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Dry Ridge Fire Department  
Standard Operating Guidelines 

 
And 

Policies 
 

In an effort to maintain continuity within the Dry Ridge Fire Department, a set of 

standard operating guidelines and policies have been adopted. While the SOGôs and 

policies are designed to assist members in all facets of fire department operations, it is 

understood that there will be times that deviations from policies and procedures are 

necessary. These SOGôs and policies should be followed as closely as possible. However, 

the fire dept. recognizes the fact that no SOG or policy can cover all scenarios. The fire 

dept. reserves the right to allow it officersô, acting officersô, and firefighters when in a 

position that a policy or SOG does not address, to deviate from such.  

 

While this should be a rare circumstance, anyone who deviates from the policies or 

SOGôs must be able to justify their actions to the Fire Chief and or Mayor. 

 

If it is found necessary to regularly deviate from policy or guideline, the Fire Chief or his 

designee should be asked to review the policy or procedure in question for updating. 

 

It should also be noted that the policies and guideline shall be considered a written direct 

order given by the chief of the department. This does not exclude any memoôs or verbal 

directives given by the chief from having the same authority as a policy or guideline. 

 

All policies and guidelines will be continually reviewed for updates, additions, deletions, 

etc. as the fire department operations change or grow, so should the written policies and 

guidelines of the fire dept.
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Radio Communications Procedures 
 

 
SOG # 101.0 

Revised:  01 June 2010 

 

Purpose: To define the procedures for Fire and EMS communications. 

 

Scope: This procedure applies to all communications conducted by the Dry Ridge Fire 

Department. 

 

Procedure: 
1. All radio communications will be conducted in accordance with the Kentucky 

State Police Radio Procedures outlined specifically by SOG #101.1. 

 

2. Radio Identifiers ï All portable and mobile radio equipment will utilize unit 

identifiers. 

 

 All radios capable of transmitting the radio id will be 

programmed to transmit the radio of the member the unit is 

assigned to.   

 Radio idôs shall be changed upon re-issue. 

 This does not apply to radio pagers. 

 

 

 

 

3. Radio Traffic -  All radio traffic between dispatch and any unit shall be over the 

radio system and not any other form of communications (ie. Nextel direct 

connect). 

 

 Exception to this policy shall granted under the following 

conditions: 

1. Direct communications with the hospital on the specified 

Medical channel when relaying patient information. 

2. Traffic of a sensitive nature may be transmitted over 

telephone with the dispatch center. 

3. Traffic of confidential nature or Protected Health 

information shall be communicated only by telephone or 

face to face communications. 

4. Any other time the incident commander deems necessary or 

pertinent to reduce radio congestion. 

 All radio traffic shall follow standard radio procedures outlined 

in SOG # 101.3. 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

3 

Standard Radio Terminology 
 

 
SOG # 101.3 
Revised:  01 August 2005 

 

Purpose:  To standardize the terminology use in all radio communications. 

 

Scope:  This procedure shall apply to all department personnel. 

 

Procedure: 

All radio traffic between units and or the communication center shall be in ñPlain 

Englishò format. 

 

The use of 10 codes are permitted whenever personnel are attempting to relay sensitive 

information that should not be described in ñPlain Englishò. 

 

A list of 10 codes has been issued by the KSP Post 6 communications center for 

standardization between units if the 10 coded must be used. 

 

Below is a list of approved 10 codes.  They shall be used only when ñPlain Englishò 

could cause undue harm to personnel: 

 

SIGNAL 

1 OFFICERôS HOME / OFFICER IS AT HOME 

2 MEET AT      

3 TRAFFIC OR MESSAGES 

4 POST 

5 EATING 

6 CALL TELEPHONE NUMBER 

7 EMERGENCY ð OFFICER DOWN SITUATION 

8 DISREGARD 

9 RUSH ð EMERGENCY ACTION DESIRED 

  10 CONFIDENTIAL INFORMATION 

11 COMMUNICABLE DISEASE HAZARD / UNIVERSAL    

PRECAUTIONS APPLY 

 

10-CODES 

10-1  RECEIVING POORLY 

10-2  RECEIVING WELL 

10-3  RADIO SILENCE UNLESS EMERGENCY 

10-4  OKAY 

10-5  RELAY 

10-6  BUSY 

10-7  OUT OF SERVICE 
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10-8  IN SERVICE 

10-9  REPEAT YOUR TRAFFIC 

10-10 OUT OF SERVICE ð SUBJECT TO CALL 

10-11 TALKING TOO FAST 

10-12 PERSON(S) PRESENT WITH UNIT 

10-12A (10-12 ALERT) ðEMERGENCY CONFIDENTIAL INFO ðASAP 

10-13 WEATHER CONDITIONS 

10-14 CONVOY OR ESCORT 

10-15 PRISONER, PRISONER IN CUSTODY 

10-20 LOCATION 

10-25 CONTACT WITH / YOU HAVE CONTACT WITH 

10-29 CHECK FOR WANTED / STOLEN 

     10-29C   CRIMINAL  HISTORY 

     10-29E    EPIC INQUIRY 

     10-29L   CHECK FOR LOCAL WARRANTS! PAPERWORK 

10-30 RADIO TFC DOES NOT CONFORM TO POLICY 

10-31 DOMESTIC ABUSE COMPLAINT 

10-33 SCHOOL VIOLENCE I CRIME AT 

10-34 SCHOOL VISIT 

10-36 CORRECT TIME 

10-37 TELECOMMUNICATOR 

10-44 TRAFFIC STOP 

10-45 NON INJURY ACCIDENT 

10-46 INJURY ACCIDENT 

10-47 VEHICLE REGISTRATION (WITHOUT VIN) 

10-49 PAYROLL CHECKS 

10-50 EXPENSE CHECKS 

10-51 WRECKER 

10-52 AMBULANCE (EMS) 

10-53 REQUEST BACK UP 

10-54 REQUEST CORONER 

10-60 SUSPICIOUS PERSON 

10-61 MOTORIST ASSIST 

10-62 LOUD PARTY 

10-64 STATUS CHECK / ARE YOU OKAY? 

10-65 I AM OKAY (REPLY TO 10-64. 10-4 OR ANY OTHER RESPONSE 

MEANS YOU ARE NOT OKAY) 

10-74 SUICIDAL PERSON 

10-75 BOMB THREAT 

10-80 CORPSE 

10-85 WANTED PERSON 

10-86 WANTED PERSON - FELONY 

10-88 PHONE NUMBER 

10-90 ALARM  

10-92 OFFICER HOSTAGE SITUATION 

10-95 WHAT IS YOUR ETA 
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10-96 ENROUTE 

10-97 ARRIVED 

10-98 FINISHED WITH LAST ASSIGNMENT 

KSP-77 (Revised 06/2002) 
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Incident Communications 
 

 

SOG # 102.0 

Revised:  01 June 2010 

Purpose: To establish a set procedure for conducting on-scene radio communications 

during emergency incidents within the Dry Ridge Fire Department jurisdiction. 

 

Scope: This procedure applies to all emergency incidents occurring within the Dry Ridge 

Fire Department jurisdiction. 

 

Procedure: 

 

2.   Upon arrival on the scene of an incident, all mobile and portable radios should be 

switched to a fireground channel determined by the Incident Commander. 

 

3.   The Incident Commander is responsible for all radio traffic between dispatch, 

other responding agencies, etc., unless the IC delegates this assignment to another 

person. 

 

4. Officer / Senior Fire Fighter sitting in right front (officer) seat is responsible for 

radio communications unless directed otherwise by the Incident Commander.  

This relieves the driver of distractions caused by radio communications. 

 

5.   Additionally, the officer / senior firefighter of the first arriving unit will be 

responsible for assuring that any communications that are distorted, broken, etc. 

are repeated for clarification. 

 

Example: 

 

 Engine 31- "Engine 31 to Dry Ridgeò 

  

 Dispatch- ñEngine 31ò 

 

Engine 31 ï Engine 31 is on scene, with nothing visible from the front,  

establishing School  Rd Commandò 

 

 EC-1- ñEC-1 to Dry Ridgeò 

 

 Dispatch- ñEC-1ò 

 

 EC-1- ñEC-1 is on scene, establishing Taft Highway Commandò 
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Channel 3 Radio Traffic 
(Includes Channels 4 and 5 Radio Traffic) 

 

 

SOG # 103.0 

Revised:  01 June 2010 

 

Purpose: To provide natural progress of fire channels. 

 

Scope: This procedure applies to all Dry Ridge Fire Department Personnel. 

 

Procedure: 
Due to the close proximity of neighboring departments, the primary fire ground channel 

may become busy.  Natural progress though the available channels shall be utilized.  

Whenever a fire ground channel is in use by another agency or other authorized use, units 

shall move to the next available channel.   

 

All on-scene communications shall be on this channel.  The Incident Commander may, at 

his discretion, direct a specific task to a specific channel as long as the channel is not in use 

by another agency or authorized use. 

 

For example:  the incident commander may place tanker operations on channel 4. 

 

The incident commander shall be responsible for ALL communications with the dispatcher 

and arriving units unless otherwise assigned. All radio traffic on an incident shall go through 

the Incident Commander.  
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First Arriving Apparatus Initial Report 
 

 

SOG # 104.0 

Revised:  01 June 2010 

 

Purpose:  To establish a set procedure for the first arriving fire company or EMS unit to 

give an initial report of the incident conditions and to inform the next due unit(s) of the 

incident conditions upon their arrival.  

 

Scope:  This procedure applies to all fire dispatches of Dry Ridge Fire Department 

apparatus when they are the first arriving unit. 

 

Procedure: 
The first arriving unit shall provide a brief arrival and situation report, initial action taken 

and radio channel assignment.  The situation report shall contain all pertinent information 

and initiation of the Incident Command System in a manner appropriate with that particular 

situation. 

 

Examples: 

 

ñ Eng-31 on scene, heavy smoke and flames visible from a 1 story single family 

dwelling.  Establishing School Street Command." 

 

" Eng-32 on scene, working vehicle fire. Fire appears to be contained in the 

engine compartment. Establishing  Warsaw Road Command."  

 

ñEC-1 on scene, 2 car MVC.  Establishing is Taft Highway command. 
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Building Sides/Exposure/ 
Floor Numbering System 

 

 

SOG # 105.0 

Revised:  01 June 2010 

 

Purpose:  To establish a set procedure for numerically identifying the sides, exposures and 

floors of buildings involved in an incident.  

 

Scope:  This procedure applies to all dispatches to structures within the Dry Ridge Fire 

Department jurisdiction. 

 

Procedure: 

 

For reference, buildings shall be divided as follows: 

 

Side Alpha ï address side facing street (may not be where main entrance is  

located) 

 Side Bravo - left side (as if facing side Alpha). 

 Side Charlie - side opposite side Alpha. 

 Side Delta - right side (as if facing side Alpha). 

 

Exposures will be identified as: 

 

 Exposure Alpha - exposure in front of the fire. 

 Exposure Bravo - exposure on the left side of the fire. 

 Exposure Charlie - exposure to the rear of the fire. 

 Exposure Delta - exposure to the right side of the fire. 

 

Floors will be identified as: 

 

 Sub-division 1- Floor below Side Alpha exterior grade. 

 Division 1  - Main floor as accessed from Side Alpha. 

 Division 2 and greater - Labeled in ascending order from main floor. 
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National Incident Management System (NIMS) 
 

 

SOG # 201.0 

Revised:  01 August 2005 

 

Purpose:  To provide for the safety of personnel operating at emergency incidents through 

improved command and control.  To improve the use and tactical effectiveness of resources 

with a system that can be easily expanded and adapted to any emergency or incident in 

which the Dry Ridge Fire Department would be expected to respond. 

 

Scope: This shall apply to all fire and/or EMS incidents in which the Dry Ridge Fire 

Department has been dispatched to regardless of size. 

 

System Utilization: 
The Dry Ridge Fire Department will utilize the NIMS (National Incident Management 

System) as taught through the National Fire Academy. 

 

System Overview: 
It can provide for following kinds of operations: 

Ç Single jurisdiction/single agency involvement. 

Ç Single jurisdiction/multi-agency involvement. 

Ç Multi -jurisdictional/multi-agency involvement. 

 

It is adaptable for use in response to emergencies caused by fires, floods, earthquakes, 

hurricanes, tornadoes, hazardous material releases or other natural or human-caused 

incidents regardless of size. 

 

Features of the ICS: 
The ICS has a number of features including, but not limited to:  

Ç Unified command structure. 

Ç Common terminology. 

Ç Modular organization. 

Ç Integrated communications. 

Ç Consolidated action plans. 

Ç Manageable span of control. 

Ç Comprehensive resource management. 

 

These components working together interactively provide the basis for an effective 

command system. 

 

Organization and Operations: 
The ICS has five major functional areas. 

1. Command. 
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2. Operations. 

3. Planning. 

4. Logistics. 

5. Finance. 

 

Communications: 
All communications shall be clear text and in accordance with departmental 

communications SOGs.  

 

Assumption of Command: 
1. The ranking member of the first arriving company shall establish command at all 

incidents. 

2. Initial Report 

a. Actual location of incident. 

b. Report of conditions. 

c. Designation of individual assuming command (IC) and incident name. 

 

Responsibilities of the IC: 
1. Assessment of incident priorities. 

a. Life safety. 

b. Incident stabilization. 

c. Property (environmental) conservation. 

 

2. Size up 

a. Situation. 

b. Incident potential. 

c. Resource status. 

 

3. Define strategic goals. 

4. Establish tactical objectives. 

5. Implement the action plan. 

 

ICS Organizational Structure for Initial Operations:  

The ICS shall be used to maintain an effective span of control, no more than five (5) 

personnel, and preferably three (3) personnel for all supervisory personnel. 

 

Divisions and Groups: 
 

Divisions and groups shall be established to provide coordination and control of tactical 

operations. 

Group - Multiple resources assigned to the same function incident-wide. 

Division - Multiple resources assigned to perform tactical functions in a specified 

geographic area. 

 

Groups shall be designated by their function name. Divisions shall be designated by their 

geographic location. 
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Transfer of Command: 
Command may be transferred from the initial IC to a later arriving senior officer.  

Transfer of command should take place on a face-to-face basis to facilitate effective 

communication and feedback on current incident status and status of current operations 

and resources.  If face-to-face communication is not possible, transfer of command may 

be conducted by radio communications. 
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Incident Chain of Command 
 

 

SOG # 202.0 

Revised:01 June 2010 

 

Purpose:  To outline the chain of command as applied to the departmentôs Incident 

Command in compliance with requirements of the National Incident Management system. 

 

Scope:   This standard applies to all personnel of the Dry Ridge Fire Department. 

 

Procedure: 

a. The first arriving Company officer or acting officer shall be designated the initial 

Incident Commander (IC). 

b. Incident Command of an incident shall be automatically transferred from the 

level of the first in company officer up to and including the Senior Company 

Officer.  If possible, the initial Incident Commander shall update the assumed 

Incident Commander on the situation and initial plan. 

c. Incident Command of an incident may be transferred from the level of the Senior 

Company officer up to and including the Chief of the Fire Department by the 

following sequence: 

a. The highest-ranking officer expresses to the current Incident Commander 

that he is taking over Incident Command. 

b. The current IC provides an update on the current situation and plan. 

c. The higher-ranking officer assumes command.  The new IC 

communicates the transfer via radio on the assigned incident channel to 

communications and all units at or responding to the particular incident. 

d. The IC may reassign the replaced IC at his or her discretion to another 

command responsibility. 
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Unit Order of Response 
 

 

SOG # 203.0 

Revised:  01 June 2010 

 

Purpose:  To establish a standardized unit response order to assure that the unit(s) 

responding for any emergency response, can be utilized to their fullest capabilities.  

 

Scope:   This standard applies to all dispatches requesting units from the Dry Ridge Fire 

Department. 

 

Procedure: 

 

 Eng-31 - First Engine out on all incidents needing an engine company. 

 

 Eng-32 -  Second out Engine. 

   

Eng-33 - Engine assigned to Station #2. Shall be used as the first out engine 

in the Mt. Zion district, second and or third out engine in the rest of 

our district or mutual aid response. 

 

Tower 31 - First out Ladder company on all incidents. 

 

Brush Truck 3-First out unit on all Brush, Grass, Leave, Hay fires in the District 

 

 Battalion 3 - First out unit on all medical first responder incidents (excluding 

MVAôs) 

              Command Vehicle. 

Special detail unit. 

              Inspectors unit (when available). 

  

Utility 3- Special Detail unit.  

 

 EC1 -  First out staffed unit for all incidents 

 

 EC2 -  Second out unit for all EMS incidents 

 

 EC3-  Third out unit for all EMS incidents 

 

As a standard procedure on all structure fires, the response order shall be as follows: 

Engine 31, Tower 31, Engine 32. EC-1 will automatically respond as they normally 

would. 

**  All truck assignments subject to discretion of Incident Commander or Senior 

Officer  **  
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I-75 Incidents 
 

 

SOG # 204.0 

Revised:  01 August 2005 

 

Purpose:  To help eliminate directional confusion and cut down on excessive radio traffic 

when responding to incidents on I-75 and its vicinity. 

 

Scope:  This procedure applies to all runs dispatched to I-75 and its vicinity. 

 

Ramp Identification  System: 
The ramp identification system below is the only acceptable system of identifying the ramps 

at the Taft Highway/I-75 interchange.  

                

 I-75 Northbound entrance ramp 

 

      I-75 Southbound entrance ramp 

 

 I-75 Northbound exit ramp 

 

 I-75 Southbound exit ramp 

 

Location Verification  

Responding units, when possible, shall stage at the I-75 overpass until an exact location can 

be determined. 
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Minimum Response Crews 
 

 

SOG # 205.0 

Revised:  01 June 2010 

 

Purpose:  To establish minimum response crews for apparatus responding to emergency  

incidents both inside and outside of the district.  The OIC has ability to alter this 

procedure as conditions warrant.  

 

Scope:  This standard applies to all responding Dry Ridge Fire Department units. 

 

Procedure: 
 

Fire Response 

First out response shall consist of minimum 3 qualified firefighters including the EC 

crew if applicable.   A qualified firefighter is defined as 150 hour certification or 

higher. 

 

EMS Response  

All EMS responses shall consist of a minimum of one (1)Firefighter/ EMT or higher 

and one (1) Firefighter/EMT-First responder or higher.  At no time shall an EC unit 

respond to any incident without the minimum certified staffing requirements. 

 

EMS Response (First responder) 

When responding as an EMS First Responder apparatus, one (1) crewmember shall 

be a certified Firefighter/EMT or Firefighter/EMT-First Responder if at all possible.   

The other crewmember(s) may be firefighters. If no one else is available a minimal 

of CPR is acceptable only as a last resort if an Firefighter/EMT or Firefighter/EMT-

First Responder is not available. 

 

Remaining Apparatus: 

Remaining apparatus may respond as a two (2) -person company at the discretion of 

the OIC; providing an apparatus operator (or above) is available to operate the 

vehicle.   

 

Brush Unit(s): 

1. One (1) qualified operator.  
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EMS First Responder Procedure 
 

 

SOG # 206.0 

Revised:  01 August 2007 

 

Purpose:  To establish a set procedure for fire units responding to EMS runs as first 

responders. 

 

Scope:  This procedure applies to all EMS runs when the fire department is dispatched as 

an EMS First Response unit. 

 

Procedure: 
Batt. 3 will be used as the First Responder unit, provided that there is a full crew 

as defined in the minimum response crew SOG # 203.0.  The exception to this 

rule is on an MVA, where an engine company should respond.  

 

 

Under no circumstances should a person respond to the scene in their P.O.V., unless 

they physically have to pass the scene to get to the station. 
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Non-Emergency Fire Responses 
 

 

SOG # 208.0 

Revised:  01 June 2010 

 

Purpose:  To help ensure the safety of personnel responding to an incident including  

response to station and to the general public by classifying response to some incidents as 

non-emergency. 

 

Scope: This procedure applies to all fire runs classified as non-emergency. 

 

The following responses shall be classified as non-emergency: 

 

Ç Basement pumps. 

Ç Move-up to another station, unless otherwise advised. 

Ç Dispatch to respond to area and standby or stage. 

Ç Tree down in roadway, unless otherwise advised. 

Ç Debris in roadway, unless otherwise advised. 

Ç Non-hazardous spill cleanup. 

Ç Bomb threats are covered in S.O.G. #210.0. 

Ç Investigations 

Ç Any other run deemed non-emergency by the OIC. 

 

Clarifications:  
This procedure is established as general guidelines.  The Incident Commander has the 

authority to modify this procedure based on conditions at a particular incident.  

 

(Non-Emergency is defined as no emergency lights or siren and obeying all applicable 

traffic laws and signals). 
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Level of Response to Incidents Involving the 
Release of Hazardous Materials 

 

 

SOG # 209.0 

Revised:  01 June 2010 

 

Purpose:  To define the level of response by the Dry Ridge Fire Department to incidents 

involving the release or potential release of Hazardous Materials. 

 

Scope: This standard shall apply to all responses involving the release or potential release of 

hazardous materials the Dry Ridge Fire Department may be dispatched to. 

 

Level of Response: 
The Dry Ridge Fire Department will respond at the OPERATIONS LEVEL to releases or 

potential releases of hazardous substances as part of the initial response to the site for the 

purpose of protecting nearby persons, property, or the environment from the effects of the 

release in a defensive mode within department capabilities.  The departmentôs function 

will be to confine/contain the release from a safe distance, keep it from spreading, and 

prevent exposures. 

 

Notifications: 

The Incident Commander of a hazardous materials incident shall make appropriate 

notifications when necessary. 

 

 

A unified command system shall be used. 
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Notification of Kentucky Emergency Management 
 

 

SOG # 210.0 

Revised:  01 August 2005 

 

Purpose:  To define the incidents and threshold if applicable when emergency management 

notification is required. 

 

Scope: This standard shall apply to all responses involving the release or potential release of 

hazardous materials the Dry Ridge Fire Department may be dispatched to. 

 

Emergency Responses: 

 

Notify the KyEM Duty Officer by telephone 1-800-255-2587 upon occurrence of: 

 

a) School bus accidents with injuries   

b) Diesel fuel spills >75 gallons 

c) Gasoline spills > 25 gallons 

d) Any spill within 30 yards of a waterway  

e) Bomb threats  

f) Search and Rescue missions lasting over 4 hours 

g) Missing Alzheimer patients 

h) SARA Title III events 

i) Events requiring contact with Governorôs office  

j) Severe weather events causing significant problems including 

damaging winds, heavy rains with flooding, significant snow or ice 

storms, and tornadoes 

k) Major power outages effecting more than 2,500 homes or 

businesses 

l) Evacuations 

m) Earthquakes 

n) Train derailments 

o) Aviation accidents 

p) Major urban fires 

q) Industrial fires or explosion 

r) Public utilities fire or explosion (does NOT include transformers 

on poles) 

s) Terrorist or WMD incident  
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t) Any transportation accident involving large quantities of propane, 

natural gas, diesel fuel, aviation fuel, kerosene, or other volatile 

fuel greater than 55 gallons, except diesel which is 75 gallons 

u) Any medical event reported by local Health Departments to 

include ñwhite powderò incidents 

v) Outbreaks of foreign animal diseases 

w) Major road closing >1hr 

x) Upon Fire Fatality (Must also Notify State Fire Marshall Office) 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
. 
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Notification of Next of Kin 
 

 

SOG # 211.0 

Revised:  01 August 2005 

 

Purpose:  To establish procedures for notifying family members of the severe injury or 

death of a Dry Ridge Fire Department member. 

 

Scope:  This procedure shall apply to all incidents where a Dry Ridge Fire Department 

member has been severely injured or killed. 

 

Procedure: 

It shall be the policy of the Dry Ridge Fire Department to assume responsibility of 

notifying the next of kin of a firefighter injured or killed in the line of duty. 

 

In the event a firefighter is ill or injured and is unable to contact their next of kin 

themselves, or if they are killed, the following procedures shall be followed: 

 

Ç Once a firefighter has been injured or killed the incident commander shall 

be notified immediately. 

 

Ç The Incident Commander shall notify the chief of the department through 

the chain of command. 

