
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 BOARD OF DIRECTORS 
SCOUT HALL - 405 E. COLOMBERO DRIVE 

April 22nd, 2024 at 6pm 

AGENDA 
The McCloud Community Services District welcomes you to this meeting.  This agenda contains brief general descriptions of each item to be considered at this meeting by the 
Board of Directors.   If you wish to speak on an item on the agenda, you will be provided the opportunity to do so prior to consideration of the item by the Board.  If you wish to 
speak on an item that is not on the agenda, you are welcome to do so during the Public Comment portion of the meeting.  Persons addressing the Board will be asked to step up to 
the podium and will be limited to three minutes or depending on the number of persons wishing to speak, it may be reduced to allow all members of the public the opportunity to 
address the Board.  When addressing the Board, please state your name for the record prior to providing your comments. Please address the board as a whole through the President. 
Comments to individual Board members or staff are not permitted. 

All documentation supporting the items on this agenda are available for public review in the District office, 220 W. Minnesota Avenue, McCloud CA  96057, during normal 
business hours of 9:00 a.m. to 12noon and 1:00 pm to 4:00 p.m. Monday through Friday.   

In compliance with the Americans with Disabilities Act, those requiring accommodations for this meeting should notify the District office 48 hours prior to the meeting at (530) 
964-2017.

1. Call to Order

2. Pledge of Allegiance

3. Approval of Minutes:  Discussion/action regarding approval of the minutes of the Regular
Meeting of April 8th, 2024.

4. Announcement of Events:

5. Communications:

6. Reports:
A. General Manager- See written report.
B. Finance Officer-See written report.
C. Fire Chief-None
D. Public Works Superintendent-None
E. Directors
F. Committees

7. Consent Agenda:
A. Approval of Expenses in the amount of $20,003.34.
B. Approval of Expenses in the amount of $3,220.83.

8. Old Business:
A. Discussion/possible action Update on requirements for fire dept sleeping Quarters.

9. New Business:
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A.  Discussion/possible action regarding the first reading of policy MCSD 2230 Fire Chief Job 
Description. 
B.  Discussion/possible action regarding the first reading of MCSD Workplace Violence 
Prevention Plan. 
C.  Discussion/possible action regarding proposed amendments to the 2023-24 Budget and discussion 
of new reserves categories. 
D.  Discussion/possible action regarding our Old 2006 John Deere Backhoe. keep it or declare it 
surplus equipment and auction it.  
E.  Discussion/possible action regarding Our Residential Outside waters in town.  

 
10.   Public Comment:  This time is provided to receive information from the public regarding issues that  
 do not appear on the agenda (persons addressing the Board will be asked to step up to the podium and  
 will be limited to three minutes or depending on the number of persons wishing to speak, it may be  
 reduced to allow all members of the public the opportunity to address the Board). 

 
 11. Public Comment: This Time is provided to receive information from the public regarding issues  
  that do appear on the closed session agenda. 
 
 12. Adjourn open session. 
 
 13. Convene a Closed Session with legal counsel: 
  A:  Pursuant to California Government Code §54956.9(d)(1): Rorke v. McCloud CSD  
 
 14. Reconvene open session and announce any action taken.  

 
 15. 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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Minutes of the Regular Meeting of the Board of Directors of April 8, 2024 

MINUTES OF A 
REGULAR MEETING OF THE BOARD OF DIRECTORS 

April 8th, 2024 6:00 pm 
 

A regular meeting of the Board of Directors of the McCloud Community Services District was called to  
order at 6:00 p.m. at the Scout Hall. Five Directors (Hanson, Richey, Mullins, Trent, Rorke). Also present 
were District Secretary Sarah Roberts, Fire Chief Charlie Miller, Finance Officer Jennifer Brunello, and 
General Manager Amos McAbier, Eli Jones Public Works Superintendent was absent do to fixing a leak at the 
RV park. 
 
 
      1.   Call to Order 
 
      2.   Pledge of Allegiance. 
 

3.   Approval of Minutes:   
      A. Discussion/action regarding approval of the minutes of the Regular Meeting of March 25th, 
2024. 
 C. Richey made a motion to approve the minutes of the regular Meeting on March 25th, 2024; 
motion seconded by J. Mullins; Motion passed with 3 Ayes. (Richey, Trent, Mullins) and 2 obstain 
(Rorke, Hanson).  
  
4.   Announcement of Events: None 
 
5.   Communications: None 
    
6.  Reports:  
  A.  General Manager-None. 
      B.  Finance Officer-None. 
  C.  Fire Chief-written report. 
  D.  Public Works Superintendent-None. 
  E.  Directors-Verbal report. 
  F.  Committees-Policy committee is meeting April 10th,2024 fire chief job description will be 
coming up and Charlie will be able to attend. Safety committee met Director Rorke was absent, 
discussed new policies that need to be in place, SDRMA inspection will be up next week or week 
after that.  
  
7.  Consent Agenda: 
  A.  Approval of Expenses in the amount of $8,857.27. 
 M. Trent made a motion to approve expenses in the amount of $8,857.27; motion seconded by C. 
Richey. Motion passed with 5 Ayes. (Richey, Trent, Mullins, Rorke, Hanson). 

 
8.   Old Business:  
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Minutes of the Regular Meeting of the Board of Directors of April 8, 2024 

 A.  Discussion/possible action regarding approving contract and service agreements to purchase 
Caselle Accounting Software. And email regarding data entry – an additional cost.  

