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Standard Operating Procedure 00-00

Training Division Policy Manual Promulgation Procedures

L. PURPOSE

To establish guidelines and procedures for review, revision, and promulgation of Department of
Emergency Services and Public Protection/Connecticut Fire Academy (DESPP/CFA) Training
Division Policy Manual (Policy Manual).

II. POLICY
It is the policy of the DESPP/CFA that:

A. policies will be reviewed annually and revised as appropriate,
B. the Policy Manual will be made available to all employees, and

C. the policy manual will be required reading for all employees.

III. PROCEDURES
A. Review and Revision Requirements

1. All policies will be reviewed annually

a. When an employee notes that a policy may need revision during the annual cycle,
the employees may submit written suggestions for policy review/revision to the
Director of Training

2. Policies will be revised as appropriate and in accordance with (IAW) all applicable
references.

B. Policy Manual Promulgation
1. All new employees will receive a copy of the Policy Manual.

2. The Policy Manual will be posted on the DESPP/CFA website for access by
employees.

3. A copy of the Policy Manual will be available in the Training Division office.

4. Notification of new policies and revision the existing policies will distributed
electronically to all employees.

(62}

. All employees are responsible for knowing and abiding by the information
contained in the Policy Manual.

00-00 Policy Manual
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Date Training Division
6/2011

Standard Operating Procedure 01-01

Professional Affiliations

I. PURPOSE

To establish guidelines Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) support of professional affiliation by CFA employees with fire service
training organizations.

1. POLICY

It is the policy of the DESPP/CFA that the benefit of professional affiliations by DESPP/CFA
employees provides an opportunity for professional growth; instructors are urged to support and
actively participate in fire service training organizations.

I11. PROCEDURES

A. The Director of Training will assist any instructor in becoming involved with such organizations by
offering proof of employment or letter of recommendation, etc.

B. DESPP/CFA may

1. make available DESPP/CFA resources (with or without charge) to such organizations in support
of mutual goals,

2. sponsor (assist) attendance at a national meeting, workshop, or seminar if there is a contingent
benefit to our customers by

a. attending a Train-the-Trainer,
b. empowerment to instruct a particular course,
c. certification or other type of credentialing.

C. The state will not provide paid dues or memberships for adjunct employees or contractors.
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Standard Operating Procedure 01-02

Date Training Division
2/2011

Technical and Professional Development

L. PURPOSE

To set guidelines and requirements for Department of Emergency Services and Public
Protection/Connecticut Fire Academy (DESPP/CFA) instructor in-service training, professional
development and technical training.

I1. POLICY

Director will encourage and foster continued education on the part of the DESPP/CFA
instructional staff. All instructors shall participate in technical or professional development.

III. PROCEDURES
A. Instructor Requirements

1. Active, current DESPP/CFA Adjunct Instructors
B. Academy Programs
1. Instructors may enroll in Academy programs at no cost with the following exceptions:

a. instructor enrollment is on a space available basis,
1) an extra seat will not be added to accommodate instructors, and/or
2) instructors may be asked to leave the class due to late enroliment(s)

b. books are not covered,

c. transportation is not included.

2. Included in free programs are (instructors are responsible for meals, travel, and required
books or materials);

a. June Fire School programs,

b. National Fire Academy individual courses,

c. grant funded courses, and

d. instructor development seminars.

e. employee empowerment i.e. burn operator, forklift operator, etc.

3. Seminars and Special Programs are not tuition free for instructors and include:
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a. Seminar Series programs,
b. CPAT,
c. DESPP/CFA Bookstore Merchandise, and
d. Connecticut Fire Officers” Weekend at the National Fire Academy.
C. Compensation for In-service Training, Train-the-Trainer, and Training Conferences

1. Instructors will not be compensated for time spent in in-service training or train-the-trainer
classes.

2. Instructors may submit for compensation for attending training conferences. The decision
to compensate an instructor for attending a training conference will be decided on a case-
by-case basis by the Director of Training.

01-02 TechProfDev
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Date Training Division
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Adjunct Instructor Payroll and Course Assignments

I. PURPOSE
To set guidelines and requirements for Department of Emergency Services and Public
Protection/Connecticut Fire Academy (DESPP/CFA) instructor course assignments, payroll, and
record keeping responsibilities.

Il. POLICY
The DESPP/CFA is committed to providing professional services to the customer, maintaining
accurate records and completing all fiduciary responsibilities in a timely manner. To meet and sustain
this goal, all preparatory work and documentation will be completed in a professional manner.

I11. PROCEDURES
A. When accepting an assignment from the DESPP/CFA, instructors will:

1. contact teaching partner(s) in order to determine exactly what portion of the lesson each
instructor will be teaching,

2. verify the date(s) and location of the program,
3. verify with the Program Manager/Coordinator that all training materials are current.

4. follow the lesson plan in the presentation of the program. All objectives of the lesson plan must
be covered.

5. be in attendance for the full time that they are scheduled to work. If an instructor knows, in
advance, that they will arrive late or have to leave early due to a conflicting work schedule, they
should not sign up for that class.

B. Assignment and Assignment Changes

1. All assignments will be made through the DESPP/CFA Instructors’ Jobsite

2. Last minute instructor cancellations or customer requests may be solicited via email or phone by
the Program Manager/Coordinator and completed via the DESPP/CFA Instructors’ Jobsite

3. Instructors are responsible for not accepting multiple assignments.
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4. Preference in class assignments will be given to those instructors that can be present for the full
program presentation.

5. It is the instructor’s responsibility to find and suggest to the Program Manager/Coordinator a
program-qualified replacement. If for any reason, they cannot fulfill an assignment, that
instructor will immediately notify the Program Manager/Coordinator.

6. The Program Manager will make the final decision regarding instructor assignments.

7. Instructors that fail to follow the policy for assignments and assignment changes will upon the:

a. First Offense - receive a written letter of counseling

b. Second Offense - be placed on six-month suspension from all activity with the DESPP/CFA
to include training, certification, and CPAT.

c. Third Offense - will result in termination.
C. Payroll Timesheets and Employee Reimbursement Forms
1. Payroll Timesheets and Employee Payroll Reimbursements Forms
a. Classes at the CFA

(1) Payroll Timesheets and Employee Reimbursement Forms shall be submitted to the
respective Program Manager weekly.

(2) Instructor will not “hold” Payroll Timesheets
b. Classes off site

(1) Payroll Timesheets and Employee Reimbursement Forms shall be submitted to the
respective Program Manager weekly.

(a) Instructors may mail timesheets. Faxed timesheets and reimbursement forms will not
be processed.

(b) Instructors that do not submit timesheets within the specified time period shall submit
their timesheets in person to the Director of Training or the State Fire Administrator.

2. Program Managers will process and submit Payroll Timesheets and Employee Reimbursements
Forms. Program Managers will

a. verify dates and course worked
b. verify mileage claimed on Employee Reimbursement Form.
D. Record Keeping

1. Class Records
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a. Class rosters will be maintained on a daily basis to ensure accurate attendance records.
b. Class rosters will be properly completed including:
(1) all instructors listed on roster,
(2) student names and fire department affiliation are legible and complete,
(3) attendance is accurate,
(4) Complete/Incomplete/Fail column is completed.
E. Lead Instructor
1. Every Class will have a Class Lead Instructor assigned.
2. The Class Lead Instructor will:
a. implement paragraph. Ill. D.,
b. ensure that class rosters are complete and accurate,
c. maintain daily attendance records,

d. complete any forms or make any written reports related to injuries or damaged equipment, as
needed.

e. return the class roster and any other class forms to the Program Manager, with all time
sheets, within seventy-two (72) hours of class completion.

f. notify the Program Manger/Director of Training of any student or instructor injuries in
accordance with Policy 04-01 Injury Reporting.,

c. assign daily teaching assignments to other instructors assigned,

d. notify the Program Manager of any instructor absence.
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Standard Operating Procedure 01-04

Course Cancellations
I. PURPOSE
Establishes the policy and procedures regarding course cancellation.
Il. POLICY

The Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) is committed to providing professional services. To meet and sustain this goal,
notification of class cancellation will be made as far in advance as possible.

I1l. PROCEDURES
A. Course Cancellation — Program Manager

1. Courses cancelled by the by the Program manager will be updated in the solicitation
software.

a. Instructor notifications are normally made through the solicitation software. In the
event of a last minute cancellation, the Program Manger will ensure that all
instructors are notified of the cancellation.

2. The following notifications will be made:
a. Training Registrar
1) Training registrar will notify all course students.
b. Host Site

1) For all off campus courses, the Point-of-Contact for the hosting facility will be
notified by the Program Manager.

c. Certification

1) The Program Manager will notify Certification of all cancellations involving
practical and written examinations.

d. Food Services

1) Food services will be notified of all cancellations involving student meals by the
Program Manager.

01-04 Course Cancellations
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B. Course Cancellation — Local

1. In the event that a Lead Instructor determines that a course should be cancelled upon
arrive at the training location, the Director of Training must be notified immediately.

a. The Program Coordinator will reschedule the class
b. Cancelled instructor(s) will be given preference for the assignment.

c. Compensation for this type of cancellation will follow the guidelines set forth in
Policy 01-21.

C. Course Cancellation — Weather: State Wide Cancellation

1. The decision to cancel course will be made by 6:00 A.M. on the course day and
announced on the major television stations as well as on the DESPP/CFA Voice
Message.

2. The following television stations will broadcast cancellation notices:
a. WFSB — TV Channel 3 CBS
b. WTNH — TV Channel 8 ABC
c. WVIT — TV Channel 30 NBC

D. Course Cancellation — Weather: Local Cancellation:

1. In the event local weather conditions warrant cancellation, the Lead Instructor will call
the host agency to make a determination and notify the Program Manager.

2. Instructors are not eligible for compensation in this case.

E. Instructors may call the Connecticut Fire Academy Weather Cancellation Number - 860
627-6363 Ext. 450 or 1-877-528-3473 Ext. 450 for information regarding weather related
course cancellations.

F. In the event that the Governor closes state facilities, classes are cancelled. Instructors
should verify with host agencies and the Program Manager.

1. General rule of thumb, in mass transit (trains and buses) is operating, CFA classes are in
session.

01-04 Course Cancellations
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Standard Operating Procedure 01-05

Vehicle Usage Guidelines
I. PURPOSE

A. To establish policy and procedures for use of state-owned vehicles by Department of Emergency
Services and Public Protection/Connecticut Fire Academy (DESPP/CFA) staff.

B. Reference: General Letter No. 115, Department of Administrative Services. March 2008. (GL115).
http://das.ct.gov/HRDocs/Letters/gl115.pdf

Il. POLICY
A. It is mandatory that all employees comply with GL115 when operating state-owned vehicles.

B. Drivers of state-owned vehicles are representatives of the state and as such will set a positive
example for other drivers.

I11. PROCEDURES
A. Operators of state-owned vehicles will:

1. Being knowledgeable of, and compliant with, all of the rules and procedures outlined in this
policy and GL115;

2. Driving courteously and obeying all motor vehicle laws;

3. Ensuring that fluid levels (engine oil, transmission fluid, radiator coolant, and window washer
fluid) of state-owned vehicles are checked and replaced when low;

4. Ensuring that state-owned vehicles’ interiors are kept clean;
5. Complying with all state accident procedures issued by the State Comptroller or the Director of
Fleet Operations, including but not limited to completing accident reports (MVCU-1) and

submitting the report to his or her supervisor within 48 hours of the incident;

6. Promptly paying parking fines and other liability charges incurred while operating any motor
vehicle on state business. Such fines are the personal liability of the driver;

7. Possessing the ability, knowledge, skill, experience and appropriate license to operate the type
of vehicle assigned;

8. Completing and submitting all required reports within established timelines;
9. Ensuring that his or her motor vehicle licenses and any required motor vehicle insurance is kept

active and up-to-date. A copy will be provided to the DESPP/CFA business office annually.
01-05 VehUseGuide 1 0f 2





10. Promptly notifying his or her Agency Transportation Administrator if his or her motor vehicle
license is suspended, revoked or expired.

B. Vehicle Operation
1. All traffic signs and signals must be obeyed. The posted speed limit must also be obeyed.

2. Vehicles are for training or other official business only and cannot be used for any type of
personal business.

3. All vehicles under the control of the DESPP/CFA are designated as “NO SMOKING” areas.
4. All vehicles will be assigned by full-time DESPP/CFA Staff.

5. Vehicle pickup and drop off will be scheduled, as most vehicles are used in more than one
program.

6. Fuel shall be charged at a State of Connecticut gas station (list in vehicle) using the electronic
ID plug on the vehicle’s key ring during normal business hours.

7. A commercial fuel card is available for emergency purposes only.

8. When assigned to operate a vehicle with a trailer, refer to manuals in the vehicle specific to the
type of trailer being towed (see appendix). Before any vehicle and trailer goes on the road, the
driver will do a through safety check of brakes, lights, turn signals, etc. Vehicles and trailers
that do not have operational safety items will not be taken on the road.

01-05 VehUseGuide
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Standard Operating Procedure 01-06

Fraternization
I. PURPOSE

To establish the Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) policy on fraternization.

Il. POLICY

It is the policy of the DESPP/CFA that all employees conduct themselves in a highly self-disciplined
manner maintaining a high degree of professionalism in dealings with students.

I11. DEFINITIONS
A. Employee is defined as all full time staff members, adjunct instructors, and contractors (PSA).
B. Fraternization is defined as relationships that contravene the customary bounds of acceptable
senior-subordinate relationships including improper relationships and social interaction between
instructors and students regardless of fire service affiliations.
IV. POLICY
A. Authority of Instructors

Recognizing the need to demonstrate authority, instructors shall observe the rights and protect the
well-being of recruits, patrons, and students.

B. Student Relationships
1. Fraternization

a. Employees shall not engage in any activity that could be perceived as demonstrating
favoritism to any recruit or student.

b. Employees shall not engage in any activity that could be perceived as a personal relationship
with any recruit or student.

2. Instructors shall notify the appropriate Program Manager or Director of Training whenever a
family member or other individual, with whom a personal relationship exists, is enrolled in a
DESPP/CFA class to which the instructor is assigned.

C. Violation of this policy will result in immediate suspension of all assigned duties and possible
termination.
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Standard Operating Procedure 01-07

Date Training Division
4/2011

Instructor Teaching Requirements
I. PURPOSE

To establish the Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) policy for adjunct instructor classroom teaching requirements.