 

Ç Once the situation has been mitigated, A fire department representative 

shall notify the next of kin face to face. No notification shall be given over 

the telephone. 

 

Ç If possible the fire department chaplain or the memberôs pastor shall 

accompany the incident commander to notify the next of kin. 

 

 

The fire dept. will be responsible to see to the transportation needs of the next of kin. 
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Vehicle Extrication Procedures 
 

 

SOG # 212.0 

Revised:  01 June 2010 

 

Purpose:  To establish procedures for performing vehicle extrication while helping to 

ensure the safety of both the patient(s) and the rescuers. 

 

Scope:  This procedure shall apply to all vehicle extrication runs in which the Dry Ridge 

Fire Department will be acting as the lead agency in the extrication. 

 

Definitions: 
Ç Action Circle - The designated area around the vehicle (10 - 20 foot radius) where 

extrication procedures are being performed. 

Ç Displace - To forcefully move an object beyond its normal operating range or 

position. 

Ç Disentangle - Removal of wreckage from around an entrapped person(s) or the 

removal of a person(s) from the wreckage. 

Ç Entrapment - When a person(s) cannot be removed from a vehicle by normal 

means due to injuries and/or vehicle damage. 

Ç Extrication - The process of removing an entrapped person(s) from a vehicle. 

Ç STOP - The command used to immediately stop rescue activities due to an 

unforeseen problem or occurrence. 

 

General Safety Guidelines: 
Ç All emergency personnel inside the action circle shall wear full personal 

protective equipment, with the exception of EMS personnel.  All EMS personnel 

shall wear appropriate protective equipment, at the discretion of the incident 

commander, with a minimum of coat, helmet, and latex gloves. 

Ç Do not stand between object (vehicle) and operating hydraulic tools. 

Ç Do not place body parts between any moving parts of the equipment while 

operating. 

Ç If in doubt, STOP. 

Ç Do not touch the involved vehicle(s) until you are sure they are not electrically 

energized. 

Ç All occupant(s) should be shielded / covered during glass removal or spreading 

and cutting operations. 

Ç Stabilize vehicle before beginning operations. 
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Procedure: 
Communications 

All departmental radio communication procedures shall be adhered to. 

 

Response 

1. Unit response order shall be as defined in SOG # 201.0. 

2. Personnel should be fully dressed and ready to carry out assigned tasks. 

3. Efforts should be made to obtain as much information as possible about the 

incident prior to arrival. 

4. Use appropriate vehicle extrication procedures to assist EMS in patient removal. 
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Response to Bomb Threats 
 

 

SOG # 213.0 

Revised:  01 June 2010 

 

Purpose:  To identify the roles and responsibilities of the Dry Ridge Fire Department when 

called to respond for a bomb threat. 

 

Scope:  Bomb threats, once received, become an emergency that is criminal in nature and 

will be the primary responsibility of the responding police agency.  

 

The police agency on scene and the management of the business or occupancy will have the 

responsibility for searching the building or area. 

 

Ç The police agency is trained in the identification of bombs and incendiary devices 

and is responsible for criminal investigations. 

Ç Management will be most familiar with the building and its contents and should be 

able to easily recognize anything that is unfamiliar, out of place or out of the 

ordinary. 

Ç The role of the fire department will only be of a standby nature. 

 

Procedure: 
Personnel Response - Members will respond to the station in a non-emergency fashion (no 

emergency lights or sirens and obeying all applicable traffic laws). 

 

*NOTE*  The non-emergency response is instituted for these reasons. 

Ç A bomb threat, in the eyes of the fire department, is not a true emergency that 

warrants direct fire department intervention to save lives and property. 

Ç That lights and sirens during an emergency response puts both the public and 

emergency personnel at a higher risk of a crash. 

Ç The person calling in the bomb threat may be anticipating emergency vehicles                

responding to the location. 

 

Incident Commander- The IC shall ascertain circumstances of the call by contacting the 

police unit in charge and/or the owner or management of the premises.  The IC shall then 

make a decision as to the actions of the fire department and should advise the police unit and 

management of such.  If the threat becomes serious or a confirmed location of a bomb is 

identified, the IC may request additional equipment to respond to the fire department staging 

area. 

 

 

 

Officers and Fire Fighters - Must remember that a bomb threat does not become a true fire 

department emergency or incident until there is detonation.  In the event of detonation the 
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fire department needs to be in a position where they can respond and perform fire 

department functions accordingly, keeping in mind the possibility of a secondary explosive 

device. 

 

Policy: It shall be the policy of the Dry Ridge Fire Department that no members of this 

department shall be utilized to search the premises involved in a bomb threat. 
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Assistance to Police Agencies 

 
 

SOG # 214.0 

Revised:  01 August 2005 

 

Purpose:  To standardize any responses to assist police agencies. 

 

Scope:  The SOG applies to all Dry Ridge fire personnel. 

 

Purpose: 

 

From time to time the Dry Ridge Fire Department may be called upon to assist the Grant 

County Sheriff Department, the Kentucky State Police, the Williamstown Police 

Department, or another police agency in the performance of particular duties due to 

equipment and tools available to fire departments, such as ladders and extrication tools. 

 

It shall be the policy of the Dry Ridge Fire department to assist federal, state or local law 

enforcement agency to provide tools or equipment upon request. 

 

In no way shall fire personnel be place in harms way while at the scene of such incidents. 

 

Units in operations with police agencies shall operate under the Incident Command System 

under NIMS 
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Lock Out / In 
 

 

SOG # 215.0 

Revised:  01 June 2010 

 

Purpose:  To outline the procedure for performing emergency Lock Out / In incidents. 

 

Scope:  This policy applies to all Dry Ridge Fire Personnel. 

 

Procedure: 

 

In the event of a response for an emergency Lock Out of a vehicle or structure, verify the 

following upon arrival: 

1. Verify the situation is a true emergency. 

a. Child locked in car 

b. Food left on a hot stove 

         2.  Request a police officer to respond. 

        3. Attempt to have property owner identify themselves. 

 4. Attempt to gain egress with the least possible damage to   

  property. 

5. Secure any damaged property. 
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Civil Unrest 
 

 

SOG # 216.0 

Revised:  01 August 2005 

 

Purpose:  To outline a procedure to be used in the event of civil unrest and during those 

instances when civil unrest occurs without warning. 

 

Scope:  This policy applies to all Dry Ridge Fire personnel. 

 

Procedure: 

 

During a period of civil unrest, law enforcement is to be notified of any response into 

affected areas.  The use of emergency warning equipment should be discontinued several 

blocks away from the incident. 

 

The incident commander is to select a staging area prior to arrival that is located outside the 

area affected.  Once the scene is safe to enter, Dry Ridge Fire Department personnel and 

equipment shall proceed with police protection. 

 

If civil unrest erupts after the arrival at the scene, law enforcement shall be notified to 

respond immediately.  The Incident Commander and/or company officer shall take 

necessary steps to ensure the safety of their crew.  If it becomes necessary to evacuate the 

area of fire personnel, and equipment and/or apparatus cannot be removed without undue 

risk to personnel, the equipment is to be abandoned. 

 

The use of charged hose lines to disperse crows is prohibited.  However the safety of Dry 

Ridge Fire Department personnel is, as always, of primary concern.  If any member is in 

eminent danger of physical injury or death, the use of force necessary to eliminate the 

dangers is warranted and authorized. 
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Foam Operations 
 

 

SOG # 217.0 

Revised:  01 August 2007 

 

Purpose:  To outline procedures for the use of foam fire streams. 

 

Scope:  All personnel operating a foam fire stream operation. 

 

Procedure: 
 

Foam eductors shall be stored in the 6% position. 

 

A 6% solution is required for all polar solvents (alcohols, ketones, etc.) and may be used for 

other flammable liquids.   

 

A 3% solution should be used for all typical hydrocarbons (gasoline, kerosene, diesel, etc). 

 

Rule of Thumb 

 

For determining the required amount of foam concentrate before beginning foam operations: 

 

Hydrocarbons:  Sq Ft of spill area X   5% = gallons required 

Polar Solvents:  Sq Ft of spill area X 15% = gallons required 

 

Follow the following guidelines for foam fire streams: 

1. Foam in-line eductors may be connected directly to the pump 

discharge outlet; however the preferred method is to place the in-line 

eductor one section (50ô) from the discharge outlet. 

2. Do not use any appliances in-line prior to the eductor. 

3. Use no more than 200ô of 1.75ò hose line. 

4. Supply 200 psi at the pump panel for proper foam discharge. 

5. Open and flow the line prior to placing the in-line eductor pick-up 

tube into the foam concentration. 
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Water Rescue 
 

 

SOG # 218.0 

Revised:  01 August 2005 

 

Purpose:  To outline procedures for rescues involving moving water. 

 

Scope:  All personnel. 

 

Procedure: 
 

Due to the inherent dangers involved with moving water rescue no moving water rescue 

shall be attempted by Dry Ridge Fire Department personnel.  Defensive procedures such as 

throw lines, aerial pick-offs, or relatively safe rescues are permitted. 

 

In the event of a moving water rescue the Williamstown Fire Department Water Rescue 

Team shall be immediately notified.  The Dry Ridge Fire Department personnel shall remain 

in command of the incident but all personnel shall operate under the operations officer from 

the water rescue team. 

 

At no time shall any non-trained personnel enter a moving body of water.  The Incident 

Commander shall have the authority to modify this policy if absolutely necessary. 
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Trench Rescue 
 

 

SOG # 219.0 

Revised:  01 August 2005 

 

Purpose:  To outline procedures for operating at a trench rescue. 

 

Scope:  All personnel. 

 

Procedure: 
 

The Dry Ridge Fire Department does not train to a level capable of effectively 

performing a trench rescue where a confined space entry may exist.   

 

In the event of a trench rescue the first arrive officer or Incident Commander shall request 

the Technical Rescue Team through communications.  All on scene personnel shall 

operate in a awareness level mode.  Personnel shall clear the area of bystanders and make 

the immediate area as secure as possible.  If any self rescue procedures can be assisted by 

Dry Ridge Fire Department personnel without entering the trench, such self rescue efforts 

may be allowed. 

 

At no time shall Dry Ridge Fire Department personnel enter or break the plane of a 

trench rescue.   

 

The Dry Ridge Fire Department personnel shall remain in command of the incident but all 

personnel shall operate under the operations officer from the Technical Rescue Team.
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Confined Space Operations 

 

 

SOG # 220.0 

Revised:  01 August 2005 

 

Purpose:  To establish a procedure for performing confined space rescue/recovery work in 

compliance with OSHA 29 CFR 1910.146. 

 

Scope:  This procedure shall apply to all confined space rescue/recovery incidents occurring 

within the Dry Ridge Fire Department jurisdiction and all mutual aid incidents. 

 

Confined space as defined by OSHA 29 CFR 1910.146 

1. Area large enough to allow physical entry by employee. 

2. Is not designed for continuous occupancy. 

3. Has limited/restricted means of entry or exit. (i.e. tanks or other vessels, silos, 

storage bins, hoppers, vaults, pits). 

 

Procedure: 

Incident Command - Upon arrival at a confined space rescue, the highest ranking fire 

officer shall establish or assume total command and activate a Level II Accountability 

System.  The area shall be inspected for personnel risk factors and everyone around the 

confined space shall be evacuated immediately. 

 

 

Actions -  The first arriving officer on scene shall size up the scene using the following 

guidelines: 

6. Evaluate the situation and institute the incident command system. 

7. Provide for the safety of on-scene personnel and by-standers. 

8. Determine if the incident will be a rescue or recovery. 

9. Determine if the confined space exists, and if the space is permit 

required. 

10. Eliminate or control hazards around the opening to the space. 

11. Establish a hazard zone around the opening; do not break the plane 

of the opening. 

12. Identify hazards associated with the space. 

13. Utilize on site personnel for information (entry permit) and 

assistance but do not allow them to enter the space. 

14. Control or eliminate hazards associated with the space. 

i. Hazardous Atmosphere- Ventilate 

ii.  Mechanical Hazards ï Lock-out / Tag out 

iii.  Engulfment Hazards ï Double block / Close valves 

15. Notify Northern Kentucky Technical Rescue Team (TRT) through 

Boone Center Dispatch, or Georgetown Fire Department TRT 

through Georgetown communications. 
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16. Operate under a unified command structure per NIMS. 

17. Operate as a support function to the TRT team. 

 

Once the victim is removed from the confined space, he / she shall be taken to the warm 

zone where EMS crew shall assume patient care. 
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 Carbon Monoxide Response Procedures 
 

 

SOG #221.0 

Revised:  01 August 2005 

 

Purpose:  To establish a procedure for uniform investigation and reporting information 

involving a Carbon Monoxide (CO) or suspected Carbon Monoxide (CO) call. 

 

Scope:  This procedure shall apply to all incidents involving Carbon Monoxide (or 

suspected Carbon Monoxide) (CO).  

 

Procedure:   

In the event of an incident involving Carbon Monoxide (known as CO) or suspected CO 

a procedure for investigation and reporting/recording information will be followed to 

address this call.   

 

NOTE: Dry Ridge Fire Department is responsible for investigating a reported CO 

problem or CO detector activation.  At no time should there be any attempt at any repair 

needed to correct the problem(s). 

 

The following procedure will be followed as standard procedure for any dispatch for 

Carbon Monoxide (CO) of suspected Carbon Monoxide (CO) calls. 

 

The first arriving company shall:  

 Establish command, provide for the safety of on scene personnel 

and evaluate the situation. 

 Provide emergency medical care as needed. 

 Ensure the structure has been evacuated. 

 Take initial monitor reading wearing full protective equipment 

including SCBA. 

1. If the monitor reading is 1 ï 9 Parts Per Million (PPM), and 

the personnel are unable to locate a source in a structure 

that has natural gas, crews should ventilate the 

structure,turn off the gas at the meter or tank, and assist the 

occupant in resetting the detector.  Gas or propane 

company shall be notified to respond. The incident 

commander should instruct the occupant to contact 911 if 

the detector activates again. 

2. If the monitor reading exceeds 9 PPM and personnel are 

unable to determine a source in the structure, incident 

command should contact the gas company if supplied by 

utility, or propane provider if supplied by bulk tank. 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

36 

 If  a source of CO is determined the personnel should shut off the 

gas supply to the unit, tag the appliance out of service, and 

advise the homeowner to contact a repair person. 

 Personnel should ventilate the structure and return background 

CO readings to below 3 PPM. 
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Establishing Water Supply from a Hydrant 
 

 

SOG # 222.0 

Revised:  01 June 2010 

 

Purpose:  To establish a standardized way to establish a water supply from a hydrant to 

the apparatus. 

 

Scope:  This procedure applies to all incidents requiring the use of a fire hydrant. 

 

Procedure: 

When it is determined that a water supply will be necessary at an incident, a 5-inch hose 

shall be the standard supply line. 

 

Unless directed by the incident commander otherwise, the second in engine company 

should relay pump the hydrant water supply to the initial engine company if the supply 

line is longer than 300 feet.  

 

If it is possible that elevated master streams will be used, the second engine company will 

set up to relay pump any supply line unless the first in engine company is steamered to 

the hydrant.  
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Fire Flow Development 
 

 

SOG # 223.0 

Revised:  01 August 2005 
            

Purpose:  To establish standardization in calculating friction loss and flow pressures for 

use in developing fire streams and other water flow requirements for pumping operations. 
 

Scope:  This procedure shall apply to all pumping operations involving Dry Ridge Fire 

Department apparatus. 
 

Procedure: 

The following shall be established as the standard utilized by the Dry Ridge Fire 

Department. 

 

 

 

Minimum Flow Rates 

 

Stream Size Minimum Flow Rate 

1 Ĳò Attack Line 125 Gallons Per Minute 

2 İò Attack Line 250 Gallons Per Minute 

Master Stream Device 1000 Gallons Per Minute 

 

 

 

Pressure Settings/Nozzle Selection 

 

Application Type  G.P.M. Pressure Tip Size 

    

1 Ĳò Attack Line  - Fog 125 75 p.s.i. Fog 

1 Ĳò Attack Line   - Smooth Bore 185 50 p.s.i. 15/16ò 

1 Ĳò Attack Line (Automatic Nozzle)  - Fog 125 100 p.s.i. Fog 

2 İò Attack Line  - Fog 250 100 p.s.i. Fog 

2 İò Attack Line - Smooth Bore 328 50 p.s.i. 1 ıò 

Master Stream Device ï Fog 1000 100 p.s.i. Fog 

Master Stream Device ï Smooth Bore 1000 80 p.s.i. 2ò 

Aerial Device 1000 135 p.s.i. -- 

Sprinkler/Standpipe ï F.D. Connection -- 150 p.s.i. -- 

Foam Eductor ï Inlet -- 200 p.s.i. -- 

Relay Pumping ï At receiving Pumper -- 50 p.s.i. -- 
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Appliance/Elevation Adjustments 

 

Appliance/Elevation Adjustment P.S.I. 

  

Gated Wye/Siamese + 5 
Master Stream Device + 25 
Aerial Waterway + 20 

Elevation ï Above Grade + 5 per 10 feet 
Elevation ï Below Grade - 5 per 10 feet 

 
 

Hose Friction Loss (PSI per 100 Feet) 
 

GPM 1 Ĳò 2 İò 3ò G.P.M. 5ò 

125 24 3 1 328 1 

150 35 5 2 500 2 

160 40 5 2 600 3 

182 51 7 3 750 5 

200 62 8 3 814 5 

210 68 9 4 1000 8 

250 97 13 5 1063 9 

263 107 14 6 1250 13 

300  18 7 1500 18 

328  22 9 1660 22 

350  25 10 2000 32 

500  50 20 2500 50 

600  72 29   

750  113 45   

814   53   

1000   80   

1063   90   
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Search & Rescue of Structures on Fire 
 

 

SOG #224.0 

Revised:  01 June 2010 

                                            

Purpose:  To establish a standard guideline for conducting a search and rescue operation 

in a structure on fire. 

 

Scope:  This procedure applies to all incidents requiring personnel to search for life in a 

structure such as a missing civilian or firefighter.  It shall be presumed that a civilian is 

missing or trapped in a building on fire until otherwise verified. 

 

Procedure: 
When it is determined that a search of a structure is necessary at an incident, the 

following procedures shall be followed in order to maximize efficiency and safety.  

Additionally, all personnel shall be wearing full personal protective equipment including 

breathing air from their SCBA. 

 

Primary & Secondary Search: 

Ç When directed by the incident commander, a primary search shall be conducted 

before or during fire suppression operations.   

Ç Personnel shall search known or likely locations of victims as rapidly as 

conditions allow, moving quickly to search all affected areas of the structure as 

soon as possible. 

Ç Search teams shall be assembled with no less than two personnel that shall remain 

together throughout search until they exit the structure.  Level two accountability 

procedures should be utilized prior to entry. 

Ç Personnel shall also carry forcible entry tools to gain entry, probe for structural 

integrity, and to search a wider area including under furniture. 

Ç Personnel shall also have a portable radio to communicate with Incident 

Command. 

Ç Personnel shall carry the Thermal Imaging Camera (as available) to conduct the 

initial search.   

Ç Prior to entry the search team shall notify command or operations the direction of 

their search by indicating a left or right hand search pattern. 

Ç The fire floor should be the first to be searched, then the floor above, then the 

highest floor if it is a multi-story structure. 

Ç At no time shall rescuers remove their face pieces to share with another firefighter 

or victim. 
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Ç Upon completion of search, the search team shall communicate to Command what 

area has been checked, ñDivision 1 All Clearò, etc. 
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Truck Company Operations 
 

 

SOG # 225.0 

Revised:  01 June 2010 

 

Purpose:  To establish procedures for performing truck company operations using the 

Mack Baker Aerialscope and the equipment it contains. 

 

Scope:  This procedure shall apply to all incidents that require the use of the aerial truck.. 

 

Procedure: 

Tower 31 is to respond to all structure fires, private fire alarms, water removal requests, 

any other call specified by SOG 201.0, and any other incident the incident commander 

requests.   

 

Roles: 

The primary responsibility of the apparatus operator is to place the unit in a location that 

provides access to for rescue, master stream operations, roof ventilation operations, or 

any other function requested. Typically this will be the address side of the structure. 

Crews assigned to T-31 shall be ready to perform truck company operations including but 

not limited to forcible entry, vent enter search, search and rescue, salvage and overhaul, 

ventilation, and placing ground ladders and/or the aerial device for ingress or egress of a 

structure. 

*** At no time is there to be an occupant on the elevated platform without another 

person at the turntable controls.   ***  

 

This unit also provides lighting for night operations; proper staging of this unit at the 

scene must be considered.   

 

NO apparatus should be parked behind this unit close enough to hinder removal of 

ground ladders. 

 

 

 

 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

43 

EC-Unit Operations at a Fire 
 

SOG #225.1 

Revised:  11 February 2008 

                                            

Purpose:  To establish a standard guideline for EC Unit operations at a fire 

 

Scope:  All personnel assigned to an EC Unit. 

 

Procedure: 

While operating at a fire, all EC unit personnel may be used, at the discretion of the 

Incident Commander, as an engine company, ladder company, or EMS unit to establish 

rehab or provide on scene EMS. When parking, the crew should attempt to park out of 

the way of other fire apparatus, but in a position where they can get out if the need should 

arise. 

 

Normally, the EC Unit will be placing the primary attack line in place, and functioning as 

an engine company. When this is the case, crews assigned to the EC Unit, shall follow 

SOG#226.0  

 

In the event they are assigned to operate as a ladder or truck company they shall follow 

SOG#225.0 

 

There may be times that they are assigned as RIT or as an EMS unit, and then crews shall 

follow the appropriate SOG or protocols. 
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Engine Company Operations 
 

 

SOG # 226.0 

Revised:  01 August 2005 

 

Purpose:  To outline the basic fire ground tasks and functions of the Engine Company.  

 

Scope:   This standard applies to all personnel responding to an incident on an Engine 

Company. 

 

Procedure:  Firefighting is a combined effort of multiple companies toward a common 

goal, the basic element of which is reaching the seat of the fire and extinguishing it.  Along 

with search and rescue, these are the primary responsibilities of the Engine Company.  A 

primary search should be made as a part of the initial fire attack during any offensive 

operation.  Fire control operations are carried out by placing hose lines to protect exposures, 

confining the fire to a given area, and extinguishing it.  Hose lays with pre-connected lines, 

high-rise packs, or LDH may be used.  LDH can be used to supply master streams, sprinkler 

systems, standpipe systems, or hand lines from a discharge manifold.  A secondary search 

should be made as soon as possible after the fire is under control.  Engine companies shall 

operate hose lines during coordinated overhaul operations other companies.  Each Engine 

company should operate as a single unit.  Engine company personnel shall maintain 

accountability and safety by working in groups of 2 or more, wearing SCBA as appropriate, 

and maintaining contact with other interior crews and the appropriate officers. 

 

First Arriving Company 

 

The first arriving engine should respond directly to the scene and take the best position to 

attack the fire.  Positioning of apparatus should be flexible in ñnothing showingò situations.  

If the engine is the first unit on the scene, the company officer or senior firefighter shall 

establish command, size-up the incident, call for needed help, identify the appropriate 

strategy and initial action.  Decisive action may include, but is not limited to the following:  

investigating the situation if nothing showing, immediate rescue, offensive or defensive fire 

attack.  Depending upon the size-up and company staffing, the first due engine may position 

directly on a hydrant, lay itôs own supply line, or have a later arriving engine handle water 

supply.  Command will be transferred to the highest ranking officer upon arrival. 

 

Second Arriving Company 

 

The second arriving engine company should support the operations of the first arriving 

engine by positioning at the water source in nothing showing situations or taking other 

action as directed.  The second arriving engine may be utilized to place the backup line in 

service, laying the supply line, functioning as the RIT team, or supplying sprinkler / 

standpipe systems. 
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Third Arriving Company 

 

The third arriving engine should take action as directed.  The third arriving engine should 

handle the next most important task not being handled by the second arriving engine, unless 

otherwise directed.  Any action initiated by the third arriving engine shall be communicated 

to the Incident Commander.  This will most likely be placing the backup line in service, 

laying the supply line, functioning as the RIT team, or supplying sprinkler / standpipe 

systems. 

