or return to work plan. 

• Accepting and participating in a reasonable accommodation or suitable return to work plan 
in good faith. 

• If an employee does not fulfil their responsibilities and/or does not cooperate in a 
reasonable accommodation, the employer's duty to accommodate has been absolved. 

• Comply with the recommendations of treatment providers. 
• Attending meetings with the HR RTW Coordinator, management and others involved in the 

process when required. 
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The Union's responsibilities in the workplace accommodation process include: 

• Providing support and encouragement to members in the accommodation and return to 
work processes. 

• Assisting members in seeking appropriate help when ill or injured. 
• Working cooperatively and participating in meetings with the employee, HR RTW 

Coordinator, Human Resources and management to find reasonable accommodation when 
needed. 

Types of Accommodation 

1. Graduated Return to Work 

This allows employees to return to work to their normal job on a schedule that 
gradually increases workload and/or hours of work until they have reached their pre
disability work capacity. 

2. Modified Duties 

This is where some of the duties of an employee's job are temporarily modified or 
removed in order to accommodate any restrictions the employee may have and 
decrease the risk of aggravating the disabling condition. 

3. Permanent Accommodation 

If an employee has been medically deemed to be permanently, partially disabled and 
can no longer perform some or all of their regular duties, the department will work with 
the employee and union to find a permanent accommodation in a new position where 
possible. 

Process 

In the event an employee's illness or injury leads to temporary or permanent disablement, the 
HR RTW Coordinator will be responsible to: 

• Provide ongoing case management services for ill, injured or disabled employees. 
• Maintain regular contact with employees who are absent from work because of illness or 

injury 
• Offer assistance to support the employee's early and safe return to work and to offer 

workplace accommodation where required. 
• Obtain case management guidance and medical direction through Medical Assessment 

Forms and/or Independent Medical Evaluations. 
• Identify the employee's functional limitations and restrictions versus job demands. 
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• Determine if alternative placement is possible through skills and training assessment if the 
department is unable to modify the employee's normal job. 

• Facilitate the accommodation or return to work process in consultation with the employee, 
Deputy Chief, Fire Chief and union. 

• Communicate any accommodation or return to work plan with the employee. 
• Maintain case management files in accordance with the BC Freedom of Information and 

Protection of Privacy Act. 

Confidentiality and Privacy 

Disability management involves the use of personal and medical information that is subject to 
the protection of the BC Freedom of Information and Protection of Privacy Act. Authorization 
for the gathering of information is obtained from the employee through signed consent. 
Medical information and WorkSafeBC information is kept in Human Resources and filed 
separately from the employee's personnel file in accordance with privacy document storage 
directives. Access to and disclosure of medical and WorkSafeBC information is limited to the 
requirements of managing health-related absences, returning the employee to work, 
accommodating the employee if applicable and/or administering income and related benefits. 

In the event an accommodation is not achievable, Human Resources will assist the employee in 
connecting with Provincial Employment Insurance Sick Benefits, pursuing Canadian Disability 
Pension or applying for Municipal Pension Plan while ensuring the union is kept apprised of the 
employee's medical situation. 

WorkSafeBC 

The role and responsibilities of WorkSafeBC in the Disability Management Program include: 

• Determining entitlement to WorkSafeBC benefits within the Worker's Compensation Act. 
• Working with employees and the department to provide early intervention and return to 

safe work for employees. 
• Determining functional assessment and rehabilitation services for WorkSafeBC cases. 
• Providing the department with information affecting rehabilitation, adjudication of claims 

and disability awards within WorkSafeBC Policy #99.20 "Notification of Decisions" (which 
states in part that disclosure to an Employer is on a 'need to know' basis). 

• Determining further entitlement if applicable under the Worker's Compensation Act, when 
individuals cannot return to pre-injury duties. 

WorkSafeBC Claims Reporting Process and Protocols 

An employee who is injured at work or has symptoms of a work-related illness must follow the 
established occupational health & safety regulations and claims reporting process as required 
by WorkSafeBC and the City of New Westminster. 
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Note: The employer is not required to report the injury or illness to WorkSafeBC if the employee 
does not lose time from work and does not seek medical attention. In this case, the City, for 
their purposes, will consider this workplace incident as a report only and will file it for 
information purposes. 

The employee will keep the HR RTW Coordinator and WorkSafeBC (i.e. Case Manager) 
informed of their progress throughout their claim duration. The employee can obtain ongoing 
claim information by contacting their Case Manager directly, by calling the Claims Call Center 
and/or by using the WorkSafeBC's website at www.worksafebc.com 

HR RTW Coordinator, Deputy Chief and/or Fire Chief and employee will work together to 
return the employee to work in a safe, timely and effective manner. 

9. Modified Duties Program 

Purpose 

The purpose of the NWFRS Modified Duties Program is to provide all employees the 
opportunity to return to work by providing temporary, alternative work that is intended to 
promote a worker's gradual restoration to the pre-injury level of employment. Modified 
duties employment is an important component of a worker's rehabilitation and enables an 
injured employee to maintain a positive connection to the workplace. It has been 
demonstrated that the earlier an employee is able to safely return to productive employment 
following an injury, the more likely the employee will obtain maximum recovery. 

Modified Duties 

A completed Medical Assessment Form will be required for employees to be eligible for 
modified duties work. Modified duties work will be based on detailed medical information 
from the employee's medical physician through the completed Medical Assessment Form 
and/or WorkSafeBC outlining the employee's functional capabilities, physical restrictions, 
limitations and medical requirements. Employees will be required to have ongoing Medical 
Assessment Forms completed by their medical physician to support continued modified duties 
work. The employee will be responsible for the cost of completing the Medical Assessment 
Form. 

Appropriate modified duties work must meet the following conditions: 

• Employee must be capable of performing the modified duties. 
• Modified duties must be safe for the injured employee to perform. 
• Modified duties must be productive and meaningful work. 
• Employee will be supervised and directed by the Duty Platoon Captain or Deputy Chief 

during modified duties work. 
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Suppression employees who are disabled will not be permitted to attend an emergency and/or 
fire scene as this may create an unsafe situation by placing the employee's health, the lives of 
co-workers and the safety of the public at risk. 

The employee will provide the completed Medical Assessment Form to the HR RTW 
Coordinator as required. Recognizing the employer and union's legal obligation to facilitate 
the accommodation process, management will address return to work and modified duties in a 
timely manner. Time may be required to arrange appropriate modified duties during which 
time the employee will be absent from work on sick leave until appropriate modified duties 
have been arranged. All employees who have been directed by their medical physician or 
WorkSafeBC to return to work on modified duties will maintain regular contact with the 
Deputy Chief and/or HR RTW Coordinator as required. 

Hours of Work 

The hours of work for employees on modified duties will depend on the following factors: 

• The employee's functional capabilities, physical restrictions, limitations and medical 
requirements as outlined in the Medical Assessment Form; 

• The type of modified duties work that is available; and 
• Whether the modified duties work can be efficiently, productively and safely performed on 

the employee's regular shift schedule. 

Document #408502 
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SUBJECT: TERMS OF REFERENCE 
CAPTAIN 

NEW WESTMINSTER EFFECTIVE 
DATE: ---FIRE AND RESCUE SERVICES ISSUED BY: 

POLICY AND PROCEDURES 

PURPOSE: 

SCOPE: 

POLICY: 

To establish all levels of accountability, duties and 
responsibilities for the Captain. 

All personnel. 

Fire Chief 

All qualified Company Officers serving in the position of Captain 
shall carry out the duties and responsibilities as outlined in this 
Terms of Reference. The Fire Chief reserves the right to 
update, modify or delete requirements as necessary providing 
such changes are not substantive. Substantive changes shall 
be made by mutual agreement between the parties. 

The company officer is at the tip of the fire and emergency medical service "spear", directly 
overseeing the application of the agency's personnel, training, equipment, and apparatus to 
the resolution of issues faced by the agency. Furthermore, they are the first contact with all 
fire department customers. Therefore, they are in a unique position to have either a positive 
or a negative effect on the organization's reputation. These roles are important to the 
personnel they supervise, the administration they support, and the public they serve. 

Recognizing and understanding the importance of the position and the responsibilities are 
critical to the success of a company officer. Filling the position requires competency as a 
leader, ethical behavior, and supervisory skills that many new officers will have to develop. 
New officers should adopt an appropriate level of humility and respect for those they supervise 
in order to make the transition to officer less lengthy and difficult. 

As a Supervisor, fire and emergency response units are generally close-knit. They look to the 
company officer as their supervisor to make decisions that will provide them with motivation 
and satisfaction to maximize performance in the workplace. 

The company officer performs many functions including but not limited to: 

• Provides leadership 
• Acting as a role model 
• Giving advice 
• Providing representation for members to the administration 
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• Seeking to resolve interpersonal conflicts 
• Applying counselling or coaching when necessary 
• Directing the work and ensuring readiness 

All of these functions take place continuously with some conflicting with others. The company 
officer's most important task is to ensure the safety of the unit's personnel. The company 
officer must balance the acceptable level of risk to the unit while fulfilling assigned objectives. 

PERSONAL VALUES: 

This position shall subscribe to the standards/principles set out in the NFPA Standards for Fire 
Officer Professional Qualifications NFPA 1021. It is expected incumbents familiarize 
themselves with these standards. 

PROCEDURE: 

The scope of Captain responsibilities shall encompass but not limited to: 

1. Organizational Role: 

1.1 While on duty is in charge of their assigned Hall and of the staff apparatus and 
equipment stationed therein. 

1.2 When at an incident as the first on scene Officer is responsible for setting up 
Incident Command following the department Incident Command System and 
directing and coordinating emergency scene activity and initial incident 
mitigation. 

1.3 When functioning as the Incident Commander is fully responsible for the safe 
actions of NWFRS responders. 

1 .4 Responsible for the supervision of all assigned staff. 

1.5 Responsible for completing all assigned TCI inspections. 

1.6 Responsible for conducting Hall maintenance inspections and reporting 
deficiencies as per NWFRS policy. 

1. 7 Responsible for maintaining Fire Hall Log book. 

1.8 Responsible for the use, care and maintenance of all equipment attached to a 
fire hall or hall apparatus and reporting deficiencies that cannot be readily 
rectified as per NWFRS policy. 

1.9 Responsible for crew training and proficiency. 
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1.10 Responsible for ensuring that daily hall roster in Telestaff is accurate and 
reporting issues or errors to the Platoon Captain. 

1.12 Ensures that hall staff are appropriately attired and in compliance with 
department's dress and grooming· standards. 

