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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

THE USE OF CELLULAR PHONES
 

I. USE OF PHONE WHILE DRIVING

No engineer shall use a cellular phone, in any manner, when the apparatus is being driven.  
An exception may occur where the squad driver must communicate with a hospital emergency 
room regarding patient care, treatment, or destination issues.

II. USE OF PHONE AT EMERGENCY SCENES

Cellular phones shall not be used at an emergency scene in such a manner so as to cause 
an interference with personal or department safety, operations, or duties.  In addition, absent 
express approval by a chief officer, personal cell phones shall not be used to take photographs.  
Also refer to the fire department’s photo policy.

III. USE OF PHONE BY TRAINING

Personal phones shall not be used during training or educational sessions in such a manner 
that it inconsistent with the purpose of training or in a manner that causes a distraction or 
disruption with individuals, fellow firefighters, or groups’ participation in the training.  

IV. EXCEPTION TO RULES 1-3 ABOVE

An exception to these rules may occur in a case where an employee must address personal, 
family, or work emergency.  What constitutes an emergency will be determined by the Fire 
Chief or Board of Trustees.

Adopted: ________________________6/21/2014



Page 2

Springfield Township Fire Department New Policies Handbook

SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 
CODE OF ETHICS

This Code is applicable to all officials or employees of Springfield  Township (“Township”).

Ohio’s Ethics Law recognizes that many public officials and employees are in a position to make or 
influence decisions that directly affect their personal interests.  The law, and this code, attempt to 
prevent this type of activity.  

A Township official or employee may not use, or authorize the use of, his/her public position to 
benefit himself/herself or others in circumstances that create a conflict of interest where his/her 
objectivity could be impaired. 

A Township official or employee must avoid situations in which he/she might gain personally as a 
result of the decisions he/she makes or influences as a public servant.  

A Township official or employee is prohibited from using his/her position to benefit others, such as 
business associates and family members, because his/her relationship with those individuals could 
impair his/her objectivity and his/her public duties.  

A Township official or employee shall not knowingly authorize, or employ the authority or influence 
of his/her office to secure authorization of any public contract in which the official or employee, a 
member of the official’s or employee’s family, or any of the public official’s business associates has 
an interest.  For the purpose of this policy, a “public contract” means the purchase or acquisition, or 
a contract for the purchase or acquisition, of property or services by or for the use of the Township, 
including the employment of an individual.  

A Township official or employee is prohibited from soliciting or accepting anything of value that 
would create a substantial and improper influence upon the official in his/her public duties.  

This provision prohibits a Township official or employee from soliciting or accepting gifts, travel 
expenses, consulting fees, or any other thing of substantial value from a party that is interested 
in, regulated by, or doing or seeking to do business with the Township.  (A private citizen may not 
promise or give anything of value to a Township official or employee under circumstances that 
create a conflict of interest.)
          
No present or former Township official or employee shall, during public employment of service or for 
twelve months thereafter, represent a client or act in representative capacity for any person on any 
matter in which the public official or employee personally participated as a public official or employee 
through decision, approval, disapproval, or recommendation, in rendering advice, investigation, or 
other substantial exercise of administrative discretion.  This rule does not prohibit a Township official 
or employee from representing the Township following his/her departure.

No present or former official or employee of the Township shall disclose or use, without appropriate 
authorization any information acquired by the official or employee in the course of a public official’s 
or employee’s official duties that is confidential because of statutory provisions, or that has been 
clearly designated to the public official or employee as confidential when that confidential designation 
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is warranted because of the status of the proceedings or the circumstances under which the 
information was received and preserving its confidentiality is necessary to the proper conduct of 
government business.  

A Township official or employee who participated, in his/her official capacity, in administrative matters 
pertaining to solid or hazardous waste management, handling, transporting, or disposal is prohibited 
for a period of two years after his/her employment ends with the Township from representing, before 
any public agency, an owner or operator of a waste facility, or an applicant for a permit or license for 
a facility, on any matter which he/she personally participated in his/her official capacity.

A Township official or employee is prohibited from having an interest in a public contract with the 
Township, even if he/she does not participate in the issuance of the contract.  An official or employee 
may not have an interest in a public contract with the Township if he/she meets the conditions set 
forth in the two exemptions in this prohibition:

I. EXEMPTION NO. 1  A public official is not deemed to be “interested” in the public contract 
with his/her public agency if all of the following conditions apply:

 
A. His/her interest in the corporation is limited to being either a stockholder or creditor of 

the corporation;
B. He/she holds less than 5% of the outstanding stock in the corporation, or he/she is a 

creditor owed less than 5% of the outstanding debt of the corporation; and
C. He/she informs his/her public agency of his/her intentions by filing an affidavit with the 

agency prior to entering into the contract; and

II. EXEMPTION NO. 2  The prohibitions do not apply if all of the following conditions are met:

A. The official or employee takes no part in the deliberations and decisions on the 
transaction;

B. The official or employee informs the Township of his/her interest;
C. The contract involves necessary supplies or services that are not obtainable elsewhere 

at the same or lower cost or that are part of a contract established before he/she was 
hired; and

D. The Township is given treatment at least equal to that given to other clients involved 
in similar transactions.

A Township official or employee is prohibited from receiving compensation, in addition to that paid by the 
Township, for performing official duties with the Township.  (A private party is prohibited from giving any 
supplemental compensation to a Township official or employee to perform his/her official duties.)

A Township official or employee is prohibited from soliciting or accepting anything of value, or 
coercing a campaign contribution, in exchange for appointment to any public position, or any other 
kind of personnel action, such as a promotion or transfer.  

A Township official or employee shall not knowingly authorize, or employ the authority or influence 
of his/her office to secure the investment of public funds in any share, bond, mortgage, or other 
security, with respect to which the official or employee, a member of the official’s or employee’s 
family, or any of the public official’s business associates either has an interest, is an underwriter, or 
receives any brokerage, origination, or servicing fees.
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A Township official or employee, during the term of his/her office, and within one year thereafter, 
shall not knowingly occupy any position of profit in the prosecution of a public contract authorized 
by the official or employee, or by the board of which the public official was a member at the time of 
the authorization, unless the contract was let by competitive bidding to the lowest and best bidder.  

Adopted: ____________________ 6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

PERSONAL PROTECTIVE CLOTHING AND EQUIPMENT
I. The Township shall provide and all firefighters shall use personal protective clothing and 

equipment when the employees are required to work in a hazardous environment that may 
be encountered during structural firefighting activities and under similar conditions during 
training activities.  

II. The Fire Department and employees shall insure that protective clothing protects the head, 
body, and extremities and consists of at least the following components: foot protection; hand 
protection; body protection; eye, face, and head protection; and respiratory protection.

III. Personal protective clothing and equipment shall be properly sized for the employee.

IV. Personal protective clothing and equipment that is damaged or otherwise defective to the 
point of voiding its intended protection shall be removed from service.  

V. The Fire Department has developed and requires the use of a written plan  covering the safe 
use, limitations, care, inspection, maintenance, and replacement of the clothing and equipment 
required by the Ohio Revised Code, and all employees shall be trained in accordance with 
the plan.

VI. The Fire Department shall use and retain records for the life of the protective clothing and 
equipment.

VII. The Fire Department will provide for the cleaning of personal protective clothing.

VIII. Should the Fire Department permit employees to provide their own protective clothing and 
equipment, such clothing and equipment shall be provided at equal or greater protection than 
that provided by the Fire Department.  

IX. It is the responsibility of the employee to properly use the equipment provided by the Fire 
Department.  

Adopted:  __________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

RESPIRATORY PROTECTION
I. All employees exposed to hazardous atmospheres from fires and other  emergencies, or 

when the potential for such exposure exists, shall use self-contained breathing apparatus 
(“SCBA”) as provided by the Fire Department.

II. The Fire Department shall provide only those SCBA that have been approved by the National 
Institute for Occupational Safety and Health (“NIOSH”) and the Mine Safety and Health 
Administration (“MSHA”).  The Fire Department shall only utilize SCBAs with a service life 
of thirty (30) minutes or more of air, which are of a positive – pressure type, and which are 
equipped with an airflow control device for dofting and donning purposes only.  Such air 
controlled device shall not permit the continued used of the SCBA in the demand mode after 
donning.

III. The Fire Department has adopted and maintains a respiratory protection program that 
addresses the selection, inspection, safe use, and maintenance of respiratory protection 
equipment, training in its use, and assurance of air quality testing. 

IV. All employees shall be medically certified by a physician, or by a State of Ohio licensed health 
care professional who can perform medical evaluations under the supervision of a physician, 
on an annual basis.  The medical certification will be completed as part of the firefighter’s 
annual physical exam mandated by the Township. 

V. The face piece seal capability of each member qualified to use SCBA shall be verified by 
qualitative fit testing on an annual basis and whenever new types of “SCBA” or face pieces 
are issued.  Each new employee shall be tested before being permitted to use SCBA in a 
hazardous atmosphere.  Only employees with a properly fitted face piece shall be permitted 
by the Fire Department to function in a hazardous atmosphere with SCBA.

VI. Breathing air supplied for an SCBA shall be at least grade D quality as specified in “Compress 
Gas Association Commodity Specification for Air, Pamphlet G-7.1” and shall have a dew 
point level of -65 degrees Fahrenheit or dryer and a maximum particulate level of 5 mg/m3 
air. 

VII. Breathing air quality shall be tested accordingly and shall meet the requirements of the Ohio 
Administrative Code.

VIII. The Fire Department shall not permit any known interference with a face piece to face seal or 
with the operation of the exhalation valve on the full face piece of an SCBA or on employees 
who are exposed to hazardous atmospheres from fires and other emergencies or if potential 
for such exposure exists.

IX. Respiratory equipment shall be inspected, maintained, and repaired in accordance with the 
manufacturer’s recommendations.  Maintenance records shall include at the minimum a 
written record of such inspection and maintenance for each piece of equipment.
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X. The practice of buddy breathing by any means is strictly prohibited.  Buddy breathing is the 
practice of sharing a single SCBA breathing air source between two (2) persons.

XI. The use of a universal air connection will be permitted to replenish the breathing air cylinder 
of an SCBA user from an independent rescue breathing air source.  An independent rescue 
breathing air supply source does not include the breathing air from an SCBA and worn by 
another firefighter.

  

Adopted:  __________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

CRIMINAL RECORDS CHECK FOR NEW EMPLOYEES

I. REQUIREMENT FOR CRIMINAL RECORDS CHECK

A. The Fire Chief of Springfield Township (“Township”) shall request the Superintendent 
of Bureau of Criminal Identification and Investigation (“BCII”) to conduct a criminal 
records check with respect to any person who is under consideration for appointment 
or employment as a permanent, full-time paid, part-time, or volunteer firefighter. This 
request by the Fire Chief from the Superintendent may include a specific request that 
the Superintendent obtain information from the Federal Bureau of Investigation (FBI) 
as part of the criminal records check.

B. The Fire Chief shall provide to each person for whom he intends to request a criminal 
records check a copy of the form prescribed by R. C. Section 109.578(C)(1) and 
a standard impression sheet to obtain fingerprint impressions, obtain a completed 
form and impression sheet from the person, and forward the completed form and 
impression sheet to the Superintendent of BCII at the time the criminal records check 
is requested.  

C. A person under consideration for appointment or employment with the Township who 
receives a copy of the form and a copy of the impression sheet and who is requested 
to complete the form and provide a set of fingerprint impressions shall complete the 
form or provide all information necessary to complete the form and shall provide 
the information sheet with the impressions of his/her fingerprints.  If a person under 
consideration for appointment or employment with the Fire District fails to provide the 
information necessary to complete the form or fail to provide impressions of his/her 
fingerprints, the Township shall not appoint or employ the person as a firefighter.  

D. In lieu of the requirements of Sections 1.B and 1.C, and recognizing the current 
requirements of BCII, the Fire Chief may require each potential or current employee for 
whom he intends to request a criminal records check to report to the Mahoning County 
Education Service Center to complete the fingerprinting process.  The Mahoning 
County Education Service Center shall provide the forms prescribed by R.C. Section 
109.578(C)(1) and a standard impression sheet to obtain fingerprint impressions, and 
may obtain the fingerprints of the prospective employee in order to directly forward 
the completed form and impression to the Superintendent of BCII.  The person under 
consideration for appointment or employment with the Township shall complete the 
form and provide all information necessary to the independent agency to complete 
the form so as to be able to forward it to BCII. If a person under consideration for 
appointment or employment with the Township fails to provide the information 
necessary to complete the form, fails to provide impressions of his/her fingerprints, or 
fails to otherwise cooperate with the Mahoning County Education Service Center, the 
Township shall not appoint or employ the person as a firefighter.
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E. When the Fire Chief requests a criminal records check, the Township may appoint 
or employ the individual as a permanent, full-time, part-time, or volunteer firefighter 
conditionally until the criminal records check is completed and the Fire Chief receives 
the results.  If the results of the criminal records check  indicate that the person subject 
to the criminal records check does not qualify for appointment or employment, the 
Fire Chief with the Township Board of Trustees’ approval shall release the person 
from appointment or employment, and shall advise the Township Board of Trustees 
accordingly.  

II. PAYMENT OF FEES

A. The Township, through the Fire Chief, shall pay to the BCII the fee prescribed by BCII 
(pursuant to Section 109.578(C)(3) of the Revised Code) for each criminal records 
check conducted in accordance with that section.  The Township may charge the 
applicant who is subject to the criminal records check a fee for the cost the Township 
incurs in obtaining the criminal records check.  A fee charged under this section shall 
not exceed the amount of fees the Township pays for the criminal records check.  If 
a fee is charged under this division, the Township shall notify the applicant at the 
time of the applicant’s initial application for appointment or employment of the amount 
of the fee and that, unless the fee is paid, the applicant will not be considered for 
appointment or employment.