 

Additional Engine Companies 

 

Any other arriving engine should be prepared to take action as ordered or respond directly to 

the staging area if no other assignment is given. 
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Emergency Evacuation of Personnel from a 
Structure or other Area 

 

 

SOG #227.0 

Revised:  01 June 2010 

 

Purpose:  To standardize the method for evacuation of fire personnel from a structure or 

other area and reporting procedures immediately following an evacuation. 

 

Scope:  The policy applies to all Dry Ridge Fire personnel. 

 

Procedure: 

When an evacuation order is issued by the incident commander, all companies shall sound 

their air horn in short bursts for 30 seconds. 

 

The Incident Commander shall notify the communications center of the evacuation order.  

Immediately following the notification to communications the following message shall be 

broadcast on the fire ground channel being used: (This message shall be the responsibility of 

the IC) 

 

All personnel operating at (exact location) evacuate the structure / area immediately. 
 

Upon hearing the evacuation order, all personnel shall exit the structure / area immediately 

using the quickest means necessary and report to the incident commander or sector officer. 

A PAR check shall be completed before any defensive operations are put into effect.  The 

sector officer shall report accountability to the incident commander as soon as possible. 

 

If personnel are missing, the Incident Commander shall be immediately notified.  The 

number and last known location of missing personnel shall be relayed to the IC. 
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Managing A MayDay 
 
SOG#228.0 

Revised: 01 June 2010 

 

Purpose: To standardize the method by which the incident commander can effectively 

manage a declared MayDay. 

 

Scope: This SOG applies to all Dry Ridge Fire Department Personnel. 

 

Procedure: 

When a MayDay is declared, the Incident Commander shall attempt to follow the below 

listed guidelines as closely as possible. While each MayDay is different, there are certain 

procedures that can be followed for each one.  

 

1. Once a MayDay has been declared, the Incident Commander shall attempt to 

ascertain what the problem is and the firefightersô location. (LUNAR- Location, 

Unit, Name, Assignment/air supply, Resources needed.) 

2. The RIT team shall be activated and sent to the firefighter(s) that declared a 

MayDay with the appropriate equipment to alleviate the problem. 

3. All firefighting operations shall continue during the MayDay, however, if there is 

a crew near the firefighter(s) in distress, they shall notify the IC and attempt to 

help, if they can do so safely. 

4. The IC shall notify all units working at the incident to maintain their position and 

to hold all radio traffic. (If the IC believes this will take a while, he may want to 

consider moving all fireground traffic to a separate radio channel.) 

5. The IC, whenever possible shall delegate someone to either take firegound 

operations, or to handle the MayDay. 

6. The IC (or his designee) shall notify dispatch that they have a MayDay in 

progress, and request additional assistance from the next available fire dept. 

7. Additional EC units may be called if necessary. 

8. Once the MayDay has been mitigated, the IC (or his designee) shall notify 

dispatch, and a PAR shall be done immediately. 
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Declaring a MayDay 
 

SOG#229.0 

Revised: 11 February 2008 

 

Purpose: To standardize the method by which a distressed firefighter can declare a 

MayDay. 

 

Scope: This SOG applies to all Dry Ridge Fire Department Personnel. 

 

Procedure: 

When a firefighter becomes distressed because of low air, entrapment, lost, or any other 

type of situation that puts him in a life threatening position, the firefighter(s) can declare 

a MayDay using the following procedures: 

 

1. The firefighter shall report his MayDay to the incident commander on the radio, 

using the LUNAE  Ex. (ñMayday,Mayday,Mayday  (Location)A side Division 2 

(Unit)  Engine 31-B (Name) Firefighter Smith. (Air/A ssignment) I have ½ tank 

of air, and I was on the on the attack line.ò(Resources) I am lost somewhere on 

the second floor.ò) This should all be done in one radio transmission. 

2. The firefighter should receive an acknowledgement from the IC of his radio 

traffic. If he does not, the firefighter needs to repeat the last MayDay 

transmission.  

3. If the firefighter is able, he needs to set off his PASS device after the radio 

transmission, and attempt to find his way out of the structure in the quickest 

manner, or to start using all self rescue techniques available to him.  

4. If the firefighter gets out of the structure or distress, he needs to notify IC as such. 

5. Throughout the MayDay, the firefighter shall monitor the radio for transmissions 

from the RIT team and the IC.  

6. Throughout the emergency, the distressed firefighter(s) should make a conscious 

effort to conserve his air supply.  

7. Once the RIT team has found the distressed firefighter(s), he should, if possible, 

assist the RIT team in helping attach a secondary air supply. 
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Establishment of a RIT Team  
SOG#230.0 

Revised: 01 June 2010 

 

Purpose: To standardize the method of establishing a RIT team on a structure fire. 

 

Scope: This SOG applies to all Dry Ridge Fire Department Personnel. 

 

Procedure: 

In an effort to maintain as safe an environment as possible for crews operating at a structure 

fire, the following procedures shall be put into place during a working structure fire. 

 

1. After the fire attack has been implemented, the incident commander shall 

establish a RIT (Rapid Intervention Team) as soon as possible. An initial RIT 

team shall be no less than 2 firefighters. Depending on the size of the incident, IC 

may choose to establish multiple RIT teams. 

2. If the manpower is unavailable to do so, the IC should call for another fire dept. to 

respond to the incident, and establish a RIT team once they have arrived. 

3. Once a crew has been assigned the duties of RIT, The officer or acting officer of 

that crew shall establish a staging area near the entrance used for fire attack. 

4. The RIT team shall have in the staging area, forcible entry tools, at least one chain 

saw, The emergency RIT air pack, at least one section of rope, an attic ladder, and 

a thermal imaging camera. 

5. While functioning as a RIT team, crew can perform ancillary functions on the 

exterior of the building. These functions include but are not limited to: complete 

360 around the structure if possible, shut off utilities such as gas, water, etc. 

Ladder the structure on the second floor if crews will be up there. This should 

include all 4 sides of the building.  

6. Once these functions are complete, the officer should notify the IC of anything he 

found on the walk around, and any actions taken by the RIT team. 

7. While these functions are being done, RIT team members shall closely monitor 

the radio. No functions shall be done by this team that may inhibit a rapid 

response to a MayDay. 

8. In the event that the RIT team is activated, the officer shall make sure the 

appropriate equipment is taken into the structure. He shall also confirm with the 

IC and or the firefighter calling the MayDay their last known location, the 

problem, the firefighterôs name, what company they are assigned to, how much 

air they have left, and how many firefighters are in trouble. 

9. After finding the distressed firefighter(s), a quick size up of the situation shall be 

done, as well as notifying the IC that they have reached their distressed 

firefighter(s).  

10. He shall also notify IC of any other resources they may need to mitigate the 

problem, including more manpower, tools, air supply, or hoselines to protect 

them. 
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11. Once a rescue has been performed and the distressed firefighter(s) are out of the 

structure and safe, the officer shall notify IC. 

12. Once rescue has been performed, the officer shall request a PAR to be taken from 

the IC. 
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Respirator Fit Testing Procedure 
(Testing Compliance RE: Kentucky OSH (803 KAR 2:308) & (29 CFR 1910.134) dated 8/9/02 ï Letter on File) 

 

 

SOG #301.0 

Revised:  01 August 2005 

 

Purpose:  To help ensure the safety of all personnel wearing respirators by testing for 

proper fit prior to their actual use.  This policy shall apply to all Fire and EMS personnel 

that have the possibility of responding to an emergency scene where respirators must be 

worn. 

 

Scope:  This policy shall apply to all Dry Ridge Fire Department personnel that have the 

possibility of responding to an emergency scene where respirators must be worn (as 

defined by the Personnel Policies Manual Chapter 17, Section 1). 

 

Procedure: 
Qualitative face fit tests shall be performed at the time of initial fitting and at least 

annually thereafter for all personnel for each type of respirator used by the Dry Ridge 

Fire Department.  All results shall be placed in the memberôs personnel file as well as the 

Respiratory Fit Testing Log. 

 

1. The test shall be performed and verified per Kentucky OSH requirements. 

 

Ç Normal Breathing 

Ç Deep Breathing 

Ç Turning head from side-to-side (inhaling when head is at either side) 

Ç Nodding head from side-to-side (inhaling when head is in the fully up 

position) 

Ç Talking. 

Ç Touching toes 

Ç Normal Breathing 
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Inspection, Cleaning and Maintenance of  

Self-contained Breathing Apparatus (SCBA) 
 

 

SOG # 302.0 

Revised:  01 August 2007 

 

Purpose:  To establish procedures for the storage, inspection, cleaning and maintenance of 

SCBAs. 

 

Scope:  These procedures apply to all SCBAs owned and used by the Dry Ridge Fire 

Department. 

 

Records: 
Records will be maintained on all SCBAs and air cylinders on the following: 

Ç Periodic inspections. 

Ç Preventive maintenance. 

Ç Repairs. 

Ç Parts replaced. 

Ç Overhauls. 

Ç Testing (Hydrostatic). 

 

Inspections: 

Daily inspections shall be performed by the duty crew for the SCBA unit they are assigned 

to for that shift. 

 

Weekly inspections shall be performed by the duty crew on a rotating basis by checking the 

units on the piece of apparatus they are assigned to checkout. 

 

Weekly inspections shall also be required by the volunteer staff during weekly truck checks 

before training on the specified day. 

 

Repairs: 

If repairs are necessary the breathing apparatus shall be: 

 Immediately taken out of service 

 Tagged with an orange ñSCBA Repair / Maint Requestò tag 

 Placed in the compressor area in the bins marked ñTo be Repairedò 

 

Cylinder hydrostatic testing: 

a. Composite wrapped - every 3 years per date on cylinder. 

b. Aluminum ï every 5 years per date on cylinder. 
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Any repair to be completed by a certified technician. 

   

 

 

 

 

After Use Procedures: 
1. Extend all straps/harnesses. 

2. Inspect unit for damage. 

3. Refill air cylinder. 

4. Wash, rinse and wipe or air dry unit, as needed * 

5. Wash, rinse and wipe or air dry facepiece * 

6. Return unit to proper storage area.   

 

*Only mild detergent should be used. 
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Structural Turnout Gear,  
Cleaning and Inspection of 

 

 

SOG # 303.0 

Revised:  01 August 2005 

 

Purpose:  To help increase the life expectancy and preserve the flame resistance of 

structural turnout gear and to help protect the wearer from the dangers associated with dirty 

or contaminated turnout gear. 

 

Scope:  This procedure applies to all department personnel that have been issued structural 

turnout gear. 

 

Procedure: 
Protective clothing for firefighters consists of many components that work together as a 

system.  All components require periodic inspection and maintenance. 

 

Inspection Procedures 

 

a. Inspect all components including hardware, for rips, tears, burn damage, abrasion 

damage or other damage.  Close attention should be paid to thread, shoulders, 

elbows, cuffs, crotch and knees.  For liners, inspect the neckline seam, shoulders, 

underarms, elbows, cuffs, crotch and knees. 

b. All major seams should be physically checked for structural damage. 

c. Report all damage to the equipment officer for correction of damage or                                                        

replacement of the garment. 

 

Cleaning and Decontamination 
Frequency 

a. As needed. 

b. At least every 6 months. 

 

Spot Cleaning  

a. Apply liquid pre-treater to spot(s). 

b. Gently rub fabric together. 

c. Rinse with cold water. 

d. Air dry.                                    

 

Pre-treating (recommended) 

a. Apply liquid detergent or pretreatment to soiled areas. 

b. Gently rub fabric together or use soft bristle brush. 

c. Reapply liquid detergent or pretreatment. 

d. Wash as directed below. 
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Washing Instructions 

a. PROTECTIVE CLOTHING SHALL BE WASHED SEPARATELY FROM 

OTHER GARMENTS. 

b. Fasten all hooks, Dôs, snaps and turn garment inside out. 

c. Dry in commercial dryer using ñNO HEATò setting. 

   

Detergents 

a. Use detergents supplied by department. 

 

Decontamination Procedures 
Blood and/or Body Fluids: 

a. Notify a supervisor / officer immediately. 

b. Do not launder at home. 

c. Wear gloves while handling gear. 

d. Follow general washing procedures, except use hot (140 degrees F) water. 

e. Ensure that a DC-301 has been completed 

f. Complete an exposure report per OSHA 

g. Update the OSHA log 

 

Hazardous Materials 
a. Notify a supervisor / officer immediately. 

b. Do not launder at home. 

c. Wear gloves while handling gear. 

d. Seal garment to prevent contamination of other items. 

e. Attempt to determine type of contaminate. 

f. Garment will be sent to National Safety Clean or other similar service for possible 

decontamination or disposal. 

g. Ensure that a DC-301 has been completed 

h. Complete an exposure report per OSHA 

i. Update the OSHA log 
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Positive Pressure Self-contained Breathing 
Apparatus (SCBA), Use of 

 

 

SOG # 304.0 

Revised:  01 August 2007 

 

Purpose:  To help ensure the safety of all personnel working in and around areas with a 

known or suspected hazardous atmosphere through the use of Positive Pressure Self-

contained Breathing Apparatus (SCBA). 

         

Scope: This policy shall apply to all Dry Ridge Fire Department personnel that have the 

possibility of responding to an emergency scene where entry into a hazardous atmosphere 

may be required, as defined by the Personnel Policies Manual Chapter 17, Section 2. 

 

Indications For Use:  
Positive Pressure SCBA shall be used by all members working in and around areas 

where: 

Ç The atmosphere is hazardous. 

Ç The atmosphere is suspected of being hazardous. 

Ç The atmosphere may rapidly become hazardous. 

 

Such areas include structure fires, alarm drops, dumpster fires, vehicle fires and those as 

determined by the OIC.  SCBA shall be worn until the OIC determines that their use is no 

longer necessary.  

 

Respirator Types: 
The Dry Ridge Fire Department shall provide all personnel with access to these types of 

Positive Pressure SCBA. 

 

Ç Scott NXG2 4.5  

 

Donning: 
Ç Personnel should don SCBA in a manner that is comfortable to them.   

Ç SCBA should not be worn when conditions prevent a good seal. 

Ç When a proper seal cannot be attained, individuals should refrain from areas 

where hazardous or suspected hazardous atmospheres exist.  

 

Discontinuation of Use 

SCBA shall be worn until the OIC determines that their use is no longer appropriate.  
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Fit Testing Procedures 
Qualitative face fit tests shall be performed in accordance with the department's policy on 

Fit Test Procedures. 

                                                          

Storage and Care of SCBA 
Storage and care of SCBA shall be done in accordance with the department's SOG on 

Inspection, Cleaning and Maintenance. 

 

Annual Flow Testing 

Annual flow testing on all SCBA apparatus is required.  The testing will be part of the 

scheduled testing of the unit.  All testing report shall be kept on file. 
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Air Management in a Hazardous Atmosphere 
 

SOG # 305.0 

Revised:  01 June 2010 

 

Purpose:  To establish air management guidelines (per NFPA 1404) while working in 

and around a hazardous atmosphere. This Air management is critical to the health and 

safety of our firefighters. Firefighters need to manage their air supply similar to SCUBA 

divers. SCUBA divers are constantly aware of their consumption and the amount of air 

they have left in their cylinders. 

         

Scope: This policy shall apply to all Dry Ridge Fire Department personnel that have the 

possibility of responding to an emergency scene where entry into a hazardous atmosphere 

may be required, as defined by the Personnel Policies Manual Chapter 17, Section 2. 

 

Command and Control: All chiefs, company officers, acting officers and firefighters 

shall strictly adhere to this policy. 

 

 

Definitions: 

 

 Air Management: An ongoing assessment of air consumption by individual 

firefighters and/or teams who are breathing air from a self contained breathing 

apparatus (SCBA). Firefighters in a hazardous atmosphere must continually check 

their air supply to know how much air they have left in their cylinder.  

 

 The Rule of Air Management: Know how much air you have used, and manage 

the amount of air you have left in your cylinder so that you are able to leave the 

hazardous atmosphere before your SCBA low air alarm activates. 

 

 Hazardous Atmosphere: Any atmosphere which is oxygen deficient or which 

contains a toxic and/or disease-producing contaminant. These atmospheres may or 

may not be considered immediately dangerous to life and health (IDLH). 

 

 

Air Management Guidelines: 

 

It is required that all firefighters utilizing SCBAôs will: 

 

 Check their air levels before entering a hazardous atmosphere. Firefighters must 

have a minimum of 4050 psi in their cylinder in order to make entry into a 

hazardous atmosphere. This check shall be done before entry. 

 

 Follow the Rule of Air Management when operating in any hazardous 

atmosphere.  
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 When the first member of any team has reached their 50% capacity (2250psi), 

Heads up display light activates (one yellow light flashing) and/or your remote 

gauge reads at 20, the company officer or acting officer, shall radio the IC that the 

crew is at 50% air. The crew shall as quickly as possible vacate the IDLH 

atmosphere, check in with the accountability officer and the IC.  

 

 It shall be the responsibility of the company officer or acting officer to do air 

checks for each member of the company, and, if necessary, swap job assignments 

as needed to attempt to maintain equal amounts of air within the company. 

 

 If a crew member works into their reserve air, and their low air alarm begins to 

sound in the hazardous area, the officer or acting officer shall report over the 

radio to the IC their unit assignment, their location, and that a crew memberôs low 

air alarm has been activated, and an estimation of how close they are to exit. 

 

 Air management is each firefightersô responsibility and is closely related to 
situational awareness. Firefighters must make sure that they have a full cylinder 

before entering a hazardous atmosphere. Once inside this atmosphere, firefighters 

must look at their pressure gauge and heads up display at regular intervals and 

inform their officer or acting officer what their air situation is. 

 

 The officer or acting officer shall take the lead in air management. Officersô and 

acting officers must make the decision when to exit so that the crew is out of the 

hazardous atmosphere before their crewôs low air alarm activates. There are many 

factors that affect the duration of the crewôs air supply, such as: fire conditions, 

work rates, aerobic fitness of th e crew members, and stress. 

 

 Officers and acting officers must notify the IC when their first crew memberôs 
Headôs Up Display light goes to one flashing yellow light and/or the remote 

gauge reads 20. This indicates that the firefighterôs air supply is at 50% capacity. 

This allows the IC to be informed of the crewôs air situation and to pre plan 

replacing this crew in the hazardous environment. 

 

 All firefighters are expected to be out of the hazardous environment before their 

low air alarm activates.  

 

Removal of SCBA: 

 

 At no time shall anyone be permitted to work in a hazardous environment without 

using their SCBA until the IC has had the air in the hazardous environment 

monitored for Carbon Monoxide, Oxygen levels, explosive levels and Hyrdogen 

Cyanide. Once the atmosphere has been determined safe for breathing, the crews 

may remove their SCBAôs. IC shall continually monitor the atmosphere for any 

changes until crews have completed overhaul and the structure is turned over to 

the occupant or owner 
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Backing of Apparatus 
 

 

SOG # 401.0 

Revised:  01 August 2005 

 

Purpose:  To ensure the safety of personnel, bystanders, equipment and other property 

when backing department apparatus. 

 

Scope:  This procedure applies to all personnel operating non-staff vehicles owned/used for 

service by the Dry Ridge Fire Department. 

 

Procedure: 
Whenever any of the non-staff vehicles (apparatus) need to be driven in reverse, whether it 

be at the station or out, at least one (1) person must position themselves at the rear of the 

vehicle on the driver's side to assist the driver.  Backer shall advise the driver to stop, turn 

right or left, or pull forward, when necessary with the use of hand signals.  
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Cleaning of Apparatus after a Run 
 

 

SOG # 402.0 

Revised:  01 August 2005 

 

Purpose:  To help maintain the longevity of the apparatus and to help promote a 

professional image of our apparatus, through regular cleaning of the vehicles after each 

run. 

 

Scope:  This procedure applies to all stationed apparatus after any fire or EMS run. 

 

Fire Units: 
1. All personnel upon returning to quarters from a run will clean and wipe down the 

exterior & clean the interior of the vehicle they were on and assist with the same on the 

other vehicles when needed prior to securing the station. 

 

2. During dry weather (or long periods of bad weather) a simple rinsing of the unit and 

drying, with the chamois may be sufficient. 

 

3. Anytime there is dried or excessive dirt the unit should be washed with soap and water, 

rinsed and dried. 

 

4. The OIC has the authority to alter this procedure per his/her discretion. 

 

Emergency Care Units: 

EC units should be washed daily or any other time necessary. 

 

Freezing Weather: 

During freezing weather this policy shall be modified to reflect freezing water conditions, 

however all steps necessary to maintain clean apparatus should be taken. 
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Use of Vehicle Exhaust Removal System 
 

 

SOG # 403.0 

Revised:  01 June 2010 

 

Purpose:  To maintain a clean air environment within the station. 

 

Scope:  This procedure applies to all personnel. 

 

Command and Control: Compliance to this SOG is the responsibility of all Chiefs, 

officers, acting officers, and firefighters. 

 

The use of the vehicle exhaust removal system is mandated and shall be used in the 

following manner: 

 

Exiting Station: 

 

 Upon starting vehicle, system fan will automatically start and it will turn off 

automatically based on the setting of the timer mechanism located in the control 

box. 

 

 Vehicles shall exit station at a safe speed to prevent further injury to personnel 

inside the station and possible damage to the exhaust system. 

 

 All personnel shall stay clear of the exiting vehicle and exhaust system. The hose 

moves with the vehicle along the track or rail and detaches from the tailpipe as the 

systemôs exhaust trolley engages the uncoupling valve (uncoupling valve can be 

adjusted on track or rail based on type of vehicle and exiting speed). After grabber 

nozzle detaches from tailpipe, hose will retract to a normal resting position. 

Personnel assigned to the vehicle shall use safe exiting procedures. The vehicle 

exhaust removal system is a moving system when connected to a vehicle, and in 

station personnel must stay clear of itôs traveling path to ensure their safety. 

 

 

Entering Station: 

 

 Upon returning to the station, designated signal person must retrieve hose and 

grabber nozzle and bring it to inside threshold of door guiding vehicle into station 

(signal person must be visible to driver at all times per SOG# 401). The signal 

person will stop the driver when the exhaust pipe of the vehicle is at the inside 

threshold of the overhead door or other appropriate spot. 
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 The signal person or his designee will make the hookup of the vehicle exhaust 

removal system when the vehicle stops. This procedure is as follows: Stand at the 

inside of the threshold of the overhead door, with exhaust hose in front of you. 

Slide grabber exhaust nozzle over tailpipe adapter until front of grabber nozzle 

rests against the flange of the tailpipe adapter. Note: The arrow on the grabber 

nozzle must be at the top center of tailpipe when connected, then press black 

button on the manual inflation valve, until fully inflated, then back the vehicle to 

itôs designated parked position in the station. 

 

Non Moving System Operation: 

 

 For operation of a vehicle inside the building, the switch on the control box must 

be turned to the  MANUAL position before starting any vehicles. System fan can 

operate for as long as any vehicle engine is running at idle. In addition, any 

vehicle accelerated up to 1500 rpm for up to five (5) minutes as long as the 

control box switch is turned to manual run position. 2007 or newer vehicles with a 

DPF system should not be regenerated while connected to the Vehicle Exhaust 

Removal System or immediately after a regeneration cycle. When vehicle is 

turned off, the switch on the control box must be turned to OFF and the switch 

will automatically reset to AUTO. 

 

 

Maintenance of the Vehicle Exhaust System: 

 

 The screen, located at the nozzle, should be checked periodically for debris. 

 

 The compressor tank should be checked and drained monthly. 

 

 Any problems or malfunctions must be reported immediately through the chain of 

command. 
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Emergency Vehicle, 
Requirements for the Operation of an 

 

 

SOG # 404.0 

Revised:  14 January 2007 

 

Purpose:  To establish the minimum requirements for a member of the Dry Ridge Fire 

Department to be authorized to operate an emergency vehicle. 

 

Scope:  This procedure shall apply to all members of the Dry Ridge Fire Department. 

 

Definitions: 
Emergency Vehicle - According to KRS 189.910 (1) EMERGENCY VEHICLES as it 

relates to the operations of the Dry Ridge Fire Department, is any vehicle used for 

emergency purposes by a fire department; any vehicle used for emergency purposes by a 

rescue squad; any vehicle used for emergency purposes by an ambulance service; or any 

motor vehicle used by a paid or volunteer firefighter or paid or volunteer ambulance 

personnel while responding to an emergency or to a location where an emergency vehicle 

is on emergency call. 

