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TABLE OF REVISIONS 

DATE DESRIPTION EDITOR APPROVED BY DATE

MISSION STATEMENT 

The mission of the Portugal Cove - St. Philip’s Volunteer Fire Department is the provision 
of emergency services to the citizens of Portugal Cove-St. Philip’s.  

VISION STATEMENT 

The goal of the Portugal Cove-St. Philip’s Volunteer Fire Department is to provide the 
highest quality emergency services to the citizens of the Town of Portugal Cove - St. 
Philip’s through the constant emphasis on excellence in training and service delivery. 

VALUES 

       The Portugal Cove - St. Philip’s Volunteer Fire Department values: 
 Integrity; 
 Safety; 
 Professionalism; 
 Commitment to the community and the department; 
 Management efficiency; 
 Mutual respect; 
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1.0     CODE OF CONDUCT AND ORGANIZATION 

1.1 Code of Conduct 
As a Firefighter, my fundamental duty is to protect or save lives and safeguard property 
and the environment in the service of my community. 

In my role as a Firefighter, I will set a good example in all actions and deeds. 

I will never use my position for personal gain, recognizing it as a symbol of public trust. 

I will constantly strive to achieve the high objectives and ideals of this department and 
shall conduct myself at all times, both on and off duty, in such a manner as to reflect 
most favorably on the department. 

I will respect, honor, and adhere to the laws and ordinances of the jurisdiction in which I 
serve. 

I will treat my fellow firefighters, and follow the direction of the officers, with respect 
and professionalism in both our standby and operational capacities. 

I will never produce or share confidential department information and will abide by the 
regulations governing confidentiality and privacy as adopted by the Town of PCSP.  

I recognize the crest of my office as a symbol of public faith, and I accept it as a public 
trust. 

I will strive to create a respectful and collaborative environment, where different 
perspectives are respected and welcomed in the professionalism of our organization. 
I will strive to attend all training drills, meetings and other events where I am expected 
and befitting my position in the organization. 
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1.2 Organization Chart 
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2.0     FIRE DEPARTMENT MEMBERSHIP 

2.1 The Portugal Cove-St. Philip’s Volunteer Fire Department (herein referred to as the 
PCSVFD) shall maintain a strong roster of active responding members.   

2.2 Recruitment will be based on departmental requirement as determined by the fire 
chief. 

3.0     DUTIES AND RESPONSIBILITIES OF FIRE DEPARTMENT MEMBERS 

3.1 All members shall act with respect and dignity toward all other members and to 
everyone outside the PCSPVFD in accordance with the PCSPVFD Code of Conduct and 
Ethics. 

3.2 All members shall avoid unnecessary property damage at emergency scenes. 

3.3 When valuables such as money, jewelry, etc. are found at an emergency scene or 
during any department activity, members are to secure such valuables and notify the 
officer in charge. 

3.4 All PCSPVFD members are to adhere to the policies and guidelines contained 
throughout this document. 

3.5 All PCSPVFD members are required to follow our Code of Conduct and Ethics, work 
within our Standard Operating Guidelines (SOG’s) and follow our Departmental 
responsibilities. 

3.6 All PCSPVFD members are expected to respond to emergency calls whenever 
possible.  

3.7 All PCSPVFD members are to attend weekly regular training sessions as scheduled by 
training coordinator. 

3.8 All PCSPVFD members shall take part in station and equipment  checks as scheduled 
by the Equipment Committee.  Members shall strive to keep the stations clean and tidy 
at all times. 
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3.9 It is the responsibility of all fire department members to fulfill their assigned 
operational duties. 

3.10 All PCSPVFD members are to maintain skill levels for all fire department operations. 
Skill levels are maintained through attendance at regular departmental training and 
through outside course offerings that are recognized by the department including, but 
not limited to, the annual Government of Newfoundland and Labrador Fire School. 

4.0     EXECUTIVE OFFICERS 
4.1 Executive officers are the fire chief and the deputy fire chief. 

4.2 The deputy fire chief will assume the role of fire chief if and when the fire chief is 
absent or delegates this responsibility. 

4.3 The secretary and the treasurer shall be elected by the total membership and may be 
so elected from any position within the membership. 

4.4 The fire chief shall preside at all meetings of the Fire Department and  shall have the 
deciding vote on all departmental matters in the event of a tie.  The fire chief shall be the 
official spokesperson and chief liaison officer of the Fire Department. 