1.13 Responsible for enforcing the safe work practices of their crew and correcting 
unsafe work practices. 

1.14 Responsible for evaluating assigned staff. 

1.15 Responsible to assess crew training requirements and coordinating training with 
the Training Captain. 

1.16 Functions in Emergency Operations Centre role as designated. 

1.17 Is responsible for mentoring junior officer or officer candidates in the duties and 
responsible of a Captain and mentoring firefighters in the skills, abilities and 
attitude necessary to meet New Westminster Fire and Rescue Service job 
requirements. 

2. Scope of Authority: 

2.1 Under Fire Protection Bylaw No.6940 when acting as the Incident Commander: 

• 6.7 ..... is empowered to commander personnel and private or publicly owned 
equipment which are considered necessary to deal with an incident. ... 

• 6.8 ..... have the authority to cause the securing or demolition of any building 
or part of a building which in that member's judgment should be demolished 
in order to prevent the spread of fire or to prevent damage to property, injury 
to persons, or loss of life ..... 

• 6.10 ..... shall be permitted to enter any building threatened by fire or to enter 
within the fire lines designated by ropes, guards or barricades across any 
streets and lanes erected or placed by the City's Police Department or Fire 
and Rescue Services. 

2.2 The Fire Hall Captain shall have full control of the assigned hall and shall be 
responsible for its order and cleanliness. 

2.3 The Fire Hall Captain has the authority to move day to day personnel roster 
position assignments within assigned hall. 
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3. Key Performance Indicators: 

Work performance and/or Performance Evaluations are completed on the basis of 
effective hall supervision, administrative and operational services rendered to the New 
Westminster Fire and Rescue Services including: 

• Company "In Service" and "Response" Times 
• Company Training activities completion 
• Completes assigned tasks 
• Company Leadership and Mentorship 
• Fire Crew evaluations 
• Fire ground strategies and tactics 
• Company policy adherence and enforcement 
• Compliance with Operational Guidelines 
• Company member performance evaluations 
• Truck Company Inspection completion 
• Apparatus maintenance 
• Competence of assigned staff 
• Supervision of assigned staff 
• Mentoring of new officers 
• Interpersonal skills 
• Oral and written communication skills 
• Technical Competence 
• Hall Apparatus Operation and Maintenance 
• Pre incident planning 
• Incident FDM reports completion and accuracy 
• Company WCB and injury occurrences 
• Attendance and disability management 
• Completion of fire hall station journal 
• Safe work practices 

4. Operational Role: 

4.1 Responds to incidents as identified by department response protocols. 

4.2 Supervises firefighting operations and all other emergency operations as 
identified in department Operational Guidelines. 

4.3 When attending an incident as the first in unit shall establish Incident Command 
and follow Incident Command protocols. 

4.4 Responsible for incident mitigation. 
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4.5 Ensures that all personnel under their command are using appropriate personal 
protective equipment 

4.6 Ensures that turnout gear is donned prior to boarding apparatus and that 
personnel are properly secured with seatbelts before apparatus movement. 

4. 7 When not the first in unit at a multiple apparatus response incident, will stage 
and then if directed to, report to the Incident Commander with their crew 
passport accountability tags and await assignment from the Incident 
Commander. 

4.8 Shall direct all activities of personnel under their command and supervision at all 
incidents, subject to the direction of the Incident Commander. 

4.9 Is responsible for conducting a situation risk assessment and shall ensure that all 
procedures under their command are carried out at all incidents in a safe 
manner. 

4.10 Shall adhere to NWFRS dispatch and radio protocols when responding to 
alarms. 

4.10 Ensures that only communications terminology adopted and sanctioned by the 
NWFRS are used and that all communication requirements are met. 

4.11 Ensures that the Dispatch Channel is monitored when not assigned to an 
incident. 

4.12 Ensures that when responding to an incident the Communications Channel and 
assigned Tactical Channel are monitored. 

4.13 Is responsible for accurate recording of apparatus status by using apparatus 
status heads 

4.14 When Incident Commander, ensures that fires are completely extinguished. 

4.15 When Incident Commander determines if it is necessary to establish a "Fire 
Watch". 

4.16 When Incident Commander shall ensure that all buildings involved in a fire are 
properly secured, or alternatively, handed over to a person of authority such as 

I 

an owner or agent. Shall inform the owner or agent that it is the responsibility of 
the owner/agent to secure the building until such time it is deemed. safe to re
enter and when required have the owner or agent complete a "Responsibility" 
Form. 
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4.17 When Incident Commander will report all suspected arson fires to the on call 
duty Chief and the New Westminster Police Department. 

4.18 When Incident Commander will ensure that continuity of evidence is maintained 
at all times at incidents that may need to be investigated by Fire and Rescue 
Services or other authority. 

4.19 Promptly reports all accidents that occur en route to or returning from a fire, to 
apparatus under his direction; giving the names and addresses of all witnesses 
to the accident, as well as details of the accident necessary to complete l.C.B.C. 
forms. 

4.20 Reports all accidents involving private vehicles or property or persons. 

4.21 Ensures that there is a firefighter wearing Personal Protective Reflective 
Equipment to assist every piece of apparatus when it is backing up, so that the 
firefighter is visible to the driver at all times. 

4.22 Communicates with dispatch AS.AP. regarding any Fire Department vehicle 
involved in an accident. I.e. extent of damage, injuries, etc. 

4.23 If while en route to an incident the apparatus is involved in an accident with a 
private vehicle or property and if damage is of a minor nature, delegate a crew 
member to remain at the scene to collect required information so the apparatus 
may continue to the emergency, otherwise will keep the apparatus at the 
accident scene. 

4.24 Upon arrival at an incident conducts an incident size up and ensures the crew is 
aware of all apparent or visible dangers, including overhead dangers such as 
energized wires and collapse zones, and directs the driver to locate the 
apparatus. 

4.25 Ensures that prior to responding to an incident that conditions are satisfactory to 
respond, including, all personnel are on unit and that the truck bay doors are up 
and clear before allowing the apparatus to respond. 

4.26 Rides in front Officer's seat en route to and returning from an incident and 
oversees the driver's actions. 

4.27 Ensures that the driver/operator of a vehicle is complying with all vehicle driving 
and operating Operational Guidelines. 

4.28 Shall promptly record any workplace accident or injury occurring to any platoon 
member and follow workplace injury reporting guidelines including describing the 
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nature of such accident and the injuries incurred, as required by Work Safe BC 
regulation and provide the report as per NWFRS policy. 

4.29 The Captain is responsible for informing crew members of all "Hydrants Out of 
Order", "Street Closures", and any other pertinent information including time 
frames and providing information to other shifts. 

5. Fleet Management and Operation: 

5.1 Ensures that personnel perform apparatus checks, maintenance and daily 
routines at the commencement of each shift. 

5.2 Ensures that all apparatus are checked by the assigned driver at the 
commencement of each shift, the apparatus maintenance check sheets 
completed and signed by the driver and by the officer, and are forwarded as per 
NWFRS policy. 

5.3 When notified by a driver of an apparatus issue that needs immediate attention 
will mitigate the problem as per NWFRS policy. 

5.4 When notified by a driver that a piece of equipment is not in working condition, 
will mitigate the problem as per NWFRS policy. 

5.5 Ensures that hall apparatus at end of shift are turned over to oncoming shift in a 
clean and ready for service condition. 

5.6 Ensures that apparatus inventory and inventory lists are current. Any 
deficiencies will be reported as per NWFRS policy. 

6. Equipment and Building Maintenance: 

6.1 Conducts a daily grounds and building inspection for housekeeping, 
maintenance, and other issues such as inappropriate or unacceptable material 
and detail the necessary work to keep Department facilities in good condition. 

6.2 Immediately reports all damage to halls and equipment as per NWFRS policy. 

6.3 Reports any facility inventory shortages for their assigned Fire Hall as per 
NWFRS policy. 

6.4 Ensures that the front of the hall and the sidewalks are kept clean and free from 
snow, ice or other obstructions and to monitor and report any of the same 
conditions relating to the gutters and roadway in front and side of Fire Hall 
facilities. 
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6.5 Immediately notifies the appropriate fire company officers of any equipment 
which belongs to any other company which may be found in their possession on 
returning from a fire. 

7. Staff Management: 

7.1 Checks the assigned platoon members at 08:00 and at 18:00 hours in the 
afternoon to ascertain as to whether all are present and fit for duty, that the 
Telestaff hall roster is correct including portable radio assignments. 

7.2 Conducts an inspection line up at the beginning of each shift as per NWFRS 
policy. 

7.3 Manages any of their crew that fails to comply with the NWFRS Facial Hair 
Policy. 

7.4 Does not permit any member of the platoon to go off duty until properly relieved. 
In the event that a member fails to report to duty will detain a member of the 
previous shift to fill the position and report the absenteeism to the Platoon 
Captain for resolution. 

7.5 Reports all cases of lateness or absence without notice to the Platoon Captain 
office. 

7.6 Ensures that all quarters are kept neat and clean, and properly ventilated and 
that dorm areas are made up each morning before 0700 hours. 

7. 7 Makes personnel staffing requests to the Platoon Captain office if an exchange 
of personnel will benefit Department operations. 

7 .8 Keeps all members of their crew informed of when "no temporary personnel 
changes" have been assigned. 

7.9 Ensures that any absence must have approval of the Platoon Captain in charge. 

7 .10 Ensures that beds are not occupied between the hours of 0700 and 2200. 

7.11 At shift commencement reviews Telestaff to ensure accuracy or roster 
information including Pay Codes and radio numbers assigned. 

8. Reports and Record Keeping: 

8.1 Will complete the FDM RMS Incident Report for every response as per NWFRS 
policy. 
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8.2 Is responsible for the accuracy of all incident information entered into FDM for 
incidents attended. 

8.3 Ensures that all significant events that occur at an incident are noted in the 
Officer Narrative of the FDM Incident Report. 

8.4 Ensures that the incident information entered into FDM is complete and the 
incident in FDM is "locked" by the end of the shift. 

8.5 Reports any hydrant used at a Fire or other incident to the Water Department 
through the FDM reporting system detailing the location and hydrant number. 

8.6 Keeps their hall log books neatly written up to date and such books shall be 
subject at any time to inspection by the Fire Chief and/or designate. 

8. 7 Forwards without delay all reports and communications addressed to a Chief 
Officer to the Chiefs office. 