M. Hanson made a motion to approve contract and service agreements to purchase 
Caselle Accounting Software. And email regarding data entry – an additional cost. With updated 
contract that includes max number of customers, vendors, and employees; motion seconded by J. 
Mullins; Motion passed with 5 Ayes. (Richey, Trent, Mullins, Rorke, Hanson). 
B.  Discussion/possible action regarding the second reading of policy MCSD 2238 Recruitment 
and Retention Coordinator-Job-Description 

C. Richey made a motion to approve the second reading of policy MCSD 2238 
Recruitment and Retention Coordinator-Job-Description; motion seconded by M. Trent; Motion 
passed with 5 Ayes. (Richey, Trent, Mullins, Rorke, Hanson). 
C.  Discussion/possible action regarding the second reading of policy MCSD 2270 District 
Organizational Structure attachment A 
 M. Hanson made a motion to approve the second reading of policy MCSD 2270 District 
Organizational Structure attachment A, with changes to move location of add ins to the top; motion 
seconded by J. Mullins; Motion passed with 3 Ayes. (Richey, Trent, Mullins) and 2 absent 
(Rorke, Hanson). 
D.  Discussion/possible action regarding the second reading of policy MCSD 2300 General 

Manager - Job Description 
Tabled  

 E. Discussion/possible action regarding the second reading of policy MCSD 1060 Exhibit B  
Refuse Rules 

 Tabled 
  F. Discussion/possible action regarding the second reading of policy MCSD 3100 Garbage and 
Refuse Collection 

 C. Richey made a motion to approve the second reading of policy MCSD 3100 Garbage and 
Refuse Collection; motion seconded by J. Mullins; Motion passed with 5 Ayes. (Richey, Trent, 
Mullins, Rorke, Hanson). 
 

9.   New Business: 
A.  Discussion/possible action Update on requirements for fire dept sleeping Quarters. 
Tabled  
B.  Discussion/possible action Ambulance Billing, incorrect charges needing forgiveness 
authorization.    

C. Richey made a motion to approve Ambulance Billing, incorrect charges needing 
forgiveness authorization at the discursion for chief miller for 2 bills; motion seconded by M. 
Trent; Motion passed with 5 Ayes. (Richey, Trent, Mullins, Rorke, Hanson). 

 
 10.   Public Comment:  This time is provided to receive information from the public regarding issues that  
 do not appear on the agenda (persons addressing the Board will be asked to step up to the podium and   
 will be limited to three minutes or depending on the number of persons wishing to speak, it may be  
 reduced to allow all members of the public the opportunity to address the Board). 
Director M. Rorke request at the next meeting an update on the springs water flows, scales system and 
that the General Manager provide a list of repairs and updates needed for the MCSD 
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Minutes of the Regular Meeting of the Board of Directors of April 8, 2024 

 11.  Adjourn 7:29pm 
 
 
 
 
 ___________________________________   ______________________________ 
 Michael Hanson/President of the Board   Sarah Roberts/Secretary of the Board 
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MCSD BOARD OF DIRECTORS 
General Manager's Report 

(Date 4-22-2024)  

 
AGENDA SUPPORTING DOCUMENT 

Agenda Item No. 6 A  
 
 
 Spring Flows-  April 15th 2024 
Intake Spring Flow  - 1445 GPM 
Combined Elks Spring Flow-  745 GPM 
Town Use flow   - 278 GPM  
 
 
 
SCADA System- our SCADA system is still not functioning properly – part of this problem 
could be that it requires out dated software programs to run since it is almost 30 years old. 
Another part of this problem could be loose wire connections .. we have tried several times to 
trace this down and cannot verify that this is the cause for the system to crash intermittently. 
We also have inspected the batteries at the solar power transmitter station and they may be 
getting week to where they cannot hold enough charge to operate the system. These will need 
to be pulled and have tested after a complete charge. The solar panels that charge the 
batteries are also a possible culprit. We may nee to hire a company that can ensure our field 
instruments a functioning properly and transmitting data before we can track down any other 
problems with the computer system that receives the data and then in turn converts into a 
format that our computer system can recognize and translate through a special program. Eli 
is working with the company for trouble shooting.   
 
 
 
Tank Cleaning-  Eli and I Inspected the tank last week to see how it looked inside and we 
could see a small bit of an algae deposit on the bottom middle. We will be taking the tank 
offline and cleaning it this week. this will need to be done before we turn on the outside waters 
around town. 
 
 
 
Upper to Lower Ek Springs Grant  - Since we were able to complete the emergency work at the 
mud creek crossing we have been planning out the rest of the project which requires us to 
have NEPA requirements from the USFS… we have been working on getting this done since 
last summer… we have had site visits and have outlined the scope of the project and the 
Hazard trees removal has been documented. We have been waiting for a response and 
checked in several times for an update. We understand that the fire season took priority to an 
extent and then learned that they didn’t have CEQA personnel in the USFS McCloud district 
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that could assist in the matter. Then we learned that the previous District Ranger had retired 
and that the new District Ranger would have to be brought up to speed and we are currently 
waiting for that response so that we can proceed with the sois investigation which will require 
some drilling for samples along the pipeline easement. after that is completed our engineers 
can complete the necessary reports and get us a bid package put together with completed 
engineered plans.  
 
 
 
Lower Elk Springhouse Replacement Grant  =-We have completed the Long Form bid package 
and sent it to our attorney for review. our attorney had some minor edits and this will be 
brought to the board for review and approval so that we can get this project out for bid. Im 
projecting that this will be ready for the board to review this week and this should be done at 
a special meeting that can be focused just on the plans and documents.   
 
 
 
 
Park Grant. We still have the park Grant to complete and we have until 2028 to have it 
completed. We do need an engineers report for the specialized rubber matting that gives the 
required Specs for the bounce factor in relation to the height of the playground equipment. 
Due to the cost of this and the fact that it is a specialized product and not just anyone can 
install it we will be sending this out to bid as well as soon as we can in hopes that it can be 
replaced this summer. 
\ 
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MCSD BOARD OF DIRECTORS 
Finance Officer's Report 

April 22, 2024 

 
AGENDA SUPPORTING DOCUMENT 

Agenda Item No. 6 B  
 
 
 
The District has been doing a lot of work to get things running more efficiently, and also has begun 
moving forward with many things that have been placed on the back burner for the last few years 
since Covid. I think the District has been getting a lot done recently and we are moving forward. 
 
The Public Works Superintendent and I attended the SDRMA Spring Education Day in Sacramento 
on March 25-26. It was very informative, and we learned a lot about our insurance with SDRMA as 
well as new laws and any possible safety issues that we may need to address. We met a few of the 
SDRMA people as well. It was a good trip. 
 
I have been working on quite a few different things lately. The Finance & Audit Committee met last 
week and discussed the topic of editing Appendix A of the MCSD Reserve Policy as well as how to 
re-categorize all the reserve categories since the Board released the funds from the old loan & audit 
categories. I was hoping to get further along with this, however I learned that first I needed to go 
through all of the old minutes from prior meetings and find what Board motions were made 
regarding what to save for in the reserves.  
 
