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POLICY TITLE: Harassment
POLICY NUMBER: 2215
APPROVAL DATE: 11/18/08

2215.1

2215.2

2215.3

2215.4

2215.5

Southern Inyo Fire Protection District is committed to providing a work environment for its
employees that is free of harassment. The District prohibits sexual harassment (see Policy# 2210) and
harassment because of race, religious creed, color, national origin or ancestry, physical or mental
disability, medical condition, martial status, age, sexual orientation or any other basis protected by
federal, state, or local law, ordinance or regulation. This policy applies to all persons involved in the
operation of the District and prohibits harassment by any employee of the District; supervisors and
co-workers.

Harassment because of race, religious creed, color, national origin or ancestry, physical or mental
disability, medical condition, marital status, age, sexual orientation or any other protected basis is
prohibited, including, but not limited to the following behavior:

2215.2.1 Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual
advances, invitations or comments;

2215.2.2  Visual conduct such as derogatory and/or sexually oriented posters, photography,
cartoons, drawings, or gestures;

2215.2.3  Physical conduct such as assault, unwanted touching, blocking normal movement or
interfering with work because of sex, race or any other protected basis; and,

2215.2.4 Retaliation for having reported or threatened to report harassment.

If any employee of the District believes that they have been harassed, they should provide a written
complaint to their supervisor or the General Manager as soon as possible after the incident. Their
complaint should include details of the incident(s), name(s) of the individual(s) involved, together
with the name(s) of any witness (es).

2215.3.1 Staff receiving harassment complaints will refer them immediately to the General
Manager or the Chairperson of the Board of Directors (in the event the complaint
involves the General Manager), who will undertake an immediate thorough and objective
investigation of the harassment allegation(s).

If it is determined that harassment has occurred; effective remedial action will be taken in accordance
with the circumstances involved. Any employee determined to be responsible for harassment will be
subjected to appropriate disciplinary action, up to and including termination. Whatever action is
taken against the harasser will be made known to the employee lodging the complaint, and
appropriate action will be taken to remedy any loss to the employee resulting from the harassment.
Retaliation by management or co-workers against anyone filing a complaint will not be permitted or
tolerated.

Employees are encouraged to immediately report any incident of harassment so that complaints can
be quickly and fairly resolved.
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Confidentiality
2217
02/16/10

2217.1.1 This policy is to establish procedure for maintaining confidentiality of

2217.1.2

information protected by Local, County, State, and Federal Laws pertaining to
medical information, personal identification, and other sensitive information.

This policy does not exempt the Fire District or its staff from the responsibilities
inherited by any law governing the protection of medical, personal, and
government classified information.

Background

2217.2.1

2217.2.2

2217.2.3

Policy

2217.3.1

In the course of providing services as described in the Health and Safety Code,
Fire District Law of 1987, the Southern Inyo Fire Protection District may collect
information from anyone directly or indirectly receiving services from the Fire
District.

Information gathered in the course of providing services to the public may be
used to document the occurrence of the emergency or non-emergency event,
provide evidence of services rendered, billing for services rendered, preplanning,
or enforcement purposes.

Information may be collected on paper forms, computers, or recording devices,
such as voice recorders and cameras, as approved by the Fire Chief.

Information Collection

2217.3.1.1 Any person working for the Fire District who directly or indirectly is
involved in the delivery of services rendered by the Fire District,
whether for emergency purposes or otherwise, is considered to be a
representative working for the Fire District. Additionally, any Fire
District staff or Board Member; regardless of duty status, may be
perceived as actively engaging as a representative of the Fire District
at any time.

2217.3.1.2 All information collected for the purpose of billing for services
rendered, investigation for cause, issuing permits, or for code
enforcement, is property of the Fire District. Persons as described in
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2217.3.1.1 are responsible to hold such information in trust of the
Fire District and will immediately deliver all said information to the
Fire Chief for proper processing.

2217.3.1.3 Use of personal recorders and cameras used to collect information
about any person to whom the Fire District is directly or indirectly
rendering services, are strictly prohibited without the direct consent
of the Fire Chief or an incident commander. In the event that consent
is given to use personal recorders or cameras, that information
becomes property of the Fire District and as described in section
2217.3.1.2.

2217.3.1.4 All papers, forms, or other documents used to collect information
about the person or persons the Fire District is directly or indirectly
rendering services to, is property of the Fire District and as
described in section 2217.3.1.2.

2217.3.1.5 Use of electronic devices to photograph people who are either
directly or indirectly receiving service from the Fire District, is
strictly prohibited without written consent from the person or
persons involved.

2217.3.2 Information Storage

2217.3.2.1 All information collected as described in this policy will be stored at
the Fire District's main office. No employee of the Fire District will
hold or store information as described in this policy on any personal
electronic device or in paper form without authorization of the Fire
Chief.

