
 
 

McCloud Community Services District 
220 West Minnesota Avenue     P.O. Box 640 

McCloud, California 96057 
Phone (530) 964-2017 Fax (530) 964-3175 e-mail mcsd@ci.mccloudcsd.ca.us 

 
 

REGULAR MEETING OF THE POLICY REVIEW COMMITTEE  
Scout Hall – 405 E. Colombero Drive 

April 10, 2024 at 3pm  
 
 
1) Discussion of Policy MCSD 3080 Purchasing. 
 
2) Discussion of Policy MCSD 3085 Disposal of Surplus Equipment & Property. 
 
3) Discussion of Policy MCSD 3090 Records Retention. 
 
4) Discussion of Policy MCSD 3091 Retention of Electronic Mail. 
 
5) Discussion of Policy MCSD 3092 Public Records Requests. 
 
6) Discussion of Policy MCSD injury and illness prevention plan safety policies. 
 
7) Discussion of Policy MCSD workplace violence prevention plan general industry.  
 
8) Discussion of Policy MCSD 2230 Fire Chief Job Description. 
 
9) Discussion of Policy MCSD strike team  
 
10) General Discussion 
 
11)Adjourn. 

 
 
 

MCSD Mission Statement 
 

McCloud Community Services District will strive to provide the full range of 
municipal services, at a reasonable cost applied consistently to all customers, 

while maintaining a healthy infrastructure and environmental integrity. 
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POLICY TITLE: Purchasing 
POLICY NUMBER: 3080 
ADOPTED:  November 25, 2002 
REVIEWED:   11/14/13; 07/12/16; 02/14/18; 05/09/18; 05/13/20 
REVISED:   05/29/18, 06/08/20 
 
 
 
3080.10  To purchase small items such as office supplies, auto parts and other miscellaneous 
items costing less than $500,  staff will research up to three (3) comparative products from 
multiple suppliers whenever possible.  District accounts are then awarded to those firms that 
provide the best prices, discounts, etc.  Acquisitions are processed on purchase order forms 
which list instructions to vendors. 
 
 3080.11  Local (McCloud) firms will be allowed a 10% preference margin.   
 
3080.20  To purchase items costing more than $500-competitive quotations will be solicited 
from vendors and received by telephone, email, fax or mail prior to processing a purchase order 
unless only one vendor is available.  Staff will research up to three (3) comparative products 
from multiple suppliers whenever possible.  
 
 3080.21  For large quantity orders, the District will provide suppliers with a list of 
 items to be purchased.  Items on the list will be purchased from the supplier quoting the 
 lowest prices and having an acceptable delivery date. 
 
 3080.22  Vehicles will be purchased through competitive bidding, unless they can be 
 acquired less expensively otherwise. 
 
3080.30  Purchase orders shall be prepared for all purchases, and signed by the General Manager 
and one additional regular full-time staff member prior to placing the order.  
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POLICY TITLE: Disposal of Surplus Equipment/Property 
POLICY NUMBER: 3085 
ADOPTED:  October 28, 2002 
REVIEWED:  July 12, 2016, March 11, 2020   
REVISED:       December 9, 2013, March 23, 2020 
 
3085.10 Sale of Surplus Equipment 
 
 3085.11  Board of Directors takes action to declare equipment surplus. 
 
 3085.12 Item is advertised for sale locally with notation of location/hours/days it can 
 be seen and deadline date for submission of sealed bids (advertisement also notes that 
 District reserves the right to reject any or all bids.  Equipment is sold AS IS.) 
 
 3085.13 Sealed bids are opened at the next Regular Board Meeting and action is taken 
 by the Board to accept or reject highest bid. 
 
 3085.14 Bidders are notified of Board’s action. 
  
 3085.15 If no bids are accepted locally surplus equipment will be sent to auction for 
 the highest bid. 
 
 3085.16 Salvage Certificates are obtained for vehicles that cannot pass a smog test 
 without significant repairs. 
 
3085.20 Sale of Real Estate 
 
 3085.21 Board takes action to declare property surplus and authorizes District Staff to 
 obtain a current appraisal. 
 
 3085.22 Property is offered to public agencies at the appraised price.  (State law 
 requires that public agencies have the opportunity to purchase property prior to 
 advertisement to the general public.) 
 
 3085.23 If property is not purchased by a public agencies pursuant to Assembly Bill 
 AB1486 - Disposing of Special District Land, it is advertised in the newspaper and on 
 the internet for a minimum of two weeks with a request that sealed  bids be submitted 
 to the District. 
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 3085.24 Board takes action at the next regular board meeting to accept or reject 
 highest bid. 
 
 3085.25 Bidders are notified of the Board’s action. 
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POLICY TITLE:   Records Retention 
POLICY NUMBER:  3090 
ADOPTED:   March 24, 2003 
REVIEWED:    November 14, 2013; July 12, 2016, March 11, 2020 
REVISED:   March 23, 2020 
 
 
3090.10  The purpose of this policy is to provide guidelines to staff regarding the retention or disposal 
of McCloud Community Services District records, for the purpose of identifying, maintaining, 
safeguarding and disposal of records in the normal course of business. Ensure prompt and accurate 
retrieval of records and ensure compliance with legal and regulatory requirements. 
 