1. POLICY

It is the policy of the DESPP/CFA to have active and engaged instructors. All adjunct instructors will
complete a minimum of eighty (80) hours of academic instruction per fiscal year.

I1l. PROCEDURE
A. Adjunct instructors will complete a minimum of eighty (80) hours of academic instruction by:

1. accepting assignment to and completing scheduled classroom courses as offered through the
DESPP/CFA Training Division,

2. accepting assignment to and completing scheduled practical skills courses as offered through the
DESPP/CFA Training Division,

3. accepting assignment to and completing scheduled CPAT assignments with a maximum of
twenty (20) hours counting towards the eighty (80) hour minimum,

4. accepting and completing projects as assigned by the Program Manager and approved by the
Director of Training with a maximum of twenty (20) hours counting towards the eighty (80)
hour minimum. Projects may include
a. lesson plan development or

b. equipment and prop maintenance.

5. Hours completed when assigned to CPAT or projects will be compensated at the normal rate of
pay.
6. Instructors that are eligible for assignments in both the Training Division and the Certification

Division will not count hours work for the Certification Division towards the minimum Training
Division requirement of 80 hours.
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B. Failure to meet the annual requirement may result in termination
1. A review will be conducted prior to December 31 of each year of all adjunct instructors.

2. Instructors below the 80 hour minimum requirement will receive a letter offering an opportunity
to discuss current and intended activity levels.

a. Instructors receiving a letter will meet with the Director of Training and agree to increased
teaching assignments, to meet annual requirement, or separation.
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Standard Operating Procedure 01-08

Adjunct Faculty Travel
I. PURPOSE

This order shall control the reimbursement of Department of Emergency Services and Public
Protection/Connecticut Fire Academy (DESPP/CFA) adjunct faculty for expenses incurred in the
performance of their duties.

I1. DEFINITIONS

A. Reimbursable expenses mean those expenses essential to transacting official state business,
including travel, meals, lodging, gratuities, taxes and business costs.

B. Travel means all necessary official transportation via rail, airline, bus, taxi or personally owned
vehicle (POV).

1. AUTHORITY FOR TRAVEL

All travel shall be approved by the agency head and documented on a state travel agency authorization
request form. CO-112 rev 07/03

IV. REIMBURSABLE EXPENSES (State Travel Regulations Sec. 5-141c-4)
A. Reimbursable expenses--Travel by air, rail or bus

1. All air travel arrangements shall be made four (4) months in advance in accordance with policies
issued by the office of the State Comptroller through the travel agent designated by that office.
All air travel shall only be authorized at the lowest available rate.

2. Unused tickets or portions thereof shall be returned immediately to the office of the State
Comptroller for possible credit or reuse. The employee’s agency shall be responsible for
payment of all tickets returned for which there is a penalty or for nonrefundable tickets. Any
employee traveling at state expense shall turn in any premium or document granting any type of
compensation or premium received from the air carrier, such as mileage credits, to the agency
head.

3. All approved rail or bus travel shall only be authorized at the lowest rate available.

4. Additional costs incurred for the personal convenience of the employee shall be the
responsibility of the employee.
B. Reimbursable expenses-Travel by State vehicle

1. Use of State-owned vehicles may be authorized by the agency head in accordance with policies
issued by the Commissioner of Administrative Services or his or her designee.
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2. Parking charges and toll charges incurred in the use of State-owned vehicles are reimbursable

with receipt

C. Reimbursable expenses-Travel by non-State vehicle

1. Use of privately owned vehicles may be authorized by the agency head in accordance with

policies issued by the Commissioner of Administrative Services or his or her designee.

2. Mileage reimbursement shall be at the prevailing rate authorized by the Commissioner of

Administrative Services with the approval of the Secretary of the Office of Policy and
Management. Before mileage is reimbursed, proof of insurance with the limits required by the
State shall be on file in the business office of the employee’s agency.

3. Parking charges and toll charges incurred in the use of a privately owned vehicle are

reimbursable with receipt.

4. Charges for road service, repairs, towage and other similar expenses are not reimbursable.

5. All vehicle rentals shall be approved by the agency head and made in accordance with the

policies issued by the Office of the State Comptroller through the travel agent designated by that
office.

V. OTHER REIMBURSABLE EXPENSES

Other reimbursable expenses are subject to provisions as set for the following State Travel
Regulations sections:

Sec. 5-141c-5 Meals

Sec. 5-141-6 Lodging
Sec. 5-141-7 Telephone and other necessary business expenses
Sec. 5-141c8 Reimbursable expenses - Conference, workshops and seminars

VI. RECEIPTS AND VOUCHERS (Sec. 5-141-10)

A

B.

Receipts shall be submitted as required

Each traveler shall submit a separate claim. When sharing a ride, only one individual may claim
mileage.

Under no circumstances shall travel payments exceed the amount actually spent by the
employee or the amount permitted under sections 5-141c-2 to 5-141c-11 inclusive.

VIl. PROOF OF INSURANCE

A. All state employees who are authorized to use privately-owned-vehicles (POV) in the

performance of their duties must carry at least a minimum insurance coverage of:
1. Third party liability of: $50,000/$100,000 and
2. Property damage liability of: $5,000

B. Proof must be on file in the DESPP/CFA business office.

VIll. REIMBURSEMENT FOR THE USE OF PERSONALLY OWNED VEHICLES BY

ADJUNCT INSTRUCTORS
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A. Reimbursement for the use of an adjunct instructor’s POV will be made in accordance with
State Travel Regulation (5-5141c-1 to 5-141c-11).

B. The adjunct instructor shall be reimbursed at an established mileage rate for travel on official
Department of emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) business less 40 miles per day.

C. No payment for use of POV is permitted for the following:

1. Any activity except official Department of emergency Services and Public
Protection/Connecticut Fire Academy (DESPP/CFA) business; or

2. Participation in any activity in which an honorarium, stipend, monetary fee or gift of any
value is given to the instructor involved.

IX. AGENCY ORDER OF TRAVEL PREFERENCE
A. Within Connecticut, New England, New York and New Jersey use state fleet vehicle.
B. If state vehicle is unavailable
1. Document on Travel Authorization Request
2. Alternate forms of travel
a. Vehicle rental
1) vehicle rental must be essential to conducting state business; and
2) the most cost effective and efficient method of transportation.

3) employees who are renting a vehicle for use on state business must use the
existing state contract for rental vehicles.

b. Other modes of mass transit in accordance with section V.

C. No travel arrangements are to be commenced until a fully signed Travel Authorization Request
is returned.

Reporting Necessary Expenses

When a public official or state employee receives payment or reimbursement for necessary expenses for
lodging and/or out-of-state travel in conjunction with active participation in an event, he or she must,
within 30 days of that payment or reimbursement, file a report of necessary expenses (the ETH-NE form)
with the Office of State Ethics. Beware, there are old versions of the ETH-NE form. The correct form
can be found at www.ct.gov/ethics, Forms page. (Note, this form is not necessary when expenses are
paid for by the State of Connecticut, the federal government, or another state government.)
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Training Division

1/2010

Public Relations

I. PURPOSE

To establish the guidelines for accurate information flow to the news media.

1. POLICY

A.

Instructors represent Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) at all times.

The DESPP/CFA, its staff, and its entire body of instructors are personified in its individual
instructors. Professional decorum in the classroom and on the drill ground is the valued image of
the DESPP/CFA.

Instructors should maintain a record of those agencies and departments contributing to the success
of the program. The Director of Training will use the record to express our appreciation.

I11. PROCEDURES

Periodically, the news media may be present at classes. Seize upon the opportunity to credit
students and the host fire department for their dedication to saving lives and property. Many
sacrifices were made by them in order to make the training experience a fruitful and constructive
learning endeavor. Briefly, explain the procedure that made it possible to place a qualified
professional Connecticut Fire Academy Instructor into the field to train local firefighters. The
Connecticut Fire Academy will receive the necessary media exposure important to the growth of
the Academy.

Instructors should project a modest pride in the job and in Connecticut’s fire service community.
The DESPP/CFA must know about all media requests/interviews.
1. If you do an interview,

a. submit a written report within 24 hours

b. detail the date and time of the interview; the department involved; the news agency

involved, and the content of the interview
. Submit the report to the State Fire Administrator and the Director of Training.

D. Individual departments may have a policy in place. As a representative of the DESPP/CFA, honor

the host department’s policy at all times.
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E. During interviews and during any videotaping or photograph sessions, any individual may exercise
the privilege of opting out of any or all activities.

F. The individual remains responsible for all material covered.
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Date Training Division
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Adjunct Instructor Uniform and Insignia
I. PURPOSE

To establish the policy for Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) adjunct instructor uniforms and manner of wear.

Il. POLICY

It is the policy of DESPP/CFA that adjunct instructors are representatives of DESPP/CFA and will
present a professional appearance at all times.

I1l. PROCEDURES
A. Badges, rockers, and patches shall be provided by the DESPP/CFA.
B. Instructors are responsible for obtaining and maintaining all uniform items.

C. Uniform items shall be maintained is a presentable condition. Faded, worn, or damaged clothing
shall not be worn.

D. Classroom Uniform
1. Shirts
a. Regulation navy blue long or short sleeve station shirt.

1) Left Sleeve: CFA patch with “Instructor” rocker will be worn.
a) The “Instructor” rocker will be centered and ¥ inch below the shoulder seam.
b) The CFA patch will be centered and ¥ inch below the rocker.

2) Right Sleeve: State Certification patch and rocker denoting highest certification.
a) The certification rocker will be centered and % inch below the shoulder seam.
b) The State Certification patch will be centered and ¥4 inch below the rocker.

3) Badge: CFA badge shall be worn above the left breast pocket

4) Name Plate

a) Gold or navy blue with white letters
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b) Last name or first and last name.
c¢) No nicknames
2. Polo shirt
a. Navy blue polo shirt with CFA /Instructor logo may be worn.
b. Badge is not worn
3. Trousers
a. Navy blue BDU, EMS or Dickies style trousers
b. Denim/blue jeans shall not be worn.
4. Shoes/boots
a. Black shoes or boot shall be worn
E. Drill Ground Uniform Modification

1. Shirt

a. Navy blue t-shirt with the CFA/Instructor logo on the left breast and “Instructor/Connecticut
Fire Academy on the back may be worn.

b. Union or department shirts with graphics other that the CFA logo are not authorized.

c. “Souvenir” CFA Recruit Class and department memorial shirts may be worn under turnouts
during live fire training.

2. Navy blue trousers or shorts conforming to D.3 may be worn.
3. Shoes/boots
a. Steel toe shoes/boots shall be worn.
F. Jackets/Sweatshirts
1. Jackets and sweatshirts will be a DESPP/CFA logoed item.

a. In the event the instructor does not have a DESPP/CFA logoed jacket/sweatshirt, a blue
jacket or sweatshirt without logo or patches may be worn.

2. Union and department items are not authorized.

G. Caps/hats

1. Caps and hats worn with the CFA uniform will have a CFA logo and compliment the uniform.
2. Department and union items are not authorized.

H. Civilian Attire
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1. Civilian attire shall be worn when assigned to
a. Fire Service Instructor Programs

b. Fire Officer Programs

c. public speaking engagements, and social gatherings when officially representing the
DESPP/CFA.

2. Acceptable civilian attire
a. Males
1) Suit
2) Sports coat and dress slacks
3) Tie
4) Dress shoes

b. Female

1) Dress
2) Business suit

I. CPAT
1. Polo shirt
a. Issued polo shirt with CPAT/Proctor shall be worn.

b. CFA Instructor shirts, department shirts, or any “souvenir” type shirts shall not be worn.

2. Trousers

a. Navy blue trousers or shorts conforming to D.3 may be worn.
b. Denim/blue jeans shall not be worn.
3. Outer Wear

a. During inclement weather

a. CPAT Proctors that are DESPP/CFA Adjunct Instructors may wear a CFA Instructor
sweatshirt

b. CPAT Proctors on a PSA may wear a CFA sweatshirt

c. Plain navy blue sweatshirt may be worn
d. Outerwear with department or merchant logos and/or patches will not be worn.

J. DESPP/CFA uniform items will not be worn other than during instruction or other planned
DESPP/CFA activities. This included DESPP CFA issued Personal Protective Equipment as outlined
in DESPP/CFA Policy 03 02. Instructors will not wear DESPP/CFA uniforms in after hour social

situations.
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Recruit Class Plague Specifications

I. PURPOSE

To establish the guidelines for receiving Recruit Program plaques, whether for identification
or commemoration to the Department of Emergency Services and Public Protection/Connecticut
Fire Academy (DESPP/CFA).

Il. POLICY

A. All plagues presented to DESPP/CFA from the Recruit Program shall be mounted on the
classroom wing walls, starting from the East wall proceeding down the hall to classroom
103. When the East wall is filled, plaques shall continue from the end by classroom 102
along the West wall.

B. In lieu of plaques, individuals, groups and organizations are encouraged to consider
donating items that would beautify or add to the character of the Academy such as
decorative plantings, park benches, recreational equipment/facilities, etc. with
identification of donor clearly marked.

I11. PROCEDURES

A. Plaque Construction and Dimensions
1. The plaque shall be made of a hard material such as porcelain, plastic or metal. If wood

is chosen for the plaque, only commercially produced plaque blanks, available through

trophy stores, will be used.

2. Dimensions for each plaque shall not exceed six hundred (600) square inches and no
more than four (4) inches thick.

3. Maximum weight of the plaque shall not exceed twenty (20) pounds.
4. A mounting mechanism will be provided with each plaque.

5. All attachments will be permanently secured to the face of the plaque. Double sided
tape or Velcro will not be used.

01-11 Plaque Mounting 1of2





6. Variance in dimension will be granted on a case-by-case basis, before construction
begins. No variance will be granted for weight.
7. All designs and requests for variance will be submitted to the Director of Training for
approval.
B. Plaque Design

1. Plaques or a presentation from a group or individual will be of a fire service theme done
In a discriminating manner.

2. Plaques of a unique design, for example a Maltese Cross are acceptable providing that
the plaque remains within the above-mentioned dimensions.

3. Photographs, including class photographs, may be included in the plaque design.
IV. CONNECTICUT FIRE ACADEMY LODD RECOGNITION
In the event of a LODD of any Connecticut Fire Academy recruit class graduate, a 1” red star

will be installed directly above the plaque acknowledging that firefighter’s “ultimate
sacrifice”.
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Training Division

Rules of Conduct

I. PURPOSE:

To establish acceptable rules of conduct for employees of the Department of Emergency Services and

Public Protection/Connecticut Fire Academy (DESPP/CFA).