III. INABILITY TO EMPLOY

The Township shall not appoint or employ a person as a permanent, full-time paid, part-
time, or volunteer firefighter if the Township, through the Fire Chief, has requested a criminal 
records check and a criminal records check indicates that the person previously has been 
convicted of or pleaded guilty to any of the following:

A. A felony;
B. A violation of Revised Code Section 2909.03 (Arson);
C. A violation of an existing or former law of this State, any other State, or the United 

States that is substantially equivalent to a felony or violation of Section 2909.03 of the 
Revised Code.

IV. REHABILITATION

A. Notwithstanding the prohibition on appointment or employment of a person with a 
felony conviction or a violation of Section 2909.03 of the Revised Code, the Township 
may appoint or employ a person as a permanent, full-time paid, part-time, or volunteer 
firefighter if all of the following apply:

1. The Township, through the Fire Chief, has requested a criminal records check 
pursuant to this policy;

2. The criminal records check indicates that the person has previously been 
convicted of or pleaded guilty to a felony or a violation of Section 2909.03 of 
the Revised Code; and
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3. The person meets the rehabilitation standards established by the Township.

B. The Township may employ an applicant who was convicted of or pleaded guilty to a 
felony if all of the following standards are met:

1. The applicant is not a repeat theft related offender;
2. The applicant is not a repeat violent offender;
3. The offense is not a sexually oriented offense;
4. The offense is not a violation of any one of the following sections of the Revised 

Code or violation of an existing or former law of this State, any other State, 
or United States if the offense is substantially equivalent to the offenses or 
violations described in the following sections of the Revised Code:

 a. 2903.01 (Aggravated Murder);
 b. 2903.02 (Murder);
 c. 2903.03 (Voluntary Manslaughter);
 d. 2903.34 (Patient Abuse or Neglect);

  
  5. If the offense is not one of violence, and:

a. The applicant is either discharged from imprisonment, sentenced to 
probation, or is on parole, and has complied with all conditions specific 
to the discharge, probation, or parole; or

b. The applicant provides proof that all conditions regarding fulfillment of 
sentencing requirements are being met; and

6. The Board of Trustees determines that the present character, fitness, and 
moral qualifications of an applicant qualify the applicant for employment with 
the Township.  In making this determination, the following factors shall be 
considered in assigning weight and significance to the applicant’s prior conduct:

a. Failure to provide complete and accurate information concerning the 
applicant’s past;

b. The nature and seriousness of the conduct;
c. The degree to which the applicant participated in the offense and degree 

to which the victim contributed to or provoked the offense;
d. The applicant’s age at the time of the conduct giving rise to the felony 

conviction;
e. Regardless of whether the applicant knew the victim prior to committing 

of the offense, the age and mental capacity of the victim;
f. The number of previous offenses or length of time since the most recent 

conviction or guilty plea
g. The likelihood that the circumstances leading to the offense will reoccur;
h. A pattern of disregard of the laws of this state, another state, or the 

United States;
i. Other acts of the perspective employee that involve dishonesty, fraud, 

deceit or misrepresentation;
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j. The extent to which the position applied for provides an opportunity for 
the commission of a similar offense;

k. The applicant’s employment record;
l. The applicant’s effort at rehabilitation and results of those efforts;
m. Whether any criminal proceedings are pending;
n. Evidence of an existing and untreated chemical (drug or alcohol) 

dependancy;
o. Evidence of a mental, emotional, or psychological disorder that in any 

way affects or, if untreated, could affect the applicant’s ability to serve 
the public in a competent and professional manner;

p. Neglect of financial responsibilities;
q. Neglect of professional obligations;
r. Violation of an order of a court or licensing authority;
s. Denial of certification or licensure in another jurisdiction on character 

and fitness grounds;
t. Disciplinary action taken by any other professional disciplinary agency 

of any jurisdiction; and  
u. The reliability of information concerning the conduct;
v. Positive social contributions of the applicant since the conduct;
w. Candor of the applicant in the job application process;
x. Public confidence in the fire department if the applicant is so employed; 

and
y. Any other factors relating to the position that the Fire Chief and/or Board 

of Trustees considers relevant to the performance of job duties.

7. The prospective Employee receives a unanimous vote of appointment by the 
Township Board of Trustees.

  
C. In determining an applicant’s character, fitness, and moral qualifications for employment 

with the Township, the Board shall not consider factors which do not directly bear a 
reasonable relationship to employment as a firefighter, including, but not limited to, the 
following impermissible factors: 

 Age, gender, color, national origin or religion of the applicant; or some form of disability 
of the applicant, provided that the applicant, though disabled, is able to fully satisfy 
the essential eligibility requirements for the position for which he/she applies. This 
provision does not release the candidate, however, from complying with the Township’s 
physical fitness standards.

   
D. If the applicant fails to provide proof that the personal character standards listed in 

Section 4.B.6 are met, or if the Board of Trustees determines that the proof offered by 
the applicant is inconclusive, the applicant shall not be employed by the Township.  

E. The applicant shall disclose a conviction that has been sealed because the information 
bears a direct and substantial relationship to any position for which the applicant is 
applying, and to his/her ability to obtain firefighter or EMT certification with the State 
of Ohio.
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F. The Township Board of Trustees shall not disqualify a candidate under any of the 
following circumstances:

  a. The individual has been granted an unconditional pardon; and
  b. The conviction or guilty plea has been set aside pursuant to the law.
  
REFERENCE:

R.C. Section 505.381(Townships/Townships)
R.C. Section 737.081(Cities)
R.C. Section 737.221(Villages) 
R.C. Section 109.578 (BCII)

Adopted: ______________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

ADMINISTRATIVE INFORMATION

I. PROBATIONARY EMPLOYEE
The probationary period will be a period of not less than twelve (12) months, commencing 
with the first day of appointment by the Board of Trustees.

II. TRAINING FOR FIREFIGHTING
A probationary firefighter may assume the duties of a regular firefighter, which include interior 
structural firefighting or other duties that may place an under trained person at risk, only 
after  he/she has completed the state mandated basic Firefighter I course.  In addition, the 
probationary firefighter must show competency in driving, operating and pumping each of 
the Township’s emergency vehicles.  The employee must be familiar with and understand 
the department’s rules, regulations and procedures.  The time to accomplish these skills 
and requirements may vary from person to person.  The Fire Chief has the final authority to 
release the probationary firefighter for duty as a regular firefighter.  The release to perform 
the duties of a regular firefighter does not release a new firefighter from his/her 12 months as 
a probationary firefighter.  Furthermore, the probationary firefighter MUST have completed 
the Basic Firefighting I class BEFORE the end of the 12 month period.    

III. TRAINING FOR EMS
A probationary emergency medical technician must be familiar with and understand the 
department’s rules, regulations and procedures.  The time to accomplish the skills and 
requirements vary from person to person.   The fire chief has the final authority to release the 
probationary EMT for duty as a regular EMT.  The release to perform the duties of a regular 
EMT does not release a new EMT from his/her 12 months as a probationary employee.  
Furthermore, the probationary EMT must have completed the EMT class before the end of 
the 12-month period.

IV. PERSONAL TELEPHONE TO BE MAINTAINED
All personnel shall maintain a telephone in order that they may be contacted in case of 
necessity.  Telephone numbers and addresses shall be kept current with the Fire Chief and 
Department secretary.  This information will be held in confidence in accordance with the 
provisions of the Ohio Revised Code.

V. DRIVER’S LICENSE
All personnel shall have a valid State of Ohio driver’s license and shall maintain a driving 
record which enables them to be insured under the Township liability policy.  All personnel 
shall maintain familiarity with traffic laws of the State.  Any suspensions or revocations of 
an employee’s driver’s license shall be reported to the Fire Chief immediately. An employee 
shall maintain liability insurance on his/her own personal vehicle as mandated by law.

VI. RESIGNATION
Personnel in good standing who decide for any reason to leave the employ of the Township 
shall submit a formal resignation to the Fire Chief at least two (2) weeks before leaving his or 
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her employment.  An employee who voluntarily leaves the fire department without submitting 
a formal resignation as required shall be deemed to  have  resigned  with  prejudice and a 
suitable  notification shall be  made in his/her personnel file by the Fire Chief.

VII. LEAVES OF ABSENCE
An individual may take a leave of absence from the Department for a period not to exceed 
one year.  The employee must make the request in writing to the Fire Chief.  The request 
for leave will then be presented to the Trustees, with a recommendation for or against the 
leave, by the Fire Chief.  The Trustees, at their discretion, may grant the leave for the period 
requested, or for a lesser period.  All township property shall be turned in during the period of 
the leave.  In the event an individual cannot comply with the township requirements or his/her 
request is denied, the individual will be asked to resign.  An individual who resigns “in good 
standing” (not deficient in requirements) may reapply for employment at a later date.  In the 
event that the member does not maintain himself/herself in good standing, disciplinary action 
may be taken by the Township.

Adopted:  ______________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

DONATIONS

The Board of Trustees may accept, on behalf of the Township, the donation by bequest, devise, 
deed of gift, or otherwise, any real or personal property for any Township use.  

When real or personal property (including any vehicles, equipment, or like materials) is offered to 
the Township through donation, the Township must formally accept the real or personal property by 
majority vote.  

Once the Township formally accepts the donation, the Township and donor must work to complete 
any necessary paperwork required for the transfer of deed or title to the real or personal property 
necessary for the Township to take ownership.  The Township will not legally be liable for the 
maintenance or upkeep of the real or personal property until the Township has formally accepted 
the donation and where applicable, the property has been legally transferred to the Township.  

No employee of the Township shall place any donated equipment on Township property or in 
Township buildings or in or on department vehicles until permission is received from the Board of 
Trustees.

All donations of money will be acknowledged by the Board of Trustees, in writing.  The fiscal officer 
may acknowledge the receipt of a gift, on behalf of the Board of Trustees, as so directed by the 
Board.  Unless the gift is directed toward a specific department (police, fire, roads), the gift shall be 
placed in the Township general fund.  

No employee of the Township shall place equipment in Township buildings or fire stations or on or in 
vehicles unless approved by a chief officer.  Where equipment has been purchased by third parties 
(including any fire or EMS association), the equipment shall not be placed in any building or fire 
department vehicle, etc. unless the donation has been accepted by the Township Board of Trustees 
in accordance with its donation policy.

Adopted: ________________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

ELECTRONIC COMMUNICATION RESOURCE
    

I. BUSINESS NECESSITY
     

The Township Electronic Communication Resources, i.e., phones; cellular phones; radios; 
pagers; facsimile machines [hereinafter faxes]; computers; computer systems; Internet; 
electronic mail [hereinafter e-mail]; and online services can increase the productivity of  
Township employees. These resources are provided at considerable expense from public 
funds. This agency and all members of Township must be held accountable for their use and 
misuse of Township resources. While using these resources, all departmental standards of 
conduct, policies and procedures apply, especially (but not exclusively) those that pertain 
to work productivity, observance of criminal and civil laws, sexual and other harassment, 
respect and courtesy toward others, proper use of departmental equipment, conflicts of 
interest, information and data security, and confidentiality.

II. AUTHORIZED USERS AND USES
 

Only Township employees are authorized to use electronic communication resources.  Non-
township employees may use electronic communication resources with the express written 
authorization of the department supervisor or his or her designee.

Township phones, cellular phones, radios, pagers, faxes, computers, mobile data terminals 
(MDTs), computer systems, Internet, e-mail, and online services are provided solely for 
Township business purposes (except as otherwise set forth in this policy).

III. STRICTLY PROHIBITED USES

The following uses relating to these resources are strictly prohibited: 

•	 Any	use	that	interferes	directly	or	indirectly	with	Township	business	or	related	activities.	
•	 Any	use	that	involves	sending	chain	letters.
•	 Any	use	for	religious	or	political	organizations	or	causes,	or	any	reasons	unrelated	to	

the business of the Township;
•	 Any	use	for	profit.
•	 Any	use	that	would	violate	any	federal,	state,	or	local	laws.
•	 Any	use	that	includes	the	transmission,	downloading	or	printing	of	fraudulent,	obscene,	

pornographic, sexually explicit, sexually oriented, nudity oriented, threatening, or 
racially,  or religiously harassing, defamatory, or similarly offensive material. 

•	 Any	use	that	violates	copyright	laws
•	 Any	use	that	violates	the	privacy	rights	of	any	individual.
•	 Any	use	 that	 circumvents	or	 attempts	 to	 circumvent	 any	electronic	 communication	

resource security feature.
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IV. RECORDS AND CONFIDENTIAL INFORMATION

Unless explicitly authorized to do so, no Township employee shall provide access to 
departmental records or confidential information through the Internet, e-mail, online services, 
or otherwise. The transmission of Township records or confidential information shall only be 
in accordance with the current procedures and regulations of the Township.

V. PASSWORDS/USER NAMES AND OTHER SECURITY FEATURES

Unauthorized access to any resource using another’s username and/or password is strictly 
prohibited. In addition to being a violation of policy, this is a crime under the Ohio Revised 
Code. (See R.C. Section 2913.04) No member shall use any computer system access 
username/password, Internet, e-mail, or online service of any other member without written 
authorization by the designated supervisor or his or her designee. All employees of the 
Township shall use all reasonable safeguards when using the computer systems, Internet, 
e-mail, or online services to avoid the mistaken distribution of another’s information.

VI. OUTGOING MESSAGES

Information sent out via chat rooms, newsgroups, message boards, e-mail, alphanumeric 
paging, MDT messages, file transfers, and other outgoing message formats could be 
interpreted as representing the official statement, views, or position of the Township. Because 
of this, only information that is authorized in writing by the Chairman of the Board of Trustees, 
or his or her designee, for release through other means, e.g., public records, may be released 
through outgoing messaging.

