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

BETWEEN

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

AND

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

PREAMBLE

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.

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.

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.



4.1

WORKING CONDITIONS

Hours of Work

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

a)

b)

c)

d)

e)

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.

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.

The class of Mechanic shall work forty (40) hours per week.

The classes of Fire Alarm Operator/Clerk and Training Officer shall work thirty-
seven and one-half (37)4) hours per week.

For up to six (6) months, new recruits will be considered undergoing training
and orientation and will not be assignhed to any specific division. They will
normally be required to work a thirty-five (35) hour week, but may be



4.2

4.3

4.4

assigned to other shift postures as required. Time spent during the
orientation and training period will not be a factor in promotion.

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.

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.

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
if) conduct
iii) ability to work harmoniously with others



4.5

4.6

d)

f)

iv) ability to meet firefighting standards set by the Employer

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.

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

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.

Seniority

For the purpose of establishing seniority of present employees of the Fire and
Rescue Services Department, there is attached hereto as Schedule "B" 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.

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.



4.7

4.8

b)

d)

f)

g)

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).

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.

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.

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.

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

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.

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.

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 farther than twenty-
four (24) kilometers from those said limits.



4.9

4.10

5.1

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.

¢) 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.

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.

Telephone

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

REMUNERATION

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.



5.2

53

5.4

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 Annual Vacation A;::i::f
Total regularly scheduled hours Entitlement (hours)
(per hour)
worked

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.

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.

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 (1%X) the regular hourly rate for all hours worked.



5.5

6.1

Overtime

a)

b)

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.

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.

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
Bi-weekly Hours

= hourly rate (round to four decimal places)

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.

SPECIAL ALLOWANCES

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:

e one pair of work boots;

e four (4) work shirts (Fire Inspectors to receive five (5) dress shirts (light
blue) in lieu of work shirts);

e three (3) pairs of trousers;



i)

e one (1) pair of shorts;

e one belt and buckle;

e one (1) jacket (% length or bomber); and, in addition
e the use of two pairs of coveralls.

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:

e one (1) dress tunic;

e 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.

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

e two (2) ties.

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

e 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);

e two (2) pairs of trousers;

e four (4) work shirts (Captains, Assistant Chiefs, and Fire Inspectors
shall receive four (4) dress shirts in lieu of the work shirts).

Except for reasons beyond the control of the Employer, on or before
February 1* of each year, employees during their third year of service and

every third year thereafter, will receive the following new clothing issue:

e one (1) work jacket;

10



e 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 1* of each year, employees during their fifth year of service and
every fifth year thereafter, will receive the following new clothing issue:

e one (1) pair of dress shoes or their normal annual issue of boots;
e one (1) pair of dress, red stripe trousers;

e one (1) dress tunic;

e one (1) dress cap.

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

e 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.

¢) 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:

11



6.3

6.4

e 1 work or dress shirt per working shift;
e 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.

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.

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.

12



7.1

VACATIONS AND OTHER LEAVE
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% 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 (/12) of nine (9) duty shifts (one hundred and eight
(108) hours) for each month or portion of a month greater than one-half
() worked by December 31%.

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

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

iv) During the eleventh (11™) to and including the twenty-third (23™)
calendar year of service, except during the twenty-first (21%) calendar
year of service - seventeen (17) duty shifts (two hundred and four (204)
hours).

v) During the twenty-first (21°) calendar year of service — twenty-one (21)
duty shifts (two hundred and fifty-two (252) hours).
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vi)

vii)

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

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)

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 (%) worked by December 31%.

During the second (2™) 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).

During the third (3“") to and including the tenth (10”‘) 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).

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

During the twenty-first (21%) 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 (24™) 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 23" calendar year rather than the 24" year. Employees in their
22" or 23" year who have already taken their vacation entitlement for the
21% year will not be entitled to the increase in vacation entitlement until their
24" 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 (I/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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7.2

7.3

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.

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 3ist, they receive one-half (1/2) of the usual annual vacation. If retiring
March 3lst or later, they receive the full annual vacation.

Statutory Holidays

a)

b)

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.

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.

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 00:0l and 23:59.
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7.4

7.5

7.6

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 Ist 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.

¢) 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.

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.

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 ailowances not
reimbursed by the Employer.
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7.7

708

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 (1%) times their regular hourly rate for all such time

spent.

Maternity and Parental Leave

a) Length of Leave

)

iii)

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.

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.

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)

if)

vi)

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

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.)

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.

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.

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.

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.

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 counted as service.
Vacation pay shall be prorated in accordance with the duration of the leave
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d)

and an employee may elect not to take that portion of vacation which is
unpaid.

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 iliness 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.

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) Supplementary Employment 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

20



8.1

ii)

vi)

applied for and are in receipt of Employment Insurance maternity
benefits are eligible to receive SEIB Plan payments.

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 i) above.

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.

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.

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.

EMPLOYEE BENEFITS

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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8.2

8.3

completion of one (I) month of continuous employment. The Employer shall
contribute the full premium for the aforesaid Plan.

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).

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

8.5

Group Life Insurance

a)

b)

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.

Each Fulltime employee will be entitled to optional Group Life Insurance
coverage to a maximum optional coverage of Two hundred thousand dollars
(5200,000) 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.

Short Term Sick Leave Plan

a)

b)

c)

d)

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.

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.

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.

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

8.7

Medium Term Sick Leave Plan

a)

b)

d)

e)

Medium Term Sick Leave shall be defined as the next six hundred and thirty
(630) hours (or equivalent hours equal to fifteen (I5) weeks dependent on
regular weekly hours) of any absence due to illness or non-occupational injury
in excess of Short Term Sick Leave.

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.

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

The initial credit of fifteen (I5) 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.

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 premiumes.

Long Term Sick Leave Plan

a)

b)

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.

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.

On December 3| of each year, each Fulltime employee will be credited with
252 hours (or equivalent hours equal to six (6) weeks dependent on regular
weekly hours) which shall accumulate to a total of 2,520 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.
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8.8

8.9

d) The Long Term Sick Leave Plan will provide for benefits of one hundred

percent (100%) of regular classified salary.

Recurring lliness

a)

b)

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 iliness.

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

Sick Leave Recovery

a)

b)

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.

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.

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

8.11

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.

Long Term Total Disability

a)

b)

c)

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.

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.

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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8.12

d) The Employer will contribute the full premium for this Long Term Total

e)

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.

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.

Gratuity Credits Plan

a)

b)

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.

The total number of gratuity credits earned by each employee will be
calculated on December 3lIst of each calendar year and will remain to the
credit of each employee regardless of time lost in any subsequent year
through iliness or for any other reason.

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
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accumulated to December 3Ist 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;

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

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;

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;

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;

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 th_ere 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:

29



f)

g)

h)

i)  One child - a sum sufficient to bring the after-tax income of the child to
I/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%.
For the purposes of Section (e), a child shall mean:

i) a child under the age of I8 years including a child of the deceased
employee yet unborn;

ii) aninvalid child of any age; and

iii) a child under the age of 2| years who is regularly attending an academic,
technical or vocational place of education.

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 provision 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.

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.

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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j)

bring the spouse’s income to the level of the Municipal Pension Plan
calculation referred to less income tax on that sum.

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)

b)

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

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 (60") 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.

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 () year. This extension shall
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10.

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.

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.

LEAVE 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)

b)

d)

f)

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.

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.

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.

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.

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.

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.

35



12.

LAYOFF AND RECALL

a)

b)

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;

i) 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.

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.

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 Signed for the CITY FIREFIGHTERS'
CITY OF NEW WESTMINSTER: UNION, Local No. 256, International
Association of Firefighters:

MAYOR PRESIDENT

DIRECTOR OF HUMAN RESOURCES VICE PRESIDENT

DATE (

DATE W,
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NEW WESTMINSTER FIRE DEPARTMENT
MONTHLY SALARIES AND RATES

A. Effective 2012 Jan 1

B. Effective 2013 Jan1

C. Effective 2014 Jan 1

D. Effective 2015Jan1
CLASS TITLE INDEX
FIREFIGHTER
(1st 6 months) 70
(2nd 6 months) 75
(2nd year)e 80
(3rd year)e 90

T O MMQUO W IO TMMQOO®>P> IO Mmoo w>

TOHOMMQogO @ >

2.5%
2.5%
2.5%
2.5%

romm

MONTHLY

4852
4974
5098
5226
5356
5490
5627
5768

5199
5329
5462
5599
5739
5882
6029
6180

5546
5684
5826
5972
6122
6274
6431
6592

6239
6395
6555
6719
6887
7059
7235
7416

39

Effective 2016 Jan 1
Effective 2017 Jan 1
Effective 2018 Jan 1
Effective 2019 Jan 1

BI-WEEKLY

2231.75
2287.86
2344.90
2403.77
2463.57
2525.20
2588.22
2653.07

2391.35
2451.15
2512.32
2575.34
2639.73
2705.51
2773.12
2842.58

2550.96
2614.44
2679.75
2746.90
2815.90
2885.81
2958.03
3032.08

2869.72
2941.47
3015.06
3090.50
3167.77
3246.89
3327.84
3411.09

Schedule A

2.5%
2.5%
2.5%
2.5%

HOURLY

26.57
27.24
27.92
28.62
29.33
30.06
30.81
31.58

28.47
29.18
29.91
30.66
31.43
32.21
33.01
33.84

30.37
31.12
31.90
32.70
33.52
34.35
35.21
36.10

34.16
35.02
35.89
36.79
37.71
38.65
39.62
40.61



CLASS TITLE INDEX
(4th year)e 100
(11th year)e 103
(15th year)e 106

Effective Nov. 25, 2013

FIRE INSPECTOR 1 70
(1" 6 months)

(2nd 6 months) 75

ITI6OmMMmMmQOoO m> I GOmMmMmMmoOOw> I OmMmMmQgoO > IGTMMQOw>>

IO mMmMmQooOwr

MONTHLY

6932
7105
7283
7465
7652
7843
8039
8240

7140
7318
7501
7689
7882
8078
8280
8487

7720
7913
8111
8314
8521
8734

4852
4974
5098
5226
5356
5490
5627
5768

5199
5329
5462
5599
5739
5882
6029
6180

40

BI-WEEKLY

3188.47
3268.04
3349.92
3433.63
3519.64
3607.50
3697.65
3790.10

3284.14
3366.02
3450.19
3536.66
3625.44
3715.59
3808.50
3903.71

3550.92
3639.69
3730.77
3824.14
3919.35
4017.33

2231.75
2287.86
2344.90
2403.77
2463.57
2525.20
2588.22
2653.07

2391.35
2451.15
2512.32
2575.34
2639.73
2705.51
2773.12
2842.58

HOURLY

37.96
38.91
39.88
40.88
41.90
42.95
44.02
45.12

39.10
40.07
41.07
42.10
43.16
4423
45.34
46.47

42.27
43.33
44.41
45.53
46.66
47.83

31.88
32.68
33.50
34.34
35.19
36.07
36.97
37.90

34.16
35.02
35.89
36.79
37.71
38.65
39.62
40.61



CLASS TITLE INDEX MONTHLY BI-WEEKLY HOURLY

FIRE INSPECTOR 1e 80 A 5546 2550.96 36.44
(2"° 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)e 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)e 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)e 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)e 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 BI-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 50.50
F 9451 4347.12 51.75
G 9688 4456.13 53.05
H 9930 4567.44 54.37
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CLASS TITLE

A CAPTAIN

A TRAINING CAPTAIN

A PLATOON CAPTAIN

A CHIEF TRN OFFICER

Effective Nov. 25, 2013

A ASSISTANT FIRE CHIEF**
Effective Nov. 25, 2013

INDEX

122

125

130

140

140

IGOmMmmMmQooOw> I GOmMmMQOoOw > IGOMmMQoO®I> IOOMMmMQOOw>

TOTMOO® >

MONTHLY

8711
8928
9151
9381
9616
9855
10102
10354

8925
9148
9376
9611
9853
10098
10350
10609

9282
9513
9751
9996
10247
10501
10764
11033

10501
10765
11035
11309
11592
11882

10501
10765
11035
11309
11592
11882
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BI-WEEKLY

4006.75
4106.56
4209.13
4314.92
4423.01
4532.94
4646.56
4762.47

4105.18
4207.75
4312.62
4420.71
4532.02
4644.72
4760.63
4879.76

4269.39
4375.64
4485.11
4597.80
4713.25
4830.08
4951.05
5074.78

4830.08
4951.51
5075.70
5201.73
5331.90
5465.29

4830.08
4951.51
5075.70
5201.73
5331.90
5465.29

HOURLY

47.70
48.89
50.11
5137
52.65
53.96
55.32
56.70

48.87
50.09
51.34
52.63
53.95
55.29
56.67
58.09

50.83
52.09
53.39
54.74
56.11
57.50
58.94
60.41

64.40
66.02
67.68
69.36
71.09
72.87

57.50
58.95
60.43
61.93
63.48
65.06



CLASS TITLE INDEX MONTHLY BI-WEEKLY HOURLY

A CHIEF FIRE INSPECTOR* 122 A 8711 4006.75 57.24
B 8928 4106.56 58.67
LS 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 CHIEF FIRE INSPECTOR* 1274 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
A 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
A CHIEF FIRE INSPECTOR* 1381 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* 1451 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

FIRE ALARM OP/CLERK

FIRE ALARM OP/CLERK

FIRE ALARM OP/CLERK

FIRE ALARM OP/CLERK

FIRE ALARM OP/CLERK

INDEX

70

75

80

90

100

IOmMmMQOoO®mE> IOHOTMMmMmOoOO > IGOMmMQpO®mP» IOTMMmMoOoO >

T OmMmmgoOmP»

MONTHLY

4852
4974
5098
5226
5356
5490
5627
5768

5199
5329
5462
5599
5739
5882
6029
6180

5546
5684
5826
5972
6122
6274
6431
6592

6239
6395
6555
6719
6887
7059
7235
7416

6932
7105
7283
7465
7652
7843
8039
8240
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BI-WEEKLY

223175
2287.86
2344.90
2403.77
2463.57
2525.20
2588.22
2653.07

2391.35
2451.15
2512.32
2575.34
2639.73
2705.51
2773.12
2842.58

2550.96
2614.44
2679.75

. 2746.90

2815.90
2885.81
2958.03
3032.08

2869.72
2941.47
3015.06
3090.50
3167.77
3246.89
3327.84
3411.09

3188.47
3268.04
3349.92
3433.63
3519.64
3607.50
3697.65
3790.10

HOURLY

29.76
30.50
31.27
32.05
32.85
33.67
34.51
35.37

31.88
32.68
33.50
34.34
35.20
36.07
36.97
37.90

34.01
34.86
35.73
36.63
37.55
38.48
35.44
40.43

38.26
39.22
40.20
41.21
42.24
43.29
44.37
45.48

42.51
4357
44.67
45.78
46.93
48.10
49.30
50.53



CLASS TITLE INDEX MONTHLY BI-WEEKLY HOURLY

FIRE ALARM OP/CLERK 102 A 7071 325241 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 50.50
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.

H

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

e|ncrements are granted on an employee’s anniversary and subsequent anniversaries of their appointment to the
position.
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Schedule B

SENIORITY LIST
Effective Date: April 1, 2016
Employee Name

Date Entering Fire Service Date of Entering City Service

1. Grossman, D. 1987 Apr 13 1987 Apr 13
2. Wilson, D. 1989 Jul 4 1989 Jul 4

3. MacDonald, R. 1989 Oct 30 1989 Oct 30
4. Zelter, B. 1990 Jun 18 1990 jun 18
5. Bulpitt, E. 1990 Jul 23 1990 Jul 23
6. Loss, P. 1991 Mar 11 1991 Mar 11
7. Torget, S. 1991 Jun 17 1991 Jun 17
8. Maclnnes, T. 1991 Jun 17 1991 Jun 17
9. Knutson, Q. 1992 May 25 1992 May 25
10. Malcom, T. 1992 May 25 1992 May 25
11. Bergman, C. 1992 May 25 1992 May 25
12. Puchailo, R. 1992 Oct 13 1992 Oct 13
13. Laing, J. 1994 Dec 5 1994 Dec 5
14. Keen, R. 1994 Dec 5 1994 Dec 5
15. Phillips, D. 1995 Aug 14 1995 Aug 14
16. Stuber, R. 1995 Aug 14 1995 Aug 14
17. Williams, E. 1995 Aug 14 1995 Aug 14
18. Cartwright, J. 1995 Aug 14 1995 Aug 14
19. Conley, T. 1995 Aug 14 1995 Aug 14
20. Reid, G. 1995 Aug 14 1995 Aug 14
21. Denhoed, G. 1997 Jun 9 1997 Jun 9
22. Marshali, L. 1998 Jun 30 1998 Jun 30
23. Barranti, J. 1998 Sep 14 1998 Sep 14
24. Davie, B. 1999 Apr 19 1999 Apr 19
25. Floris, D. 1999 Apr 19 1999 Apr 19
26. Gill, 1. 1999 Apr 19 1999 Apr 19
27. Pakulak, S. 1999 Apr 19 1999 Apr 19
28. Black, C. 2000 Feb 28 1996 Sep 25
29. Edwards, D. 2000 Oct 2 2000 Oct 2
30. McCullough, R. 2000 Oct 2 2000 Oct 2
31. Rempel, A. 2001 Jan 2 2001 Jan 2
32. Nemeth, P, 2001 Feb 5 2001 Feb 5
33. Bailey, G. 2001 Jun 11 2001 Jun 11
34. Schneider, T. 2001 Jun 11 2001 Jun 11
35. lus, K. 2001 Jun 11 2001Jun 11
36. Lindenbach, D. 2002 Mar 4 2002 Mar 4
37. Bruce, C. 2002 Mar 4 2002 Mar 4
38. Matson, D. 2002 Mar 4 2002 Mar 4
39. Romanyk, J. 2003 Oct 20 1999 Sep 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, Mulleds, A. 2004 May 10 2004 May 10
45. Adamson, P. 2004 May 10 2004 May 10
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46. Cameron, M.
47. Schlecker, F.
48. Fullerton, J.
49, Gardiner, T.
50. Berube, C.
51. Tyler, J.

52. Doucette, J.
53. Calogiros, C.
54. Poelzer, M.
55, Mitchell, D.
56. Sarson, D.

57. Bourdeaud'huy, J.

58. Stewart, J.
59. Poole, M.

60. Clapton, C.
61. Lange, J.

62. Schiebler, J.
63. Auer, C.

64. Sherwood, A.
65. James, R.

66. Tougas, T.
67. Sharkey, J.

68. Zimmermann, J.

69. McCaig, J.
70. Gambicourt, D.
71. Baranj, A.
72. Murray, D.
73. Campbell, .
74. Paterson, C
75. Javens, D

76. Maclean, M.
77. Lowden, S.
78. Downey, 5.
79. Hayre, I.

80. Dunbar, A.
81. Tremblett, R.
82. Schick, C.

83. Reppen, C.
84. Mikoda, K.
85. Hlina, K.*

86. Stockbruegger, K.*

87. Lasell, B.*
88. Lakey, T.*
88. Hutton, 1.*
9(0. Picher, E.*
91. Wells, C.*
92. Mavyer, B.¥
93. Brill, $.*
94. Noma, D*

* Temporary Fulltime Employees

2004 May 10
2004 May 10
2004 May 13
2005 Sep 6
2005 Sep 6
2005 Sep 6
2005 Sep 6
2005 Sep 6
2005 Sep 6
2006 Aug 1
2006 Aug 1
2006 Aug 1
2007 Jun 4
2007 Jun 4
2007 jun 4
2007 Jun 4
2007 Jun 4
2007 Jun 4
2007 Jun 4
2007 jun 4
2012 Mar 9
2012 Mar 9
2012 Mar 9
2012 Mar 9
2012 Mar 9
2013 Mar 4
2013 Mar 4
2013 Mar 4
2013 Mar 4
2014 Mar 31
2014 Mar 31
2014 Mar 31
2014 Mar 31
2014 Mar 31
2014 Mar 31
2015 Jan 05
2015 Jan 05
2015 Jan 05
2015 Mar 30
2015 Dec 07
2015 Dec 07
2015 Dec 07
2015 Dec 07
2016 Jan 18
2016 Jan 18
2016 Jan 18
2016 Jan 18
2016 Jan 18
2016Jan 18
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2004 May 10
2004 May 13
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2005 Sep 6
2005 Sep 6
2005 Sep 6
2005 Sep 6
2005 Sep 6
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2006 Aug 1
2006 Aug 1
2007 Jun 4
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2007 Jun 4
2007 Jun 4
2007 Jun4
2007 Jun 4
2007 Jun 4
2012 Mar 9
2012 Mar 8
2012 Mar 9
2012 Mar 9
2012 Mar 9
2013 Mar 4
2013 Mar 4
2013 Mar 4
2013 Mar 4
2014 Mar 31

" 2014 Mar 31

2014 Mar 31
2014 Mar 31
2014 Mar 31
2014 Mar 31
2015 lan 05
2015 Jan 05
2015 Jan 05
2015 Mar 30
2015 Dec 07
2015 Dec 07
2015 Dec 07
2015 Dec 07
2016 Jan 18
2016 Jan 18
2016 Jan 18
2016 Jan 18
2016 Jan 18
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2014:

#1-2014
#2 —2014
#3-2014
#4 - 2014
#5 - 2014
#7 — 2014

#8-2014
2015:

#1 - 2015
#2 - 2015

Note:

#6 — 2014

Schedule €

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)

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 | & lI-Captain (EDMS #649984)

Fire Officer Il - 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 #1-2014(Revised October, 2015)

THE CITY OF NEW WESTMINSTER
and
1AFF, LOCAL 256

RE: Haurs of Work Fire Prevention Division

THE UNDERSIGNED BARGAINING REFRESENTATIVES ACTING ON BEHALF OF THE CITY OF NEW
WESTMINSTER [hereinafter calied “the Employer”};
AND

THE UNDERSIGNED BARGAMING REPRESENTATIVES ACTING ON BEHALF OF THE NEW WESTMINSTER
FIRE FIGHTERS' UMNION, JAFE LOCAL 256 (hereinafter called “the Union™);

TERM:

The Employer and the Union agree that this LOA forms part of the Collective Agreement and shall
become effective upon ratification and remain in effect for the duration of the current 2012-2019
Colfective Agreement as well as any statutory extensions provided for ender the fabour relations code
and fire and police service collective bargaining act.