 

Procedure: 
The following will be the minimum requirements for personnel to be authorized to 

operate an emergency vehicle. 

 

Personal vehicle: 

As defined by Chapter 19, Section 1, Personnel Policies, Emergency Vehicle Operations. 

 

Department Owned Vehicle: 

Ç Must be 21 years of age, or approved by the chief 

Ç Must possess a valid driverôs license. 

Ç Must have completed the probation requirements as defined by Chapter 5, Section 

4, Personnel Policies, Acceptance Process. 

Ç Must complete department-approved Emergency Vehicle Operations course. 

Ç Must complete approved driverôs training. 

Ç Final approval subject to Chief or his / her designee.   

 

Annual Training:  

All personnel shall be required to attend annual refresher training on Emergency Vehicle 

Operations procedures and to re-qualify on the road/obstacle course for each emergency 

vehicle they are authorized to operate. 

 

Infractions on Driverôs License: 

Any suspension or revoked license shall be reported immediately. 

A driving restriction of 18 months shall be instituted for the first offense. 
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For second offense, driving privileges will be determined by the Fire Chief and the 

Mayor. 
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Emergency Vehicle Operating Guidelines 
 

 

SOG # 405.0 

Revised:  01 June 2010 

 

Purpose:  Responding to any emergency call places a great deal of responsibility on the 

drivers of emergency vehicles.  Not only must drivers provide prompt conveyance of the 

apparatus, equipment and personnel to provide service to those in need, but more 

importantly, must accomplish this task in the safest and most prudent manner possible.  

Emergency vehicle drivers have in their care, custody and control most of the major 

assets possessed by this organization (the personnel, vehicle and equipment).  Emergency 

vehicle drivers also have a higher standard of care to provide to the general public and 

must make every attempt possible to provide due regard for the safety of others.  Drivers 

must constantly monitor and reduce the amount of risk and exposure to potential losses 

every time they drive an emergency vehicle.  Safe arrival at the emergency scene shall 

be, and must always remain, the first priority of all emergency vehicle drivers. 

 

Scope:  In order to accomplish the enormous task of safe emergency vehicle operations, 

all Dry Ridge Fire Department emergency vehicle drivers shall constantly abide by the 

following procedures, in accordance with the Personnel Policies Manual, Chapter 19, 

Section 2. 

 

Procedures: 

1. Circle of Safety 

Prior to entering the cab and starting the vehicle, the driver shall make a circle of safety 

around the vehicle to see that all equipment is secured, that all compartment doors are 

securely closed and any physical obstructions moved out of the way.  The circle shall 

encompass all four sides of the vehicle. 

 

2. Warning Devices 

When responding to an emergency, all audible and visual warning devices will be 

operated at all times regardless of time of day and/or traffic conditions.  

 

3. Response Speeds 

When responding to an emergency, drivers shall operate the vehicle with due regard for 

safety. 

 

4. Vehicle Control and Right-of-Way 

All drivers shall maintain control of the vehicle they are operating in such a manner as to 

provide the maximum level of safety for both their passengers and the general public.  If 

another vehicle fails to yield the right-of-way, you cannot force it to yield.  You do not 

have the right-of-way.  All drivers shall be aware of his/her rate of closure on other 

vehicles and pedestrians at all times to make sure that a safe following distance is 

established and maintained. 
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5. Intersection Practices 

Uncontrolled Intersection - Defined as an intersection without a stop sign, yield sign or 

traffic signal in the direction of travel of the emergency vehicle or where a traffic control 

signal is green. 

Ç Scan the intersection for possible hazards. 

Ç Observe traffic in all 4 directions (left, right, front, rear). 

Ç Slow down and cover the brake pedal. 

Ç Avoid using opposing lane of traffic if at all possible. 

Ç Always be prepared to stop. 

 

Controlled Intersection - Defined as an intersection with a stop sign, yield sign, yellow or 

red traffic signal in the direction of travel of the emergency vehicle. 

 

Ç Scan the intersection for possible hazards. 

Ç Observe traffic in all 4 directions (left, right, front, rear). 

Ç Slow down and cover the brake pedal before reaching intersection. 

Ç Avoid using opposing lane of traffic if at all possible. 

Ç Come to a complete stop. 

Ç Establish eye contact with other vehicle drivers, have partner communicate all is 

clear. Reconfirm all other vehicles are stopped. 

Ç Proceed with caution. 

 

6. Use of Headlights 

Headlights shall be used at all times regardless of time of day. 

  

7. Non-emergency Response, Use of Seat Belts and Backing 

In accordance with current department SOGs. 
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Freezing Weather Pump Preparations 
 

 

SOG # 406.0 

Revised:  01 August 2005 

 

Purpose:  To outline procedures for preparing fire pumps for freezing weather. 

 

Scope:  All personnel.   

  

Procedure: 
 

The following procedure shall be completed at the onset of subfreezing temperatures and 

after each use of the apparatus during periods of subfreezing temperatures: 

 

1. Disconnect all pre-connected 1.75ò,and 2.50ò hose. 

2. Remove all inlet and outlet caps. 

3. Open all suction and discharge valves and drain valves. 

4. Apply antifreeze solution to ball valves, clean and dry 

threads on inlets and outlets and put a small amount of oil 

or grease on threads. 

5. Replace caps. 

6. After water is drained from pump and piping, close all 

valves and put pump under dry vacuum test.  Open booster 

valve to purge water from piping and other areas in the 

pump.  After this procedure, reopen master drain. 

7. Apply antifreeze solution to the ball vales in the nozzles. 

8. Drain any water from air tanks in vehicles equipped with 

air brake systems.
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Exposure Control Plan 
 

 

SOG #501.0 

Revised:  01 August 2005 

 

EXPOSURE PROTECTION PLAN 

(As per Dry Ridge Fire Dept. Personnel Policies and Procedures: Appendix C) 

 

 

A. BACKGROUND: 

 

The Occupational Health and Safety Act administered under 29 CFR 653, 

655,657 amended and expanded protection of employees potentially exposed to blood 

borne pathogens. 29 CFR 1910.1030 is being added under authority of 29 CFR 653. The 

full text of the new 1910.1030 can be found in Federal Register 6 December 1991 at 

64175. This section requires employers to protect potentially exposed employees from 

infection with pathogens that may be transmitted by contact with blood or other body 

secretions. 

 

B. DEFINITIONS: 

 

For the purpose of this policy, the following definitions shall apply unless the 

context clearly indicates or requires a different meaning: 

 

ñBLOOD.ò Human blood, blood components and products made from blood. 

 

ñBLOODBORNE PATHOGEN.ò Any microorganism that can be present in 

human blood and can cause disease in humans. This includes but is not limited to 

hepatitis B (HBV) or HIV. 

 

ñCONTAMINATED.ò The presence or the potential presence of blood or other 

potentially infectious material on an item or surface. 

 

ñDECONTAMINATE.ò To use physical or chemical means to remove blood or 

other infectious material from surface or item, to render it safe for handling, use or 

disposal. 

 

ñENGINEERING CONTROLS.ò Controls that isolate or remove blood borne 

pathogen hazards from the work place. 

 

ñEXPOSURE CONTROL PLAN.ò A written exposure control plan (ECP) 

designed to eliminate or minimize employee exposure. For those with an occupational 

exposure to bloodborne pathogens, employers are required under 29 CFR 1910.1030 to 
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have a written exposure control plan, with annual review and updates as the law is 

amended. 

 

ñEXPOSURE INCIDENT.ò A specific eye, mouth, nasal membrane,, non-intact 

skin or other parenteral contact with blood or other potentially infectious material inô the 

course of employeeôs job. 

 

ñHBV.ò Hepatitis B virus. 

 

ñHIV~ò Human immunodeficiency virus. 

 

ñOCCUPATIONAL EXPOSURE.ò Reasonably anticipated skin, eye, mouth, 

mucous membrane or parenteral contact with blood or other potentially infectious 

materials that 

may result from the performance of an employeeôs Job. 

 

ñOTHER POTENTIALLY INFECTIOUS MATERIAL.ò Bodily fluids, 

including semen, vaginal secretions, cerebrospinal fluid, synovial fluid, amniotic fluid, 

saliva in dental procedures, any body fluid that is visibly contaminated with blood, and 

all body fluids In situations where it is difficult or impossible to differentiate between 

body fluids; any unfixed tissue or organ from a human; and HIV-containing cell or tissue 

cultures, organ cultures, and HIV or HBV containing culture medium or other situations, 

and blood from experimental animals infected with HIV or HBV. 

 

ñPERSONAL PROTECTIVE EQUIPMENT.ò Specialized clothing or equipment 

worn by an employee for protection against contamination with bloodborne pathogens or 

other potentially infectious materials. 

 

ñREGULATED WASTE.ò Liquid or semi-liquid blood or other potentially 

infectious materials (OPIM); contaminated items that would release blood or OPIM if 

compressed or wet or handled (examples include but not limited to gloves, paper towels, 

rags, syringes, needles). 

 

ñSOURCE INDIVIDUAL.ò Any individual, living or dead, whose blood or other 

potentially infectious materials may be a source of occupational exposure to the 

employee. 

 

ñUNIVERSAL PRECAUTIONS.ò An approach to infection control whereasô all 

human blood and certain human body fluids are treated as if known to be infectious for 

HIV, HBV, and other bloodbome pathogens. 

 

ñWORK PRACTICE CONTROLS.ò Controls that reduce the likelihood of 

exposure by altering the manner in which a task is performed. 

 

C. PURPOSE: 
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This plan applies to all occupational exposure to blood or other potentially 

infectious materials. The purpose of this plan is to eliminate or minimize exposure of 

designated city employees to bloodbome pathogens. 

 

D. EXPOSURE DETERMINATION: 

 

1. Employees in the following job classifications have exposure to bloodbome 

pathogens: 

 

  a. Fire Department personnel (including Volunteer personnel.) 

 

 

 

2. Employees in the following job classifications may have limited occupational 

exposure to bloodborne pathogens: 

 

  a. Maintenance workers. 

 

 

E. TASKS PERFORMED THAT MAY  LEAD TO BLOODBORNE PATHOGEN 

EXPOSURE: 

 

1. Contamination of eye, mouth, nose, or open skin. 

 

2. Improper handling of used gloves, soiled clothing, contaminated items 

(towels,    weapons, clothing, glasses, etc.). 

3. Care of person involved in an accident. 

 

4. Care of person involved in a fire. 

 

5. Performing CPR or attempting to control bleeding. 

 

F. PRECAUTIONS OBSERVED TO ELIMINATE OR MINIMIZE EXPOSURE: 

 

1) Hand washing facilities shall be maintained in all facilities with potable running 

water, soap, and single-use paper towels or hot air hand dryers. 

 

2) Situations that prevent hand washing in a facility will be handled by having in the 

vehicle a hand washing solution such as a water solution mixed to 10% bleach 

strength or bottle iSOGropyl alcohol, or pre-packed hand wipes with benzalkonium 

chloride and disposable one-use paper towel. When an exposed personnel uses this 

method of hand washing, they shall, as soon as practical, go to a facility and wash 

their hands with soap and water. 

 

3) Employees shall wash their hands after removal of protective gloves, contamination 

by a potential infectious material and after removal of protective clothing. 
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4) Employees shall wash their hands or other body parts and flush all, mucous 

membranes with copious amounts of water immediately or as soon as feasible after 

contact with blood or other infectious material. 

 

5) Contaminated paper towels, gloves or other materials used to clean or disinfect hands 

while in vehicles shall be packed in closeable plastic bag and securely closed. This 

plastic bag contains regulated hazardous waste. It shall be stored in the trunk of the 

vehicle and as soon as feasible taken to the facility (Fire Department) for disposal into 

a biohazard red plastic liner, closed trash container. 

 

6) Specimens of blood or other bodily fluids, materials or tissue shall be placed in a 

container that prevents leakage during collection, handling, processing, storage, 

transport or shipping. 

 

7) Such materials noted in (6) shall be labeled and color coded in red prior to being 

transported, mailed, shipped or stored. 

 

8) Equipment which may be contaminated with blood or other infectious material shall 

be inspected prior to servicing or reuse. It shall be decontaminated prior to continued 

use, shipping, storage or transportation. 

 

9) Decontamination of equipment and items may be accomplished with a solution of 

10% bleach or hot soap and water or undiluted rubbing alcohol, while wearing 

protective equipment. 

 

10) Personal protective equipment shall be provided to all employees with a potential for 

exposure to blood and other infectious materials, it shall include the following: 

 

a) Gloves made of non-permeable latex of sufficient strength that they do not tear or 

puncture for the duration of time that the protective equipment is in use. Vinyl 

gloves are not suitable in most instances, as they tear and puncture easily. 

 

b) Gloves shall be single use; they shall not be reused or washed. 

 

c) Utility gloves may be washed and reused if the integrity of the rubber is not 

disrupted (such as heavy rubber gloves used in the cleaning and washing of 

contaminated cruisers). 

 

d) Eye protection in the form of goggles or glasses with solid side shields shall be 

made available to all designated personnel for protection from situations where 

there may be droplet spray of blood or other infectious materials. 

 

e) Shoe covers or boots will be provided and worn in situations where gross 

contamination can be reasonably expected. 
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f) If a garment (uniform or over gown) is penetrated by blood or other infectious 

material, it will be removed immediately or as soon as possible. Cleaning of 

garment shall be provided by employer at no cost. Garment will be placed in 

biohazard bag and transported to appropriate laundry or cleaning facility. 

 

11) Worksite shall be maintained in clean sanitary manner. Regulated hazardous waste, 

such as used gloves or contaminated towels, will be disposed of in a red biohazard 

bag. Contaminated work surfaces shall be washed down with 10% bleach or alcohol 

as soon as possible after contamination with blood or other infectious material. 

 

12) Regulated waste containers shall be closeable, lined with a red biohazard leak-proof 

sealable bag. This biohazard bag shall be closed prior to removal from the work site 

and disposed of in accordance with applicable regulations of the United States and 

Commonwealth of Kentucky. 

 

13) Employees having contact with contaminated wastes, contaminated laundry or 

contaminated vehicles or equipment shall wear protective gloves and, if appropriate, 

eye protection and surgical face masks (example: in washing down a blood 

contaminated vehicle the person working or hosing down the vehicle should wear 

gloves, goggles and mask). 

 

14) All protective equipment, laundry of contaminated blood-penetrated uniforms, 

cleaning of equipment and repair of protective equipment shall be provided to the 

employee at no cost. 

 

15) Protective equipment shall be readily accessible and issued to employees in sufficient 

quantities to ensure availability. Employees needing specialized gloves for proven 

allergy to latex or glove powders will be provided with hypoallergenic gloves or 

glove liners. 

 

16) All spills of blood or blood-contaminated fluids should be promptly cleaned, using an 

EPA approved germicide or a 1:100 solution of household bleach in the following 

manner while wearing gloves. Visible material should be removed with disposable 

towels or other appropriate means that will ensure against direct contact with blood. If 

splashing is anticipated, protective eyewear should be worn along with an impervious 

gown or apron that provides an effective barrier to splashes. The area should then be 

decontaminated with an appropriate germicide. 

 

G. VACCINATION: 

 

Hepatitis B vaccination will be made available to all employees with exposure 

levels as defined in § 4 (A) and (B) at no cost to the employees. 

 

1. Vaccination will consist of three separate injections of hepatitis B vaccine into 

the deltoid arm muscle. The vaccination shall occur on day 0, day 30 and at 6 

months. A post test will be done after the vaccine series has been completed to 
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determine if antibodies have developed, and a booster shot will be given if 

necessary following the post test. 

2. Employees will not be required to accept vaccination; however, employees 

who decline the vaccination must sign a waiver (Attachment 1). 

3. Employees who decline vaccination and subsequently decide to be vaccinated 

will receive the vaccine at no cost to the employee, provided occupational 

exposure still exists. 

4. Employees who have been previously vaccinated and show immunity through 

blood antibody testing will not be re-immunized. 

5. Newly employed personnel in classes with exposure levels as defined in § D 1 

and 2 shall be offered vaccination as soon as practical following employment. 

 

H. POST-EXPOSURE EVALUATION: 

 

If an employee has a specific job related incident that results in Exposure 

Incident, as defined in definitions § B, a confidential medical evaluation and follow-up 

will be provided by the city. 

1. Employee must report exposure incident to employer immediately. 

 

2. Documentation of route of exposure and circumstances of exposure must be 

written. 

 

3. Report of source individual identification shall be included in the report unless 

not feasible or prohibited by state or local law. 

 

4. Source individualôs blood may be drawn under protective precautions, with 

written permission of source individual, in order to test for HBV and HIV. If 

consent is not obtained, then employer shall establish that legally required 

consent cannot be obtained. If source individual refuses blood test for HBV 

and HIV, blood can not be drawn without permission of the courts under 

Kentucky law. 

 

5. If source individual is already known to be infected with HBV or HIV, testing 

of source individual for known infection need not be repeated. 

 

6. Exposed employeesô blood shall be collected as soon as feasible after written 
consent for testing is obtained. 

 

7. If exposed employee consents to HBV testing but refuses HIV testing, their 

serum for HIV testing shall be frozen for 90 days. If within 90 days the 

employee decides to allow HIV testing baseline, it shall be provided as soon 

as possible at no cost to the employee. 

 

8. All testing shall be done by a reputable certified laboratory and paid for by the 

city. 
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9. Employee blood testing shall be accomplished as follows after written 

permission to test: 

 

a. Baseline blood test for HBV surface antibody (to-determine immunity) 

and HBV and HIV test base line. If HIV baseline is negative, then 

exposed employee will be retested for HIV in 6 weeks, 12 weeks, 6 

months, 12 months, and 24 months post exposure. 

 

b. If an employee with exposure has not been immunized or not 

completed all immunizations, they will be given with their permission 

HBV imme globulin injections, HBV vaccination #1 ABD gamma 

globulin injection. All testing and injections and follow-up care will be 

paid for by the city. 

 

I. INFORMATION AND TRAINING: 

 

1. All employees with occupational exposure shall participate in a training 

program on precautions and prevention of HBV and HIV, at no cost to the 

employee and during working hours. 

 

2. Training will  be provided for newly employed personnel in classes with 

exposure levels as defined In § 4 (A) and (B) as soon as practical following 

the beginning of employment. 

 

3. Training shall be repeated annually. 

 

 

 

 

 

 

 

J. MEDICAL RECORDS: 

 

1. Employer will maintain medical records of all vaccinations, post exposure 

evaluations and health care related to exposure in accordance with 29 CFR 

1910.20. 

2. Employee training records shall be maintained in accordance with 29 CFR 

1910.20. 
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HEPATITIS B VACCINATION DECLINATION 

 

I understand that due to my occupational exposure to blood and other 

potentially infectious materials I may be at risk of acquiring hepatitis B virus (HBV) 

Infection. I have been given the opportunity to be vaccinated with HBV vaccine at no 

cost to me. I declined HBV vaccination at this time. I understand that by declining the 

vaccine I continue to be at risk of acquiring hepatitis B, a serious and potentially fatal 

liver infection. 

 

If in the future, I continue to have occupational exposure with this employer 

to blood or other potentially infectious materials and I want to be vaccinated with 

HBV vaccine, I can receive the vaccination series (three injections over 6 months) at 

no cost to me. 

 

 

Signature / Date  ________________________________ 

 

Typed Name ___________________________________ 

 

Witness / Date __________________________________ 

 

Witness / Date __________________________________ 
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SPECIFIC INFORMATION FOR INDIVIDUAL DEPARTMENTS 

 

Fire Department Personnel 

 

(Including Paramedic and EMT Personnel) 

 

A. The guidelines that appear in this section apply to both fire fighters and 

paramedic/emergency medical service personnel. Since fire fighters perform emergency 

medical services, exposure common to both fire and paramedic/EMS must be included 

for this class. 

 

B. The following guidelines are intended to assist personnel in making 

decisions concerning the use of personal protective equipment and resuscitation 

equipment, as well as for decontamination, disinfection and disposal procedures. 

 

1. Gloves: 

 

(a) Disposable latex gloves will be a standard component of 

emergency response equipment, and will be donned by all personnel prior to initiating 

emergency care tasks involving exposure to blood or other body fluids to which universal 

precautions apply. Extra gloves will always be available. For situations where large 

amounts of blood are likely to be encountered, it is important that gloves fit tightly at the 

wrist to prevent blood contamination of hands around the cuff. For multiple trauma, 

gloves should be changed between patient contacts, if the emergency situation allows. 

 

(b) Greater personal protective equipment measures are 

indicated for situations where broken glass and sharp edges are likely to be encountered, 

such as extricating a person from an automobile wreck. Structural fire fighting gloves that 

meet the federal OSHA requirements for fire fighters gloves (as contained in 29 CFR 191 

0.156 or NFPA Standard 1973), Gloves for Structural Fire Fighters) will be worn in any 

situation where sharp or rough surfaces are likely to be encountered. 

 

(c) While wearing gloves, avoid handling personal items such 

as comb or pen that could become soiled or contaminated. Gloves that have become 

contaminated with blood or other body fluids to which universal precautions apply should 

be removed as soon as possible, taking care to avoid skin contact with the exterior 

surface. Contaminated gloves should be placed and transported in Biohazard plastic bags 

that prevent leakage and should be disposed of properly. (Refer to general information for 

disposal of Biohazard waste). 

 

2. Mask, Eyewear and Gowns: 

 

a. Masks, eyewear and gowns will be present on all 

emergency 

vehicles that respond or potentially respond to medical emergencies or victim rescues. 

These protective barriers should be used in accordance with the level of exposure 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

78 

encountered. Minor lacerations or small amounts of blood do not merit the same extent of 

barrier use as required for exsanguinating victims or massive arterial bleeding. 

Management of the victim who is not bleeding, and who has no bloody body fluids 

present, should not routinely require use of barrier precautions. Masks and eyewear (e.g., 

safety glasses) should be worn together, or a face shield should be used by all personnel 

prior to any situation where splashes of blood or other body fluids to which universal 

precautions apply are likely to occur. Gowns or aprons should be worn to protect clothing 

from splashes with blood. If large splashes or quantities of blood are present or 

anticipated, impervious gowns or aprons should be worn. An extra change of work 

clothing should be available at all times. 

 

3. Resuscitation Equipment: 

 

a. No transmission of HBV or HIV infection during mouth-

to-mouth resuscitation has been documented. However, because of the risk of salivary 

transmission of these infectious diseases (e.g., herpes simplex) and the theoretical risk of 

HIV or HBV transmission during artificial ventilation of trauma victims, disposable 

airway equipment or resuscitation bags will be used. Disposable resuscitation equipment 

will be used once and disposed of in the proper manner. Reusable equipment and devices 

will be thoroughly cleaned and disinfected after each use according to manufacturerôs 

recommendation. 

 

b. Mechanical respiratory assist devices (e.g., bag-valve 

masks, oxygen demand valve resuscitators) should be available on all emergency vehicles 

and to all emergency response personnel that respond or potentially respond to medical 

emergencies or victim rescues. 

 

c. Pocket mouth-to-mouth resuscitation masks designed to 

isolate emergency response personnel from contact with victimsô blood and blood-

contaminated saliva, respiratory secretions, and vomitus should be provided to all 

personnel who provide or potentially provide emergency treatment. 
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PERSONNEL ACCOUNTABILITY SYSTEM 
 

SOG # 601.0 

Revised:  01 June 2010 

 

Purpose: To establish an accountability system for all personnel at the scene of an 

emergency incident regardless of nature. 

 

It will allow the Incident Commander a means of accounting for all personnel engaged in 

emergency operations at any given incident 

 

Scope: This SOG applies to all Dry Ridge Fire Department personnel; from command 

position to the newest recruit, encompassing those responding on fire apparatus, staff 

vehicles and privately owned vehicles 

 

General: 

A. Personnel Accountability Tag (PAT) - All personnel will be issued two (2) 

accountability tags. It will consist of a laminated personal Velcro tag with the 

individualôs name. The tags shall be attached to a matching Velcro strip on the 

individualôs helmet. The individual will also be issued an electronic PAT to be 

worn on the exterior of the bunker coat. 