3090.20  Vital and important records, regardless of recording media, are those having legal, financial, 
operational or historical value to the District. 
 
3090.30  The General Manager is authorized by the Board of Directors to interpret and implement this 
policy and to cause to be destroyed any or all such records, papers and documents that meet the 
qualifications governing the retention and disposal of records as specified below. 
 
3090.40  Pursuant to the provisions of California Government Code §60200 through 60203, 
California Water Code §21403, and the guidelines prepared by the State Controller's office and the 
Controller's Advisory Committee for Special Districts, the following criteria will govern the retention 
and disposal of records of the McCloud Community Services District. 
 
3090.50 Duplicate records, papers and documents may be destroyed at any time without the 
necessity of Board authorization or copying to photographic or electronic media. 
 
  3090.51  Originals of records, papers and documents more than two years old that were       

 prepared or received in any manner other than pursuant to State or Federal statute may be 
 destroyed without the necessity of copying to photographic or electronic media. 

 
   3090.511  In no instances are records, papers or documents to be destroyed where  

  there is a continuing need for such records for such matters as pending litigation,  
  special projects, etc. 

 
  3090.52 Original records, papers or documents which are not expressly required by law to 

 be filed and preserved may be destroyed if all of the following conditions are met: 
 

 McCLOUD COMMUNITY SERVICES DISTRICT 
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  3090.521 The record, paper or document is photographed, reproduced on film of 
a type approved for permanent photographic records by the National Bureau of 
Standards, or copied to an approved electronic media;. 

 
  3090.522 The device used to reproduce such record, paper or document on film, 

or which retrieves and prints the document from the electronic media, is one 
which accurately reproduces the original thereof in all details. 

 
  3090.523 The photographs or other reproductions on film are placed in 

conveniently accessible files and provisions are made for preserving, examining, 
and using the same, together with documents stored via electronic media. 

 
 3090.53 Any accounting record except the journals and ledgers which are more than five 

years old and which were prepared or received in any manner other than pursuant to State 
statute may be authorized for destruction, provided that: 

 
  3090.531 There is no continuing need for said record, i.e., long-term 

transactions, special projects, pending litigations, etc., and; 
 
  3090.532 There exists in a permanent file, an audit report or reports covering the 

inclusive period of said record, and that; 
 
  3090.533 Said audit report or reports were prepared pursuant to procedures 

outlined in Government Code Section 26909 and other State or Federal audit 
requirements. 

 
  3090.534 Said audit or audits contain the expression of an unqualified opinion. 
 
 3090.54 Any accounting record created for a specific event or action may be destroyed 

upon authorization five years after said event has in all respects been terminated.  Any source 
document detailed in a register, journal, ledger or statement may be authorized for destruction 
five years from the end of the fiscal period to which it applies.  The following may be 
destroyed at any time: 

 
  3090.541 Duplicated (original-subject to aforementioned requirements). 
 
  3090.542 Rough drafts, notes or working papers (except audit). 
 
  3090.543 Cards, listings, nonpermanent indices, other papers used for 

controlling work or transitory files. 
 
 3090.55 All payroll and personnel records shall be retained indefinitely.  Originals may 

upon authorization be destroyed after seven years retention, provided said records have been 
shared on electronic media and qualify for destruction as detailed in Appendix A.  Payroll 
and personnel records include the following: 
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  3090.561   Accident reports, injury claims and settlements. 

 
  3090.552 Medical histories. 
 

3090.553 Injury frequency charts. 
 

3090.554 Applications, changes and terminations of employees. 
 

3090.555 Insurance records of employees. 
 
  3090.556 Time cards. 
   
  3090.557   Classification specifications (job descriptions). 

 
  3090.558 Performance evaluation forms, record of oral or written reprimand. 
 

3090.559 Earning records and summaries. 
 
    3090.5591  Retirements. 
 
 3090.56 All assessment records may upon authorization be destroyed after seven years 

retention from lien date; however, these records may be destroyed three years after the lien 
date when said records are shared on electronic media as provided for in Appendix A. 

 
 3090.57 Records of proceedings for the authorization of long-term debt, bonds, warrants, 

loans, etc., after issuance or execution may be destroyed if microfilmed as provided for in 
Appendix A above. Terms and conditions of bonds warrants, and other long-term agreements 
should be retained until final payment, and thereafter may be destroyed in less than ten years 
if saved on electronic media as provided for in Appendix A.  Paid bonds, warrant certificates 
and interest coupons may be destroyed after six months if detailed payment records are kept 
for ten years. 

 
3090.60 Minutes of the meetings of the Board of Directors are usually retained indefinitely in their 
original form.  However, they may upon authorization be destroyed if said minutes are saved on 
electronic media as provided for in Appendix A.  Recording tapes (or other media) of Board meetings 
will be kept for a period of one year from the date of the recorded meeting, after which they will be 
destroyed. 
 