8.8 Maintains the Fire Hall log book while on duty by recording: 

• Date, time and platoon 
• P/C on Duty 
• All types of absences 
• Personalleaves 
• Radio Test 
• Check of keys, SCBA, Gas Monitor Bump Test, AED and apparatus fuel 

status 
• All information and memos received 
• All on duty injuries of personnel 
• All responses 
• Greater Alarm callout 
• All other pertinent scheduled or unscheduled events that relate to the specific 

Fire Hall 
• Training Activities 
• Radio ID's are correct 

8.9 At the commencement of shift reviews the Fire Hall log book, Operational 
Guidelines and Memo clipboards from the last day worked to the current date 
and conducts a crew update briefing during the inspection line up. 

8.10 Views Station and FDM Calendar for events affecting fire hall. 

8.11 Scans Incident Command System Accountability Board and related incident 
information into FDM Incident record. 
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9. Inspection, Public Education and Pre Incident Planning: 

9.1 Conducts familiarization tours for all Fire Hall response zone buildings except 
dwellings, in order to determine the construction of such buildings, the class of 
business carried on, the class of goods carried on each floor of each building 
and whether combustible or non-combustible; the accessibility of the stairways, 
halls and exits, in order to devise the most expedient method of attack in case of 
fire. Information collected shall be recorded into the FDM RMS. 

9.2 Completes all assigned TCI inspections as per NWFRS policy. 

9.3 Inspects all school buildings in their assigned district so that each school is 
inspected at least twice a year. Any violations of the Fire By-Law or Fire Code 
are to be reported to the Public Safety and Prevention Division. Information 
collected shall be recorded into the FDM RMS. 

9.4 Captains assigned to Districts containing rest homes and private hospitals 
complete Tactical Inspections as assigned. 

9.5 Promptly reports to the Platoon Captain any violation within the assigned district 
of the Fire By-Law or any By-Law with respect to the obstruction of fire hydrants 
or street-ends by snow, ice or other obstructions. 

9.6 Ensures that fire crews are fully versed in departments Public Education 
Programs, and are able to conduct Fire Hall Tours. 

9. 7 Interacts with the public and is prepared to deliver NWFRS public safety and 
related materials and presentations. 

9.8 Demonstrates strong Public Relations skills when interacting with the public 
either in the community or fire hall. 

1 O. Respectful Workplace: 

10.1 Enforces the CNW Respectful Workplace and Human Rights Policy and deals 
with issues of this type without delay, immediately reporting all incidents to the 
appropriate Deputy or Assistant Deputy Chief of Fire and Rescue Services. 

10.2 Manages inappropriate or unacceptable material on the white boards, cork 
boards, bulletin boards or other locations in or around City facilities. Enforces 
CNW policy in the workplace and takes warranted immediate action. 

10.3 Promotes a healthy and positive learning environment during all training lectures 
and classes. Ensures the instructor is treated respectfully, cell phones are on 
vibrate, personnel are not leaving classroom, nor disrupting the class in any way, 
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that all company officers are participating and class time is used to maximum 
efficiency. Participates in the class if appropriate. 

10.4 Promptly acts when notified by Company Officer of possible Respectful 
Workplace violations. 

11. Media and Communication: 

11 .1 Upon receipt of Fire Department memos and Operational Guidelines places the 
information on the appropriate clipboard, logs receipt of such information in the 
log book and orients the assigned crew to its details. 

11.2 Checks their email account, Outlook Calendar, FDM Calendar, Work Orders, 
and any other sources of information at the commencement and end of each 
duty shift regarding scheduled activities affecting their fire hall. 

11.3 Monitors and respond when appropriate, to voice mail messages left on 
Department business lines under their control. 

11 .4 Upon receiving orders shall make crew members aware of such orders, inform 
the officer relieving him/her of such orders, who in turn shall . notify their platoon 
in like manner. Such orders shall be posted on the notice board and shall be 
drawn to the attention of any personnel who were not present when said orders 
were read. 

11.5 Responds to internal and external complaints and notifies, as appropriate, the 
Fire Chief or Deputy Chief of Fire and Rescue Services as to the nature of the 
complaint. 

11.6 Communicates with the media in accordance with NWFRS policy. 

12. General Office Duties and Responsibilities: 

By understanding their responsibilities and the people they are responsible to, company 
officers will have to be able to perform the duties that are assigned to them. Company 
officers have responsibilities to all of the following: 

• Subordinates - Adhere to and enforce safety regulations in order to provide a 
safe work environment; also represent the needs of their subordinates to the 
organization and provide: 

o Ethical leadership 
o Fair and just supervision 
o Educational and training opportunities 

• Organization - Administer all policies and procedures of the organization; 
represent the organization to members of the unit and the public. 
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• Public - Provide effective and efficient professional service to the public; be 
aware that the public provides resources to the organization and that officers are 
stewards of those resources. 

• Profession - Serve as visible representatives and role models, like all fire and 
emergency services members. The public and the organization's members 
judge the profession by the actions of its officers. 

• Themselves - Live by a set of ethical standards and values that are based on 
the accepted moral values of the community if they expect their subordinates to 
live by them; respect themselves and abide by their convictions if they expect the 
same from others. 

12.1 Ensures that doors to living and working areas are kept CLOSED during any 
movement of vehicles to eliminate truck fumes to these areas. 

12.2 Immediately reports to the Platoon Captain office any member being in 
possession of or consuming spirits, liquor or any other alcoholic beverage, 
narcotics or drugs (except prescription medications used as prescribed) in any 
hall or reporting for duty in an impaired or altered state. 

12.3 Monitors and enforces the Department Parking Policy and manages any 
violations. 

12.4 Records all information in the Fire Hall Log book detailing people and events that 
take place in all Fire Halls during day or evening hours, including during special 
events and when appropriate reports same information to the Platoon Captain 
office without delay. 

12.5 Manage work schedule to ensure that all daily, weekly, monthly and other 
scheduled tasks are completed in a proper fashion by the specified timeline. 

12.6 Ensures that Saturdays, Sundays and Statutory days are treated as 
regular work days. 

13. Training: 

13.1 Conducts training classes and practices with assigned personnel as scheduled 
by the Training Captain or Training Office to enhance personnel performance 
and capabilities. This includes evaluating training participant's knowledge, skills, 
and abilities. Completes performance reports as required and enters all training 
into the Training Records system using correct coding. 

13.2 Completes all training and educational assignments and submits all 
administrative documentation by the specific timeline. 

13.3 Attends and supervises all scheduled training. 
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13.4 Assists with the training and evaluation of new drivers in driving and operation of 
apparatus at respective halls. 

13.5 Mentors and monitors the skills demonstrated by personnel and corrects any 
improper techniques that are noted. 

13.6 Ensures training integrity is maintained, and that personnel complete training 
assignments diligently and that all crew member written and practical exams are 
partaken in a professional manner. 

13. 7 Delivers training assignments when requested and ensures that: 

• All drills are conducted to NWFRS standards. 
• Reviews reference material prior to conducting training and contacts Platoon 

Captain or Training Office for clarification of any details not thoroughly 
understood. 

• Conducts a crew meeting prior to the training session to discuss the goals 
and objectives of the training. 

• Outlines proper PPE and safe work practices with the crew before 
commencing training. 

• Ensures Pump Operators wear headsets when at the pump panel or are in 
radio contact using the provided portable radio when away from the panel. 

• Conducts a post training session debriefing immediately at the conclusion of 
the drill, before cleanup is initiated to review crew performance. 

13.8 Ensures that all members participate in ALL assigned training. 

13.9 At the conclusion of a training assignment completes all required training session 
documentation. 

13.10 Continuously monitors and evaluates the level of training and competence of 
assigned staff under their Command to ensure crews meet NWFRS performance 
standards. 

13.11 Ensures that all work assigned is completed on or before the due date. 

13.12 Ensures that all documentation is complete and that the work outlined has been 
completed accurately before submitting required paper work or electronic 
submission. 

14. Job Skills and Position Requirements: 

14.1 Meet or exceed the minimum qualifications as outlined in the NWFRS officer 
development program - Fire Officer II. 
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14.2 Demonstrates the ability to function in dynamic, stressful emergent situations 
while commanding fire department staff, operating vehicles, and radio 
communication systems. 

14.3 Must be proficient in the use of the Incident Command System. 

14.4 Demonstrates the ability to enter data accurately and program competency in 
NW-EDMS filing system, FDM records management, Telestaff, Outlook, and 
other department computer systems. 

14.5 Demonstrates competency in Microsoft Office programs. 

14.6 Demonstrates ability to connect and interact tactfully and effectively with the 
public and partner agencies in all types of situations. 

14. 7 Participate and assist with the development and administration of department 
goals, objectives and procedures. 

14.8 Demonstrates knowledge of and ability to apply and follow department 
policies, rules, regulations, and operational guidelines. 

14.9 Demonstrates knowledge of Collective Agreement. 

14.10 Demonstrates ability to prepare and deliver presentations to department and 
public as needed. 

14.11 Demonstrates awareness of cultural diversity and impact on the delivery of 
fire department services. 

14.12 Demonstrates ability to work cooperatively with other city departments. 

14.13 Demonstrates ability to analyze department operational needs and make 
recommendations to improve the department's delivery of emergency 
services. 

14.14 Demonstrates ability to mentor and train subordinates. 

14.15 Demonstrates ability to manage assigned areas of responsibilities. 

14.16 Demonstrates ability to apply City and Department payroll practices. 

14.17 Ability to collect, analyze and evaluate data and be able to prepare and deliver 
clear and concise written and oral reports within the scope of the Captain Terms 
of Reference. 

14.18 Conducts assigned staff performance appraisals. 

14.19 Ability to work cooperatively with other city departments. 
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14.20 Ability to work cooperatively with others to ensure that Suppression 
Division operational needs for training are met. 

14.21 Ability to operate within TeleStaff. 

Summary 

The company officer holds a position that is unique in the fire and emergency services and 
supervisory positions in general. As a working supervisor, the officer must perform the same 
firefighting, rescue, or EMS tasks that other members perform. As a member of management, 
the officer must perform the functions of a first-level supervisor, evaluate personnel, provide 
training, and develop budget requests, among other duties. The company officer must also be 
a representative of the unit to the administration, the administration to the unit, and the 
organization to the public. 

An officer must make decisions, act ethically, and apply supervisory and management skills to 
provide a professional service to the public and members of the unit. Finally, the company 
officer must understand and adhere to acknowledged standards of leadership and ethical 
behavior. Leader, supervisor, manager, and unit member are all roles that a company officer 
must learn to play effectively and simultaneously. 

Doc#771957 
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NEW WESTMINSTER 

FIRE AND RESCUE SERVICES SUBJECT: TERMS OF REFERENCE 
TRAINING CAPTAIN 

POLICY AND PROCEDURES DATE: Effective Date: 

Issued by: 

Fire Chief 

PURPOSE: To establish the level of accountability, duties and responsibilities of the 
position of Training Captain. 