 

B. Vehicle Accountability Plate (VAP) ï A large Velcro plate marked with the 

apparatus identification (unit) number. All vehicles will have an VAP, to be used 

as a collector to hold the Velcro PATs 

 

C. Personnel Accountability Board (PAB) ï The board will be utilized by the 

Incident Commander during larger incidents to collect information such as unit 

number, location of the unit, their function and number of tags (personnel) on 

VAP. PABs will be kept on Eng-31, Eng-32, Eng-33, Tower 31, and Battalion 3 

 

D. PAR Program: The PAR program is computer based program that consist of the 

laptop computer on Eng-31 and Battalion 3 along with a yellow drop box 

mounted in those apparatus. This system along with the VAPs with the 

individuals PATs is to be in operation on all Level 2 accountability incidents. This 

system  works along with the PAB 

 

 

 

 
 

 

 

 

 

 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

80 

Levels of Accountability: 

 

Level 1: 

 

Prior to a vehicle movement the officer-in-charge, senior firefighter, or Paramedics in 

charge of the truck / ambulance will collect a PAT from each member riding on the 

vehicle and place it on the VAP. The VAP will then be secured will be secured at a 

special Velcro point mounted in the cab. Once on scene the driver of the apparatus will 

be responsible for the VAP. 

 

Level 2:  

 The I/C will initiate Level 2 accountability when he/she deems the incident to be 

large enough to upgrade to level 2 or feels that there are imminent hazardous 

conditions at the scene of an incident; such as severe fire conditions, activation of 

1 sprinkler head due to fire, confined space emergency, water rescue, explosion, 

medical emergencies, or any time SCBAôs and special protective equipment are 

used. 

 

 The I/C will assign the Safety Officer or an Accountability Officer to collect the 

VAPs from each unit at the scene and staging.  

 

 The VAP will be placed on a clip provided on the PAB. Next to the clips, the 

Safety or Accountability Officer will write the unit number, unit location, unit 

function and the number of PATs on the VAP. 

 

 The PAR Program when activated shall be used in the same manner of the PAB. 

Using the VAP the Safety or Accountability Officer shall record the unit number, 

unit location, and unit function under each personnel on scene. At least one (1) 

drop box shall be near the hot zone, any others can be deployed where I/C deems 

necessary 

 

 

Scene Accountability:, 

A. Upon arrival each vehicleôs officer will report to I/C and receive orders. Upon 

receiving orders each crew officer will advise I/C of the number of member in the 

working crew. 

 

B. The I/C or their designated assistant will track each crewôs assignment, time of 
assignment, number of members and radio call sign (e.g. Eng-31 will be 

ñventilationò 

 

 

C. All assignment will be given to crews no less than two (2) members 
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D. Any member responding to the scene either in a staff car or P.O.V. will report to 

the I/C with their accountability tag. The member will wait for an assignment 

from the I/C and their tag will be kept on the I/Côs vehicle accountability plate. 

 

E. Upon completion of an assignment each crew will report to the I/C. The I/C will 

insure the amount of members in the crew matches up with the number from 

beginning of the assignment. 

 

F. Each crew officer will be responsible for maintaining his/her crewôs integrity. 

 

G. Periodically throughout an incident I/C will request a Personal Accountability 

(PAR) to insure accountability. The time of the PAR should be recorded on the 

PAB. 

 

Termination of Accountability Levels: 

 

 A Level 2- The termination of Level 2 accountability will be at the discretion of 

the I/C when he/she feel the incident has been downscaled to a level that would be 

safe to return to Level 1. 

 

When returning to Level 1 it will be announced on the fire ground fire channel and the 

I/C will have someone return the VAP to their respective vehicles 

 

 B. Level 1- The termination of Level 1 will be completed upon return of the 

apparatus to the fire house. 

 

 

Reference: NFPA 1500 Chapter 6-2 
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Personnel Rehabilitation 

 

 

SOG # 602.0 

Revised:  01 August 2005 

 

 

Purpose:  To ensure that the physical and mental condition of members operating at the 

scene of an emergency or training exercise does not deteriorate to a point that affects the 

safety of any member or that jeopardizes the safety and integrity of the operation. 

 

Scope: This procedure shall apply to all emergency operations and training exercises 

where strenuous activity or exposure to heat or cold exists. 

 

Responsibilities: 

1. Incident Commander (I.C.) 

The incident commander shall consider the circumstances of each incident and make 

adequate provisions early in the incident for the rest and rehabilitation for all personnel 

operating at the scene.  These provisions shall include: medical evaluation, treatment and 

monitoring, food and fluid replenishment, physical and mental rest, and relief from 

extreme climatic conditions and other environmental parameters of the incident.  The 

rehabilitation shall include the provision of Emergency Medical Services at the Basic 

Life Support level or higher. 

 

2. Officers 

All officers shall maintain an awareness of the condition of each member operating 

within their span of control and ensure that adequate steps are taken to provide for each 

member's safety and health.  The command structure shall be utilized to request relief and 

the reassignment of fatigued crews. 

 

3. Personnel 

During periods of hot weather, members shall be encouraged to drink water and sports 

drinks throughout the workday.  During any emergency incident or training evolution, all 

members shall advise their supervisor when they believe that their level of fatigue or 

exposure to heat or cold is approaching a level that could affect themselves, their crew, or 

the operation to which they are assigned.  Members shall also remain aware of the health 

and safety of the other members of their crew. 

 

Rehabilitation Sector: 

1. Responsibility 

The I.C. will establish a Rehabilitation Sector or Group when conditions indicate that rest 

and rehabilitation is needed for personnel operating at an incident scene or training 

evolution.  A member will be placed in charge of the sector/group and shall be known as 
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the Rehab Officer.  The Rehab Officer will typically be the EMS Crew Leader and will 

report to the Logistics Officer in the framework of the incident command system. 

 

2. Location 

The location for the Rehabilitation Area will normally be designated by the I.C.  If a 

specific location has not been designated, the Rehab Officer shall select an appropriate 

site based on the site characteristics and designations below. 

 

3. Site Characteristics 

Ç Far enough away from the scene so personnel may safely remove their personal 

protective equipment. 

Ç It should provide suitable protection from the prevailing environmental 

conditions. During hot weather, it should be in a cool, shaded area.  During cold 

weather, it should be in a warm, dry area. 

Ç Area should be free of exhaust fumes from apparatus, vehicles or equipment 

(including those involved in the Rehabilitation operations.) 

Ç Should be large enough to accommodate multiple crews, based on the size of the 

incident. 

Ç Easily accessible by EMS units. 

Ç It should allow prompt reentry back into the emergency or training operation upon 

recuperation. 

 

4. Site Designations 

Ç Nearby building or other structure. 

Ç A school or municipal bus. 

Ç Ambulance or other emergency vehicle at the scene or called to the scene. 

Ç An open area in which a rehab area can be created using the designated rehab 

tarp, fans, etc. 

 

5. Resources 

Ç Fluids - water, sports drinks, oral electrolyte solutions, cups and ice. 

Ç Food - soup, broth or stew in hot/cold cups.  More substantial food for longer 

incidents. 

Ç Medical - Rehab kit, O2, O2 equipment, first aid supplies, (if situation warrants, 

ALS personnel and equipment) . 

Ç Other - awnings, fans, tarps, heaters, dry clothing, extra equipment, lighting, 

blankets, towels, traffic cones and fire line tape (to identify the entrance and exit 

of the rehab area). 

 

Guidelines: 
1. Rehab Sector / Group Establishment 

Staff officers should consider rehabilitation during the initial planning stages of an 

emergency response.  However, the climatic or environmental conditions of the 

emergency scene should not be the sole justification for establishing a Rehab Area.  Any 

activity/incident that is large in size, long in duration, and/or labor intensive will rapidly 

deplete the energy and strength of personnel and therefore merits consideration for rehab. 
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2. Hydration 

A critical factor in the prevention of heat injury is the maintenance of water and 

electrolytes.  Water must be replaced during exercises and emergency incidents.  During 

heat stress, the member should consume at least one quart of water per hour.  The 

rehydration solution should be a 50/50 mixture of water and a commercially prepared 

sports drink and administered at about 40 degrees.  Rehydrating is important even in cold 

weather operations where, despite the outside temperature, heat stress may occur during 

fire fighting and other strenuous activity when protective equipment is worn.  Caffeine 

beverages should be avoided before and during heat stress because they interfere with the 

body's water conservation mechanisms.  Carbonated beverages should also be avoided.  

  

3. Nourishment 

Food shall be provided at the scene of an incident when units are engaged for three or 

more hours.  A cup of soup, broth or stew is highly recommended because it is digested 

much faster than sandwiches.  In addition, foods such as apples, bananas and oranges 

provide supplemental forms of energy replacement.  Fatty and/or salty foods should be 

avoided. 

 

4. Work time prior to Rehab 

The "two air cylinder" rule, or 45 minutes of work time, is recommended as an acceptable 

level prior to mandatory rehabilitation.  Firefighters shall rehydrate (at least 8 ounces) 

while SCBA cylinders are being changed.  Firefighters having worked for two full 30-

minute rated cylinders or 45 minutes shall be immediately placed in the Rehab area for 

rest and evaluation.  In all cases, the objective evaluation of a member's fatigue level 

shall be the criteria for rehab time.  Rest time shall not be less than ten minutes and may 

exceed an hour as determined by the Rehab Officer.  Fresh crews, or crews released from 

the Rehab area, shall be available in the Staging Area to ensure that fatigued members are 

not required to return to duty before that are rested, evaluated, and released by the Rehab 

Officer. 

 

5. Recovery 

Members in the Rehab Area should maintain a high level of hydration.  Members should 

not be moved from a hot environment directly into an air conditioned area because the 

body's cooling system can shut down in response to the external cooling.  An air-

conditioned environment is acceptable after a cool-down period at ambient temperature 

with sufficient air movement.  Certain drugs impair the body's ability to sweat and 

extreme caution must be exercised if the member has taken antihistamines, diuretics or 

stimulants. 
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6. Medical Evaluation 

a. Emergency Medical Services (EMS) - EMS should be provided and staffed by 

personnel trained at a minimum BLS level.  They shall evaluate vital signs, 

examine members, and make proper disposition (return to duty, continue 

rehabilitation, or medical treatment and transport).  Continued rehabilitation 

should consist of additional monitoring of vital signs, providing rest and 

providing fluids for rehydrating.  Medical treatment for members, whose signs 

and symptoms indicate potential problems, should be provided in accordance with 

EMS protocols.  EMS personnel shall be assertive in an effort to find potential 

medical problems early. 

 

b. Heart Rate and Temperature - The heart rate should be measured for 30 

seconds as early as possible in the rest period.  If a member's heart rate exceeds 

110 beats per minute, an oral temperature should be taken.  If the member's 

temperature exceeds 100.6 F, he/she should not be allowed to wear protective 

equipment and rehabilitation time should be increased.  If it is below 100.6 and 

the heart rate remains above 110, rehabilitation time should be increased.  If the 

heart rate is less than 110, the chance of heat stress is negligible. 

 

c. Documentation - All medical evaluations shall be recorded on the Rehab 

Accountability / Evaluation form (located on the forms page of the department 

web site), along with the name, vital signs and complaints and must be signed, 

dated and timed by the Rehab Officer or his/her designee.  

 

7. Accountability 

Members assigned to the rehabilitation sector / group shall enter and exit the 

rehab area as a crew.  The crew designation, number of crew members, and the 

times of entry to and exit from the rehab area shall be documented by the Rehab 

Officer or his/her designee on the standard rehab form.  Crews or individuals shall 

not leave the rehab area until authorized to do so by the Rehab Officer. 
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Emergency Scene Weapons Policy 
 

 

SOG # 603.0 

Revised:  01 August 2007 

      

 

Purpose:  To help insure the safety of department personnel and others on an emergency 

scene where a concealed or unsecured deadly weapon is known to be or suspected to be 

present. 

 

Scope:  This policy shall apply to all emergency medical scenes where a patient(s) is   

carrying or suspected to be carrying a concealed deadly weapon or any emergency scene 

where a weapon cannot be safely secured on the scene. 

 

Definitions: 

Deadly weapon - Any instrument used to injure or kill and used as a means of attack or 

defense.  The instrument may or may not be carried by permit and may be concealed or 

out in the open.  These weapons shall include firearms, knives (except pocket knives), 

brass knuckles, Shurikan Stars, numchuks, or billy clubs. 

 

Secured - In the possession of a person authorized to possess the weapon or placed into 

an area inaccessible by unauthorized persons. 

 

Training:   It is recommended that all personnel attend a Weapons Safety and Awareness 

course.  All personnel shall be trained in the proper handling of weapons. 

 

Safety:  Guns SHALL ALWAYS be treated as if they are loaded.  Guns, if not in a holster, 

should be carried with the barrel pointed to the ground with fingers clear of trigger 

mechanism area. 

 

Procedure: 
Conscious Patient: 

1. Ask patient to remove weapon and holster (if so equipped) as a unit, if patient is 

medically able, or remove by yourself or one of your crewmembers.  If patient 

refuses or resists giving up the weapon or if you or a crewmember cannot remove 

weapon, request assistance from a law enforcement officer.  If the patientôs 

medical condition is non-life threatening, personnel should avoid any and all 

treatment until the weapon has been secured. 

 

2. Secure weapon as prescribed in the Weapons Securing section of this SOG. 
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Unconscious Patient: 

1. Remove weapon and holster (if so equipped) as a unit by yourself or one of your 

crewmembers.  If you or a crewmember cannot remove weapon, request 

assistance from a law enforcement officer. 

 

2. Secure weapon as prescribed in the Weapons Securing section of this SOG. 

 

Unsecured Weapon (Not in possession) 

1. Secure weapon as prescribed in the Weapons Securing section of this SOG. 

 

Weapons Securing: 

Secure weapon only in the following ways: 

 

1. The OIC/Crew Leader or his/her designee shall turn the weapon over to a law 

enforcement officer. 

 

2. If a weapon is found during transport and a law enforcement officer is not present, 

the OIC/Crew Leader or his/her designee shall place the weapon in the designated 

secure area on EC-1/EC-2.  The key to the box where the weapon is placed shall 

remain in the possession of the OIC/Crew Leader until the weapon is turned over 

to a law enforcement officer.  Arrangements for law enforcement or hospital 

security to pick up the weapon at either the scene or the destination point of the 

EC unit should be made via the communications center.  
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Lock-out/Tag-out Procedure 
 

 

SOG # 604.0 

Revised:  01 August 2007 

 

Purpose:  This procedure is designed to protect all personnel who are working on, in 

close proximity to, or are exposed to equipment or other energy sources that have the 

potential to cause injury from accidental startup or the release of stored energy.  This 

includes, but is not limited to mechanical or electrical equipment (i.e. pneumatics, 

hydraulics, springs, transformers). 

 

Scope:  This procedure applies to all emergency responses where mechanical or electrical 

equipment must be disconnected, isolated, or de-energized to ensure the safety of all 

occupants and personnel operating on the scene. 

 

Location:  Lockout/tag-out kits shall be located as follows: 

 

Ç Tower 31 

 

Procedure: 

The following sequences of events must be followed in order to safely lockout or de-

energize equipment. 

Ç If more than one department is operating on the same scene and on the same piece 

of equipment, both departmentsô pad-locks must be used in order to ensure the 

safety of all personnel operating on the scene. 

Ç Once a lockout device has been installed, the Incident Commander shall be the 

only person to authorize its removal. 

Ç The officer in charge of the apparatus operating on the scene shall be responsible 

for keeping the padlock key in his/her possession at all times. 

 

De-energizing Mechanical or Electrical equipment 

Ç All equipment isolations shall utilize an approved safety disconnect device, not 

the stop button. 

Ç All equipment being operated on by fire service personnel shall be locked out at 

the local disconnect. 

Ç If there is not a local disconnect device, the equipment shall be locked out at the 

main disconnect. 

Ç Once the disconnect device has been isolated, the proper lockout and tag-out 

device shall be installed and padlocked. 

Ç Once the equipment has been properly isolated and locked out, the rescue or 

extrication process can proceed. 
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De-energizing Switches, Outlets, Circuit Breakers or Appliances 

Ç Before the switch, outlet or appliance is locked out, the circuit breaker or fuse 

feeding the electrical component shall be placed in the off position. 

Ç Once the electrical current has been isolated, the proper lockout and tag-out 

device shall be installed and padlocked. 

Ç If the electric current needs to be restored to the circuit breaker or fuse, this shall 

not be performed until the IC has deemed the circuit safe to energize. 

 

Lockout/Tag-out Procedures for Pipe Valves 

Ç The shut-off valve located nearest to the equipment being isolated shall be placed 

in the off position.  If a local shut-off valve is not available, the valve located at 

the main pipe shall be placed in the off position. 

Ç The proper lockout and tag-out devices for the valve being locked out shall be 

installed and padlocked. 

Ç Once the valve has been properly isolated and locked out, the rescue or extrication 

process can proceed. 
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Fire Training Requirements 
 

 

SOG # 701.0 

Revised:  01 August 2005 

 

Purpose:  To provide a consistent level of training for all Dry Ridge Fire Department 

members and to comply with the Kentucky Fire Commission training requirements. 

 

Scope: This policy shall apply to all active members of the Dry Ridge Fire Department. 

 

Responsibility:  It shall be the responsibility of the Training Officer to insure that all 

active fire personnel comply with these requirements. 

 

Procedure: 

It shall be the responsibility of the Dry Ridge Fire Department to offer either by 

providing the required training, or sending the firefighter to training outside the 

department, to obtain the required hours and subject areas to certify as a firefighter in the 

state of Ky.   

 

Certification can only be granted by the Kentucky State Fire Commission. 

 

It will be the responsibility of the firefighter to earn the training hours required to achieve 

certification to the required level. (i.e. paid firefighter certification, volunteer firefighter 

certification.) 

 

It is also the responsibility of the firefighter to see that they maintain their certification 

once it has been earned.  

 

Certification requirements and continuing education in fire hours vary.  The required 

hours of this policy shall be the requirements of the fire commission. 

 

Etiquette:  

The following training class procedures shall be observed and followed to ensure a safe 

and orderly educational experience: 

A. Weekly drill night trainings shall begin promptly at 19:00. 

B. All students shall be in the classroom or at the specified drill 

location ready to go with all necessary equipment. 

C. All students must present their accountability tag to the instructor 

in order to participate in any training class. 

D. All students shall remain in the training class until released by 

the instructor.  At no time shall students just leave the training 

area without the instructorsô permission. 

E. If a student must leave before the class is scheduled to end, prior 

approval must be obtained from the lead instructor. 
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F. If any student leaves the training activity early without approval 

will be removed from the training roster and no training hours or 

stipend will be granted. 

G. The instructor shall have the full attention of all students, and 

may take any steps necessary to maintain control of the training. 

H. Breaks will be provided by the instructor periodically for 

smoking or using the restroom. 

I. If an outside instructor is holding training all Dry Ridge Fire 

Department personnel must treat the instructor with respect. 

J. Any violation of theses procedures may result in disciplinary 

action. 
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EMS Training Requirements 
 

 

SOG # 702.0 

Revised:  14 January 2006 

 

Purpose:  To provide a consistent level of training for all Dry Ridge Fire Department 

members and to comply with the Kentucky Board of Emergency Medical Services 

training requirements. 

 

Scope: This policy shall apply to all active members of the Dry Ridge Fire Department. 

 

Responsibility:  It shall be the responsibility of the EMS Training Officer to insure that 

all active EMS personnel comply with these requirements. 

 

Procedure: 
In an effort to maintain a proper medical force, the Dry Ridge Dept. will require each 

member to become a Ky. Certified EMT, EMT- First Responder, or Paramedic within 

two years of the time they are approved as a member of the fire department.  The 

exception to this is paid personnel are hired in as a FF/EMT or FF/Paramedic.  These 

firefighters will be required to be certified in the classification they were hired into on 

their date of hire. 

 

After successfully completing a Ky. Certified EMT-First Responder, EMT-Basic, or 

EMT-Paramedic class and upon presentation of a newly certified memberôs Kentucky 

State EMT card, a probationary period will be required as follows: 

 1.  EMT-First Responders  2 Months 

 2.  EMT-Basic    6 Months 

 3.  EMT-Paramedic   1 Year 

Within this time newly certified members will also be required to have a certain number 

of patient contacts, under the supervision of a precepting Paramedic, as follows: 

 1.  EMT-First Responders  5   (any nature)   

 2.  EMT-Basic    10 (2 cardiac, 2 respiratory, 2 diabetic  

             emergencies, 2 trauma and 2 pediatric) 

 3.  EMT-Paramedic   15 (4 cardiac, 4 respiratory, 2 diabetic  

             emergencies, 3 trauma and 2 pediatric) 

Upon completion of probation and meeting the number of patient contacts required, any 

newly certified member must take and pass a written and practical proficiency test given 

by a precepting Paramedic.  All requirements must be met prior to being released from 

probation.   

 

All personnel will maintain CPR certification and have the state approved AED 

(Automatic External Defibrillator) training.  All classes will be offered to the firefighter 
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by the fire department or the fire department will send the firefighter to outside training 

as needed to obtain these classes.  

 

Continuing Education: 

 

EMS continuing education will be offered by the fire department so that the firefighter 

can maintain their EMS certification. 

 

It shall be the firefighter responsibility to attend enough continuing education classes to 

maintain their certification. 

 

EMS Re-Certification:  

 

Volunteer / Part Time Employees: 

 

The volunteer firefighter shall maintain minimum requirement to be eligible for 

department paid EMS re-certification.   

 

1. The firefighter must have attended four (4) EMS continuing 

education classes offered by the department per year. 

2. Make a minimum of six (6) EMS incidents as a crew member 

on EC-2, or twenty four (24) hours of ride time on EC-1 per 

year. 

3. Attend required classes regulated by the National Registry or 

Kentucky Board of Emergency Medical Services. 

 

Full Time Employees: 

 

The department shall pay all fees associated with EMS re-certification. 

 
Etiquette:  

The following training class procedures shall be observed and followed to ensure a safe 

and orderly educational experience: 

A. Weekly drill night trainings shall begin promptly at 19:00. 

B. All students shall be in the classroom or at the specified drill 

location ready to go with all necessary equipment. 

C. All students must present their accountability tag to the instructor 

in order to participate in any training class. 

D. All students shall remain in the training class until released by 

the instructor.  At no time shall students just leave the training 

area without the instructorsô permission. 

E. If a student must leave before the class is scheduled to end, prior 

approval must be obtained from the lead instructor. 

F. If any student leaves the training activity early without approval 

will be removed from the training roster and no training hours or 

stipend will be granted. 
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G. The instructor shall have the full attention of all students, and 

may take any steps necessary to maintain control of the training. 

H. Breaks will be provided by the instructor periodically for 

smoking or using the restroom. 

I. If an outside instructor is holding training all Dry Ridge Fire 

Department personnel must treat the instructor with respect. 

J. Any violation of theses procedures may result in disciplinary 

action. 

 

 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

95 

Outside Training Attendance 
 

 

SOG # 703.0 

Revised:  01 August 2005 

 

Purpose:  To retain and distribute information received from members attending outside 

formal training seminars or classes.  This will allow for the department to receive the 

most benefit from personnel attending special or unusual training. 

 

Scope: This policy shall apply to all active members of the Dry Ridge Fire Department 

that attend formal training outside of the department. 

 

Responsibility:  It shall be the responsibility of the Training Officer to insure that 

personnel attending outside training comply with these requirements. 

 

Definition:   

Outside training shall be defined as training such as National Fire Academy, Officer, 

Instructor Seminars or other training that is technical in nature. 

 

Procedure: 

1. Attendee(s) should receive authorization to attend outside training from the Chief 

in advance so that person(s) are covered by applicable insurance and so that any 

expenses are approved. 

 

2. Upon return from a formal training seminar, etc. that the department has funded; 

the individual should submit a legible summary of the course, explaining the 

benefits of the particular course they attended.  This summary of the information 

the individual received shall include suggestion for improvement to our 

department and the benefits of implementation of their suggestions.  This could be 

simply a piece of equipment that you recommend to purchase, or a new method of 

delivering fire or EMS service. 