SCOPE:

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 Fire Inspector 1 and the Fire Inspector 2. With the
implementation of the Fire Prevention “Task Force” and with the increasing need to serve the public
seven days a week not only in Suppression but also in Prevention, it is agreed that alternate scheduling
in the Fire Prevention Division will accomplish this objective,

To achieve the desired objective the Employer and the Union agree to alter the |anguage eontained in
the Collective Agreement under Ariicle 4.1 =~ Hours of \Work, subsection *b" as indicated by that which
follows.

1) All provisions, terms and working conditions of the collective agréement shall prevail except
when expressly provided for otherwise herein, without exceplion, untess mutually agreed upon
by both parties.

2} The Class of Fire Inspector 3 shall work thirty-five {35} hours par week, with a schedule of seven
{71 hours per day exclusive of a ane hour lunch break, Monday o Friday in accordance with
Article 4.1 b) of the Collective Agreement.

3} The Class of Fire {nspector 1 and Fire Inspector 2 shall work an average of thirty-five {35) hours
per weel and eight and three-quarter {8.75) tonsecutive hours per day exclusive of a one (1)

Doc # 772393 (Oclober 2035 - Post Restructure) Page1
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Letter of Agreement #1-2014(Revised October, 2015)

hour lunch break. Hours shall be balanced over the 56 day eycle and the schedule shall consist
of consecutive working days in any piven week,

4) The Class of Fire Inspector 1 and Fire Inspector 2 shall work one of the rotating schedules as
follows: Fire Inspector1 — five {5) days working, followed by two {2) days off followed by three
(3) days working, followed by four [4) days off continuously repeated, Fire Inspector 2 - three
(3) days working followed by Two (2} days off followed by five (5) days working followed by Four
{41 days off continuously repeated. - see attached shift example

5} ‘When required to wiork on a Statutory Holiday, the Fire Inspector 1 and Fire Inspector 2 shall be
compensated in accordance with Article 7.3 ¢} of the Collective Agreement.

6) When a holiday falls on any day where no other day has been proclaimed in lieu of it, the
Employer wilt provide the Fire Inspector 1 or the Fire Inspector 2 another paid holiday or with an
additional day of pay In accordance with Article 7.3 b) of the Coliective Agreement.

7) At the conclusion of the agreemént, and upon mutual agreement between the parties, this
agreement may be lengthened for an additianal defined period of time or if mutually agreed
upon, entered as an amendment to the Collective Agreement on a permanent basis:

8} The terms of this Letter of Understanding may be enforced under the Grievance Procedure in
the Colfective Agreement, including grievance arbitration.

9) The Fire Inspector 1 and Fire Inspector 2 members may be spproved for shift exchange In the
same manner as all other suppression members,

FOR THE UNION FOR THE CiTY OF NEW WE!

{‘0’ M‘j c;ld[
P -
:Dg:te
Doc # 972303 (October 2015 ~ Post Restructure) Page 2
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Letter of Agreement #1-2014{Revised October, 2015)

Task Ferce 1 Shift Pattern
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Letter of Agreement #2-2014(Revised October, 2015)

i = - e L -

THE CITY OF NEW WESTIINSTER
and
IAFF, LOCAL 256

RE: FIRE PREVENTION TASK FORCE

THE UNDERSIGNED BARGAINENG REPRESEMTATIVES ACTING ON BERALF OF THE CITY OF NEW
WESTMINSTER (hereinafter called “the Employer”);

AND

THE UNDE RS IGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE NEW WESTMINSTER
; DN, IAFF LOCAL 256 {hereinafter called “the Union™);

TERM:

The Employer and the Union agree that this LOA forms part of the Collective Agreement and shalt
become effective upon ratification and remain in effect for the duration of the current 2012-2019
Collective Agreement as well 5 any statutory extensions provided for under the labour relations code
and fire and police service collective bargalning act.

SCOPE:

The Employer and the Union agree that there is a mutual desire to proactively review and audit the
inventory of buildings in the City of New Westminster with respect to age and type of coristruction as
well as the population demographics of the residentsas a fire prevention initiative.

To achieve the desired objective the Employer and the Union agree to cooperéte in the development of
Fire Prevention Task Force (the “Task Force”) whose objective is to identify all buildings and assess and
evaluate all fire and safety related risks as follows;

1) Al provisions, terms and werking conditions of the collective agreement shall prevail except
when expressly provided for otherwise herein, without exception, unless mutually agreed upon
by both parties.

2) If a member of the "Task Force" becomes eligible for 2 promotion in Fire Suppression during the
time of their commitment to the *Task Foree”, such promotion shall be not be withheld from
the member and the resulting rate of pay from the gromotion shall be the subsequent rate of
pay for the member for the dusation of their commitment o the “Task Force”,

3} Applicants for the "Task Force” may be from any rank. Any member selected to serve as a Task
Force Captain must be minimally qualified to act as a Suppression Captain.

Doc & 772408 (Dctober 2085 - Post Restructure) fape 1
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Letter of Agreement #2-2014{Revised October, 2015)

I _ = =

4) Any member that accepts a position with or is assigned to the “Task Force” shall net be eligible
for acting pay for the duration of the commitment.

5) The Employer and the Union agree to cooperate and collaborate to achieve the desired
objectives in developing and operating the Fire Prevention Task Force ("the Task Force”) for the
term of this agreement,

6) Due to the desire to have thess postings filled in a timely manner, in this instance, the Union
agrees 10 a shortened posting, The Employer will post for fourteen {14} days, a notice at all
waork sites seeking interested members for participation in the task force. The posting shall
provide all detalls related to working conditions, and the employer's expectations of team
members.

7] Members who are selected to participate in “the Task Force” shail not suffer any loss of pay,
benefits orrank.

8) The most senior members who apply to be selected for the pasting shall form “the Task Force®
team members,

9) Ifthere are not a minirmum number of applicants to the posting, the remaining positions will be
fllled with the most junior members who have successfully completed their prabation period.

10} The Employer and the Union will collaborate to develop *the Task Force” scope, methods and
hours of operation, which shall in part include: an Education Program for residents and owners,
a “Home Safe” program, A Smoka Detector program, evajuating and improving the
interoperability of Bylaws, Police, Building & Planning with the Fire Service, and other associated
tasks,

11) The "Task Force” team members shall work four consecutive ten (10} hour days with four
consecutive 24-hour periods off depending on operational neads, All shifts will be balanced
over a 56-day cycle. it is understood that "Task Force 1" and “Task Force 2 will nermally work
opposite shift patterns in order to cover operational needs.

12) The start time of the shift shall be 08:00 hours and may be changed with fourteen {14} days
notice £o as early as 07.00 hours and with shifts ending no later than 22:00 hours, as determined
by the employer due to a bons fide operational need Lo achieve the "Task Force” objectives. if
notice of altered howrs is less than (ourteen [14) days, the right of refusal shall be with the “Task
Force® mambers.

13) The "Task Force” team members shall be divided into two shifts (platoons) of wo members
each known as "TF1” and “TF2".

14) "Task Farce" team members may be approved for shift exchange in the same manner as all
other suppression members,

Dot & 772206 {October 2015 - POST Restuctuee) Page 2
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Letter of Agreement #2-2014(Revised October, 2015)
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45} “Task Force” team members, for purposes of senlerity and promotions, shalf for all intents and
purposes be considered suppression division members and suffer no foss of seniority for any
time spent a5 2 member of the “Task Force”.

18} The Emiployer and the Union will review the work of the “Task Force® monthly at Labour
Management meetings and report to the membership the progress of the “Task Force®
quarterly,

17) The Employer and the Union agree to cooperate in keeping each other informed and sware of
any communication related to the work of the team that may be made to the Gity's leadership
team including Mavor and Council, Fire Service personnel, the public or medis,

18) Itiz agreed that should either party feel that the terms of this agreement are not being adhersd
to or that the intent of the agr‘éemént is mot being respected, the intial approach to redress will
be an attermpt to deal with the issue through dialogue at the initial stages of the grievance
procedure. Any of the terms of this Letier of Agreement can be enforced under the Grievance
Procedure in the Collective Agreement, including Grievance Arbitration.

19) As it may be required of the *Task Force” members fo attend at a large scale incident at the ¢al)
ot the employer, it will be required that all “Task Force” members malntaln thelr caore
suppression skills, for example but not limited to F.R./AED, Auto Extrication, EV.O., and Fire
Ground skills and tactics, at an appropriate level, Such training shall be scheduled for and
provided at the discretion of the Chief Training Officer.

20) Task Force members will be utilised as suppression staffing during times when the daily
suppression roster has vecancies that the Task Foree can fill. (Reference, LOA # 5-2014},

21) Any sickness, injury or absence of any kind that may result in a total absence of more than one
month will result in the affected “Task Force” member being removed from the “Task Force”.
In this instance, the Union will agree to a temporary posting that will be posted for no less than
Fourteen (14} calendar days to fill the vacancy. The posting shall be posted at all work sites.
The posting shall provide all details related to working conditions, and the employer's
expectations of team memibers. If any of the terms from the original posting are altered; the
changes shall first be conveyved to the Union and the posting must be posted in accordance
with the Coltective Agreament, a mininwim of thirty [30] days.

22) Both parties enter into this Letter of Agreement understanding that it is without prejudice to
any future positions that either party may take regarding the intent or meaning of any
provisions herein with respect to future rounds of collective bargaining. Further, the
Agreement is without prejudice to sny provisions that either party may table in any future
round of collective bargaining, arid cannot be used as evidence in mediation or interess
arbitration.

23) Short, Medium, and Long Term Sickness shall be deducted from “Task Force" metmbers at a
rate of 12 hours per shift,

Dioc # 772408 {Dctober 2015 - Post Restructure] Page 3
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Letter of Agreement #2-2014{Revised October, 2015)
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24) Fire Stat, Fire Vacation and Gratuity credits taken in time will be deducted at a rate of 12 hours
per shift.

25) Task Force personnel working during a statutory holiday will be compensated as per the
Collective Agreement,

FOR THE LINION FOR THE C[T¥-OF NEW WESTRINSTER

Date , A0 G

Doc ¥ 772408 {October 2015 - Post Restructurel Page 4
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LETTER OF AGREEMENT #3 - 2014 {Revised October, 2015)

THE CiTY OF NEW WESTMINSTER

and
.A.F.F. LOCAL 256
RE: CLOTHING ISSUE AGREEMENT

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE QITY OF NEW
WESTMINSTER (hereinafter called “the Employer”}

AND

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE NEW WESTIVIENSTER
FIREFIGHTERS' UNION, IAFF LOCAL 256 (hereinafter calléd "the Union®}

TERM:

This agreement will remain in place until March of 2016 after which the process, costs and agreement
will be reviewed.

SCOPE:

The Standard Is5ue, Optional Issue, Dress Uniform, New Recruits, Retirement and Defauit Issue
will together be knowr as the Clothing Issue Package.

The current clothing issue in the Collective Agreement has not been visited for number of years
and provides limited flexibility for both the Employer and the Union. This agreement between
the Employer and the Union Is to find an arrangement which will both help the Employer meet
departmental needs while praviding flexibility to the Union. The new agreed upon clothing
Fssue will also maintain cost neutrality when compared to the negotisted clothing issue
currently in the 2010-2011 Collective Agreement.

General

The trial Clothing Issue Package will be made up of the 6 above mentioned issue sections.
Through the Clothing Order Rules, Clothing Order Shieet and O.G. on Departmental Dress and

Do # 772435 (October 2015 - Post Restruciure) Page 1
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Presentation, members will be able to determine their own individual needs to complete 2
professional and current clothing inventory.

Administration

Administration of the Clothing Issue will be done by both the Employer and Union. The
Employer will be responsible for placing all finalized orders as compiled by the Union, handling
exchanges and returns on defective/miss measured merchandise. The Union will fili Qrder
Forms, compile a finalized list of items to be ordered and distribute Clothing lssue when it
arrives, The Employer will provide an appropriate space in which the Clothing Issue may be
distributed from.

Costs

It is acknowledged by both the Employer and the Union that costs of the Clothing Issue will go
up over time due to reasons out of control of bath the Employer and Union. As such, part of
this agreement will be to determine and agree on a way to make adjustments for such cost
inereases. Such an agreement will need to be agreed upon by both the Employer and the
Union.

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 59.25 would be rounded to $10.00. The leftover amount of
each members clothing allowance would be applied to the maintenance of the "Honour
Guard's" uniforms and accessories (decorative axes, 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 issue. At the end of the two year trial, the Employer and the Union will meet and
agree oh changes to he 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 langwages in the
Collective Agreement.

Article 6. Special Allowances
£.1 Uniform Issue

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

« one pair of work boots

Doc # 772435 {October 2015 — Post Restruciure} Page 2
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e four (4) work shirts (Fire Inspectors to receive five {5) dress shirts (light blue] in lieu of
work shirts);’

« three [3) pairs of trousers;

* one (1} belt and one (1) buckle;

e one (1) set of Gore-Tex jacket and pants with integral insulated liner;

« four (4) t-shirts with department insignia and member number;

e two (1} palrs of shorts with department Insignia and member number;

e the use of coveralls.

i} 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: ’

s one (1} dress tunic;

e one (1}dress cap;

¢ one({l)cap badge;

v one (1) dress shirt {light biue};

e one (1) pair of black striped dress trousers;

« one(l)tis;

» one (1) pair of oxford shoes;

+ one (1) raincoat (poly);

» one (1) firefighter badge complete with members name and number.

Articles 6.1 iv, v, vi, vil would be replaced by the following:

iv) Except for reasons beyond the control of the Employer, on or before February 1st of
each year, emiployees will receive their issue as per the current Employer/Union agreed
upon clothing order form. The order form is a living document, which will be agreed
upon each vear by the Employer and Unlon. It has been established as a living
document in arder ta be flexible to departmental/member needs. A current version of
an Order Sheet, Guidelines and Clothing 1ssue rules can be fouind in Schedule C? of the
Collective Agreement,

Article 6.1 ¢} would be replaced by the following:
c) Employees who will be retiring will be responsible to order the following:

¢ one {1} retirement blazer;
e one (1} pair of slacks;

Doc # 772435 (October 2015 - Post Restructure) Page 3
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s one{l])shirt;
» one (1) pair of drecs choes;
s one (1) tie,

New Article{s)

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

v)

Unifgrm Kit:

With reasonable 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 inan
acceptable condition must be ordered in following orders to complete the members
"Uriform Kit".

Definition of a required "Uniform Kit":

four {4) dress shirts; Confirmed Officers, Fire Inspectors
one (1) dress shirt;
four {8) work shirts; Suppression members

three (3} pairs of work pants;

one (1) dress Tunic;

one (1) dress pants with black stripe;
one {1) dress cap with badge;

one (1) tie;

one {1) raincoat;

one (1) set of Gore-Tex raingear {jacket and pants);
orell) belt and buckle;

one (1) pair of dress shoes;

one (1) pair of work boots;

twao (2} pairs of black socks.

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

wi)

{Officer Epaulettes and Bugles:

Doc # 772435 {October 2015 - Post Restructure] Page 4
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Replacement Epaulettes & Bugles for lost or damaged items {except in unusual
circumstances, e.g. contamination from body fiuids) can be ordered through members’
yeatly clothing allowance.

For the Union For the City of New Westminster

Dot # 772435 {October 2015 - Post Restructure) Page 5
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LETTER OF AGREEMENT #4 — 2014 (Revised October, 2015}

THE CITY OF NEW WESTMINSTER
and

IAFF, LOCAL 256

RE: PROMOTIONAL PROTOCOLS
THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE CITY OF NEW
WESTMINSTER (hereinafter calied “the Employer”);
AND

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING OM BEHALF OF THE NEW WESTMINSTER
FIGHTERS” UNION, IAFF LOCAL 256 [hereinafter called “the Union®);

TERM:

This agreement shall remain in full force and effect until mutually agreed by both parties to amend it.
Provision for review of this Letter of Agreement will be open to review and amendment with 80 days
written notice by either party,

SCOPE:

The Employer and the Union agree that the intent of this letter is to avoid any confusion regarding
Article 4.3 Promational Policy, specifically Subsection (a). It is agread by both parties that the purpose of
this latter Is Lo provide clarification of intent and it is not intended to alter the terms and conditions of
the Collective Agreement.

The application of the principals contained herein will pertain to all promotions in suppression
regardless of which qualifying position a member is seeking. The following provides the details with
respect to intent and interpretation of the Collective Agreement:

1) Al provislons, terrms and working conditions of the collective agreement shall prevail except
where expressly provided for otherwise herein, without exception unless mutually agreed to by
the parties.

2) The Employer agrees that any vacancy in an officer rank shall be posted immediately upon the
vacancy being created. Given a situation where there are gualified members in the acting pool
that have completed their probationary periad successfully, the next senior gualified member
will be confirmed into the vacant position and the Emplayer may forego the posting process.

3} The Employer and the Union agree to inform the membership prior to the start of holiday
selection in any given year of the promotional processes that are foreseen for the following
calendar year. This will assist members to select their holidays accordingly so as not to preclude
any member from taking part in a process in accordance with their seniority, {The first labour
management meeting after the summer break the Employer and Union will discuss potential
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vacancies in the upcoming year and determine the number of officers required to fill potential
vacancies. Notice will be given prior to holiday selection.

4) The Employer is responsible to determine the operational needs of the Fire Department. Should
they determine there is @ need for additional qualified officers, regardiess of which position; a
notice shall be posted relavant to the need, seeking members interested.

8} Postings shall provide all detalls pertaining to the required qualifications, process and measures
the employer shall use for a member to succeed, The posting shall indicate a start date for
training programs as well a5 s completion date, Any member that is taking part in any specific
promotional process, regardless of whether that member has completed all process
requirements, will not be ahle to act or be promoted until the process completion date has
passed and all relevant components of the program are complete, This will alfow each member
an equal opportunity to comglete the process. Subsequent to the scheduled, pre-determined
compietion date, members will be allowed to act out of senivrity. As senfor members complete
their course requirements, acting work shall once sgain be by seniority.

6} The Employer agrees that all bargaining unlt promations will be filled from qualified internal
applicants providing there is an interest from members.