SCOPE: 

POLICY: 

All Personnel. 

The Training Captain shall carry out the duties and responsibilities as 
outlined in this Terms of Reference. The Fire Chief reserves the right to 
update, modify or delete requirements as necessary providing such 
changes are not substantive. Substantive changes shall be made by 
mutual agreement between the parties. 

The company officer is at the tip of the fire and emergency medical service "spear'', 
directly overseeing the application of the agency's personnel, training, equipment, and 
apparatus to the resolution of issues faced by the agency. Furthermore, they are the 
first contact with all fire department customers. Therefore, they are in a unique position 
to have either a positive or a negative effect on the organization's reputation. These 
roles are important to the personnel they supervise, the administration they support, 
and the public they serve. 

Recognizing and understanding the importance of the position and the responsibilities 
are critical to the success of a company officer. Filling the position requires 
competency as a leader, ethical behavior, and supervisory skills that many new officers 
will have to develop. New officers should adopt an appropriate level of humility and 
respect for those they supervise in order to make the transition to officer less lengthy 
and difficult. 

As a Supervisor, fire and emergency response units are generally close-knit. They look 
to the company officer as their supervisor to make decisions that will provide them with 
motivation and satisfaction to maximize performance in the workplace. 

The company officer performs many functions including but not limited to: 

• Provides leadership 
• Acting as a role model 
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• Giving advice 
• Providing representation for members to the administration 
• Seeking to resolve interpersonal conflicts 
• Applying counselling or coaching when necessary 
• Directing the work and ensuring readiness 

All of these functions take place continuously with some conflicting with others. The 
company officer's most important task is to ensure the safety of the unit's personnel. 
The company officer must balance the acceptable level of risk to the unit while fulfilling 
assigned objectives. 

PERSONAL VALUES: 

This position shall subscribe to the standards/principles set out in the NFPA Standards 
for Fire Officer Professional Qualifications NFPA 1021 . It is expected incumbents 
familiarize themselves with these standards. 

PROCEDURE: 

The scope of Training Captain responsibilities and authority shall encompass but not be 
limited to the following: 

1. Organizational Role: 

1.1 Is the officer responsible for planning, organizing and directing fire 
department training activities under the authority of the on-duty Platoon 
Captain and following the direction of the Chief Training Officer. 

1.2 Is responsible for creating and ensuring a safe working environment for 
training activities. 

1 .3 Completes reports, assignments and tasks as assigned by the Platoon 
Captain, the CTO, a Deputy Chief or Assistant Deputy Chief and the Fire 
Chief. 

1.4 Assists in Policy, Procedure, and Operational Guideline development. 

1.5 At an incident may be the Incident Safety Officer as delegated. 

1.6 Responsible for investigating and reporting training accidents or injuries. 
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1. 7 Administers on a day to day basis that the Collective Agreement between 
the New Westminster Firefighters Union Local 256 and the City of New 
Westminster with respect to training activities. 

1.8 While supervising staff on-duty at emergency events, training evolutions 
and assigned activities on-shift, ensures personnel comply with 
department. Policies, Rules and Regulations, and Standard Operating 
Guidelines. 

1.9 Within the scope of the Terms of Reference of the Training Captain 
position, completes all responsibilities that have been assigned to Training 
Division members. 

1.10 Ensures that department training activities follow industry standards and 
NWFRS policy. 

1.11 Conducts skill and training evaluations. 

1.12 Conducts performance appraisals and evaluations of company officer 
candidates and other staff as directed. 

1.13 Supervises and mentors Company Officers in their daily duties 
responsibilities and monitors their performance in support of the Platoon 
Captain. 

1 .14 Acts as the shift liaison between the assigned shift and the Training 
Office. 

1.15 Co-ordinates with the Platoon Captain to ensure that all assigned staff 
SCBA Fit Testing is up to date. 

1.16 Functions in Emergency Operations Centre role as designated. 

1.17 Participates in the development and implementation of new and/or revised 
policies, regulations, programs, operating procedures, promotional 
process and related matters. 

1.18 Responsible for assessing or assisting in the assessment of platoon 
training requirements. 

1.19 In conjunction with the CTO and PC the Training Captain will work to 
assist in coordinating and scheduling training programs and 
recommending necessary training. 

1 .20 Delivers the NWFRS recruit firefighter training program. 

183 



1.21 Delivers the NWFRS fire officer development program. 

2. Scope of Authority: 

2.1 Has the authority to initiate discipline and reprimand. 

2.2 Has the authority to ensure compliance with "New Westminster 
Occupational Health and Safety Program". 

2.3 When directed, has the authority of Media Liaison Officer as per NWFRS 
policy. 

2.4 Has the authority of Safety Officer as per Safety Officer as per NWFRS 
policy. 

2.5 Under Fire Protection Bylaw No.6940 when acting as the Incident 
Commander: 

• 6.7 ..... is empowered to command personnel and private or publicly 
owned equipment which are considered necessary to deal with an 
incident. ... 

• 6.8 ..... have the authority to cause the securing or demolition of any 
building or part of a building which in that member's judgment should 
be demolished in order to prevent the spread of fire or to prevent 
damage to property, injury to persons, or loss of life ..... 

• 6.10 ..... shall be permitted to enter any building threatened by fire or to 
enter within the fire lines designated by ropes, guards or barricades 
across any streets and lanes erected or placed by the City's Police 
Department or Fire and Rescue Services. 

3. Key Performance Indicators: 

3.1 Work performance and/or Evaluating Performance is reviewed on the 
basis of effective supervision, administrative and operational services 
rendered to the New Westminster Fire and Rescue Services. 

Key Performance Indicators 

• Shift Training activities completion 
• Shift training records completion 
• Complete assigned tasks 
• Leadership & Mentorship activities 
• Recruit firefighter program delivery 
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• Ongoing firefighter training coordination and delivery 
• Fire Officer 1 Program delivery 
• Fire Officer 2 Program delivery 
• Assigned personnel performance evaluations 
• Fire ground strategies and tactics training 
• Emergency response activities 
• Policy adherence and enforcement 
• Compliance with Operational Guidelines 
• Interpersonal skills 
• In Service Times and Response Times 
• Training Records - FDM: Entry of Training activities 
• Written Correspondence and Communications 
• Effective communication between Training division and other 

divisions 
• Firefighter Safety Programs delivery and administration. 
• Safe work practices. 
• Attendance and disability management. 
• Supervision of assigned staff. 
• Professional accountability. 
• Technical competence. 
• Supervision and responsibility of the assigned facility and 

equipment. 

4. Operational Role: 

4.1 Responds to incidents as identified by department protocols. 

4.2 May serves as the designated Incident Safety Officer. 

4.3 Monitors and ensures that the Incident Command System is followed by 
all shift personnel and that all benchmarks are identified, met and 
communicated to dispatch. 

4.4 Monitors radio communications and ensure that all personnel assigned 
radios use only communications sanctioned and adopted by the NWFRS. 

4.5 Ensures compliance with personal protective equipment guidelines. 

4.6 Ensures that the ICS system is used. 

4. 7 Coordinates with the platoon captain to schedule NWFRS apparatus and 
equipment for training evolutions. 
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4.8 Enforces daily apparatus check requirements are completed and ensures 
that maintenance check sheets are properly completed and submitted as 
per NWFRS policy. 

4.9 Ensures that training division inventory lists are maintained and that 
deficiencies are rectified. 

4.10 Verifies prior to commencing training that all equipment and apparatus 
has been checked. 

5. Reports and Record Keeping: 

5.1 Prepares and maintains all required training records for assigned shift 
personnel. 

5.2 Ensures that Company Officers and instructors input and maintain proper 
training records. 

5.3 Ensures all FDM training reports are entered and completed on time for 
the shift. 

5.4 Creates training reports when required. 

5.5 Participates in the development of annual training plans 

6. Inspection, Public Education and Pre Incident Planning: 

6.1 Manages assigned member participation in community public relations 
and events when directed. 

6.2 Assists the Public Safety and Prevention Division as requested with 
support and training. 

7. Respectful Workplace: 

7 .1 Enforces the CNW Respectful Workplace and Human Rights Policy and 
deals with issues of this type without delay, immediately reporting all 
incidents to the appropriate Deputy or Assistant Deputy Chief of Fire and 
Rescue Services. 

7.2 Manages inappropriate or unacceptable material on the white boards, 
cork boards, bulletin boards or other locations in or around City facilities. 

186 



Enforces CNW policy in the workplace and takes warranted immediate 
action. 

7.3 Promotes a healthy and positive learning environment during all training 
lectures and classes. Ensures the instructor is treated respectfully, cell 
phones are on vibrate, personnel are not leaving classroom, nor 
disrupting the class in any way, that all company officers are participating 
and class time is used to maximum efficiency. Participates in the class if 
appropriate. 

7.4 Promptly acts when notified by Company Officer of possible Respectful 
Workplace violations. 

8. Media and Communication: 

8.1 Responds to internal and external complaints and notifies, as appropriate, 
the Platoon Captain, Fire Chief or Deputy Chief of Fire and Rescue 
Services as to the nature of the complaint. 

8.2 When directed, communicates with the media in accordance with NWFRS 
policy. 

9. General Office Duties and Responsibilities: 

By understanding their responsibilities and the people they are responsible to, 
company officers will have to be able to perform the duties that are assigned to 
them. Company officers have responsibilities to all of the following: 

• Subordinates - Adhere to and enforce safety regulations in order to 
provide a safe work environment; also represent the needs of their 
subordinates to the organization and provide: 

o Ethical leadership 
o Fair and just supervision 
o Educational and training opportunities 

• Organization - Administer all policies and procedures of the organization; 
represent the organization to members of the unit and the public. 

• Public - Provide effective and efficient professional service to the public; 
be aware that the public provides resources to the organization and that 
officers are stewards of those resources. 

• Profession - Serve as visible representatives and role models, like all fire 
and emergency services members. The public and the organization's 
members judge the profession by the actions of its officers. 

• Themselves - Live by a set of ethical standards and values that are based 
on the accepted moral values of the community if they expect their 
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subordinates to live by them; respect themselves and abide by their 
convictions if they expect the same from others. 

9.1 Ensures that all staff understand and comply with all memos, Operating 
Guidelines, Notices, Code of Conduct, Policy and Procedures and any 
other information that is pertinent to the City of New Westminster and the 
New Westminster Fire and Rescue Services. 

9.2 Conducts weekly planning sessions with the Platoon Captain and CTO; 
to plan upcoming work orders, monthly activities board (DOC), the 
Outlook Training Calendar, plans for the scheduled tour, memos, etc. that 
were issued on days off. 