1. POLICY

It is the policy of the DESPP/CFA that every employee is expected to operate in a highly self-

disciplined manner and is responsible to regulate his/her own conduct in a positive, productive and

mature way.

111 PROCEDURES

A. All staff members, adjuncts, and contractors shall:

1.

g wn

N

9.

Follow Operation Manuals and written directives of both DESPP/CFA and the State of
Connecticut.

Use their training and capabilities to serve our customers and patrons.

Work competently in their positions to cause all academy programs to operate effectively.
Always conduct themselves in a manner to reflect credit on DESPP/CFA.

Supervisors will manage in an effective, considerate manner/subordinates will follow
instructions in a positive, cooperative manner.

Always conduct themselves in a manner that creates good order inside the academy.
Keep themselves informed to do their jobs effectively.

Be concerned and protective of each employee’s welfare.

Operate safely and use good judgment.

10. Observe the work hours of their position.
11. Obey all local, state and federal laws.
12. Be careful with DESPP/CFA equipment and property.

B. All staff members, adjuncts and contractors shall not:

1.

N

7.

ook ow

Engage in any activity that is detrimental to DESPP/CFA.

Engage in conflict of interest to DESPP/CFA or use their position with the agency for personal

gain or influence.

Fight

Abuse sick leave.

Steal.

Use alcoholic beverages, debilitating drugs, or any other substance that could impair their
physical or mental capacities while on duty or immediately prior to reporting for duty.
Engage in any sexual activity while on duty.
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Outside Employment
I. PURPOSE

To set guidelines and requirements outside employment by employees of the Department of Emergency
Services and Public Protection/Connecticut Fire Academy (DESPP/CFA).

1. POLICY

It is the policy of DESPP/CFA that all employees hired after January 2001 shall notify DESPP/CFA of
all outside employment and comply with this policy.

I11. DEFINITIONS

Outside employment includes the practices of any trade, business, profession, including self-
employment and all other non-DESPP/CFA employment.

IV. PROCEDURES
A. Employee Responsibility:

1. DESPP/CFA employees engaged in outside work activities shall notify the State Director of Fire
Training.

2. Outside employment must not interfere with an employee’s assigned duties or work hours.
3. DESPP/CFA employees engaged in outside work activities shall not
a. engage in outside work that could be deemed a conflict of interest,

(1) employees shall not deliver courses identical to or substantially similar to DESPP/CFA
courses.

b. engage in outside work of a nature that could bring discredit upon the academy or the state,

c. engage in outside work of a nature that where the DESPP/CFA employee has access to
academy records or correspondence that is not otherwise generally available to the public,

d. engage in outside work at any location or employment that may bring the academy into
disrepute,

e. engage in outside work in any situation that would require the employee to be in conflict with
another governmental agency or the mission of the employees department.
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Standard Operating Procedure 01-14

Bookstore

I. POLICY

It is recognized that from time to time adjuncts and Program Managers may need access and unfettered
use of commercially produced R & D materials to construct a class or revise and existing one.

The Department of Emergency Services and Public Protection/Connecticut Fire Academy (DESPP/CFA)
Bookstore is a profit center for DESPP/CFA and as such is not an extension of the DESPP/CFA Training
Division.

Il. PROCEDURE

A. Requests for commercially available research and development materials (textbooks, student
manuals, DVDs, CDs, lesson plans and related support materials).

1. Instructors will submit a written request to the appropriate Program Manager,

2. The Program Manager will review the request and once deemed necessary to complete a
project forward the request to the Director of Training for authorization.

3. The Bookstore will not deliver any commercial produced merchandise to any adjunct or
Program Manager without an approved requisition form.

B. Materials remain the property of DESPP/CFA and the responsibility of the Program Manager.
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Standard Operating Procedure 01-15

Progressive Discipline
I. PURPOSE

To establish the procedures for progressive discipline at the Department of Emergency Services and
Public Protection/Connecticut Fire Academy (DESPP/CFA).

Il. POLICY
DESPP/CFA will enforce Progressive Discipline as warranted.
I1l. PROCEDURE
A. There are several procedures that must be followed whenever a verbal warning is issued:

The conversation about the incident is held in private,

The specific problem is presented in terms of desired goals and actual performance,

Reference is made to previous casual conversations about the problem,

The employee is accorded the opportunity to respond and explain why his/her performance has
not improved,

5. The employee expresses an understanding of exactly what is expected of them.

6. The employee is assured of support in helping him/her achieve their goals for behavioral

changes,
7. The conversation must be documented.

Wb PR

B. Verbal warnings, when well handled, are normally sufficient to address most disciplinary
performance problems.

1. Verbal Warning Documentation
a. All disciplinary actions must be documented.
b. Required Information
1). The following information must be included:

a) The employee’s name.

b) The date of the Verbal Warning.

¢) The specific offense or rule violation.

d) A specific statement of the expected performance.

e) Any explanation given by the employee or other information the supervisor feels is
significant.

f) Supervisor’s signature and date.
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2. Written Warning
a. Purpose

The purpose of a written warning is to correct a performance problem by discussing it with
the member and providing a written record of that conversation. It is the second step of the
progressive discipline process. A written warning is a documented formal conversation
between a supervisor and a member about a disciplinary or performance problem.

b. When to use a Written Warning

The written warning is usually used only after a verbal warning has been given and no change
in performance has resulted.

c. Written Warning Notice

1). A written warning is issued to document the fact that the member has been officially
advised of the precise nature of his or her misconduct and warned that any future violations
will result in further disciplinary actions, including disciplinary suspension or possible
termination. The member is invited to attach a written statement to the document and
requested to sign it. If the member refuses to sign the written warning, the supervisor
should indicate that fact and the reasons why.

2) Before the meeting, prepare for the meeting by reviewing notes on the verbal warning and
other relevant material.

3) During the meeting, state the specific problem in terms of actual performance and desired
performance. Refer to any prior casual conversations and the verbal warning. Give the
member a chance to respond and explain. Tell the member the specific change you expect
in his/her performance and indicate your confidence that he/she will change. Have the
member confirm that he/she knows exactly what you expect. Inform the member that you
will write a memo to him/her summarizing the conversation.

4) After the Meeting, write a short memo to the member summarizing the conversation.
Advise the appropriate people of the conversation and forward a copy of the memo to the
Director of Training. Monitor the member’s performance to make sure that the problem
has been corrected.

e. Writing the Memo
1) Required Information — The memo must contain the following information:

a) The date of the conversation.

b) The specific rule violated or performance problem that has occurred.

c) A reference to previous conversation about the problem.

d) A statement of the specific change in the employee’s performance or behavior you
expect.

e) Any comments or statements the employee made during the conversation.

f) A statement indicating your confidence in the employee’s ability to perform
properly in the future.

g) Have the employee sign the memo. If the employee refuses, a statement regarding
your attempt to have the employee sign and his/her refusal to do so must be
included with the memo.
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2) Timing

a) The written warning should be made no later than the end of the day following the
conversation.

3) The warning notice becomes a part of the member’s personnel record.
3. Disciplinary Suspension
a. Suspension action can only be taken by the Director of Training

1) The employee is relieved of his or her duties because of serious or repeated instances of
misconduct. In addition, these are situations where there are no specific instances of
conduct that justifies termination; however, there is a pattern of conduct where the
employee has continually engaged in one minor infraction of the rules after another and
has received a documented verbal and/or written warning for rule(s) infraction(s).

4. Termination
a. Recommendation for termination can only be made by the Director of Training.

1) Termination may be used as a last resort when an employee fails to respond to previous
efforts to improve performance or when offenses that are more serious dictate. All
reasonable steps to assist the employee should be taken prior to termination.

2) In the event of a termination, supervisors will be required to prepare relevant
documentation supporting the action, as in all other kinds of disciplinary actions. These
documents must be reviewed to ensure accuracy and completeness. In addition, the action
plan and all supporting documents must be reviewed. It is the supervisor’s responsibility to
make certain that all employees understand the rules and regulations, which govern their
conduct.

b. Termination is the “Separation from State Employment” as a result of a violation or
culmination of violations that have occurred, accompanied by a written document indicating
the violation(s), effective date of removal from employment and with the result of the
investigation leading to the Termination.

c. Documentation of an occurrence will start from the first line supervisor such as a Program
Manager, Program Coordinator or designated lead instructor. This documentation will be
forwarded to the Director of Training.

d. The Documentation and issuance of the “Termination” will be written and maintained by the
Director of Training.

5. Appeals Process:
a. The employee having action taken against him/her is entitled to an appeals process, as

stipulated by the bargaining unit and the State of Connecticut Department of Administrative
Services.
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Citizen Complaint Procedures

I. PURPOSE
Establish the guidelines for addressing complaints from the public.

Il. POLICY
It is the policy of the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) that all employees will respond to the public in a courteous, caring and
appropriate manner. DESPP/CFA will respond promptly, courteously, and positively to all citizen
concerns or complaints.

I1l. PROCEDURES

A. All citizen complaints will be recorded and documented by the person receiving the compliant

B. Management and supervisory personnel will attempt to service and resolve complaints at the lowest
level in the academy.

C. Citizen Complaints may refer to

1. the conduct or performance of specific individuals, or
2. level of performance or non-performance of service delivery functions

D. Investigating Complaints:
1. Every complaint received by DESPP/CFA will be investigated.
2. The investigator should
a. review the complaint,
b. contact the complainant.
1) the following steps should be performed:
a) inform the complainant of your relationship to the individual(s) that complaint is
against.
b) restate the complaint as you understand it.

¢) ask if your understanding of the complaint is accurate.
d) reconcile any discrepancies.
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e) ask the complainant if they would like you to contact them when investigation is
complete.

c. interview the individual(s) that the complainant was lodged against.
1) the following steps should be performed:
a) investigation conducted by the second level of supervision.
b) discuss the incident/service that generated the complaint.
¢) ask if anything unusual occurred.
d) describe the incident as related by the complaint.
e) discuss any discrepancies.

E. Disposition:

1. After considering all available information, the investigator will make one of the following
determinations:

a. Unfounded -the alleged act did not occur
b. Exonerated- the act occurred but was justified, lawful and proper
c. Not Sustained-the investigation produced information insufficient to prove or disprove the
allegation
d. Sustained-all or part of the act occurred as alleged.
F. Follow Up:
1. A meeting should be held with the individual(s) named in the complaint.

a. If corrective action is required, it will be outlined at the time.

2. The focus of discussion concerning these incidents should be on how future encounters of a
similar nature might avoided.

3. If the complaint requested follow up, the investigator should
a. thank them for sharing their concerns with DESPP/CFA,

b. advise them that the complaint was investigated and proper action was taken.
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Personal Leave Requests
I. PURPOSE

Establish the Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) procedures for requesting personal time away from work.

1. POLICY

It is the policy of the DESPP/CFA that all employees will follow proper procedures when requesting
time away from work.

I1l. PROCEDURES
A. Employees will submit a personal leave request via email to the Director of Training.

1. In the absence of the Director of Training, the request will be submitted to the State Fire
Administrator

B. The employee will include the following information in the personal leave request

1. Subject line to read: Leave Request
2. Date(s) the employees is requesting time away from work.
3. Type of Leave to be used for the request time

a. CompTime Used

b. Personal Leave

c. Vacation

d. Medical Appointment
e. Sick Employee

f. Sick Family

g. Sick Funeral

h. FMLA

3. Specific hours requested for each workday requested including start and return times for each
day.

C. Employee requests must have prior approval before initiating any time away from work.

D. Requests for leave may or may not be granted dependent on agency needs. The operational
commitments of DESPP/CFA may take priority over personal leave requests. Employees must
ensure that their request is submitted and approved before confirming travel plans or other
commitments.
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Everbridge Notification System

L. PURPOSE

To establish guidelines and requirements for the activation and use of the Everbridge
Notification System (ENS) by the Department of Emergency Services and Public
Protection/Connecticut Fire Academy (DESPP/CFA).

I1. POLICY

It is the policy of DESPP/CFA that Program Managers and staff will have access to the
ENS for notification to adjunct instructors.

III. PROCEDURES
A. Program Managers may use the ENS to

1. Manage time sensitive immediate instructor replacement
2. Notify of weather Cancellations
a. Students will be notified via normal channels not ENS
3. Class cancellation last minute
a. Students will be notified via normal channels not ENS
B. Accessing the ENS

1. Access via web address: https://www.everbridge.net/nns/pub/Login.jsp

2. Enter ID and password
3. Select standard notification
4. Select groups and members
a. You can select a group and add individual members

b. Select next
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5. Give the message a title
6. Type message in the box

a. Remember to use proper English, the auto-voice generator announces what is
typed.

b. Select next
7. Schedule and choose delivery methods
a. Make sure all delivery methods are checked
b. Send Message
C. Authority

1. The Director of Training/ State Fire Administrator must authorize all general
messages prior to sending.

2. Last minute replacements can be sent without authorization, but must include
Copy/Send To: Director of Training and/or State Fire Administrator.
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I.

II.

Acceptable Internet Use

PURPOSE

The purpose of this document is to provide common standards for the use of State Government
electronic communications within Connecticut and across state and national boundaries. The
Department of Information Technology (DOIT) is responsible for administering policies and
procedures for the use of communications facilities and services by state government, and ensuring
compliance with applicable laws and regulations. This policy has been developed to make users
aware of acceptable uses of CTNET and of prohibited or unacceptable uses.

POLICY

A. CTNET is the name given to telecommunications equipment and services which provide
Connecticut State agencies, affiliates, and authorized users with electronic access to other State
agencies, the Federal government, local governments, vendors, on-line services, bulletin boards,
and the Internet.

B. The intent of this policy is to characterize uses that are consistent with the purposes of CTNET
and uses that are irresponsible or illegal. These examples do not exhaust all possible uses. The
Chief Information Officer of DOIT will make determinations that other uses are or are not
consistent with the purposes of CTNET. Final authority for the CTNET Acceptable Use Policy
lies with the Chief Information Officer of the Department of Information Technology (please see
Public Act 97-9).

C. Policy Compliance

1. This Acceptable Use Policy includes a set of guidelines for using CTNET. It applies to users
accessing other networks, including the Internet, through CTNET. Unacceptable uses
occurring on other networks are a violation of the Acceptable Use Policy. The Policy applies
whether access is gained through CTNET or other State communication resources, such as
personal computers and modems.