7} The senior applicant shall be provided the opporiunity to enter promotional training programs
and the senior qualified applicant shall be provided permanent promotions. Qualification for
promotion shall Include acting in the sought capacity for no less than 96 scheduled shifts
worked, During this acting period, there shall be 3 performance evaluations conducted (evenly
spaced). After the third and final perfarmance review, an oral assessment/review shall be
scheduled and conducted. Upon successful completion of the ‘acting’ period, as well asan
overall grade of more than 70% {combined grade of all components in the scoring matrix}, the
candidate will be deemed fit for promation.

8) 1f a member declines an opportunity to participate in any part of the promotional protocol, their
seniority would fall in behind the last successful applicant but senlor to any applicants in the
seniority grouping that follows,

9) Acting opportunity shall be in accordance with where the applicant fits acoording to #8 above.
Their senfority shall be compromised for the purpose of the specific epportunity related to item
#8 ahove and they shall return to their rightful seniority position for acting opportunity and
permanent promotion, when they have been out of step as long as they were delayed by thair
actions as indicated in item #8 above up to a maximum of three (3} years {time out vs. time in).
Any seniority lost for acting or promotion is temparary until meeting the necessary
requirements for the promotion applied for, but in any event no longer than three {3} years.
Reference Local 256 “Proposed Clarification of Time in Time out Calculation® — appendix 7

10} Junior members will not be permitted to bypass senior members except as expressly provided
for in item #B above and even then only if coinclidental to the timing of the temporary
compromise of seniority caused by the senior members actions as indlcated in iter #8 above.
Reference Local 256 “Proposed Clarification of ‘Time in Time out Calculation®.

11) Members accepted to the training program are expacted to take the applicable promotion that
is related to the tralning program, when the opportunity is provided and finish the program
through to its ultimate completion. If a member chooses not te proceed in any specific process
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but rather decides to opt oul, any overtime costs incurred by the employer for the education of
that member in the uncompleted process shall he reimbursed to the employer by the member.
H the employer takes issue with the candidate’s abitity to be promoted, repayment of overtime
shall not apply.

12) Once a member has achieved a permanent promotion they cannot be bumped as a result of a
senior member whose senlority had been temporarily compromised and once they have gained
back their rightful seniority.

13} The Officer Deveinpment program protocols shall be detailed in appendix “A” attached to this
Letter and as agreed to by the parties. The parties agree to consider reasonable and relevant
requirements and shall not unreasonably withhiold agreement,

14) 1t is agreed that the intent of the NWFRS Officer Development Program is for the program to
remain current and provide New Westminster Fire & Rescue Services Officers and candidates
with the required knowledge, skills and abilities {KSA) necessary for an officer to function at an
efficient and appropriate level with excellence in all aspects 1o protect staff and citizens’ fives,
and property.

15) It is understood that the employer may seek to provide course and curriculum eguivalent and ar
alternative programs or courses that are relevant to specific promotions based on industry
accepted standards, |

16} It is agreed that sufficient number of senicr candidates selected by senfority shall be permitted
1o participale in training programs to ensure an adequate number of gualified members for
future promotion and acting duties as can be reasonably predicted,

17} The employer agrees to provide for costs associated with the promational training programs.
fembers will be compensated in accordance with the Collective Agreement for time spent
participating in promotional training programs as directed by the employer and applicant
selection procedures except as indicated in #11 above. {Project work and studying will be done
at the employee's discretion and will not be compensated for the time spent).

18} The parties shall agree on a scoring matrix for each promotion program attached in Appendix
“A" which shall be noled in the postings and shall consist of the following:

a. Theory—classroom participation and/or assignments that may include
exams

b. Practical = Operations scenario that shall be an in-field scenario based
on a realictic scenarlo. A presentation may be substituted where the
parties agree.

¢. Performance Evaluations — up to three of the most recent evaluations
may be considerad

d. Oral Assessment - a Panel of not more than three may conduct an oral
assessment of applicants. A reasonable time frame will be allocated for
the process. There shall be an agreed ko scoring matrix utilized for the
panet oral assessment that shall be consistent for all candidates. The
same number of principle questions will be required of all candidates.

e. Problem Solving — practical, relevant issues related to the scope of the
position sought or applied for
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HI.

it is agreed that where practical, weighting of each of the above corponents shall
be equal, but in any event, no one component, for scoring purposes, shall be
weighted high enough to, in and of itself, be cause for fajlure.

It is agreed that applicants must achieve an agreed to passing grade on each
component and an owverall agreed 1o passing grade to achieve qualification to the
position sought, which shall be noted in the postings.

It is agreed that successful candidates to a permanent promation shall have three
{3} performance evaluations within a trial period consisting of the first ninety-six
(96} scheduled shifts worked. The evaluations shall be spaced evenly apart and shall
provide the candidate with enough accurate and constructive feedback so asto
assist the candidate to be successful. The performance evaluations are a partnership
between the candidate, senior officers mentoring, the Chief Training Officer and the
employer, All parties need to be proactive in establishing dates for performance
evaluations and completing evaluations as set out by the emplover.

It is agreed that if a candidate is not successful during the trial period (96
scheduled shifts worked} for cause, 8 temporary senfority placement as described
in itern #8 would take place and the candidate would be provided remedial
assistance designed to assist their success at the next opportunity.

Candidates will only be required to re-do a failed component of the promotional
process. Onée eath component has been finishad succassfully, it will not have to be
repeated in order 1o be successful. Candidates will have 3 attempts at each failed
component. Upon employes reguest reasonable effort and resources shall be made
available from the Employer,

19) The employer agrees that the promotional program shall remain transpsrent, equitable and
provide for seniority when qualified throughout the process.

20) Before any promotions or confirmations are made the parties agree to meet to discuss the
appointment.

21) The union shall participate in the process and the union agrees they will appoint 3 gualified
strutinizerfobserver who has completed all aspects of the process or they are not eligible to
participate in the process. The observer shall be permitted to provide comment and/or
question the employer representatives on matters related to scoring. A quabified observer
representing the Union will be compensated by the Local.

FOR THE UNION FOR THE CITY OF NEW WESTIMINSTER

|/
 Akrg/rs
Date
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LETTER OF AGREEMENT #5-2014 (Revised October, 2015)

THE CITY OF NEW WESTMINSTER
and
IAFF, LOCAL 256

RE: RESTRUCTURING OF OPERATIONAL BEPLOYMENT*

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE CITY OF NEW
WESTMINSTER [hereinafter calied “the Employer”);

AND

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE NEW WESTMINSTER
FIGHTERS' UNION, IAFF LOCAL 256 [hereinafter called “the Union"};

TERM:

This Agreement shall remain in full force and effect until otherwise mutually agreed to by the parties,
unless either party provides the other ninety (20} days writien notice of their desire to enter into
discussion to seek revisions to this agreement. Agreement shall not be unreasonably withheld.

SCOPE:

The Employer follows the direction of Mayor and Council with respect to service and staffing levels. The
Employer and the Union agree to restructure the staffing and deployment of the bargaining unit
positions of the New Westminster Fire Department as follows:

1)

2)

3)

4)

All provisions, terms and working conditions of the collective agreement shall prevail except
where expressly provided for otherwise herein, without exception, unless mutually agreed to by
the parties.

The parties agree Lthal the personnel staffing the day-s1affl positions such as fire prevention,
training and public education may be considered for deployment of suppression activilies, at the
discretion of the Fire Chief, in response to incidents or to back-fifl positions on apparatus, during
their normal regularly scheduled hours to avoid overtime.,

&/l persannel not normally scheduled to suppression duties will be provided, and expected to
participate in, the necessary training to maintain certifications where reguired and maintain the
normally expected suppression skill sets, in order to be eligible for deployment to suppression
duties by the Fire Chief.

The Employer is responsible to determine the aperational needs of the Fire Department. Should
they determine there is 2 need for fewer or additional personne! or apparatus they shall advise
the union in advance of deploying the changes whenever it is practical to do so.
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5} Notwithstanding item #4 above, the Employer agrees to malntain 2 mindmaem in total, of four {4)
gualified firefighters, inclusive of the Captain, on Engines 1, 2 and 3 at all times. Rescue 1/
Tower 1 will have a minimum crew of three {3} firefighters inclusive of a Captain with the
exception of when the Squad iz in service. The Squad, when in service, will have a2 minimum of
twio firefighters inclusive of a Captain,

6) It is agreed that if on duty, active suppression staffing levels fall below 16 members including
five qualified officers as per Article 5 above at any time, the vacant positions shall be filled as
per Telestaff rules and as per Article 5.4 “Extra Shifts” of the Collactive Agreement. On duty
active suppression staff includes FPO and Task Force’ and ‘Training’ staff alike.

7} Atthe discretion ofthe Emplayer, any vacancy at any rank will be operationally filled either by a
gualified firefighter in an acting capacity, a temporary reassignment from another division; LE. a
gualified member from: the Training Division, Task Force’, EPD, or via extra shifts,

8} Vacancies due to illness, injury, oF vacation in non-suppression day staff positions shall be filled
at the discretion of the Fire Chief,

9) Ris acknowiedged that there are currently five {5} emergancy response apparatus normally
deployed in ready response operation at present. Should a2 deployment festructuring result in.
fewer staffed apparatus in ready response operation, the Emplayer agrees there will be no loss
of Officer's positions in total, Regardiess of the operational deployment structure there shall
remain a minimum of eighteen (18) confirmed Captains, four Training Captains, 1 Chief Tralning
Officer, 1 Fire Prevention Captain and four (4) confirmed Platoon Captains at ail times.

It is agreed that should there be fewer suppression Captains deployed as & result of
restructuring, those positions shall transition to another role and scope within the New
Westminster Fire and Rescue Service without loss of rank or pay,

10) Hours of Work for the Training Captains: Each training Captain will work two ten-hour days
folfowed by tweo fourteen-hour nights, followed by four consecutive 24-hour periods off
depending on operational needs. All shifts will be balanced over a 56-day cycle. .

11) shift Exchanges: Training Captains may be approved for shift exchanges in the same manner as
all other suppression members, Shift exchange requests for the training Captains will be limited
to similarly qualified staff.

12} Opportunity to transition to a Captain Training Officer shall be posted and the senior qualifiad
applicant shall receive the position. Should there not be enough qualified applicants to fill the
avpilable positions, Captains shall be pasted fo the Captain Training Dfficer position on the basis
of reversed seniority, that is the most junior Captain shalf be the Captain Training Officer. After
the initial posting has expired, a qualified Captain may express intérest in a training Captain
position, at any time, with a written letter to the Fire Chief. ANl members posted or appointad to
a Training Captain position must fulfill a commitment to the training division of no less than two
years, unless otherwise agreed fo by the Fire Chief. After the two year term expires, the newly
vacant position will once again be posted and filled in the same manner a5 it was initially and
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again revert to appointment vis reversed seniority, should there be Insufficient gualified
applicants.

* This letter Is without prejudice to the union's grievance concerning a 5" aAssistant Chief and when
signed off this LOU will result in the withdrawal of the grievance concerning Article 4.7.

UNION FOR THE CITY OFNEW WESTMINSTER
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LETTER OF AGREEMENT #7-2014 {REVISED OCTOBER, 2015)
CITY OF NEW WESTMINSTER

and

IAFF, LOCAL 256

THE UNDERSIGNED BARGAINING HEPRESE"TATWES ACTING ON BEHALF OF THE CITY OF NEW
WESTMINSTER {hereinafter called the *Employer”);

And

THE UNGERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE CITY OF NEW
WESTMINSTER FIREFIGHTERS' UNION, LOCAL 256 (herainafter called “the Union”};

TERM:

This agreement shall remaln in full force and effect until mutually agreed by both parties to amend it.
Brovision for review of this Letter of Agreement will be open to review and amendment with 90 days
written natice by either party.

SCOPE:

It has been jointly identified that the language contained in Articles 4.1 and 4.6 of the Collactive
Agreement is limiting to the Employer with respect to the scheduling of full tours of duty to
aceotmmodate training, inter-shift and, permanent shift/division transférs, The purpose of this Letter of
Understanding is to identify a joint agreement with respect to altering a “Tour of Duty” to accommodate
training programs, inter-shift transfers for training or shift reassignments, transition from recryit training
programs and inter-division transfers. Further, it will provide needed clarity ta the definition of
‘turisdiction’ as it Is used In article 4.6 {c¢) and [d).

1} TRAINING

Collective Agreement clauses 4.6 (c) and {d) reference to “Jurisdiction” is defined as "under the control
of” meaning that in article {c) New Westminster Fire and Rescue Services plans, schedules and delivers
the training course or program wtilizing in-house trafners, whereas in article (d) the plannhig, schéduiing,
and delivery of a training program is under the control of an “outside” agency. This Letter of
Understanding also distingulshes between department directed training activities and optional career
advancement activities. The following items are either to define or supplement items in Collective’
Agreement clause 4.6, Training, and as such the following requirements shall be met:

a) Employee suppression schedules may be modified to accommodate mandatory or optional

tareer advancement training. The Employee shall be provided with 30 cafendar days’ notice of a
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modified schedule for the purpose of training or receiving training unless mutually agreed upon

to do atherwise.

i} The exchange of shifts does not encreach into the 4 dates following an employee’s holiday
sefection.

il} The exchange of shifts does not result in working eight (B) consecutive dates,

b} In addition to requirements (a] above, emplovee suppression schedules may be modified to
accommpodate “in house” mandatary or optional career advancement training provided that:

i} Anexchange for a full tour of duty is for 4 consecutive training days

ii) The training duration will be standzrd suppression day shift of ten (10) hours inclusive of a
ane {1} hour paid lunch period, unless mutually agreed between the Emplayer and the
Union to do otherwise.

ii} The revised schedule to accommaodate the training will result in a minimum of 2 consecutive
24 hour periods off prior to the start of the training course or 2 consecutive 24 hour periods
off duty after the course. Where course dates would not meet these requiraments the
member will be cross shifted to efther the block of shifts prior to or after or both blocks of
shifts to pravent working too many consecutive shifts. All schedules must balance out to 14
days and 14 nights in a 56 day cycle or the overtime provision shall apply.

¢) Inaddition to requirements {a) above, employee suppression schedufes may be modified to
accommadate “outside the jurisdiction” mandatory training or optional career advancement
provided that:

i} Anexchange for a full tour of duty is for & maximurm of 5 consecutive dates with a maximum
of 8 hours in duration per day inclusive of & one (1) hour lunch,

if} The training event start and end time will fall within standard suppression day shift start and
end times.

iii) The revised schedule to accommodate the tralning will result in a minfmum 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
requirements the employee will be cress shifted to either the block of shifts prior to or after
or both blocks of shifts to prevent working tob many consecutive shifts.

d} Employees’ suppression schedules may be modified to accommodate single day training events

or a course of less than 4 consecutive dates in duration provided that:

i} The training event duration is 10 hours or less.

ii) Whera the training event date coincides with a regularly scheduled day shift, the day shift
will be exchanged for the training event date.

i) Where the training event falls on the date of the second regularly scheduled night shift and
the course is a mandatory training event the employee will be given the previous night shift
off in lieu to attend the tourse,
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iv] Where a training event falls on the date of the first regularly scheduled night shift, the
efnployee will be compensated at the rate of time and one-half (1.5X} for the duration of
the trainlng event, however, the emplovee will subseguently réport for duty as scheduled.

v} Where the training date falls on a regulerly scheduled day off between tours of duty, a tour
of duty shift caneiot be substituted for that date

vi) Where training events occur that are less than a tour of duty it length and nvé;!ap the start
of a tour of duty, the off duty dates will be compensated at the rate of time and one-haif
{1.5¥] and 2s well, the employes be released from duty on the day shifts to complete the
training. See reference 1d

yi) Training events.that ocour that are less than 4 consecutive dates and occur on the dates
betwee[a scheduled tours of duty will be compensated at the rate of time and one-half
{1.5%1.

viil) Employees must be given 30 calendar days’ notice of an altered work schedule due to a
specific training event, unless mutually agreed upon by both parties,

ix) When the training event is less than 4 consecutive dates, a minimum of4 hours will be paid
at the rate of time and one-half (1.5%} for days that do not fall on a regularly scheduied
warking shift.

x| An employee's bisweekly rate of pay shall not be affected due to the rescheduling changes
under this Latter of Understanding.

2} TEMPORARY INTERSHIFT [CROSS. SHIFTING] TRANSFERS { Non training)

&) When a cross shift occurs it will be forfull tour of duty [full blogk of shifts).

b) When a cross shift occurs there will be 8 minimum oftwo consecutive 24 hour periods between
the last regularly scheduled worked date and the first date of the eross shift. All cross shift
transfers must balance within a 56 day eycle unless mutually agreed upon. When temporaty
cross shifting occurs to accommodate training, other cross shifting may be required to balance
‘shift strengths.

3} PERMANENT SUPPRESSION SHIFT TRANSFERS
a) Shall be reconciled over the 56 day period to 14 day shifts, 14 night shifts and 28 days off duty.
b) During the transition the minimum number of cansecutive dates worked is two [2) and the
maximunn number of congecutive dates is six {6).
¢} The change In shifts may result in 2n Intermediate shift change to avoid working 2 straight dates.

4) TRANSITION FROM RECRUIT TRAINING SCHEDULE TO SUPPRESSION SCHEDULE
a) Shall have a minimum of 2 chifts off during the transition.
b} Al recruits will work the same number of shifts from the start of the recruit training program to
the end of the first suppression 56 day cycle followlng the transfer to suppression,
¢} The transition may result inthe employee working less than a full tour of duty however, the
transition shall still balance over a 586 day cycle
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5} TRANSITION FROM SUPRESSION TO TRAINING OR INSPECTION DIVISIONS

6)

7

a)
b}
¢

d)

The transition will occur at the end of a pay period.

The employee will have a minimum of two consecutive 24 hour periods off during the transition.
The transition will occur so that when calculating the average work week In suppression to the
end of the 56 day cycle in which the transition eccurs the average work week houts will be 42
haurs or fass,

The transition may result in the employee working less than a full tour of duty, however the
transition shall balance over a 56 day tycle

TRANSITION FROM TRAINING OR INSPECTION TO SUPPRESSION

3}
b}

c)

The transition will occur at the end of a pay period

The transition will result in the employee working a maximum average of a 42 hour work week
for the weeks remaining in the 56 day cycle in which the transition oocurs.

The transition may result in the emplayee working less than a full tour of duty however the
transition shalt batance over a 56 day cycle

CROSSE SHIFTING FOR TEMPORARY OFFICER ABSENCES

a)

When a confirmed officer absence from duty is known to be for a period of 3 tours of duty or
more (this definition does not inciude absences of the type that are "week to week” based) a
member will be cross shifted at the onset of the absence, If the absence is more than 3 weeks
on a “week to week” basis, 3 member will be cross-shifted for the start of the 4™ tour of duty.
i} If the vacancy is for an Platoon Captain pasition:
{1} The senior qualified and available Captain will be cross shifted to fill the vacancy,
(2) The senior qualified and available Firefighter will then be cross shifted to fill the
resulting Captain vacancy.
i} If the vacancy is for a Captain position:
(1} Senior gualified and available Firefighter will be tross shifted to fill the resulting Captain
vacancy.

8} SCHEDULING AT RETIREMENT
When retirement date is known, members who are set to retlire may be scheduled for less than a full

tour of duty during their final 56 day cycle. The altered schedule shali not affect the member's bi-

weelly rate of pay or pensionable earnings.

9) SHIFT BALANCING

The Union and the Erployer agree to review shift seniority balancing on a guarterly hasis and make
adjustments as appropriate incorparating the following principles:

Officer qualifications
Staff qualifications
Staff instructional akility
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» Staffing numbers
¢ Acting Officer abilities
+ Seniority

FOR THE LINION FOR THE CITY OENEW WESTMINSTER

(2 NM}?MT

Dste f

Appendix 1d:
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Appendix 1

Methodology: A day shift is 2 straight exchange for 2 Trainlng Day, whete a night shift would result in
working 3 shifts over a 38 hour period (2 Night, Day, Night or 3 Day, Night, Day combination) s night
shift is exchanged for @ training shift otherwise the training day is an overtime training event.