9.3 Ensures that Saturdays, Sundays and Statutory days are treated as 
regular training days. 

9.4 Responds to and manages email requests as appropriate. 

9.5 Ensures that all training activities are completed as outlined in the lesson 
plan or Operating Guideline. 

9.6 Monitors the parking and other apparatus placement at NWFRS training 
sites. 

10. Training: 

10.1 Assesses the training requirements of the assigned shift and in co
operation with the Platoon Captain makes recommendations to solve any 
deficiencies. 

10.2 Participates in curriculum development. 

10.3 In cooperation with the Platoon Captains plan, schedules, organizes, 
monitors and records daily training and prepares progress reports as 
required. 

10.4 In conjunction with the Platoon Captain reviews and maintains Annual 
Events Board and Monthly Activities and reviews Outlook Training 
Calendar. 

10.5 Co-ordinates training schedules so that shift training and completion of all 
tasks are completed by the specified timeline. 

10.6 Ensures that there is continuous pre-planning for the execution of training 
and work assignments and that, at a minimum, the next block of shifts is 
planned ahead at all times. 
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10. 7 When tasks are not completed on or before the expiry date investigates to 
determine the cause then provides solutions to rectify the situation. 

10.8 In conjunction with the Platoon Captain, develops and implements work 
assignments and learning plans for personnel that require specific training 
to improve or further develop their skills. 

10.9 Ensures that all documentation is complete and accurate prior to inputting 
into training records system. 

10.10 Ensures that the integrity of training is maintained, all personnel complete 
training assignments. 

10.11 Ensures that all written and practical exams are conducted in a 
professional manner. 

10.12 In coordination with Platoon Captain conducts Company Officer and 
Company Officer Candidate evaluations. 

10.13 Ensures that shift instructors and trainers are supported, and that all 
reasonable requests are accommodated. 

10.14 Previews assigned drills and lectures with instructors before presentations 
to ensure key points are covered. 

10.15 Ensures that training events start at scheduled time. 

10.16 Monitors Company Officers and shift trainers as to their: 

• Organizational skills 
• Preparedness 
• Delivery, and 
• Records completion 

10.17 When managing practical drills ensures that: 

• All drills are to be conducted to NWFRS standards. 
• Shift officers are familiar with reference material identified in the drill 

manual. 
• Safe work practices are followed at all times. 
• All drills begin with a crew briefing to provide information on the drill, 

safety parameters, goals to be met and key points to follow. 
• Pump operators wear radio headsets when at the pump panel or are in 

radio contact using the provided portable radio when away from the 
panel. 
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• A debriefing is held immediately at the conclusion of the drill, before 
cleanup is initiated. 

10.18 Participates in all training activities when required and ensures that all 
training session attendees participate in training evolutions unless there 
are unusual circumstances 

10.19 Enforces training staff scheduling so that personal leaves do not interfere 
with scheduled training or with the completion of modules that are more 
than one day in length. 

10.20 Assesses shift requirements for instructors and provides information to 
appropriate Platoon Captain. 

10.21 Ensure that shift instructors and trainers are supported and that all 
reasonable requests are accommodated. 

11. Job Skills and Position Requirements: 

11 .1 Meet or exceed the minimum qualifications as outlined in the NWFRS 
officer development program - Fire Officer II, Fire Service Instructor II and 
Incident Safety Officer. 

11.2 Demonstrates the ability to function in dynamic, stressful emergent 
situations while commanding fire department staff, operating vehicles, and 
radio communication systems. 

11.3 Must be proficient in the use of the Incident Command System. 

11.4 Demonstrates the ability to enter data accurately and program 
competency in NW-EDMS filing system, FDM records management, 
Telestaff, Outlook, and other department computer systems. 

11.5 Demonstrates competency in Microsoft Office programs. 

11.6 Demonstrates ability to connect and interact tactfully and effectively with 
the public and partner agencies in all types of situations. 

11. 7 Participate and assist with the development and administration of 
department goals, objectives and procedures. 

11.8 Demonstrates knowledge of and ability to apply and follow department 
policies, rules, regulations, and operational guidelines. 

11.9 Demonstrates knowledge of Collective Agreement. 
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11 .10 Demonstrates ability to prepare and deliver presentations to department 
and public as needed. 

11.11 Demonstrates awareness of cultural diversity and impact on the delivery 
of fire department services. 

11.12 Demonstrates ability to work cooperatively with other city departments. 

11.13 Demonstrates ability to analyze department operational needs and make 
recommendations to improve the department's delivery of emergency 
services. 

11.14 Demonstrates ability to mentor and train subordinates. 

11.15 Demonstrates ability to manage assigned areas of responsibilities. 

11.16 Demonstrates ability to apply City and Department payroll practices as per 
a Company Officer. 

11.17 Ability to collect, analyze and evaluate data and be able to prepare and 
deliver clear and concise written and oral reports. 

11 .18 Perform Company Officer and Firefighter performance reviews. 

11.19 Ability to analyze department operational and training needs and make 
recommendations to improve the department's delivery of emergency 
services. 

11.20 Ability to work cooperatively with others to ensure that Suppression 
Division operational needs for training are met. 

11.21 Ability to operate within TeleStaff. 

11.22 Demonstrates the ability to develop lesson plans, course materials, and 
program development, and formulate training plans. 

11.23 Demonstrates the ability to develop NWFRS instructors as necessary. 

11.24 Successful completion of NWFRS Fire Service Instructor Level I and II. 

Summary 

The company officer holds a position that is unique in the fire and emergency services 
and supervisory positions in general. As a working supervisor, the officer must perform 
the same firefighting, rescue, or EMS tasks that other members perform. As a member 
of management, the officer must perform the functions of a first-level supervisor, 
evaluate personnel, provide training, and develop budget requests, among other duties. 
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The company officer must also be a representative of the unit to the administration, the 
administration to the unit, and the organization to the public. 

An officer must make decisions, act ethically, and apply supervisory and management 
skills to provide a professional service to the public and members of the unit. Finally, 
the company officer must understand and adhere to acknowledged standards of 
leadership and ethical behavior. Leader, supervisor, manager, and unit member are all 
roles that a company officer must learn to play effectively and simultaneously. 
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NEW WESTMINSTER 

FIRE AND RESCUE SUBJECT: TERMS OF REFERENCE 
PLATOON CAPTAIN 

SERVICES 
POLICY AND PROCEDURES DATE: Effective Date: 

Issued by: 

Fire Chief 

PURPOSE: To establish level of accountability, duties and responsibilities of the 
position of Platoon Captain. 

SCOPE: 

POLICY: 

All personnel. 

All qualified Company Officers serving in the position of Platoon Captain 
shall carry out the duties and responsibilities as outlined in this Terms of 
Reference. The Fire Chief reserves the right to update, modify or delete 
requirements as necessary providing such changes are not substantive. 
Substantive changes shall be made by mutual agreement between the 
parties. 

The company officer is at the tip of the fire and emergency medical service "spear", 
directly overseeing the application of the agency's personnel, training, equipment, and 
apparatus to the resolution of issues faced by the agency. Furthermore, they are the 
first contact with all fire department customers. Therefore, they are in a unique position 
to have either a positive or a negative effect on the organization's reputation. These 
roles are important to the personnel they supervise, the administration they support, 
and the public they serve. 

Recognizing and understanding the importance of the position and the responsibilities 
are critical to the success of a company officer. Filling the position requires 
competency as a leader, ethical behavior, and supervisory skills that many new officers 
will have to develop. New officers should adopt an appropriate level of humility and 
respect for those they supervise in order to make the transition to officer less lengthy 
and difficult. 

As a Supervisor, fire and emergency response units are generally close-knit. They look 
to the company officer as their supervisor to make decisions that will provide them with 
motivation and satisfaction to maximize performance in the workplace. 

The company officer performs many functions including but not limited to: 

• Provides leadership 
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• Acting as a role model 
• Giving advice 
• Providing representation for members to the administration 
• Seeking to resolve interpersonal conflicts 
• Applying counselling or coaching when necessary 
• Directing the work and ensuring readiness 

All of these functions take place continuously with some conflicting with others. The 
company officer's most important task is to ensure the safety of the unit's personnel. 
The company officer must balance the acceptable level of risk to the unit while fulfilling 
assigned objectives. 

PERSONAL VALUES: 

This position shall subscribe to the standards/principles set out in the NFPA Standards 
for Fire Officer Professional Qualifications NFPA 1021 . It is expected incumbents 
familiarize themselves with these standards. 

PROCEDURE: 

The scope of Platoon Captain responsibilities and authority shall encompass but not be 
limited to the following: 

1. Organizational Role: 

When at an incident as the first on scene Officer is responsible for setting 
up Incident Command following the department Incident Command 
System and directing and coordinating emergency scene activity and 
initial incident mitigation. 

1.1 Completes reports, assignments and tasks as directed within the Terms of 
Reference for the Platoon Captain. 

1.2 At an incident serves as the Incident Commander responsible for: 

• Initiating incident command 
• Directing and coordinating emergency scene activity 
• Incident mitigation 
• Providing for the health and safety of all responders 

1.3 Directs assigned staff on a day to day basis in accordance with the 
Collective Agreement between the New Westminster Firefighters Union 
Local 256 and the City of New Westminster. 

1.4 Ensures all assigned staff comply with department Policies, Rules and 
Regulations, and Operating Guidelines. 
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1.5 Supervises duties and all suppression staff that have been assigned to 
their platoon. 

1.6 Ensures that Platoon members are familiar with department's disciplinary 
policies and initiates any necessary progressive disciplinary action. 

1. 7 Conducts performance appraisals of assigned staff and ensures the 
completion of performance appraisals for all staff assigned to the platoon. 

1.8 Supervises and mentors all assigned staff with their daily duties, 
responsibilities and monitors their performance. 

1.9 Functions in Emergency Operations Centre role as designated. 

2. Scope of Authority: 

2.1 Has the authority to initiate disciplinary process. 

2.2 Has the authority to ensure compliance with "New Westminster 
Occupational Health and Safety Program". 

2.3 When directed, has the authority of Media Liaison Officer as per NWFRS 
policy. 

2.4 Has the authority of Safety Officer as per Safety Officer NWFRS policy. 

2.5 Has staffing authority to manage day to day staffing requirements 
including filling roster vacancies, entering leaves, approving requests, 
rescheduling holiday leaves, utilizing extra shifts and callout. 

2.6 Is responsible for on-duty operational personnel. 

2. 7 Under Fire Protection Bylaw No.6940 when acting as the Incident 
Commander: 

• 6.7 ..... is empowered to command personnel and private or publicly 
owned equipment which are considered necessary to deal with an 
incident. ... 