2. Each agency and affiliate organization is responsible for the activities of its users and for
ensuring that its users are familiar with this CTNET Acceptable Use Policy. Each agency and
affiliate may also choose to develop and enforce its own acceptable use policies to further
define the use of the network within its local environment. Should a conflict exist, the State's
CTNET Acceptable Use Policy takes precedence over all policies developed by agencies or
their affiliates. Should a violation of this policy occur, the individual who committed the
violation is also liable for his/her actions.
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D. General Principles for Use

1. Use of CTNET must be consistent with the goals of disseminating knowledge, encouraging
collaboration and resource sharing, and fostering innovation and competitiveness within
Connecticut.

a. CTNET is a Government resource, and use thereof is subject to the same rules as other
Government resources. The use of CTNET for personal use not related to Connecticut state
government business is prohibited. Each individual with CTNET access is responsible for
controlling its use.

b. All federal and state laws concerning computers, networks, and personal conduct apply when
using CTNET. Users are accountable for their conduct under applicable Agency policies,
procedures, and collective bargaining agreements. Users of CTNET must act responsibly,
respecting the rights of other users, maintaining the security of network resources, preserving
the integrity of data, and complying with all pertinent licensing and contractual agreements.
Responsible behavior also includes common sense preventive measures such as checking all
downloaded files for computer viruses, and reporting suspected or potential security
violations to management. Established internal publishing policies, regulations, standards and
guidelines used for traditional paper publishing are generally applicable to all forms of online
publishing. Web page and other online document publishers are responsible for the content of
the pages they publish and are expected to abide by the highest standards of quality and
responsibility.

¢. Information accessed through CTNET should be viewed as proprietary (i.e. subject to
copyright laws, trademarks, etc.) unless specifically stated otherwise by the owners or holders
of rights.

d. The downloading of any software products via CTNET may be subject to licensing and
contractual agreements. State policy on downloading software is included in Connecticut
Software Management Policy, issued by the Office of the State Comptroller, the Office of
Policy and Management, and the Department of Administrative Services. Policy is available
at http://www.ct.gov/opm. Distribution of software within or between state agencies may be
subject to more restrictive agency computer use policies. For example, DESPP/CFA has
policies prohibiting the use of personally owned software on agency computers.

e. E-Mail messages are considered public records and are therefore legally discoverable and
subject to record retention policies. The Office of the Public Records Administrator and State
Archives is responsible for establishing such policies.

f. The content of files or services made available through CTNET are the responsibility of the
persons creating them and the organization for which they work. It is the organization's
responsibility to make these individuals aware of all applicable Federal laws, State laws and
agency policies and to review content for compliance with them.

g. As a user of CTNET, you may access other networks (and/or the computer systems attached
to those networks). Each network or system has its own set of policies and procedures.
Actions allowed on one network may be forbidden on other networks. It is the user's
responsibility to abide by the policies and procedures of these other networks.

01-19 AcceptableUse 20f 4



http://www.osc.state.ct.us/manuals/software/index.html

http://www.osc.state.ct.us/manuals/software/index.html

http://www.ct.gov/opm/



h. The network is a shared resource and users must be mindful of the impact their activities
have on network resources and other users. For example, a user with a need to frequently
move large files across CTNET should consider scheduling this to occur during off hours so
as not to degrade network performance.

i. As a user, it is important to identify yourself clearly and accurately in all electronic
communications. Concealing or misrepresenting your name or affiliation to mask
irresponsible or offensive behavior is a serious abuse. Using identifiers of other individuals as
your own constitutes fraud.

j. Users should be aware that commercial service providers are not required to provide
notification when fees are charged for services. Incurring such fees is subject to State agency
procurement procedures.

2. Encouraged Uses

a. CTNET is intended to speed communications in State government. It is also intended to
reduce paper, postage, and labor costs related to printing, mailing, faxing, and use of courier
services. Following is a list of encouraged uses of CTNET.

(1) E-Mail. Sending and receiving electronic mail (e-mail) for job related messages will be
the most common use of CTNET. Word processing documents, reports, spreadsheets,
maps, etc., can be distributed via the e-mail facilities of CTNET. Most federal
government agencies are now accessible via the Internet. Private companies and non-
profit organizations, as well as individual citizens, will be able to conduct official
business with Connecticut agencies via electronic mail.

(2) Grant and Contract Administration. State employees may use CTNET to facilitate the
administration of State agency grants and contracts. Electronic mailing lists and file
transfer capabilities will greatly simplify administrative procedures and expedite the
transmission of official communications to and from grantees.

(3) Legislation and Regulations. CTNET will be useful for keeping informed about pending
or adopted state and federal legislation and regulations. For example, the Congress of the
United States has an information system that provides on-line access to draft legislation,
committee reports and other public information. Additionally, agencies will find it much
easier to communicate with local governments and contractors about legislative changes
that affect them.

(4) Research. CTNET provides access to on-line information sources that provide current,
specialized information useful to State agencies. The Census Bureau and other federal
agencies now provide some types of demographic and economic data only through the
Internet.

(5) Remote Access. CTNET will allow users with appropriate passwords to connect with
university or other computer systems to run programs and use specialized databases.

(6) Technical Assistance. CTNET can be very useful in resolving technical problems with
computer hardware and software. You can use CTNET to communicate with vendors,
obtain meeting and seminar information, and get questions answered. Many software
manufacturers now provide on-line access to software updates.
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(7) File Transfers. File transfer is one of the basic operations made possible by "inter-
networking." You can use CTNET and the Internet to move data and text files from one
computer to another, from one agency to another, or from one state or country to another.

(8) Networking and Collaboration. CTNET and the Internet facilitate collaboration with other
organizations, states, and the federal government about initiatives and projects of interest
to Connecticut. Staff in Connecticut agencies, other states, and elsewhere, can provide
valuable assistance on policy issues and administrative problems. Virtual organizations
can be created to work on multi-agency issues and problems by creating electronic
workgroups.

(9) Respond to State Public Access Mandates. CTNET and the Internet can be used to
provide public access to State government information and services.

(10) Business Support Services. CTNET and the Internet can be used for day-to-day business
transactions with vendors and customers.

3. Unacceptable Uses

a. The use of CTNET for illegal or inappropriate purposes is prohibited. Illegal activities are
violations of local, state, and/or federal laws and regulations (please see Connecticut General
Statutes, Sec. 53a-251). Inappropriate uses are violations of the intended use of the network,
as defined in this document.

b. CTNET is not to be used for unauthorized access to any computer system, application or
service.

¢. CTNET is not for private, commercial purposes, such as business transactions between
individuals and/or commercial organizations.

4. It is not acceptable to use CTNET to interfere with or disrupt network users, services, or
computers. Disruptions include, but are not limited to, distribution of unsolicited advertising,
and propagation of computer viruses.

5. It is not acceptable to use CTNET to engage in acts that are deliberately wasteful of computing
resources or which unfairly monopolize resources to the exclusion of others. These acts
include, but are not limited to, broadcasting unsolicited mailings or other messages, creating
unnecessary output or printing, or creating unnecessary network traffic.

01-19 AcceptableUse 40of 4






Department of Emergency Services and Public Protection
Connecticut Fire Academy
Policy Manual

CFA

Date Training Division
8/2011

Standard Operating Procedure 01-20

Employee Contact with Elected and Appointed Officials

I. PURPOSE

To establish guidelines Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) regarding employee contact with local, state and federal elected and
appointed officials, to standardize a procedure for providing accurate information to theses officials.

1. POLICY

A. It is the policy of DESPP/CFA that all employees are to immediately notify the Director of
Training or State Fire Administrator of the nature of the inquiries and subsequent contacts
pertaining to DESPP/CFA policies and activities, regardless of whether the contact was initiated by
the employee or the elected official.

B. All employees shall, to the best of their ability, respond to inquiries and requests for information by
elected officials in a courteous and professional manner. If inquires cannot be answered accurately
or completely by the employee contacted, the person soliciting the request shall be referred to the
Director of Training or the State Fire Administrator.
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Standard Operating Procedure 01-21

Time and Program Reporting
I. PURPOSE
To establish Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) guidelines and procedures for reporting program time .
Il. POLICY
It is the policy of DESPP/CFA that instructors will be compensated for time worked.
I11. PROCEDURES
A. Instructors will be compensated based on the following:
1. Instructor was assigned to the class by the appropriate Program Manager
2. DESPP/CFA policies were followed.
3. All necessary reports and forms (i.e. class roster, all instructor time sheets, etc.) are complete
4. Instructors names must appear on class rosters
5. DESPP/CFA Policy 01-04 is followed when submitting Payroll time Sheets
6. Instructors will be compensated as follows:
a. Full day classes are a maximum of 8 hours.
(1) All DESPP/CFA daytime classes will start at 8:30 A.M. and will end 4:30 P.M.
(a) Program Managers may adjust start and end times.

(b) Instructors will not adjust start and end times without the consent of the Program
Manager.

b. Half day program start and end times will be set by the Program Manager.

c. All DESPP/CFA evening classes are 3 hours. Programs will start at 7:00 P.M. and end at 10:00
P.M.

(a) Program Managers may adjust start and end times.

01-21 Time Reporting 1of2





(b) Instructors will not adjust start and end times without the consent of the Program
Manager.

7. If, for any reason, a class is not completed during its scheduled time, or is completed sooner than
planned, the instructor will only be paid for the actual hours worked, not the maximum allowed.

8. Any instructor, who must leave early, for any reason, will only be paid for the actual hours
worked.

B. Course Cancellations
1. Classes cancelled upon arrival at the training site will be compensated as follows:
a. Full day programs — 4 hours;
b. Evening programs — 1 1/2 hours.
c. Instructors who are notified of cancellations prior to the start of the class will not be
compensated.

C. Preparatory Time Compensation

1. Adjunct Instructors will be compensated for preparatory work involved in class delivery at the
following rates:

a. Full day Program — 1 hour;
b. Half day program — % hour;
c. Evening program — % hour.

D. Any variation of this policy or special work assignments must receive PRIOR approval of the
appropriate Program Manager.
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Standard Operating Procedure 01-22

Candidate Physical Ability Test Cancellation
I. PURPOSE

To establish Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) guidelines for training cancellation of Candidate Physical Ability Testing (CPAT).

Il. POLICY

It is the policy of DESPP/CFA that CPAT will be cancelled when weather conditions are not
within acceptable parameters as outlined in Candidate Physical Ability Test, Chapter 6,
International Association of Fire Fighters. 2007.

I1l. PROCEDURES
A. Course Cancellation — Program Manager

1. Courses cancelled by the by the Program manager will be updated in the solicitation
software.

a. Instructor notifications are normally made through the solicitation software. In the
event of a last minute cancellation, the Program Manger will ensure that all
instructors are notified of the cancellation.

2. The following notifications will be made:
a. Training Registrar
1) Training registrar will notify all course students.
b. Host Site

1) For all off campus courses, the Point-of-Contact for the hosting facility will be
notified by the Program Manager.

c. Certification

1) The Program Manager will notify Certification of all cancellations involving
practical and written examinations.

d. Food Services

1) Food services will be notified of all cancellations involving student meals.
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B. Course Cancellation — Local

1. In the event that a Lead Instructor determines that a course should be cancelled upon
arrive at the training location, the Director of Training must be notified immediately.

a. The Program Coordinator will reschedule the class
b. Cancelled instructor(s) will be given preference for the assignment.

c. Compensation for this type of cancellation will follow the guidelines set forth in
Policy #01-21.

C. Course Cancellation — Weather: State Wide Cancellation

1. The decision to cancel course will be made by 6:00 A.M. on the course day and
announced on the major television stations as well as on the DESPP/CFA Voice
Message.

2. The following television stations will broadcast cancellation notices:
a. WFSB — TV Channel 3 CBS
b. WTNH — TV Channel 8 ABC
c. WVIT — TV Channel 30 NBC

D. Course Cancellation — Weather: Local Cancellation:

1. In the event local weather conditions warrant cancellation, the Lead Instructor will call
the host agency to make a determination and notify the Program Manager.

2. Instructors are not eligible for compensation in this case.

E. Instructors may call the Connecticut Fire Academy Weather Cancellation Number - 860
627-6363 Ext. 450 or 1-877-528-3473 Ext. 450 for information regarding weather related
course cancellations.

F. In the event that the Governor closes state facilities, classes are cancelled. Instructors
should verify with host agencies and the Program Manager.

1. General “rule of thumb,” if mass transit (trains and buses) is running CFA classes are in
session.
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Standard Operating Procedure 01-23

Training Record Maintenance

. PURPOSE

To establish Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) guidelines for training record maintenance.

Il. POLICY

It is the policy of DESPP/CFA that copies of training records and course materials will be
archived.

I11. PROCEDURES

A. Training Records
1. Program Mangers will maintain records of all

a. scheduled courses.

b. contracted courses.

c. in-service courses.

d. National Fire Academy courses.
e. Seminar Series courses.

f. professional development classes.

2. Training records will include
a. class roster
(1) Class roster will document

(@) all instructors participating in class
(b) all students in attendance
(1) student attendance will include status i.e. completion, failure, or
incomplete
(c) subject covered
(d) class location

b. course syllabus

(2) Syllabus will document
(a). textbook title and edition
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(b) course outcomes
(c) learning objectives
(d) length of class in hours
(e) method of delivery
(f) method of assessment

c. lesson plan

(1) lesson plan will include all class handouts
d. PowerPoint presentations, videotapes, CDs, and DVDs
B. Training Material Archives

1. Copies of all lesson plans, video tapes, CDs, and DVDs will be archived for reference
purposes

2. Electronic storage, when available, is encouraged
C. Annual Reporting
1. Program Managers will submit Course Syllabi to the Director of Training

a. during compilation of the annual training report
b. when a course is developed or revised
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Standard Operating Procedure 02-01

Classroom Conduct

. PURPOSE

This order establishes the Department of Emergency Services and Public Protection/Connecticut
Fire Academy (DESPP/CFA) policy and procedures regarding class and classroom conduct

Il. POLICY
A. Attendance
1. Start Time
a. Day class start time is 0830
b. Evening class start time is 1900
c. Deviations in schedule
(1) Must be mutually arranged with instructors, host agency, and students

(2) No changes are authorized without approval and endorsement by the Program
Manager.