 3090.61 Construction records, such as bids, correspondence, change orders, etc., shall not 

be kept in excess of seven years unless they pertain to a project which includes a guarantee or 
grant and, in that event, they shall be kept for the life of the guarantee or grant plus seven 
years.  As-built plans for any public facility or works shall be retained as long as said facility 
is in existence. 
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 3090.62 Contracts should be retained for its life plus seven years.  Any unaccepted bid or 
proposal for the construction or installation of any building, structure or other public work 
which is more than two years old may be destroyed. 

 
 3090.63 Property records, such as documents of title, shall be kept until the property is 

transferred or otherwise no longer owned by the District. 
 
3090.70 Files prepared or reproduced electronically, photographed, micro photographed, reproduced 
on film of a type approved for permanent photographic records, once created, shall not be deleted or 
destroyed without prior authorization of the General Manager. 
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Appendix A 
Definitions for Records Retention and Disposal Policy 

 
 
 

 
Group 

No. 

 
 
 

Title or Description 

 
 
 

Original 

 
 
 

Duplicate 

 
Retention Periods 

 
Office 

 
Record 
Center 

 
Retain 

or 
Destroy 

 
1 

 
Records affecting title to real property or liens 
thereof. 

 
X 

 
 

 
2 yrs. 

 
OP 

 
ES 

 
2 

 
Records required to be kept permanently by 
statute. 

 
X 

 
 

 
I 

 
I 

 
I 

 
3 

 
Minutes, ordinances & resolutions of Board. 

 
X 

 
 

 
I 

 
I 

 
I 
 

 
4 

 
Documents with lasting historical, administrative, 
legal, fiscal, or research value. 

 
X 

 
 

 
2 yrs. 

 
OP 

 
ES 

 
5 

 
Correspondence, operational reports and 
information upon which District policy has been 
established. 

 
X 

 
 

 
2 yrs. 

 
10 yrs. 

 
12 yrs. 

 
6 

 
Duplicates of 5, above, when retention is 
necessary for reference. 

 
X 

 
 

 
2 yrs. 

 
 

 
2 yrs. 

 
7 

 
Records requiring retention for more than five 
years, but no more than fifteen years by statute or 
administrative value. 

 
X 

 
 

 
2 yrs. 

 
13 yrs. 

 
15 yrs. 

 
8 

 
Duplicates needed for administrative purposes for 
five to fifteen years. 

 
 

 
X 

 
2 yrs. 

 
13 yrs. 

 
15 yrs. 

 
9 

 
All other original District records, or instruments, 
books or papers that are considered public 
documents not included in Groups 1 through 8. 

 
X 

 
 

 
2 yrs. 

 
1 yr. 

 
3 yrs. 

 
10 

 
Duplicates and other documents not public 
records required to be maintained for 
administrative purposes. 

 
X 

 
X 

 
2 yrs. 

 
3 yrs. 

 
5 yrs. 

 
11 

 
Duplicate records requiring retention for 
administrative purposes such as reference 
material for making up budgets, planning and 
programming. 

 
 

 
X 

 
3 yrs. 

 
 

 
3 

 
12 

 
Reference files (copies of documents which 
duplicate the record copies filed elsewhere in the 
District; documents which require no action and 
are non-record; rough drafts, notes, feeder reports, 
and similar working papers accumulated in 
preparation of a communication, study or other 
document, and cards, listings, indexes and other 
papers used for controlling work). 

 
 

 
X 

 
1 yr. 

 
 

 
1 yr. 
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13 
 
Transitory files, including letters of transmittal 
(when not a public record), suspense copies when 
reply has been received, routine requests for 
information and publication, tracer letters, feeder 
reports, and other duplicate copies no longer 
needed. 

 
X 

 
X 

 
3 mos. 

 
  

 
3 mos. 

 
14 

 
Original documents disposable upon occurrence of 
an event or an action (i.e., audit, job completion, 
completion of contract, etc.) or upon obsolescence, 
supercession, revocation. 

 
X 

 
 

 
2 yrs. 

 
3 yrs. 

 
5 yrs. 

 
15 

 
Policy files and reference sets of publications. 

 
 

 
X 

 
I 

 
 

 
I 

 
16 

 
Duplicates or non-record documents required for 
administrative needs but destroyable on occurrence 
of an event or an action. 

 
 

 
X 

 
I 

 
 

 
I 

 
OP = Original or photographic copy. 
ES = May be destroyed if stored in electronic media. 
  I = Indefinitely 
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POLICY TITLE: Retention of Electronic Mail 
POLICY NUMBER: 3091 
ADOPTED:  February 23, 2004  
REVIEWED:  November 25, 2013, August 9, 2016, March 11, 2020   
REVISED:      December 9, 2013, March 23, 2020, May 11, 2020 
 
 
3091.10  E-mail generates correspondence and other documentation which may be recognized as 
Official District Records in need of protection/retention in accordance with the California Public 
Records Act.  
 