 

3. The attendee shall develop a minimum of one training session that could be 

repeated as much as necessary to educate the rest of the department on the 

material and course content that you received.  If several persons attended the 

same class, then they may work together to present the class.  This class must be 

scheduled and instructed within six months of receipt of the outside training. 

 

 

Any exception to this policy must be coordinated with the Chief and the Training Officer. 
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Required Level of Training for Response to 
Incidents Involving the Release of Hazardous 

Materials 
 

 

SOG # 704.0 

Revised:  01 August 2005 

 

Purpose:  To define the minimum level of Hazardous Materials training required for 

department personnel as defined by OSHA 29 CFR Part 1910.120 and NFPA 472 

Professional Competence of Responders to Hazardous Materials Incidents. 

 

Scope:  This standard shall apply to all Dry Ridge Fire Department personnel. 

 

Level of Training:  
Fire Personnel 

 

Fire personnel are required to maintain documentation of attendance and successful 

completion of a Hazardous Materials Operations Level course covering the following 

areas on an annual basis. 

 

Ç Awareness Level refresher. 

Ç Basic hazard and risk assessment techniques. 

Ç Selection and use of proper personnel protective equipment. 

Ç Basic control of, containment and/or confinement of spill operations. 

Ç Implementing basic decontamination procedures. 

Ç Incident termination procedures. 

Ç Scene safety. 

Ç Overview of the Incident Command System. 
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Quality Assurance / Quality Control 
 

 

SOG #800.0 

Revised:  16 February 2007 

 

Purpose:   To insure adequate and proper patient care. 

 

Scope:   All Dry Ridge Fire Department EMS personnel. 

 

Procedure: 

  
The Asst. Chief of EMS shall be responsible for  

 The review of all EMS incidents on a monthly basis. 

 The review of incidents with crew members and discuss any problems. 

 Forward all incidents to medical director for review 

 Provide a skill review prior to recertification as recommended by NREMT and 

KBEMS. 
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EMS Line of Authority 
 

 

SOG # 800.1 

Revised:  16 February 2007 

 

Purpose:   To establish a chain of command for day to day ALS operations. 

 

Scope:   All Dry Ridge Fire Department personnel providing emergency medical care. 

 

Procedure: 

  
The Asst. Chief of EMS of the Dry Ridge Fire Department shall act as Chief of EMS 

Operations. 
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Oxygen Therapy 

 

 

SOG #801.0 

Revised:  01 August 2005 

 

Purpose:   To insure adequate and consistent delivery of oxygen therapy via the 

approved oxygen delivery devices. 

 

Scope:   All Dry Ridge Fire Department personnel certified to give oxygen therapy shall 

become familiar with this policy in order to maintain adequate and consistent oxygen 

flows via approved oxygen delivery devices. 

 

Procedure: 

See Dry Ridge Fire Department Basic/Advanced Life Support 

Protocols for proper procedures. 
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EMS Incident Scene Decontamination 
 

 

SOG # 802.0 

Revised:  01 August 2005 

 

Purpose:   To provide a system which maximizes protection against communicable 

disease for all emergency responders, and for the public that they serve. 

 

Scope:   This policy shall apply to emergency responders, career and volunteer, 

providing fire, rescue, or emergency medical services in the Dry Ridge Fire Department. 

 

Policy:   The Dry Ridge Fire Department recognizes that communicable disease exposure 

is an occupational health hazard.  Communicable disease transmission is possible during 

any aspect of emergency response.  The health and welfare of the general public and each 

emergency responder is a concern of this department.  

 

It is the policy of this department: 
 

1. To provide fire, rescue, and emergency medical services to the public without 

regard to known or suspected diagnosis of communicable disease in any patient. 

 

2. To regard all patients contacts as potentially infectious.  Universal Precautions 

will be observed at all times and will be expanded to include all body fluids and 

other potentially infectious materials. 

 

3. To help assure the safety of the general public and emergency responders through 

the removal of body fluids and other potentially infectious material from the scene 

of an emergency incident. 

 

Procedure: 

1. Needle and sharps disposal 

After they are used syringes, needles and other sharp items shall be placed in 

puncture-resistant containers for disposal. 

 

2. Blood or other body fluid spills 

All spills or blood or body fluids should be cleaned up using an approved 

germicide or a 1:100 solution of household bleach.  Visible material should first 

be removed with disposable towels or other appropriate means that will ensure 

against direct contact with blood or other body fluids.  The area should then be 

decontaminated with an appropriate germicide.  Soiled cleaning supplies should 

be placed in a sealed plastic bag for removal from the site.  
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3. Other Materials 

Other potentially infectious waste shall be placed into an appropriate container for 

removal from the site.  Sharp items should be placed in puncture-proof containers 

and other blood or fluid contaminated items should be placed in leak proof plastic 

biohazard bags for transport to an appropriate disposal location. 

 

Responsibility: 

It shall be the responsibility of the Incident Commander (I.C.) to see that the above 

procedures are carried out.  Personnel remaining on the scene after the patient has been 

cared for should carefully search for and remove contaminated materials.  If necessary, 

an additional unit (i.e. Engine Co. or other unit) should be summoned to carry out scene 

decontamination procedures as outlined in the Procedure Section. 
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Aeromedical Scene Response 
 

 

SOG # 803.0 

Revised:  01 August 2005 

 

Purpose:   To establish guidelines for requesting the response of aeromedical transport 

and to define and outline the procedures for communications, landing zones and 

operational activities around an aeromedical transport unit. 

 

Scope:   This procedure shall apply to all runs where aeromedical transport may by 

utilized (or requested by EMS personnel).   

 

Operational situations in which helicopter use should be considered: 
Mechanism of injury 

Ç Vehicle rollover with unbelted passengers. 

Ç Vehicle striking pedestrian at >10 miles per hour. 

Ç Falls from >15 feet. 

Ç Motorcycle victim ejected at >20 miles per hour. 

Ç Multiple victims of serious nature. 

 

Difficult access situations 

Ç Wilderness rescue. 

Ç Ambulance egress or access impeded at the scene by road conditions, weather, or 

traffic. 

 

Time / Distance factors 

Ç Transportation time to the trauma center greater than fifteen minutes by ground 

ambulance. 

Ç Transport time to local hospital by ground greater than transport time to trauma 

center by helicopter. 

Ç Patient extrication time >20 minutes using heavy rescue tools. 

Ç Utilization of local ground ambulance leaves local community without ground 

ambulance coverage. 

 

Activation:  

 

1. Response for aeromedical transport shall be requested through the communications 

center by the Incident Commander or EMS Crew Leader in accordance with Radio 

Procedures. 

2. GPS coordinate for landing zone shall be given to the communication center as soon 

as possible to assist the flight crew in locating the scene. 
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3. Communications to the aeromedical unit(s) shall be done on Channel 4/ Fire 4 

(154.280). 

 

 

4. Pertinent information shall be communicated to the aeromedical unit(s) as requested                                 

or needed: 

Ç Number of patients. 

Ç Extent and type of injury or illness. 

Ç Exact location of landing zone including major cross streets and landmarks if 

Global Positioning System (GPS) coordinates are not available.   

Ç Your weather conditions. 

Ç Any additional information you think is important. 

 

5.  The Landing Zone officer shall have complete control and allow access to the landing     

zone when the aircraft has safely landed.  The Landing Zone officer shall coordinate any 

special requests or needs of the flight crew. 

 

 

Setting up & landing the Aircraft:      

Safety Rules 

Ç Approach the aircraft only when signaled by a flight crewmember. 

Ç Approach only from the front. 

Ç No Smoking near the aircraft. 

Ç No running near the aircraft. 

Ç Keep unauthorized people at least 100' away. 

Ç Do not carry items over your head. 

Ç Avoid pointing lights directly at the aircraft. 

Ç Wear safety glasses while rotors are moving. 

Ç Do not touch the plexi-glass canopy or any of the moving parts of the aircraft. 

 

Site Protection 

a. A minimum of one Engine Company shall be dispatched to set-up a landing zone 

(LZ). 

b. The officer on the engine will become the landing zone officer (LZ); he will be 

responsible for all landing zone operations including: 

c. Communications with the pilot and scene safety. 

d. Setting up a landing zone using the guidelines given in "site physical conditions" 

and "safety rules". 

e. Reporting all actions to the incident commander. 

f. Preparing (2) 1 Ĳò attack lines. 

g. Preparing hose, educator and foam for application. 

 

Site Physical Conditions 

a. Select a space of 100' x 100' or larger. 

b. Ideal area should be level and firm. 
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c. If possible an emergency vehicle or flare shall be placed in each corner of the 

landing zone. 

d. Be sure there are no overhead wires or other obstructions. 

e. Secure or remove all loose items (trash, cans, car parts, twigs). 

f. Control crowds up to 100' away. 

g. Notify the dispatcher or pilot of anything that may endanger the landing. 

 

 

 

 

Departing Aircraft:  

a. Remain clear of the take off area. 

b. Keep your back toward the take off area until the dirt and dust quits blowing. 

c. Secure loose items in and around take off area. 

d. Do not run under the departing aircraft. 

e. Do not go to the area the aircraft has just departed from until you are sure that 

another aircraft is not landing in the same place. 
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Patient Transport Policy 
 

 

SOG # 804.0 

Revised:  01 June 2010 

 

Purpose:   To establish the guidelines for transporting a violent or potentially violent 

patient. 

 

Scope:   This procedure shall be utilized for all psychological incidents; attempted 

suicide incidents, altered mental status incidents, or any other incident the EMS crew 

feels the threat or potential threat for a combative or violent patient.  

 

This policy in no way should effect the transport of a patient with a medical 

necessity. 

 

It shall be the policy of the Dry Ridge Fire Department that behavioral patients are 

evaluated by our emergency care units and a determination be made as to the violent 

tendencies of the patient.  If the emergency care unit crew determines a police officer is 

needed to ride in the ambulance with the patient to provide a safe work environment for 

the emergency medical crew, a request shall be made to the on scene police officer for 

such personnel.  The Firefighter/Paramedic or Firefighter/EMT shall document the 

necessity and the request for police assistance in the patient report. 

 

It shall be policy for the emergency care unit crew to refuse to transport a violent or 

potentially violent patient if a request has been made to the police officer and such 

request is unfilled.  This shall be documented via radio to dispatch and in detail in the 

EMS patient report. 

 

This policy has been developed for use by the Dry Ridge Fire Department only. 
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Fire Hose, Couplings, Nozzles and Appliances 
Care, Use and Service Testing 

 

 

SOG # 901.0 

Revised:  01 August 2005 

 

Purpose:   To provide a reasonable level of safety for users of fire hose and a reasonable 

degree of assurance that the hose, couplings and nozzles will perform as designed. 

 

Scope:   These procedures shall apply to the care of all types of fire hose, coupling 

assemblies and nozzles used by the Dry Ridge Fire Department, including record 

keeping, inspecting and service testing. 

 

Definitions: 

Attack Hose - Hose designed to convey water to handline nozzles, master stream devices, 

standpipe and sprinkler systems and pumps used by fire departments.  

 

Large Diameter Hose (LDH) - 5" hose used to supply large volumes of water; mainly to 

fire department pumpers, from hydrants or other pressurized water sources. 

 

Appliances - Adapters, gate valves, wyes and siameses. 

 

Written Records: 
A hose record will be maintained on each section of hose used by the department 

containing the following information: 

Ç Assigned identification number. 

Ç Service Test Date - First & Last Dates. 

Ç Service Test Pressure. 

Ç Duration of Test. 

Ç Hose Size. 

Ç Result of Test (Pass/Fail). 

Ç Reason removed from Service. 

Ç Vendor. 

Ç Length. 

Ç Type of Hose. 

Ç Construction. 

Ç In-Service Date. 
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Care and Use - Fire Hose: 
1. Wet hose shall be thoroughly dried before placing back in service (exception - 

rubber or LDH). 

2. Hose shall be periodically removed from the apparatus and reloaded so that folds 

occur at different positions. 

3. LDH shall not be used at operating pressures exceeding 185 PSI. 

4. The discharge pressure relief valve device shall be set at no more than 10 PSI 

over net pump pressure when discharging water through hose. 

5. Intake relief valves shall be used whenever LDH is used as supply hose.  

6. Nozzles and valves shall be opened and closed slowly to prevent pressure surges 

and water hammer. 

7. During sub-freezing weather a small amount of water shall be allowed to 

continuously flow through hoses to help prevent freezing. 

8. Vehicles shall not be allowed to drive over charged hoselines. 

9. All hose shall be drained before being reloaded or stored. 

10. After each use, all hose shall be cleaned.  If the dirt cannot be thoroughly brushed 

from it or has come in contact with harmful materials, the hose shall be washed. 

11. After each use and prior to annual service testing hose shall be inspected for 

evidence of mildew, rot or damage by chemicals, burns, cuts, abrasion and 

damage by vermin.  

 

Care and Use - Couplings/Nozzles/Appliances: 
1. Nozzles/appliances attached to in-service hose shall be kept in the closed position. 

2. Nozzles/appliances/couplings shall be handled with care.  They shall not be 

dropped, thrown, or ran over by vehicles. 

3. Nozzle/appliance control valves shall be opened and closed slowly to avoid 

pressure surges and water hammer. 

4. After each use, all nozzles/appliances/couplings shall be thoroughly washed. 

5. At least annually and after each use, nozzles, couplings and appliances shall be 

inspected for: 

Ç Obstructions in waterways. 

Ç Damage to nozzle tips. 

Ç Full operation of adjustments (pattern selection). 

Ç Proper operation of shutoff valves. 

Ç Missing parts. 

Ç Gaskets in good condition. 

Ç Damaged threads. 

Ç Corrosion. 

Ç Swivel rotating freely. 

Ç Missing lugs. 

Ç Other defects that may impair operation. 
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Annual Hose Service Testing: 
1. All hose shall be service tested annually or after any repairs are made. 

2. All sections of hose shall be thoroughly inspected before and during testing, for 

damage and leaks. 

3. Gated valves shall be used between the pump and the hose to be tested.  

4. The total length of hose in each test layout shall not exceed 300 feet. 

5. Test hose shall be allowed to fill with water and all air removed prior to charging 

to test pressure. 

6. Leaking couplings should be tightened with a spanner wrench before pressure is 

raised. 

7. Valve shall be gated down, and pressure slowly brought up to test pressure and 

held for 5 minutes. 

a. 1 1/2" - 3" * 250 PSI 

b. 5" LDH * 200 PSI 

8. Any section of hose failing during test shall be removed, the other hose re-

coupled and the test resumed. 

9. Results of the testing shall be noted in the hose records. 

 

* Reference - NFPA 1962, Standard for the Care, Use and Service Testing of Fire Hose 

Including Couplings and Nozzles, 1998 Edition. 
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Ground Ladders, Use, Maintenance and Service 
Testing  

 

 

SOG # 902.0 

Revised:  01 August 2005 

 

Purpose:   To help ensure the safety of personnel working with and around ladders in 

emergency and non-emergency incidents. 

 

Scope:   This policy applies to all fire and EMS personnel who may be called upon to use 

ladders to meet their objectives. 

 

Selection:   Selecting the right ladder to do a specific job requires you to have a good 

judge of distance. Proper ladder height is necessary for safe operations.  

 

Ladder selection should be based on 8 to 10 feet per story for residential buildings and 12 

foot per story for commercial buildings. 

 

The following will be a guide in selecting the proper ladder: 

Ç First story roof  - 16 to 24 ft. 

Ç Second story window - 24 to 35 ft. 

Ç Second story roof - 35 ft. 

Ç Third story window or roof ï Aerial/Tower Truck. 

Ç Fourth story window or roof ï Aerial/Tower Truck. 

   

Ladder removal/carries: 
Ladders should be removed from the truck and carried to the set up point based on the 

following: 

Ç Roof ladder - 1 firefighter. 

Ç Attic ladder - 1 firefighter. 

Ç A-Frame ladder - 1 firefighter. 

Ç 24-foot Extension ladder - 2 firefighters. 

Ç 35-foot Extension ladder - 3 to 4 firefighters. 

 

Ladder placement:  
The placement of ladders is determined by the intended use of the ladder and itôs 

positioning for safe and easy climbing. 

1. When a ladder is to be used by a firefighter for ventilation from a window, it 

should be placed alongside the window to windward side, with the tip about even 

with the top of the window. 
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2. When a ladder is used for rescue or entry through a window, the ladder tip is 

placed even with or slightly below the sill, if the sill projects out from the wall, 

the tip of the ladder can be wedged up under the sill for additional stability.  

When the window opening is wide enough to permit placing the ladder inside the 

window opening and still leave room beside it to facilitate the rescue or entry, it 

should be placed so that two or three rungs extend above the sill. 

3. When a ladder is to be used as a vantage point from which to direct hose stream 

into a window opening and no entry is to be made, it is raised directly in front of 

the window with the tip on the wall above the window opening. 

4. When laddering the roof, the ladder should extend five rungs above the roofline to 

aid in getting on and off the ladder, and so that firefighters on the roof can easily 

see the ladder. 

 

Ladder raises: 
1. One-person raise 

2. Two person raises 

a. Flat raise 

b. Beam raise 

3. Three person raise 

4. Four person raise 

 

Ladder safety: 
Ç Check the ladder for the proper climbing angle 

Ç Make sure the ladder is secured at the top or bottom before climbing.  

Ç Check the locks to be sure they are seated over the rungs. 

Ç Climb smoothly and rhythmically 

Ç Do not overload the ladder 

Ç Always wear protective gear (Minimum of gloves and helmet). 

Ç Choose the proper ladder for the job. 

Ç Use the proper number of firefighters for each raise. 

Ç Use leg muscles when lifting ladders not your back 

Ç Make sure you check above you before you raise the ladder 

Ç Extension ladders shall be set fly out. 

Ç When working from a ladder, personnel shall utilize a leg lock at all times. 

(Exception: When working from an aerial ladder, personnel shall utilize a 

pompier belt.) 
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Inspection and maintenance: 
Ladders shall be visually inspected at least every month and after each use, including but 

not limited to: 

Ç Heat sensor labels for change indicating heat exposure. 

Ç Rungs, for snugness and tightness. 

Ç All bolts and rivets, for tightness. 

Ç Welds, for any cracks or apparent defects. 

Ç Beams and rungs, for cracks, breaks or deformation. 

Ç Proper operation of roof hooks. 

Ç Proper operation of pawl assemblies. 

Ç Halyards and wire cables for fraying or other damage. 

Ç Ladders shall be cleaned and dried after each use. 

Ç Ladders shall be degreased and re-lubricated annually. 

 

Service testing: 
All ground ladders shall be service tested annually, or anytime the ladder is suspected of 

being unsafe, been overloaded, impact loaded, after heat exposure or after any 

deficiencies has been repaired. 

 

Any sign of failure during service testing shall be sufficient cause for the ground ladder 

to be removed from service and repaired for fire service or destroyed. 

 

All service testing shall be conducted in accordance with NFPA 1932, Chapter 5. 

 

Reference:  

NFPA 1932 Standard on Use, Maintenance, and Service Testing of Fire Department 

Ground Ladders 
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Service Testing of Fire Pumps 
 

 

SOG # 903.0 

Revised:  01 August 2005 

 

Purpose:  This SOG outlines the procedures for testing Fire Service Pumps. 

 

Scope:  This policy applies to all personnel 

 

Procedure: 
 

All fire service pumps shall be tested yearly and all inspection reports shall be maintained.   



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

113 

Standard Operating Guidlines  
Development and Maintenance 

 

 

SOG # 1001.0 

Revised:  01 August 2005  

 

Purpose:   To establish guidelines for the development and maintenance of departmental 

Standard Operating Guidlelines (SOGs). 

 

Scope:   This procedure applies to all current and proposed SOGs. 

 

Definition:  
S.O.G. - Standard Operating Guideline, a written guideline that details how an operation 

or policy is to be carried out. 

 

Procedure: 

Development 

1. Any member can develop or suggest a standard operating procedure. 

2. Once a rough draft of an S.O.G. has been completed it should be forwarded to the 

Assistant Chief of the Department to insure its completeness, make any 

adjustments, polish it into the correct format and submit to the Chief for final 

review. 

3. Once it is approved, it will be assigned an effective date and SOG number, and 

distributed to the membership. 

 

Format 

1. All SOGs should be in a standard format with: 

Ç A SOG number assigned in the upper left hand corner. 

Ç An effective date in the upper left hand corner below the SOG number. 

Ç A title centered at the top of the page. 

Ç A purpose. 

Ç A scope. 

Ç Any definitions needed to clarify the SOG. 

Ç The procedure to be followed. 

Ç Any references to applicable standards. 

2. They should include all necessary information to perform the procedure correctly 

and safely. 

3. The procedure should contain information to explain, why the procedure is to be 

followed and, who/what it pertains to.  
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Documentation 

1. A master SOG manual will be kept on file with all revisions for historical 

purposes. 
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Department Safety Officer 
 

 

SOG # 1002.0 

Revised:  01 August 2005 

 

Purpose:   To specify the requirements for a Department Safety Officer. 

 

Scope:   This procedure contains the requirements for the assignment, duties and 

responsibilities of a Safety Officer for the Dry Ridge Fire Department. 

 

Organization: 
Assignment 

Ç The Fire Chief shall designate a person to serve as the Department Safety Officer. 

Ç Assistant Safety Officers shall be appointed as needed to ensure proper coverage. 

Ç Alternate safety officers shall be assigned in the absence of the Department Safety 

Officer and his/her assistants to perform the duties and responsibilities of the 

position. 

 

Qualifications 

Ç Must meet the requirement set forth by NFPA 1521 Standard for Fire Department 

Safety Officer. 

Ç Have and maintain knowledge of federal, state and local laws regulating safety 

and health applicable to the fire and EMS service. 

Ç Have and maintain knowledge of the current potential safety and health hazards 

involved in fire fighting and other related activities. 

Ç Have and maintain knowledge of the current health and physical fitness factors 

that affect the fire and EMS service work environment. 

 

Authority 

Ç Identify and cause correction of safety and health hazards. 

Ç Cause immediate correction of situations that create imminent hazard to 

personnel. 

Ç At an emergency scene, the authority to alter, suspend or terminate activities 

judged to be unsafe, or involve an imminent hazard to personnel. 

Ç Develop actions through the administrative processes of the department to correct 

non-imminent hazards that have been identified. 
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Functions: 

Records and Data Management 

Ç Maintain records on all accidents, occupational deaths, injuries, illnesses and 

exposures. 

Ç Maintain records on all recommendations made and actions taken to correct safety 

and health hazards or unsafe practices. 

Ç Maintain records on all measures taken to implement safety and health procedures 

and accident prevention methods.    

Ç Issue a report annually to the Chief on all accidents, injuries, illnesses, deaths and 

exposures. 

Rules, Regulations and Procedures 

Ç Shall develop, review and revise rules, regulations and SOGs pertaining to 

personnel health and safety. 

Ç Shall periodically report on the adequacy of rules, regulations and SOGs 

pertaining to personnel health and safety. 

Ç Enforce rules, regulations and SOGs pertaining to personnel health and safety. 

 

Accident Prevention 

Ç Manage an accident prevention program that includes development of safe work 

methods and procedures and instruction to personnel in said methods. 

Ç Periodically survey operations, procedures, equipment and department facilities 

with regard to maintaining safe working practices and procedures. 

 

Accident Investigation, Procedures and Review 

Ç Shall develop procedures to ensure that emergency care and transportation to 

medical facilities are provided for members injured on duty. 

Ç Shall develop procedures to ensure occupational injuries and illnesses are treated 

at the most appropriate health care facility. 

Ç Shall investigate or cause to be investigated all occupational injuries, illnesses, 

exposures, fatalities and accidents involving department personnel, vehicles, 

equipment or facilities. 

Ç Develop corrective measures resulting from said investigations. 

 

Incident Scene Safety 

Ç Safety officer(s) shall be utilized on all emergency incidents.   

Ç On incident scenes, the safety officer shall identify and mitigate safety and health 

hazards. 

Ç Shall observe operations at the scene to ensure that safety regulations are being 

followed. 