So that is what I did. I went through all the old minutes from years 2016-2024. I also found a 
document in our system that had the motions already listed up to 2021, and I just added to it until 
2024. I am attaching the document to this report for review. I hope to receive some feedback at the 
meeting so at the next Finance & Audit meeting we can come up with the new categories to use on 
our policy index and reserve worksheet.  
 
I have also analyzed the 2023-24 budget and updated it with the Strike Team numbers that we have. 
Since we cannot budget for the Strike Team, we will need to amend the budget and add the strike 
team numbers now. I also found a few lines that had not been added previously to the budget and 
added them into it. Overall, it looks like we are doing well within our budget so far. I am also 
starting the process to create the 2024-25 budget next week. I will be asking for input from the fire 
dept. and public Works dept. and the Board as to what is needed and what to budget for next year, 
and hopefully we can get next year’s budget complete a bit earlier than we have in the past years. 
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Beginning Fire 
camp $87,457.96

Date approved Items
Amount approved/ Not to 

exceed 1010 General 1020 Directors 1040 Fire 1050 Alleys 1060 Lights 1070 Pars 1080 Library 1090 Refuse 2000 Sewer 3000 Water Other Other2 Estimated Cost Actual Cost Difference

1/25/2021 Surveyor for Tank properties $2,700.00

1/11/2021 Square Space start-up (new website) $2,700.00 fire camp fund

11/23/2020 Scout Hall Heater $2,300.00 $2,080.43 $219.57

11/11/2020 New Dump/Plow truck $103,000.00
borrow 

$5104.00 until $15,480.00 $2,580.00 $3,118.00 $24,940.00 $39,882.00
$9100.00 

from suplus $100,204.00 $2,796.00

9/28/2020
Phone/Internet at Scout Hall (Northland)

$4,000.00 fire camp fund $1,595.28 $2,404.72

8/10/2020
Hoo Hoo Park pole removal

$3,800.00
park light set 

aside

7/27/2020 District Office Roof $18,000.00 3% 13% 4% 1% 18% 29% 32%

7/27/2020 New Mower $23,000.00
LAIF set aside 

fund

7/27/2020
Upgrade/Replace electrical system at 

Fire Hall $15,000.00

  
operating 

fund

7/13/2020
Lawrence and Associates quarterly 

Water Monitoring 07/20-06/21 $14,427.00

11/25/2019
Lawrence and Associates quarterly 

Water Monitoring  10/19-6/20 $11,871.00

05/13/19 and 07/31/19 Sewer Safety Equipment
$9,973.00 

from reserve

6/10/2019

Reallocate excess professional services 
in Directors fund to advertising General 

Mgr. search $1,500.00

4/12/2021
ADA bathroom in cell 3 and electrical 

panel $1,000.00

5/10/2021 removal of cottonwood trees at OMCP use of MCSD equipment

5/10/2021 Hiring a land Surveyor (Campbell) $2,835.00

5/10/2021
Hire Andrew Ramos as water attorney- 

reserve account $2,000.00

6/28/2021
purchasing materials for cleaning water 

tank NTE budgeted amount $15,000.00

7/12/2021
retain BKS for general counsel waive 

previous cap for legal expenses $8,000.00

8/12/2021 save water line/excavator $30,000.00 line of credit

8/31/2022

Set aside 30% of Strike team revenue for 
future equipment maintenance & 

replacement
30%

3/28/2022

20,000 of 2021 CFAA revenue to be 
spent on wildland PPE & additional 

$5000 from 2021 CFAA rev. for wildland 

3/28/2022
2300 to buy 20 additional refuse cans for 

Squaw Valley Mobile Home Park $2,300.00

3/28/2022
Additional $5000 for water tank 

drainage project. $5,000.00

3/30/221

SCADA System software upgrade not to 
exceed $11,000 to be paid from 50/50 

water sewer reserves. $11,000.00

7/10/2023
Hiring 2 new Paramedics 1 yr. trial not to 

exceed $200,000 $200,000.00 Current Fire Camp $80,757.96

12/11/2023

Fire Dept. Records Management 
program upgrade not to exceed $1,000

$1,000.00

4/10/2023 Purchase of storage container $5,450.00

3/11/2024 Purchase of a new backhoe $170,000.00 1% 19.5% 2.5% 25% 22% 30%

Board Approved Funds Itemized Cost ($)
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MCSD 2230 Fire Chief - Job Description 
Page 1 of 8 

 

   
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 minimum of a valid California  Class 
BC driver's license with Fire fighter endorsement 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 
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 2230.71  Public Services and Facilities Planning and Development:  The Fire Chief shall 
 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, 
as staffing allows thus limiting the reliance on CDF CalFire 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 to coincide with 
the annual budget. 

 
 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. 
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  2230.114 Task:  Perform traffic control operations during emergency situations. 
 
  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    
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MCSD 2230 Fire Chief - Job Description 
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  proximity to highway traffic. 
 
  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 Minimum class CDLW 
firefighter 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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WORKPLACE VIOLENCE PREVENTION PLAN 
GENERAL INDUSTRY 

 
Date: March 8, 2024 

 
Instructions 
Senate Bill (SB553) was signed into law on September 20, 2023. This Plan template is provided 
to assist with the development and implementation of the new workplace violence prevention 
requirements for general industry, which are effective on July 1, 2024. 

 
The Cal/OSHA model Plan was used as a starting point. We have added several sample 
processes and procedures for your convenience; however, a thorough review is recommended 
along with modifications where warranted. Highlighted content indicates customization is 
needed. 

 
The following employers, employees, and places of employment are exempt from these 
requirements: 

- Those who are required to comply with CCR 3342, Violence Prevention in Healthcare. 
This includes firefighters and other emergency responders when providing emergency 
medical services and medical transport. 

- POST participating law enforcement agencies and the Department of Corrections. 

- Employers with less than 10 employees and no public access. 

- Employees teleworking from a location of the employee's choice, which is not under the 
control of the employer. 

 
Resources: 
SDRMA MemberPlus Risk Control Page 

• Manager's Advisory 
• Workplace Violence Prevention Plan Template 
• Incident Log 
• Hazard Assessment & Correction form 

 
Cal/OSHA 

• WPV Employer Factsheet 
• WPV Worker Factsheet 
• All Cal/OSHA Publications 

 
Questions? Contact Henri Castro, SDRMA Risk Control Manager, at hcastro@sdrma.org or Eric 
Lucero, Sr. Risk Control Specialist, at elucero@sdrma.org. 