VII. DOWNLOADS/UPLOADS

Downloads, uploads, installation of software, installation of external storage media, or file 
transfers from external storage media, Internet, e-mail, modem, or online services shall only 
be done with prior written authorization from the Chairman of the Board of Trustees or his or 
her designee.

Downloads have the potential of opening the door to significant risks to our network, 
computers, and data (via viruses or other destructive or counter-productive phenomena). 
Employees shall not download files from sources which they have any reason to believe may 
be untrustworthy nor shall employees open and read files attached to e-mail transmissions 
unless they have knowledge that they originate from a trustworthy source. If an employee 
has any doubt, no matter how small, as to the trustworthiness of any source, then they should 
not download any file or accept any e-mail attachments from that source. Virus protection 
software shall be installed, updated, and utilized in accordance with the procedures currently 
in place.

Uploads also have the potential for causing risk to a computer  network, computers, and data 
(via viruses or other destructive or counterproductive phenomenon).  Therefore, employees 
shall not upload files from sources without the authorization of the Chairman of the Board of 
Trustees or his or her designee.
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VIII. NOTICE AS TO NO EXPECTATION OF PRIVACY

All Township employees are hereby put on notice of the following:

•	 All	Internet	browsers	furnish	a	trail	to	trace	all	site	visits	of	any	kind.
•	 Computer	files	can	be	recovered	even	after	being	deleted.
•	 Telephone	conversations	on	Township	phones	may	be	recorded.		Telephone	users	

should also be aware that ambient room conversations may also be recorded.
•	 Radio	transmissions	are	recorded.
•	 Radios	and	cellular	phones	can	be	monitored	with	scanners.
•	 Detailed	records	are	kept	of	cellular	phone	calls	that	include	a	listing	of	all	numbers	

called and/or received and the duration of calls.
•	 Records	are	maintained	of	the	phone	numbers	to	which	faxes	are	sent/received.

There is no expectation of privacy for Township employees on any e-mail, fax, MDT message, 
Internet activity, phone conversations on recorded phones, cellular phone conversations, 
pager messages, voicemail, radio transmissions, computer files, or other computer records. 
All recordings, computer files, and records are subject to monitoring and review by the 
Township, and may be subject to release to the public pursuant to Ohio Public Records Laws. 

 The Chairman of the Board of Trustees or his designee will maintain the list of active user 
names and passwords. There is no expectation of privacy created by the issuance of 
username/password access to a computer or computer system.  The Chairman of the Board 
of Trustees or his or her designee reserves the right to access any files, accounts, directories, 
data, etc. that exist on any departmental computer or computer system. The Chairman of 
the Board of Trustees  or his or her designee may modify, restrict, issue, or revoke security 
measures at their sole discretion.

 There is no expectation of privacy created by placing a computer or phone in one’s office, or 
by issuance of a computer, phone, cell phone, or pager to any individual or group.

 The Chairman of the Board of Trustees or his or her designee may audit and monitor the use 
of all electronic communication resources.

IX. INTERFERENCE WITH TOWNSHIP ELECTRONIC COMMUNICATION RESOURCES

No employee shall use any personal electronic device which interferes with any Township 
electronic resource. 

Adopted: ______________________ 6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

REGARDING EMPLOYEE SPEECH 
The Township recognizes an employee’s right to speak out on matters of public concern, in a 
variety of forums, including private or public meetings, written letters, interviews with the media, 
or information submitted in any form to a social media site, network, blog, etc.  However, the 
Township must also maintain discipline and working relationships between employees and between 
the Township and members of the public.  The Township therefore reserves its right to discipline 
employees who violate, through their speech, Township work rules (see “Conduct Unbecoming”) or 
policies, whether on or off duty.

The Township cannot anticipate every scenario that might involve employee speech, but the 
following rules are meant to provide notice to an employee as to when his or her speech may not 
be protected:

A. No employee of the Township, while speaking as a private citizen on a matter of 
public concern, shall speak in such a manner that causes actual harm to or disruption 
of Township operations.  A “Matter of Public Concern” relates to a matter of political, 
social, or other concern to the community.  Personal grievances and criticisms of 
internal fire Township management decisions alone do not constitute matters of public 
concern.

B. No employee of the Township shall speak on a matter of public concern as an employee 
without previously having followed the Township’s chain of command.  Employees 
may not speak in such a manner that causes actual harm to or disruption of Township 
operations.  In addition, an employee is not protected against disciplinary action when 
his or her statements are made pursuant to his/her official duties or job responsibilities.  

C. No employee of the Township is protected against disciplinary action when the 
employee speaks on matters which are not of a public concern.  An exemption may 
exist when that speech is directed to fellow employees and involves a concerted effort 
to improve work-place conditions, wages or hours of work in a collective bargaining or 
similar setting.

D. No employee of the Township is protected against disciplinary action when the 
employee provides false or deceptive information to the Township or members of the 
public. 

Examples of unprotected speech may include, but are not limited to, any actions that would constitute 
harassment, hate speech, the dissemination of protected or confidential information, speech which 
contains libelous, slanderous, inflammatory, misguided or misleading statements.

Adopted:  ___________________ 6/21/2014



Page 20

Springfield Township Fire Department New Policies Handbook

SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

GENERAL EMPLOYMENT

I. TITLE AND OBJECTIVE
A. The Springfield Township Fire Department is governed by the Springfield Township 

Board of Trustees.  The Trustees are responsible for setting policies for the Department.  
The Trustees have the ultimate authority in all matters of a non-emergency nature.

II. EMPLOYMENT
A. The membership of the fire department shall consist of firefighter/EMS personnel 

and fire officers.  The Trustees, in consultation with the Fire Chief, shall appoint all 
employees.  Candidates for employment not appointed by the Board shall be notified 
in writing of that decision.  A reason for the decision shall not be provided.

B. Any person eighteen (18) years of age or over with a high school diploma or GED, and 
being of good character, shall be eligible for employment.  Appointment shall be on a 
case-by-case basis after review by the Fire Chief and the Township Trustees.  This 
review will include a criminal background records check.

C. An employee’s appointment will be contingent upon his or her successful completion of 
a medical examination by a physician chosen by the Board of Trustees.  The expense 
of the examination shall be borne by the Township.

D. Compensation for employees is set forth in the Township’s fire department 
compensation policy.

E. Each candidate (Employee) hired as a firefighter after January 1, 2014, shall, within 
one year of his/her appointment, complete a firefighter training program (FF1) as 
required by the Township and the State of Ohio.  Each candidate (Employee) hired as 
an EMT after January 1, 2014, shall within one year of his/her appointment complete 
an EMT training program.   The Employee shall thereafter maintain his or her state 
certification.

F. An annual physical examination shall be given to each employee in order to determine 
his or her continued fitness for duty.  The fee shall be paid for by the Township.

G. All Fire/EMS personnel shall be provided Workman’s Compensation Coverage.

III. DUTIES OF EMPLOYEES
A. It shall be the duty of all employees of this department to obey all policies, rules, and 

regulations of the Township.

B. It shall be the duty of all employees to be prompt at all meetings and to respond safely 
to all emergencies without delay.



Page 21

Springfield Township Fire Department New Policies Handbook

C. All employees shall be familiar with the Standard Operating Procedures of the 
Township Fire Department.

D. It shall be the duty of every employee responding to an alarm to assist officers and 
drivers to prepare equipment for the next call.  

E. Each employee shall be required to attend eighteen (18) hours of continuing education 
per year.  In addition, firefighters are expected to respond to emergency and service 
calls on a regular basis.  Employees are expected to attend station duty or maintenance 
sessions as required.   Exceptions may be made for employment, sickness, school and 
vacation.  If an employee is unable to attend weekly training or station duty, it is the 
employee’s responsibility to notify an officer.  Each employee is responsible for tracking 
and maintaining state mandated continuing education hours for Fire and EMS.

F. No employee shall leave the station unless released by a commanding officer.  It 
shall be the duty of all employees to sign the “sign-in sheet” after attending all training 
sessions.  Each employee shall be required to sign their own record.  If an employee 
cannot sign, he/she will request an officer or senior employee to do so.  Any employee 
willingly and/or falsely signing a sign-in sheet shall be subject to discipline up to and 
including termination.

G. An employee with knowledge of a violation of a township or department policy, rule, 
or regulation by another employee shall report said violation to his or her immediate 
supervisor.  

IV. OFFICERS
A. The officers of Township Fire Department shall consist of the following: Fire Chief, 

Assistant Chief(s), Battalion Chief(s), Captain(s), Lieutenant(s), and Lead Fire 
Inspector.  The number of officer positions shall be set by the Board of Trustees, and 
may be expanded or reduced as needed.

 The duties of the officers shall be detailed in the Fire Department S.O.P.’s or job 
descriptions.

B. The Fire Chief shall be appointed by the Township Trustees.  The Fire Chief is 
responsible for the day-to-day operations of the Department and has the ultimate 
authority in matters of an emergency nature.

V. APPOINTMENT AND REMOVAL OF OFFICERS
A. When an officer’s position becomes available, a posting shall be made by the Fire 

Chief, notifying employees of the vacancy.  The posting shall include the position 
needing to be filled, the qualifications necessary for the position and the responsibilities 
of the position.  The posting shall occur in a conspicuous area in the station for two (2) 
weeks.  The Chief may also notify all employees electronically.  During this two-week 
period, the Chief shall accept applications from all employees seeking the position.  
The Chief shall recommend an appointment for the available position to the Springfield 
Township Trustees.
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B. Officers are subject to removal in accordance with Section 505.38 of the Ohio Revised 
Code.

VI. DISCIPLINARY PROCEDURES
A. Cause To Discipline
 The following are causes for disciplinary action per the Ohio Revised Code: incompetence, 

inefficiency, dishonesty, drunkenness, immoral conduct, insubordination, discourteous 
treatment of the public, neglect of duty, or any other failure of good behavior or any 
other acts of misfeasance (the improper or unlawful execution of an act), malfeasance 
(misconduct or wrongdoing), or nonfeasance (failure to perform an act that is either an 
official duty or legal requirement).

B. Supervisory Actions In Discipline Cases
 A supervisor, becoming aware of a significant violation of any of the rules, regulations, 

policies, procedures or directives of the Township or its fire department, or orders 
issued by the supervisor shall, as soon as possible, begin a preliminary investigation 
to determine whether a violation has occurred.  This preliminary investigation may 
include questioning employees under the immediate supervisor=s direct supervision, 
questioning and gathering statements from witnesses, complainants, or the firefighters 
in question, and gathering evidence which might be lost if not secured immediately.  The 
immediate supervisor shall not take any investigative action which might jeopardize a 
subsequent investigation.  Upon the completion of the preliminary investigation, the 
supervisor shall forward same through the chain of command to the Fire Chief.

C. Recommendation For Disciplinary Action
 Whenever disciplinary action is recommended, a written report containing the 

following information must be submitted to the Fire Chief: The full name and rank of 
the person being recommended for disciplinary action; the date, time and location of 
the misconduct; the infraction committed; the punishment that is being recommended; 
and the written signature of the submitting officer.

D. Disposition By The Fire Chief
 The Fire Chief will review the completed investigation and any and all reports regarding 

any disciplinary matter.  If the Fire Chief deems, after reviewing the reports, that 
disciplinary action may be necessary, then the firefighter will be informed in writing 
that the department is contemplating disciplinary action against the firefighter.  The 
firefighter will have five (5) days to contact the Fire Chief and schedule an appointment 
to provide any additional information on the matter.  If the meeting is not held or is 
not successful in resolving the matter, then a letter will be forwarded to the Board of 
Trustees regarding a request for disciplinary action.  After reviewing these reports, if it 
is the opinion of the Fire Chief that a recommendation of disciplinary action is needed, 
then this policy will be followed.

 Any infractions of these regulations or any disputes shall be discussed between the 
firefighter and the fire chief.  Infractions should be documented and signed.  If no 
resolution is reached, a summary of charges and recommendations will be made by 
the Chief to the Trustees for final disposition at the next regular meeting of the Board 
of Trustees, unless an application for an extension of time is filed by the accused.  This 
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step may be by-passed where the Board of Trustees has appointed a private citizen 
to investigate allegations of misconduct.  In those cases where a private citizen is 
appointed, the citizen shall report his findings directly to the Township’s legal counsel, 
who shall make the presentation to the Board.

 The Chief of the Fire Department is responsible for the investigation of all charges or 
allegations against a firefighter, including officers, and is further responsible for filing 
charges with and making recommendations to the Township Board of Trustees.  The 
Board of Trustees may, however, relieve the Fire Chief of his responsibilities under 
this Section by appointing a private citizen in his place to conduct the investigation, 
and to cause his findings to be presented to the Board.

 Prior to the presentation of the recommendation to the Township Trustees, the accused 
firefighter shall be given reasonable and timely notice of the date, time, and place of 
the meeting.  He or she shall also be given a copy of the charges or allegations against 
him or her, along with the recommendations of the Fire Chief or the investigative 
citizen.

E. Trustee Action
 At the meeting, the firefighter may appear in person and by counsel, examine all 

witnesses, and answer all charges against him.  Reasonable notice must be given to 
the Trustees prior to the meeting if the employee intends to challenge the charges and 
recommendations.

 For the purpose of investigating charges filed against any firefighter or other member 
of the Fire Department, the Township Trustees may issue subpoenas or compulsory 
process to compel the attendance of persons and the production of books and records 
before it.

 In all cases in which the attendance of witnesses is compelled, any member of the 
Township Trustees may administer the requisite oaths, and such Township Board 
of Trustees has the same power to compel the giving of testimony by attending 
witnesses as is conferred upon courts.  The Trustee may employ the services of a 
qualified stenographic reporter to record the proceedings of the testimony.  In all cases 
where testimony is compelled, the witnesses shall be entitled to the same privileges, 
immunities, and compensation as are allowed in civil cases, and the costs of all such 
proceedings shall be payable from the general fund of the Township.