4.5 The secretary shall keep all records and minutes of meetings and handle all 
correspondence as directed. 

4.6 The treasurer shall receive and deposit all funds accruing to the Fire Department in a 
recognized financial institution such as a bank or credit union and shall disperse  
funds on approval from the membership and/or the chief.  All such funds to be paid by 
cheque or electronic funds transfer. Checks require signatures from the treasurer and 
any one of the two other designated department signing officers.  

4.7 The treasurer shall prepare the department financial records and table a general 
meeting report of all transactions and year-to-date available funds for the membership 
and Town portions of the department funds. The treasurer shall categorize funds by use 
or event and maintain summary totals for budget planning purposes. All Town 
disbursements must be approved by the chief. 

4.8 Chairpersons of other committees, as the need arises, may be appointed by the fire 
chief.  
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5.0     FIRE CHIEF 
5.1.  The Fire Chief shall be the senior officer at all times. 

5.2  The Fire Chief  is responsible to the Town chief administrative officer and Town 
Council. 

5.3  The Fire Chief shall appoint and ensure that all officers are performing their duties 
within the Department. 

5.4.  The Fire Chief shall have final decision authority in all areas of the Department. 

5.5.  The Fire Chief shall have authority for  all budgets and incur purchases as set out in 
the Town’s purchasing policies. 

5.6.  The Fire Chief’s responsibilities and authority to manage and direct the Department 
are outlined within the Municipalities Act, 1999, the Fire Chief Regulations 26.00, and the 
Town of Portugal Cove -St. Philip’s Fire Department Operating By-Law. 

5.7. The Fire Chief performs Town fire inspections or designates same to another fire 
department member. 

5.8. The Fire Chief has discretion to compensate members for training or other Fire 
Department functions. 

5.9 Authority, responsibilities and duties of the fire chief are prescribed in the Town of 
Portugal Cove – St. Philip’s Fire Department Operating By-Law – 2024 and Amendments 
(Appendix 4). In the event of a discrepancy between the PCSPVFD Operating Policy and 
the Town of PCSP Operating By-Law, the latter (Operating By-Law) has precedent. 
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6.0    DEPUTY FIRE CHIEF 

6.1 The Deputy Fire Chief shall be the senior officer for the Fire Department in the 
absence of the fire chief, and at such times shall perform the duties, accept the 
responsibilities and have the authority of the fire chief. 

7.0    COMMAND 

7.1 At an emergency scene, the first arriving officer or firefighter will establish command 
and have authority over the emergency scene.  When a senior officer arrives, the senior 
officer will meet with the incident command and discuss the incident. If necessary and at 
the discretion of the senior officer, the senior officer will assume command or retain the 
current command structure 

7.2 The Senior officer always has the option to assume command, or to act as a 
supporting officer to captains and/or lieutenants. 

7.3 All Fire Department officers will initiate and use the Fire Incident Command System at 
all emergencies.  

8.0    CAPTAINS 

8.1 Captains are supervisors under the Occupational Health and Safety Act. 

8.2 Captains are responsible for the operations of their respective crews during 
emergency scene operations. 

8.3 Captains shall ensure that good order is maintained and that all orders and Fire 
Department directives are being adhered to by the firefighters under their command. 

8.4 Captains shall ensure that all Fire Department equipment is working properly, and 
report any deficiencies that are found to the fire chief or deputy fire chief. 

8.5 Captains shall be familiar with all Fire Department standard operating guidelines, 
policies, and directives. 

8.6 Captains shall have a good working knowledge of all firefighting procedures, Fire 
Department training manuals and Fire Department technical data. 
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8.7 Captains shall make every effort to attend all Fire Department training sessions and 
all officer training sessions and meetings.  Captains are expected to attend any and all 
live fire training where command officers are required. 

8.8 Captains may be required to assist the Training Division during i Fire Department 
training sessions. 

8.9 Captains shall assist the Fire Department in meeting all Fire Department goals and 
objectives. 

8.10 At emergencies, Captains shall assume command when they are first on the scene, 
and any other situations as detailed in Section 8.0. 

8.11 Captains may be assigned a sector officer role at any working incidents (i.e. “Fire 
Sector”, “Rescue Sector”, etc.).  This assignment would be in a supporting role to 
command. 

9.0   LIEUTENANTS 

9.1 Lieutenants are supervisors under the Occupational Health & Safety Act. 

9.2 Lieutenants are responsible for the operations of their respective crews during 
emergency scene operations. 

9.3 Lieutenants shall ensure that good order is maintained and that all orders and 
Department directives are being adhered to by the firefighters under their command. 