2. Instructor report time is one (1) hour prior to the beginning of class to prepare for the
class activities.

3. The instructor will take roll call and complete the attendance roster at the beginning of
class.

4. Students that are absent for the than 25% of the total class will receive an incomplete
and will not receive a course completion certificate.

a. The respective Program Manager shall determine the requirements to be met for any
student absent from a course that requires 100% attendance.

B. No Smoking
1. The DESPP/CFA is a smoke free work place.

2. Smoking is not permitted during any classroom type atmosphere. Example: When a
class is in session on the fire training ground, smoking is not permitted.
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3. Smoking is permitted during designated breaks in designated locations.

C. Food is not allowed in classrooms. Beverages are allowed in classrooms for programs
conducted at the DESPP/CFA. Deviation from this requirement must have prior approval
from the Program Manager.

I11. PROCEDURES

A. Instructors are responsible for ensuring the classrooms and equipment are returned to a
condition that prepares the classroom for the next instructor:

1. tables and chairs returned to original position,

2. all instructional materials, training aids, and student materials removed or stored
properly,

3. lights turned off,
4. projector, TVs, and computer turned off, and
5. doors closed.
B. Fire Safety
1. Instructors will point out fire exits to all room occupants at the beginning of sessions.

2. In the event of a fire alarm, instructors will muster all students at a predetermined
location.

a. At the CFA, students will be mustered at the “A” gate to the fire training ground.
C. Instructor Conduct
1. Inappropriate language

a. Vulgar or obscene language will not be used in the classroom or when addressing
any student.

2. Abuse of students

a. Instructors will not mentally, physically, or verbally harass or intimidate any
student. Students will be disciplined in private and not in front of other students.

3. Instructors are there as representatives of the DESPP/CFA.

a. Instructors will not discuss any side businesses that they may be involved in during
the duration of the program, nor

b. solicit individuals or departments during the duration of the program.

4. Instructors violating this paragraph shall be subject to disciplinary action up to and
including termination.
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5. During a class presentation, when problems between an instructor, DESPP/CFA
staff, other instructors and/or the Director arise, every attempt will be made to solve
them discretely and never in front of students.

a. Instructors will not make disparaging remarks regarding other instructors in front
of students.

b. Criticism should be constructive. Make all criticisms known to the appropriate
Program Manger in writing.

D. Student Conduct

1. Student criticism of the DESPP/CFA, its agents or deliveries shall be reported to the
Director of Training in writing.

E. Pager/Cell Phone Use

1. The use of personal pagers and cell phones by all instructors and students shall be
limited to the following guidelines:

a. Pagers or cell phones can be put in the silent or vibrate mode when possible. If
they do not have such a mode, then they must be completely shutoff.

b. If a fire department emergency pager or radio does not have a “Vibrate” mode, it
should be placed at the lowest audible volume setting.

Note: If a department is represented by more than one person, only one pager should be
monitored for emergency response.
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Standard Operating Procedure 02-02

Instructor Evaluations
I. PURPOSE

A. To establish the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) policy regarding adjunct instructor evaluation.

B. To improve the delivery of instruction with the overall goal of improving student success.
I1. POLICY
It is the policy of DESPP/CFA that all instructors will be evaluated on a regularly scheduled basis.
I11. PROCEDURE
A. All adjunct instructors will be evaluated once every three years.
B. Current Adjunct Instructors
1. The Director (or his designee) will evaluate each adjunct instructor periodically in a
classroom and/or practical skill session. The “Instructor Evaluation report” form will be

used for each evaluation.

2. The Evaluator will review the evaluation with the Instructor and the evaluation form will be
signed by both. Methods of improving shall be discussed and offered to the instructor.

C. New Adjunct Instructors

1. The Director of Training (or his designee) will conduct an instructor evaluation during the
first year of employment.

2. The evaluator will review the evaluation with the instructor and the evaluation form will be
signed by both. Methods of improving shall be discussed and offered to the instructor.

3. Instructors receiving a favorable evaluation will be placed on the three-year evaluation
cycle.

D. Request for Evaluation

1. Often, instructors desire an objective opinion of their presentation skills. Any adjunct
instructor may request an observation by an evaluator. The observation may or may not
count towards the instructor’s required evaluation dependent upon the reason(s) the
instructor requested the observation and the scope of the evaluation.

02-02 Evallnstructor lof2





E. All Adjunct Instructors
1. Any instructor receiving an unfavorable evaluation will be reevaluated during the same
evaluation year. Instructors receiving a favorable evaluation will remain on the three-year
cycle.

2. Any instructor receiving a second unfavorable evaluation in one three-year cycle will be
referred to the Director of Training for consultation.

3. Three unfavorable evaluations may lead to dismissal. These evaluations need not be
consecutive.

a. Instructor will be placed on suspension to investigate complaints
b. If returned to duty, no compensation will be received due to lost opportunities.

c. All debriefings prior to return to duty shall be face to face with the Director of Training
or designee by mutual scheduled agreement.
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Standard Operating Procedure 02-03

Student Evaluations
I. PURPOSE
This order:

A. establishes the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) policy and procedures regarding student course evaluations.

B. defines the instructor and student responsibilities in completing and submitting student course
evaluations

Il. POLICY

A. Programs delivered by DESPP/CFA will receive student evaluations with the purpose of improving
course delivery and student success.

B. It is mandatory for the lead instructor of each class to ensure that
1. every student has the opportunity to participate in the evaluation process,
2. student anonymity and security is maintained,

3. and all course evaluations are returned to the appropriate Program Manager.

C. Student course evaluation forms and envelopes will be included in every course startup package.
An envelope will be provided for classes convened off campus.

I1l. PROCEDURE
A. Each student will receive a course evaluation form near the start of the course.
B. The instructor(s) should stress the importance of an honest evaluation of the course.
C. If more than one instructor participated in the course, each one will be identified on the form.
D. On the last day of the class:
1. one student will be placed in charge of the class.

2. students will be given an opportunity to complete the evaluation form. Although advocated,
student participation is not mandatory.

3. Instructors will allow at least ten (10) minutes for evaluation. The instructor(s) will not be
present during course evaluation.
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4. The student in charge will:

a. Class convened off campus
1) Collect all of the forms.
2) Place all forms completed by students and all blank forms in the envelope provided and

seal the envelope.

3) Return the sealed envelope to the Lead Instructor.

b. Classes convened at CFA
1) Collect all of the forms.
2) Place all forms completed by students and all blank forms in the envelope provided.
3) Place the completed envelope Program Manager’s mailbox.

5. The Lead Instructor will return the sealed envelope containing the student evaluations to the
appropriate Program Manager.

Note: The instructors will not take possession of the forms.
F. Program Managers will:

1. Ensure that every course has sufficient evaluation forms and a preaddressed stamped envelope
in the startup package.

2. Review all course evaluations

3. Report all course evaluation summaries to the Director of Training.
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Incident Command

I. PURPOSE

Establish the use of the Incident Command System (ICS) for Department of Emergency Services and
Public Protection/Connecticut Fire Academy (DESPP/CFA) training evolutions.

Il. POLICY

It is the policy of the DESPP/CFA that all instructors shall utilize ICS during all training with increased
exposure hazards.

I1l. PROCEDURES
A. In accordance with NFPA 1500 8.1.4 “The incident management system shall be applied to drills,
exercises, and other simulations that involve hazards similar to those encountered at actual
emergency incidents and to simulated incidents that are conducted for training and

familiarization purposes.”

B. The Lead Instructor, for training evolutions that meet the definition in Para. I1l. A, will implement
ICS in accordance with NFPA 1561.

C. ICS Roles and Responsibilities

1. Instructor-in-Charge (11C)
a. is responsible for all training activities,
b. reviews and accepts the training pre-plan,
c. reviews and accepts the development and implementation of the operations plan,
d. determines and communicates the training goals and objectives,
e. determines the appropriate ICS structure for the training evolution
implementation

2. Incident Commander (IC)

a. is responsible to the I1C for all training activities,
b. with the 1IC, reviews and accepts the training pre-plan,
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c. with the I1C, reviews the development of the operations plan
d. implements the operation plan.
f. communicates the training goals and objectives,
g. implements the appropriate ICS structure for the training evolution
h. The position of 1IC and IC may be filled by the same person.
3. Incident Safety Officer — (1SO)

a. reports directly with the I1C/IC and is responsible for monitoring and assessing hazardous
and unsafe situations and developing procedures for assuring personnel safety,

b. has the authority to stop or prevent unsafe acts when immediate action is required,
c. corrects unsafe acts or conditions through the regular line of authority,
d. reviews written evacuation plans with the 11C/IC,
e. conducts a review of the site map and floor plans as required,
d. participates in briefing with 11C/IC,
e. inspects all personnel protective clothing,
f. identifies hazardous situations associated with the evolutions,
h. Required Training: Incident Safety Officer,
i. 1SO will not be filled by the 1IC or IC.
4. Instructors
a. report directly to the IC or Division/Group Supervisor as determined by the I1C/IC,
b. report evolution progress, reassignment status and other important information,
c. attend briefing on proposed evolution from 1IC/IC,
d. review assignments with subordinates and assigns tasks,
e. monitor work progress and makes changes when needed,
f. coordinate activities with other instructors and command staff

g. lead student critiques
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Standard Operating Procedure 02-05

Student Eligibility
I. PURPOSE
To define the eligibility requirements of potential Department of Emergency Services and Public
Protection/Connecticut Fire Academy (DESPP/CFA) students.
Il. POLICY

It is the policy of the DESPP/CFA that only persons affiliated with a fire protection, industrial, police
or emergency medical service organization or related field may participate in DESPP/CFA programs.

I11. PROCEDURES

A. Insurance

1. All participants must be covered by their organization’s insurance while participating in any
DESPP/CFA program.

a. The signature of the participant’s supervisor on the DESPP/CFA registration form indicates
coverage.

B. Prerequisites
1. Defined — ““a skill that a student must have in order to benefit from instruction.”
2. Students must meet stated course prerequisites at the time of application.

C. Walk-ins

1. Some students will be asked to bring verification of prerequisites to the first class session.
The Lead Instructor will

a. submit all copies to the Program Manager at the earliest possible convenience.
2. Payment shall be made to the DESPP/CFA registrar.
3. Walk-ins will not be accepted when the class is full.

4. Application signed by the participant’s supervisor is mandatory.
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5. No certificate will be issued nor will future registrations be accepted for a person or
organization that fails to pay the required tuition.
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Standard Operating Procedure 02-06

Date Training Division
1/2012

Training Grounds

I. PURPOSE
To establish procedures for instructor and students using the training grounds
Il. POLICY
It is the policy of Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) that training ground is for training purposes only and shall be maintained in a clean,
professional, and safe condition at all times. It is the responsibility of all instructors to maintain the
training ground.
I1l. PROCEDURES

A. Private Vehicle Parking

1. Private vehicle parking is prohibited on the training ground

a. Instructors and students who need to drop off P.P.E., equipment or other materials from their
personal vehicles will do so prior to the start of the class:

1) vehicles will be moved and parked in the general parking lot at the rear of the
administration building before training evolutions begin.

2) the small parking lot in front of the administration building is designated as a visitor lot
and is not for instructor or student parking.

3) parking in the driveway in front of the administration building is not authorized.
4) vehicles may returned to the drill ground after training to pick up PPE and equipment
B. Department Vehicle Parking
1. Department vehicles used to P.P.E., equipment or other materials will be
a. unloaded prior to the start of the class,

b. parked in the general parking lot behind the administration building unless it is to be used as
part of the training evolution.

C. Smoking
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1. smoking is not permitted within the fenced area of the drill grounds
2. smoking is not permitted in the fire station

3. the “Designated Smoking Area” is the small grassy area to the south side of the fire station on
the burn building side.

D. Training Ground Cleanliness
1. The Lead Instructor will ensure that
a. all equipment is returned to the proper storage location,

b. apparatus is restocked, repacked, and items such as extra tools, rescue dummies, and extra
hose rolls are removed from the apparatus and returned to proper location,

c. apparatus is properly secured in the firehouse with charger and exhaust venting attached,

d. SCBA are inspected for damage, air bottles are removed, and frames returned to proper
storage location,

e. air bottles are properly filled to rated capacity and returned to the storage racks provided,
f. all trash generated by the training evolution is placed the proper trash receptacle,

g. instructors or students are not released until D.1.a thru D.1.f is accomplished.
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Standard Operating Procedure 02-07

Live Fire Training
l. Purpose
Establish the guidelines for live fire training.
I1. Policy

It is the policy of the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) that all live training evolutions will comply with the standard set in National
Fire Protection Association (NFPA) 1403.

I11. Procedures

A. All live fire-training evolutions require the use of fire apparatus to provide adequate water pressure
and volume.

B. Lead Instructors WILL NOT permit live fire-training exercises to be conducted using only hydrant
pressure.

C. In accordance with NFPA 1403, “prior to participating in live fire training evolutions students shall
have received training to meet the job performance requirements for Fire Fighter | in NFPA 1001,
Standard for Fire Fighter Professional Qualifications, related to the following subjects:”

1. Safety
2. Fire Behavior

3. Portable extinguishers

4. Personal protective equipment

5. Ladders

6. Fire hose, appliances, and streams,
7. Overhaul

8. Water supply

9. Ventilation

10. Forcible entry

D. The Instructor-in-Charge shall be responsible for implementing and enforcing the guidelines as set
for in NFPA 1403 with specific attention to the following:

1. “The instructor-in-charge shall determine the rate and duration of waterflow necessary for each
individual live fire training evolution, including the water necessary for control and
extinguishment of the training fire, the supply necessary for backup lines to protect personnel,
and any water needed to protect property.”
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2. “Awareness of weather conditions, wind velocity, and wind direction shall be maintained,
including a final check for possible changes in weather conditions immediately before actual
ignition.” (NFPA 1403, 7.2.21)

E. DESPP/CFA as a learning institution recognizes that an Authority Having Jurisdiction (AHJ) may
have separate and different training standards. Examples include the media and private industry.
The academy will verify through the AHJ that participating members have met all requirements.

F. Maritime Student Requirements

1. Maritime students participating in live fire training will meet the requirements as set forth in the
Maritime Standards of Training, Certification and Watchstanding, Standards Regarding Special

Training Requirements for Personnel on Certain Types of Ships Section A-VI-3.
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Standard Operating Procedure 03-01

Equipment Use and Material Condition
I. PURPOSE

To set Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) guidelines and requirements for equipment use and material condition reporting.

Il. POLICY

A. Equipment used in DESPP/CFA courses shall meet applicable regulatory requirements including
service testing as specified in the appropriate standard.