TEX = Tralning with Shift Exchange

TOT = Treining on Overtima

D =Day Shift

N = Night Shift

ED = Exchanged Day Shift for Training Day
EN = Exchanged Night Shift for Training Day

Type | Sunday | Monday | Tuesday | Wednesday | Thursday | Friday | Saturday
3 Day TOT ED ED N ‘N
3 Day . ED th TOTLN ([N
ibay | D D EN _ |TBGEN [TEX  |TOT
by |D D | TEX, EN | TEX,EN TOT

2 Day TEX,ED |TEX, €D | N N

2 Day TOT ED D N N

2 Day b D TEX,EN | TOT,N_

2 bay D D EN TEXEN | TEX

1 Day TEX,ED |D N N

1Day D TEX,ED |N N

1 Day ) P |TOT,N N

1Day D D EN TEX, N
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LETTER OF AGREEMENT #8-2014 (Revised October, 2015)

CITY OF NEW WESTMINSTER

and

IAFF, LOCAL 256

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE CITY OF NEW
WESTMINSTER [hereinafter called “the Employer’);

AND

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE NEW WESTMINSTER
EIGHTERS' UNION, IAFF LOCAL 256 (hereinafter called “the Union®); ;

TERM:

This agresment shall remain in full force and effect until mutually agreed by both parties to amend it.
Pravision for review of this letter will be open to review and amendment with 90 days wiitten notice by

gither party.

SLOPE;

This letter of Understanding is intended to provide clarity to the newly bargained provision for the
proration of Vacation Entitlement for members that are utilizing benefits for a period of sver 50
consecutive calendar days. The following will be added as subsections to the article as it Is printed in the
‘memorandum of agreement signed on November 22, 2013,

Lt} All provisions, terms and working conditions of the collective agreement shall prevail except
where expressly provided for otherwise herein, without exception, unless mutually sgreed ta by
the parties.

2} Itis understond that emptoyees must tie off on sick leave or unpald leave for 90 consecutive
calendar days within a specific calendar year (January 1%~ December 31") In order for their
vacation entitlement to be pmrat'ed i that calendar year. All members will begin at zero {0)
days of absence, with respect to the calculation of proration, on January 1* of each new
calendar year,
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This agreement does nof apply to members in a graduated return 1o work or modified duty
capacity or an accepted WarkSafe BC claim.

3) On the ninety-first [21) consecutive calendar day of absence due to sickness or unpaid leave, the
affected employee’s vacation entitlernent will be prorated as per table [see appendix).

4) Itis understood that if an employes incurs a negative balance regerding vacation or statutory
haliday entitlement, and is subsequently off on sick leave or unpaid leave for 90 consecutive
calendar days later In that same calendar year, the emplayee will not be liable for retroactive
reimbursement to the Employer. An employee wiil never have a negative balance,

) If a member retires March 331% of the current calendar year and has been off on sickness or
unpald leave as of January 1% of the current calendar year, the member's vacation entitfement
would be prorated as per tabie in year of retirement.

&) It will be the decision of the affected employee as to which pre-selected holiday dates the
member wishes to cancel due to the proration. A set time period shall be given for the
. cancelled holiday selection to be submitted and failing & submission by the deadline, the
declsion shall be at the discretion of the Fire Chlef or designate.

7) Should a member be off on sick leave or unpaid leave in the final quarter of a year {with less
than 90 days remaining in the calendar year}, and the employee has scheduled vacation leave
during the period of absence, and the absence continues into 2 new calendar year, the Employer
will be permitted to pay out any remaining holiday hours that are left outstanding as of
December 317. The employee will then begin at day one {1) of absence as of January 1% of the
new calendar year. The 90 day provision will not be carried over inta the next year,

8) The Employer will pay out any outstanding vacation or statutory houts that remain for
employees as of December 31 of each calendar year at their confirmed rank. Pay out of holiday
benefits will be used as a last resort.

9) When it is necessary to re-schedule vacation due to sickness or unpaid leave, and the absence
was less than 80 consecutive calendar days {ho praration results). The Employer will re-
schedule holidays at the discretion of the Fire Chief or designate for new calendar dates where it
is operationally feasible to do so. If the only aption to re-schedule the holidays before
December 31 of the current calendar year would result in more than 4 shifts utilizing the
overtime provision for backfilling, the Employer will have the option te pay out the remaining
holidays in lieu of re-scheduling.

10) Employees will not have an option to sefect payment of holiday benefits over utilizing the
vacation benefit as time off,

11) Once a member requests and/or has had their re-scheduled vacation entittement approved it
will no longer be altared and will be deemed permanently scheduled.
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Scheduled Vacation and Statutory Holidays

| Division Entitiement in Shifts | Factor
( Suppression a2 0.0876 .
‘ 28 0.0767
24 0.0657
20 __Dos48
Task Force 32 0.0B76
pl 3 0.0767
2 0.0657
20 __ 00548
Tralning Captain ] {.0876
28 0.0767
2% 0.0657
, 20 00548
FPO 1&2 ‘ 32 0.0875
28 0.0767
24 0.0657
) 20 |  D0548
Schedufed Vacation Only
[ Divislon Entitlement in Shifts Factor B
Chief Training Officer 25 0.0684
20 0.0548
15 0.0411
) 0.0274
Inspection FPO 3 75 0.0684
20 0.0548
15 0.0411
10 0.0274

Examples of Holiday Adjustment

Suppression: Suppression member with 32 shift entitlement misses 124 consecutive days due to sickness

Sample calculation
{365.25 Days minus 124 Days) times factor = number of shifts available for vacation and stats In total

365 - 124 = 241,25 X .0876 = 21.13 Shifts

Tralning: Chief Trainfng Dfficer with 20 vacation shift entitlement is off duty for 147 consecutive days due to

sickness
Sample calculation
{365.25 Days minus 124 Days) times factor = number of shifts availabde for vacation

36525 — 147 = 218,25 X .0548 = 11.96 Vacation Shifts
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LETTER OF AGREEMENT # 1-2015

THE CITY OF NEW WESTMINSTER
and
IAFF, LOCAL 256

Re: Long Service Leave

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF THE
CITY OF NEW WESTMINSTER (hereinafter called the "Employer”)

AND

THE UNDERSIGNED BARGAINING REPRESENTATIVES ACTING ON BEHALF OF. THE
NEW WESTMINSTER FIRE FIGHTERS' UNION, IAFF LOCAL 256 (hereinafter called the
*Unfon™;

TERM:

This Letter of Agreement shall become effective January 1, 2016 and shall be treated as if it
were part of the collective agreement and may only be changed through mutual agreement
of the parties.

SCOPE:
The Employer and the Union agree that there are administrative issues with administering
the Long Service Leave coniained in Aricle 7.4 of the collective agreement. Both parties

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

follows:
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1) Other than as set out in this Agreement, Empioyees will 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 represenied by the Local 256 bargaining unit
sat aut in Article 7 of the collective agreement will be revised as follows:

7. VACATIONS AND OTHER LEAVE

7.1 Vacations
Pald annual vacations for ali employees covered by this Agreement shall be as follows:

a} Employees leaving the service in less than twelve (12) months from the date of
appoiniment shall be granted vacation pay in accordance with the “Employment
Standards Act’.

b} Employees hired after May 1% in any calendar year may be paid their vacation
entittement in their first calendar year of service in pay, In lieu of leave, at the

discretion of the Employer.

¢} Vacation and statutory holiday entitlernent will be prorated when an empioyee is off
the roster on sick leave or unpaid leave for more than 90 consecutive calendar days.

d) FEirefighting Element

a. In the first part calendar year of service, vacation will be granted on the basis
of one-twelfth (1/12) of eight (8) duty shifts (ninety-six (96} hours) for each
month or portion of a month greater than one-half (1/2) worked by December
3™,

b. During the second (2™} year of calendar service fo the fifth (5™) — eight (8)

duty shifts (ninety-six (96} hours).

Dioc # 774028 Page 2
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During the sixth (6™ 1o the ninth (9™) calendar years of service — twelve (12)
duty shifts {one hundred and forty-four (144}hours)

During the tenth (10™) 1o the 13™ calendar years of service — 16 duty shifts
{one hundred and ninety-two (182) hours),

During the 14™ to the 18" calendar years of service ~ 20 duty shifts (two
hundred and forly (240) hours).

During the 18™ o the 25™ calendar years of service — 24 duty shifts (two
hundred and eighty-eight (288) hours).

During the 26™ to the 30" calendar years of service ~ 28 duty shifts (three
hundred and thirty-six (336) hours).

During the 31 to 33" calender years of service ~ 24 duty shifts (two hundred
angd eighty-eight (288) hours),

During the 34" and all subsequent calendar years of service - 20 duty shifts
(two hundred and forty (240) hours).

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

a.

Doc # 774028

In the first part calendar year of service, vacation will be granted on the basis
of one-twelfth (1/12) of ten (10) working days (séventy (70}, or seventy-five
{76} hours for & 35 or 37.5 hour work week respectively) for each month or
portion of a monith greater than ane-half (1/2) worked by December 31,
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During the second (2™) to the fifth (5") calendar years of service — ten (10)
working days (seventy (70} or seventy-five (75) hours for a 35 or 37.5 hour
work week respectively),

During the sixth (6™) to the ninth (8%) calendar years of service - fifteen (15)
working days (one-hundred and five (105) or one-hundred and twelve and %
{112.5) hours for a 35 or 37.5 hour work week respectively).

During the tenth (10™) to the 13™ calendar years of service — 20 working days
{140 or 150 hours for a 35 or 37.5 hour work week respectively).

During the 14™ to the 18" calendar years of service — 25 working days (175
or 187.5 hours for a 35 or 37.5 hour work week respeciively),

During the 19" lo the 25" calendar years of service — 35 working days{245 or
262.5 hours for a 35 or 37.5 hour work week respectively).

During the 26" to the 30" calendar years of service — 40 working days (280
or 300 hours for a 35 or 37.5 hour work week respectively).

During the 31 to the 33™ calendar years of service — 35 working days (245
or 262.5 hours for a 35 or 37.5 hour work week respectively).

During the 34™ and all subsequent calendar years of service — 25 working
days (175 or 187.5 hours for a 35 or 37.5 hour work week respectively).

f) Employees who leave the service afler completion of twelve (12) consecutive
months of employment shall recelve vacation for the calendar year in which
termination occurs on the basis of one-twelfth (1/12) of their vacation entittement 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
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PROVIDED THAT:

Where an employee transfers between the Fire Suppression Division and the Fire
Protection Division, vacation enfilement (in hours) for that calendar year shall be
adjusted to reflect the propertion of fime spent in each Division on the basis of one-
fwelfth (1/12) entitiement for each month (or porfion of & month greater than one-half
{1/2)) spent in each division.

Calendar Year for the purpose of this agreement shall mean the twelve (12) month
period from Januaty 1% to December 31% inclusive.

In all cases of terminalion of service for any reason other than refirement on the
Municipal Penslon Plan or on aftaining maximum retirement age, adjustment will be
made for any overpayment of vacation.

3)  Employees who reach one of the five year anniversary dates in the current Long
Service Leave provisions ptior to January 1, 2016 shall be grandfathered under the existing
collective agreement language until they reach thelr next five year anniversary increment
date, at which time the terms of this Agreement then apply to them and they are no longer
entiled to Long Service Leave. All other employees will move to the terms of this
Agreement in full on January 1, 20186, For clatity, an employse who completes 20 years of
service on Dacember 1, 2015 will be credited with 192 hours of Long Service Leavs, fo be
taken as per the cument leave provisions and will remain under the current vacation
entilements untit December 1, 2018. An employee who will complete 25 years of service (or
any other five year anniversary date) after December 31, 2015 will not receive Long Seivice
Leave but will be allocated holiday hours as outlined under the terms of this Agreement
effective January 1, 2016 and must use any accrued entitlements as of December 31, 2015
by the end of the year in which the last anniversary date ocourred.

Doc# 774028 Page B
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4) The Employer and the Union agree fo transition any IAFF staff who fall under the
current LSL vacation allowance to a no loss no gain outcome that is mutually acceptable to

poth parties.

FOR THE CITY OF NEW WESTMINSTER:

FOR THE UNION:

paten: (& MV . o015

Doc # 774028 Page B
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NWFR§ Long Service Agreement - October, 7015

“Current CA [Suppression FF) [ Effective 01 January, 2016 {Suppression FF}
1932 e

Year Vatation | Statutory Holldays | LSL Year Vaeation | Statutory Holidays | LSt
1 12 [ 1 | 8 iz 0
2 8 12 1o N 8 i2 0
3 12 12 0 | 3 g 12 1]
4 12 12 0 4 8 12 o
5 12 12 0 3 B 12 0
6 | 1 12 0 6 12 12 0
7 EP) 12 0 7 12 12 1]
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12 16 12 0 12 16 12 a
13 16 12 0 13 16 12 0
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i 16 12 0 18 20 12 0
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20 15 12 0 20 24 12 0
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23 0 12 0 23 4 12 0
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25 20 12 0 25 24 12 0
26 20 12 16 26 8. 12 0
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29 20 12 7] 28 28 12 {0
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30yr Subtotal:| 464 160 32| | 30yr Subtotal:| 560 350 ¢
31 20 12 16 31 24 12 0
32 20 12 0 32 24 | 12 a
33 20 12 0 33 24 12 0
3 20 12 0 34 | | 0 12 0
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- — T RS e e =

SyrSubtotal:| 100 &0 15| | SyrSubtotal:] 112 B0 1]
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LETTER OF AGREEMENT #02-2015
NWFRS RESTRUCTURING COMMITTEE

Letter of Understandin

Between City of New Westminster and NWFRS Local 256

November 10, 2015

The Undersigned Bargaining Representatives acting on bshaif of the City of New
VWestminster (hereinafter called “the Employer™)

And

The Undersigned Bargaining Representatives acting on behalf of the City of New
Westminster Firefighters’ Union Local 256 (hereinafter called “the Union™)

The Parties agree to recommend to their respective, approving bodies to accept
the terms in this LOU and the attached supporting Agreements, Terms of
Reference and Process Documentation.
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TERM OF THE AGREEMENT

The Employer and the Union agree that this Letter of Understanding (LOU) shall become
effective upon ratification and remain in effect for the duration of the current 2012-2019
Collective Agreement.

SCOPE

This Letter of Understanding {LOU) will outline the restructuring of the Officer Ranks of
New Westminster Fire & Rescue Services (NWFRS) as determined in the 2012-2019
Memorandum of Agreement: Section 9 (Officer Restructuring).

RIGHTS AND RESPONSIBILITIES

NWFRS retains the responsibility to exercise its managerial rights which include but are
not limited to as follows:

« % & b % F =% W B & F & W

Creating and implemanting policy and ensuring company palicies are followed
Authorlzing overtime, fime off or leaves of absence
Caliing empioyees in to work

Altering work processes

Establishing or altering work schedules

Detarmining of operational needs

Hiring, training and promoting employees

Commiitting or authorizing the use of company resources

Managing a budgst

How many employees are to be employed;

What services and to which level they should be provided;

From whom should supplies be purchased;

Following direction from City of New Westminster Mayor and Council

IAFF Local 256 retains the responsibility to represent members of the bargaining unit;
that responsibil ity includes but is not limited to as follows:

Representing Union members during collective bargaining
Collectively work with management and/or with the City of New Westminster to
support any agreed upon fabour initiative

Joint Responsibilities:

« Both Management and Union collectively work to protect employees under the

Charter of Rights and Freadoms. _

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

Both the Employer and the Union suppeort the City of New Westminster Respectful
Workplace & Human Rights Policy -~ EDMS: 133506

Both the Employer and the Union support the City of New Westminster Attendance
& Disabifity Management Policy — EDMS: 408502

Rock TI2225 Page 2
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ORGANIZATIONAL STRUCTURE

The Employer and the Union have agreed that following the implementation of this LOU
the organizational structure for NWFRS Is attachad at the Appendix entitled

“Organizational Structure”
1. Job Duties:
The Terms of Reference for the following positions are attached:
Captain; EDMS - 771957
Training Captain: EDMS - 771962
Platoon Captain: EDMS - 771059
Chief Training Officer: EDMS - 771860
2. Eliminate Assistant Chief Rank:

Upon execution of the restructuring the confirmed position of Assistant Chief will ba
eliminated. The “Red Circled” rate of pay will not apply as there are currently no
confirmed Assistant Chiefs within NWFRS.

3. Qualifications:

Any member currently qualified as an Assistant Chief will be considered qualified fo
serve in the role of Platoon Captain.

s Any member who has initiated the process o become qualified to work as an
Assistant Chief will be credited for the compenents already completed. In addition,
any previously assigned work which is no longer required fo become qualffied to
work as a Platoon Captain will no longer need to be completed befora being
qualified fo work as a Platoon Captain.

¢ Members will be considered qualified to work as a Platoon Captaln after
successful completion of all education and evaluation components as cutlined in
the NWFRS Operating Guiideline 5.01,10.000 - Officer Pramotional Process ~

EDMS: 772277,

« Any member who has passed up a promotional opportunity for Assistant Chief or
Platoon Captain, or any member who has passed up & training opportunity to
become qualified to work as an Assistant Chief or Platoon Captain, will have the
opportunity to accept and commit to fraining as it becomes available which is
based onh operational needs as determined by the department. All related training
opportunities will be offered to personnel in order of rightful seniority. The "time in
{ ime out” rule will not apply to any member for any passed up opportunities for
the Assistant Chief position or the Platoon Captain position for an aforementioned
opportunity that was declined prior to January 1, 2016. (l.e. Time in / Time out rule

Doc# 772228 Page 4
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will only apply for opportunities declined after January 1, 2016. Calculation of "sit
out times" will use the dates for the posting after January 1, 2016 which was
declined).

= Any vacant Platoon Captain positions will be posted and awarded to the most
senior qualified applicant as per article 4.3 of the current Coliective Agreement.

« The Platoon Captain will be assigned to supervise 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 {(EDMS:

7719589).

4. Reclassify Lieutenant Role:

« All four Lieutenant positions will be reclassified to Captain.

¢ Any shift worked previously to the agreed implementation date as an officer (as a
Lieutenant or as a Captain) will be credited towards the 96 probationary shifts
probationary period as per the NWFRS Operational Guideling 5.01.10.000 -
Officer Promotional Process — EDMS: 772277.

¢ The existing four Lieutenants will be promoted to Captain upon implementation of
this restructure and paid at the rate of 122% of 11™ year firefighter. The existing
four (4) Lisutenants must successfully complete all relevant training components
and have complefed a total of three (3) successful performance appraisals and
practical incident evaluations by February 1, 2016,

5. Filling Officer Vacancies:

= Any officer vacancles 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 11" year firefighter rate
during their 86 shift probationary period. During this 86 shift probationary period
these officer candidates will need to receive a minimum of three successful
performance appraisals and practical incident scenarios in order to recsive their
next pay increment which is 122% of 1 1" yaar firefighter.

+ In the event that the employer has been unable {o assess the candidate in a timely
manner or extenuating circumstances, once the candidate has been successfully
assessed they will be refroactively made whole. The candidate will receive the
Captain’s rate of 122% for all hours worked retroactively to the 97" shift.

« Those officer candidates who have completed shifts in an acting capacity prior to
the implementation of this restructure will have those shifts credited towards their
96 shift prebationary period. The requirement to receive a minimum of three
successful performance appraisals and practical incident scenarios remains.

Doc# 772225 Page s

90



6. Withdraw 5 Assistant Chief Grievance:

» Itis the understanding of the Employer that the 5% Assistant Chief grievance was

to be withdrawn upon the signing of the LOA # 5 — 2014 ~ Restructuring of
Operational Deployment in Aprit of 2014.

7. Evaluation and Revision:

9.
.
.
'.
N
a
.
.
.
10.
.
Doc # 772225

The Employer and the Union recegnize the complexity of the restructuring
process. The Employer and Union agree to add Restructuring as a regular

agenda item at Labour Management Meetings. As well, a comprehensive review

of the entire restructure will be scheduled for 18 months after implementation.

Signees Responsibilities:

The consideration of and signing of this agreement is up to both parties to review,
sign and take responsibility for the terms herein,

Pre-Promotional

Revised Letters of A

jraament;

LOA #1 — 2014 Hours of Work Fire Prevention Division (Updated EDMS.
#772393) , o

LOA #2 = 2014 Fire Prevention 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 Training, Inter-shift
and Inter-division Transfer (Updated EDMS #772486)

LOA #8 ~ 2014 Provision for Proration of Vacation Entitement (Updated EDMS
#772492)

ualifications:

The Union and the Employer agree that in addition to any agreed-fo
educational and 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:
*  Platoon Captain:
+ Candidates must have completed:
o Afull 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.

Page i
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» Training Caplain:
+ Candidates must have completed:

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
gach.