 Pending any proceedings under this section, an accused employee may be suspended 
by a majority vote of the elected Township Trustees, but such suspension shall not 
be longer than 15 days, unless the hearing of such charges is extended upon the 
application of the accused employee, in which case the suspension shall not exceed 
30 days.

 The judgment of the Township Board of Trustees shall be final, but to remove a member 
of the department requires a two-thirds (2/3) vote of the elected Township Trustees.  A 
copy of the Board’s findings and decision shall be served upon the accused employee 
by certified mail or in person.
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 In the case of removal of any member of the Fire Department, an appeal may be 
had to the Court of Common Pleas for Mahoning County, Ohio, to determine the 
sufficiency of the cause for removal.  Such appeal from the findings of the Board shall 
be taken within ten (10) days of such notice.

Adopted:  _____________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

EXPOSURE CONTROL PLAN
This policy applies to all personnel of the Township having the potential for possible occupational 
exposure to blood or other infectious materials.  This policy is in accordance with OSHA Standards 
1910.1030 as well as the Ohio Administrative Code 4123:1-27-07-F-2 and must be followed 
accordingly.

The purpose of this policy is to minimize or eliminate exposure of infectious diseases to all Township 
personnel and EMS, which include:

 A. Firefighters
 B. Firefighter/EMT
 C. Firefighter/Advanced
 D. Firefighter/Paramedic
 E. Captains/Lieutenants
 F. Assistant Chiefs/Battalion Chiefs
 G. Fire Chief

All Township personnel shall be required to follow the policies and procedures outlined in this policy.

I. DEFINITIONS OF TERMS

A. Communicable Disease – A disease that can be transmitted from one person to 
another.  Also known as a contagious disease.

B. Infectious Disease – An illness or disease resulting from an invasion of a host by 
disease-producing organisms such as bacteria, viruses or parasites.

C. Occupational Risk – Occupational exposure may occur in many ways, including 
needle sticks, cut injuries or aerosol of body fluids.  Health care workers are at a 
high  risk for blood borne infections due to routinely increased exposure to body 
fluids from potentially infected patients. Any exposure to communicable disease 
carries a certain amount of risk.  Emergency response personnel are in an occupation 
that directly exposes them to body fluids and must be considered at substantial risk of 
occupational exposures.

D. Universal Precautions – The Centers for Disease Control (CDC) recommends the 
use of “Universal Precautions” when emergency response personnel work with blood 
or bodily fluids from any patient.  Universal Precautions states that blood or certain 
bodily fluids from any patient may be potentially infectious.  Body Substance Isolation 
(BSI), which is condoned by the CDC, says that emergency response personnel must 
consider all bodily fluids and/or substances from any patient as potentially infectious.  
BSI exceeds Universal Precautions as an approach to infection control. 

E. Personal Protective Equipment (PPE) – Any specialized clothing or equipment worn 
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by an employee for protection against a hazard is considered a form of BSI.  Any of 
the following are considered PPE for infectious disease control:
1. Latex gloves
2. Goggles (EMS approved)
3. HEPA Masks
4. Combo mask/eye shield
5. Gown (Isolation-approved, Tyvec suits do not apply)
6. Cap/Ear cover
7. Shoe cover

E. Modes of Transmission – A communicable disease can be spread through two means:  
direct and indirect transmission.  Blood borne diseases spread through direct blood-to-
blood contact.  Blood is the single greatest source of HIV (Human Immunodeficiency 
Virus) and HBV (Hepatitis B Virus) in the workplace setting.  Airborne diseases spread 
via droplets expelled into the air by a productive cough or sneeze.

 
F. Infectious Bodily Fluids or Substances – The following human body fluids are 

considered a possible infectious fluid or substance:
1. Blood or any body fluid that is visibly contaminated with blood-to-blood
2. Body fluids that are indeterminate from other, separate body fluids
3. Semen
4. Vaginal secretions
5. Cerebrospinal fluid
6. Synovial fluid
7. Pleural fluid
8. Pericardial fluid
9. Peritoneal fluid
10. Amniotic fluid
11. Saliva or mucous from nose

G. Bloodborne Pathogens – Pathogenic microorganisms that are present in human 
blood and can cause disease in humans.  These pathogens include but are not limited 
to the Hepatitis B Virus and HIV.

II. PRECAUTIONS AND PREVENTIONS

 A. Employee Health
 All Township personnel shall receive an entry level medical physical to help identify 

potential high-risk areas that require special attention.  Any employee who has 
a significant exposure will receive periodic examinations as recommended in post 
exposure situations.

 B. Immunizations/Vaccines/Yearly Testing
1. The employee is responsible for ensuring that all of the following CDC 

recommended immunizations/vaccines are up to date.  The employer will offer 
to pay for the following testing:
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a. Hepatitis B vaccine – In compliance with OSHA guidelines, the employer 
will provide Hepatitis B vaccination free of charge to all at-risk personnel 
(all TOWNSHIP personnel).  The employer cannot require anyone to 
receive the immunization, but the employer can strongly recommend 
it.  Any employee who declines the vaccination must complete and sign 
a waiver.  Such an individual may change their mind at any time and 
receive the vaccination free of charge.

b. Yearly influenza vaccine – offered by employer
c. MMR (measles, mumps and rubella)
d. DPT (diphtheria, polio and tetanus)

 C. Personal Protective Equipment
1. Because the personnel work is unpredictable and often uncontrolled situations, 

safe work practices and appropriate protective equipment must be used.  All 
personnel doing any procedure shall do everything possible to minimize the 
possible exposure created by splashing, spraying or aerosolizing possible 
infectious substances.  Personal protective equipment shall be provided and 
used by all personnel, and includes protective equipment for eyes, face, head 
and extremities.  Furthermore, all personnel must ensure that any personal 
cuts, abrasions or open wounds are always properly dressed for their own 
protection, as well as the patients.

a. Gloves – Disposable gloves are the standard component of equipment 
used for personal protection.  All personnel prior to initiating any task 
involving patient care shall don gloves.  Gloves will be provided by the 
employer and shall be of appropriate quality and size for all personnel.  
Personnel must change gloves if a tear is observed and prior to contact 
with a second patient.

b. Masks and Eye Protection – The employee is required to use either the 
supplied HEPA masks, combination mask/eye shield or goggles when 
there is a possibility for exposure to contaminated body fluids from the 
following:

1. Mucosal membranes
2. Eyes, mouth or nose
3. Where splashing or aerosolizing of material may take place

2. When any patient with suspected TB or other highly contagious respiratory 
or airborne transmitted disease is being treated, the use of the properly sized 
HEPA mask shall be used.  A mask may be placed on a patient with a suspected 
airborne disease as long as it does not interfere with respirations or airway 
control.

 
 Any time a patient is to be intubated, the employee will don mouth and eye 

protection.
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 D. Sharps and Sharps Containers
1. A sharps is any instrument that has the capability of puncturing skin, which 

includes lancets, IV needles and catheters, syringe needles (pre-filled or 
regular) and hypodermic needles.  All used sharps shall be placed in an 
approved sharps container immediately after use, no exceptions.

2. The employer shall provide one approved sharps container in each EMS bag 
that carries needles and one sharps container in each EMS equipped vehicle.

3. To prevent needle-stick injuries, contaminated needles will not be recapped 
with two hands, bent or broken by hand, removed from disposable syringes 
or placed in objects other than an approved sharps container.  If a needle is 
required to be recapped because an approved sharps container is not present, 
place the cap on a flat surface and place the needle in the cap with one hand 
only.

 E. Resuscitation Equipment
1. The employer shall provide bag valve mask equipment that shall be used 

on all airway control situations.  At no time, under any circumstances, will an 
employee provide mouth-to-mouth ventilations to a patient.

 All personnel will remove all contaminated personal protective equipment when 
possible upon leaving the emergency scene and place them in an appropriately 
designated area or container for storage, washing, decontamination or disposal.

III. SCENE MANAGEMENT

 A. Incident Command System
1. The Incident Command System shall be utilized on all emergency scenes to 

include all medical or accident related alarms so that the scene is as safe and 
efficiently run as possible.  All current Township SOP’s relating to medical and 
accident related alarms shall continue to be followed in accordance with this 
policy.  In addition, all Township personnel will follow infectious disease control 
measures at all emergencies.

2. The Incident Commander will assure that personnel answer infectious control 
questions arising from contact with the public consistently.  Citizen inquiries 
about the use of PPE will be answered as follows:

 “Our use of personal protective equipment is as much for the patient’s safety as 
ours.  Wearing such equipment assures your safety and ours from contaminants 
that may be present.”

IV. CLEANING, CARE AND DISINFECTION
A. All EMS equipment shall be cleaned and disinfected after any EMS call which involved 

any body fluid coming into contact with the equipment.  All of the following disposable 
items shall be disposed of properly immediately following use:

1. Airways (including ET tubes, oral and nasal airways, end-tidal CO2 monitors 
and all oxygen administration adjuncts)
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2. Bulb syringes
3. Cervical collars
4. Dressings, Band-aids, etc.
5. Needles and syringes
6. Stylets
7. Suction catheters and tubing

 Definition of:
•	 Cleaning – Cleaning is the physical removal of dirt and debris by using 

soap and hot water.
•	 Disinfection – Disinfecting is reducing the number of disease producing 

organisms by physical or chemical means.  The employer will provide 
OSHA approved disinfecting agents  that will be used per the 
instructions to disinfect equipment.

B. In the event that an employee’s turn-out gear or uniform including all personal clothes 
become contaminated, the items shall be removed as soon as possible and be placed 
in biohazard bags and cleaned and disinfected at the employer’s expense.

V. BIOHAZARDOUS WASTE
A. The employer shall provide at least one OSHA and EPA approved biohazard container 

at the station.  The container shall be properly marked as a biohazard use container 
and contain a biohazard bag.

B. All contaminated gloves and disposable items that are not required to be placed in 
a sharps container, along with cleaning items, shall be placed in these containers 
immediately after use.  Gloves shall be taken off with the proper doffing technique and 
shall not be left at the scene or in the apparatus.

 Biohazard bags shall be carried on all apparatus and shall be used to transport soiled 
equipment or supplies back to the station for proper cleaning of disposal.

VI. OCCUPATIONAL EXPOSURES
A. Level I – Normal contact by the employee to the patient or anytime the employee’s 

personal protective equipment is contaminated.

B. Level II – Exposure to the patient’s bodily fluids on the employee’s healthy, intact skin.
 
 Action – Complete the Towship Body Fluid Exposure Report within 24 hours of 

exposure and forward a copy to the EMS Director.  This report is confidential and 
should not be given to  anyone else unless the EMS Director is available.  In this 
case, the report should be forwarded  to the Fire Chief or his/her designee.

C. Level III – Exposure to the patient’s bodily fluids through the following methods of 
exposure:

1. Contaminated needle stick injury
2. Blood or bodily fluid contact with the employee’s mucosal membrane of the 

eyes, nose and mouth
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3. Blood or bodily fluid contact with non-intact skin (any cut, scratch or opening in 
the employee’s skin)

4. Any cuts with sharp instruments covered with the patient’s bodily fluids
5. Any injuries sustained while cleaning contaminated equipment

 Action – IMMEDIATE CLEANSING AND DISINFECTING OF THE EXPOSED 
AREA BY PROPER PRESCRIBED PROCEDURES.  IF IMMEDIATE MEDICAL 
TREATMENT IS NEEDED, THE EMPLOYEE SHOULD SEEK THAT TREATMENT 
AT THE APPROPRIATE MEDICAL FACILITY.  (Preferably the location the patient 
was transported to so that the procedure for testing can be started quicker.)

 
 Immediate notification to the Fire Chief, or EMS Director (DO).
 
 Immediate completion of Township Bodily Fluid Exposure Report and immediate 

notification of the receiving medical facility where the patient is being transported as well.
 
 A copy of the Township Exposure Report will be faxed to the receiving medical facility 

to the  attention of that facility’s Infection Control Coordinator.  If the exposure is a 
needle stick, the State of Ohio Sharps Injury Form Needle Stick Report shall be filled 
out and forwarded to the State of Ohio Department of Commerce Division of Labor 
and Worker Safety.

VII. POST EXPOSURE FOLLOW-UP
A. All exposures to an employee are confidential.  All employee’s medical reports 

including communicable disease exposures are strictly confidential.  Therefore, all 
Township Exposure Reports will be forwarded to the Designated Officer who will then 
investigate the incident.

B. The Ryan White Comprehensive AIDS Resource Emergency Act of 1990 mandates 
that a receiving hospital’s Infection Control Coordinator notify the emergency service 
organization’s DO within 48 hours of a communicable disease diagnosis in a patient 
being treated by the pre-hospital provider.

C. Once an employee has been exposed to a Level III exposure or Township is notified by 
a hospital of an employee exposure, the department’s DO will coordinate the follow-up 
activities as follows:

1. The hospital receiving the patient will be contacted and informed that a Level III 
exposure has occurred.

2. Township’s DO will contact the receiving hospital’s Infection Control Coordinator 
to find out if the patient is a carrier or HIV or Hepatitis B virus.

3. Township’s Chief or DO will contact the receiving hospital and request the 
hospital to draw blood from the patient and complete the following tests:

a. Hep BsAg (Hepatitis B surface antigen)
b. Hep B core antibody
c. Anti-Hep BsAg (antibody to the Hepatitis B surface antigen)
d. SGOT and SGPT
e. HIV antibody
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4. The receiving hospital’s Infection Disease physician, as well as the Township’s 
physician, should interview the exposed employee.  The employee should 
also have blood drawn and have the following blood tests completed plus any 
recommended tests by said physician:

a. Anti-Hep BsAg (antibody to Hepatitis B surface antigen)
b. HIV antibody
c. Any employee receiving a Level III exposure from an HIV+ patient should 

have an additional HIV antibody test done six weeks post exposure.
d. The above tests need to be repeated at three, six and twelve month 

intervals.