Please remove this page when developing your Plan. 
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Policy 

Name of District is committed to providing a work environment that is free of disruptive, 
threatening, or violent behavior involving any employee, appointed or elected official, volunteer, 
contractor, client, or visitor. Our policy is to establish, implement, and maintain an effective 
Workplace Violence Prevention Plan (Plan) that addresses the hazards known to be associated 
with four types of workplace violence as defined by Labor Code Section 6501.9. Our written 
Plan is located at enter location of Plan. 

 
The following employers, employees, and places of employment are exempt from these 
requirements: Remove this section or bullets that don't apply. 

- Those who are required to comply with CCR 3342, Violence Prevention in Healthcare. 
This includes firefighters and other emergency responders when providing emergency 
medical services and medical transport. 

- POST participating law enforcement agencies and the Department of Corrections. 

- Employers with less than 10 employees and no public access. 

- Employees teleworking from a location of the employee's choice, which is not under the 
control of the employer. 

 
Definitions 

 
Emergency: Unanticipated circumstances that can be life threatening or pose a risk of 
significant injuries to employees or other persons. 

Engineering Controls: An aspect of the built space or a device that removes a hazard from the 
workplace or creates a barrier between the employee and the hazard. 

 
Log: The violent incident log required (Appendix A). 

 
Plan: The workplace violence prevention Plan. 

 
Serious lniurv or Illness: Any injury or illness occurring in a place of employment or in 
connection with any employment that requires inpatient hospitalization for other than medical 
observation or diagnostic testing, or in which an employee suffers an amputation, the loss of an 
eye, or any serious degree of permanent disfigurement, but does not include any injury or 
illness or death caused by an accident on a public street or highway, unless the accident 
occurred in a construction zone. 

Threat of Violence: Any verbal or written statement, including, but not limited to, texts, 
electronic messages, social media messages, or other online posts, or any behavioral or 
physical conduct, that conveys an intent, or that is reasonably perceived to convey an intent, to 
cause physical harm or to place someone in fear of physical harm, and that serves no 
legitimate purpose. 
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Work Practice Controls: Procedures and rules which are used to effectively reduce workplace 
violence hazards. 

 
Workplace Violence: Any act of violence or threat of violence that occurs in a place of 
employment. Includes, but is not limited to the following: 

 
• The threat or use of physical force against an employee that results in, or has a high 

likelihood of resulting in, injury, psychological trauma, or stress, regardless of whether 
the employee sustains an injury. 

• An incident involving a threat or use of a firearm or other dangerous weapon, including 
the use of common objects as weapons, regardless of whether the employee sustains 
an injury. 

■ The following four workplace violence types: 

- Type 1 violence - Workplace violence committed by a person who has no 
legitimate business at the worksite and includes violent acts by anyone who 
enters the workplace or approaches employees with the intent to commit a 
crime. 

- Type 2 violence - Workplace violence directed at employees by customers, 
clients, patients, students, inmates, or visitors. 

- Type 3 violence - Workplace violence against an employee by a present or 
former employee, supervisor, or manager. 

-  Type 4 violence - Workplace violence committed in the workplace by a person 
who does not work there but has or is known to have had a personal relationship 
with an employee. 

- Workplace violence does not include lawful acts of self-defense or defense of 
others. 

 
Responsibility and Authority 

Workplace Violence Prevention Plan Administrator 
The enter name/titles, is the designated Workplace Violence Plan Administrator and has the 
authority and responsibility for developing, implementing, and maintaining this Plan. 

 
Managers and Supervisors 
Responsibilities include: 

• Implementing the Plan in their respective work areas. 

• Providing input to the Administrator regarding the Plan. 

• Participating in investigations of workplace violence reports. 

• Answering employee questions concerning this Plan. 
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Employees 
Responsibilities include: 

• Complying with the Plan. 

• Maintaining a violence-free work environment. 

• Attending all training. 

• Following all directives, policies, and procedures. 

• Reporting suspicious persons in the area and alerting the proper authorities when 
necessary. 

 
Employee Active Involvement 

The District ensures the following policies and procedures to obtain the active involvement of 
employees and authorized employee representatives in developing and implementing the Plan. 

•  Management will work with and allow employees and authorized employee 
representatives to participate in: 

- Identifying, evaluating, and determining corrective measures to prevent 
workplace violence. This includes, but is not limited to, periodic safety meetings 
with employees and their representatives to discuss the identification of 
workplace violence related concerns and hazards, and to evaluate the concerns 
to identify corrective action. 

- Designing and implementing training by encouraging employees to provide 
feedback and suggestions to help customize the training materials and sessions. 

- Reporting and potentially assisting in the investigating of workplace violence 
incidents. 

 
• Management will ensure that all workplace violence policies and procedures within this 

Plan are clearly communicated and understood by all employees. Managers and 
supervisors will enforce the rules fairly and uniformly. 

 
• All employees will follow all directives, policies, and procedures, as outlined in this Plan, 

and assist in maintaining a safe work environment. 
 

• The Plan shall be in effect at all times and in all work areas and be specific to the 
hazards and corrective measures for each work area and operation. 

 
Compliance 

The Administrator is responsible for ensuring the Plan is clearly communicated and understood 
by all employees. The following techniques are used to ensure all employees understand and 
comply with the Plan: 

• Informing all employees of the Plan during new employee safety orientation training and 
ongoing workplace violence prevention training. 
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• Providing comprehensive workplace violence prevention training to managers and 
supervisors concerning their roles and responsibilities for Plan implementation. 

• Evaluating employees to ensure their compliance with the Plan, and recognizing 
employees who demonstrate safe work practices that promote the elements of the Plan. 

• Disciplining employees for failure to comply with the Plan in accordance with the 
compliance requirements outlined in our District's Injury & Illness Prevention Program. 

 
Communication 

We recognize that open, two-way communication between our management team, staff, and 
other employers, about workplace violence issues is essential to a safe and productive 
workplace. The following communication system is designed to facilitate a continuous flow of 
workplace violence prevention information between management and staff in a form that is 
readily understandable by all employees, and consists of the following: 

• New employee orientation includes workplace violence prevention policies and 
procedures. 