B. DESPP/CFA equipment is intended to be used in training programs and not emergency scenes.
Based on the laws of contingent liability, the following policy is in place;

C. Equipment owned and operated by DESPP/CFA is not to be used at any incident other than
training delivered DESPP/CFA.

I11. PROCEDURES
A. Inspection

1. All tools and equipment shall be visually inspected by the instructor prior to use for wear,
damage, and serviceability.

2. Any experimental equipment shall be submitted to the appropriate Program Manager for
approval prior to its use in a class.

B. DESPP/CFA Damaged Equipment

1. Any equipment that is damaged or broken will be set aside and a written report included in the
paperwork submitted at the end of the class.

2. Equipment shall be “Yellow Tagged” to include date of damage/problem and the name of the
instructor present with contact information.

3. When equipment critical to the presentation, the Program Manager and/or Coordinator will be
notified immediately so it can be repaired or replaced.

C. Host Department Damaged Equipment

1. If equipment is used from the host department and it is damaged or broken, a written report
must be included in the paperwork submitted on the day of occurrence.
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D. Damage Report

1. Reports for damaged or broken equipment must include the following information: Who,
What, When, Where, Why and How.

2. Reports shall be immediately forwarded to the appropriate Program Coordinator and Program
Manager.

3. Significant damage shall be brought to the attention of the Director of Training.

4. These reports are necessary to determine not only liability as to who is responsible for
replacement, but to ensure that replacement occurs in a timely fashion.
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Standard Operating Procedure 03-02

Date Training Division
4/2011

Personal Protective Equipment
I. PURPOSE

To establish the policy for use of Personal Protective Equipment (PPE) for employees and students of
Department of Emergency Services and Public Protection/Connecticut Fire Academy (DESPP/CFA).

1. DEFINITIONS

A. “Employee” is defined as any person employed by DESPP/CFA in a full-time or part-time
(adjunct) status.

B. “Student” is defined as any individual enrolled in a course for the purpose of receiving instruction.
1. POLICY

It is the policy of DESPP/CFA that all instructors shall use proper and appropriate PPE during all
training evolutions.

IV. PROCEDURES
A. All structural firefighting PPE shall meet or exceed the minimum standards as set forth in the

most current edition of the applicable NFPA standard and incompliance with 29CFR1910.156(e)
and 29CFR1910.134. (PPE shall meet the Department’s minimum requirements)

Protective Clothing NFPA 1971 Chap. 4-1
Helmets NFPA 1971 Chap. 4-2
Gloves NFPA 1971 Chap. 4-3
Boots NFPA 1971 Chap. 4-4
Hoods NFPA 1971 Chap. 4-5
SCBA NFPA 1981

PASS NFPA 1982

B. Each instructor will assure that FULL Personal Protective Equipment (PPE) and Self Contained
Breathing Apparatus (SCBA) is worn by all employees and students participating in training
evolutions where smoke, toxic products of combustion, and/or an oxygen deficiency may be
present.

C. Face and eye protection must be in place during evolutions that may cause flying projectiles as
may occur from chopping, stressing and/or cutting of materials.
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D. All instructors shall wear the same level of PPE that students are wearing to ensure accurate
gauging of student stress

E. When training evolutions permit, PPE may be relaxed, by the Lead Instructor, to prevent student
overheating.

F. DESPP/CFA PPE is the property of DESPP/CFA and employees are not authorized to wear
DESPP/CFA issued PPE in any outside employment activities to include but not limited to
regional fire school activities, and career or volunteer fire department activities
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Standard Operating Procedure 03-03

Date Training Division
5/2011

Portable Radios

I. PURPOSE
A. To ensure accountability of portable radios.
B. To maintain reliability of training ground communication.
C. Ensure true emergency communications are established.

Il. POLICY
It is the policy of the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) that following procedures are to be used by all staff, adjunct instructors, and
students in that setting the example of proper equipment use and maintenance is inherent in a training
environment. Radios are an important and fragile tool in the fire service and are not to be considered
a consumable item.

I11. PROCEDURES

A. It is mandatory that all personnel engaged in training activities that require the use of a portable
radio, complete a radio check out sheet with the designated Program Manager.

B. For recruit training:

1. The Lead Instructor will obtain and sign out portable radios for instructors daily, ensure each
radio is operational, and return each radio at the end of the training day.

2. The Lead Instructor is responsible for ensuring that all radios used are returned to the charging
unit at the end of the day.

3. The recruit platoon leader and each recruit squad leader will be issued one radio, one desk
charger, and one radio holster and strap.

C. The Fire Administrator, Director of Training and Program Managers will be issued a radio and
desk charger on a permanent basis.

D. While involved in training outside, the radio will be on and set to Channel 7.
E. Emergency and Priority Communications

1. In the event of an emergency on the training ground, the lead instructor, using their name as
their call sign, will immediately contact “Training Division”, or the “Program Manager.”
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2. URGENT radio traffic will be used to indicate a situation that requires immediate attention,
without being an emergency, and takes precedence over standard radio traffic.

4. MAYDAY traffic indicates a situation that will result in injury or death. MAYDAY traffic
takes priority over all other radio traffic. All other units will cease radio transmissions until the
MAYDAY situation has been identified and resolved.

5. At no time shall a MAYDAY be transmitted unless there is an actual true emergency.

F. Recognizing the mission of DESPP/CFA, the following procedures will be used to train students in
proper radio communications:

1. The Lead Instructor will notify the training division when radio communication training
including emergency radio traffic will be conducted,

2. Channel 8 will be used by all students and instructors during all Urgent or Mayday radio
communications training scenarios.

G. The radios will NOT be used for idle chatter or other types of unnecessary communications. This
frequency is monitored in the Training Division and the State Fire Administrators office.

H. If the training evolution involves the use of multiple radios to simulate an emergency response, the
lead instructor will be assigned a separate frequency channel for this purpose. Channels 1 through
5 SHALL NOT be used for training.

I. Damaged or nonoperational radios

1. Any radio that becomes damaged or nonoperational (ex. does not transmit or receive, cracked
case, etc.) will be:

a. Tagged out of service using a yellow repair tag,
b. Returned to the designated Program Manager.

2. Damaged antennas, collar microphones, desk chargers or radio holsters and straps shall be
returned to Logistics for replacement.

03-03 PortRadios 2 of 2






Department of Emergency Services and Public Protection
Connecticut Fire Academy

Policy Manual @ CF !

Standard Operating Procedure 03-04

Date Training Division
6/2011

Equipment on Loan
I. PURPOSE
Establishes the Connecticut Fire Academy’s policy and procedures for loaning of Department of
Emergency Services and Public Protection/Connecticut Fire Academy (DESPP/CFA) maintained
equipment.

I1. POLICY

A. The DESPP/CFA follows the guidelines as set forth in the State of Connecticut Property Control
Manual Chapter 2, pages 2-3 thru 2-4:

Equipment on Loan

General Information - Equipment owned by the State may be removed from its assigned location
only with prior written permission from the appropriate agency head. State equipment is not
intended to be used for personal reasons. Loan permission is to be granted only in order to
conduct State business. The equipment may be loaned if the agency head is convinced that the
removal of such equipment will not:

a. interfere with the normal operation of the agency

b. cause unreasonable wear and tear on the equipment
C. cause expense to be incurred by the agency

d. provide for profit-making activities

It is necessary to have control over equipment that leaves State premises. An individual who has
been authorized to use State equipment on loan must sign the "Record of Equipment On Loan
Form" - CO-1079. The individual will be responsible for theft or other cause and/or any damage
to the equipment. They will provide due care and security for the equipment until it is returned to
the agency. In the event of a theft, the procedures as prescribed in Chapter 9 regarding "Loss or
Damage to Real and Personal Property" must be adhered to.

Internal Agency Procedures

The CO-1079 "Record of Equipment Loan Form™ must be completed in triplicate. One copy is
retained by the division or department loaning the equipment, one copy is to be sent to the
Property Control Unit and the final copy should be given to the individual authorized to use the
equipment.

Equipment should not leave State premises unless an inventory tag is on the equipment.

The division or department should maintain a logbook to hold the forms. The forms should be
numbered consecutively. It is the responsibility of the unit to follow up on equipment out on loan.
If the equipment has not been returned by the expected date indicated, procedures should include
making direct contact by letter or phone on a weekly basis with the individual until the
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equipment is returned. Equipment should not be loaned for extended periods of time and all
equipment should be returned to the agency during a physical inventory.
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Forklift Operation
I. PURPOSE

Establish the procedures for the operation of the power industrial truck (forklift) located at the
Department of Emergency Services and Public Protection/Connecticut Fire Academy (DESPP/CFA).

1. POLICY

It is the policy of the DESPP/CFA that all employees and employees of the Hartford County Regional
Fire School (HCRFS) will be properly trained in the operation of the agency forklift.

I1l. PROCEDURES
A. Training Requirements

1. Employees will complete a DESPP/CFA approved training program for powered industrial
trucks in-accordance-with (IAW) OSHA 29 CFR 1910.178(1) before operating the forklift.

2. All qualified DESPP/CFA and HCRFS forklift operators will complete refresher training class
every three years to maintain qualification.

3. Training records will be maintained in file.
B. Operation
1. Daily inspection

a. The first daily operator to use the forklift will perform an operational readiness inspection
and record the results on the form provided.

(1) Operators will record an “OK” for each item on the inspection form for each item that
passes inspection.

(2) Operators will record a “v™ for each item that needs further attention and complete a
Yellow Tag IAW CFA Policy # 03-01.

(3) Specific information such as fuel level or engine hours will be recorded as indicated on
the gauge/meter.

(4) Subsequent users are not required to do an operational readiness inspection.
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b. No inspection will be performed on days that the forklift is not in operation.
2. Safety
a. The seatbelt will be worn at all times, when the forklift is in operation.
b. Passengers are not allowed on the forklift.
c. The operator will maintain a clear field of vision.
(1) If the load obscures the operator’s vision, the forklift will be operated in reverse.

d. The load will be transported as low as possible to maximize stability while maintaining four
(4) to six (6) inches of height to prevent contacting the floor on uneven surfaces.

e. Tipping of a raised load should not be attempted.

f. Operators will drive forward when traveling uphill and use reverse when traveling a
descending grade.

g. When using fork extensions, operators must be aware of the reduced lifting capacity and the
change in balance.

3. Storage
a. To properly store the forklift after use
(1) Close the valve on the propane cylinder.
(2) The forklift will not be stored with the fork extensions attached.

(3) The forks will be lower completely and tilted forward.
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Standard Operating Procedure 03-06

Computer Software Installation

I. PURPOSE

To establish the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) guidelines and procedures computer software installation.

I1. POLICY

A. ltis the policy of DESPP/CFA that State of Connecticut policy regarding software
installation will be followed.

I11. PROCEDURES

A. DESPP/CFA prohibits the installation of any and all software on any personal computer
located at the Fire Academy facility other than that which has been preinstalled or
required by the agency. Exceptions may be made with the authorization from the
Division Directors and Information Technology staff. Exceptions will be made only for
mission critical programs.

B. Prohibited are all shareware, application software, online service software, and any
internet downloads. This rule applies throughout.

C. DESPP/CFA will adhere to all instructions regarding the use of classrooms and the
associated IT computer equipment in these areas.
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Safety
l. Purpose

Establish the Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) safety policy.

I1. Policy

It is the policy of DESPP/CFA is to provide safe work conditions for all staff, instructors and
students. The success of the program depends on everyone’s participation.

I11. Procedures

A. Communication and training of new procedures, new equipment, safety activities, hazards, and
safe work practices will be done by one or a combination of the following:

train-the-trainer

recruit orientation
one-on-one training

training meetings

posting on the bulletin board

arwdE

B. All supervisors, program managers, program coordinators, lead instructors, and instructors will be
knowledgeable about the safety and health hazards to which staff and students under their
immediate direction and control may be exposed. Supervisors, program managers, lead
instructors, and instructors are responsible for initiating first aid and medical care and completing
all necessary safety related forms.

C. Procedures used to investigate occupational injury, training related injury, illness, or exposure to
hazardous substances will include collecting appropriate information that will lead to a plan to
prevent reoccurrence.

D. Procedures for correcting unsafe or unhealthy conditions and work practices will consist of either
one or a combination of the following:

1. hazard reduction or abatement
2. training

3. personal protective equipment
4. safe guarding

E. All staff members must inform their supervisor of, or themselves correct, all safety, health and
fire hazards upon discovery.

F. All accidents shall be reported immediately to the next immediate supervisor.
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G. The Safety Officer will conduct monthly safety inspections to identify and evaluate unsafe
conditions and work practices. These inspections are in addition to daily health and safety checks
that are part of routine duties.
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Standard Operating Procedure 04-02

Injury Reporting
I. PURPOSE

Establish the Department of Emergency Services and Public Protection/Connecticut Fire Academy
(DESPP/CFA) guidelines for documenting injuries.

Il. POLICY

A. Inthe event that a student is injured during training, an Injury Report Form will be completed
and submitted to the Safety Officer.

B. All accidents, injures and/or deaths, involving students, that occur during (or immediately after)
a DESPP/CFA program, will be reported using the DESPP/CFA Injury Report Form.

C. All accidents, injuries and or deaths involving instructors or staff will be reported using the
DESPP/CFA Form and form “, DAS First Report of Injury WC 207.”

I11. PROCEDURES
A. DESPP/CFA Injury Report Form entries

1. The following entries are mandatory
a. ldentification of injured party (student, instructor, etc)
b. Name
c. Social Security Number — required for Workers Compensation Claims
d. Address
e. Phone Number
f. Fire Department Affiliation
e. Date and Time of Incident

2. Injury or llIness

a. Select the appropriate box
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(1) Injury
(a) Identify the injured area/chief complaint
(b) Provide narratives on how injury occurred and where injury occurred
(2) llness
(a) Provide a brief narrative of chief complaint
3. Did person seek medical attention? Fill in as appropriate.
4. How was Party Transported?: Fill in as appropriate.
5. How person was transported if seeking medical attention: Fill in as appropriate.
6. Department of Injured Party Notified?: Fill in as Appropriate.
a. Provided name and rank of person contacted
7. Obtain signatures of both injured/ill person and instructor
8. Injury Refusal Report — If the individual injured does not want to seek treatment, this section
must be completed. The instructor preparing the form should seek a 3" party to witness the
refusal.
B. Inthe event the injury is serious in nature, the Instructor shall:
1. Secure the accident site
a. Make safe or barricade
2. Notify the Safety Officer
3. Notify the Program Manager
4. Notify the injured person’s Fire Chief
5. Record and forward notifications to the Director of Training.
C. The instructor shall:
1. Provide the injured person with immediate emergency medical care
2. Recommend the injured person to report to a medical facility by the most appropriate means.
3. If care is refused, have the injured person sign the “Refusal” section of the Accident Report.
D. The Safety Officer shall:

1. Review all injury reports.
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2. Maintain a database of injury reports.
3. Recommend corrective action as required.
4. Submit a monthly Injury Report Summary to the Director of Training.