5. The hospital’s Operational Medical Director and/or the Epidemiologist in 
conjunction with the Township physician and the employee will determine the 
appropriate follow-up treatment as well as possible work restrictions.  All follow-
up tests and procedures shall be done per the treating physician.  The DO shall 
be kept aware of the employee’s status while keeping all records confidential.  
All required tests and procedures for the employee should be done at the 
employer’s expense per the township’s policies for work related injuries.

VIII. TRAINING
A. All uniformed personnel shall attend one Infectious Disease/Blood borne Pathogen 

class yearly, as well as review this plan on a yearly basis and be aware of the location 
of all personal protective equipment.  All new personnel of Township will be required to 
review and understand this policy prior to having any contact with potential exposures.

B. Training records shall be kept for five years and show the dates of training sessions, 
contents of sessions, names of the personnel conducting the trainings and the names 
of all personnel in attendance.
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

OCCUPATIONAL SAFETY AND HEALTH
    
I. INCIDENT MANAGEMENT

The Fire Department utilizes an incident management system that is established in a separate 
written Standard Operating Procedure.  This procedure applies to all employees involved in 
emergency operations. 

A. All employees involved in emergency operations shall be trained in this system.

B. The incident management system shall be utilized at all emergency incidents.

C. The incident management system shall be applied to drills, exercises, and other 
situations that involve hazards similar to those encountered at actual emergency 
incidents and to simulate in incidents that are conducted for training and familiarization 
purposes.  

II. INCIDENT RISK MANAGEMENT

The incident management system shall utilize the concept of risk management based on the 
following principles:

A. Activities that present a significant risk to the safety of employees shall be limited to 
situations where there is a potential to save endangered lives.

B. Activities that are routinely employed to protect property shall be recognized as 
inherent risks to the safety of employees, and actions shall be taken to reduce or avoid 
these risks.

C. No risk to the safety of employees shall be acceptable when there is no possibility to 
save lives or property.

III. COMMUNICATIONS

The Fire Department has established and will ensure the maintenance of a fire dispatch and 
incident communications system.  

 
A. Each firefighter operating within a hazardous environment shall carry at least one 

portable radio capable of communicating with incident command.  

IV. ACCOUNTABILITY

The Fire Department has established a written standard operating procedure for personal 
accountability that provides for the tracking and inventory of all employees operating at an 
emergency incident.  This system provides a rapid accounting of all personnel at the incident 
scene.
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A. It is the responsibility of all employees operating at an emergency incident to actively 
participate in the personnel accountability system.  

B. The Incident Commander (Office-in-Charge) shall be responsible for overall personnel 
accountability for the incident.  The Incident Commander shall initiate an accountability 
and inventory worksheet at the very beginning of operations and shall maintain that 
system throughout the operations.

V. OPERATING AT EMERGENCY INCIDENTS

A. The Fire Department shall provide an adequate number of personnel to safety conduct 
emergency scene operations.  

B. Operations shall be limited to those that can be safely performed by the employees 
available at the scene.  No employee or employees shall commence or perform any 
firefighting function or evolution that is not within the established risk management 
principles as specified in Section II of this plan.

C. Employees operating in hazardous environments at emergency incidents shall operate 
in teams of two (2) or more.  

D. Team members operating in hazardous environments shall be in communication 
with each other through visual, audible, or physical means, in order to coordinate 
their activities.  Team members shall be in close proximity to each other to provide 
assistance in case of an emergency.

E. In interior structural fires a minimum of four (4) employees shall be required, consisting 
of two (2) employees working as a team in the hazardous atmosphere, who shall 
remain in voice or visual contact with each other; and two (2) employees who are 
located outside the hazardous atmosphere, who shall be responsible for maintaining 
a constant awareness of the number and identity of those operating in the hazardous 
atmosphere and be prepared to perform rescue of those employees if required. 

 Interior structural firefighting means a physical activity of fire suppression, rescue, or 
both, inside of buildings or enclosed structures which are involved  in a fire situation 
beyond the incipient stage.

F. Initial attack operations shall be organized to insure that, if upon arrival at the emergency 
scene, the initial attack employees find an imminent life-threatening situation where 
immediate action could prevent the loss of life or serious injury, such actions shall be 
permitted with less than four (4) employees.  No exceptions shall be permitted when 
there is no possibility to save lives.  Any actions taken shall be thoroughly investigated 
by the employer.

VI. OPERATING AT TRAFFIC ACCIDENTS

The Fire Department has established a written standard operating procedure regarding 
emergency operations for traffic accidents.  All employees shall be familiar with these 
procedures.
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VII.     OPERATIONAL RISK MANAGEMENT AND MANAGEMENT PLAN

The Fire Department has developed a comprehensive risk management plan.  The plan 
shall be updated on a regular basis, and shall consider all the Fire Department policies and 
procedures, and it shall include goals and objectives to insure that the risk associated with 
the emergency and non-emergency operations of the Fire Department are identified and 
effectively managed.

VIII.    EMPLOYEE FITNESS

The Fire Department has established a health related fitness and wellness program that 
enables employees to develop and maintain a level of health and fitness to safely perform 
their assigned functions.  All employees should be familiar with this program.

A. The health related fitness and wellness program is not punitive, since the purpose of 
the program is to improve the health and well being of the individual.

 
B. It shall be the responsibility of all employees to actively participate in the wellness 

program.

C. The Fire Department has adopted a separate written policy that establishes a program 
designed to relieve the stress generated by an incident that could adversely affect the 
psychological and physical well being of Fire Department employees.  All employees 
should be familiar with this program.

IX. INFECTION CONTROL

The Fire Department operates an infection control program that actively attempts to identify 
and limit or prevent the exposure of employees to infectious and contagious diseases in 
the performance of their assigned duties.  This program is set forth in a separate written 
“Exposure Control Plan” that includes universal precautions.  

A. Universal precautions shall be observed to prevent contact with blood or other 
potentially infectious materials.  All body fluids shall be considered potentially infectious 
materials.  

B. Engineering and work practice controls shall be used to eliminate or minimize employee 
exposure.

C. The Fire Department makes available, at no cost to the employee, the Hepatitis B 
vaccine and vaccination series to all employees who have potential occupational 
exposure.  If a routine booster dose(s) of Hepatitis B vaccine is recommended by 
the U.S. Public Health Service at a future date, such booster dose(s) shall be made 
available, at no cost to the employee.

X. HAZARDOUS MATERIALS

The Fire Department has established a written plan that defines the Fire Department’s 
hazardous materials handling capabilities.
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A. The plan covers all hazardous material operations with all other responding agencies 
and their roles and capabilities.  

B. The Fire Department has a separate written plan which covers the safe use, limitations, 
care, inspection, maintenance, and replacement of the Fire Department’s hazardous 
materials equipment.  

C. All employees are trained in accordance with this plan.

XI. TECHNICAL RESCUE

The Fire Department has defined the nature and scope of technical rescue operations which 
it is willing to undertake as part of its Risk Management Assessment.
 
A. The Fire Department has developed and requires use of a written plan covering the 

safe use, limitations, care, inspection, and replacement of the equipment utilized in 
technical rescue operations, and all employees shall be trained in accordance with 
this plan.
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

CONFLICT BETWEEN GENERAL DEPARTMENT 
AND FIRE DEPARTMENT

Where there is a conflict in the provisions between the general township policies and the policies, 
procedures, rules and regulations relating to the fire department, the more specific fire department 
policies, procedures, rules and regulations shall prevail.
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

PURCHASE ORDERS

I. ALL PURCHASES MUST BE MADE IN ACCORDANCE WITH THIS POLICY 
A. To make a purchase, a purchase order request form must be completed.  (A copy of 

this form is attached, as is a copy of the request instructions.)  The form must include 
information relating to:

B. The item/service to be purchased.

C. The proposed vendor(s).

D. The expected cost (quotes to be attached, if possible.  Multiple quotations are preferred 
on items over $750 if practical).  

E. The reason for the purchase.

F. The PO form must be provided to a Chief Officer for logging.  After a Chief Officer 
has reviewed and signed the PO request form, the form shall be forwarded to the 
Fiscal Officer.  In cases where a faxed request is necessary, a hard copy must also be 
provided to the Fiscal Officer.

II. PURCHASES IN EXCESS OF $50,000
 All purchases with an expected value equal to or in excess of $50,000 shall be purchased 
through a formal bidding process, in accordance with the applicable provisions of the Ohio 
Revised Code.

III. ALL PURCHASES GREATER THAN $750
 All purchase orders requests for amounts in excess of $750 shall be placed on the Board of 
Trustees meeting agenda for review. 

 If more than one item is to be purchased from the same vendor and the aggregate cost 
of purchases exceeds $750, the purchase shall be placed on the Board agenda.  
 
If identical or nearly identical items are purchased from more than one vendor, and the 
aggregate cost of the items purchased from all vendors exceeds $750, the purchase shall be 
placed on the Board agenda.

 Once the Board has reviewed and approved the purchase request, the Fiscal Officer shall 
issue the PO number in writing within 48 hours.  A copy of the PO form shall be delivered or 
faxed to the Township office for distribution.
 
Purchases in excess of $750 may only be made once the PO number has been issued by 
the Fiscal Officer.
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IV. PURCHASES LESS THAN $750 AND GREATER THAN $100
 Purchases equal to or less than $750, but greater than $100 do not require Board 
approval.  If funds are available in the approved budget fund, a PO shall be issued by 
the Fiscal Officer in writing within 48 hours. The PO number shall be hand-delivered or 
faxed to the Township  office.
 
If money is not available in the budget for the purchase, the Chief Officer approving the 
purchase shall be notified immediately by the Fiscal Officer.

 If the information contained in the PO request is clerically incomplete (does not contain the 
required information set forth in Section I.), the Fiscal Officer shall contact the Chief Officer 
who approved the PO request within 24 hours of receipt of the request in order to obtain the 
needed additional information.   

 Purchases may be made only with the PO number.

V. PURCHASES EQUAL TO OR LESS THAN $100
 Purchases equal to or less than $100 do not require issuance of a purchase order in advance.  
The appropriate station or Chief Officer shall sign the receipt and deliver it to the Fiscal Officer 
within 48 hours of the purchase.  The receipt shall be attached to the purchase order request 
form utilized for other purchases.  Sales tax will not be reimbursed.

VI. EMERGENCY REPAIRS AND PURCHASES
 The Board recognizes that in some cases an immediate repair must be made, such as the 
case when a fire engine breaks down on the roadway.  Where an emergency repair must be 
made and the cost is less than $1,000, the repair may be initiated prior to or at the same time 
the Fiscal Officer is notified.  Where an emergency repair must be made and the expense 
is likely to exceed $1,000, the Fiscal Officer shall be notified of the emergency.  The Fiscal 
Officer shall attempt to contact the chairman or two Board members for verbal approval.  If 
the Chairman or the two Board members cannot be reached timely, a PO shall be issued and 
emergency repairs shall be made.  

 For emergency purchases, the Fiscal Officer shall contact Board members to obtain two verbal 
approvals for the purchase. The Board shall formally review and approve the emergency 
purchase at its next regularly scheduled meeting. If the Fiscal Officer is not available, the 
Chair of the Board or two Board members may be contacted directly by a Chief Officer.   The 
Board Chair shall be advised of the issuance of the PO within 24-hours.

VII. RECEIPTS
Upon receipt of the equipment or service, the Township shall provide copies of the receipt, 
invoice, shipping statement, or other document providing proof of the expenditure to the 
Fiscal Officer.  Where any issues exist with respect to the equipment or service received, the 
Fiscal Officer shall immediately be notified so as to hold payment and address the issues 
further with a Chief Officer or the Board of Trustees.

VIII. OUTSTANDING BILLS WITHOUT PO’S
 In the event this policy is not followed by an employee of the Township (an expense is 
incurred without a P.O.), a Chief Officer shall be notified by the Fiscal Officer within 24-hours 
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after learning of the deviation from this policy.  The Chief Officer shall gather the necessary 
information to provide to the Board of Trustees at its’ next regularly scheduled meeting.  All 
purchases made without PO’s are subject to review and approval of the Board of Trustees.

IX. NEW VENDORS
 Prior to making a purchase from a new vendor, Township employees should make sure that 
the vendor is provided with a tax-exempt certificate.  The certificate should be accepted by 
the vendor since the Township does not pay or reimburse sales/use taxes.

Adopted: ____________________________  6/21/2014



Page 40

Springfield Township Fire Department New Policies Handbook

SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

DEPARTMENTAL BUSINESS AND INFORMATION, 
ADVERTISING, SALES, AND GRATUITIES

I.  DEPARTMENTAL LETTERHEAD
 Departmental stationery or letterhead shall contain the name of the Fire Chief, as well as the 
address and telephone number of the fire department.

II.  FIRE DEPARTMENT FORMS
An employee shall not misuse any Fire Department forms, records, lists, or confidential 
information of any nature.

III.  BUSINESS CONDUCTED WITH CHIEF’S APPROVAL
No employee shall enter into official department correspondence with anyone of any agency 
outside the department, except with the approval of the Fire Chief.

IV.  RELEASE OF RECORDS
No employee shall reveal Department information except as required by law or competent 
authority.  Specifically, information contained in Township records, other than official 
correspondence, and other information ordinarily accessible only to employees is considered 
confidential in nature.  Indiscriminate and unauthorized disclosure of this and similar 
information reflects gross misconduct.

V.  RELATIONS WITH THE NEWS MEDIA; NEWS RELEASES
 In all administrative matters, news releases will be given out only by the Board of Trustees or 
their approved representative.  In all matters relating to emergency operations, news releases 
will only be given out by the fire chief or his or her designee.  Official statements to the media 
regarding department policies, procedures, or rules and regulations will be only be made by 
the Board of Trustees, or by a chief officer if expressly delegated by the Board of Trustees. 