• Workplace violence prevention training, at least annually. 

• Regularly scheduled meetings that address security issues and potential workplace 
violence hazards. 

•  Effective communication between employees and supervisors about workplace violence 
prevention and concerns. 

• Posted or distributed workplace violence prevention information. 

• Encouraging employees to inform their supervisors about any threats of violence or 
workplace violence. Employees may use the Workplace Violent Incident Log (Appendix 
A) to assist in their reporting of incidents. No employee will be disciplined for reporting 
any threats of violence or workplace violence. 

• Employees will not be prevented from accessing their mobile or other communication 
devices to seek emergency assistance, assess the safety of a situation, or communicate 
with a person to verify their safety. Employees' concerns will be investigated in a timely 
manner and they will be informed of the results of the investigation and any corrective 
actions to be taken. 

 
Coordination with Other Employers 

The District will implement the following effective procedures to coordinate implementation of 
our Plan with other employers to ensure those employers and their employees understand their 
respective roles: 

• All employees will be trained in workplace violence prevention. 

• Workplace violence incidents involving any employee are reported, investigated, and 
recorded. 
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• At a multiemployer worksite, the District will ensure that if our employees experience a 
workplace violence incident, we will record the information in the Violent Incident Log 
and provide a copy to the controlling employer. 

 
Workplace Violence Incident Reporting Procedures 

Employees should report all threats or acts of workplace violence to their supervisor or 
manager. The supervisor or manager will be required to inform the Administrator. In the event 
a supervisor or manager is not available, the employee can report an incident directly to the 
Administrator or Human Resources. Add procedure for anonymous reporting, if available. A 
strict non-retaliation policy is in place. 

 
Emergency Response Procedures 

The following procedures and Appendix C must be customized to your District's operations. We 
recommend using information from your District's Emergency Action Plan and/or modifying the 
following procedures as warranted. 

In the event of an actual or potential workplace violence emergency, the employee should 
determine the best immediate reporting option based on the situation and circumstances. The 
methods of reporting emergencies include, but are not limited to: 

- Dialing 911. 

- Immediately notifying the manager, supervisor, Administrator, or Human Resources. 

- Include other emergency reporting methods if warranted. 

Upon being notified of a workplace violence emergency, the Administrator or designated 
"person-in-charge" will determine if emergency procedures should be activated and if 
evacuation or shelter-in-place procedures should be implemented. 

Refer to Appendix C for procedures on how to respond to specific workplace violence 
emergency scenarios. 

 
Workplace Violence Hazard Assessment 

A Workplace hazard assessment will be conducted by the Administrator, and other selected 
employees, utilizing the Workplace Violence Prevention Hazard Assessment & Correction 
Form (Appendix B). An annual review of the past year's workplace violence incidents will be 
conducted. 

 
Inspections are performed according to the following schedule: 

• When the Plan is first established. 

• Annually. 

• When new, previously unidentified workplace violence/security hazards are recognized. 

• After each workplace violence incident or threats occur. 
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Workplace Violence Hazard Correction 

Workplace violence hazards will be evaluated and corrected in a timely manner. The 
Administrator will implement the following procedures to correct the identified workplace 
violence hazards: 

• If an imminent workplace violence hazard exists that cannot be immediately abated 
without endangering employee(s), all exposed employee(s) will be removed from the 
situation except those necessary to correct the existing condition. Employees 
necessary to correct the hazardous condition will be provided with the necessary 
protection, depending on the exposure. 

• All corrective actions taken will be documented and dated on the appropriate forms. 
Such as the Workplace Violence Hazard Assessment and Correction form (Appendix 
C), or other tracking measures. 

 
Post Incident Response and Investigation 

After a workplace incident, the Administrator or their designee will implement the following 
post-incident procedures: 

• Visit the scene of an incident as soon as safe and practicable. 

• Interview involved parties, such as employees, witnesses, law enforcement, and/or 
security personnel. 

• Review security footage of existing security cameras if applicable. 

• Examine the workplace for security risk factors associated with the incident, including 
any previous reports of inappropriate behavior by the perpetrator. 

• Determine the cause of the incident. 

• Take corrective action to prevent similar incidents from occurring. 

• Complete the Violent Incident log (see Appendix A) for every workplace violence incident 
and ensure corrective actions are taken. 

• Obtain any reports completed by law enforcement. 

Training & Instruction 

All employees, including managers and supervisors, will have training and instruction on 
general and job-specific workplace violence practices. 

 
Training will occur: 

• When the Plan is first established. 

• When hired. 

• Annually to ensure all employees understand and comply with the Plan. 

• When a new or previously unrecognized workplace violence hazard has been identified. 
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Employee training on workplace violence will include: 

• A review of the Plan, how to obtain a copy of the Plan, and how to participate in the 
development and implementatoin of the Plan. 

• How to report workplace violence incidents or concerns to the District or law 
enforcement,without fear of reprisal. 

• Workplace violence risks that employees may encourter in their jobs. 

• How to recognize the potential for violence and escalating behavior. 

• General and personal safety measures. 

• Strategies to de-escalate behaviors and to avoid physical harm. 

• The District's alerts, alarms, or systems that are in place to warn of emergencies. 

• Information about the District's Employee Assistance Program. Remove if not available 

• Information about the Violent Incident Log and how to obtain copies of records pertaing 
to completed logs, hazard identification, evaluation and correction, and training records. 

Employees will always have opportunities for interactive questions and answers with the 
Administrator or a person knowledgeable about the District's Plan. 

 
Recordkeeping 

Records of violent incidents (Violent Incident Log), workplace violence hazard identification, 
evaluation and correction, and incident investigations will be maintained for (5) five years. No 
records shall contain medical information. 

Training for each employee, including the employee's name, training dates, type of training, 
and training provider will be maintained for a minimum of (1) years. Modify as warranted. We 
recommend at least three years. 

 
Cal/OSHA Reporting of Work Related Fatalities and Serious Injuries 

The District will immediately, but no later than 8 hours after awareness, report to Cal/OSHA 
any work-related death or serious injury or illness, including any due to workplace violence, of 
an employee occurring at the workplace or in connection with any employment. 