• 6.8 ..... have the authority to cause the securing or demolition of any 
building or part of a building which in that member's judgment should 
be demolished in order to prevent the spread of fire or to prevent 
damage to property, injury to persons, or loss of life ..... 

• 6.10 ..... shall be permitted to enter any building threatened by fire or to 
enter within the fire lines designated by ropes, guards or barricades 
across any streets and lanes erected or placed by the City's Police 
Department or Fire and Rescue Services. 
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3. Key Performance Indicators: 

3.1 Work performance and/or Evaluating Performance is reviewed on the 
basis of effective supervision, administrative and operational services 
rendered to the New Westminster Fire and Rescue Services. 

Key Performance Indicators 

• Assigned company "in service" and "response time" 
• Task completion 
• Leadership & Mentorship responsibilities 
• Assigned staff performance evaluations 
• _Fire ground strategies and tactics 
• Coordination of training activities with the Training Division and the 

assigned Training Captain 
• Policy adherence and enforcement 
• Compliance with Operational Guidelines 
• Company Officer & Crew Compliance with Operational Guidelines 
• Truck Company Inspection completion 
• Pre incident planning supervision 
• Telestaff Staffing and Payroll Accuracy 
• Approving and locking FDM incident reports for the Platoon 
• Effective written correspondence and communications 
• Effective communication between management and the platoon 
• Reporting and managing shift WCB claims, injury events and accident 

investigations 
• Attendance and disability management for assigned staff 
• Technical competence 
• The assigned fire hall apparatus and equipment maintenance 

4. Operational Role: 

4.1 Responds to incidents as identified by department response protocols. 

4.2 When acting as Incident Commander, supervises firefighting operations 
and all other emergency operations as defined in department Operational 
Guidelines. 

4.3 When acting as Incident Commander, notification of Duty Chief in the 
event of a working fire, second alarm or higher. 

4.4 Monitors and ensures that the Incident Command System as outlined by 
NWFRS is followed by all shift personnel and that all benchmarks are 
identified and met unless previously tasked. 
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4.5 Monitors radio communications and ensure that all personnel assigned 
radios use only communications sanctioned and adopted by the NWFRS 
unless previously tasked. 

4.6 Monitors and directs emergency response protocol unless previously 
tasked. 

4. 7 Ensures compliance with personal protective equipment guidelines for 
assigned staff. 

4.8 Impounds protective clothing worn by firefighters injured or killed in their 
duties. 

4.9 Is responsible to conduct Workplace Accident and Incident Investigations 
and complete and submit reports as necessary as a CNW supervisor. 

4.10 Ensures that NWFRS guidelines on accountability are followed at all 
times. 

4.11 Immediately notifies the Duty Chief and Police Department in the event of 
a death or a serious injury to any firefighter or civilian. 

4.12 Ensures incident mitigation when acting in the role of Incident 
Commander. 

4.13 Ensures, that in cases of suspicious fires, that the fire site is secured until 
a member of the New Westminster Police Service or an Investigator 
arrives and takes control of the site, or initiates the fire investigation as the 
LAFC. 

4.14 Ensure continuity of evidence is maintained at all times at incidents that 
may need to be investigated by New Westminster Fire and Rescue 
Services. 

4.15 Ensures that when required a "Fire Watch" is established. 

4.16 At shift commencement reviews the Platoon Captain log book, SOG and 
Memo clip boards from the last day worked to the current date and 
ensures that all personnel assigned to the shift are knowledgeable of 
same. 

5. Fleet Management and Operation: 

5.1 Enforces daily apparatus check requirements, ensures that maintenance 
check sheets are completed for assigned apparatus and that maintenance 
check sheets are collected and submitted as per NWFRS policy. 
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5.2 Ensures that the fire hall and apparatus inventory lists are kept current 
and reported shortages are promptly rectified. Any deficiencies to be 
reported as per NWFRS policy. 

5.3 Ensures all assigned apparatus are accounted for and any necessary 
repairs are communicated to FLEET and the appropriate Chief Officer. 

6. Equipment and Building Maintenance: 

6.1 Conducts regular inspections of Fire Halls and related equipment to 
ensure New Westminster Fire and Rescue standards are maintained and 
submits reports as necessary. 

6.2 Ensures that the Captain in charge of each fire hall reports on the 
condition of the fire hall building and property for deficiencies and 
cleanliness on each shift, keeps the buildings and grounds in an 
acceptable condition and assigns their crew to remedy housekeeping 
issues. Also ensures that deficiencies are reported and remedied as per 
NWFRS policy. 

7. Staffing: 

7 .1 Schedules day-to-day staffing to meet required department staffing levels, 
operational needs, training events (in conjunction with the Training 
Division), and special events needs and enters payroll related information 
(such as meetings) into T elestaff. 

7 .2 Ensures operational staffing levels are maintained and rosters are 
adjusted as required a minimum of one week in advance. 

7 .3 Reviews and issues daily staffing and apparatus rosters and callout lists 
to the identified callout outlook list at the start of each shift. 

7.4 Ensures the accuracy of Telestaff Work codes so that exported payroll 
information is correct. 

7.5 Updates daily rosters and maintains shift scheduling board located in 
DOC. Issues rosters, call out lists and apparatus rosters at the beginning 
of each shift. 

7.6 Ensures department policies for extra shifts, overtime, sick leave or any 
other issues that pertain to scheduling are followed. 

7. 7 Keeps informed of and enforces dates where "no shift exchanges 
permitted" have been assigned . 
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7.8 Ensures that Shift Exchanges for assigned staff do not interfere with 
scheduled training. 

7.9 Monitors and manages assigned staff Shift Exchanges to ensure 
compliance with department Shift Exchange policies. 

7 .10 Prior to any absence ensures their replacement is contacted to ensure 
platoon work plans are complete appropriately. 

8. Reports and Record Keeping: 

8.1 Prepares narrative, statistical, administrative, operational and technical 
reports as requested. 

8.2 Maintain proper records as per NWFRS policy. Enter and complete FDM 
reports on time, review such reports for accuracy and completion. 
Responsible for "Approving" and "Locking" Platoon Incident reports. 

8.3 Completes a Monthly Tour of Duty Report by the end of each month and 
shall include but not limited to the following: 

• Assigned inspections 
• Assigned Pre-fire Plans 
• Work orders completed 
• Other special events 
• Fire Rescue assignments 
• Personnel issues - training, sickness or injury 

8.4 Complete the Fire Hall log books to ensure that entries portray an 
accurate history of the date and data entered in the log book. 

8.5 Monitors and manages dispatch operational and radio issues as per 
NWFRS policy. 

9. Inspection, Public Education and Pre Incident Planning: 

9.1 Participate in community public relations and events as scheduled. 

9.2 In conjunction with Task Force Captain, ensures completion of assigned 
Truck Company Inspections as identified by the Public Safety and 
Prevention Division. 

9.3 Assists the Public Safety and Prevention Division as requested with 
inspections, support and training, and record-keeping. 

199 



9.4 Monitors, documents and is accountable for all information, people and 
events that take place in all Fire Halls during day or evening hours, 
including during special events. 

10. Respectful Workplace: 

10.1 Enforces the CNW Respectful Workplace and Human Rights Policy and 
deals with issues of this type without delay, immediately reporting all 
incidents to the appropriate Deputy or Assistant Deputy Chief of Fire and 
Rescue Services. 

10.2 Responsible for managing inappropriate or unacceptable material on the 
white boards, cork boards, bulletin boards or other locations in or around 
City facilities. Enforces CNW policy in the workplace and takes warranted 
immediate action. 

10.3 Promotes a healthy and positive learning environment during all training 
lectures and classes. Ensures the instructor is treated respectfully, cell 
phones are on vibrate, personnel are not leaving classroom, nor 
disrupting the class in any way, that all company officers are participating 
and class time is used to maximum efficiency. Participates in the class if 
appropriate. 

10.4 Promptly acts when notified by Company Officer of possible Respectful 
Workplace violations. 

11. Media and Communication: 

11.1 Responds to internal and external complaints and notifies, as appropriate, 
the Fire Chief or Deputy Chief of Fire and Rescue Services as to the 
nature of the complaint. 

11.2 Communicates with the media in accordance with NWFRS policy. 

12. General Office Duties and Responsibilities: 

By understanding their responsibilities and the people they are responsible to, 
company officers will have to be able to perform the duties that are assigned to 
them. Company officers have responsibilities to all of the following: 

• Subordinates - Adhere to and enforce safety regulations in order to 
provide a safe work environment; also represent the needs of their 
subordinates to the organization and provide: 

o Ethical leadership 
o Fair and just supervision 
o Educational and training opportunities 
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• Organization - Administer all policies and procedures of the organization; 
represent the organization to members of the unit and the public. 

• Public - Provide effective and efficient professional service to the public; 
be aware that the public provides resources to the organization and that 
officers are stewards of those resources. 

• Profession - Serve as visible representatives and role models, like all fire 
and emergency services members. The public and the organization's 
members judge the profession by the actions of its officers. 

• Themselves - Live by a set of ethical standards and values that are based 
on the accepted moral values of the community if they expect their 
subordinates to live by them; respect themselves and abide by their 
convictions if they expect the same from others. 

12.1 Ensures that suppression staff on their crew understand and comply with 
all memos, OG's, notices, Code of Conduct, Policy and Procedures and 
any other information that is pertinent to the City of New Westminster and 
the New Westminster Fire and Rescue Services. 

12.2 Conducts weekly planning sessions with Training Captains and on-shift 
officers to plan upcoming work orders, monthly activities board (DOC), the 
Outlook Training Calendar, plans for the scheduled tour, memos, etc. that 
were issued on days off. 

12.3 Ensures that Saturdays, Sundays and Statutory days are treated as 
regular work days. 

12.4 Checks their email accounts at a minimum at the commencement and 
end of each shift, responds and manages email requests as appropriate. 

12.5 Monitors voice mail messages, responds and manages requests and 
voicemails as appropriate. 

12.6 Ensures On Duty members are following department attire guidelines. 

13. Training: 

13.1 Follows designated training activities as per NWFRS policy. 

13.2 Coordinates training for assigned crews with the Chief Training Officer 
and assigned Training Captain to ensure efficient completion of training 
and work duties. 

13.3 In coordination with Training Captain provides Officer Candidate 
evaluation for competency and progress. 

13.4 When attending practical drills will ensure that: 
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• All drills are conducted to NWFRS standards. 
• Ensures that participants are familiar with reference material identified 

in the drill manual. 
• Safe work practices are followed at all times. 
• All drills begin with a crew briefing to provide information on the drill, 

goals to be met and key points to follow. 
• Pump operators wear radio headsets when at the pump panel or are in 

radio contact using the provided portable radio when away from the 
panel. 

