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Staff Responsibilities

Administrative:

Jason Powell / Jane Stoner

· Responsible for Line Officer’s computer, database and records kept on the computer.
· Maintain and record fire reports and statistics into computer database.
· Maintain all aspects of fire reporting for company.
· Assure that all reports are filed on time with Maryland State Fire Marshall’s Office.
· Create and maintain personnel files in computer database.
Training:
Shane Wivell / Glenn Swain 

· Maintain all aspects of training.

· Schedule, plan and conduct monthly company level training sessions.

· Prepare bi-annual MFRI training requests.

· VHC liaison to MFRI. 

· Maintain company-training board.

· Keep company update on available training opportunities.

· Ensure that minimum required training is offered annually by company. (i.e...CPR, AED, HazMat, etc.)

Maintenance:

Jim Click / Jason Powell 

· Ensure that all VHC apparatus is maintained and in safe operating condition.

· Schedule all vehicle maintenance with the appropriate repair facility.

· Maintain maintenance files on all apparatus.

· Provide a monthly report at Company meeting, and copy to Chief.

· Maintain a maintenance database in computer.

EMS:
Karyn Myers / Chris Byard

· Maintain all company EMS equipment.

· Order and stock all expendable EMS supplies.

· Assist Training Officer with EMS training.

· Assist Training Office with Member EMS certifications.

· Make recommendations to the Line Officers for EMS equipment purchases.

· Develop and institute an Infection Control Program.

· Develop and institute HIPA Program.

· Follow up on AED downloads and cardiac arrest forms required by MIEMMS

· Maintain Community AED program.

Small Equipment:

Eric Sloane

· Develop and maintain apparatus inventory sheets.

· Develop and maintain a small equipment logbook, to track equipment loaned, out for repairs etc..

· Assure that small equipment and SCBA checks are performed monthly.

· Coordinate monthly checks to include the Explorers.

· Provide a monthly report for Company meeting.

· Responsible to have necessary repairs made to small equipment.

Vance Click 

· Assist with above items and coordinate efforts with Eric Sloane.

Fit Testing / Driver Physicals

Karyn Myers:

· Schedule annual Firefighter Fit Test with Frederick County / FMH OHS.

· Schedule and maintain physicals for VHC drivers.

· Provide a listing of members conforming / not conforming to Fit Tests and Driver Physicals.

Maps / Preplans / SOG’s:

Bob Rosensteel / Shane Wivell

· Maintain Map Books and Wall Maps in station and apparatus.

· Develop and maintain Emergency Preplans.

· Develop Company S.O.G.’s

New Member Orientation

Carl White / Cliff Shriner

· Provide new members with a company orientation.

Personal Protective Equipment

· Maintain an inventory of PPE for company use.
· Distribute PPE to new members.
· Replace lost, defective or damaged PPE to members.
Apparatus and Engine Room Appearance

Cliff Shriner / Carl White

· Coordinate and insure the appearance of all apparatus.

· Coordinate and insure the appearance of engine room.