VI.  PERSONAL ADVERTISING
An employee shall not permit the use of his photograph in uniform, or name identifying 
him as a Township Firefighter or EMT for commercial or political advertising purposes, or 
by testimonial recommendation, or shall not by other means participate in any advertising 
scheme that is based upon his employment as a firefighter/EMT, without consent of the 
Board of Trustees. 

VII. SIGNAGE
No signs, bumper stickers or other methods of communication that relate to any social or 
political issues shall be placed on township property without the express written approval of 
the Board of Trustees.

VIII.  SOLICITING OR ACCEPTING GIFTS, GRATUITIES, FEES, OR LOANS
 An employee shall not solicit, either directly or indirectly, any gift, gratuity, fee, loan or any 
other thing of value arising from, or offered because of, Fire Department employment or 
any activity connected with said employee.  An employee shall not solicit or accept any gift, 
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gratuity, fee, loan or other thing of value, the acceptance of which might tend to influence 
directly or indirectly the actions of said employee of the fire department in any matter of fire 
business or which might tend to case adverse reflection on the department or any employee 
thereof.  No employee shall use his badge, uniform, identification card, or official position 
to solicit special privileges for himself or others.  An employee may use his badge or other 
credentials to obtain admission to any public gathering only when such is in furtherance of 
official duty.  (See also the Township’s Code of Ethics.)

IX.  GRATUITIES
 An employee shall not accept or receive a reward or gratuity for services rendered with the 
Department without the permission of the Fire Chief.

X.  PROCEDURE UPON RECEIVING GRATUITIES
 Any unauthorized gift, gratuity, fee, loan, reward or other thing falling into any of the categories 
mentioned previously, coming into the possession of any employee shall be forwarded to the 
office of the Fire Chief along with a written report explaining the circumstances connected 
therewith.

XI.  PERSONAL PREFERMENT
 No employee shall seek the influence or intervention of any person outside of the Department 
for the purpose of any personal preferment, advantage, transfer or advancement.

Adopted: ________________________ 6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

TRAINING AND EDUCATION
I.  BASIC TRAINING REQUIREMENTS

A.  All persons designated as firefighters shall attend scheduled Township drills or training 
(approved in advance by the Fire Chief) accumulating eighteen (18) hours minimum 
per year.  All persons designated as emergency medical technicians shall attend 
Township scheduled drills or training accumulating (approved in advance by the Fire 
Chief or EMS Assistant Chief) accumulating 18 hours minimum per year.  In addition, 
all personnel must complete continuing education requirements as required by the 
State of Ohio.  All employees may be also required to attend additional education or 
complete additional educational requirements, as determined by the fire chief.  

B.  All employees must report off when unable to attend drill or training.

1.  Excused absences from drills shall include working, vacation (out of town), 
or sickness.  For health and safety reasons, any employee reporting off drill 
for sickness shall not answer emergency calls until after 8:00 a.m. the next 
morning.

2.  Excessive absences from drills shall be a cause for review by the Fire Chief 
and Board of Trustees.

3.  Any employee temporarily unable to attend drills because of the attendance of 
school must make alternative arrangements with the training officer for training 
or in-service duty.

C.  Drills normally run from 7:00 p.m. to 10:00 p.m., but occasionally go into an extended 
drill.  Firefighters shall be at the station and ready to drill at 7:00 p.m.  The employee 
shall not leave until dismissed by the officer in charge.

D.  The first Monday of each months is designated for the officers’ meeting and station 
and equipment maintenance.  The second Monday of each month is designated for 
inspectors’ meetings and station training.  The third and fourth Mondays of each 
month are scheduled for department wide education.  A fifth Monday, if any, shall be 
scheduled by the fire chief.

E.  All active (including Cadet and Probationary) employees are to attend Fire Department 
meetings and drills.

F.  Where applicable, training for Fire Department employees engaged in emergency 
operations shall include procedures for the safe exit of employees from the dangerous 
area in the event of equipment failure or sudden change in conditions.

G.  Whenever changes in procedures or technology are introduced, or new hazards 
are identified in the work environment, appropriate training and education shall be 
provided for all affected employees.
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II.  TRAINING FOR FIREFIGHTING
A.  All Fire Department employees who engage in emergency operations shall be trained 

commensurate with their duties and responsibilities.  Training shall be as frequent as 
necessary to ensure that employees can perform their assigned duties in a safe and 
competent manner, but shall not be less frequent than specified in this Section. 

B.  All newly appointed firefighters shall successfully complete, within twelve (12) months 
of appointment, the State of Ohio Firefighter 1 Course.  State certification must be 
maintained.  All state certifications must be maintained.

C.  During the probationary period, a firefighter may be required to attend additional 
training courses as deemed necessary by the Fire Department.  The Fire Chief may 
require firefighters to attend the Firefighter 2 class within two years of the date of 
appointment.

D.  Training in emergency operations shall be based on the Department’s Standard 
Operating Procedures. 

E.  Training exercises shall be conducted in accordance with established standard 
operating procedures and shall be supervised.

III. TRAINING FOR EMERGENCY MEDICAL SERVICES
A. All fire department employees engaged in emergency medical service operations shall 

be trained in commencement with their duties and responsibilities.  Training shall be 
as frequent as necessary to insure that employees can perform their assigned duties 
in a safe an competent but not be less frequent than specified in this section.

B.  All newly appointed EMS personnel shall successfully complete, within twelve (12) 
months of appointment, the State of Ohio EMT-Basic Course.  State certification must 
be maintained.  All state certifications must be maintained.

IV.  DRIVER OPERATOR TRAINING REQUIREMENTS
A.  Probation Requirements 

1.  Until such time as the applicable State Board of Education or Department of 
Public Safety course is successfully completed, the firefighter has served as a 
probationary firefighter for one year, and the individual has a minimum period 
of five years of driving experience, employees shall not operate red lights and 
sirens on his or her personal vehicle. 

2.  During the probationary period, no probationary employee shall operate Fire 
Department apparatus or equipment during emergency situations unless 
previously qualified or unless expressly ordered to do so by an Officer of the 
Department. 

 B.  General Driving Requirements and Qualifications 

1.  The fire apparatus or vehicle driver/operator shall be legally licensed to drive by 
the State of Ohio. 
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2. No person shall drive a department vehicle, without the express approval of the 
fire chief, unless he or she has five years of driving experience.

3.  No person shall drive an emergency vehicle unless he or she has successfully 
completed an E.V.O.C. class.  

4.   The trainee’s driving of an emergency vehicle shall be limited to training and 
non-emergency activities.  However, if an emergency occurs, and there is 
not a qualified operator present at that time, and the trainee has been trained 
sufficiently, the trainee may operate an emergency vehicle with an officer’s 
approval. 

5.  All drivers are subject to Department of Motor Vehicles Record check.

6.  All drivers with a moving violation conviction and/or a chargeable accident are 
subject to disciplinary action. 

7.  All new Department employees are required to have a physical examination.  
The apparatus or vehicle driver/operator shall be subject to periodic medical 
evaluations, when in the judgment of the Department Chief or Safety Officer, 
the driver appears to have a physical impairment, structural defect, illness, or 
other limitation likely to interfere with safe driving.  Where the Chief or Safety 
Officer deems that a medical evaluation is necessary, the driver/operator shall 
submit to a physical examination conducted by a physician designated by the 
Township.  The Township shall pay the expense of examination. 

8.  Drivers of emergency vehicles over sixty-five (65) years of age are subject 
to those driving standards set by the Township’s insurer.  A copy of those 
requirements, if any, are attached as an appendix to this Section. 

V.  TRAINING FOR INCIDENT MANAGEMENT/INCIDENT COMMAND SYSTEMS  
 All employees involved in emergency operations shall be trained in the Incident Management 
System used by the Fire Department.  At a minimum, all employees shall have NIMS 100, 
200, 700 and 800.  In addition, all officers must complete NIMS 300 and 400.  

VI.  TRAINING FOR HAZARDOUS MATERIALS INCIDENTS
 All department firefighters, because they are likely to be involved in hazardous materials 
response, shall be trained at the First Responder Operation Levels, as specified in NFPA 472, 
Standard for Professional Competence of Responders to Hazardous Materials Incidents.

VII.  TRAINING FOR STRUCTURAL COLLAPSE INCIDENTS, TECHNICAL RESCUE, AND  
 SPECIAL OPERATIONS 

A.  All Fire Department employees who participate in any form of technical rescue shall 
have sufficient training to meet the requirements for the rescue situation.

B. Fire Department employees who engage in special operations shall receive specific 
and advanced training and education in those special operations.

C. In conjunction with the rescue activities, all firefighters should be familiar with basic 
rescue techniques.
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VIII.  TRAINING FOR EMERGENCY MEDICAL SERVICE OPERATIONS 
A.  All Fire Department personnel who intend to respond to emergency medical service 

calls or provide patient care at rescue scenes shall be able to:

1.  Define the principles of infectious control in universal blood in body fluid 
precautions as prescribed for in these SOP’s.

2.  Demonstrate the use, decontamination, disinfection, disposal of personal 
protective equipment used for protection from infection.

3.  A firefighter may be trained as an Emergency First Responder, a Basic EMT, 
Advanced EMT, or Paramedic.  Such training will be provided in accordance 
with minimal standards required to satisfy those various levels of training as set 
by the accrediting agency or the State of Ohio.

IX.  TRAINING FOR FIRE SERVICE INSPECTORS
 All Fire Department inspectors shall successfully complete the State of Ohio Certified Fire 
Safety Inspector Course.  Inspector shall also complete any additional continuing education 
required as mandated by the department or State of Ohio.  

X.  TRAINING FOR FIRE INVESTIGATORS 
 A Fire Department member designated as a fire investigator shall complete, as a minimal 
requirement, eighty (80) hours of training through the Arson Investigation Course sponsored 
by the Ohio Fire Academy.  This requirement may be satisfied by taking a second course of 
equivalent nature, or by demonstrating equivalent experience and training. 

XI.  TRAINING FOR FIRE SERVICE INSTRUCTORS 
A.  A Department Training Officer should complete the course sponsored by the State of 

Ohio to become a Certified Fire Instructor.  Instructors are expected to maintain their 
certification through necessary continuing education approved by the State of Ohio.

B.  A training officer should also be familiar with those NFPA standards which relate to 
training for all other positions within the Fire Department.  These include, but are not 
limited, to NFPA 1403 (Standard and Live Fire Training Evolutions in Structures) and 
NFPA 1500 (Fire Department Occupational Safety and Health Program).  

Adopted: _________________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

FIRE DEPARTMENT PROPERTY AND EQUIPMENT
I. CARE OF DEPARTMENTAL PROPERTY

 All personnel are responsible for the safekeeping and proper care of all property used by 
them and belonging to the Department.  This property shall be used only for official purposes 
and in the capacity for which it was designed.  It shall not be transferred to any other firefighter 
without permission of the Fire Chief or his/her designee.  Personnel shall immediately report 
to their immediate supervisor any loss or damage to departmental property assigned to or 
used by them.  The supervisor will be notified of any defects or hazardous conditions existing 
in any departmental property immediately upon such discovery.

II. DEPARTMENTAL PROPERTY TO BE SURRENDERED
 Any employee who is suspended, dismissed, resigns or is on leave shall immediately 
surrender to the Fire Chief or his/her designee, all Department property in their possession.

III. NO UNAUTHORIZED USE OF EQUIPMENT
 Personnel shall not be guilty of the unauthorized operation, sabotage, theft, or misappropriation 
of vehicles, tools, equipment, or other property used by them or entrusted to their care.

IV. BORROWING TOOLS, EQUIPMENT OR ELECTRONICS
 No one may lend out or borrow Township equipment or tools for personal, non-fire department 
use.  Equipment or tools may be utilized for provided educational or training assistance to 
other political subdivisions in educational institutions, with the Chief’s permission.

V. GEAR/EQUIPMENT
 Personnel shall only wear issued Township turn out gear and equipment.  Gear and 
equipment of other fire departments shall not be used as a substitute, without the express 
written permission of the Fire Chief.  Regardless, the Township shall not be responsible for 
damage to or loss of non-owned Township gear.  

No Township gear shall be used by an employee when that employee is responding as an 
employee of another fire department without the express written permission of the Fire Chief.  
In all circumstances, the other fire department must assume, in writing, responsibility for all 
damage to any Township owned gear.

All Township issued turn-out gear and equipment shall be stored in the stations, at all times, 
unless written permission is given to personnel for use of gear and equipment for training and 
events outside the normal fire department day to day operations.

VI. SWIMMING POOLS
 Township equipment or apparatus shall not be utilized to fill residential or commercial 
swimming pools.  
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VII. PUMPING BASEMENTS
 Township equipment or apparatus shall not be utilized to pump water from residential or 
commercial basements or cellars.  

VIII. USE OF TOWNSHIP EQUIPMENT OR APPARATUS OUTSIDE OF THE TOWNSHIP
 Township equipment or apparatus shall not be taken from or removed from the  
Township without the prior approval of the chief officer and notification to the Board of Trustees 
(through the chairman or his alternate).  This rule does not relate to mutual aid responses or 
training.  An example is taking an apparatus to a neighboring community parade.

  

Adopted:  ____________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

FIRE STATION SAFETY
The purpose of this rule is to create and maintain a work environment as free of hazardous conditions 
as possible and to create work practices that will not place any employee in a compromising position 
with regard to personal safety and health.  These procedures are meant as a guide to assist in the 
performance of various tasks performed around the fire station and will not supersede any state or 
federal safety standards or codes that may be applicable to any specific operation.  