• A debriefing is held immediately at the conclusion of the drill, before 
cleanup is initiated. 

• The operational status of all attending units is appropriate and 
communicated with dispatch. 

13.5 Participates in all training activities when required and ensures that all 
training session attendees participate in training evolutions unless there 
are extenuating circumstances. 

14. Job Position Requirements: 

14.1 Meet or exceed the minimum qualifications as outlined in the NWFRS 
officer development program - Fire Officer Ill. 

14.2 Demonstrates the ability to function in dynamic, stressful emergent 
situations while commanding fire department staff, operating vehicles, and 
radio communication systems. 

14.3 Must be proficient in the use of the Incident Command System. 

14.4 Demonstrates the ability to enter data accurately and program 
competency in NW-EDMS filing system, FDM records management, 
Telestaff, Outlook, and other department computer systems. 

14.5 Demonstrates competency in Microsoft Office programs. 

14.6 Demonstrates ability to connect and interact tactfully and effectively with 
the public and partner agencies in all types of situations. 

14. 7 Participate and assist with the development and administration of 
department goals, objectives and procedures. 

14.8 Demonstrates knowledge of and ability to apply and follow department 
policies, rules, regulations, and operational guidelines. 

14.9 Demonstrates knowledge of Collective Agreement. 

14.10 Demonstrates ability to prepare and deliver presentations to department 
and public as needed. 
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14.11 Demonstrates awareness of cultural diversity and impact on the delivery 
of fire department services. 

14.12 Perform assigned suppression Captain performance reviews. 

14.13 Perform assigned Firefighter performance reviews. 

14.14 Demonstrates ability to work cooperatively with other city departments. 

14.15 Demonstrates ability to analyze department operational needs and make 
recommendations to improve the department's delivery of emergency 
services. 

14.16 Demonstrates ability to mentor and train subordinates. 

14.17 Demonstrates ability to manage assigned areas of responsibilities. 

14.18 Demonstrates ability to apply City and Department payroll practices. 

Summary 

The company officer holds a position that is unique in the fire and emergency services 
and supervisory positions in general. As a working supervisor, the officer must perform 
the same firefighting, rescue, or EMS tasks that other members perform. As a member 
of management, the officer must perform the functions of a first-level supervisor, 
evaluate personnel, provide training, and develop budget requests, among other duties. 
The company officer must also be a representative of the unit to the administration, the 
administration to the unit, and the organization to the public. 

In each of these roles, an officer must make decisions, act ethically, and apply 
supervisory and management skills to provide a professional service to the public and 
members of the unit. Finally, the company officer must understand and adhere to 
acknowledged standards of leadership and ethical behavior. Leader, supervisor, 
manager, and unit member are all roles that a company officer must learn to play 
effectively and simultaneously. 
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NEW WESTMINSTER 

FIRE AND RESCUE SERVICES SUBJECT: TERMS OF REFERENCE 
CHIEF TRAINING OFFICER 

POLICY AND PROCEDURES DATE: Effective Date: 

Issued by: 

Fire Chief 

PURPOSE: To establish level of accountability, duties and responsibilities of the position of Chief 
Training Officer. 

SCOPE: All personnel. 

POLICY: The Chief Training· Officer shall carry out the duties and responsibilities as outlined in 
this Terms of Reference. The Fire Chief reserves the right to update, modify or 
delete requirements as necessary providing such changes are not substantive. 
Substantive changes shall be made by mutual agreement between the parties. 

The officer is at the tip of the fire and emergency medical service "spear", directly overseeing the 
application of the agency's personnel, training, equipment, and apparatus to the resolution of 
issues faced by the agency. Furthermore, they are the first contact with all fire department 
customers. Therefore, they are in a unique position to have either a positive or a negative effect 
on the organization's reputation. These roles are important to the personnel they supervise, the 
administration they support, and the public they serve. 

Recognizing and understanding the importance of the position and the responsibilities are critical 
to the success of a company officer. Filling the position requires competency as a leader, ethical 
behavior, and supervisory skills that many new officers will have to develop. New officers should 
adopt an appropriate level of humility and respect for those they supervise in order to make the 
transition to officer less lengthy and difficult. 

As a Supervisor, fire and emergency response units are generally close-knit. They look to the 
company officer as their supervisor to make decisions that will provide them with motivation and 
satisfaction to maximize performance in the workplace. 

The officer performs many functions including but not limited to: 

• Provides leadership 
• Acting as a role model 
• Giving advice 
• Providing representation for members to the administration 
• Seeking to resolve interpersonal conflicts 
• Applying counselling or coaching when necessary 
• Directing the work and ensuring readiness 
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All of these functions take place continuously with some conflicting with others. The company 
officer's most important task is to ensure the safety of the unit's personnel. The company officer 
must balance the acceptable level of risk to the unit while fulfilling assigned objectives. 

PERSONAL VALUES: 

This position shall subscribe to the standards/principles set out in the NFPA Standards for Fire 
Officer Professional Qualifications NFPA 1021. It is expected incumbents familiarize themselves 
with these standards. 

PROCEDURE: 

The scope of Chief Training Officer responsibilities and authority shall encompass but not be 
limited to the following: 

1. Organizational Role: 

1.1 May be designated as a member of the Fire and Rescue Services Administrative 
Board by the Fire Chief. 

1.2 Is the senior Training Division Officer responsible for planning, organizing and 
directing fire department training activities. 

1.3 Completes reports, assignments and tasks as directed. 

1.4 Assists in Policy, Procedure, and Operational Guideline development. 

1.5 At an incident may be the Incident Safety Officer as delegated. 

1.6 Administers on a day to day basis that the Collective Agreement between the 
Training Division and the City of New Westminster. 

1. 7 Ensures training division members comply with department Policies, Rules and 
Regulations, and Standard Operating Guidelines. 

1.8 Supervises the recruit firefighter training program. 

1.9 Supervises responsibilities that have been assigned to Training Division members. 

1.10 Ensures that Training Division members are familiar with department's disciplinary 
policies and initiates any necessary progressive disciplinary action. 

1.11 Conducts Training Officer performance evaluations. 

1.12 Supervises and mentors Training Officers in their daily duties responsibilities and 
monitors their performance. 

1.13 Acts as the liaison between the Suppression Division and the Training Office. 

1.14 Co-ordinates with the assigned Platoon Captain any necessary training and 
upgrading to ensure that all department members' Medical and AED Qualifications 
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are current and that all members annual Hearing Tests are scheduled and SCBA Fit 
Testing is up to date. 

1.15 Acts as Local Assistant to the Fire Commissioner. 

1.16 Functions in Emergency Operations Centre role as designated. 

1.17 Participates in the development and implementation of new and/or revised policies, 
regulations, programs, operating procedures, promotional process and related 
matters. 

1.18 Responsible for assessing training requirements and coordinating and scheduling 
training programs. 

2. Scope of Authority: 

2.1 Has the authority to employ, reprimand, suspend or recommend dismissal. 

2.2 Has the authority to initiate disciplinary process. 

2.3 Has the authority to serve as Incident Commander when appropriate and including 
all the responsibilities associated to that role. 

2.4 Has the authority to ensure compliance with "New Westminster Occupational Health 
and Safety Program". 

2.5 Has the authority of Media Liaison Officer as per NWFRS policy. 

2.6 Has the authority of Safety Officer as per NWFRS policy. 

2.7 Has the authority to Callout a Fire Investigator as defined in Fire Investigator as per 
NWFRS policy. 

2.8 Under Fire Protection Bylaw No.6940 when acting as the Incident Commander: 

• 6.7 ..... is empowered to command personnel and private or publicly owned 
equipment which are considered necessary to deal with an incident. ... 

• 6.8 ... .. have the authority to cause the securing or demolition of any building or 
part of a building which in that member's judgment should be demolished in order 
to prevent the spread of fire or to prevent damage to property, injury to persons, 
or loss of life ..... 

• 6.10 ..... shall be permitted to enter any building threatened by fire or to enter 
within the fire lines designated by ropes, guards or barricades across any streets 
and lanes erected or placed by the City's Police Department or Fire and Rescue 
Services. 
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3. Key Performance Indicators: 

3.1 Work performance and/or Evaluating Performance is reviewed on the basis of 
effective supervision, administrative and operational services rendered to the New 
Westminster Fire and Rescue Services. 

Key Performance Indicators 

• Training activities completion 
• Training record completion 
• Training Reports - FDM: Approving, locking Training activities 
• Projects & Assignments completion 
• Leadership & Mentorship activities 
• Fire Officer 1 Program delivery 
• Fire Officer 2 Program delivery 
• Recruit Training Program delivery 
• Safe work practices 
• Training Officer performance evaluations 
• Fire ground strategies and tactics training 
• Emergency response activities 
• Policy adherence and enforcement 
• Compliance with Operational Guidelines 
• Interpersonal skills 
• Managing training equipment and apparatus 
• Managing training facilities 
• Supervision of assigned staff 
• Telestaff staffing and payroll 
• Professional accountability 
• Written Correspondence and Communications 
• Annual scheduled of Hearing tests, Fit tests, PPE Inspections, SCBA testing. 
• Effective communication between Training division and other divisions. 
• Firefighter Safety Programs delivery and administration. 

4. Operational Role: 

4.1 Responds to incidents as identified by department NWFRS policy. 

4.2 May be assigned suppression supervision duties as directed 

4.3 At an incident may be the Incident Safety Officer as delegated. 

4.4 Monitors radio communications and ensure that all personnel assigned radios use 
only communications sanctioned and adopted by the NWFRS. 

4.5 Monitors and directs emergency response protocol. 

4.6 Ensures compliance with personal protective equipment guidelines for assigned 
staff. 
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4.7 Ensures compliance with personal protective equipment guidelines. 

4.8 Impounds protective clothing worn by firefighters injured or killed in their duties. 

4.9 Ensures that the ICS system is used. 

4.10 Immediately notifies the Duty Chief and Police Department in the event of a death or 
a serious injury to any firefighter or civilian. 

5. Fleet Management and Operation: 

5.1 Communicates with Fleet Services personnel to co-ordinate the scheduling of 
NWFRS vehicles used for training for service and repair as needed as per NWFRS 
policy. 

5.2 Enforces daily apparatus check requirements for training vehicles, ensures that 
maintenance check sheets are completed for each apparatus on each day shift and 
that all maintenance check sheets are collected and delivered to Fleet Services as 
per NWFRS policy. 