Ç Shall be involved in the post incident critiques in order to review the safety 

factors involved in emergency incidents. 
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Communication Center 
Complaint/Request/Information 

 

 

SOG # 1003.0 

Revised:  01 August 2005          

 

Purpose:   To establish a procedure for the uniform reporting of errors made by the 

communication center in the dispatching or other communications procedures during an 

incident. 

 

Scope:   This procedure shall apply to all incidents involving errors or suspected errors 

made by the communications center or whenever further information regarding an 

incident is needed. 

 

Procedure: 
In the event of an error or suspected error made by the communications center in 

dispatching of an incident or other communications procedures during an incident, the 

effected employee or employeeôs shall immediately notify through their supervisor using 

the chain of command.   

If the supervisor deems it necessary to lodge a formal complaint than the reason for the 

inquiry shall be given to the Chief or his designee.   

 

 

The body of the message should include: 

1. The date and time of the incident. 

2. The address or location of the incident if applicable. 

3. The reason for the inquiry. 

4. The suggested solution for the issue. 

5. Any other information deemed necessary. 

 

The inquiry shall be dealt with only by the Chief or his designee.  The resulting response 

shall be forwarded to the supervisor and the requesting employee. 
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Apparatus and Small Equipment Repair Order 

 

 

SOG # 1004.0 

Revised:  01 August 2007 

 

Purpose:   To help ensure that all needed repairs to department apparatus and apparatus 

systems are reported and completed and that apparatus is placed back into service in a 

timely manner. 

 

Scope:   This procedure shall apply to all apparatus used by the Dry Ridge Fire 

Department. 

 

Definitions:  

Apparatus ï Any vehicle owned or used by the Dry Ridge Fire Department. 

 

Small Equipment ï Any equipment that is normally mounted on a vehicle and operated as 

such. (i.e. generators, mobile radios, etc.). 

 

Procedure: 

1. When service or repairs are required for any apparatus or small equipment located 

on the apparatus, the officer responsible for vehicle or small equipment repairs as 

well as the Fire Chief shall be notified.  If the repairs warrant immediate removal 

from service, notify your supervisor utilizing the chain of command as soon as 

possible. The supervisor should make appropriate notifications as needed. 

2. If removal from service included a vehicle, notify the communications center and 

remove the apparatus from service in the CAD system. 

3. Once the repairs have been made, the officer responsible for vehicle / small 

equipment repairs shall notify the communications center and place the apparatus 

back in service.  The officer shall also notify the Chief.  This serves as 

notification of the repairs. 
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Uniform Guidelines / Grooming Standards 
 

 

SOG # 1005.0 

Revised:  01 June 2010 

          

 

Purpose:   In order to maintain an outward appearance of professionalism for all fire 

functions, uniform guidelines and requirements are available.  Such guidelines specify both 

the method of wear and the type of uniform worn so all members of the Dry Ridge Fire 

Department are consistent, in both their manner and timeliness of dress. 

 

Scope:   This procedure shall apply to all Fire Personnel in accordance with the Personnel 

Policies Manual Chapter 10, Section 2 & 3.  See  

 

Definitions: 

Class A Fire: Full dress uniform including dress jacket and all insignia. 

 

Class B Fire: Long sleeve white Class A shirt with black tie and class A pants. Appropriate 

insignias shall be worn on the shirt collars, Badge shall be worn over left shirt pocket and 

name plate shall be worn over right shirt pocket. Footwear shall be high gloss oxfords or 

Chuckas with black socks. 

 

Class C Fire: Red polo style shirt, or red job shirt, navy blue pants, navy blue department t-

shirt, appropriate belt and shoes, with appropriate patches.  

 

 

Insignias: Insignias shall be worn on all Class A and Class B uniforms.  Rank will be 

designated by traditional style fire bugles worn on the collar of Class A uniforms and Class 

B uniform. Firefighters shall wear a silver scramble on a red background. Badge shall be 

Maltese cross with traditional style fire bugles on a red background for officers and a silver 

firefighter scramble on a red background for fire fighters. Officerôs badges shall be gold in 

color and firefighterôs badges shall be silver in color. Name plates shall be İôô metal one 

line with just personôs name. Officerôs name plate shall be gold in color and firefighterôs 

silver in color. No other insignias may be worn on the collars. This is in effect so the general 

public and other emergency organizations may easily recognize personnel with 

authority.                     
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Procedure: 
Uniforms will be worn as outlined below: 

 

 Event                             Uniform  
 Parades  Class A 

 Funerals  Class A 

 Meetings  Class C 

 *Drills    Class C 

 Career Personnel Class C 

 Special Functions As determined by the OIC 

 

* May be changed as necessary by the Chief, Asst. Chief or Training Officer. 

 

 

 

 

General Uniform Policy: 
It shall be the policy of the Dry Ridge Fire Department to provide, regulate, and maintain 

the department uniform requirements.  This uniform requirement is for the identification 

of its members and to present a professional appearance. 

 

The division of fire shall operate as a uniformed service at all times and all members are 

required to comply with the policies and regulations set forth in this document. 

 

The members of the fire department shall provide for the upkeep of his/her uniforms and 

accessories and shall maintain them in a clean and professional appearance.  The 

memberôs chain of command shall monitor employees and direct compliance. 

 

The members of the fire department shall repair or replace any item of uniform clothing 

or accessory that becomes unserviceable or does not present a professional appearance.  

The memberôs chain of command shall insure compliance with this policy. 

 

The maintenance of a proper, professional appearing uniform is critical to the Dry Ridge 

Fire Department in order to achieve identification and recognition of its members while 

performing our services. 

 

The Dry Ridge Fire Department operates in an important position in the community, and 

its members are readily identified during high profile incidents.  No uniformed member 

shall bring discredit to the department by his/her actions or appearance. 

 

No exposed jewelry on any body part except as specified: 

Ç Wedding rings, class rings, department ring etc. 

Ç Necklaces, (as long as not exposed). 

 

No personnel shall wear any additional garments as not prescribed in this policy such as 

but not limited to, sweaters vests, sweatshirts, visors, bandanas, headbands, etc. 
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Accessory holders on belts shall be black or dark blue in color. 

 

Tie tacks shall be allowed but must have a fire department theme. 

 

Pins or special occasion commemorations as approved by the chain of command shall be 

allowed for wear. 

 

It is recommended for safety that all personnel wear 100% cotton undergarments. 

 

Failure by any member to comply with the uniform guidelines of the Dry Ridge Fire 

Department shall be handled by the memberôs chain of command.  Failure to comply 

after initial correction may result in a disciplinary action. 

 

Any member that conducts any fire prevention detail or fire department pre-attack 

inspections must be in an approved Dry Ridge Fire Department uniform listed in this 

document. 

 

 

Class B Uniform 

Pants 

 

Shall be the pants style specified by the chief.   

 

Shirt 

 

Shall be the shirt style approved by the chief. 

The shirt will be worn as part of the class ñBò uniform at all times with the following 

exceptions: 

Ç Actively involved in firefighting or overhaul. 

Ç Actively engaged in physical activity. 

Ç Actively engaged in training at discretion of the I.C. 

Ç Performing station or apparatus maintenance. 

Ç After 18:00Hrs. 

Ç Holidays. 

 

Personnel shall not perform non-emergency activity in the public eye without being in the 

proper uniform.  These are to include but not limited to such activities as: purchasing 

station supplies, pre planning, eating at restaurants, etc. 

 

The uniform shirt shall be worn closed to the next to the top button and the shirt tails are 

to be tucked in at all times. 

 

A blue DRFD class ñDò t-shirt is to be worn under the uniform shirt.   
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The shirt shall be maintained in a clean and neat condition, free of stains, tears, and 

fraying of wear points such as collars.  Shirt shall be replaced as needed to present a 

positive professional appearance. 

 

Class C Uniform 

Shall be the shirt style specified by the chief. 

 

 

Outerwear 

Duty Coat 

 

Shall be the style specified by the chief. 

Belt 

The DRFD approved belt shall be a 2İò black leather basket weave style belt.  The belt 

shall have a metal plated square cutout style belt buckle.  The buckle shall be silver. 

Hat  

 

Shall be the style specified by the chief. 

Footwear (class ñBò, and ñCò ) 

Uniform shoes and boots 

Black leather, plain toe with a non-marking, non-slip sole.  Shoes or boots are to be 

maintained with a shined finish and uniform appearance.  Shoes or boots are to be lace up 

style.  Shoes and boots shall be replaced when they do not represent a uniform 

appearance or become worn enough to present a safety hazard.  Examples of approved 

footwear include, but not limited to Rocky, Bates, Thorogood, Danner etc.  The shoe or 

boot must fall within the guidelines mentioned above.  If there are any questions 

regarding the shoe or boot mentioned above prior to purchasing, check with the chain of 

command.  The lace in zipper is approved for wear with boots. 

 

 

Socks 

Navy blue or black socks shall be worn with all low-cut or mid-cut uniform shoes.  Navy 

blue, black or white athletic socks shall be worn with all uniform boots.  Socks shall be 

maintained in a clean and neat condition.  Socks shall be replaced as needed by personnel 

to insure a positive professional appearance. 

 

 

Special Options 

Cold Weather Wear 

It is a priority of the DRFD to allow and encourage the use of cold weather wear.  It is 

also important to present a professional appearance.  The following items are approved 

for cold weather wear. 

Ç Navy blue long sleeve t-shirt. 

Ç Navy blue or black sock hat. 

Ç Navy blue or black gloves. 
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Personnel are not required to own the above mentioned items but if purchased, they must 

meet the above mentioned specifications. 

 

The outerwear shall be maintained in a clean and neat condition free of stains, tears, and 

excess wear; and shall be replaced as needed to present a positive professional 

appearance.  

 

Grooming Policy: 

In an attempt to comply with NFPA standards as well as maintaining a good public 

image, the following grooming standards shall apply to each member: 

 

No firefighter will be permitted to grow a beard due to the possibility of not 

obtaining a proper seal on the SCBA facepiece.  No facial hair is permitted to 

touch the facepiece or pass the jaw line. No hair shall touch or pass through  

the seal on the facepiece. 

 

 

Hair shall be kept cut off of the collar. If hair is longer than that, it should be kept up 

appropriately so that is looks proper and will not impede in donning hood, helmet, or 

facepiece. 

 

 

 

Uniform Issuance/Replacement Policy: 
Uniforms - New members:    

Uniforms will be issued to new personnel, after they have completed their probation period. 

Uniforms will be issued by the Chief or his/her designee.  Requests for uniforms must be 

submitted by e-mail to the Chief or his designee.  Uniforms not in stock will be ordered by 

the Chief or his/her designee.  Uniforms will be issued at the convenience of the Chief or 

his/her designee. 

  

Replacement uniforms: 

A request to the Chief or his/her designee must be submitted by e-mail for replacement 

uniforms. Uniforms being replaced must be given to the Chief or his designee, before 

replacement uniforms will be issued.   
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Activity Attendance Verification 
 

 

SOG # 1006.0 

Revised:  01 August 2005        

 

Purpose:   To help assure that all members of the Dry Ridge Fire Department are 

properly credited for their attendance at training, meetings and other accredited 

departmental activities 

 

Scope:   This policy shall apply to all personnel for all reportable activities. 

   Exception: Fire runs. 

 

Procedure: 
Completed Forms:  

 

All completed activity verifications shall be placed in the Training Officerôs designated 

location. (Any other location is not acceptable and may result in not being given credit 

for attendance). 

 

Reportable Activities:  

Ç In house training. 

Ç Outside training (Schools, *CEUs, Classes at other stations). 

Ç Meetings (Business Mtgs., Officer Mtgs., Association Mtgs.). 

Ç Support Services Member activities. 

Ç Work details. 

Ç Special details. 

Ç Other approved activities. 

 

Acceptable Activity Verification Forms: 

Ç State Training Attendance Roster. 

Ç Training Verification Signed by instructor (*CEUs, Special Schools, Training at 

other stations or locations). 

Ç Attendance verification signed by approving department officer. 

 

 

*CEUs (Continuing Education Units): granted by some training agencies.  Each CEU is 

equivalent to a specified number of clock hours as determined by training agency 

curriculum committee. 
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Submitting Training Documentation 
 

SOG # 1006.1 

Revised:  01 August 2007 

 

 

1. A Dry Ridge Fire Department Training Sheet MUST be completed in detail for 

ALL training including training received outside the department. 

Ç A Training Sheet should be completed and attached to all AIDS, CPR, and 

AED/Defib certificates earned outside the department. 

Ç You may submit Paramedic training, Nursing training classes, etc, you 

received at your place of employment if they pertain to Fire/EMS. 

 

2. Blank training sheets are located in the mailboxes in the outer office. 

 

3. The Fire Category should be filled out for all training. 

Ç There may be only one (1) Fire Course Category per training sheet. 

Ç Use the ñPò course category for EMS training. 

 

4. The EMS subject category should be filled out for any EMS training. 

 

5. Instructors: 

Ç Fire Instructors should use their FIN (Fire Instructor Number) as their 

instructor number. 

Ç EMS Instructors should use their Doctor, Nurse, or Paramedic license number 

as their instructor number. 

 

6. ñBrief Descriptionò and ñEquipment Usedò sections 

Ç A brief description of the subject matter taught should be hand written 

including lecture and live drill training. 

Ç Equipment used in the session should be listed.  This includes classroom 

audio/visual aids and fire/rescue equipment. 

Ç Instructors must sign the back of the form. 
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Department Computer Usage 
 

 

SOG # 1007.0 

01 April 2007          

 

Purpose:   To help ensure that all department computers are used for their intended 

purpose and avoid any appearance of impropriety. 

 

Scope: This procedure shall apply to all desktop, tablet and notebook computers used by 

the Dry Ridge Fire Department. 

 

Procedure: 

In an effort to maintain proper records, to assist in training, and to use for research via the 

internet, it has become necessary for the fire dept. to install, use and maintain several 

computer workstations both remote and hardwired.  

 

While personal use of this system for research, checking personal e-mail etc. is not 

discouraged, going to web sites that is questionable (i.e. pornography etc.) is strictly 

prohibited. 

 

It shall be the policy of the Dry Ridge Fire Department to have a system administrator to 

oversee the computer system and records. As part of this job the system administrator 

will have the access and authority to install and monitor keystroke security software.  

 

While this is not done as a personal invasion of privacy, it has become necessary to 

protect the records and computer system of the fire dept.  

 

The system administrator shall monitor any and all personal usage of the computer. 
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Computer Use Policy 
 

SOG # 1007.1 

Revised:  01 August 2007 

  

Purpose: 

 

Microcomputer hardware and software represent a key element in the information 

management strategy of the Dry Ridge Fire Dept..  The monetary investment in 

microcomputer technology is significant and the value of data stored on microcomputer 

systems is considerable. 

 

The Dry Ridge Fire Dept. recognizes that a growing number of its employees require 

microcomputer hardware and software to complete their work in an efficient manner.  

The policies established herein will: 

 

 Maximize the benefits the Dry Ridge Fire Dept. receives from its 

investment in microcomputer technology. 

 Protect valuable equipment, software and data from loss or damage by 

establishing security standards. 

 Enhance the productivity of users of microcomputer hardware and 

software by extending support services of various kinds to those users. 

 

 

Acquisition method: 

 

All acquisitions of microcomputer equipment shall conform to requirements of applicable 

sections of the Kentucky Revised Statutes and current Dry Ridge Fire Dept. ordinances, 

policies, and procedures. 

 

 

Hardware Use 
 

Use of Microcomputer equipment: 

 

All rules and regulations governing use of Dry Ridge Fire Dept.-owned equipment shall 

apply to the use of microcomputer equipment. 
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User responsibility: 

 

Users of Dry Ridge Fire Dept.-owned microcomputer equipment shall take all necessary 

and reasonable precautions to protect such microcomputer equipment from damage or 

loss.  The fire dept. IT administrator shall make available to all users such information as 

deemed necessary to endure the proper care of Dry Ridge Fire Dept.-owned 

microcomputer equipment. 

 

Shared equipment: 

 

All equipment which would be idle for a significant period of time if dedicated to a single 

user, or the benefits of which may be extended to several users at a reasonable cost, shall 

be shared among two or more users by appropriate technology.  Shared equipment shall 

include, but shall not necessarily be limited to, laser printers, plotters and other 

equipment. 

 

Other systems: 

 

The Dry Ridge Fire Dept. recognizes that the use of microcomputer equipment may 

affect other Dry Ridge Fire Dept. information systems.  The fire dept. IT administrator 

may develop, and may modify as necessary, procedures to ensure that the use of 

microcomputer equipment does not adversely affect the operation of those systems and 

that maximum benefits may be derived from both systems if possible. 

 

Incidental use: 

 

Microcomputer equipment is provided for use by employees and officials in the 

performance of their duties.  However, incidental use, similar to that permitted for the 

Dry Ridge Fire Dept. telephone system, is permitted, provided that such use does not 

interfere with the performance of the userôs duties, does not affect the security of the Dry 

Ridge Fire Dept. network system, and does not affect the performance of the network. 

 

 

Hardware Support 
 

Services provided: 

 

The fire dept. IT administrator will provide the following support services: 

 Planning and acquisition assistance - The fire dept. IT administrator will 

help identify the proper equipment configuration for the proposed 

system, will inform available alternatives when appropriative, will 

provide cost estimates for selected equipment, and will determine 

sources of supply for selected equipment. 

 Setup and testing assistance - The fire dept. IT administrator will, upon 

request, accept delivery of ordered equipment, configure and test 
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equipment upon delivery, and set up equipment at the appropriate site, 

subject to time availability. 

 Warranty repairs ï The fire dept. IT administrator will coordinate all 

requests for repairs of equipment covered by warranty with the provider 

of the equipment. 

 

Response time: 

 

The fire dept. IT administrator will determine the time required to respond to any specific 

problem.  Response time shall be based on priorities assigned to current tasks, and number 

of requests. 

 

Support requests: 

 

The fire dept. IT administrator shall develop, and shall revise as necessary, procedures for 

requesting support services as provided herein. 

 

 

Software Use 
 

Compliance with statutes: 

 

The Dry Ridge Fire Dept. shall use microcomputer software in accordance with all 

applicable statutes, including, but not limited to, federal copyright laws. 

 

Compliance with license agreements: 

 

The Dry Ridge Fire Dept. shall use microcomputer software in accordance with 

requirements established by software publishers in licensing agreements governing the 

permitted use of that software. 

 

Responsibility for compliance: 

 

The fire dept. IT administrator is responsible for assuring compliance and license 

agreement requirements in the use of software on microcomputers within their divisions.  

The fire dept. IT administrator is responsible for assuring compliance with statutory and 

license agreement requirements for software used on networks. 

 

Copying software: 

 

Employees shall not make copies of software owned by the Dry Ridge Fire Dept. except as 

may be provided by applicable statutes and license agreements.  Users are specifically 

prohibited from copying unlicensed software to any computer equipment owned by the Dry 

Ridge Fire Dept..  Personally owned software or non-Dry Ridge Fire Dept. software shall 

not be installed on any Dry Ridge Fire Dept. computer equipment without the approval of 

the fire dept. IT administrator.  The fire chief  and the fire dept. IT administrator must 
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approve requests for installation of privately owned software.  The employee will refrain 

from installing the software until the authorization is granted.  Software owned by  Dry 

Ridge Fire Dept. will not be installed on any computer system that is not owned by the Dry 

RidgeFire Dept..  This may be waived by the fire dept. IT administrator on a case-by-case 

basis after approval of the fire chief. 

 

Archival copies: 

 

A federal copyright law permits the owner ( Dry Ridge Fire Dept.) of a software program to 

make a copy of the software for archival (backup) purposes. 

 

Games / Screen savers: 

 

Playing games of any kind or participating with any interactive screen saver that acts like a 

game is strictly prohibited during the business hours of the employee (8am ï 5pm).  Games 

and screen savers shall not be installed on any computer or server except for the local 

workstation given fire dept. IT administrator approval. The employee will refrain from 

installing any software until approval has been granted.  Games and screen savers that 

produce unwanted, annoying or inappropriate sounds or graphics may not be installed or 

used.  Sounds that screen savers produce while an employee is away from the computer for 

an extended period of time should be turned off or turned down. 

 

Screen savers have become more and more complex in nature.  Some of the more 

complicated screen savers tax the computerôs resources in large amounts.  These types of 

screen savers have caused problems in the efficient and reliable function of the computer.  

Because of the severity of these types of screen savers, they cannot be used or installed on 

the local workstation. 

 
 

Software Support 
 

Supported Software: 

 

The fire dept. IT administrator shall provide support for standard microcomputer software 

applications in use in the dept.. 

 

Unsupported Software: 

 

The fire dept. IT administrator shall not provide support of any kind for software which has 

not been legally acquired by the city, or which is not used in accordance with applicable 

statutes and licensing agreements. 

 

Custom Software: 

 

The fire dept. IT administrator will cooperate with the developers of software designed to 

specific Dry Ridge Fire Dept. requirements to assure that the vendor of the software is 
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aware of system and/or network configurations upon which the custom software will run.  

Support for custom software will be the responsibility between the vendor of the software 

and the receiving department(s). 

 

 

Application Development: 

 

The fire dept. IT administrator may develop applications or procedures used with existing 

software to assist the user in accomplishing a specific task. 

 

 

Networks 
 

 

Network Administration:  

 

The fire dept. IT administrator shall be the network administrator for networks owned by the  

Dry Ridge Fire Dept 

 

Services provided: 

 

The fire dept. IT administrator shall determine the services to be made available to network 

users, and shall inform network users of the availability of those services.  These services 

may include, but not be limited to: 

 Network access and accounts 

 E-Mail 

 Personal data storage 

 Network printing services 

 Data sharing 

 Internet access 

 

Privacy: 

 

Each network user shall be provided with full access to a directory that is private and not 

accessible to other network users.  The fire dept. IT administrator and/or the designee may 

access private directories as may be required for administrative and/or problem correction 

functions.  Each user must use their own login account only, and may not use the login 

identity of another user.  Passwords for these accounts must be kept private and not shared. 

 

The Dry Ridge Fire Dept.  does not systematically monitor userôs accounts.  However, the 

fire dept. does not guarantee privacy and reserves the right to monitor userôs accounts, open 

accounts, change passwords and make available to third parties when any of the following 

conditions exists: 
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1. When opening is required to maintain or protect the integrity and/or 

operational ability of the fire dept.ôs network and other computing resources. 

2. When such action is required in order to comply with a court order or to 

comply with any applicable local, state or federal statute. 

3. When such action is required pursuant to a disciplinary proceeding. 

4. Upon specific granted permission from the user. 

 

Shared Resources and Services: 

 

The local area network is the preferred method for sharing expensive or scarce resources.  

Examples of shared resources include, but are not limited to, laser printers, modem pools, 

color printers, CD Rom devices and other equipment which may be used to its fullest extent 

in a shared environment.  The fire dept. IT administrator may require that a user be 

connected to an existing network in lieu of acquiring new equipment, or vice versa.  If a 

service required by a microcomputer user is available through a network to which he or she 

can reasonably be connected, that service may be made available only through that 

network. 

 

Network Configuration:  

 

The fire dept. IT administrator may reorganize network connections, restrict user accounts, 

reallocate file servers, or make other changes to network configurations, which may be 

required to maintain the efficiency of existing networks or to costs associated with network 

improvements. 

 

 

 

 

Software Installation: 

 

No user shall install software and/or data onto a network storage device without the 

approval of the fire chief and fire dept. IT administrator.  Network users are specifically 

prohibited from copying software acquired by means other than purchase by the Dry Ridge 

Fire Dept.to the network without the express permission of the Network Administrator. 

 

Software Sharing: 

 

The fire dept. IT administrator shall assure that software used on networks is used in 

accordance with applicable statutes and license agreements.  The fire dept. IT administrator 

will attempt to make sufficient shareable copies of software available on local area 

networks to prevent unacceptable delays in access to required programs. 
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Network performance: 

 

The fire dept. IT administrator shall monitor the operation of all networks, and shall make 

such modifications (within budgetary limitations) that may be required to maintain network 

performance at acceptable levels. 

 

Copies of Data: 

 

No employee shall make copies of data owned by the Dry Ridge Fire Dept. for his or her 

personal use, or for any purpose not required by his or her assigned duties. 