A serious injury or illness (CCR330) is defined as: 

- Any inpatient hospitalization for more than observation 

- Amputation 

- Loss of an eye 

- Serious degree of permanent disfigurement. 

It does not include any injury or illness or death caused by an accident on a public street or 
highway unless the accident occurred in a construction zone. 
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Annual Review 

The District's Workplace Violence Prevention Plan will be reviewed for effectiveness: 

• At least annually. 

• When a deficiency is observed or become apparent. 

• After a workplace violence incident. 

• As needed. 
 
 

Review of the Plan will include measures outlined in the Employee Active Involvement section 
as well as the following: 

• A review of the incident investigations and violent incident log. 

• Assessment of the effectiveness of security systems, including alarms, emergency 
response, and available security personnel, if applicable. 

• Review if violence risks are being properly identified, evaluated, and corrected. 

• Any revisions should be made promptly and communicated to all employees. 
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  Title: 

   

Appendix A 
 

WORKPLACE VIOLENT INCIDENT LOG 
This form must be completed for every record of violence in the workplace. 

 
Incident ID#*: Date and Time of Incident: Department: 

 
* Do not identify employee by name, employee#, or SSI. The Incident ID must not reflect the employee's identity. 

 
Describe Incident (provide detailed description and information on the violence incident tvpe. Include additional paqes if needed): 

 
 
 
 
 

Specific Location(s) of Incident & Workplace Violence Type (see definitions, enter 1, 2, 3 or 4) 
 01 02 03 04 
 01 02 03 04 

Where Incident Occurred: 
I O Workplace O Parking lot 0 Outside of Building 0 Outside of workplace 

Type of Incident (check as many aooly)· 
0 Robbery 0 Grabbed 0 Pushed 
0 Verbal threaUharassment 0 Kicked 0 Scratched 
0 Sexual threat/harassmenUassault 0 Hit with an object 0 Bitten 
0 Animal attack 0 Shot (or attempted) 0 Slapped 
0 Threat of physical force 0 Bomb threat 0 Hit with fist 
0 Threat of use of weapon or object 0 Vandalism (of victim's property) 0 Knifed (or attempted) 
0 Assault with a weapon or object 0 Vandalism (of employer's property) 0 Arson 
0 Robbery 0 other:   

Workplace violence committed bv: 
0 Family or friend 0 Client 0 Coworker 
0 Partner/Spouse 0 Family or friend of client 0 Manager/Supervisor 
0 Former Partner/Spouse 0 Customer 0 Stranger w/criminal intent 
0 ParenURelative 0 Family or friend of customer 0 Other: 

Circumstances at time of incident: 

 
Consequences of incident: 
Law enforcemenUSecurity called? 0 Yes O No. If yes, explain: 

Were actions taken to protect employees from continuing threat or other hazards? 0 Yes O No. If yes, explain: 

Any injuries? 0 Yes O No. If yes, explain: 

Emergency medical responders contacted, including on-site First Aid/CPR?0 Yes O No. If yes, explain: 

Did severity of injuries require reporting to Cal/OSHA? 0 Yes O No. If yes, enter date, time, and representative contacted: 
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Location(s) Assessed: 

 Assessed by: 

Appendix B Customize checklist as warranted. 
 

WORKPLACE VIOLENCE PREVENTION 
HAZARD ASSESSMENT & CORRECTION FORM 

 

 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place 
employees at risk of workplace violence. 

Step 1: Identify risk factors that may increase the District's vulnerability to workplace violence events. 

Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities. 

Step 3: Develop a corrective action Plan with measurable goals and target dates. 
 

STEP 1: IDENTIFY RISK FACTORS 
 

Yes No Risk Factors Comments: 
  Does staff have contact with the public?  

  Does staff exchange money with the public?  

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with a 
high crime rate? 

 

  Does staff enter areas with high crime rates?  

  Does staff have mobile workplaces?  

  Does staff perform public safety functions 
that might put them in conflict with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of threats 
of violence? 
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STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 
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Yes No Building Exterior/Parking Lot Comments: 
  Do employees feel safe walking to and from 

the workplace? 
 

  Are the entrances to the building clearly 
visible from the street? 

 

  Is the area surrounding the building free of 
bushes or other hiding places? 

 

  Are security personnel provided outside the 
building? 

 

  Is video surveillance provided outside the 
building? 

 

  Is there enough lighting to see clearly?  

  Are all exterior walkways visible to security 
personnel? 

 

  Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding? 

 

  Is there enough lighting to see clearly?  

  Are security escorts available?  
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Yes No Security Measures Comments: 
  Is there a response Plan for workplace 

violence emergencies? 
 

  Are there physical barriers? (between staff 
and clients) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  

  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  

  Are there "drop safes" to limit available 
cash? 

 

  Are pharmaceuticals secured?  

  Is there a system to alert staff of the 
presence, location, and nature of a security 
threat? 

 

  Is there a system in place for testing security 
measures? 

 

    

, 
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STEP 3: DEVELOP CORRECTIVE ACTION PLAN 
(Action Plan Types: Bl - Building Interior, BE - Building Exterior, PA - Parking Area, SM - Security Measure) 

 

Type Action Item Person(s) 
Responsible 

Target 
Date Status Comments 
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Appendix C Customize procedures as warranted. 
 

WORKPLACE VIOLENCE 
EMERGENCY RESPONSE SCENARIOUS & PROCEDURES 

 
 

WORKPLACE VIOLENCE ACTS OR THREATS 
 

Workplace violence is any act or threat of violence that occurs at the workplace. These incidents can include 
acts or threats of physical violence, intimidation, or harassment. Verbal abuse, physical assault, and homicide 
are all examples of workplace violence. We have zero tolerance toward all forms of violence. 

 
FOUR TYPES OF WORKPLACE VIOLENCE 

■ Type 1 violence - Workplace violence committed by a person who has no legitimate business 
at the worksite and includes violent acts by anyone who enters the workplace or approaches 
employees with the intent to commit a crime. 

■ Type 2 violence - Workplace violence directed at employees by customers, clients, patients, 
students, inmates, or visitors. 

• Type 3 violence - Workplace violence against an employee by a present or former employee, 
supervisor, or manager. 

■ Type 4 violence - Workplace violence committed in the workplace by a person who does not 
work there but has or is known to have had a personal relationship with an employee. 