3091.20  Although the use of e-mail is considered official District business, the e-mail system is 
intended as a medium of communication and also can be used for a legal record.  Therefore, the e-
mail system should not be used for the electronic storage or maintenance of documentation, 
including but not limited to, Official District Records.   
 
3091.30 If an e-mail message, including any attachments thereto, can be considered an Official 
District Record, as defined by the General Manager, such e-mails should be printed as a hard copy 
or saved electronically and filed in accordance with the District’s Records Retention Policy.  
Generally, the sender of the e-mail should be the person responsible for printing and filing it 
accordingly, but persons responsible for a particular program or project file shall be responsible for 
retaining all e-mail they send or receive related to that program or project.  
 
3091.40 Although the General Manager will automatically delete any data stored in the e-mail 
system that is ninety (90) days old, individual employees are responsible for the management of 
their mailboxes and associated folders.  To ensure maximum efficiency in the operation of the  
e-mail system, staff is encouraged to delete e-mail messages from their in-boxes once they are no 
longer needed.   All deleted items will be held in a “deleted items file” for only seven (7). 
 
3091.50 It is the responsibility of individual employees to determine if an e-mail(s) is an Official 
District Record which must be retained in accordance with the District’s Record Retention policy 
(3090).  The General Manager will assist in making such a determination.  You should keep in 
mind, however, that preliminary drafts, notes or interagency or intra-agency memoranda which are 
not retained by the District in the ordinary course of business are generally not considered to be 
Official District Records subject to disclosure.  Employees are encouraged to delete documents 
which are not otherwise required to be kept by law or whose preservation is not necessary or 
convenient to the discharge of your duties or the conduct of the District’s business. 
 

 McCLOUD COMMUNITY SERVICES DISTRICT 
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3091.60 Periodically, the District receives requests for inspection or production of documents 
pursuant to the Public Records Act, as well as demands by subpoena or court order for such 
documents.  In the event such a request or demand is made for an e-mail(s), the employees having 
control over such e-mail, once they become aware of the request or demand, shall use their best 
efforts, by any reasonable means available, to temporarily preserve any e-mail which is in 
existence until it is determined whether such e-mail is subject to preservation, public inspection or 
disclosure.  The General Manager shall be contacted regarding any such e-mails within the 
employee’s control. 
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POLICY TITLE: Public Records Request 
POLICY NUMBER: 3092 
ADOPTED:  November 28, 2016 
REVIEWED: November 9, 2016; February 12, 2020   
REVISED:      March 9, 2020 
 

3092.1 The California Public Records Act (Government Code Section 6250 et seq.) 
provides California citizens with important rights to obtain access to records held by public 
agencies in the State. The purpose of this policy is to clarify the process by which the District 
will respond to requests for records under the Public Records Act. In addition, the District 
seeks to establish a clear procedure for responding to Public Records Act requests to ensure 
that the District processes all requests fairly, consistently and in a time sensitive manner. 
 

3092.11 The District prefers that all requests for public records be in writing on a 
form prescribed by the District (appendix A), unless the request is to review an 
agenda or agenda reports of the Board of Directors or a District committee.  Oral 
requests may require further clarification or a response to questions from the District 
to clarify the request. 

 
3092.2 The General Manager will provide his or her initial response to all requests as 
soon as possible, but not later than the ten-day period, or extensions thereof, as provided by 
Government Code sections 6256 and 6256.1. In accordance with the Public Records Act, this 
initial response will indicate whether the District has any disclosable records in response to 
the request. The following steps will be taken to make this determination. 
 

3092.21 The General Manager shall review the request and determine whether the 
request seeks identifiable records and, if not, the General Manager shall so advise 
the person making the request. 
 
3092.22 The General Manager shall respond to the person requesting records by 
advising him or her in writing of the availability of the documents and whether 
disclosure of any of the documents is exempt under the provisions of the Public 
Records Act. 
 

3093 The documents set forth below include but are not limited to and are illustrative of 
the categories of documents, which are not subject to inspection. In all cases, the inspection 
of documents shall be subject to the provisions of the Public Records Act, Government Code 
Section 6250, et.seq.  

 McCLOUD COMMUNITY SERVICES DISTRICT 
 Policy and Procedure Manual  
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3093.21 § 6254. Exemption of particular records.  Except as provided in Section 
6254.7, nothing in this chapter shall be construed to require disclosure of records 
that are any of the following: (Refer to Government Code § 6254. for full text). 
 

3093.21.1 Preliminary drafts, notes, or interagency, or intra-
agency memoranda which are not retained by the District in the 
ordinary course of business, provided that the public interest in 
withholding those records clearly outweighs the public interest in 
disclosure. 
 
3093.21.2 Records pertaining to pending litigation to which 
the District is a party, or to claims made pursuant to Division 3.6 
of the Government Code (commencing with Government Code 
Section 810), until the pending litigation or claim has been fully 
adjudicated or otherwise settled. 
 
3093.21.3 Personnel, medical, or similar files, the disclosure 
of which would constitute an unwarranted invasion of personal 
privacy. 
 