*  Captain:
s Candidates must have completed:

o A ifull term working as a member in the Fire Prevention
Task Forcs, or

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

o Instructed one discipiine for a minimum of two years
fima,

+ 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 aforementionad areas
with enough time to be able to apply for officer development fraining
opportunities and open officer vacancies independent of immediate pending
promotions.

« 1. Attached Documentation:

a. Letter of Agreement # 1 — 2015 ~ Long Service Leava: EDMS 774028

b. NWFRS Operational Guideline 5.01.10.000 {Officer Promotional
Process): EDMS 772277

¢. Fire Cfficer Development Program Application: EDMS 772505

d. Fire Officer Career Development Program Checklist: EDMS 439425

€. Fire Officer Development Program — Flre Officer | and Il (Captain):

EDMS 649084
f. Fire Officer Development Program — Fire Offlcer Il {(Platoon Csptain):
EDMS 614686
Doc # 772225 Page 7
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Dated_ /< day of November, 2015 in the City of New Wastminster
BARGAINING REPRESENTATIVES ON BARGAINING REPRESENTATIVES ON

BEHALF OF THE CITY OF NEW BEMALF OF NEW WESTMINSTER
WESTMINSTER FIREFIGHTERS' UNION, IAFF LOCAL
56 ./

Dog 8 792225 Page 8

93



¥6

NEW WESTMINSTER

Flog £ Resoue $orvices

NWEFRS Organizational Structure

FIRE CHIEF
TIM ARMSTRONG
EXECUTIVE
ASSISTANT
APPLICATIONS. AUXIIARY
ASSISTANT CLERK
DEPUTY CHIEF JOHN HATCH — DEPUTY CHIEF 1M WISHLOVE -
OPERATIONS, EMERGENCY QPERATIONS, ADRIN
KINSTANTRERUTX CHEm: EMERGENCY PLANNING ASSISTANT DEPUTY CHIER
CURTIS BREMNER ASSISTANT ROS PICK
STAFF DEVELOPMENT FPO/OUTREACH
CHIEF TRAINING PLATOION A FLATODN L PLATOON B PLATOON D CAPTAIN, FIRE
OFFICER PREVENTION
Tratning A PLATOON CAPTAIN PLATOON CAPTAIN FLATOON CAPTAIN PLATOON CAPTAIN | [
Training 8 E1 E1 = e o1 Task Force 1
Tralning € I [ I I FPO 2 Task Force 2
Traming £
R1fTI R1fTL RIfTL RUTL
£2 E2 E2 E2
=1 =] E3 €3
s1 51 51 s1
October 2015 EDMS # 775087 APPENDIX




Attachment (a)
Letter of Agreement #1 — 2015 - Long Service Leave

please see page 79

95



OPERATIONAL GUIDELINE

OG # 5.01.10.000
NW-EDMS # 772277

TITLE: Officer Premotional Process Page 1 of 12

| NEW WESTMINSTER FIRE & RESCUE SERVICES

PURPOSE: To outline the process, expectations, timelines and requirements for NWFRS
staff to participate and be successful in a promotional process within 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 service “spsar’, 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 1o have sither 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 reguires 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.

B _ s

. Effective;

Replaces: NEW ' Issued On: January 1, 2016 ]
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OPERATIONAL GUIDELINE

NEW WESTMINSTER FIRE & RESCUE SERVICES 0G # 5.01.10.000
NW-EDMS # 772277

TITLE: Officer Promotional Process Page 2 of 12

B. DEFINITIONS:

- ActfActing: |
o Any member who Is qualified as per NWFRS policy to serve in an elevated role act
at the higher rank in a non-psrmanent status for short or medium-term durations
and will be compehsated as per the collective agreement.
o Article 4.4 (e} of the Collective Agreement stales:

» Upon being promoted or transferred, an employee shafl be placed on
probation untit they have completed six (6) montfis of service fo the
safisfaction of the Employer. Any employee, however, who scts in the rank
they are promoted fo or & higher rank, shall receive as credit fowards their
Probationary Period each full tour of duty while acting int such rank(s)
during the two {2) years prior to their appointment. For the purposes of this
Articte, a full tour of duly is a block of four consecutive shifts {i.e. two (2)
days and fwo (2) nights with no intervening shifts off).

- Company Officer:
a The individual in charge of a crew of firefighters, their responding apparatus and
any assigned equipment.

- NWFRS Fire Officer I/l Program:
o The Fire Officer 1l program prepares candidates to serve in the role as an acting
and promoted officer within the deparfment.
o Fire Officer levels | and |l are defined under the following Chapters in the National
Fire Protection Assoclation (NFPA) Standard 1021 — “Standard for Fire Officer
Professional Qualifications (2009)™ |
= Fire Officer |: (NFFA 1021, Chapter 4 — 2009)
» Fire Officer Il: (NFPA 1021, Chapter 5§ - 2008)

Effective:
Fire Chief Signature: September 18, 2013

Replaces: NEW Issued On; January 1, 2016
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OPERATIONAL GUIDELINE

NEW WESTMINSTER FIRE & RESCUE SERVICES 0G # 5.01.10.000

NW-EDMS # 772277

' TITLE: Officer Promotional Process Page 3 of 12

- NWFRS Fire Officer lll Program:

e}

o]

The Fire Officer Il program prepares Fire Officer Il graduates to serve in the role
as an acting and promoted Platoon Captain.
Fire Officer Level Il is defined under the following chapter in the NFPA 1021
Standard (2009):

= Fire Officer Ill: (NFPA 1021, Chapter 6 — 2009)

- Promotional policy statement as found in the current collective agreement (4.3 Promaotional
Policy):
o a) In making promotions, other things being equal, effect shall be given to

seniorily.

o b} A fair and adequate opportunity shall be given to all members of the Union fo

qualify for promotion.

o ¢} 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 fo as “Fire
Chief’) and Fire Committee which courses are over and above in-service fraining.

- Public Servant:

o The company 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 accurs when citizens are experiencing a crisis. As wall, there are
numerous non-emergency circumstances that provide the company officer with
the opportunity to make a positive impression with the public.

o The public sees and may judge the entire organization through the 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
undersitand this role. Customer service concepts should he applied to maintain a
positive public perception of the agancy.

Effective.
Fire Chief Sighature: September 18, 2013

Replaces: NEW

Issued On: January 1, 2016
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OPERATIONAL GUIDELINE

NEW WESTMINSTER FIRE 8 RESCUE SERVICES o ;
f NW-EDMS # 772277
TITLE: Officer Promotional Process Page 4 of 12

o Fire and emergency services members are held accountable for delivering a
service that meets the external customers' needs. The public expects efficient
delivery of those sarvices. Company officers should consider the fire and
emergency services organization to be customer service-oriented. Customer
service applies to volunteer as well as career organizations.

- S8ubordinate:

o New company officers need to recognize that they are both a supervisor and a
subordinate. A company officer is responsible for the members of the unit and
their actions while on-duty. The organization's administration expects the
company officer to supervise the unit and effectively complete assigned duties.

o The company officer is also expected to represent the administration and ensure

compliance with administration policies, rules, and regulations. As a subordinate,
a company officer is expected to execute the orders of superior officers. A
company officar may have o enforce what others perceive as unpopular or. unfair
policies or orders. Being & supervisor is not a popularity contest! Officers should
riot pukilicly question or criticize policies or orders that they believe to be unfair as
this provides a negative example for both subordinates and peers. Any criticisms
‘of guestions about policies or orders should be discussed privately with the
administration in order to search for solutions.

- Supervisor:

o A persen who Is responsible for directing the actions and performance of other
paople or assigned staff,

o 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

-

Effective:
Fire Chief Signature: September 18, 2013

Replaces: NEW issued On: January 1, 2016
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OPERATIONAL GUIDELINE

NEW WESTMINSTER FIRE & RESCUE SERVICES

“10G # 5.01.10.000
NW-EDMS # 772277

| TITLE: Officer Promotional Process | Page Sof 12

« Seeking to resolve interpersonal conflicts
e Applying counselling 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 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.

C. POLICY:
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)
nacessary for an officer to function at an efficient and appropriate level with excellence in all
aspects fo protect staff and citizens' lives, and property.

These KSAs include but are not limited to:

- Understanding the structure, policies, procedures of NWFRS and the City of New
Wastminster,

- 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, inspection procedures, investigation techniques, and
public fire and life-safety education,

- Knowing how to deliver company-level emergency services to the public,

- Knowing how to deliver company-level training in order to maintain a high degree of
company proficiency

The Fire Chief may provide equivalent or alternative programs or courses as appropriate.

Effective:
Fire Chief Signature: September 18, 2013

Replaces. NEW Issued On: January 1,2016
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OPERATIONAL GUIDELINE

NEW WESTMINSTER FIRE & RESCUE SERVICES 0OG #5.01.10.000
NW-EDMS 8 772277

TITLE: Officer Promofional Process | Page 6 of 12

All promotions may be subject to the final approval of the Fire Chief, Direcfor of Human Resources
and the City of New Westminster Chief Administrative Officer.

A sufficient number of applicants will be allowed to participate ih the preparatory programs fo
ensure an adequate number of qualified persons is available for future promotion and relieving

duties.

An individual candidate will have three (3) opportunities in which to aftain-a passing grade for each
component of the development programs. If an applicant is unsuccessful in completing any
component after three attempts, the applicant will be deemed unsuccessful in the Fire Officer
program and will not be accepted for further fire officer training. For purposes of this section, a
failed opportunity is defined as failing to mest core requirements in order 1o pass a component of
any Officer/fSupervisor examination or evaluation in a specific Fire Officer program (refer to scoring
matrix of each program), The Fire Chief shall have the right io make an exception if reasonable
circumstances warrant. Candidates for the pesitions of Captain after qualifying for promotion will
be promoted once a position becomes available according to their seniority as set out in the
seniority list. For the positions of Fire Inspector 3, Task Force Captain, Trainihg Captain, Platoon
Captain and the Chief Training Officer the role will be filled by & qualified individual upon
successful completion of a selection process as defermined by the referenced promotional

program documents:

- Fire Officer Promotional Process Flowchart: EDMS 438425

- Fire Officer Development Program (FO Wi} EDMS 649984

- Platoon Captain Proficiency Program (FO ). EDMS 614686
- Training Captain Program: EDMS: Under Review

- Fire Inspector 3 Program: EDMS: 436413

- Chief Training Officer Program: EDMS: Under Reviaw

- Task Force Capfain Program; EDMS: Under Review

Effective:
 Fire Chief Signature: _ September 18, 2013

Replaces: NEW lssued On, January 1, 2016 _ J
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Right of appeal of Examination Results:

A candidate may appeal hisfher examination resull by writing to the Fire Chief within seven (7)
calendar days of receipt of such resuits. Appeals will 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 examination board shall be final and binding.

D. APPLICATION, CONTACT and ENROLEMENT INFORMATION:

To apply for enrolment in either the Fire Officer Vi or the Fire Officer Ill programs, a candidate
needs to complete a declaration form and submit to the appropriate office prior to the deadline
indicated for the application process.

The application process will be initiated through the Deputy Chief's office at a time in the training
calendar when training programs are available and the need for officer development is present in

the rosler due to pending vacancies.
E. MEETING CHALLENGES AND EXPECTATIONS FOR A SUCCESSFUL TRANSITION

The company officer is the vital link between the unit and the administration of the arganization.
The move from the backseat or driver's seat to the officer's seat brings 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 will encounter consist of learning and applying 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 on greater importance because the officer is a role model for
subordinate members of the unit, peers, and even the public.

« Supervision ~ Company officer 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.

R— — —

Effective:
Fire Chief Signature: _ September 18, 2013

Replaces: NEW Issued On: January 1, 2016
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+ Responsibility ~ A new officer must assume not only responsibility for his or her own

actions, but Is now responsible for the actions of subordinates.
¢ Authority — Officers must learn what authority is legitimately assigned to the position and
how to apply it in a fair and equitable manner.

New company officers will experience a variety of personal and professional changes during this
transition to becoming an officer. Relationships will change because of the officer's newfound
authority as will the perception that ottiers have of an individual who recently was a peer. The
transition to company officer can also change the dynamics within a group and result in personal
changes.

Personal Factors/iPersonal Changes

New company officers may have to make personal changes fo avoid the antagonism,
resentfuiness, and loss of friendships that can oceur if the transition isn’t well managed. To
overcome these personal challenges, the new officer must;

» Commit to the responsibilities, duties and requirements of the supervisory position = Learn
about, be interested in, and be dedicated to the position.

» Show lovalty to the organization — Support the leadership team and political authority. Do
not openly criticize the organization, management, or decisions that are made by it.

+ Show loyalty toward company personnel — Share your company’s concems, ideas,
opinions, and complaints to your supervisor so that the unit has a voice with management.

« Actasalilison -~ As a superviser and part of the management struclure in the organization,
act as a two-way information agent, expressing agency policies, and listening to and
passing on reactions to that policy.

+ Support all types of education and tralning - Seek opportunities to learm and also provide
them to other members of the organization.

+ Guard conversations — Never say anything, on or off the job that would dishonor a person,
a position, or the organization. Do not disclose information that is confidential, in particular
information concerning subordinates. Consider information confidential unless fold

otherwise,
Fire Chief Signafure: September 18, 2013
| Replaces: NEW . | Issued On: January 1. 2016
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¢ Accept 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 contributions to crew accomplishments.

+« Lead by example — Sat a positive example for subordinates founded on & consistent
adherence to a set of moral, sthical, and social values. Such an example is of the utmost
importance and is essential {o the successful leadership of any organization.

« Praise in public; discipline in private ~ Never discredit subordinates publicly. Point out
mistakes or areas for correction to subordinates in private. Causing someone personal
embarrassment or humiliation in public can destroy a relationship,

+ Project a professional image ~ Project a professional image to the public, elected officials,
internal and external stakeholders, and to peers.

Approaches for a Successful Transition

New officers have the choice to see their new challenges and expectalions as either a burden or
an opportunity to excel. Successful officers choose fo see the frangition as an opportunity to grow
as a professional. In order to fake advantage of the oppartunities that becoming an officer
provides, 8 new company officer should try the following approaches:

» Communicate effectively.

« Apply appropriate supervisory techniques.

¢ Manage effectively.

* Project 8 command presence.

s Devslop an appropriate leadership style.

» Show respect for others.

+ Beloyal to the company, organization, and community.
« Be a positive and ethical role modsl at all times.

¢ Live by a personal and professional code of ethies.
» Set high vet attainable standards.

» Value diversity in people and situatiens.

* Praise accomplishrments.

- = —
N -
Fire Chief Signature: Septembaer 18, 2013

1 Replaces. NEW lssued On: January 1, 2016
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» Listen {o others.
» Commit to education and tralning.
» Remain humble.

By applying and practicing the previously listed skills, an officer will provide the type of rale model
that the company, organization, and profession will recognize and try to emulate. Aftaining these
skills will require thie officer to recognize what is lacking and work to devslop it.

A new officer should rarely resort to using rank &s a reason for compliance. The officer should
establish relationships based on mutual respect for the abilities of members of the unit and the
officer. An officer may have alrean:fy established a reputation for good leadership, strong.
interpersonal skills, and fair supervision as an acting company officer. This previous relationship
can provide a bridge for the new officer,

A new officer should always remember that respect must be earned. It s possible that members of
the unit may decide to respect the position and not the person filling it. Then the new officer will
have 1o work to gain the personal respect of the members,

“Start Tight, Then Go Light”

A new company officer should remember that it is easier to start applying poficies and procedures
strictly and then ease the restrictions than o become sirict after initially being lenient. One way of
saying it is “start tight, then go light".

There is also the possibility that the officer may be faced with a subordinate who will only respond

to strict authority, causing the officer to have to state, “l am the officer in charge of this company™.
This approach should only be used in the most extreme situations and as & last resort.

Responsibilities

By understanding their responsibilities and the people they are responsible to, company officers
will have fo be able to perform the dutles that are assigned fo them. Company officers have
responsibilities to all of the following:

——

. Fire Chief Signature; September 18, 2013
|

= EEN

Replaces: NEW issued On: January 1, 2016
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Suberdinates — 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:
a 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
resounces,

¢ Profession ~ Serve as visible representatives and role models, like al! fire and emergency
services 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 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.

I -
Fire Chief Signature: September 18, 2013

[

Replaces: NEW issued On: January 1, 2016
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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, tha
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
rapresentaﬂve of the unit to the administration, the adminisiration to the unit, and the organization
to the public.

REFERENCES:

Fire Officer Carser Development Checklist: EDMS - 439425

Fire Officer Development Program (FO Ifil): EDMS - 840984

Plataon Captain Proficiency Program (FO 11): EDMS - 614686

Fire Inspector 3 Program: EDMS - 436413

NWFRS Collective Agreement

Letter of Understanding #4-2014: Promotional Protocols: EDMS - 772448
Letter of Understanding (Restructure)(October 2015): EDMS - 772225
Application for Fire Officar Developiment: EDMS - 772506

N -
Fire Chief Signature: September 18, 2013

Replaces: NEW

Issued On: January 1, 2016
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NEW WESTMINSTER

Fire & Rescue Services

Aszsistant Deputy Chief Curtis Eremner
New Westminster Fire & Rescue Services
1 East 8" Avenue

Mew Westminster BC

V3L 4G6

RE: Fire Officer Development Program
Assistant Deputy Chief Bremner:

Please accept this letter as confirmation of my wish te enrollin the upeoming Fire Officer
Development Program which begins; ’

Upon Completion ofthe Program | will accept any duties assigned to me as a Company Officer.

In addition io this signed copy | havekept 2 second copy for my records.

Printed Name:

Signature:

Date:

Fire Officer Development Program {FO I, FO HI, Etc.}:

Doz 772505 Dges= |
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Name:

Fire Officer Career Development Program

Dete Program Commenced:

initial

Date

Comments

Fire GHiceri B It Captain

U Ood

Applicatian for Company Cfficer Program submitted by
candidata.

Reply znd acknowledgmentietter taFO candidate,

CTO provides pre-lesrning package tocandidate. CHD will

review the Fire Officer development programwiththe FO
candidate and their company officer.

Schadule defined - completion dates for 2ll components
established.

Step 1 Predeaming modules

Qoo

Hazmat Operations-NFPA £72

Fire Service Instructor NFPA 2041-Level |
FOM modules, Telestaff

TCl

Step 2 ~Self Directed study

NN

1 & B Fire officer Prindiples 2nd Practice Student Workbook
Diracted seif-study 2ssignmentand inhouseexzsm

Buddy to Bossieadershipboak assignment and Cpen Book
exam completed

Step 3- F01 8 11 Certification component

Fire Officer | course - Module 1 completed
Fire Officer | course - Module 2 completed
Fire Officer | course - Module 3 "inhouse” completed

Fire Officer 1 course assignments completad and marked

Loog| o oda

Fire Officer || course - Module 1 completed
Fire Officer |l course - Module 2 completed
Fire Officer || course assignments campletad and submitted

TPrecaptarship Progrm” completed —EDMIS #5: 656502,-
547040

Doc# 423425
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Succassfully compietad practicz! scenariog’s

#  Structure firg,
- W,
4 Hazardous materialsincident

Indicatar to act as Captain crestedin Telastaff.

Hj O

Letter confirming status to 2ctin the Captain position

Step 4- Probationary Period

Completion of 32 shifts as acting Captain. Candidate will
track progress and schedule performance appraiszsls with
the Platoon Captzin.

Submit complated performance appraisal to Deputy Chief
First Successful performance sppraisai

Successful evaluated operational practical scenano

Completion of 54 shiftsas acting Captain. Candidate will
track progress and schedule performance appraisals with
the Platoon Captain.

Submit completed performance appreiszl to Deputy Chief

Successful evalusted operational practical scenaro

Completion af 96 shifts as acting Captain. Candidate will
track progress and schedule performance appraisal withthe
Plztoon Captain

Second successful performance appraisal —submit to
Deputy Chief

Successful evaluated opestional practica! scenario

Probationary perind completed Letter to candidate
canfirming promotion toCaptain

oo OO o apo o od o

Annual performane= appraisal by Platoon Czptain—submit
to Deputy Chief

Sucressful completion of annual practical scenaria.

Step 5 —Review
D Oral Assessment

Step & -Promation
El Promotion

DoCE 432338

110

3stindates: Ootoper 22, 3003




Fire Officerill - Platoon Captain

Step 1 — Application & 5elf Directed study

Candidate requasts permission to-begin Fire Cficerill
program, 2pply in writing tothe Fire Chiefar designate.