5. Submit a quarterly Injury Report Summary to the Safety Committee
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Vehicle Operation
I. PURPOSE:

To establish procedures for the operation of state vehicles operated by the Department of Emergency
Services and Public Protection/Connecticut Fire Academy (DESPP/CFA).

I1. REFERENCE
A. Department of Administrative Services (DAS) General Letter No. 115.
B. Connecticut CDL Manual
C. International Fire Service Training Association (IFSTA) Safety Manual
D. Connecticut Interlocal Risk Management Agency (CIRMA) Training Program for Operation of
Emergency Vehicles
I11. POLICY

It is the policy of the DESPP/CFA that state vehicles operated by the in accordance with ref. A.

IV. DEFINITIONS
A. “Motor” vehicle mean automobiles, trucks, buses and emergency vehicles.
B. “State-owned vehicle” means a vehicle that is owned by the State of Connecticut

C. “Official duty station: means the state-owned or leased building or other locations at which an
employee reports for duty.

V. PROCEDURES
A. Responsibilities of drivers (Ref. A.)
1. “Each driver is responsible for:
a. Being knowledgeable of, and compliant with, all of the rules and procedures outlined in

Department of Administrative Services (DAS) General Letter No. 115 and any applicable
collective bargaining agreement;
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b. Driving courteously and obeying all motor vehicle laws;
c. Ensuring that state-owned vehicles’ interiors are kept clean,

d. Promptly paying parking fines and other liability charges incurred while operating any
motor vehicle on state business. Such fines are the personal liability of the driver;

e. possessing the ability, knowledge, skill, experience and appropriate license to operate the
type of vehicle assigned;

f. Completing and submitting all required reports within established timelines;

g. Ensuring that his or her motor vehicle licenses and any required motor vehicle insurance is
kept active and up-to-date; and”

h. Notifying DESPP/CFA within 24 hours if his or her motor vehicle license is suspended,
revoked or expired.

B. Operation
DESPP/CFA Vehicles shall be operated only by personnel who have successfully completed an
approved driver-training program or by student drivers who are under the direct supervision of

a qualified driver.

2. Drivers of DESPP/CFA vehicles shall have a valid State of Connecticut license and Proof of
Insurance.

3. Vehicles shall be operated in compliance with all traffic laws of the State of Connecticut,
including sections pertaining to emergency vehicles.

4. Drivers of DESPP/CFA vehicles shall be directly responsible for the safe and prudent
operation of the vehicle under all conditions.

5. Drivers shall not move DESPP/CFA vehicles until all persons on the vehicle are seated and
secured with seat belts.

a. All persons riding in DESPP/CFA vehicles shall be seated in approved riding positions and
secured to the vehicle with seat belts at any time the vehicle is in motion.

b. Approved riding positions are designated by the manufacturer of the vehicle and must
contain a seat belt restraint.

6. Riding on the tail steps, sidesteps, running boards, in pickup truck beds, this includes state
owned vehicles and privately owned vehicles, or any other exposed position is prohibited.

7. Drivers of DESPP/CFA vehicles shall obey all traffic control signals and signs, and all laws
and rules of the road of the State of Connecticut.

8. When backing DESPP/CFA fire apparatus, a designated backup person must direct the backing
operation from several feet behind the vehicle.
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a. The backup person should be located on the drivers’ side of the vehicle in direct visual sight
of the driver and shall survey the area for hazards such as traffic, pedestrians, parked
vehicles, or other obstructions.

b. The backup person shall direct the driver in backing the vehicle using visual signals or
audible communications, as is most appropriate.

c¢. All personnel should maintain awareness of hazards, such as traffic, that may endanger the
backup person.

d. When in doubt, safety of personnel shall be placed above the risk of damage to the
apparatus.

e. Visual hand signals shall be standardized as follows:
1) Stop — Both arms raised above head crossed with fists closed.
2) Backup — Both hands motioning towards chest.
3) Left or Right — Both arms pointing in the direction the driver should turn the vehicle.
9. Fire Apparatus Backing

a. Whenever possible, the driver/operator should avoid backing the fire apparatus. When
backing, follow the safety rules below:

a. Look At Your Path of Travel

b. Back Slowly

c. Back and Turn Towards the Drivers Side When Possible
d. Use Warning Lights

e. Use a Spotter

1) The “Spotter” is for safety purposes behind the vehicle when backing and will not be
used for “Traffic Control” purposes.

2) Whenever backing, at least the spotter shall clear the way and to warn the
driver/operator of any obstacles obscured by blind spots.

3) The spotter should be to the rear and clearly visible to the driver on the driver’s side of
the unit.

4) Crossed hands over the head of the spotter indicates STOP.

5) During nighttime situations DO NOT shine any lights in the mirrors of the vehicle,
which could hinder the drivers operation and safety.
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Respiratory Protection Program
I. PURPOSE

To set requirements as outlined in the Occupational Safety and Health Administration’s (OSHA’s)
Respiratory Protection Standard (29 CFR 1910.134) and serves as the Department of Emergency
Services and Public Protection/Connecticut Fire Academy (DESPP/CFA) written respiratory protection
program. The CFA Health and Safety Officer is the designated Program Administrator.

Il. SCOPE

A. This policy covers the use of Self-Contained Breathing Apparatus (SCBA) by CFA full and part
time employees.

b. Employees required to use SCBA in the performance of their assigned duties or involved in
training in the use of SCBA will comply with this instruction.

I11. PROCEDURES
A. Self-Contained Breathing Apparatus
1. The DESPP/CFA will provide SCBAs and full facepiece for the use by employees
1. SCBA shall be certified for a minimum of 30-minute service life;

2. SCBA maintenance, cleaning, and inspection will be conducted in accordance with (IAW)
29 CFR 1910.134;

a. monthly inspections will be completed and recorded by DESPP/CFA staff,
b. employees are required to perform pre-use and after-use inspections
c. inspection records shall be maintained IAW 29 CFR 1910.134
d. SCBA:s that fail inspection will immediately be taken out of service and a repair tag will
be clearly filled out and submitted to the DESPP/CFA training office. See DESPP/CFA
Policy 03-01.
B. Fit Testing

1. DESPP/CFA will conduct fit testing for employees required to use SCBA in the normal course
of duties as assigned;
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2. fit testing will be conducted annually IAW 29 CFR 1910.134;

3. fit test records will be maintained by DESPP/CFA until the next fit test is administered.
C. Medical Evaluation

1. Medically evaluation shall be conducted on an annual basis;

2. Instructors will submit copies of Medical Clearance for Respirator Use forms from their
respective department.

3. DESPP/CFA will identify a licensed health care professional (LCHP) to provide health care
services to those instructors that are no longer affiliated with a fire department.

a. Medical evaluation shall be provided at no cost to the employee.
4. Medical Evaluation Requirements
a. Patient health history screen,

b. Pulmonary Function Test.
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Severe Weather
I. PURPOSE

To establish the guidelines for Department of Emergency Services and Public Protection/Connecticut
Fire Academy (DESPP/CFA) training during adverse atmospheric conditions.

1. POLICY

It is the policy of DESPP/CFA that this policy will apply to all on-site and off-site training evolutions
including practical skills examinations.

I11. DEFINITIONS
A. Heat Cramps

1. Heat cramps are muscle spasms which usually affect the arms, legs, or stomach. Heat cramps are
caused by heavy sweating, especially when water is replaced by drinking, but not salt or
potassium. Although heat cramps can be quite painful, they usually don't result in permanent
damage. To prevent them, drink electrolyte solutions such as Gatorade during the day and eating
more fruits like bananas.

B Heat Exhaustion:

1. Heat exhaustion is more serious than heat cramps. It occurs when the body's internal air-
conditioning system is overworked, but hasn't completely shut down. In heat exhaustion, the
surface blood Vessels and capillaries, which originally enlarged to cool the blood, collapse from
loss of body fluids and necessary minerals. This happens when you don't drink enough fluids to
replace what you're sweating away. The symptoms of heat exhaustion include: headache, heavy
sweating, intense thirst, dizziness, fatigue, loss of coordination, nausea, impaired judgment, loss
of appetite, hyperventilation, tingling in hands or feet, anxiety, cool moist skin, weak and rapid
pulse (120-200), and low to normal blood pressure. Somebody suffering these symptoms should
be moved to a cool location such as a shaded area or air-conditioned building. Have them lie
down with their feet slightly elevated. Loosen their clothing, apply cool, wet cloths or fan them.
Have them drink water or electrolyte drinks. Try to cool them down, and have them checked by
medical personnel. Victims of heat exhaustion should avoid strenuous activity for at least a day,
and they should continue to drink water to replace lost body fluids.

C. Heat Stroke:

1. Heat stroke is a life threatening illness with a high death rate. It occurs when the body has
depleted its supply of water and salt, and the victim's body temperature rises to deadly levels. A
heat stroke victim may first suffer heat cramps and/or the heat exhaustion before progressing into
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the heat stroke stage, but this is not always the case. It should be noted that, on the job, heat
stroke is sometimes mistaken for heart attack. It is therefore very important to be able to
recognize the signs and symptoms of heat stroke - and to check for them anytime an employee
collapses while working in a hot environment. The early symptoms of heat stroke include a high
body temperature (103° F); a distinct absence of sweating (usually); hot red or flushed dry skin;
rapid pulse; difficulty breathing; constricted pupils; any/all the signs or symptoms of heat
exhaustion such as dizziness, headache, nausea, vomiting, or confusion, but more severe; bizarre
behavior; and high blood pressure. Advance symptoms may be seizure or convulsions, collapse,
loss of consciousness, and a body temperature of over 108° F. It is vital to lower a heat stroke
victim's body temperature. Seconds count. Pour water on them, fan them, or apply cold packs.
Call 911 and summon an ambulance as soon as possible.

D. Hypothermia:

1. Hypothermia may be difficult to recognize in its early stages of development. Things to watch
for include unusually withdrawn or bizarre behavior, irritability, confusion, slowed or slurred
speech, altered vision, uncoordinated movements, and unconsciousness.

2. Hypothermia can occur rapidly during cold-water immersion (one hour or less when water
temperature is below 45°F). Because water has a tremendous capacity to drain heat from the
body, immersion in water only slightly cool (e.g., 60° F) could cause hypothermia, if the
immersion is prolonged for several hours. Even mild hypothermia can cause victims to make
poor decision or act drunk (e.g., removing clothing when it is clearly in appropriate). Generally,
deep-body temperature will not fall until many hours of continuous exposure to cold air, if the
individual is healthy, physically active, and reasonably dressed. However, since wet skin and
wind accelerate body heat loss, and the body produces less heat during inactive periods, body
temperature can fall even when air temperatures are above freezing if conditions are windy,
clothing is wet/or the individual is inactive.

IV. PROCEDURES

A. The Lead Instructor will

1. utilize the Heat Index in the summer and Wind Chill Chart in the winter from FEMA Publication
FA-114 to determine training evolutions.

2. take preventative action when the Heat Index is in the “Extreme Caution” Range 91° — 105° F and
the Wind Chill falls below -25° F.

B. Preventative action
1. Exposure to Extreme Heat:
The instructor(s) shall allow for frequent breaks during the training exercise, make sure that there
is adequate shelter, or other areas to cool off. The instructor(s) shall make sure that the
firefighters drink plenty of fluids. Individual drinking cups or bottles should be provided.
Firefighters suffering observable symptoms should have blood pressure tests administered on
frequent intervals and individuals evaluated for heat cramps, heat exhaustion, and heat stroke.

2. Heat illness can be prevented, using simple precautions;

a. Condition yourself for working in hot environments
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b. Start slowly then build up to more physical work.

c. Allow your body to adjust over a few days.

d. Drink plenty of liquids such as water, Gatorade or Sqwincher.

e. Don't wait until you're thirsty, by then, there's a good chance you're already on your way to
being dehydrated.

f. Electrolyte drinks are good for replacing both water and minerals lost through sweating.

g. Never drink alcohol, avoid caffeinated beverages like coffee and soda. Take a break if you
notice you're getting a headache or you start feeling overheated.

h. Cool off for a few minutes before going back to work.

i. Wear lightweight, light colored clothing when working out in the sun.

j. Take advantage of fans and air-conditioners.

k. Get plenty of rest and enough sleep at night.

I. Personal Protective Equipment protects the firefighter from heat and other elements, it also

retains the firefighter’s body heat.
m. Make sure you remove all of your personal protective equipment when taking a break,
n. Remove P.P.E. slowly, let your body adjust to the change in temp.

3. Exposure to Extreme Cold:
a. The Lead Instructor shall assess the following conditions
1. freezing rain or sleet, heavy snow, and severe winds that would make training extremely
hazardous to the firefighters.
2. make sure that there is a heated shelter to protect the firefighters on the premises, allow for
frequent breaks, check their personal well being and for possible hypothermia.

C. Exposure to Extreme Wind:

1. The possibility of strong lateral forces being placed on ground ladders (even aerials) may result in
a sideward fall or collapse.

2. The Lead Instructor shall
a. assess the situation and determine if the condition is hazardous to the firefighters.

b. Some training evolutions may be performed, but the ground ladder should be properly secured
to a building or other support.

D. Electrical Storms:

1. There will not be any training participation outside when there is eminent storms in the area.
Instructors will maintain radio contact while on the training grounds with the Program Mangers
at all times for up to the minute updates.

a. The instructor(s) shall utilize the Lightning / Storm Detector (Sky Scan) to monitor possible
lighting storms coming into the area.

b. This detector is available to be used off-site when not being used on Connecticut Fire
Academy Grounds.