3093.21.4 Test questions, scoring keys, and other examination 
data used to administer a licensing examination, examination for 
employment, or academic examination. 
 
3093.21.5 The contents of real estate appraisals or engineering 
feasibility estimates and evaluations made for or by the District 
relative to the acquisition of property, or to prospective public 
supply and construction contracts, until all of the property has 
been acquired or all of the contract agreement obtained. However, 
the law of eminent domain shall not be affected by this provision. 
 
3093.21.6 Information required from any taxpayer in 
connection with the collection of local taxes which is received in 
confidence and the disclosure of the information to the persons 
would result in an unfair competitive disadvantage to the person 
supplying the information. 
 
3093.21.7 Records the disclosure of which is exempted or 
prohibited pursuant to provisions of federal or state law, 
including, but not limited to, provisions of the Evidence Code 
relating to privilege. 
 
3093.21.8 Facility security measures and critical information 
regarding facilities and their operation.  
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3093.22 The District is also under no obligation to provide the following:   
 

3093.22.1 Customer account data other than that of requesting 
party. 
 
3093.22.2 Provide or create records and information that may  

      be created in the future. 
 

3093.22.3 Prepare summaries of information, calculations or 
analysis of information. 
 
3093.22.4 Documents meeting California's attorney-client 
privilege and California's attorney work product rules. 
 
3093.22.5 The District is not required to respond to  
a request for information in the manner in which the requester 
asks for the information to be provided.  
 

3093.23 Whenever the District asserts that a requested document is exempt 
from disclosure, the District shall justify the claimed exemption by 
providing a written statement citing either the specific exemption involved 
or those facts that indicate the public is best served by claiming the 
exemption. 
 

3094 After the initial response from the District and if disclosable documents are 
identified, the person requesting such documents may either inspect the documents at the 
District office or request a copy of such documents.  
 

3094.21 If a request is made for copies of the documents, the General 
Manager shall also advise the person requesting copies of the estimated time 
to compile the documents and the costs of copying the documents requested.  
The person requesting the copies shall pay the per page charge for copying 
as set forth by resolution of the District Board for all copies requested. The 
General Manager shall not make the requested copies until a deposit in the 
amount of the estimated costs of copying per MCSD Policy 1060 
Miscellaneous Fee Schedule is received and shall not release the copies until 
the full cost of copying is paid to the District in the form of cash, check or 
money order.  
 
3094.22 If the requester wishes to inspect the documents at the District 
office, then specific information regarding the records requested is needed. 
Specific information includes the subject matter involved, the inclusive 
dates within which the records were created, and the names of persons 
involved, if any. To ensure the integrity of the “original” records of the 
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District, a member of the District’s staff shall remain in the room where the 
records are being inspected. 
 
3094.23 In accordance with the Public Records Act, the District will 
provide only specific identifiable records but will not research District 
records for particular information or analyze information which may be 
contained within any public records. The District is not required to create a 
document or record that does not exist. The District will exercise reasonable 
efforts to locate requested documents normally kept by the District. 

 
3094.24 If the requester seeks a record in an electronic format, the District 
shall make the information available in any electronic format in which it 
holds the information, (Government Code 6253.9). If the electronic records 
must be transferred to a device such as a flash drive, the requester will be 
charged for the cost of such device per the MCSD Policy 1060 
Miscellaneous Fee Schedule.  
 

3095 The District will respond to requests for public records in accordance with the 
terms of the California Public Records Act as the Act now exists or may hereafter be 
amended, and nothing in this Policy is intended nor shall it be construed to conflict with the 
terms of the Public Records Act. 
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 MCCLOUD COMMUNITY SERVICES  DISTRICT 
 P.O. Box 640, McCloud CA 96057 
 PHONE: (530) 964-2017 

FAX: (805) 434-4820 
 
 MCSD 3092 PUBLIC RECORDS REQUEST 

            APPENDIX A 
 

PUBLIC RECORDS REQUEST 
 
The California Public Records Act (the “Act”) was enacted to ensure public access to public records.  
You may request copies of specific information or materials and the District will provide this information, 
or an explanation of why it cannot be disclosed, as soon as possible and consistent with the Act. 
 
When submitting your request, please be as specific as possible (i.e. provide dates of reports or actions, 
resolution and ordinance numbers, etc.)  Non-specific requests may incur additional charges for research 
time or may be rejected if the request would require an undue amount of research or compilation. 
 
Copy charge: 
If MCSD makes copies the fee will be based on MCSD’s Policy 1060 Miscellaneous Fee Schedule.  
 