Confirmation fetter toapplicant

O O O 0O

Plastoon Captain proficiency package issued tocandidate.
EDMS & 413298

Candidate requaststo mest and review terms of reference
with Deputy Chief ar fissistant Deputy Chief

Appragriate signatures captured oncandidate’s profidency
program package

Step 2 — Self direcred study & menboring program

[]

Review of FO || materisl-induding butnotiimited to

® Hazardgus materials
« TCl pragrafn

= Highrise

a |C5

NN

Platoon Captain progrem assignments completed;
appropriate signatures captured

Successful completion of LAFC course

Step 3 —Inhouse component

Candidate requests oral assessmentdate, outlock meeting
request tozpplicant confirming orslassessment qa'te

Rewiew of Fire Chiefexpedations, Roles and responsibilities,
daily duties

Review of asdministrative dutiesinduding butnatlimitedto:

EDAS

Telestaff

MS Office

FDM-Training madule, station journaletc
Equipment-inventories, maintanance, repsirs
MCU, DOC aperations

HR

Hazlth and wellness

Performanceappraiszls

Accident imvestigetion

Stepd - Assessment

Coc# 438425
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Panei oral assessmentand situstionaltesting
2°% gral assessment/evalustion {Optianal if necessary)

3rd oral assessmentfevalustion [Optional if necessary)

O OO0

Successful completionof Practicel Scenarios:

*  huiti- family structure fire
1 Hazardous material incident
®  Cammearcial structurte fire

Situational scenario evaluztions TeleStaff.

Indicatar to artas Platoon Captain createdin Telestaff.

L0

Letter canfirming status to actin the Platoon Captain
pasitian

Step 5- Probationary perod

Completion of 32 shifts as acting Platoon Captain, Candidae
will track progress and schedule performance appraisals
with Deputy Chief.

First Successful performance appraiss! - Deputy Chief

Successful evsluationof a practicalscenario

Completion of 64 shifts as acting platoon captain.-Candidste
will treck progress and sched ule perfaormance apprisal with
the Platoon Captain

Second successfulperformance appraisal —Deputy Chief

Sucressful evaluation of & practicl scenario

Completion of 96 shifts as acting Platoon{aptain. Candidate
will track progress and schedule performance apprisals
with Deputy Chief.

First Successful performance appraisst - Deputy Chisf

Successful evaluation of apractical scenario

Applicatiansubmittad by candidate to zpplyfor posted
Platoon Captain position

0| 0o oo Ooo o

Canfirmation letter into pramated rofe

DocFA32455 L=st Lpdstes: Ootober 22 2014
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MNew Westminster Fire & Rescue Services

Fire Officer Development Program

Fire Officer | & NI-Captain

Purpose: To define the career path for Fire Officer Development, froma senior firefighter to
Platoon Captain within NewWestminster Fire & Rescue Services. NWFRS Officer Promational
Pracess0.G.5.01.10.000-EDMS 772277 and the careerdevelopment programchecklist
identify the componentsof this programand further define the processto transition froma
firefighterto companyofficer.

Scope: All stzff eligible to enterthe Fire Officer Development Program.

Program: Fire Officer Development from firefighter to Platoon Captain.

Pre-requisite to entering Fire OfficerProgram:

Eligibility to enter the programis de pendent on operational need, seniority, and
successful completion of pre-requisites. Completionof 10 years of service, NFPA 1001,
F.F. levels1and 2, NFPA 472 Operstions Level, NFPA 1041 Fire Service Instructor, afull
termservedin eitherof the FPO division ortheFireP revention Task Force, oridentified
in-house operaﬁonal instructionsl quzlifications.

Upon notice, membersinterestedin participatingin the OfficerDevelogment Program
need toapply in writing to the Fire Chief or designate fbracc-eptancé into the program.
Acceptance into the programwill be on a seniority basis and limited to the number of
vacancies available in the current Fire Officer Program. Applicants will receivea letter
from the Fire Chiefor designate advisingthem they have beenaccepted into the
program.

The Fire Chief may modify reguirements based on-operational staffing needs however,
such requiremnents will only be altered priorto the startof a given process and not while
any given processisin midstream

Probationary Period {Performance Appraisals):

Once eachcandidate has successfully completed the course requirements foreachlevel of
the officer development pragram, FO IfFO I, & FOII (Platoon Captain) they will enter into a
probationary period that will be defined as the first 86 shifts worked in an actingcapacity.
This period of probation is designed to give each candidste the opportunity to learnfrom

Jac# §43388 Fage 1
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the experience of seniorofficersand is meant to assist the acting officerin gaining the
knowledge and skills.of working at 2 higher level of responsibility. Duringthe96 scheduled
working shifts, the candidate will be provided with three performance appraisals and three
practical scenaricevaluations. The evaluative process will provide a feedbackmechanism
for the officercandidate’s development and to facilitate mentoring and coaching necessary
for each candidate to be successful.

The purposeof the performance appraisal programwill be to:
¢ AssessPerformance,
¢ Highlight areas that will require additional sttention, and

s Develop and supponrt individual learning planis}

Process and Educational Content

Stepl
Pre-Learning Module {Prior to Fire Officer 1):

Note: Fire Officer Candidotes are required to successfully complete the Pre-Leamning modulke
before entering the directed self-study companent:

" Minimum 10 years’ service {subject to discretion of the Fire Chiefhased on an operatianal need)
= NFPA 1001, Firefighter Level | and I
= NFPA 472, Operations Leve! Haz-Mat
8 NFPA 1041, Fire service instructor
*  |n-house truck campany inspections {TCI) program,
* Introduction to Telestaff, FOM {Incident, Property and Training modules)
© Incident module- FOM RMS —{PPT} EDMS # 607223
o Inspection module - TCl's, reporting guidelines—ADC Dick to provide
= T PPT EDMS # 385630
Training Module — session entryand audits
= Lessan Plan for r2ining module EDRAS # 618439
= Waorkflow —EDMS # 627371
= FDM Training Module- Training session entry OG — EDMS & 606441
= How tocreate 2 training session doc. EDMS # 618635

v]

o Station Journz!

o Telestaff-Work scheduling
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*  Technical writing for Incident reparts & communicatians,

®  From Buddy to Boss: [Effactive Fire Service Le=dership, by Chase Sargent) assiznment and
subsequent evalustion.

® Al operational skill codes {I.E, EVO, Tower Driver, FR 3,)

Step2
Directed Self Study Compenent (Pre-Fire Officerl):

Mote: Entry into the Self Study Component requires successful completion of the Pre-Learning
hodule.

1. NWPFRS Terms of Reference:
a. Captsin {EDMS # 389307}
2. Building construction:
2. 3&BFundamentals of Fire Fighter Skills, Chapterf
b. Chapter 6 Review [EDMS #419697)
3. FEleictrical Safety:
a. Opearstional Guidelines
i. 2.25.04.000 Downed Electrical Lines{EDMS #367525)
ii. 2.25.04.001 Substations— Electrical Yaults (EDMS #367526)
jii. 4.07.01.000 Removal of Electrical Meters {EDMS #36756'.@@
b. OtherAgencies
i. BC Hydra Electrical Hazards Facing Firefighters [EDMS #447335)
c. Department Infarmation
i. Entry intoc New Westminster Electrical Vault {[EDMS $447102)
ji. Electrical Hazards Facing Firefighters{EDMS #447105)
d. PpwerPgint Presentations
i. Electrical Emergency Scene Safety PowerPoint {EDMS #347073)
" di. Nasturzl Gas and Utilities Emergency Management {EDMS #447240)
4. Elevatars: ’
3. QCperztional Guidelines
i. 2.16.04.000 Elevator Rescue — Hydraulic Elevators [EDMS #367445)
i, 2.16.04.001 Elevatar Rescue — Traction Elevators [EDMS #2367446)
i. 2.25.05.000 Firefightars' Blevators {(EDMS #367530) '
iv.. 2.16.03.000 Rescues— No Fires {EMDS #367430)
b. 1&B Fundamentsls of Fira Fightér Skills, Chapter 26, Elevator and Escalator Rescue
5. Fire Alarm Systems '
a. Qperational Guidsfine
i. EDMS & 466453
b. Fire Detection Systems, 1&B Fire Inspectar Principlesand Practice, Chapter B

aad
T

6. Clandestine LzbfGrow Op Awareness

2. EDMS & 447306

b. 1&BHszardous Matarials Awsreness and Operations Chapter 13
7. Matural Gas, Propane and Other Gases Safety

i
i
Lt
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2. Operationsl Guidelines
i. 1.07.06.001 GasDetector— Maintenance Procedures (EDMS #367277)
1.07.06.002 Gasz Detector —Calibration and Service [EDMS £#367278)
1.07.06.002 Gas Detectar— Bump Test Procedure {EDMS # 367279}
1.07.07.000 Compressed Gas Cylinders— Hydrostatic Dates [EDMW #367289)
1.07 .07.002 Handling Compressed Gas Cylinders [EDMS #367281)
2.17.0%2.090 Compressed Gas Cylinders (EDMS #367467)
2.17.09.001 Liquefied Petroleum Gas — LPG {EDMS #367468)
2.17.10.000 Natural Gas Respanse —General Rule (EDMS #367469)
ix. 2.17.10.001 GasFired Boilers—Overheating {EDMS #367470)
x. 2.17.10.002 Nztural Gas in a Structure — With Fire [EDMS #367471)
¥i. 2.17.10.003 Natural Gas ina Structure — No Fire {EDMS #367472)
¥ii. 2.17.10.004 Natura! Gas Leak — With Fire {EDMS #367473)
%iii. 2.17.10.005 Natura! Gas Leak — No fire {EDMS #367474)
xiv. 2.17.11.000 Carban Maonoxide Gas [EDMS #367475)
b. DBepartmeant Informatian
i. Natural Gas Awareness (EDMS # 447161}
c. Propane Awareness
i. EDMS # 466457
d. PowerPaint Presentations
i.  Natural Gas Awareness PowerPoint [EDMS $#447159)
i, Matural Gas and Utilities Emergency Manasement {EDMS §447240)
8. Translink, light rapid transit, SkyTrain
a. Operatianal Guidelines
i. 2.25.04.004 SkyTrain Sub Station Procedures (EDMS #367529)
ii. 2.25.13.000 SkyTrain — General (EDMS #367539)
iii. 2.25.13.002 SkyTrain - Station Run Thraugh Procedures [EDMS #267540)
b. SkyTrain Emergency Response Agency Handbook
¢. Departmentinformation
i. Mema #18 2012 SkyTrain Fire Command Post Location Change [EDMSE ¥3956380)
ii. SkyTrain Addresses
1. 22r*Street Station — 2124 Seventh Street
New Westminster Station = 34 Eighth Street
3. Columbiz Station — 425 ColumbiaStreet
4. Sappertan Station —202 Keary Street
5. Braid Station — 81 Braid Strest
iii. Training Video —{Each Fire Hall Has a copy)
1. SkyTrain Emergency Rescue

PSS 2 R

s

™~

iv.
d. PowerPaint Presentations
i. SkyTrain Jacking for Firefighters PowerPaint [EDMS $#447368)
2. BC Transit Compress Natural Gas Fuelled Vehicles (EDMS §447628)
3. Vehicle extrication, 1&B Fundameantals of Fire Fighter Skills, Chapter 25
a. Operational Guidelines
i. 2.15.03.009 BExtrication — Motor Vehicle Accidents (EDMS £367439)
b. PowerPaint Presentation
i. Vehicle Rescue and Extrication Chapter 25 [EDMS $419713)
10. NWFRS Truck Campzny Inspection Pracess
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a. Operational Guidelines
i. 5.03.02.001 Truck Company lnspactions [EDMS #35717E)
ii. 5.03.02.00% Truck Company Inspections Appandix [EDMS #367177)
. 5.03.02.002 Familiarizations inspections Rest Homes dnd Hospitak (EDMS #357180)
b. PowerPaintPresentations
i. TCI PPT Feb 2012 [EDMS #385690) _
11, Types of Occupancies, J&BFire Insbectnrﬂ;fivnciplesand Practice, Chapter 3
12. Fire Prevention & Public Education, J&B F-uhdament;ﬂs of Firefighter Skifls, Chapter 35
" a V&BFire Prevention and Public Education Chapter 35 PowerPoint [EDMS #415736}
13. Fire Czuse Determinzation, }&B Fira Dfficer Principlesand Practice, Chapter 17
14. Portzbie fire uextinguishxars,ﬂ&ﬂ Fundamentals of Firefighter 5kills, Chapter 7
a. PowerPoint, J&B Portable Fire Extinguishers Chapter0T (EDMS #423893)
15. Haz-Msat/Emergency Response Guids: '
a .Recogniz‘mg‘anci identifying the hazards
b. ERG guide-EDMS & £70215
€. 1&B Fundamentals of Firefighter Skills, Chapter 29
d. PowerPaint Presentation, Recognizing and identifying the Hazards {EDMS5 #419724)
156. Haz-Msat: PPE, Scene Szfety and Scene Contral
a J&BFundamentsls of Fireﬁghi:;erﬁkiﬂs, Ohapter EX
b. PowerPaoint Fra’sehtamibn. Scene Safety and Scene Control (EMDS #419728)
17. Haz-Mat: Decontamination
a. 1&B Fundamentsis of Firefighter Skifls, Chapter 33
. PowerPaint Presentation, Decontamination Techniques [EDMS $£19734)
18. Salvage =nd overhaul '
2. 1&BFundamentsls of Firefighter Skills, Chapter 18
b. PowerPoint Presentation, Szlvage and Overhaul Chapter 18{EDMS #823905)
19. Fire Service Communication.
a. J&BChapter three-EDIVE # 636305
20. Fire Flow and Fire Suppressian Systems
2. J&BFire Inspectar, Chaptar 9
21. Wentilation
" a 1&BFundamentals of Firefighter Skills, Chapter 14
b. PowerPoint Presentatian, Ventilation Chaptar 18 {EDMS #418B17)
22. Water Supply
a.  J&B Fundamentals of FirefighterSkills, Chapter 15
b. PowarPoint Pressntation, Water Supply Chapter 15 [EDMS #423901)
23. High-Rise Cpseratians
2. Operation Guidelines
i. 2.17.05.000 High Rise Fire Attack
b. IEB Fundamentsls of Firefighter Skills, Chapter 16
24. |CS 100
a. Dperational Guidalines
2.02.00.000 Incident Command System {EDMS #367293)
2.02.01.000 Incident Command — Responsibiiities [EDMS #367294)
2.02.01.001 Command Past — Incidant Command System {EDMS #367295)
2 02.02.002 Rehabilitation Area - Incident Command {EDMS #367300)
2.02.02.003 Incident Command — Rehabilitatian {EDMS #367301)
vi. 2.02.85.000 Infarmstion Officer — Incident Command System {EDMS £367304)

pregr—.
e B e
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vii. 2.02.07.009 Planning Section Chief- Incident Cammand System [EDMS
#367306)
will. 2.02.08.000 Lagistics Section Chief— Incident Command Systemn {EDMS
#367307)
ix. 2.02.09.000 Finance Saction Chief- Incident Command System [EDMS #367308)
x. 2.17.00.002 Initial Response —Size Up Command [EDMS #267448)
b. 1&BFundamentsals of Firafighter Skills, Chapter 4
Incident Command &ddendum [EDMS #419774)
d. PowerPoint Presantations
i. IncidentCommand System {EDMS #415014)
i. NW Incident Command JEDMS $#423857)
iii. IncidentCommand and Passport Accountability Review (EDMS #419018)
v. 1&BICS Incident Command {EDMS #419685)
25. Asbestos Bxpasure Control Plan
a.  Operational Guidelina
i. 1.01.06.001 Ashestos Plan Operationz! Guideline {EDMS $#421329)
b. Information
i. Asbestos Awareness OHS 306 {EDMS #164043)
ii. Sources of Ashestos in the Home (EDMS #164040)
ifi. Vermiculite Insulation (EMDS #164038)
iv. Health Risks of Acsbestos (EMDS #164032)
v. PAsbestos About Your Home {EDMS #162151)

4]

Step3

The Fire Officer | & ll pragram shall be scheduled by the Fire Chief (or their designate) dependentan the
operationzl need for company officers. FO1 and FO || will be delivered cancurrently.

Fire Officer I:

hModule 1 - Administrative, Supervisory, Leadership and Managerial Classroom Sessions:
*  Successfully complete the required certified course:

hodule 2 - Emergency Scene Management Level | Classroom Sessions:
*  Successfully complete the required certified course, inclusive of examination and

evaluations.
*  Successful completion of course assignments
®  Successful completion of preceptorship pragram
Fire Officer 1z

Module 1 —Administrative, Supervisory, Leadership and Managerial Classroam Sessions:
«  Successfully complete the required certified course, inclusive of examinations.
Module 2 —Emergency Stene Management Level [| Classroom Sessians:
4 Successfully complete the required certified course, inclusive af examinsations. and,
evaluations.
Maodule 3 —In house Administrative Training [currently under development):

3

]
i
1]
[

]
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®  Roles and Responsibilities — Terms of Reference Company Officer {EDMS 217472
= EDMS- Reportwriting EDMS 484342 {PPT) Under deveélapment
*  Office procedures and Computer training {Outlock, MS Ward, WS Power point, MS
Excelj — Under development
¥ OHES
© Accident reporting procedures [City vehicle involvement in MV}
a Accidentf Injury repartingand accident investigation
* HR: '
Attendance 2nd Disability Management program, doc. & 141052
Perfarmance management
Lebour relations
Performance reviews ‘
Respectful Workplace Policy, - Doc. # 133506
¥ |ega] issuss:
Saction 217 {Bill € 45)
Lizhility
Risk Mznagement
Due diligance
Bwareriess and Understanding of the LAFC —6.1. {a-c} of fire servicesact,
Awareness and Understsﬁding of the CNW Fire Provection Bylawr No. 6940, 2004
® [DOC and Mobile Command Centre-
o NWFRS emergencymanagement

onooo

o

[ = B~ B - - I =

* Leadership & Interpersonzl training
o Interpersanal Skills
o Organizstional Behaviour
o Conflict Resolution
o Frantline Leadership/Supervisian
*  Successfully completesmultiple aperatianzl practical scenarios, includingbut nat
limited to:

o Single family structure fire
o Multi-lamily;.
=  Three story walk ups
= High rise
*  Residentizl over commercial
= Commercial struckurefire
=  Medical aid call
= MV
= Hazardous Material incident

Dor # 649938 Raze 7
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Step 4 Probationary Period

Scoring matrix 20% / category:

1

Theary: - this shall encampass ali classroom participatian, selfstudy material, =nd all hamewark
assignmants.

Practical: - this shall be an aperational scenario that shall be an in-field scenario based ana

rezlistic scenario using NWFRS operationzl spparatus and crews

Prablem-solving session: - this shall be an in-house facilitated problem-solving session whereby
the candidate showcases their sbility to manage a number of Human Resource, Leadership,
Staffing, Situational Problems presented in hard copy and evaluasted by the CTD, ADC andfor 3
Deputy Chief.

Passing grade foreach companent shall be 70%.

Candidates are required to meet the minimum passing grade ineach category in orderto he
successful in the process and proceed further.

Note: The condidate now begins the probationary period of 36 scheduled shifts working. This
probotionary period is for Captain confirmasion. {Reference Coliective Agreement Article 4.4 {e))

Mote: CTO issues Jones & Bortlett Fire Officer Principles and Fractice — Student Workbookto candidate,
with assignments indicated —to be completed by the end of the 96 scheduled shifts probationory period.

Successfully complete probationary period of 96 scheduled and warked shifts. Thisincludes3 successful

perfarmance appraisals.

4. Performance Appraiszl: Based an the candidatas’ ability ta improwe an areas identified as needs
or meetsrequirements, and the efforts taken ta imprave an the job performance. Perfarmance
appraisals are to be used as coaching and mantoring toois to assist inimproving job skillzand
knowledge.

Dac® 5433532 Bars 3
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Step 5- Oral Assessment

5. Oral Assessment: this shall be an inteviewutilized to review areas previously identified in
performance evalustion as well as quastions utilizing the use of 2 scaring matrix that shall ba
consistent for 2l members.