I. EMPLOYER RESPONSIBILITIES
 The Township shall furnish a workplace which shall be safe for employees and visitors.  
The Township shall furnish and use safety devices and safeguards.  The Township shall do 
everything reasonable to protect the life, health, safety and welfare of such employees and 
visitors.

 
II. EMPLOYEE RESPONSIBILITIES

 No employee shall remove, displace, damage, destroy, or carry off any safety device or 
safeguard furnished or provided for use, or interfere in any way with the use thereof, by any 
other person.  No employee shall fail to follow and obey orders and to do every other thing 
necessary to protect the life, health, safety and welfare of such employees or visitors.  

III. STATION MAINTENANCE
 Personnel are required to perform general and routine custodial work in the upkeep of 
departmental apparatus, equipment and buildings as assigned.

 Efforts shall be made to keep apparatus floors free from slippery substances and/or 
obstructions such as water, oil, hydraulic fluid, etc.  All floor surfaces should be cleaned when 
accumulations appear, especially on the traffic areas around and between apparatus.  

IV. ROUTINE STATIONS INSPECTIONS
 Routine station safety inspections shall be conducted as assigned, and will include all 
equipment, tools, vehicles, buildings and grounds.  A report indicating any problems or unsafe 
conditions is to be compiled and turned in to the station captain.

V. APPARATUS CHECKS AND CLEANING
 Cleaning and checking apparatus shall be conducted frequently.Apparatus are to be hosed  
off when needed.  All vehicles and equipment are to be cleaned after every emergency when 
adequate manpower is available.

 Every vehicle used on an emergency run will be put back into service immediately after the 
emergency response is complete.  This may include, but is not limited to, filling air bottles, 
filling booster tanks, replacing hose, fueling vehicles, etc.

 Any tools, equipment or vehicle found to be in an unsafe condition should be taken out of 
Service, tagged and reported to the Officer in Charge (OIC) immediately.  The OIC shall take 
the necessary steps to have the affected piece of equipment repaired or replaced.  All repairs 
shall be performed by authorized personnel.  Any equipment tagged as being out of service 
shall not be used at any time.
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VI. NO LIVING AT THE FIRE STATION
 Firefighters shall not be permitted to maintain living quarters within the fire station except with 
the permission of the Fire Chief.

VII. SMOKING
 Smoking is not permitted in the fire station.  Smoking is not permitted in fire department  
vehicles, or apparatus.  Smoking is not permitted during any drills, during any inspections, or 
while otherwise engaged in any official fire department business.

VIII. WASHING PRIVATE VEHICLES
 Private vehicles may be washed at a Township fire station with the express approval of a 
station officer.  

IX. MINORS OR GUESTS
 No minor children or guests may be left unattended in the fire station at any time.
 
X. STATION SECURITY

 To prevent theft and unauthorized entry, all fire station doors will be locked.  Security 
procedures may be flexible depending on activities at the fire station.

 
XI. NO WEAPONS UNLESS AUTHORIZED

 Personnel shall not possess unauthorized weapons or explosives while on duty or when in 
uniform.  No weapons will be allowed inside of a Township building without the approval of 
the fire chief.  Weapons located in a personal vehicle shall be secured.

 
XII. BULLETIN BOARDS

 The public may tour any area of the fire station, therefore, nothing but official business and 
notices are to be place on a bulletin board without the permission of the Fire Chief.  Personnel 
shall not be guilty of unauthorized posting or removal of notices or signs, or of unauthorized 
writing, in any form, on any of the department bulletin boards.

 
XIII. MARKING OR DEFACING NOTICES

 Personnel shall not mark, alter or deface any printed or written notice relating to fire 
department business.  All notices of a derogatory character related to official business with 
the fire department regarding any unit or person are prohibited.  Posting of notices is for 
official purposes only.

 
XIV. USE OF THE STATION BY OUTSIDE GROUPS (THIRD PARTIES)

 Use of a fire station for meetings or other activities by an outside group or third party 
organization requires prior approval of the fire chief.  The trustees may require the outside 
group or third party organization to execute a written agreement.

Adopted:  __________________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

GROUND LADDERS

Fire Department ground ladders shall be tested annually in accordance with current National Fire 
Protection Association standards by an independent company.

Adopted:  __________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

ORDERS
I. OBEYING LAWFUL ORDERS

Personnel will obey lawful orders from ranking personnel as quickly and completely as possible.

II. ORDERS RECEIVED
Personnel shall normally receive orders and directives from their immediate superiors.  
However, all personnel shall comply with all orders issued by or on behalf of any superior 
officer of the Department.

III. QUESTIONS REGARDING ASSIGNMENT
Personnel in doubt as to the nature, location or details of an assignment shall seek clarification 
from their superior or by going through the chain of command.  Once an assignment or order 
has been given to an employee, the burden will be upon that employee to request and obtain 
any clarifications if necessary.   

IV. CONFLICT OF ORDERS
Personnel shall obey lawful orders issued by any superior officer.  Personnel who are given 
an otherwise proper order which is in conflict with a previous order, rule, regulation, policy, 
procedure or directive shall respectfully inform the superior of the conflict.  The superior 
officer who issued shall take steps to correct the conflicting orders and he/she shall assume 
full responsibility for the subordinate’s actions.  If the superior officer issuing the order does 
not alter or retract the conflicting order, the order shall stand.  Under these circumstances, 
the responsibility for the conflict shall be upon the superior officer.  Personnel shall obey 
the conflicting order and shall not be held responsible for disobedience of the order, rule, 
regulation, policy, procedure or directive previously issued.  Personnel shall not obey any 
order which they know or should know would require them to commit an illegal act.

V. UNLAWFUL ORDER
No command or supervisory officer shall knowingly issue an order which is in violation of a law.

VI. CRITICISM OF ORDERS
An employee shall not publicly criticize instructions or orders which he/she has received.

VII. REPORTING VIOLATIONS OF LAWS, RULES OR ORDERS
Personnel knowing of other personnel who are violating laws, rules, regulations, policies, 
procedures, directives or orders shall report the same in writing through the chain of command 
immediately upon discovering such action.

VIII. DISAGREEMENT WITH FIRE DEPARTMENT BUSINESS OR DAILY OPERATIONS
If an employee at any time disagrees with any Fire Department matter it shall be taken up 
the chain of command, then to the Fire Chief to resolve the issue with the least amount of 
disruption to the Fire Department.  If no satisfactory resolution is found by the Fire Chief, then 
the employee may seek higher authority, i.e. Trustees.

Adopted:  ____________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

PERSONAL CONDUCT
I. DOING YOUR DUTY

Personnel shall exert their greatest energy and best judgment and ability to fulfill their 
duty under any and all circumstances.  They shall regard the discharge of their duties as a 
public  trust and shall appreciate the importance and responsibility of their office.  By diligent 
study  and sincere attention to self-improvement, they shall strive to apply the sciences of fire 
prevention, firefighting, emergency medical care and public relations in all matters affecting 
public safety.

The Township has adopted a personnel policy and procedure manual.  Rules specific to all 
township employees are found on page 26 of that manual, and are incorporated in this fire 
department rules and regulations section as though fully written herein.

II. CONDUCT TOWARD THE PUBLIC
Personnel shall be courteous, orderly and efficient in their dealings with the public.  Upon 
request, personnel are required to supply their names in a mannerly way.  Personnel shall 
attend to requests from the public quickly and accurately, avoiding unnecessary referrals to 
other personnel or outside agencies.

Good public relations also include driving in a safe and courteous manner at all times, 
including driving when responding to emergency scenes.

III. RESPECT
Personnel shall show respect for their superiors, peers, subordinates and fellow citizens.  
They shall not be guilty of any conduct unbecoming to an employee of the Township or 
conduct which could be prejudicial to the good reputation, order or discipline of the Fire 
Department.  When addressing fellow personnel, all personnel shall observe a respectful 
attitude and use the proper title of the employee, particularly in the presence of the public.

IV. DISSENSION
Personnel shall not individually, or as a group, create dissension among themselves or the  
officers of the Fire Department.  Any violation of this provision will be considered a serious 
breach of discipline and will be treated accordingly.

V. PERSONNEL TO OBEY RULES AND REGULATIONS
Employees shall conform to and obey all resolutions, policies and procedures, regulations, 
rules and orders whether general, special, written or verbal, which are issued with proper 
authority and which govern the department and its personnel.   An employee shall diligently, 
completely and promptly carry out the orders of his/her designated superiors which are issued 
properly and pertain to the business of the Fire Department.

VI. VIOLATION OF LAW
No employee shall at any time violate any law or ordinance of the United States, the State of 
Ohio, or other political subdivision or public agency.  Any employee with a conviction covered 
by this provision shall immediately report this to the Fire Chief or his/her designee.
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VII. NO DISCRIMINATION
An employee shall not discriminate against another person (including another employee) 
because of that person’s gender, race, color, religion, sexual orientation, national origin or 
handicap.

VIII. ACTS OR STATEMENTS BY PERSONNEL
An employee shall not perform any act or make any statement, oral or written which would  
bring the employee in question, the department as a whole, or a fellow employee into disrepute 
or ridicule.  An employee shall not be party to any immoral or indecent conduct while on 
or off duty.  Propositioning or making lewd or sexual comments to members of the same 
or opposite gender is strictly prohibited.  Personnel are advised that their own credibility 
and the credibility of the fire department are of prime importance in the fire service.  Any 
employee who destructively criticizes the department or personnel, or makes statements 
which disrupt or impair the performance of their official duties, or engages in actions or makes 
statements which interfere with or subvert the operation of the fire department shall be guilty 
of misconduct.

IX. FALSE OFFICIAL REPORT
No employee shall knowingly make either a written or verbal false report or statement.  No 
employee shall provide, distribute, submit, use or fail to report knowledge of any falsified 
documents or documents containing misrepresentations.

X. INFORMING SUPERIORS
Personnel shall inform their superiors, through the chain of command, of any matter coming 
to their attention which may affect the welfare of the fire department.

XI. CHAIN OF COMMAND
Personnel shall, whenever practical, follow the proper chain of command in bringing matters 
to the attention of the Fire Department or Township.

XII. AVOIDANCE OF OPINIONS ON CURRENT FIRE INVESTIGATIONS
An employee shall avoid publicly expressing an opinion on any fire investigation in which 
the  department is involved.  An employee shall act quietly and carefully with a view 
to obtaining proper and reliable evidence in every case and shall prevent the removal or 
unnecessary disturbances of articles of suspicious nature, except by the direction of the 
proper authorities.  

Adopted:  ____________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

PERSONAL HYGIENE
I. All personnel shall maintain such personal hygiene standards and self-grooming which will 

not interfere with performance of duty and the professional image of the Department. 

II. No employee who may be exposed to an IDLH atmosphere shall permit facial hair growth 
to be of such length which would interfere with the use of breathing apparatus (beards, 
goatees and long sideburns) in violation of the Ohio Administrative Code, OSHA, and NFPA 
Standards.  Firefighters must be able to wear SCBA for both brief and extended periods of 
time without leakage around the mask.  Air masks must be able to be worn with comfort and 
without danger to the firefighter.  A fit test may be performed on each personal SCBA mask 
to insure proper seal annually and at the discretion of the Fire Chief.  

III. A firefighter shall not wear earrings or excessive jewelry while on duty.

IV. Employees who respond to EMS calls, or other calls where the Employee is not covered/
protected by turnout gear shall be dressed appropriately and shall present a clean and sanitary 
appearance.  For example, halter tops, short cutoff pants, t-shirts with obscene, offensive or 
inflammatory slogans, messages, or pictures; or, muddy arms or hands or clothing shall not 
be permitted under this section.  

V. ID tags shall be worn on all EMS calls or calls where the Employee is not covered/protected 
by turnout gear or other clothing which identifies the Employee as a member of the Township 
fire department.

VI. Fingernails shall be maintained at a reasonable length so as not to interfere with efficient 
operations.  Fingernails and hands shall be clean and sanitary for EMS operations.  

VII. Tattoos – Obscene, offensive, or inflammatory tattoos shall not be permitted.  Any individual 
that has such a tattoo must cover the tattoo by clothing or some other appropriate method 
while the employee is on duty or is otherwise operating as an employee of the Township.  

Adopted:  __________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

PERSONAL PROTECTIVE CLOTHING AND EQUIPMENT

I. The Township shall provide and all firefighters shall use personal protective clothing and 
equipment when the employees are required to work in a hazardous environment that may 
be encountered during structural firefighting activities and under similar conditions during 
training activities.  

II. The Fire Department and employees shall insure that protective clothing protects the head, 
body, and extremities and consists of at least the following components: foot protection; hand 
protection; body protection; eye, face, and head protection; and respiratory protection.

III. Personal protective clothing and equipment shall be properly sized for the employee.

IV. Personal protective clothing and equipment that is damaged or otherwise defective to the 
point of voiding its intended protection shall be removed from service.  

V. The Fire Department has developed and requires the use of a written plan  covering the safe 
use, limitations, care, inspection, maintenance, and replacement of the clothing and equipment 
required by the Ohio Revised Code, and all employees shall be trained in accordance with 
the plan.

VI. The Fire Department shall use and retain records for the life of the protective clothing and 
equipment.

VII. The Fire Department will provide for the cleaning of personal protective clothing.

VIII. Should the Fire Department permit employees to provide their own protective clothing and 
equipment, such clothing and equipment shall be provided at equal or greater protection than 
that provided by the Fire Department.  

IX. It is the responsibility of the employee to properly use the equipment provided by the Fire 
Department.  

Adopted:  __________________6/21/2014



Page 56

Springfield Township Fire Department New Policies Handbook

SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

RESPIRATORY PROTECTION
I. All employees exposed to hazardous atmospheres from fires and other  emergencies, or 

when the potential for such exposure exists, shall use self-contained breathing apparatus 
(“SCBA”) as provided by the Fire Department.