NAME: 
ADDRESS: 
CELL PHONE: 
E-MAIL: 
 

IDENTIFICATION OF DOCUMENTS 
 

SPECIFIC NAME/DATE OF DOCUMENT                               TYPE OF DOCUMENT 
(i.e. resolution, ordinance,                                                          
report, agreement, etc.)                                                                                                         

 
 
 
 
 
 
 
 

Signature of Requestor:                                              Date: 
AREA BELOW FOR OFFICE USE ONLY 

Date received:                                                                               Date of Response:                           
Estimated Cost:                             Amount of Deposit:                          Refund/Additional Payment: 
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POLICY TITLE:  Fire Chief - Job Description 
POLICY NUMBER:  2230 
ADOPTED:   May 09, 2005 
REVIEWED:   05/01/13; 01/09/14; 03/08/16, 10/03/16; 01/21/20; 10/01/20  
REVISED:   05/28/13; 02/10/14; 05/23/16; 10/24/16; 02/10/20; 10/26/20 
    
2230.10  The position of Fire Chief is an overtime exempt position under the Fair Labor    

Standards Act. The Fire Chief is hired by the General Manager.  Under the general 
direction of the District's General Manager, the Fire Chief administers, plans, 
organizes and directs the emergency and daily business operations and activities of the 
Fire Department; responds to fire, rescue, medical and storm response alarms and 
other emergency and non-emergency calls for assistance to protect life and property 
and does other related work as required. The Fire Chief will be annually or as 
otherwise warranted, evaluated by the General Manager.  Pre-employment physical 
and live scan shall be performed at district expense prior to employment.  The Fire 
Chief along with the Assistant Fire Chief will be the interview committee for the 
hiring of all MCSD Volunteer Fire Department personnel, including auxiliary 
personnel.  The Fire Chief will be responsible for make the final decision in this 
process. 

 
2230.20 Knowledge of: 
 
 2230.21  Public safety administration, fire administration, emergency and disaster 
 preparedness, fire investigation, hazardous materials management and municipal water 
 systems. 
 
 2230.22  The operation and maintenance of modern fire apparatus and firefighting 
 equipment. 
 
 2230.23  Structural and wildland fireground tactics and strategies. 
 
 2230.24  The incident command system. 
 
 2230.25  Local water systems, roads and geography. 
 
 2230.26  Modern fire and building codes and regulations. 
 
 2230.27  Modern paramedical operations and procedures. 
 

 McCLOUD COMMUNITY SERVICES DISTRICT 
 Policy and Procedure Manual 
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2230.28  Modern communications, business and computer systems and related 
software and other equipment. 

2230.30 Ability to: 

2230.31  Plan, organize and direct all day-to-day routine and emergency operations of 
a modern municipal fire district. 

2230.32  Provide the necessary fire and rescue operations during adverse conditions. 

2230.33  Operate computers, software and modern communications equipment  related 
to fire service and business applications.  

2230.34  Compile and prepare written reports and oral programs. 

2230.35  Communicate effectively orally and in writing. 

2230.36  Must have the ability to interact with members of the public and co-works 
tactfully and professionally. 

2230.40 Education/Experience Required 

Education equivalent to graduation from high school, and four years of supervisory 
level fire related experience.  All state and federal required standards for a fire chief to 
be met within one (1) year of employment as Fire Chief, appendix A Minimum 
Standards for a Fire Chief. 

2230.50 License/Certificates  

Must possess a driving record acceptable to the District’s insurance carrier.  Must, 
within six (6) months of employment, possess a current Emergency Medical 
Technician Certificate and CPR Certification, a valid California  Class B driver's 
license with air brake and tank endorsement, a Hazardous Materials Operational 
Certification and other applicable licenses and certifications. All required certificates 
and licenses must be maintained throughout employment. 

2230.60 Residency Requirement 

Employees in this position must establish and maintain permanent residency in a 
location which allows response times to provide for arrival on the incident scene 
within established department and industry standards. 

2230.70 Responsibilities 

2230.71  Public Services and Facilities Planning and Development:  The Fire Chief shall 
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 direct, oversee and participate with department officers and other personnel in the 
 development of the department’s work plans, assign work activities, delegate projects  
 
 and  programs to officers other department staff as appropriate, monitor work flow, 
 review and evaluate department’s products, methods and procedures. 
 
 2230.72  The Fire Chief shall establish and maintain a schedule of duty officer 

coverage to ensure proper Fire Department supervision by qualified officers 24/7, 365, 
thus limiting the reliance on CDF resources to manage incidents within the  

 district. 
 
 2230.73  The Fire Chief shall establish and maintain a schedule of EMTs available to 

respond to EMS calls 24/7 365 as staffing allows.  The Fire Chief shall provide 
leadership to maintain adequate numbers of EMTs to respond to EMS calls. 

  
 2230.74  The Fire Chief shall develop an annual training schedule to address all 

aspects of municipal firefighting. 
  
 2230.75  The Fire Chief shall recommend a 2-year plan of capital improvements for 

the department and present it to the Board of Directors semi-annually. 
 
 2230.76  Fiscal Operations:  The Fire Chief shall ensure that all fiscal operations of the 
 Fire Department are properly implemented pursuant to the annual budget.     
 
 2230.77  The Fire Chief shall keep the General Manager informed of potential 
 significant sources of funds other than operating revenue that may be available to 
 implement present or contemplated department programs. 
 