# Pawing grade for each compdnent shall be 70%.

®  Candidates are requiréd to meet the minimum passing grade ineach category in order ta be
suppesstul in the process,

Step 6

PROMOTIGN:

s Once eachcandidate issuccessful in theirprobationary period (has shown the ability to
learn, improve and receive successful performance appraisals) and is successful inthe
five scoring mﬁtrix,compmfntj {all classroom theory, the practical scenario, the
facilitated problem-solving sessions, the oral assessment process, and three
performanceappraisals)asidentified inthe p romotional pmcessthe candidate will then
be eligible for promotion to Captain into'a posted position.

Do 549382 2
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New Westminster Fire & Rescue Services
Fire Officer Development Program

Fire Officer Il Program -Platoon Captain

Purpese: To define a career path for Fire Officer Developmentfromthe role of a confirmed
Fire Captsin to Platoon Captain within New Westminster Fire & Rescue Services. Referto the
NWFRS Officer Promotional Process 0.G.5.01.10.000 (EDMS 772277] and the NWFRS fire
Officer Development Programchecklist EDMS # 439425. The NWFRS fire Officer Development
documents identify the knowledge, skills, abilities, and education and qualification process
necessary for the development of Fire Officers to the level Platoon Captain. Refer to the
Flatoon Captain’s Terms of Reference [EDMS 771959).

Scope: Any member of the NWFRS that is a confirmed Captsin

Program: The Fire Officer Development program; FO Il - Platoon Captain |eve| consists of the
candidate successfully completing:

» Eligibility to enter the PO I Platoon Captain program is dependent on aperational need,
successful completion of all pre-requisites, and a full term servedin either the FPO Division,
the Fire Prevention Task Force, or identified in-house operational instructional
qualifications.

® Adirected self-study and mentoring component supported by the assigned
Deputy/Assistant Deputy Chief and the confirmed Platoon Captain,

* In-house education delivery,

»  Successful completion of Local Assistant to the Fire Commissioner [LAFC] course,

»  Successful completion of practical operational scenario,

» Completion of 8 successful facilitated situational problemsolving session,

s Completion of a successful writken exam, and

» Successful completion of oral assessment

Probationary Period

Once each candidate hassuccessfullycompletedthe course requirementsfor each level of the
officerdevelopment program (FO I/FO Il & FO 11If) they will enter into a probationary period
that will be defined asthe first 96 scheduled shifts worked in an acting capacity. This period of
probation is designed to give each candidate the opportunity to learn fromthe experience of
senior officersand is meantto assist the acting officer in gainingthe knowledge and skills of

Doc# 514868 REE S
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workingat a higher level of responsibility. Duringthe 96 scheduled working shifisthe
candidate will be provided with three performanceappraisalsand practical evaluation atequal
intervals (32,64, and 96 shifts) during the probationary period that will be effectively used asa
mentoring and & learming tool and to identify areas of necessaryimprovement. The intentof
the Performance Appraisal program isto provide feedbackon acandidate’s performanceand
to pmvide' the tools necessary for each candidate fo be ulfimate by successful throughout the
processand in the newrole. The purpose ofthe performance appraisal programwill be to:

®# AssessPerformance,
e Highlight areas that will require additional attention,and
» Developand support individual learning plan(s).
The Fire Officer It} Development Program Qutline (FO 11):
Pre-requisttesfoentering FO I Program:

» Eligible to enter the Fire Officer lli development program upon successful completionof
Fire Officer lhand confirmed to the rankof Fire Captain in NWFRS.

» Uponnotice, members interested in participating in the FO Illf Programneed toapply
inwriting to the Fire Chiefor designate for acceptance into the program. A letter will be
sentto the applicant fromthe Fire Chief or designate accepting themto the program.
Acceptanceinto the p’rngram will be on a seniority basis énd limited to the number of
spots available in the current Fire Officer Il program.

» The Fire Chief may modify requirements based on operational staffing needs, however,
such reguirements will only be altered prior to the start of a given processand not while
any given process isin midstream.

STEP 1
Early learning modules{refresher from Fire Officer1):

Note: participation in the program requires successful completion of each module prior to
acceptance. Topicsincludebutare not limited to;

®* Hazardous materials operations level {refresher)

®  Fire Service Instructor{refresher)

Dor # 614585 Fage2
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»  NWFRS In-house truck company inspections (TCI) program,
* |ncidentreportwriting & communications,

*  From Buddy fo Bass: {Effective Fire Service Leadership, by Chase Sargent) assignment
and subsequentevaluation.

STEP 2

Directed self-study and mentoring component:
The candidate will be issued the Platoon Captain Self-5tudy Program package (EDMS5 TBD).

The Platoon Captain Program has been created asan in-house training and mentoring program
that Fire Officer Il candidates will complete to enhance their understanding, knowledgeand
ability to fill the position. The processisdesigned for the Fire Officer Hl candidate tocomplete
while on-duky working with the on-duty Depuky/sssistant Deputy Chiefin a practical
mentorship environment. ltisexpected thatthe Platoon Captain Proficiency Programtraining
be completed within four months of implementation.

STEP 3
In-House Educational Delivery:
The following topics will be deliveredto the candidate while on-shiftand on-duty:

e Fire Chief's Expectations

¢ Role and Responsibilities — Platoon Captain Termsof Reference

o Administrative duties, daily, weekly.

¢ Dffice procedures and Computer training:
o EDMS

MS Word

MS Excel

Firehall Daily lournal

Training Records

Small Equipment Log Book

First-Aid Supplies

Weekly Inventories

oo o0oDoD0DOo0OOo0OoOo
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o Equipment Repair/ Replacement procedures
o Dutlock
o TeleStaft:
= Payroll
= Exceptions
®  [eave Requests
»  Special Circumstances
*  Instructor Pay
= WorkScheduling
s Up staffing When Regquired
o Training Calendar
o FOM:
* [ncident Reporting/Recording
*  AcceptingfRejecting FDM Reports
®  FIRE Reporting
* TCilnspection Completion
= Trafning Records
s Mobile Command Unit
= DOC/EOC
& E-Comm CAD/RMS Procedures
s Basic Attendance Management Program Understanding, (book off, book back
procedures) .
e WorkSafe Staffing Procedures:
o Injuryfincident investigation
o Notification Procedures
¢ Respectful Workplace policy and Harassment policy
¢ Oncall DutyChief
»  Operational Responsibilities — Platoon Captain
® Fire Inspections, fmvestigations and Public Education
* LAFCResponsibilitiesand Obligations
e Fireand Rescue Policy and Procedures, Rules
o Responsibility Farms
o AlarmPanels
» Safety Commitiee Process/Procedures
» NWOFRS Policyand Procedures
» Performance Planning:
o Personal
o DBirectReports

Doc# 514585 Page4
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» Healthand Safety guidelines, Health and Safety — Critical Incident Response
Management, Incident Safety, Work Safe BC — Part 31 Firefighting, Personal Protective
Equipment, Personal Injury and Vehicle Accidents

® NWFRS Collective Agreement

® Practical Emergency Incident Management Evaluations

STEP 4: Assessment fevaluations:

Practical Operational Scenario:

Each candidate will have to manage an operational scenariowith NWFRS resources. A number

of scenarios will be presented to the candidate face-down, and the candidate will selectone to

facilitate and manage. The assessment of the outcome of the scenario will be conducted by the
CT0, andjar the Deputy/Assistant Deputy Chief(s).

The candidate will be asked to showcase their skills ina number of areas and presentsolutions
to the following situational problems:

- Staffing Rosters

- Leadership

- Human Resource Management

- Lommunications

- Operations
The situational problems will be presented to the candidate and will be solvable with the tools
and experiencethe candidate has received throughout their career and the Fire Officer
program.

Upon Successful completion of gl the components the candidates isqualifiedto act as a
Platoon Captain.

Loo%® B1a588 Fa
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Scoring Matrix:

1. &nnual Emergency incident Management Practical Scenario: 25%- This shall be an
operational scenario that shall be an in-field scenario based on a realistic scenario using
NWFRS resources.

2. performance Appraisals: 25% - This shall be based on the candidatesh ability to improve on
areasidentified as needs or meets requirements as outlined inthe terms of reference, and
the efforis taken to improve on the job pe rfermance.

3. ProblemSolvingSession: 25%- Thisshall be concluded froma scoring matrix consistent to all
candidatesand pertains to situafional problem-solving questions.

4 Written Examination: 25%- Thiz shall be a8 written examcoveringthe educational material
fromthe FO I training.

5. Candidate must pass each component
5. A passing grade for the completion of the programis 70%.

7. Candidatesare required to meetthe minimum passing grade in 2ach category in order to be
successful in the process. Failure of one componentin the evaluation matrix constitutesan
overall failure of the program.

Probationary Period

Once the candidate hassuccesstully cumpl.eted the program reguirements for FQ llithe Platoon
Captain theywill enterintoa probationary period that will be defined asthe first 96 scheduled
shifts worked in an acting capacity. This period of probation isdesigned to give each candidate
the opportunity to learn fromthe experienceof senior officersand is meant to assist the acting
officer in gaining the knowledge and skills of working at a higher level of responsibility. During
the 96 scheduled working shifts the candidate will be provided with three performance
appraisalsand practical evaluation at equalinte rvals (32, 64, and 96 shifts) during the
probationary period that will be effectively used as a mentoringand a learning fool and to
identify areas of necessary improvement. The intent of the Performance Appraisal programiis
to provide feedbackon acandidate’s performanceand to provide the fools necessary for each
candidate to be ulfimately successful throughoutthe processand in the new role: The purpose
of the performance appraisal programwill be to:

Doz # BLIBES P:
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& Assess Performance,
s Highlight areasthat will require additional atéention,
® Developanappropriate learning plan(s) asnecessary.

Upon the completion of the 96 shifts, three successful performance appraisals, and three
successful practical scenario evaluations, the candidate can apply for the posted Platoon
Captain position.

Doz= 614585
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G NEW WESTMINSTER

= Human Resources

Policy Title: CODE OF CONDUCT

Includes (but not limited to):
o 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: 1998 AUGUST

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.

e 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.

e 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
unigue 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.

e 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 Act” 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.
e 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, ilinesses, 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.

e 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.

e 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.

e 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.

e 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).

e 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.

e 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
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G NEW WESTMINSTER

@ Human Resources

Policy Title: RESPECTFUL WORKPLACE AND HUMAN RIGHTS POLICY
Issue Date: 2010 June
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.

. 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.
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:

e is abusive, unfair, offensive, or demeaning; and

e is related to a prohibited ground of discrimination under the BC Human
Rights Code; and

e areasonable 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:

e 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

e the expressed or implied promise of a reward for complying with a request
of a sexual nature; or

e the actual reprisal or an expressed or implied threat of reprisal for refusal to
comply with such a request; or
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e 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:

e serves no legitimate work-related purpose; and

e 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

4.2

4.3

4.4

4.5

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.

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.

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.

Efforts at informal resolution will be encouraged as a first avenue to resolution of a
complaint.

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

4.7

4.8

4.9

4.10

Those responsible for interpreting, administering and applying this Policy will use a
Reasonable Person Standard.

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.

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.

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.

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.

. RESPONSIBILITIES

Employees:

51

5.2

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.

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

5.5

5.6

5.7

5.8

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.

All complaints of disrespectful behaviour will be taken seriously.

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.

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.

.Management will consult with Human Resources for guidance to address complaints of

disrespectful behaviour.

Human Resources:

5.9

5.10

511

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
disrespectful behaviour.

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.

The Human Resources department will determine how and when investigations will
occur and will oversee the investigation process.

CONFIDENTIALITY

6.1

6.2

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.

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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6.3

6.4

6.5

6.6

7.1

7.2

7.3

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.

All investigatory and evidentiary 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 disclosure requirements imposed by legal
proceedings or required by this Policy or by agreement between the parties.

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.

The Director of Human Resources may provide information concerning a complaint, to
appropriate City officials on a need-to-know basis.

Any person breaching confidentiality may be subject to discipline or other appropriate
action.

. PROCEDURES FOR RESOLVING DISRESPECTFUL BEHAVIOUR IN THE WORKPLACE

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.

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.

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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e 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.

e 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:
e Meeting separately with the Complainant and the Respondent to review the concerns;

e Meeting together with the Complainant and the Respondent to facilitate a conversation
aimed at understanding and resolving the issue;

e Reviewing applicable policies with the Complainant and the Respondent and reinforcing
expectations of respectful conduct;

e Seeking commitments from the Complainant and the Respondent that they will conduct
themselves in a respectful manner;

e 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

e 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

e The specific incident(s) that have led to the filing of the complaint — if there is more
than one, number them;

e The date the incident(s) occurred;

e The identity of the Respondent;

e What the Respondent(s) said or did that was in breach of this Policy;
e The names and department(s) of any potential witnesses;

e How the incident(s) affected the Complainant; and any impact the incident(s) had on
the Complainant’s work.

e 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

8.2

8.3

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.

Where behaviour may constitute a criminal offence, the City will refer the matter to the
City of New Westminster Police Department for further investigation.

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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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:

e Fair, consistent and transparent application of the program with consideration
for both the department and the individual circumstances of the employee.

e Promote and support employees to achieve high standards of attendance
through a problem-solving, non-disciplinary approach.

e Ensure employees understand that regular and consistent attendance is an
integral part of their employment relationship with NWFRS.

e 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.

e Define the roles and responsibilities of the employee, management, union and
Human Resources within the program.

e 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.

Scope

The Attendance and Disability Management Program applies to all union and exempt
employees of New Westminster Fire & Rescue Services.

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 returnh 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 iliness, 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.

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.

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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e Actively promote and acknowledge good attendance.

e Share information about available resources such as the Employee and Family Assistance
Program, employee wellness programs and Human Resources.

e Provide workplace accommodation and return to work opportunities.

e 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.

e 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:

e Work with management to ensure the program is kept current with best practices.

e Provide guidance and direction to management on employee attendance issues as
required.

e Provide the role of return to work coordination (HR RTW Coordinator).

e 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.

e Provide regular and relevant attendance data to management.

e Ensure management is trained in managing attendance issues.

e Provide support services with respect to external service providers.

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
toillness 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 iliness 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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e Updating the sickness status boards.
e 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):

e |t 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.

e 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.

e 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.

e 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):

e Itis 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).

e 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.

e |tis 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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e 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.

e 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 iliness 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
iliness 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 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.

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 iliness 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 lliness

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 for
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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Attendance Monitoring Process

The process is designed to ensure that:

e Attendance is fairly and consistently managed at NWFRS.

o 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.

o Where culpable absenteeism is evident, it will be dealt with separately.

e 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:

e 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.

o 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.

e 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.

Vacation Rescheduling for lliness or Injury

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.

e 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.

e 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.

e 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.

e Rescheduling of vacation due to normal iliness is not permitted.

e Upon approval of vacation rescheduling by the Deputy Chief, the time period in question
will be considered sick leave, if applicable.

e 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.

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 of their 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:

e Workplace accommodation or return to work plans based on functional capability and any
limitations or restrictions as medically directed.

e Regular contact and communication with absent employees.

e Obtaining clear, concise and current information from the employee’s medical physician.

e 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
iliness 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 by the 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:

e Providing support and encouragement to members in the accommodation and return to
work processes.

e 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

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.

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.

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:

e Provide ongoing case management services for ill, injured or disabled employees.

e Maintain regular contact with employees who are absent from work because of iliness or
injury

e 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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e Determine if alternative placement is possible through skills and training assessment if the
department is unable to modify the employee’s normal job.

e Facilitate the accommodation or return to work process in consultation with the employee,
Deputy Chief, Fire Chief and union.

e 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:

e Determining entitlement to WorkSafeBC benefits within the Worker’s Compensation Act.

e Working with employees and the department to provide early intervention and return to
safe work for employees.

e Determining functional assessment and rehabilitation services for WorkSafeBC cases.

e 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).

e 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.

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:

e The employee’s functional capabilities, physical restrictions, limitations and medical
requirements as outlined in the Medical Assessment Form;

e 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: i
FIRE AND RESCUE SERVICES ISSUED BY:
POLICY AND PROCEDURES
Fire Chief
PURPOSE: To establish all levels of accountability, duties and
responsibilities for the Captain.
SCOPE: All personnel.
POLICY: 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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e Seeking to resolve interpersonal conflicts
e 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

1.12

1.13

1.14

1.15

1.16

1.17

Responsible for ensuring that daily hall roster in Telestaff is accurate and
reporting issues or errors to the Platoon Captain.

Ensures that hall staff are appropriately attired and in compliance with
department’s dress and grooming standards.

Responsible for enforcing the safe work practices of their crew and correcting
unsafe work practices.

Responsible for evaluating assigned staff.

Responsible to assess crew training requirements and coordinating training with
the Training Captain.

Functions in Emergency Operations Centre role as designated.

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.

Scope of Authority:

21

2.2

2.3

Under Fire Protection Bylaw No0.6940 when acting as the Incident Commander:

e 6.7 .....is empowered to commander personnel and private or publicly owned
equipment which are considered necessary to deal with an incident....

e 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.....

e 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.

The Fire Hall Captain shall have full control of the assigned hali and shall be
responsible for its order and cleanliness.

The Fire Hall Captain has the authority to move day to day personnel roster
position assignments within assigned hall.
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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

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

4.6

4.7

4.8

4.9

4.10

4.10

4.11

4.12

4.13

4.14

4.15

4.16

Ensures that all personnel under their command are using appropriate personal
protective equipment

Ensures that turnout gear is donned prior to boarding apparatus and that
personnel are properly secured with seatbelts before apparatus movement.

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.

Shall direct all activities of personnel under their command and supervision at all
incidents, subject to the direction of the Incident Commander.

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.

Shall adhere to NWFRS dispatch and radio protocols when responding to
alarms.

Ensures that only communications terminology adopted and sanctioned by the
NWFRS are used and that all communication requirements are met.

Ensures that the Dispatch Channel is monitored when not assigned to an
incident.

Ensures that when responding to an incident the Communications Channel and
assigned Tactical Channel are monitored.

Is responsible for accurate recording of apparatus status by using apparatus
status heads

When Incident Commander, ensures that fires are completely extinguished.

When Incident Commander determines if it is necessary to establish a “Fire
Watch”.

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
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.

170



4.17

4.18

4.19

4.20

4.21

4.22

4.23

4.24

4.25

4.26

4.27

4.28

When Incident Commander will report all suspected arson fires to the on call
duty Chief and the New Westminster Police Department.

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.

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 withesses
to the accident, as well as details of the accident necessary to complete 1.C.B.C.
forms.

Reports all accidents involving private vehicles or property or persons.

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.

Communicates with dispatch A.S.A.P. regarding any Fire Department vehicle
involved in an accident. |.e. extent of damage, injuries, etc.

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.

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.

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.

Rides in front Officer's seat en route to and returning from an incident and
oversees the driver's actions.

Ensures that the driver/operator of a vehicle is complying with all vehicle driving
and operating Operational Guidelines.

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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4.29

nature of such accident and the injuries incurred, as required by Work Safe BC
regulation and provide the report as per NWFRS policy.

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.

Fleet Management and Operation:

5.1

5.2

5.3

5.4

5.5

5.6

Ensures that personnel perform apparatus checks, maintenance and daily
routines at the commencement of each shift.

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.

When notified by a driver of an apparatus issue that needs immediate attention
will mitigate the problem as per NWFRS policy.

When notified by a driver that a piece of equipment is not in working condition,
will mitigate the problem as per NWFRS policy.

Ensures that hall apparatus at end of shift are turned over to oncoming shift in a
clean and ready for service condition.

Ensures that apparatus inventory and inventory lists are current. Any
deficiencies will be reported as per NWFRS policy.

Equipment and Building Maintenance:

6.1

6.2

6.3

6.4

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.

Immediately reports all damage to halls and equipment as per NWFRS policy.

Reports any facility inventory shortages for their assigned Fire Hall as per
NWFRS policy.

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.

Staff Management:

7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

7.8

7.10

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.

Conducts an inspection line up at the beginning of each shift as per NWFRS
policy.

Manages any of their crew that fails to comply with the NWFRS Facial Hair
Policy.

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.

Reports all cases of lateness or absence without notice to the Platoon Captain
office.

Ensures that all quarters are kept neat and clean, and properly ventilated and
that dorm areas are made up each morning before 0700 hours.

Makes personnel staffing requests to the Platoon Captain office if an exchange
of personnel will benefit Department operations.

Keeps all members of their crew informed of when “no temporary personnel
changes” have been assigned.

Ensures that any absence must have approval of the Platoon Captain in charge.
Ensures that beds are not occupied between the hours of 0700 and 2200.