2. If Severe Weather is anticipated, at least one Program Manager will monitor the computerized
Weather Station.
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Standard Operating Procedure 05-01

Introduction to the Fire Service
I. PURPOSE
This policy:
A. establishes the Department of Emergency Services and Public Protection/Connecticut Fire

Academy (DESPP/CFA) policy and procedures regarding cadets participating in Introduction to the
Fire Service,

B. defines instructor responsibilities,

C. explains counseling guidelines,

D. defines cadet maltreatment,

E. establishes instructor/chaperone staffing requirement,
F. defines the cadet daily training schedule,

G. addresses safety of instructors and cadets.

Il. POLICY

A. DESPP/CFA is dedicated to delivering training programs of the highest quality.

B. The Instructor-in-Charge (IC) and Assistant Instructor-in-Charge (AIC) will be identified in
writing and approved no-later-than (NLT) ten business days prior to the first day of class. The IC
or AIC will be on campus for the entire five-day period while classes are in session.

C. A qualified Duty Officer will be assigned for each day prior to the beginning of class.

D. Course evaluation:

1. every cadet has the opportunity to participate in the evaluation process,

2. cadet anonymity and security will be maintained,

3. cadet course evaluation forms will be collected by the IC and delivered to the Program
Manager in accordance with DESPP/CFA Policy 02-03.

E. The Program Manager/Coordinator will

1. submit a budget to the Director of Training NLT March 1,
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2. publish a training schedule prior to the first training day,

solicit and hire all instructors,

4. conduct an in-service training including but not limited to unique aspects of being responsible
for minors, Sexual Harassment Training, Gender Equity, and Cultural Diversity Training prior
vetting instructors for the program.

w

I11. PROCEDURES
A. Instructor responsibilities

1. All instructors are In local parentis (in place of the parent) and are responsible demonstrating
all due care and good judgment when working with or in the presence of cadets. Example: the
instructor may authorize medical care for a cadet with prior written consent from the parent or
guardian.

2. Instructor-in-Charge
a. is accountable to the Program Manager for all training evolutions,

b. is accountable for all evolutions or events after training concludes for the day,

c. will complete a face-to-face turn over with the assigned Duty Officer before securing for
the day.

d. will make daily radio assignments,
e. will ensure that appropriate PPE is worn by instructors and cadets at all times.
f. will hold a daily training meeting.
3. Assigned Instructors
a. will attend all required training and meetings,
b. will maintain proper PPE at all times,
c. will comply with this policy,
d. will remain cognizant that they are working with minors.
4. Instructor Uniforms

a. All instructors involved in the training of cadets will wear Academy approved uniform
times in compliance with DESPP/CFA Policy 01-10.

b. Union, fire department clothing (including ball caps, patches and pins) and civilian
clothing is prohibited.

B. Counseling and Two-deep Leadership
1. DESPP/CFA will follow Boy Scouts of America two-deep leadership model:

a. Two instructors or one instructor and a parent of a participating cadet are required for all
evolutions.
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b. At least one female chaperones must be on campus at all times when female cadets are in
the facility. The female chaperone may be an instructor, staff member or parent.

¢. No one-on-one contact

1) One-on-one contact between adults and cadets is not permitted. In situations that
require personal conferences, the meeting is to be conducted within view of other adults

and cadets.
2) Two instructors will be present for all counseling sessions.
3) When a cadet is transported, other than by ambulance, two escorts will be used.
4) When counseling involves a female cadet, one adult must be a female instructor, staff

member or parent.
5) If a female cadet is transported, other than by ambulance, at least one escort must be

female.

d. Respect of privacy

1) Instructors must respect the privacy of cadets in situations such as changing clothes and
intrude only to the extent that health and safety require.

e. No secret organizations/catch phrases

1) DESPP/CFA does not recognize any secret organizations as part of its programs
2) All aspects of the cadet program are open to observation by parents and DESPP/CFA

leadership.
f. Hazing is prohibited.

1) Physical and mental hazing and initiations are prohibited and will not be included as a
part of any cadet activity.

g. Appropriate Attire

1) Proper clothing is required for all activities.

2) Open-toed shoes are not allowed on the fire training ground or in the administration
building.
a) “Flip flops” are required in the pool deck area.
b) Cadets are encouraged to use “flip flops” when using showers.

2. Cadet counseling will be constructive and designed to improve performance. All discipline
will be approved by the Program Manager or Director of Training prior to implementation.
Corporal punishment is never authorized.

3. Constructive discipline will directly relate to the corrective action desired. Example: Cadet
repeatedly forgets his or her gloves. Action: Cadet is required to ensure that all cadets have
all PPE prior to practical skills sessions.

4. Counseling sessions will be scheduled during working hours only. Working hours for
counseling are 0800 to 2000.

5. All counseling will be documented and forwarded to the Program Manager immediately
following the counseling session.
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6. Serious offenses and repeat offenders will be referred to the Program Manager and Director of
Training for disposition.

7. Cadets that fail to follow the rules and regulations of DESPP/CFA will be disenrolled from the
program. Parent and Department Chief will be notified immediately.

C. Maltreatment

1. Defined - “to treat cruelly; handle roughly.” Synonym is abuse - “to hurt or injure by
maltreatment. To assail with contemptuous, coarse, or insulting words.”

2. Cadets will not be subject to maltreatment. Maltreatment includes, but is not limited to:
a. physical punishment
1) excessive physical training
2) crawling the perimeter
3) running the perimeter in turnout gear
b. withholding food or water
c. any form of verbal abuse including coarse or foul language
d. any form of hazing or initiation, ref. 111.B.1.f. this policy
D. Staffing Requirement
1. The Program Manager will ensure that the following cadet-to-instructor ratios are maintained:
a. practical skills evolutions requiring 5:1
1) ladder training
2) any evolution that involves charged hose lines or pressurized hydraulic equipment
3) search and rescue training
4) fire extinguisher training

5) vehicle extrication

b. all other evolutions 7:1,
C. bus trips 7:1.

2. Female instructors/chaperones will be present on campus at all times with the exception of
chaperoning a female cadet for medical transport, ref. I1l. B.c.5 of this policy, when female
cadets are attending.

a. a female duty officer will qualify as a female chaperone after hours,
b. the mother of a participating cadet will qualify as a female chaperone, but must be on the
approved list prior to the first day of class.

3. A duty EMT will be assigned daily. The duty EMT will be a member of the daily instructor
assignment and will actively participate in training.

4. A certified Safety Officer is present for all practical training evolutions.

a. The Duty EMT and Safety Officer will be indicated on the daily training schedule
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5. The duty officer may count as an instructor during normal working hours.
E. Use of tobacco products, alcohol, and controlled substances

1. Cadets are prohibited from using tobacco products (including smokeless products) during the
participation is the program. Cadets violating this policy will be sent home. Enrollment fee
will not be refunded.

2. Instructors will NOT use tobacco products (including smokeless products) in view of cadets.
Instructors who smoke will smoke only in designated areas. Smoking is prohibited on the fire
training ground.

3. Alcohol is prohibited on CFA grounds. Cadets violating this policy will be sent home.
Enrollment fee will not be refunded. Instructors violating this policy will be immediately
relieved of all duties and responsibilities and subject to termination.

4. Cadets in possession of controlled substances and/or drug paraphernalia will be disenrolled
and subject arrest. Enrollment fee will not be refunded. Instructors in possession of
controlled substances and/or drug paraphernalia will immediately relieved of all duties and
responsibilities, subject to termination and arrest.

F. Cadet Daily Training Schedule

1. Cadets will be given the opportunity for eight hours of sleep every night. Counseling sessions
after lights out are not permitted, ref. 111.B.4 of this policy.

2. Cadets will not be in the halls between the hours of 2200 and 0700.
3. Cadets will not leave the building for any reason between the hours of 2200 and 0700.

4. Within the first 48 hours, the Duty Officer assisted by the IC or AIC will conduct a fire drill
after normal training hours. The fire drill will not coincide with time scheduled for showers.

5. Sample daily schedule

0630 - Wakeup call

0700 - Breakfast

0800 - 1130 Muster/Training as scheduled

1130 - 1215 Lunch

1215 - 1700 Muster/Training as scheduled

1700 - 1815 Dinner

1815 - 2100 Muster/Graduation Practice/ Training
2100 - 2200 Cleanup/ Muster

2200 - Lights out

G. Allinstructors will comply with DESPP/CFA safety guidelines as promulgated in DESPP/CFA
Policy 04-01.
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Child Abuse and Neglect

I. PURPOSE

This order establishes the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) policy and procedures for reporting child abuse

Il. POLICY

The policy of DESPP/CFA is to protect children whose health and welfare may be adversely affected
through injury and neglect.

I11. DEFINITIONS

A. In accordance with Connecticut State statutes, Section 46b-120:

1. Child abuse is defined as a child or youth that

a. has been inflicted with physical injury or injuries other than by accidental means, or
b. has injuries that are at variance with the history given of them, or
c. is in a condition that is the result of maltreatment such as, but not limited to, malnutrition,

sexual molestation or exploitation, deprivation of necessities, emotional maltreatment or
cruel punishment.

2. Child neglect is defined as a child or youth who

a. has been abandoned, or

b. is being denied proper care and attention, physically, educationally, emotionally or morally,
or

c. is being permitted to live under conditions, circumstances or associations injurious to the
well-being of the child or youth, or
d. has been abused.

IV. PROCEDURES

A. Pursuant to Connecticut State statute Section 17a-101, CFA instructors participating in the

Introduction to the Fire Service program and staff are mandated reporters based on the following
requirements:

1. licensed or certified emergency medical services provider,
2. any person paid to care for a child in any public or private facility.

B. Reporting abuse or neglect.
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1. Oral Reports

a. An oral report shall be made by a mandated reporter as soon as practicable but not later than
twelve hours after the mandated reporter has reasonable cause to suspect or believe that a
child has been abused or neglected or placed in imminent risk of serious harm, by telephone
or in person to the Commissioner of Children and Families or a law enforcement agency.

b. The Department of Children and Families Hotline for reporting abuse or neglect is 1-800-
842-2288.

c. Instructors will notify the Program Manager and Director of Training of their suspicions and
subsequent report.

2. Written Reports

a. Within forty-eight hours of making an oral report, a mandated reporter shall submit a written
report to the Commissioner of Children and Families or his representative.

b. Written reports shall be made using DCF Form-136.

c. Instructors shall also submit a copy of the written report to the Program Manager and
Director of Training.

3. Contents of oral and written reports.
a. All oral and written reports required in sections B1 and B2 shall contain, if known:

1) The names and addresses of the child and his parents or other person responsible for his
care;

2) the age of the child;

3) the gender of the child;

4) the nature and extent of the child's injury or injuries, maltreatment or neglect;

5) the approximate date and time the injury or injuries, maltreatment or neglect occurred;

6) information concerning any previous injury or injuries to, or maltreatment or neglect of,
the child or his siblings;

7) the circumstances in which the injury or injuries, maltreatment or neglect came to be
known to the reporter;

8) the name of the person or persons suspected to be responsible for causing such injury or
injuries, maltreatment or neglect; and

9) whatever action, if any, was taken to treat, provide shelter or otherwise assist the child.

C. Medical Services

1. A child suspected of being a victim of abuse or neglect, with needed medical services, will be
referred to the Camp Physician.

D. Allegations against staff and/or instructors.
1. Upon notification from the Commissioner of Children and Families or the commissioner's

designee that a report has been made alleging abuse or neglect on the part of a staff member or
instructor:
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a. the Director of Training shall then immediately notify the child's parent or other person
responsible for the child's care that a report has been made and

b. the staff member or instructor shall be administratively removed from any contact with
children in all programs administered by DESPP/CFA until the allegations are resolved.

E. Pursuant to Connecticut Statute Sec. 17a-101e. Employers prohibited from discrimination against

witness in child abuse proceeding. Penalty. Immunity for making report of child abuse in good
faith. False report of child abuse. Penalty.

1. No employer shall discharge, or in any manner discriminate or retaliate against, any employee
who in good faith makes a report. The Attorney General may bring an action in Superior Court
against an employer who violates this subsection. The court may assess a civil penalty of not

more than two thousand five hundred dollars and may order such other equitable relief as the
court deems appropriate.

2. Any person, institution or agency which, in good faith, makes, or in good faith does not make,
the report ... shall be immune from any liability, civil or criminal, which might otherwise be
incurred or imposed and shall have the same immunity with respect to any judicial proceeding

which results from such report provided such person did not perpetrate or cause such abuse or
neglect.

3. Any person who knowingly makes a false report of child abuse or neglect ...shall be fined not
more than two thousand dollars or imprisoned not more than one year or both.

F. All staff and instructors are responsible for becoming familiar with this policy.
G. Documentation
1. The Director of Training will maintain a confidential file of all completed DCF Form-136’s.

2. All instructors involved with programs that work with children will complete a signature sheet

stating that they have read this policy. The Program Manager will maintain a file of all
signature sheets.

H. This policy is available upon request to all interested parents of children attending programs at the
DESPP/CFA.
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Administration of Medication by Unlicensed Staff — Introduction to the Fire Service

. PURPOSE

This order establishes the Department of Emergency Services and Public Protection/Connecticut Fire
Academy (DESPP/CFA) policy and procedures for the administration of Medication by unlicensed
staff.

1. POLICY

The policy of DESPP/CFA is to protect children while attending the Introduction of the Fire Service
program.

I11. DEFINITIONS
A. In accordance with Connecticut State statute, Section 19-13-B27v:

1. “Licensed staff” means “Physician,” Advanced Practice Registered Nurse (Section 20-94a CT
General Statutes), and Registered Nurse (Chapter 378 CT General Statutes);

2. “Administration of medication” means the direct application of a medication by inhalation,
ingestion or any other means to the body of a person;

3. “Medication” means any medicinal preparation including controlled substances, as defined in
Section 21a-240 of the CT General Statutes;

4. “Parent(s)” means the person(s) responsible for the child and may include the legally
designated guardian(s) of such child.

5. “Staff” means personnel with an EMR or EMT certificate or a Licensed Paramedic, who
provide a service to the Introduction the Fire Service Program.

IV. PROCEDURES

A. Pursuant to Connecticut State statute Section 19-13-B27v, CFA Instructors are not licensed staff
and are not authorized to administer medications. Staff may assist with opening containers or
packages and replacing lids.

B. Cadets will “self-administer” medications in accordance with Connecticut State statute Section 19-
13-B27v.

C. All prescription and non-prescription medications shall be secured in a locked storage container
and maintained by the duty EMT.

D. All prescription and non-prescription medications will have a corresponding “Administration of
Medication Form.”

E. All prescription and non-prescription medications will be returned to the parent at graduation.
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