2230.78  The Fire Chief attends one (1) Board meeting per month to present a department 
report and such other meetings as the General Manager/Board specifies from time to 
time. If the Fire Chief is unable to attend, he/she will coordinate with his officers and/or 
the General Manager for a replacement. 

 
2230.79  The Fire Chief shall provide assistance to the General Manager in developing 
strategic goals and objectives for the department and plan community meetings. 

 
2230.80 Basic Work Hours   
 
 2230.81  The office hours of the District are 8:00 a.m. to 5:00 p.m., Monday through 
 Friday.  The Fire Chief, however, does not hold set hours and is expected to work the 
 hours necessary to effectively administer the affairs of the Fire Department.  The Fire 
 Chief is exempt from overtime pay or compensatory time off in accordance with 
 Policy 2010. 
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2230.82  In the event the Fire Chief is absent from the District for more than a three 
day (3) period on other than District business, the  Fire Chief’s salary will be pro-
rated. When the Assistant Fire Chief assumes the responsibilities, he/she will be 
compensated at the prorated Fire Chief’s rate.     

 
2230.821  The Fire Chief shall notify the General manager upon his/her departure and 
return when absent from the District on other than District business and when the 
Assistant Fire Chief has assumed his/her responsibilities. 

 
2230.90 Essential Job Duties   
 
 The Fire Chief is required to work the hours necessary or required to complete 
 necessary projects or job functions.   
 

 2230.91  Plans, organizes and directs all employees of all classifications, including 
 volunteer fire fighters, if any, assigned to the District's Fire Department in prevention, 
 suppression, pre-suppression, emergency response and routine activities of the Fire 
 Department. 
 
 2230.92  Shall take command of all departmental resources during major incidents or 

perform suppression, medical, storm response and rescue tasks as necessary, at any 
hour. 

 
 2230.93  Develops and updates the general operating procedures with regard to the 
 department's fire prevention, public education, training, safety and emergency 
 response programs including fire, medical and storm response. 
 
 2230.94  Assures maintenance of applicable logs and records. 
 
 2230.95  Supervises and evaluates subordinate personnel and maintains discipline 
 within the department. 
 
 2230.96  Coordinates mutual aid and disaster support to the District. 
 
 2230.97  Prepares budget information and supervises the specifications and purchasing 
 needs relative to all departmental functions. 
 
 2230.98  Reports to the District General Manager, interfacing with the District's 
 advisory and public groups as necessary. 
 
 2230.99  Represents the department at local, county, state and federal agencies and 
 organizations. 
 
 2230.100  Does other related work as required. 
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 2230.101  Records Fire Department volunteer fire fighter and EMT activity points, 
 prepares quarterly data for payment of points and hours earned by volunteers for 
 quarterly payroll. 
 
  
 2230.102  Conduct annual "Life Safety" inspections of schools and other occupancies 
 within the fire departments jurisdiction as required by state regulations. 
 
 2230.103  Cultivate leadership within the department membership to sustain 
 leadership into the future. 

  
2230.110 Physical Requirements 
 
  The physical demands described herein are representative of those that must be met   
  by an employee to successfully perform the essential functions of this job.   
 
  2230.111  Task:  Operate, repair and maintain firefighting, ambulance and rescue 
  equipment. 
 
  Physical Demand:  Standing, walking, lifting, pushing, pulling and carrying 
  (regularly up to 25 lbs., frequently up to 50 lbs, and infrequently up to 70 lbs.), 
  kneeling, stooping, bending, squatting, close vision, distance vision, use of hands 
  to finger, handle or feel objects, tools or controls, driving vehicle and heavy 
  equipment. 
 
 2230.112  Task:  Fire suppression and emergency response. 
 
  Physical Demand:  Wearing self-contained breathing apparatus for extended 
  periods, sitting, standing, climbing ladders while carrying 25 lbs., walking, lifting, 
  pushing, pulling and carrying (regularly up to 25 lbs., frequently up to 50 lbs, and   
  infrequently up to 70 lbs.), kneeling, stooping, bending, squatting, close vision, 
  distance vision, use of hands to finger, handle or feel objects, tools or controls, 
  driving vehicle and heavy equipment, working for extended periods in extremely hot  
  or cold weather, working in low visibility areas containing smoke, ash, etc., working 
  in confined spaces. 
 
  2230.113 Task:  Prepares hand written and type written reports, forms,    
  questionnaires, etc. as required to document work performed and maintain    
  compliance with the various laws and standards and district policies and procedures. 
 
  Physical Demand:  Sitting, close vision, reading, handwriting, speaking, hearing, 
  use of hands to finger, handle or feel objects, tools or controls, operating a computer 
  and typewriter. 
 
  2230.114 Task:  Perform traffic control operations during emergency situations. 
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  Physical Demand:  Standing continuously in one location wearing turnouts and in 
  temperatures below freezing and above 100 degrees, walking over uneven ground, 
  distance vision, speaking, hearing, use of hands to hold and manipulate signs and to 
  give direction to vehicle operators. 
 