2217.3.3 Information Security
2217.3.3.1 All information collected by all forms of media shall be stored at the
Fire District office. Information will be made available by the Fire
Chief by request as prescribed by law.
2217.3.3.2 Sharing of personal information is restricted to direct consent of the
person whose information is being requested and such consent must

be in writing.

2217.3.3.3 Transfer of medical information is restricted as prescribed by the
HIPAA law.
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2217.3.3.4 Any response to a request from the public to obtain specific

information from the Fire District must be carefully edited to ensure
confidentiality, by obscuring personal information, such as but not
limited to, names, addresses, financial account numbers, and social
security numbers. Furthermore, any request for information from
the public may also be restricted or prohibited by HIPAA law.

2217.3.4 Violations and Disciplinary Action

2217.3.4.1

2217.3.4.2

2217.3.4.3

2217.3.5 Appeals

2217.3.5.1

2217.3.5.2

2217.4 Effective Date

All violations of this policy will be investigated by the Fire Chief
and/or the Board of Directors.

Punitive action will be weighed against the nature of the violation
and damages incurred.

2217.3.4.2.1 Disciplinary action may include written corrective
action against the staff member for minor offenses.
Serious offenses may include termination from
employment. Additionally, the violator may be subject
to punitive action as described by applicable law.

Record of any violation of this policy will remain in the employee's
personnel record for a minimum of one year. A second violation of
this policy within one year will result in termination of employment
with record of the violations permanently maintained in the
employee's personnel file.

Employees that receive disciplinary action under this policy may
request an appeal within thirty days of the action.

Employees must make a request to appeal disciplinary action to the
Fire Chief who will arrange for the issue to be added to the next
regular meeting of the Board of Directors.

2217.4.1 This policy will become effective thirty days after Board approval.
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POLICY TITLE: Affirmative Action
POLICY NUMBER: 2220
APPROVAL DATE: 11/18/08

2220.1 Itis the policy of the Southern Inyo Fire Protection District that there shall be no
discrimination based upon race, national origin, religion, sex, physical handicap, veteran' s
status, or age in any personnel action, including recruitment, appointment, performance
evaluation, promotion, the granting of leaves, and any disciplinary or grievance action.

2220.2 This policy contains two major commitments:

2220.2.1 To recognize both a moral and legal obligation to work toward a work force
composition reflecting the mix of ethnic minorities and women in the labor
markets from which the District draws its staff.

2220.2.2 To make a demonstrable and deliberate effort in hiring to solicit applications
from minority and women candidates in all cases where their representation is
below the labor force standard.

2220.3 Allegations of wrongdoing, such as arbitrary and discriminatory action, should be made
through the "Grievance Procedure”, as described in Policy# 2180, or complaints to
regulatory agencies.
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POLICY TITLE: Equal Opportunity
POLICY NUMBER: 2225
APPROVAL DATE: 11/18/08

2225.1 The District employs persons having the best available skills to efficiently provide high
quality service to the public.

2225.2 The District provides equal opportunity for all persons in all aspects of employment,
including recruitment, selection, promotion, transfer, training, compensation, educational
assistance, benefits, discipline, working conditions, reduction in force, reinstatement and all
other matter of employment.

2225.2.1 Such equality of opportunity shall be based solely on job related knowledge,
skills, and job performance, and shall be without discrimination because of race,
color, religion, national origin, sex, age, sexual orientation, handicap, veteran
status, or any other factor unrelated to job performance.
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POLICY TITLE: Nepotism
POLICY NUMBER: 2230
APPROVAL DATE: 11/18/08

2230.1 Itis the policy of Southern Inyo Fire Protection District to seek for its staff the best possible
candidates through appropriate search procedures. There shall be no bars to appointment of
close relative in any staff category in the same or different departments so long as the
following standard is met:

2230.1.1 No employee shall vote, make recommendations, or in any way participate in
decisions about any personnel matter that may directly affect the selection,
appointment, promotion, termination, other employment status, or interest of a
close relative.

2230.1.1.1 For the purpose of this policy, "close relative" is defined as husband,
wife, mother, father, son, daughter; sister, and brother.

2230.1.2 When an individual is considered for appointment in a department in which an
immediate family member is already assigned, review of this fact shall be
required at all appointing levels. The objective of this review shall be to assure
equity to all members of the department.
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POLICY TITLE: Outside Employment
POLICY NUMBER: 2240
APPROVAL DATE: 11/18/08

2240.1 No District employee shall be permitted to accept employment in addition to or outside of
District service if:

2240.1.1 The additional or outside employment leads to a conflict, or potential conflict of
interest for said employee; or,

2240.1.2 The nature of the additional or outside employment is such that unfavorably on
the District; or,

2240.1.3 The duties to be performed in the additional or outside employment are in
conflict with the duties involved in District service.

2240.2 Anemployee who does have additional or outside employment shall not be permitted to use
District records, materials, equipment, facilities, or other District resources in connection
with said employment.
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