Workplace violence does not include lawful acts of self-defense or defense of others. 
 

EMPLOYEE WARNING SIGNS 

Often, warning signs are observed in employees, customers, and others who may behave violently on a work 
site. These behaviors may include: 

- Intimidation. 
- Rude behavior toward fellow employees. 
- Frequent arguments with co-workers or clients. 
- General aggressive behavior like hitting or kicking objects, breaking things, or screaming. 
- Acts of revenge like stealing or property damage. 
- Verbal wishes to harm other workers. 

 
While there is no perfect way to predict violence will occur, any combination of these behaviors may be a 
signal. Employees are encouraged to report these actions to the Administrator to prevent further escalation of 
any type of violent situation. 

 
WARNING SIGNS FROM CUSTOMERS 

• The person is not satisfied with any solutions you offer. 

• Unreasonably agitated. 

• Physical posturing (clenched fists). 
If the verbal confrontation starts to escalate, remain calm, courteous, and stay neutral. Let them know you are 
contacting a manager to further assist them. Trust your intuition to determine if help is needed. 
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WHEN HELP IS NEEDED 

•  Continue to try and help the person by listening and providing feedback until law enforcement has 
arrived. 

• If at any time you believe you are potentially in physical danger, yell for Help! 
• If you are being assaulted: 

Yell for help. 
- Look for a way to escape. 
- Act with aggression. 

 
PERSONAL SAFETY 

• When leaving the building: 

- Be alert to your surroundings and look around the area outside before exiting the building. Do not 
use or look at your phone. 

- Attackers expect passive victims, so walk with a steady pace, appear purposeful, and project 
confidence. 

• While in your vehicle: 

- Have your keys in your hand as you approach your vehicle so that you do not have to search for 
them. 

-  Before entering your vehicle quickly check the back seat and around the vehicle for anything 
unusual. 

- Always lock your car doors as soon as you enter the vehicle. 
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ACTIVE SHOOTER 
 

The three most common response options for an active shooter event are evacuate, hide out, or take action. 
During an active shooter event, employees need to be able to determine their best course of action for the 
situation they are facing. 

 
CHARACTERISTICS OF AN ACTIVE SHOOTER SITUATION 
An active shooter is an individual actively engaged in killing or attempting to kill people in a confined and 
populated areas, typically through the use of firearms. Victims are typically selected at random. The event is 
unpredictable and evolves quickly. Law enforcement is usually required to end an active shooter situation. 

 
HOW TO RESPOND 

 
1. EVACUATE • Have an escape route in mind. 

• Leave immediately. 
• Keep hands visible. 

2. HIDE OUT 
 

 
3. TAKE 
ACTION 

• Hide in an area out of the shooter's view. 
• Block the entry to your hiding place and lock doors, if possible. 
• Silence your cell phone. 
• Last resort when your life is in imminent danger. 
• Attempt to incapacitate the shooter. 
• Act with physical aggression and throw items at shooter. 
• Have an escape route in mind. 

 
CALL 911 WHEN IT IS SAFE TO DO SO 

 
When law enforcement arrives remain calm and follow all instructions. 

• Put down any items in your hands (i.e., bags, jackets). 
• Raise hands and spread fingers. 
• Always keep your hands visible. 
• Avoid quick movements toward officers. 
• Avoid pointing, screaming or yelling. 
• Do not stop to ask officers for help or direction when evacuating. 

 
Information to provide law enforcement when asked: 

• Location of the active shooter. 
• Number of shooters. 
• Physical description of shooters. 
• Type of weapons if known. 

 
 

Training resource: 

- Department of Homeland Security 
- OHS Active Shooter Preparedness Video 
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BOMB THREAT 
Most bomb threats are false and primarily intended to elicit a response from building occupants. However, no 
bomb threat should be assumed fake. If a potentially harmful device is found, call 911 for assistance. 

 
PHONE THREAT 

• Remain calm. 

• Immediately use the Bomb Threat Checklist for guidance and to document the call. 

• After the caller has ended the call, notify the Administrator. 

• If the threat was left on your voicemail, do not erase and immediately notify the Administrator. 
 
 

WRITTEN THREAT 
• Handle the document as little as possible and immediately notify the Administrator. 

• If the threat should come via e-mail, save the information. 
 
 

POSSIBLE EVACUATION 
• The Administrator will call law enforcement and follow their instructions. 

• The decision to evacuate is handled on a case-by-case basis on instructions given by law 
enforcement. 
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BOMB THREAT CHECKLIST 
 

REMAIN CALM 
Time call received: I Time call ended: 

Document any information from the phone display window: 

Engage caller as long as possible and document their words: 

Attempt to obtain information about the device: 

When will the device detonate or activate? 

Where is the device located? 

What kind of device is it? 

What does the device look like? 

Voice Description  

□Male D Young □Calm Accent? □Yes □No 

D Female 0 Adult D Nervous Describe: 

D Senior  

Did you recognize the voice? Who? 

Did caller have knowledge of building? 

Unusual phrases: 

Any background noise or distinctive sounds? 

Name of person received call 
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CIVIL UNREST 
Civil unrest events are often associated with riots, looting, or protests. In these instances, sheltering-in-place is 
an action taken to protect the building occupants from external hazards, minimizing the chance of injury and/or 
providing the time necessary to allow for a safe evacuation. 

 
SHELTER IN PLACE 
If there is a need to shelter-in-place the Administrator or person-in-charge will advise employees and 
guests of the emergency. Please note employees and guests cannot be forced to shelter-in-place. 

• The person-in-charge will collect the names of everyone in the shelter area. 

• If possible, the business voicemail recording will be updated to indicate the building is closed 
due to the emergency. 

• If the civil unrest includes hazardous chemicals, the HVAC systems may be shut off. 

• If in danger of broken glass, window shades will be closed. 

• Emergency supplies will be moved to the shelter area. 

• The District will listen/read available mediums (radio, internet) for further instructions until we 
are told all is safe or to evacuate. 
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MEDICAL EMERGENCY 
 

CPR/AED 
NON-Trained Responder: 

• Call 911 and designate a person to direct EMS personnel as they arrive. 

• Do not move person unless absolutely necessary. 

 
Trained and Certified CPR Responder Only: 

• Designate someone to call 911 and direct EMS when they arrive. 