 

Access to equipment: 

 

Access to microcomputer equipment owned by the Dry Ridge Fire Dept. shall be limited to 

authorized employees. The Chief or the fire dept. IT administrators may authorize bona-fide 

contractors to access fire dept. owned equipment if such access is required for maintenance 

purposes or to permit such contractor to perform tasks required by the applicable contract. 

 

Authorization for Access to the Network: 

 

All requests for access to the network shall be in writing to the fire dept. IT administrator. 

 

Shared Access: 

 

The fire dept. IT administrator, with the concurrence of the fire chief, may provide access to 

data to employees of other divisions only upon the approval of the director of the division 

with custody of the data in question. 

 

 

 

 

Termination of Employee: 

 

The fire dept. IT administrator must be notified on or before a terminating employeeôs last 

day of work. The fire chief, or designee, must notify the fire dept. IT administrator that an 

employee is being terminated. 

 

 

Security 
 

The fire dept. IT administrator shall establish procedures for network use that provide 

maximum flexibility of use consistent with such security features as may be necessary to 

protect the integrity of data stored on those networks. 
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Ownership of Data: 

 

All data stored on media owned by the Dry Ridge Fire Dept. is the property of the Dry 

Ridge Fire Dept. 

 

Protection of Data, Equipment and Software: 

 

All employees who access data owned by the Dry Ridge Fire Dept.  or who are custodians 

of that data shall take all necessary and reasonable measures to protect that data from loss.  

Such measures include protection of data from damage due to infection by computer virus, 

regular and complete backup of data to prevent loss due to equipment malfunction, and any 

other measures that may be deemed necessary.  Employees who use microcomputer 

equipment and software owned by the Dry Ridge Fire Dept. in the performance of their 

duties shall take all reasonable and necessary precautions to prevent damage to such 

equipment and/or software. 

 

Use of Data: 

 

Access to data owned by the Dry Ridge Fire Dept. shall be limited to those employees who 

require such access for the performance of their assigned duties. 

 

Disclosure of Data: 

 

Dry Ridge Fire Dept. data requested by person(s) outside the government shall be made 

available only if one or more of the following conditions exist: 

 The other party is acting as an agent for the Dry Ridge Fire Dept..  

(Legal counsel, insurance company, ect.) 

 The data is required by a government agency. (IRS, Kentucky Finance 

Cabinet, Social Security Administration, FBI, Attorney General, etc.) 

 The division with custodial authority of the data has authorized its 

release in writing 

 The request was made as an Open Records Request and was approved 

by the mayor or fire chief.. 

 A separate policy exists that expressly authorizes the release of the 

requested data.  (GIS, PVA, ect.) 

 

 

 

Penalties 

 

The fire dept. IT administrator holds the right to disable the accounts of any user who, after 

having been informed that he she is in violation, continues that, or other violation(s). 

Accounts disabled for violations of this policy shall only be restored upon the request of the 

fire chief that the employee works for, or by the request of the mayor. 
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Repeated and/or severe violations of this policy may lead to disciplinary action or 

termination. 

 

Electronic Mail  
 

Purpose 

 

 

The Dry Ridge Fire Dept. has developed an electronic mail system for use by employees and 

officials in the performance of their duties. Due to the limited administration resources and 

funding, access is restricted to Dry Ridge Fire Dept. personnel. 

 

The mail system consists of two components: 

 

Å   Internal mail - used for communication solely within the Dry Ridge Fire Dept. 

organization. 

Å   Internet mail - used for communication with other individuals and organizations 

connected to the Internet. 

 

This policy establishes standards for the use of both components, and may hereby be 

referred to as E-mail. For the purpose of this policy, a communication shall be known as 

part of a conversation, or a one-way message sent to a designee regardless of type or 

content including any attachments. A conversation shall be known as a two-way message, or 

a communication with one or more responses from the designee, regardless of type or 

content including any attachments. 

 

Ownership: 

 

Internal mail operates on equipment and through software owned by the Dry Ridge Fire 

Dept.. The Dry Ridge Fire Dept. also owns the required connectivity, equipment and 

software to connect the Dry Ridge Fire Dept. network to the Internet. E-mail, whether or not 

created or stored on Dry Ridge Fire Dept. equipment, may constitute a Dry Ridge Fire 

Dept. record. 

 

The Dry Ridge Fire Dept. owns all data and software, regardless of type, stored on 

equipment it owns. 

 

Privacy 

 

The Dry Ridge Fire Dept. does not monitor electronic mail conversations. However, the Dry 

Ridge Fire Dept. does not guarantee privacy and reserves the right to open and read mail, 

and to make stored communications available to third parties when any of the following 

conditions exist: 

 

I.   When opening and reading mail is required to maintain or protect the integrity and/or 
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operational ability of the Dry Ridge Fire Dept.ós network or other computing resources. 

When examination of mail is deemed necessary, the fire dept. IT administrator shall, 

when possible, inform the affected employee or official in advance, and shall use the least 

intrusive means available to accomplish the required maintenance or protective function. 

 

2. When such action is required in order to comply with a court order or to comply with 

any applicable Local, State or Federal statute. 

The fire dept. IT administrator shall make the required communications available to the 

appropriate persons upon direction of the mayor, city attorney, or fire chief. 

 

 

3. When such action is required pursuant to a disciplinary proceeding. 

The fire dept. IT administrator shall make the required communications available to the 

appropriate persons upon direction of the mayor, city attorney, or fire chief. 

 

 

4. Upon specific granted permission from BOTH the sending and receiving parties 

concerning the one communication. 

 

 

Users should be aware that electronic mail is recorded as part of the Dry Ridge Fire 

Dept.ôs data backup system and that stored communications may be subject to record 

retention requirements. 

 

Encryption of E-mail is a technology that is not widespread at this time for the Dry Ridge 

Fire Dept.. This technology enables the scrambling of E-mail so that it cannot be read by 

just anyone, but only the designee(s). Users should be aware that these technologies 

might become more available in the future, and until such time, no encryption policies 

will be set at this time. 
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Consent: 

 

Each employee and official shall be deemed to have given consent to any of the actions 

noted in this policy by continued use of the electronic mail system after the effective date 

of this policy. 

 

Appropriate Use: 

 

Electronic mail is a valuable resource of the Dry Ridge Fire Dept.. Those who use the E-

mail services are expected to do so responsibly, that is to comply with all state, local and 

federal laws as well as with this and other policies and procedures of the Dry Ridge Fire 

Dept.. Use of this resource is subject, but not limited to the following restrictions: 

 

 

1. Incidental Use 

 

Electronic mail is provided for use by employees and officials in the performance of their 

duties. However, incidental use is permitted, provided that such use does not interfere 

with the performance of the userôs duties, does not affect the security of the Dry Ridge 

Fire Dept.ôs network system, and does not affect the performance of the network or the 

mail system. 

 

2. Group Mailing 

 

Employees and officials upon authorization may send electronic mail to groups of users, 

including mailings to all Dry Ridge Fire Dept. users only when the subject is directly 

related to Dry Ridge Fire Dept. business or the health and safety of the recipients. Group 

mailings are SPECIFICALLY PROHIBITED for commercial, charitable, recreational or 

personal purposes regardless of content. 

 

3.   Forwarding Messages 

 

Any user who forwards an electronic mail message to a third party shall forward the 

entire message as received. Forwarded messages may be edited if the forwarding user 

clearly indicates that the message has been edited. 
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4.   Unsolicited Mail 

 

Any unsolicited electronic mail received from parties outside the Dry Ridge Fire Dept. 

whose topic is not directly related to the performance of that userôs duties shall be deleted 

immediately upon receipt. In particular, electronic chain letters or other trivial messages 

shall be deleted by the recipient, and shall not be forwarded to others. Attachments to 

unsolicited mail shall not be extracted. Users under no circumstances shall participate in 

sending any unsolicited advertisements regardless of content, otherwise known as spam or 

junk E-mail. 

 

5.    Posting to Mailing Lists or Discussion Groups 

 

The Dry Ridge Fire Dept. recognizes that mailing lists and other discussion groups are a 

valuable informational resource and encourages their use for that purpose. In order to 

avoid misrepresentation, users shall not give the impression that they are representing, 

giving opinions, or otherwise making statements on behalf of the Dry Ridge Fire Dept.. 

Therefore, any message posted to a mailing list or discussion group should include a 

disclaimer in the ñsignatureò line of any such posting. An example would be: 

 

ñAny opinions expressed in this message are those of the sender and do not reflect the 

position of the Dry Ridge Fire Dept. on any topic.ò 

 

 

6. Inadvertent Receipt 

 

If a user receives an electronic mail message that is obviously meant for another party, the 

receiving user shall cease reading the message as soon as the error becomes apparent. The 

receiving user shall forward the mail to the fire dept. IT administrator. The receiving user 

will be given instructions if the mail can not be forwarded to the IT Administrator. 

 

7.   Content 

 

The Dry Ridge Fire Dept. recognizes that attachments to E-mails are a valuable resource 

and encourages their use where and when necessary. The fire dept. IT administrator has 

put a limit to the file size that the attachment can be. This must be done to preserve the 

communications flow through the network. 

 

The Dry Ridge Fire Dept., in general, can not protect users from receiving E-mail they 

may find offensive. However vulgar, sexual, or any type of harassment, intimidation, or 

annoyance will not be tolerated in any fashion. Users are strongly encouraged to use the 

same personal and professional courtesies and considerations in any form of E-mail as 

they would in other forms of communication at the Dry Ridge Fire Dept.. 

 

Tag lines or signature lines have become popular in most E-mail programs. The content 
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of these lines must be kept appropriate for business use. Advertisements and URL links 

are not allowed. 

 

 

8.  Identity 

 

Using false identification or writing anonymous E-mail will not be tolerated. This action 

appears to hide your responsibility for all actions and is inappropriate. 

 

Misrepresenting or trying to conceal your identity to mask irresponsible or offensive 

behavior is considered abuse. Using a false identity in this matter will be considered as 

fraud, and inappropriate. 

 

Penalties 

 

The fire dept. IT administrator holds the right to disable the accounts of any user who, after 

having been informed that he she is in violation, continues that, or other violation(s). 

Accounts disabled for violations of this policy shall only be restored upon the request of the 

fire chief, or by the request of the mayor. 

 

Repeated and/or severe violations of this policy may lead to disciplinary action or 

termination. 

 

 

 

Internet Access 
 

 

Purpose: 

 

Internet access represents a key element in the information management strategy of the 

Dry Ridge Fire Dept.. The Dry Ridge Fire Dept. has obtained Internet access, and allows 

its use by the employees and officials of the Dry Ridge Fire Dept. for the performance of 

their job duties. Due to the limited administration resources and funding, access is 

restricted to Dry Ridge Fire Dept.. 

 

 

Access resources: 

 

Internet access is not free. The Internet is a business tool provided to employees at 

significant cost. That means employees are expected to use Internet access for business 

related purposes for the Dry Ridge Fire Dept.. Excessive non-business usage of the 

Internet results in real costs to the Dry Ridge Fire Dept.. Examples include the cost to 
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upgrade resources such as leased lines and disk storage to handle the increased load, the 

cost of time caused by slow network response or unreliable connections, and technical 

support resources for diagnostics and installation. Internet access is not a right but a work 

privilege tool. 

 

 

Procedures: 

 

 

The fire dept. IT administrator shall develop, implement, maintain and modify as 

necessary procedures related to Internet access and stability. Employees wishing Internet 

access should inform their Fire chief. Before any employee is given Internet access, the 

employee must have a microcomputer capable of supporting Internet software. Internet 

The employee must have written permission from the Fire chief that is to be forwarded to 

the fire dept. IT administrator before any access is granted. 

 

Usage: 

 

Those who use the Internet are expected to do so responsibly, and to comply with all 

state, local and federal laws and with this and other policies and procedures of the Dry 

Ridge Fire Dept.. The fire dept. IT administrator, on an ongoing and as needed basis, will 

put into place various restrictions to areas that are deemed inappropriate for access based 

on content and relative application to job function. Specifically restricted site categories 

are, but not limited to the following: Sex, Drugs, Hate speech, Criminal skills, Gambling, 

Games, Alternative Journals, Chats, Dating, and Cults. 

 

The fire dept. IT administrator may monitor and document all user access to the Internet. 

Access to the Internet shall be limited to authorized Dry Ridge Fire Dept. employees at 

their official daily job site. Dial up access to the Internet from remote (such as home) is 

not permissible, however this may be temporarily authorized upon the unique need of the 

individual and approval of the fire dept. IT administrator. A date window will be assigned 

in this case. 

 

The fire dept. IT administrator or Fire chiefs may authorize bona-fide contractors to 

access the Internet through the Dry Ridge Fire Dept. if such access is required for 

maintenance purposes or to permit such contractor to perform tasks required by the 

applicable contract. 

 

The Dry Ridge Fire Dept., in general, cannot protect users from receiving material they may 

find offensive. However, participation in vulgar, sexual, or any type of harassment, 

intimidation, or annoyance will not be tolerated in any fashion. Users are strongly 

encouraged to use the same personal and professional courtesies and considerations in any 
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form of Internet access as they would in other forms of communication at the Dry Ridge 

Fire Dept.. 

 

 

Incidental Use: 

 

Internet access is provided for use by employees and officials in the performance of their 

duties. However, incidental use is permitted, provided that such use does not interfere 

with the performance of the userôs duties, does not affect the security of the Dry Ridge 

Fire Dept.ôs network system, and does not affect the performance of the network or of 

this policy. 

 

ñSurfing the webò or browsing the Internet for extended periods of time for personal use or 

leisure is not permissible. 

 

 

 

Penalties 
 

The fire dept. IT administrator holds the right to disable the accounts of any user who, after 

having been informed that he she is in violation, continues that, or other violation(s). 

Accounts disabled for violations of this policy shall only be restored upon the request of the 

fire chief, or by the request of the mayor. 

 

Repeated and/or severe violations of this policy may lead to disciplinary action or 

termination. 
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I hereby acknowledge that I have received a copy of the Dry Ridge Fire Dept. 

Computer Use Policy, which includes an E-mail / Internet policy. I understand that 

all E-mail / Internet communications systems and all information transmitted by, 

received from, or stored in these systems are the property of the Dry Ridge Fire 

Dept., and that I have no expectation of privacy in connection with the use of this 

equipment or with the transmission, receipt or storage of information in this 

equipment. 

 

I agree not to use a code, access a file or retrieve any stored communication unless 

authorized.  I acknowledge and consent to the Dry Ridge Fire Dept. monitoring my 

use of E-mail / Internet at anytime as provided in the Computer Policy. Such 

monitoring may include printing, reading, and storing all electronic information 

entering, leaving or stored on Dry Ridge Fire Dept. equipment. 

 

I have read and understand all the provisions specified in this policy. 

 

 

 

 

 

 

Signed: ____________________________________ 

 

Print Name:_________________________________ 

 

Fire Chief : _________________________________ 
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Incidents Reports 
 

SOG # 1008.0 

Revised:  01 August 2007 

 

Purpose:  The purpose of this policy is to standardize the procedures for completing 

incident reports. 

 

Scope:  This policy applies to all personnel. 

 

Procedure:   
All fire and EMS reports are to be completed fully.   

 

Fire (NFIRS) reports: 

 

All fire, rescue, assistance or any other call deemed necessary require a National Fire 

Incident Report System (NFIRS) report to be completed detailing the activities and 

information concerning the particular incident. 

 

These reports are to be completed utilizing the computerized fire reporting system. All 

required modules are to be completed upon return to the station from the incident or at 

the earliest convenient time.  At no time shall an incident report go uncompleted for more 

than 72 hours. 

 

 

The incident report is the responsibility of the incident commander.  He/ She may 

delegate the task of completing the report to another member only if they were on the 

incident. 

 

EMS Reports: 

 

All Emergency Medical reports are too completed at the closure of the incident.  An 

exception would be if multiple incidents are active and there is no time to complete the 

incident report before making another incident. 

 

These reports are to be completed utilizing the computerized fire reporting system. All 

required modules are to be completed upon release of patient at the hospital, upon return 

to the station if a patient refusal is taken, or at the earliest convenient time when 

responding to multiple calls.  All EMS reports shall be completed prior to the end of shift, 

or before leaving the station for EC-2 personnel only. 
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Limited EC Unit Responses 
 

SOG # 1009.0 

Revised:  01 August 2005 

 

 

Purpose:  The purpose of this policy is to clarify limited EC unit responses. 

 

Scope:  This policy is the responsibility of all personnel assigned to any EC unit. 

 

Procedure: 

 

 

 

Out of County Mutual Aid 

 

When dispatched to provide mutual aid to an outside of the county agency it shall be 

policy to confirm the following information before responding: 

1. Are all of their units busy? 

2. Do we have a secondary unit available? 

 

If the answers to the questions are NO, we will not take an EC Unit out of the county. 
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EC Units In Service Notification 
 

SOG # 1010.0 

Revised:  01 August 2005 

 

Purpose:  To standardize the method for call in service. 

 

Scope:  To apply to all personnel assigned to an EC unit. 

 

Procedure: 

 

It shall be policy to require the EC crew no more than one (1) minute to respond to an 

incident during daylight hours, and two (2) minutes during nighttime hours. 

 

The unit is not in service until the crew is onboard and the vehicle is running. 
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Fuel Tickets 
 

SOG # 1011.0 

Revised:  01 August 2005 

 

Purpose:  To accurately account for fuel used in vehicles. 

 

Scope:  This policy applies to all personnel. 

 

Procedure: 

All vehicles shall be fueled whenever they reach ¾ of a tank or less.  Prior to fueling the 

fuel receipt shall be taken to the reports office and place in the fuel ticket area for 

accounting. 

 

These tickets shall be reconciled against the fuel statement monthly provided by the city 

clerk and a purchase order issued for fuel expended in that month. 

 

No exceptions apply for this policy. 
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Safe Place 
 

SOG # 1012.0 

Revised:  01 August 2005 

 

Purpose:  To provide a standardized procedure for dealing with safe place emergencies. 

 

Scope:  This policy applies to all personnel. 

 

Procedure: 

 

The Dry Ridge Fire Department is registered as a safe place for children in need to go for 

help. 

 

Upon arrival of a child in need of safe place help do the following: 

 

1. Get a general idea of what is wrong.  Do not try to go into detail about whatôs wrong; 
counselors from Project Safe Place will conduct a full interview.  If the child is 

seriously injured, i.e. wounded and bleeding, a victim of rape, losing consciousness, 

ect, notify EMS immediately and place your crew out of service. 

 

2. A minimum of two (2) employees shall supervise the child at all times.  Tell the 

youngster you are going to call the shelter, which will send a person out to talk to him 

/ her. 

 

 

3. Call the shelter number located in the Project Safe Place Workbook and give them a 

brief summary.  A member of  Project Safe Place will contact you back with the name 

of the volunteer who will be arriving. 

 

4. Make the youngster as comfortable and safe as possible.  

 

  

5. Check on the youngster every few minutes. 

 

6. Be sure the youngster is not followed or threatened while in the safe place location.  

Do not allow someone to talk the youngster  out of getting help or leaving the safe 

place. 

 

 

7. When the volunteer arrives, check information on their Safe Place identification card 

to verify it matches that given over the phone by the shelter.  If there is any 

discrepancy, call the safe place number located in the workbook immediately.  Never 

allow the child to leave with other than verified Safe Place volunteers. 
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8. After the child leaves the building with the volunteer, complete a NFIRS report and 

use incident type 510 (person in distress).  Complete the required modules 

completely. 

 

9. Place your crew back in service. 

 

 

10. If any questions arise, contact the shelter at the number located in the Project Safe 

Place Workbook. 
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 Station Duties 
 

SOG # 1014.0 

Revised:  01 August 2005 

 

Purpose:  To standardize the duties required of the shift crews. 

 

Scope:  All personnel. 

 

Procedure: 

 

Immediately after checking the EC unit for the day, all floors in the living quarters, 

bathrooms, office, and kitchen shall be swept and mopped.  All the small trash cans shall 

be emptied, and if the large cans are at least ¾ full they shall be emptied. 

 

Also, bathrooms and kitchen area should be cleaned. 

 

This should all be completed before noon including washing the EC unit, or as soon as 

possible. 

 

Dishes should be washed and not left for the next crew. 
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Health Insurance Portability and Accountability Act 
(HIPAA) 

 

SOG # 1015.0 

Revised:  01 August 2005 

 

Purpose:  Provide Secure and Private Health information measures. 

 

Scope:  This policy applies to all personnel. 

 

Procedure: 

 

The Dry Ridge Fire Department requires that all new employees attend a HIPAA 

compliance class upon starting employment.  Further all personnel must have a signed 

HIPAA agreement on file with the HIPAA compliance officer. 

 

Below is the material outlined in the HIPAA compliancy class. 

 

 

Slide 1 

 

Health INSURANCE 

Portability & 

Accountability Act

(HIPAA)

 

 

 

Slide 2 
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HIPAA is the acronym for 

the for the Health 

Insurance Portability and 

Accountability Act of 1996.

Å The centers for 

Medicare and Medicaid 

Services (CMS) is 

responsible for 

implementing various 

unrelated provisions of 

HIPAA, therefore 

HIPAA may mean 

different things to 

different people .

 

 

 

Slide 3 

 

HIPAA Administrative 

Simplification

ÅRequires the Department of Health 

and Human Services to establish 

national standards for electronic 

health care transactions and 

national identifiers for providers, 

health care providers, health plans, 

and employers.

ÅIt also addresses the security and 

privacy of health data.

 

 

 

Slide 4 

 



 

Dry Ridge Fire Department 

Standard Operating Guidelines 

152 

Adopting these standards will 

improve the efficiency and 

effectiveness of the nation õs 

health care system by 

encouraging the widespread use 

of electronic data interchange in 

health care.
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Slide 5 

 

See final rule : go to ð

www.cms.hhs.gov/hipaa/hipaaz/regulat

ions/security/default.asp

 

 

 

Slide 6 

 

Minimum Standard

ÅDRFD will make an effort to 

minimize as much as possible 

the use of protected health 

information (PHI)
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Slide 7 

 

Privacy Officer

ÅHis/her job will be to develop 

and implement the privacy 

policies necessary to be in 

compliance with federal law.

ÅHe/she will also handle all 

requests on all HIPAA related 

Activity.
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Administrative/Employee

Training

Training

All Employees/Volunteers of Dry Ridge 

Fire Department (DRFD) or 

Subsidiaries will be trained on the 

policies and procedures with respect 

to Protected Health Information 

(PHI), as appropriate for them to 

carry out their function within DRFD.
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ÅAll employees will be trained by April 

14, 2003 all new employees within 

30 days of person õs hire date.

ÅTraining for employees/volunteers 

whose functions are affected by a  

material change in the policies or 

procedures will be done within a 

reasonable period of time after the 

material change becomes effective, 

this will be at the discretion of the 

Privacy officer.  
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Training will include all of DRFD 

practices and policies concerning 

the privacy act. Training will also 

include pertinent portions of the 

HIPAA Privacy Rule.

All employees will be required to sign 

a statement agreeing to abide by 

these policies, as well as the 

consequences for breaching them. 
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Consequences 

Per personnel policies of the City 

of Dry Ridge

First occurrence member will be given verbal 

warning .

Second occurrence member will be given 

written warning.

Third occurrence member will be dismissed.

All infractions will be handled by a  

supervisor and Mayor.                            

Consequences can depend on infraction.   
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Safeguarding PHI

Administrative Safeguards

ÅDesignation of Privacy Officer

ÅDesignation of levels of access by 

employees and other entities

ÅConfidentiality and Distribution of patient 

information

ÅHIPAA Privacy Rule and policy training

ÅBusiness Associate Agreements

ÅPatient notice and access to PHI
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Physical/Documentation

Handling & Storage
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Computers and other equipment

ÅComputers will only used by 

employees

ÅPassword protection 
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Run Documentation and Storage

Å Policy and procedures should be 

updated to take basic measures to 

insure that documentation are not 

to be left in the open in an 

unsecured area

1. A locked box for run forms

2. Billing and filing will be placed in 

an area that is not commonly 

accessed by the public.
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Employee Access

ÅThere will be three designated 

levels of access to PHI

ÅCrew Member

ÅBilling Staff

ÅManagement/Operational

 

 

 