  2230.115 Task:  Perform safety inspections. 
 
  Physical Demand:  Sitting, standing, walking, climbing stairs, close vision, speaking, 
  hearing, writing, use of hands to finger, handle or feel objects, tools or controls. 
   
  2230.116 Task:  Plan, direct and control the administration and operation of the 
  Fire Department. 
 
  Physical Demand:  Close and distance vision, color perception, hearing, clear speech, 
  use of hands to finger, handle or feel objects, tools or controls, sitting in office 
  environment for extended periods, driving vehicle, travel to out-of-town meetings  
  with overnight stays. 
  2230.117 Task:  Prepare and/or review work schedules and rosters, policy proposals, 
  time sheets, written instructions and drawings, negotiate and read contracts, 
  specifications, details and plans, and performs related paperwork. 
 
  Physical Demand:  Sitting, standing, walking, close vision, reading, hand-writing, 
  use of hands to finger, handle or feel objects, tools or controls, operation of a  
  computer and other office equipment. 
 
 2230.118 Task:  Conducts meetings of personnel, attends meetings of other  
  governmental agencies and organizations, attends and conducts training. 
 
  Physical Demand:  Sitting, standing, speaking, hearing, driving vehicle, out-of-town 
  travel and overnight stays.  
 
2230.120  Environmental Demands 
 
 2230.121 Outside: Travels to do out-of-office business in a variety of weather   
 conditions including, rain, snow, cold below freezing and heat to +100 degrees   
 Fahrenheit. 
 
 2230.122 Usually works outdoors wearing heavy personal protective equipment. 
 
  2230.123 Exposure to various colognes/perfumes, frequent exposure to fumes/dust   
  from equipment. 
 
  2230.124 Noise/Vibration:  Business/office machines, office located in close    
  proximity to highway traffic. 
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  2230.125 Exposure to smoke, flames, intense heat and low visibility in fire fighting   
  conditions.   
 
2230.130 Mental Requirements 
 
  2230.131  Reads and comprehends complex manuals and instructions for computer   
  software and hardware, letters, reports, memos, messages, etc. 
 
 2230.132 Writes reports, presentations, memos, messages, and fills out information   
 forms.  Needs ability to use or quickly learn the latest version of the District’s word  
 processing software. 
 

  2230.133 Math: Ability to perform mathematical functions and work with   
  mathematical concepts such as algebra.  Ability to apply concepts such as fractions,   
  percentages, ratios and proportions to practical situations. Ability to use or quickly   
  learn the District’s current spreadsheet software. 
 
  2230.134 Attention to Detail:  High level concentration and attention to detail for   
  extended periods of time required to perform management functions, produce   
  reports and spreadsheets. 
 
 2230.135 Repetition: Repetitive data entry to spreadsheets and computer system for   
 accounting purposes, typing reports and presentations. 
 
 2230.136 Judgment: Ability to work independently, prioritize work and make   
 complex management decisions and implementation of same.  Ability to define   
 problems, collect data, establish facts, and draw valid conclusions.  Ability to   
 interpret an extensive variety of data in written or verbal form, and deal with 
 numerous abstract and concrete variables.  Ability to work with others and formulate 
  appropriate instructions to achieve desired goals   
 

  2230.137  Social Skills: Ability to relate cooperatively with members of the public,   
  public officials, governmental agencies, Directors, and District personnel on a   
  constant and face-to-face basis. 
 
 2230.138 Communication Skills:  Ability to quickly organize and communicate   
 thoughts orally, written or graphically.  Ability to understand communications from   
 others. 
 
2230.140 This job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer  
and requirements of the job change. 
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Policy 2230 Fire Chief Job Description 

Appendix A 
Minimum Standards for Fire Chief 

California 
 

 State Requirements: 
  1.   ICS 200, 300, 400 (CICCS) 
  2.   ICS 700, 701 and 800 (SEMS) 
  3.   Fire Control 1 and Fire Control 2 (California SB 1207) 
  4.   Minimum First Aid/CPR (22 CCR, §100015, H&S Code §1797.182) 
  5.   Haz-Mat FRO (8 CCR §5192, 19 CCR §2520) 
  6.   Haz-Mat Decon (8 CCR §5192, 19 CCR §2520) 
  7.   Haz-Mat Incident Commander (8 CCR §5192) 
  8.   Sexual Harassment training (CCR Government code §12950.1) 
  9.   Supervisory training (Government Code §19995.4) 
 
 Federal Requirements: 
  1.   IS 100, 200, 300, 400, 700, 800.a 
 
 ISO Requirements: 
  1.   State required training 
 
 MCSD Requirements 
  1.   Current EMT and CPR certificates 
  2.   Class B driver license with tank endorsement 
  3.   Ambulance driver certificate 
  4.   Requirements as set forth in MCSD Policy 2230, Fire Chief Job Description  
           (computer knowledge, basic education requirements, etc.). 
 
Optional requirements include:  Firefighter 1 certification, Fire Management 1 (covers 
supervisory training requirement), Fire Investigation 1A and 1B, Registered State Fire Training 
Instructor, and Command 1A. 
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