• Check the person for responsiveness. 

• Conduct a primary assessment (breathing) while checking responsiveness. 

• Initiate CPR and/or AED if necessary. 

 
FIRST AID ONLY 

Non-Trained First Aid Responder: 

• Call 911 and designate a person to direct EMS as they arrive. 

• Do not move person unless absolutely necessary. 

• Use universal precautions, such as disposable gloves, face mask if comforting person while waiting. 
Trained First Aid Responder Only: 

• Designate someone to call 911 (if necessary) and direct EMS as they arrive. 

• Do not move the person unless absolutely necessary. 

• Use universal precautions, such as disposable gloves, face mask. 

• Follow any directions provided by the 911 operator. 

• Designate a person to direct EMS personnel as they arrive. 

• Provide person information to the EMS personnel. 
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SUSPICIOUS PACKAGE 
 

Explosives or other life-threatening items can be enclosed in either a parcel or an envelope, and its outward 
appearance is limited only by the imagination of the sender. However, suspicious packages have exhibited 
some unique characteristics that might assist you. To apply these factors, it is important to know the type of 
mail normally received. 

 
CHARACTERISTICS TO LOOK FOR IN A SUSPICIOUS PACKAGE OR LETTER 

• Restricted endorsements such as "personal" or "private." This is important when the addressee 
does not normally receive personal mail at the office. 

• The addressee's name and/ title might be inaccurate. 

• Distorted handwriting, or the name and address might be prepared with homemade labels or cut- 
and-paste lettering. 

• Protruding wires, aluminum foil or oil stains visible. 

• Emit a peculiar odor. 

• Envelope might feel rigid or appear uneven or lopsided. 

• Unprofessionally wrapped with several combinations of tape. Might be endorsed "Fragile-Handle 
With Care" or "Rush-Do Not Delay." 

• Making a buzzing or ticking noise or sloshing sound. 

 
IF YOU SUSPECT A SUSPICIOUS PACKAGE OR LETTER 

• Do not take a chance. Immediately call 911. 

• Do not move, alter, open, examine, or disturb the article. 

• Do not put in water or a confined space such as a desk drawer or filing cabinet. 

• Isolate the suspicious package or article and clear the immediate area until law enforcement 
arrives. 
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I Title:  

WORKPLACE VIOLENCE PREVENTION 
HAZARD ASSESSMENT & CORRECTION FORM 

 

 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place 
employees at risk of workplace violence. 

Step 1: Identify risk factors that may increase the District's vulnerability to workplace violence events. 

Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities. 

Step 3: Develop a corrective action plan with measurable goals and target dates. 
 

STEP 1: IDENTIFY RISK FACTORS 
 

Yes No Risk Factors Comments: 
  Does staff have contact with the public?  

  Does staff exchange money with the public?  

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with a 
high crime rate? 

 

  Does staff enter areas with high crime rates?  

  Does staff have mobile workplaces?  

  Does staff perform public safety functions 
that might put them in conflict with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of threats 
of violence? 
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STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 
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Yes No Building Exterior/Parking Lot Comments: 
  Do employees feel safe walking to and from 

the workplace? 
 

  Are the entrances to the building clearly 
visible from the street? 

 

  Is the area surrounding the building free of 
bushes or other hiding places? 

 

  Are security personnel provided outside the 
building? 

 

  Is video surveillance provided outside the 
building? 

 

  Is there enough lighting to see clearly?  

  Are all exterior walkways visible to security 
personnel? 

 

  Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding? 

 

  Is there enough lighting to see clearly?  

  Are security escorts available?  
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Yes No Security Measures Comments: 
  Is there a response plan for workplace 

violence emergencies? 
 

  Are there physical barriers? (between staff 
and clients) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  

  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  

  Are there "drop safes" to limit available 
cash? 

 

  Are pharmaceuticals secured?  

  Is there a system to alert staff of the 
presence, location, and nature of a security 
threat? 

 

  Is there a system in place for testing security 
measures? 
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STEP 3: DEVELOP CORRECTIVE ACTION PLAN 
(Action Plan Types: Bl - Building Interior, BE - Building Exterior, PA - Parking Area, SM - Security Measure) 

 

Type Action Item Person(s) 
Responsible 

Target 
Date Status Comments 
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I Title:  

WORKPLACE VIOLENCE PREVENTION 
HAZARD ASSESSMENT & CORRECTION FORM 

 

 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place 
employees at risk of workplace violence. 

Step 1: Identify risk factors that may increase the District's vulnerability to workplace violence events. 

Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities. 

Step 3: Develop a corrective action plan with measurable goals and target dates. 
 

STEP 1: IDENTIFY RISK FACTORS 
 

Yes No Risk Factors Comments: 
  Does staff have contact with the public?  

  Does staff exchange money with the public?  

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with a 
high crime rate? 

 

  Does staff enter areas with high crime rates?  

  Does staff have mobile workplaces?  

  Does staff perform public safety functions 
that might put them in conflict with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of threats 
of violence? 
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STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 
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Yes No Building Exterior/Parking Lot Comments: 
  Do employees feel safe walking to and from 

the workplace? 
 

  Are the entrances to the building clearly 
visible from the street? 

 

  Is the area surrounding the building free of 
bushes or other hiding places? 

 

  Are security personnel provided outside the 
building? 

 

  Is video surveillance provided outside the 
building? 

 

  Is there enough lighting to see clearly?  

  Are all exterior walkways visible to security 
personnel? 

 

  Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding? 

 

  Is there enough lighting to see clearly?  

  Are security escorts available?  
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Yes No Security Measures Comments: 
  Is there a response plan for workplace 

violence emergencies? 
 

  Are there physical barriers? (between staff 
and clients) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  

  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  

  Are there "drop safes" to limit available 
cash? 

 

  Are pharmaceuticals secured?  

  Is there a system to alert staff of the 
presence, location, and nature of a security 
threat? 

 

  Is there a system in place for testing security 
measures? 
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STEP 3: DEVELOP CORRECTIVE ACTION PLAN 
(Action Plan Types: Bl- Building Interior, BE - Building Exterior, PA - Parking Area, SM- Security Measure) 

 

Type Action Item Person(s) 
Responsible 

Target 
Date Status Comments 
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