5.3 Ensures that the fire hall and apparatus inventory lists are kept current and reported 
shortages are promptly rectified . 

5.4 Ensures that prior to commencing training sessions that all equipment and apparatus 
has been checked to ensure that there are no deficiencies. 

6. Equipment and Building Maintenance: 

6.1 Conducts regular inspections of Training Facilities and Offices and Training 
apparatus to ensure New Westminster Fire and Rescue standards are maintained. 

6.2 Ensures that the training Captains checks properties and facilities for deficiencies 
and cleanliness and ensures that deficiencies are reported and remedied. 

6.3 That prior to commencement of any training activates the training area is checked for 
safety issues and any deficiencies or issues are rectified before commencing training 
and that upon completion of training activities the buildings and grounds are left in an 
acceptable condition. 

7. Staffing: 

7.1 Schedules training staffing to meet required department training needs and enters 
payroll related information into T elestaff. 

7.2 Ensures the accuracy of Telestaff Work codes so that exported payroll information is 
correct. 

7.3 Updates training scheduling board located in DOC. 
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7.4 Coordinates with the Platoon Captain the scheduled holidays for training division 
members. 

7.5 Ensures department policies for extra shifts, overtime, sick leave or any other issues 
that pertain to scheduling are followed. 

7.6 Keeps informed of and enforces dates where "no shift exchanges permitted" have 
been assigned. 

7.7 Ensures that Shifts Exchanges do not interfere with scheduled training. 

7 .8 Notifies, prior to any absence, Training Captains and Platoon Captains to ensure that 
platoon training plans including scheduled or unscheduled training, to be conducted 
in their absence is completed as planned. 

7 .9 Monitors members on sick leave, prepares progress reports and follows Attendance 
Management Program requirements. 

8. Reports and Record Keeping: 

8.1 Prepares and maintains all required training narrative, statistical, administrative, 
operational and technical reports. 

8.2 Ensures that Company Officers and Training Officers maintain proper training 
records; enter and complete FDM training reports on time, to review such reports for 
accuracy and completion and responsible for "Approving" and "Locking" Incident 
reports. 

8.3 Completes and submits a Monthly Training Report. 

9. Inspection, Public Education and Pre Incident Planning: 

9.1 Manages Training Division member participation in community public relations and 
events. 

9.2 Assists the Public Safety and Prevention Division as requested with support and 
training. 

10. Respectful Workplace: 

10.1 Enforces the CNW Respectful Workplace and Human Rights Policy and deals with 
issues of this type without delay, immediately reporting all incidents to the 
appropriate Deputy or Assistant Deputy Chief of Fire and Rescue Services. 

10.2 Takes direct responsibility for inappropriate or unacceptable material on the white 
boards, cork boards, bulletin boards or other locations in or around City facilities. 
Enforces CNW policy in the workplace and takes warranted immediate action. 
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10.3 Promotes a healthy and positive learning environment during all training lectures and 
classes. Ensures the instructor is treated respectfully, cell phones are on vibrate, 
personnel are not leaving classroom, nor disrupting the class in any way, that all 
company officers are participating and class time is used to maximum efficiency. 
Participates in the class if appropriate. 

10.4 Promptly acts when notified by Company Officer of possible Respectful Workplace 
violations. 

11. Media and Communication: 

11.1 Responds to internal and external complaints and notifies, as appropriate, the Fire 
Chief or Deputy Chief of Fire and Rescue Services as to the nature of the complaint. 

11.2 Communicates with the media in accordance with NWFRS policy. 

12. General Office Duties and Responsibilities: 

By understanding their responsibilities and the people they are responsible to, company 
officers will have to be able to perform the duties that are assigned to them. Company 
officers have responsibilities to all of the following: 

• Subordinates - Adhere to and enforce safety regulations in order to provide a safe 
work environment; also represent the needs of their subordinates to the organization 
and provide: 

o Ethical leadership 
o Fair and just supervision 
o Educational and training opportunities 

• Organization - Administer all policies and procedures of the organization; represent 
the organization to members of the unit and the public. 

• Public - Provide effective and efficient professional service to the public; be aware 
that the public provides resources to the organization and that officers are stewards 
of those resources. 

• Profession - Serve as visible representatives and role models, like all fire and 
emergency services members. The public and the organization's members judge 
the profession by the actions of its officers. 

• Themselves - Live by a set of ethical standards and values that are based on the 
accepted moral values of the community if they expect their subordinates to live by 
them; respect themselves and abide by their convictions if they expect the same 
from others. 

12.1 Ensures that all training staff understand and comply with all memos, SOP's, notices, 
Code of Conduct, Policy and Procedures and any other information that is pertinent 
to the City of New Westminster and the New Westminster Fire and Rescue Services. 

12.2 Conducts weekly planning sessions with training officers and Platoon Captains to 
plan upcoming work orders, monthly activities board (DOC), the Outlook Training 
Calendar, plans for the scheduled tour, memos, etc. that were issued on days off. 
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12.3 Conducts monthly staff meetings with training officers to deliver information, discuss 
past/upcoming reports and events, training, work completions, etc. 

12.4 Ensures that Saturdays, Sundays and Statutory days are treated as regular training 
days. 

12.5 Checks their email accounts at a minimum at the commencement and end of each 
shift, responds and manages email requests as appropriate. 

12.6 Monitors Chief Training Office voice mail messages, responds and manages 
requests and voicemails as appropriate. 

12. 7 Ensures that all training activities are completed as per NWFRS policy. 

12.8 Monitors the parking and other apparatus placement at all designated training sites 
so that training activities are not interfered with. 

12.9 Ensures Training Officers follow department attire guidelines. 

13. Training: 

13.1 Assesses the training requirements of the department and in co-operation with the 
Platoon Captain, Chief Officers and plans, schedules, organizes, monitors and 
records daily training and prepares progress reports as required. 

13.2 In conjunction with the Platoon Captain and Training Officer, reviews and maintains 
Annual Events Board and Monthly Activities and reviews Outlook Training Calendar. 

13.3 Co-ordinates training schedules so that shift training and completion of all work 
orders are completed by the specified timeline. 

13.4 Ensures that there is continuous pre-planning for the execution of work orders and 
that at a minimum the next block of shifts is planned ahead at all times. 

13.5 When delegated tasks are not completed on or before the expiry date, investigates 
to determine the cause the then provides solutions to rectify the situation. 

13.6 In conjunction with the Platoon Captain and Training Captain, develops and 
implements learning plans for personnel that require specific training to improve or 
develop their skills. 

13. 7 Ensures that all documentation is complete and that the work outlined has been 
completed accurately before entering a work order record in training record system. 

13.8 Ensures that the integrity of training is maintained, all personnel complete training 
assignments diligently and that all written and practical exams are conducted in a 
professional manner. 

13.9 In coordination with the Platoon Captain and Training Captain, facilitates Officer 
Candidate evaluation for competency and progress. 
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13.10 Previews assigned drills and lectures with training officers before presentations to 
ensure key points are covered. 

13.11 Ensures that training events start at scheduled time. 

13.12 Monitors Training Captains in line with their Key Performance Indicators. 

13.13 When attending practical drills evaluates to ensure that: 

• All drills are conducted to NWFRS standards. 
• Shift officers are familiar with reference material identified in the drill manual. 
• Safe work practices are followed at all times. 
• All drills begin with a crew briefing to provide information on the drill, safety 

expectations and goals to be met and key points to follow. 
• Pump operators wear radio headsets when at the pump panel or are in radio 

contact using the provided portable radio when away from the panel. 
• A debriefing is held immediately at the conclusion of the drill, before cleanup is 

initiated. 

13.14 Participates in all training activities when required and ensures that all training 
session attendees participate in training evolutions. 

13.15 Enforces training staff scheduling so that personal leaves do not interfere with 
scheduled training or with the completion of modules that are more than one day in 
length. 

13.16 Assesses shift requirements for instructors and manages as appropriate. 

14. Job Skills and Position Requirements: 

14.1 Meet or exceed the minimum qualifications as outlined in the NWFRS officer 
development program-Fire Officer Ill and Fire Services Instructor II. 

14.2 Demonstrates the ability to function in dynamic, stressful emergent situations while 
commanding fire department staff, operating vehicles, and radio communication 
systems. 

14.3 Must be proficient in the use of the Incident Command System. 

14.4 Demonstrates the ability to enter data accurately and program competency in NW
EDMS filing system, FDM records management, Telestaff, Outlook, and other 
department computer systems. 

14.5 Demonstrates competency in Microsoft Office programs. 

14.6 Demonstrates ability to connect and interact tactfully and effectively with the public 
and partner agencies in all types of situations. 

14. 7 Participate and assist with the development and administration of department goals, 
objectives and procedures. 
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14.8 Demonstrates knowledge of and ability to apply and follow department policies, 
rules, regulations, and operational guidelines. 

14.9 Demonstrates knowledge of Collective Agreement. 

14.10 Demonstrates ability to prepare and deliver presentations to department and public 
as needed. 

14.11 Demonstrates awareness of cultural diversity and impact on the delivery of fire 
department services. 

14.12 Perform assigned Training Captain performance reviews. 

14.13 Perform assigned Firefighter performance reviews. 

14.14 Demonstrates ability to work cooperatively with other city departments. 

14.15 Demonstrates ability to analyze department operational needs and make 
recommendations to improve the department's delivery of emergency services. 

14.16 Demonstrates ability to mentor and train subordinates. 

14.17 Demonstrates ability to manage assigned areas of responsibilities. 

14.18 Demonstrates ability to apply City and Department payroll practices. 

14.19 Ability to optimize cost effectiveness when scheduling staff. 

14.20 Ability to collect, analyze and evaluate data and be able to prepare and deliver clear 
and concise written and oral reports. 

14.21 Ability to manage assigned areas of responsibilities including budgeting, 
procurement, analyzing, forecasting, and reporting. 

14.22 Ability to work cooperatively with other department divisions to ensure that 
Suppression Division operational needs for training are met. 

Summary 

As a working supervisor, the officer must perform the same firefighting, rescue, or EMS tasks that 
other members perform. As a member of management, the officer must perform the functions of a 
first-level supervisor, evaluate personnel, provide training, and develop budget requests, among 
other duties. The officer must also be a representative of the unit to the administration, the 
administration to the unit, and the organization to the public. 

An officer must make decisions, act ethically, and apply supervisory and management skills to 
provide a professional service to the public and members of the unit. Finally, the company officer 
must understand and adhere to acknowledged standards of leadership and ethical behavior. 
Leader, supervisor, manager, and unit member are all roles that an officer must learn to play 
effectively and simultaneously. 
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