
 

Jefferson County Emergency Services Agency 0001 
Administrative Policies & Operating Guidelines 

Page 1 of 3 

Table of Contents 
 
  Updated: 11/1/16 
 
Administrative Policies (1000 – 1999) 

1000 – 1099:  INTRODUCTION 

1000: Exordium 

1001: Policy & Guideline Development 

Process 

1040: Equal Opportunity Employer 

1050: Hiring Process for Field Personnel 

1060: Introductory Period 

1070: Employee Orientation Program 

1080: Safety 

1090: Travel Expense & Reimbursement 

1100 – 1199:  COMPENSATION 

1100: Field Staff Scheduling 

1110: Compensation Method 

1120: Overtime 

1130: Holidays and Holiday Compensation 

1140: Seniority 

1150: Workers Compensation 

1160: Personal Leave 

1162: Medical Leave 

1164: FMLA 

1166: Bereavement Leave 

1168: Military Leave 

1170: Compensatory Leave 

1172: Leave of Absence Without Pay 

1174: Jury Duty 

1176: Administrative Leave 

1180: Payroll Deductions 

1182: Employees Retirement System 

1184: Group Health and Life Insurance 

1190: Flex Time 

1192: Pay Grade Table 

1200 – 1299:  PROCESS 

1210: Disciplinary Action 

1220: Grievances 

1230: Separation from Employment 

1240: Employee Access to Personnel Files 

1300 – 1399:   General Administrative 

Guidelines 

1310: Freedom of Information Act Requests 

1400 – 1499:  CONDUCT 

1400: Governmental Ethics 

1410: Political Activity 

1420: Pecuniary Interests 

1430: Tobacco, Alcohol, Drugs, & Controlled 

Substance Policy 

1440: Use of Computer and Information 

Systems and Equipment 

1445: Social Media 

1450: Workplace Harassment Policy & 

Compliance Procedure 

1460: Respectful Workplace 

1470: Non-Discrimination 



 

Jefferson County Emergency Services Agency 0001 
Administrative Policies & Operating Guidelines 

Page 2 of 3 

 
1500 – 1699:  GENERAL EXPECTATIONS 

AND REQUIREMENTS 

1510: Hours and Place of Work 

1520: Reporting to Work Notification 

1530: Station Duties – Volunteer Stations 

1531: Station Duties – Station 11 

1540: Facility Physical Security 

1550: Annual Employee Physical 

1600: Employee Staff Meetings 

1607: Grooming Standards 

1610: Uniform Standards 

1611: Uniform Allowance 

1620: Dress Uniform Standards 

1630: Telephone Usage  

1640: Cell Phone / Camera Use  

1680: Operators License Review 

1690: Fitness for Return to Duty Policy 

1700 – 1799:  (OPEN) 

1800 – 1899:  POSITION DESCRIPTIONS  

1840: Job Description: EMT 

1850: Job Description: Paramedic 

1860: Job Description: Lieutenant 

1870: Job Description: Captain 

1880: Job Description: Deputy Director 

1890: Job Description: Director 

1900 – 1999:  EMPLOYEE PROGRAMS 

1905: Critical Incident Stress Management 

1910: Physical Fitness Program 

1920: Awards & Recognition 

Operating Guidelines (2000 – 2999) 

2000 – 2099:  (OPEN) 

2100 - 2199:   GENERAL STAFFING 

GUIDELINES 

2110: Open Shift 

2120:  Weekend EMT Position Guidelines 

[Repealed] 

2200 – 2299: TRAINING  

2210: Training Compensation & 

Reimbursement 

2220: Training Equipment 

2300 – 2399:  GENERAL EMERGENCY 

RESPONSE AND INCIDENTS 

2315: Safety Vest Usage 

2320: Emergency Vehicle Operation 

2325: Use of Vehicle Computer [Repealed] 

2330: On Duty Officer Incident Response 

2340: Radio Communications 

2350: Scene Management 

2355: WVOEMS Special Operational Policies 

[Repealed] 

2360: Ambulance 11 Response 

2370: Employee Involved Motor Vehicle 

Collision 

2380: Infection Control 

2390: Handling & Transportation of 

Deceased Patients 

2400 – 2499:  EMS 

2410: EMS Response 



 

Jefferson County Emergency Services Agency 0001 
Administrative Policies & Operating Guidelines 

Page 3 of 3 

 
2440: Patient Handling 

2450: Provider Skills Evaluation 

2460: Field Placement Program  

2465: Downgrading Calls from ALS to BLS 

2470: Infectious Waste Disposal [Repealed]  

2475: Internship Program 

2480: Medication Management  

2483: Patient Care Documentation 

2485: Quality Management Program 

2490: Security, Levels of Access, and 

Limiting Disclosure and Use of PHI 

2495: Filing Complaints about Privacy 

Practices  

2500 – 2599:  FIRE  

2510: JCESA EMS Units Responding to Fires 

2600 – 2699:  RESCUE  

2700 – 2799:  HAZARDOUS MATERIALS 

2710: Hazardous Materials 

2800 – 2899:  Major Equipment 

Deployment 

2810: Public Education Trailer 

2820: Mass Casualty Incident Trailer 

2830: Reserve Ambulance 11 

2900 – 2999:  (Open)  

 










































































































































































































































































































































































