At shift commencement reviews Telestaff to ensure accuracy or roster
information including Pay Codes and radio numbers assigned.

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

8.3

8.4

8.5

8.6

8.7

8.8

8.9

Is responsible for the accuracy of all incident information entered into FDM for
incidents attended.

Ensures that all significant events that occur at an incident are noted in the
Officer Narrative of the FDM Incident Report.

Ensures that the incident information entered into FDM is complete and the
incident in FDM is “locked” by the end of the shift.

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.

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.

Forwards without delay all reports and communications addressed to a Chief
Officer to the Chief's office.

Maintains the Fire Hall log book while on duty by recording:

Date, time and platoon

P/C on Duty

All types of absences

Personal Leaves

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

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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10.

Inspection, Public Education and Pre Incident Planning:

9.1

9.2

9.3

9.4

9.5

9.6

9.7

0.8

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.

Completes all assigned TClI inspections as per NWFRS policy.

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.

Captains assigned to Districts containing rest homes and private hospitals
complete Tactical Inspections as assigned.

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.

Ensures that fire crews are fully versed in departments Public Education
Programs, and are able to conduct Fire Hall Tours.

Interacts with the public and is prepared to deliver NWFRS public safety and
related materials and presentations.

Demonstrates strong Public Relations skills when interacting with the public
either in the community or fire hall.

Respectful Workplace:

10.1

10.2

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.

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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1.

12.

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.

Media and Communication:

11.1

11.2

11.3

11.4

11.5

11.6

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.

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.

Monitors and respond when appropriate, to voice mail messages left on
Department business lines under their control.

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.

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.

Communicates with the media in accordance with NWFRS policy.

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 pubilic.
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13.

12.1

12.2

12.3

12.4

12.5

12.6

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.

Ensures that doors to living and working areas are kept CLOSED during any
movement of vehicles to eliminate truck fumes to these areas.

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.

Monitors and enforces the Department Parking Policy and manages any
violations.

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.

Manage work schedule to ensure that all daily, weekly, monthly and other
scheduled tasks are completed in a proper fashion by the specified timeline.

Ensures that Saturdays, Sundays and Statutory days are treated as
regular work days.

Training:

13.1

13.2

13:3

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.

Completes all training and educational assignments and submits all
administrative documentation by the specific timeline.

Attends and supervises all scheduled training.
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14.

13.4

13.5

13.6

13.7

13.8

13.9

13.10

13.11

13.12

Assists with the training and evaluation of new drivers in driving and operation of
apparatus at respective halls.

Mentors and monitors the skills demonstrated by personnel and corrects any
improper techniques that are noted.

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.

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.

e Conducts a crew meeting prior to the training session to discuss the goals
and objectives of the training.

e Outlines proper PPE and safe work practices with the crew before
commencing training.

e 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.

e Conducts a post training session debriefing immediately at the conclusion of
the drill, before cleanup is initiated to review crew performance.

Ensures that all members participate in ALL assigned training.

At the conclusion of a training assignment completes all required training session
documentation.

Continuously monitors and evaluates the level of training and competence of
assigned staff under their Command to ensure crews meet NWFRS performance
standards.

Ensures that all work assigned is completed on or before the due date.
Ensures that all documentation is complete and that the work outlined has been

completed accurately before submitting required paper work or electronic
submission.

Job Skills and Position Requirements:

141

Meet or exceed the minimum qualifications as outlined in the NWFRS officer
development program — Fire Officer Il.
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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: All Personnel.

POLICY: 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
e 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 acfivities.

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

1.8

1.8

1.10

1.11

1.20

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.

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.

Within the scope of the Terms of Reference of the Training Captain
position, completes all responsibilities that have been assigned to Training
Division members.

Ensures that department training activities follow industry standards and
NWFRS policy.

Conducts skill and training evaluations.

Conducts performance appraisals and evaluations of company officer
candidates and other staff as directed.

Supervises and mentors Company Officers in their daily duties
responsibilities and monitors their performance in support of the Platoon
Captain.

Acts as the shift liaison between the assigned shift and the Training
Office.

Co-ordinates with the Platoon Captain to ensure that all assigned staff
SCBA Fit Testing is up to date.

Functions in Emergency Operations Centre role as designated.
Participates in the development and implementation of new and/or revised
policies, regulations, programs, operating procedures, promotional

process and related matters.

Responsible for assessing or assisting in the assessment of platoon
training requirements.

In conjunction with the CTO and PC the Training Captain will work to
assist in coordinating and scheduling training programs and
recommending necessary training.

Delivers the NWFRS recruit firefighter training program.
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3.

1.21 Delivers the NWFRS fire officer development program.

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:

e 6.7... is empowered to command personnel and private or publicly
owned equipment which are considered necessary to deal with an
incident....

e 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.....

e 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.

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.

Operational Role:

4.1

4.2

4.3

44

4.5

4.6

4.7

Responds to incidents as identified by department protocols.

May serves as the designated Incident Safety Officer.

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.

Monitors radio communications and ensure that all personnel assigned
radios use only communications sanctioned and adopted by the NWFRS.

Ensures compliance with personal protective equipment guidelines.
Ensures that the ICS system is used.

Coordinates with the platoon captain to schedule NWFRS apparatus and
equipment for training evolutions.
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4.8

4.9

410

Enforces daily apparatus check requirements are completed and ensures
that maintenance check sheets are properly completed and submitted as
per NWFRS policy.

Ensures that training division inventory lists are maintained and that
deficiencies are rectified.

Verifies prior to commencing training that all equipment and apparatus
has been checked.

Reports and Record Keeping:

5.1

5.2

5.3

5.4

5.5

Prepares and maintains all required training records for assigned shift
personnel.

Ensures that Company Officers and instructors input and maintain proper
training records.

Ensures all FDM training reports are entered and completed on time for
the shift.

Creates training reports when required.

Participates in the development of annual training plans

Inspection, Public Education and Pre Incident Planning:

6.1

6.2

Manages assigned member participation in community public relations
and events when directed.

Assists the Public Safety and Prevention Division as requested with
support and training.

Respectful Workplace:

7.1

o

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.

Manages inappropriate or unacceptable material on the white boards,
cork boards, bulletin boards or other locations in or around City facilities.
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7.3

7.4

Enforces CNW policy in the workplace and takes warranted immediate
action.

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.

Promptly acts when notified by Company Officer of possible Respectful
Workplace violations.

Media and Communication:

8.1

8.2

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.

When directed, communicates with the media in accordance with NWFRS
policy.

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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10.

9.1

9.2

9.3

9.4

9.5

9.6

subordinates to live by them; respect themselves and abide by their
convictions if they expect the same from others.

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.

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.

Ensures that Saturdays, Sundays and Statutory days are treated as
regular training days.

Responds to and manages email requests as appropriate.

Ensures that all training activities are completed as outlined in the lesson
plan or Operating Guideline.

Monitors the parking and other apparatus placement at NWFRS training
sites.

Training:

101

10.2

10.3

10.4

10.5

10.6

Assesses the training requirements of the assigned shift and in co-
operation with the Platoon Captain makes recommendations to solve any
deficiencies.

Participates in curriculum development.

In cooperation with the Platoon Captains plan, schedules, organizes,
monitors and records daily training and prepares progress reports as
required.

In conjunction with the Platoon Captain reviews and maintains Annual
Events Board and Monthly Activities and reviews Outlook Training
Calendar.

Co-ordinates training schedules so that shift training and completion of all
tasks are completed by the specified timeline.

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.

e 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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1.

e 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.

Job Skills and Position Requirements:

11.1 Meet or exceed the minimum qualifications as outlined in the NWFRS
officer development program — Fire Officer Il, Fire Service Instructor Il 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 foliow department
policies, rules, regulations, and operational guidelines.

11.9 Demonstrates knowledge of Collective Agreement.
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11.10

11.11

11.12

11.13

11.14
11.15
11.16

11.17

11.18

11.19

11.20

11.21

11.22

11.23

Demonstrates ability to prepare and deliver presentations to department
and public as needed.

Demonstrates awareness of cultural diversity and impact on the delivery
of fire department services.

Demonstrates ability to work cooperatively with other city departments.
Demonstrates ability to analyze department operational needs and make
recommendations to improve the department’s delivery of emergency
services.

Demonstrates ability to mentor and train subordinates.

Demonstrates ability to manage assigned areas of responsibilities.

Demonstrates ability to apply City and Department payroll practices as per
a Company Officer.

Ability to collect, analyze and evaluate data and be able to prepare and
deliver clear and concise written and oral reports.

Perform Company Officer and Firefighter performance reviews.
Ability to analyze department operational and training needs and make
recommendations to improve the department’s delivery of emergency

services.

Ability to work cooperatively with others to ensure that Suppression
Division operational needs for training are met.

Ability to operate within TeleStaff.

Demonstrates the ability to develop lesson plans, course materials, and
program development, and formulate training plans.

Demonstrates the ability to develop NWFRS instructors as necessary.

11.24 Successful completion of NWFRS Fire Service Instructor Level | and |l.

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.

doc #771962

192



NEW WESTMINSTER

FI RESAENR3I§E§C UE SUBJECT: ;E§¥§0?‘FCRI\E:1.EA§ENCE

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: All personnel.

POLICY: 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.

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 No0.6940 when acting as the Incident
Commander:

e 6.7 ... is empowered to command personnel and private or publicly
owned equipment which are considered necessary to deal with an
incident....

e 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.....

e 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

4.1

4.2

4.3

4.4

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

Operational Role:

Responds to incidents as identified by department response protocols.

When acting as Incident Commander, supervises firefighting operations
and all other emergency operations as defined in department Operational
Guidelines.

When acting as Incident Commander, notification of Duty Chief in the
event of a working fire, second alarm or higher.

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

4.6

4.7

4.8

4.9

4.10

4.11

4.12

4.13

4.14

4.15

4.16

Monitors radio communications and ensure that all personnel assigned
radios use only communications sanctioned and adopted by the NWFRS
unless previously tasked.

Monitors and directs emergency response protocol unless previously
tasked.

Ensures compliance with personal protective equipment guidelines for
assigned staff.

Impounds protective clothing worn by firefighters injured or killed in their
duties.

Is responsible to conduct Workplace Accident and Incident Investigations
and complete and submit reports as necessary as a CNW supervisor.
Ensures that NWFRS guidelines on accountability are followed at all
times.

Immediately notifies the Duty Chief and Police Department in the event of
a death or a serious injury to any firefighter or civilian.

Ensures incident mitigation when acting in the role of Incident
Commander.

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.

Ensure continuity of evidence is maintained at all times at incidents that
may need to be investigated by New Westminster Fire and Rescue
Services.

Ensures that when required a “Fire Watch” is established.

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.

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

5.3

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.

Ensures all assigned apparatus are accounted for and any necessary
repairs are communicated to FLEET and the appropriate Chief Officer.

Equipment and Building Maintenance:

6.1

6.2

Conducts regular inspections of Fire Halls and related equipment to
ensure New Westminster Fire and Rescue standards are maintained and
submits reports as necessary.

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.

Staffing:

7.1

7.2

13

7.4

7.5

7.6

Tk

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 Telestaff.

Ensures operational staffing levels are maintained and rosters are
adjusted as required a minimum of one week in advance.

Reviews and issues daily staffing and apparatus rosters and callout lists
to the identified callout outlook list at the start of each shift.

Ensures the accuracy of Telestaff Work codes so that exported payroll
information is correct.

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.

Ensures department policies for extra shifts, overtime, sick leave or any
other issues that pertain to scheduling are followed.

Keeps informed of and enforces dates where “no shift exchanges
permitted” have been assigned.
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7.8

7.9

7.10

Ensures that Shift Exchanges for assigned staff do not interfere with
scheduled training.

Monitors and manages assigned staff Shift Exchanges to ensure
compliance with department Shift Exchange policies.

Prior to any absence ensures their replacement is contacted to ensure
platoon work plans are complete appropriately.

Reports and Record Keeping:

8.1

8.2

8.3

8.4

8.5

Prepares narrative, statistical, administrative, operational and technical
reports as requested.

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.

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

Complete the Fire Hall log books to ensure that entries portray an
accurate history of the date and data entered in the log book.

Monitors and manages dispatch operational and radio issues as per
NWFRS policy.

Inspection, Public Education and Pre Incident Planning:

9.1

9.2

9.3

Participate in community public relations and events as scheduled.

In conjunction with Task Force Captain, ensures completion of assigned
Truck Company Inspections as identified by the Public Safety and
Prevention Division.

Assists the Public Safety and Prevention Division as requested with
inspections, support and training, and record-keeping.
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10.

1.

12.

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.

Respectful Workplace:

10.1

10.2

10.3

10.4

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.

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.

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.

Promptly acts when notified by Company Officer of possible Respectful
Workplace violations.

Media and Communication:

11.1

11.2

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.

Communicates with the media in accordance with NWFRS policy.

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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13.

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.

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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14.

13.5

¢ 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.

e 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.

Participates in all training activities when required and ensures that all

training session attendees participate in training evolutions unless there

are extenuating circumstances.

Job Position Requirements:

14.1

14.2

14.3
14.4

14.5

14.6

14.7

14.8

14.9
14.10

Meet or exceed the minimum qualifications as outlined in the NWFRS
officer development program — Fire Officer Ill.

Demonstrates the ability to function in dynamic, stressful emergent
situations while commanding fire department staff, operating vehicles, and
radio communication systems.

Must be proficient in the use of the Incident Command System.

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.

Demonstrates competency in Microsoft Office programs.

Demonstrates ability to connect and interact tactfully and effectively with
the public and partner agencies in all types of situations.

Participate and assist with the development and administration of
department goals, objectives and procedures.

Demonstrates knowledge of and ability to apply and follow department
policies, rules, regulations, and operational guidelines.

Demonstrates knowledge of Collective Agreement.

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.

Doc #771959
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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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1.15

1.16

1.17

1.18

are current and that all members annual Hearing Tests are scheduled and SCBA Fit
Testing is up to date.

Acts as Local Assistant to the Fire Commissioner.

Functions in Emergency Operations Centre role as designated.

Participates in the development and implementation of new and/or revised policies,
regulations, programs, operating procedures, promotional process and related

matters.

Responsible for assessing training requirements and coordinating and scheduling
training programs.

Scope of Authority:

2.1

22

23

24

2.5
2.6

2.7

2.8

Has the authority to employ, reprimand, suspend or recommend dismissal.
Has the authority to initiate disciplinary process.

Has the authority to serve as Incident Commander when appropriate and including
all the responsibilities associated to that role.

Has the authority to ensure compliance with “New Westminster Occupational Health
and Safety Program”.

Has the authority of Media Liaison Officer as per NWFRS policy.
Has the authority of Safety Officer as per NWFRS policy.

Has the authority to Callout a Fire Investigator as defined in Fire Investigator as per
NWFRS policy.

Under Fire Protection Bylaw No.6940 when acting as the Incident Commander:

e 6.7.... is empowered to command personnel and private or publicly owned
equipment which are considered necessary to deal with an incident....

e 68... 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.....

e 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

4.1

4.2

4.3

4.4

4.5

4.6

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.

Operational Role:

Responds to incidents as identified by department NWFRS policy.
May be assigned suppression supervision duties as directed
At an incident may be the Incident Safety Officer as delegated.

Monitors radio communications and ensure that all personnel assigned radios use
only communications sanctioned and adopted by the NWFRS.

Monitors and directs emergency response protocol.

Ensures compliance with personal protective equipment guidelines for assigned
staff.
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4.7

4.8

4.9

4.10

Ensures compliance with personal protective equipment guidelines.
Impounds protective clothing worn by firefighters injured or killed in their duties.
Ensures that the ICS system is used.

Immediately notifies the Duty Chief and Police Department in the event of a death or
a serious injury to any firefighter or civilian.

Fleet Management and Operation:

5.1

5.2

53

5.4

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.

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.

Ensures that the fire hall and apparatus inventory lists are kept current and reported
shortages are promptly rectified.

Ensures that prior to commencing training sessions that all equipment and apparatus
has been checked to ensure that there are no deficiencies.

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.

Staffing:

7.1  Schedules training staffing to meet required department training needs and enters
payroll related information into Telestaff.

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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10.

7.4

7.5

7.6

7.7

7.8

7.9

Coordinates with the Platoon Captain the scheduled holidays for training division
members.

Ensures department policies for extra shifts, overtime, sick leave or any other issues
that pertain to scheduling are followed.

Keeps informed of and enforces dates where “no shift exchanges permitted” have
been assigned.

Ensures that Shifts Exchanges do not interfere with scheduled training.

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.

Monitors members on sick leave, prepares progress reports and follows Attendance
Management Program requirements.

Reports and Record Keeping:

8.1

8.2

8.3

Prepares and maintains all required training narrative, statistical, administrative,
operational and technical reports.

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.

Completes and submits a Monthly Training Report.

Inspection, Public Education and Pre Incident Planning:

9.1

9.2

Manages Training Division member participation in community public relations and
events.

Assists the Public Safety and Prevention Division as requested with support and
training.

Respectful Workplace:

10.1

10.2

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.

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.

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.

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:

e 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

e Organization — Administer all policies and procedures of the organization; represent
the organization to members of the unit and the pubilic.

e 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.

e 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.

e 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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13.

12.3

12.4

12.5

12.6

12.7

12.8

12.9

Conducts monthly staff meetings with training officers to deliver information, discuss
past/upcoming reports and events, training, work completions, etc.

Ensures that Saturdays, Sundays and Statutory days are treated as regular training
days.

Checks their email accounts at a minimum at the commencement and end of each
shift, responds and manages email requests as appropriate.

Monitors Chief Training Office voice mail messages, responds and manages
requests and voicemails as appropriate.

Ensures that all training activities are completed as per NWFRS policy.

Monitors the parking and other apparatus placement at all designated training sites
so that training activities are not interfered with.

Ensures Training Officers follow department attire guidelines.

Training:

13.1

13.2

13.3

13.4

13.5

13.6

13.7

13.8

13.9

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.

In conjunction with the Platoon Captain and Training Officer, reviews and maintains
Annual Events Board and Monthly Activities and reviews Outlook Training Calendar.

Co-ordinates training schedules so that shift training and completion of all work
orders are completed by the specified timeline.

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.

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.

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.

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.

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.

In coordination with the Platoon Captain and Training Captain, facilitates Officer
Candidate evaluation for competency and progress.
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14.

13.10

13.11

13.12

13.13

13.14

13.15

Previews assigned drills and lectures with training officers before presentations to
ensure key points are covered.

Ensures that training events start at scheduled time.
Monitors Training Captains in line with their Key Performance Indicators.
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.

e 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.

e A debriefing is held immediately at the conclusion of the drill, before cleanup is

initiated.

Participates in all training activities when required and ensures that all training
session attendees participate in training evolutions.

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.

Job Skills and Position Requirements:

14.1

14.2

14.3
14.4

14.5
14.6

14.7

Meet or exceed the minimum qualifications as outlined in the NWFRS officer
development program—Fire Officer Il and Fire Services Instructor Il.

Demonstrates the ability to function in dynamic, stressful emergent situations while
commanding fire department staff, operating vehicles, and radio communication
systems.

Must be proficient in the use of the Incident Command System.

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.

Demonstrates competency in Microsoft Office programs.

Demonstrates ability to connect and interact tactfully and effectively with the public
and partner agencies in all types of situations.

Participate and assist with the development and administration of department goals,
objectives and procedures.
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14.8

14.9
14.10

14.11

14.12
14.13
14.14
14.15

14.16
1417
14.18

Demonstrates knowledge of and ability to apply and follow department policies,
rules, regulations, and operational guidelines.

Demonstrates knowledge of Collective Agreement.

Demonstrates ability to prepare and deliver presentations to department and public
as needed.

Demonstrates awareness of cultural diversity and impact on the delivery of fire
department services.

Perform assigned Training Captain performance reviews.
Perform assigned Firefighter performance reviews.
Demonstrates ability to work cooperatively with other city departments.

Demonstrates ability to analyze department operational needs and make
recommendations to improve the department’s delivery of emergency services.

Demonstrates ability to mentor and train subordinates.
Demonstrates ability to manage assigned areas of responsibilities.

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

14.21

14.22 Ability to work cooperatively with other department divisions to ensure that

Summary

and concise written and oral reports.

Ability to manage assigned areas of responsibilities including budgeting,
procurement, analyzing, forecasting, and reporting.

Suppression Division operational needs for training are met.

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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