II. The Fire Department shall provide only those SCBA that have been approved by the National 
Institute for Occupational Safety and Health (“NIOSH”) and the Mine Safety and Health 
Administration (“MSHA”).  The Fire Department shall only utilize SCBAs with a service life 
of thirty (30) minutes or more of air, which are of a positive – pressure type, and which are 
equipped with an airflow control device for dofting and donning purposes only.  Such air 
controlled device shall not permit the continued used of the SCBA in the demand mode after 
donning.

III. The Fire Department has adopted and maintains a respiratory protection program that 
addresses the selection, inspection, safe use, and maintenance of respiratory protection 
equipment, training in its use, and assurance of air quality testing. 

IV. All employees shall be medically certified by a physician, or by a State of Ohio licensed health 
care professional who can perform medical evaluations under the supervision of a physician, 
on an annual basis.  The medical certification will be completed as part of the firefighter’s 
annual physical exam mandated by the Township. 

V. The face piece seal capability of each member qualified to use SCBA shall be verified by 
qualitative fit testing on an annual basis and whenever new types of “SCBA” or face pieces 
are issued.  Each new employee shall be tested before being permitted to use SCBA in a 
hazardous atmosphere.  Only employees with a properly fitted face piece shall be permitted 
by the Fire Department to function in a hazardous atmosphere with SCBA.

VI. Breathing air supplied for an SCBA shall be at least grade D quality as specified in “Compress 
Gas Association Commodity Specification for Air, Pamphlet G-7.1” and shall have a dew 
point level of -65 degrees Fahrenheit or dryer and a maximum particulate level of 5 mg/m3 
air. 

VII. Breathing air quality shall be tested accordingly and shall meet the requirements of the Ohio 
Administrative Code.

VIII. The Fire Department shall not permit any known interference with a face piece to face seal or 
with the operation of the exhalation valve on the full face piece of an SCBA or on employees 
who are exposed to hazardous atmospheres from fires and other emergencies or if potential 
for such exposure exists.

IX. Respiratory equipment shall be inspected, maintained, and repaired in accordance with the 
manufacturer’s recommendations.  Maintenance records shall include at the minimum a 
written record of such inspection and maintenance for each piece of equipment.
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X. The practice of buddy breathing by any means is strictly prohibited.  Buddy breathing is the 
practice of sharing a single SCBA breathing air source between two (2) persons.

XI. The use of a universal air connection will be permitted to replenish the breathing air cylinder 
of an SCBA user from an independent rescue breathing air source.  An independent rescue 
breathing air supply source does not include the breathing air from an SCBA and worn by 
another firefighter.

  

Adopted:  __________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 
SOCIAL MEDIA

I. PURPOSE

This policy is to provide direction to Township employees, elected officials, volunteers, and 
other affiliated organizations that use Township provided electronic/computer resources to 
access social media websites and engage in social networking.

II. RESPONSIBILITY

A. It is the responsibility of the Chairman of the Board of Trustees, or his or her designee 
(including any independent contractor or third party), to act as the Township’s official 
spokesperson and to maintain the Township’s official web presence via social media/
networking and the internet.  

B. It is the responsibility of the Information Technology (IT) employee or independent 
contractor to administer security and monitoring measures that support this policy.  

C. It is the responsibility of all Township employees who want to engage in social media/
networking in an official capacity to coordinate this activity with the Township.

D. The responsibility for assuring complete compliance with the provisions of this policy 
rest with the department supervisors, and individual employees involved.   It is the 
responsibility of the social media users and those engaged in social networking to stay 
informed regarding Township policies relating to his or their activity.

III. DEFINITIONS

Social Media: Various forms of discussion and information sharing including social networks, 
blogs, video sharing, podcasts, wikis, message boards, and online forms.  Technologies 
include:  picture-sharing, wall-postings, e-mail, instant messaging, and music-sharing to 
name a few.  Examples of social media applications include but are not limited to Google 
and Yahoo Groups (reference, social networking), Wikipedia (reference), MySpace (social 
networking), Facebook (social networking), YouTube (social networking and video sharing), 
Flickr (photo sharing), Twitter (social networking and microblogging), LinkedIn (business 
networking), and news media comment sharing/blogging.

Social Networking: The practice of expanding the number of one’s business and/or social 
contacts by making connections through web-based applications.  Social networking may 
include joining clubs and organizations or staying connected through phone conversations 
and written correspondence such as letters.  This Administrative Regulation focuses on Social 
Networking as it relates to the Internet to promote such connections and is only now being 
fully recognized and exploited, through Web-based groups established for that purpose.
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IV. PROCEDURES

A. Access to the Internet and/or Internet E-mail may be assigned by the department 
supervisor  or his designee and then set up and supervised by the Board of Trustees, 
IT Administrator or independent contractor or third party.  Employees should follow 
regulations and policies according to the Electronic Communication Resources 
Policy.  Some aspects of that policy that relates to employees use of social/networking 
resources include the following:

1. Regardless of the user’s location when accessing the Internet, Internet E-mail 
or Lotus Notes, if the account being used is one provided by the Township, 
employees should conduct only official Township business via that access.

2. Use of Township-provided Internet, Internet E-mail and Lotus Notes is a 
privilege.  Unauthorized use will result in the loss of access for the user and, 
depending on the seriousness of the infraction, may result in disciplinary action 
as deemed appropriate.

3. Employees should recognize that there are restrictions and limitations to use the 
Internet and its related technologies.  There is a limited amount of personal use 
that is understood and permissible, but employees should be as conservative 
as possible in such personal use and understand that public records laws may 
bring their use under scrutiny by the media and public.

 Examples of what could be considered “limited personal use” include: scheduling 
of personal appointments and communications regarding work-related social 
events including birthdays, birth, retirements, etc.  This time should be kept 
short in duration in terms of time accessed.  Short is defined as less time than 
would typically by taken as a personal break during the workday that would be 
deemed acceptable by a direct supervisor, or such time as given prior approval 
by one’s supervisor.  This time is in lieu of taking regularly scheduled approved 
breaks.  Restrictions from personal use include, but are not limited to:            

a. Use for personal or financial gain.
b. Discourteous communication to or about other persons or organizations.  
c. Solicitation, including charitable campaigns, except as specifically 

authorized or part of official Township-sponsored events to the extent 
permitted by the Township’s Personnel Rules and Regulations, i.e. 
blood drives, United Way, etc.

d. Issuing or forwarding chain mail and other frivolous messages such 
as practical jokes or remarks regarding or relating to a person’s class, 
religion, gender, race, national origin, disability, sexual orientation or 
any other factor that could offend a reasonable person.

e. Accessing any adult (pornographic), hate group or gambling site. 

4. The Township’s E-mail and Internet communications are not private and will be 
monitored.
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 B. Use of Social Medial Sites

1. Blogging or use of social medial sites as Facebook, MySpace or Twitter when 
doing so as the official spokesperson for the Township must be authorized by 
the Department Supervisor or his or her designee, and coordinated with the 
Chairman of the Board of Trustees.   The Chairman of the Board of Trustees 
will serve as the official spokesperson for the Township in the area of Social 
Media/Networking.

2. Employees may not attribute personal statements, opinions or beliefs to the 
Township when engaging in private blogging.  Employees may not create or 
use social media sites that might infer that they are affiliated with or sponsored 
by the Township.  It is also prohibited to use any Township logo, trademark 
or the name Springfield Township, Springfield Township Fire Department, 
Springfield Township Emergency Medical Services, or any other name that 
might cause a reader to believe that it is an official site of the Township.   
Employees are prohibited against disclosure of Confidential Information or 
information that could breach the security of the Township’s computer system 
in any way. Employees are prohibited against posting any material that would 
constitute harassment, hate speech or libel, or that would otherwise violate the 
Township’s free speech policy.  

 Employees assume any and all risk associated with blogging.  

 The Township may require immediate removal of, and impose discipline 
for, material that is disruptive to the workplace or impairs the mission of the 
Township.

3. Use of social media of a business nature such as LinkedIn or a “Members 
Only” site maintained by a Township approved professional organization may 
be permitted if limited to a professional rather than personal nature and kept 
short in duration in terms of time accessed.  Short is defined as less time than 
would typically be taken as a personal break during the workday that would be 
deemed acceptable by a direct supervisor, or such time as given prior approval 
by one’s supervisor.

 
C. Violation of Policy

1. Any use of the Internet, Internet E-mail and Lotus Notes in violation of this 
policy may result in discipline up to and including termination.  Unlawful use 
may result in referral for criminal prosecution.

 

Adopted: _____________________________6/21/2014
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SPRINGFIELD TOWNSHIP FIRE DEPARTMENT
POLICY RELATING TO 

SEXUAL HARASSMENT
I.  INTRODUCTION
 It is the goal of Springfield Township (“Township”) to promote a workplace that is free of sexual 

harassment. Sexual harassment of volunteers and employees occurring in the workplace or 
in other settings in which employees or volunteers may find themselves in connection with 
Township business is unlawful and will not be tolerated by this organization. Further, any 
retaliation against an individual who has complained about sexual harassment or retaliation 
against individuals for cooperating with an individual of a sexual harassment complaint is 
similarly unlawful and will not be tolerated. 

 
 [The Township has previously adopted an anti-harassment policy which is contained within 

the Township’s Personnel and Procedure Manuel at page ____.]

 This policy sets forth the Township’s goals of promoting a workplace that is free of sexual 
harassment; the policy is not designed or intended to limit our authority to discipline or take 
remedial action for conduct which the Township deems unacceptable, regardless of whether 
that conduct satisfies the definition of sexual harassment. 

II. SEXUAL HARASSMENT
 Under Ohio law, “sexual harassment” means sexual advances, requests for sexual favors, 

and verbal or physical conduct of a sexual nature when: 

a. Submission to or rejection of such advances, requests, or conduct is made either 
explicitly or implicitly a term or condition of employment or as a basis for employment 
decisions; or

b. Such advances, requests, or conduct have the purpose or effect of unreasonably 
interfering with an individual’s work performance by creating an intimidating, hostile, 
humiliating, or sexually offensive work environment.   

 Under these definitions, direct or implied requests by a supervisor for sexual favors 
in exchange for actual or promised job benefits such as favorable reviews, salary 
increases, promotions, increased benefits, or continued employment constitutes 
sexual harassment. 

 
 The legal interpretation of sexual harassment is broad and in addition to the above 

examples, other sexually oriented conduct, whether it is intended or not, that is 
unwelcome and has the effect of creating a workplace environment that is hostile, 
offensive, intimidating, or humiliating to male or female workers may also constitute 
sexual harassment. 

 While it is not possible to list all those additional circumstances that may constitute 
sexual harassment, the following are some examples of conduct which if unwelcome, 
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may constitute sexual harassment depending upon the totality of the circumstances 
including the severity of the conduct and its pervasiveness. 
1. Unwelcome sexual advances - whether they involve physical touching or not;
2. Sexual epithets, jokes, written or oral references to sexual conduct, gossip 

regarding one’s sex life, comment on an individual’s body, comment about an 
individual’s sexual activity, deficiencies, or prowess;

3. Displaying sexually suggestive objects, pictures, or cartoons;
4. Unwelcome leering, whistling, brushing against the body, sexual gestures, 

suggestive or insulting comments;
5. Inquires into one’s sexual experiences; and
6. Discussion of one’s sexual activities.

 All employees and volunteers should take special note that, as stated above, retaliation 
against an individual who has complained about sexual harassment, and retaliation 
against individuals for cooperating with an investigation of a sexual harassment 
complaint is unlawful and will not be tolerated by the Township.  

III. COMPLAINTS OF SEXUAL HARASSMENT
 If any of our employees believes that he or she has been subjected to sexual harassment, 

he or she has the right to file a complaint with the Township. The complaint may be written or 
verbal.  However, the employee should file his or her complaint with one of the following:

A. Department Supervisor
B. A member of the Board of Trustees
C. The Township’s legal counsel

These persons are also available to discuss any concerns you may have and to provide 
information to you about our policy on sexual harassment and the complaint process.  

IV. SEXUAL HARASSMENT INVESTIGATION
 When a complaint is received, the Township (a member of the Board of Trustees, legal 

counsel, or a citizen appointed by the Chairman of the Board) will promptly investigate the 
allegation in a fair and expeditious manner. The investigation will be conducted in such a 
way as to maintain confidentiality to the extent practicable under the circumstances. The 
investigation will include a private interview with the person filing the complaint and with any 
witnesses. The Township will also interview the person alleged to have committed sexual 
harassment, in accordance with any applicable township collective bargaining agreement 
(where applicable).  When the Township has completed its investigation, it will, to the extent 
appropriate, inform the person filing the complaint and the person alleged to have committed 
the conduct of the results of that investigation.  

 If it is determined that inappropriate conduct has occurred, the Township will act promptly to 
eliminate the offending conduct. 

V. DISCIPLINARY ACTION
 If it is determined that inappropriate conduct has been committed by a Township employee, 

the Township will take such action as is appropriate under these circumstances. Such action 
may range from counseling to termination from employment with the Township and may 
include such other forms of disciplinary action as the Township deems appropriate under the 
circumstances. 
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VI. STATE AND FEDERAL REMEDIES
 In addition to the above, if an employee believes he or she has been subjected to sexual 

harassment, he or she may file a formal complaint with either or both of the government 
agencies set forth below. Using the Township’s complaint process does not prohibit the 
employee from filing a complaint with these agencies. 

A. The United States Equal Employment Opportunity Commission (AEEOC@)
  Tower City, Skylight Office Tower
  1660 West Second Street, Suite 850
  Cleveland, Ohio 44113-1412
  Telephone (216) 522-2003

B. The Ohio Civil Rights Commission
  1111 East Broad Street, Suite 301
  Columbus, Ohio 43205

Adopted: ______________________________6/21/2014