9.4 Lieutenants shall ensure that all Department equipment is working properly, and 
report any deficiencies to the fire chief or deputy fire chief. 

9.5 Lieutenants shall be familiar with all standard operating guidelines, policies, and 
directives. 

9.6 Lieutenants shall have a good working knowledge of all firefighting procedures, 
Department training manuals and Department technical data.  

- 10 -
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9.7 Lieutenants shall make every effort to attend all Department training sessions and all 
officer meetings,  and any all live-fire training where command officers are required. 

9.8 Lieutenants may be required to assist the training division during  Department 
training sessions. 

9.9 Lieutenants shall assist the Department in meeting all Department goals and 
objectives. 

9.10 At emergencies, Lieutenants shall assume Command when they are first on the 
scene, and any other situations as detailed in Section 8.0. 

9.11 Lieutenants may be assigned a sector officer role at any working incidents (i.e. “Fire 
Sector”, “Rescue Sector”, etc.).  This assignment would be in a supporting role to 
command. 

10.0 FIREFIGHTERS 

10.1 Firefighters shall work under the direction of a lieutenant, and/or a captain, and/or 
a senior officer/firefighter who is in charge.   

10.2 Firefighters shall perform all duties and tasks as assigned by the officer in charge, 
which reflect and are consistent with the overall Fire Department policies and guidelines. 

10.3 Firefighters shall carry out their duties and assigned tasks efficiently and promptly. 

10.4 Firefighters shall work with other firefighters in a team effort. 

10.5 Firefighters shall comply with all Fire Department rules, regulations, policies, 
guidelines and directives  

10.6 Firefighters shall attend all Fire Department training sessions i to gain and maintain 
their respective firefighting knowledge and skills. 

10.7 Firefighters shall ensure they are familiar with all firefighting equipment by 
participating in their respective equipment checks and through attendance at weekly 
training sessions. 

- 11 -
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11.0  TRAINING COORDINATOR 

11.1 The training coordinator shall be responsible to the Fire Chief for all Departmental 
training. 

11.2 The training coordinator shall be responsible for the research, design, 
implementation and review of all Fire Department training programs as per NFPA and 
Gov of NL guidelines 

11.3 The training coordinator shall make and keep accurate Fire Department training 
records, which records are to be secured on the Town’s computer network.  These 
records will be reviewed by the Fire Chief.  The Fire Department training records shall be 
constructed in accordance with NFPA 1401 “Recommended Practice for Fire Service 
Training Reports and Records” 

11.4 The training coordinator shall ensure the Fire Department’s live-fire training 
program is completed in conjunction with NFPA 1403 “Standard for Safe Live Fire 
Training Evolutions” 

12.0  TRAINERS 

12.1 Trainers shall assist the training coordinator in all Fire Department training 
objectives. 

12.2 Trainers, when requested by the training coordinator, shall assume the training 
coordinator position when the training coordinator is not available. 
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13.0  PUBLIC EDUCATION COMMITTEE 

13.1 The chair of the public education committee shall work under the supervision of the 
Fire Chief. 

13.2 The chair of the public education committee shall be responsible for the initiation of 
the fire prevention program, including. the coordinating of station tours. 

13.3 The fire chief or designate shall conduct fire inspections as sanctioned by the fire 
chief. 

13.4 The chair of the public education committee shall be responsible for the 
implementation of Fire Prevention Week activities 

13.5 The fire chief or r designate shall be responsible to build and maintain all Fire 
Department fire inspection records. 

13.6 The chair of the public education committee shall be responsible to work with the 
public education committee to ensure all public related Fire Department events are 
properly implemented. 

13.7 The chair of the public education committee shall attend all Fire Department 
training sessions and Fire Department meetings so to maintain their firefighting skills, 
represent the Fire Department Fire Prevention Program and to meet the Fire 
Department attendance policy. 
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14.0 EQUIPMENT COMMITTEE 

The equipment committee shall be responsible for weekly equipment check assignments. 

The equipment committee shall report to the fire chief any new equipment requirements 
or existing equipment deficiencies. 

The equipment committee shall provide a report of its activities at the monthly general 
meeting. 

The equipment committee shall be responsible for organizing and performing periodic 
equipment maintenance activities. 

15.0 POLICY/SOG COMMITTEE 

15.1   The Policy/SOG committee shall be responsible for all Fire Department SOG and 
SOP records and operating policy and operating by-law revisions. 

15.2   The Policy/SOG Committee shall be responsible for identifying and drafting new 
policies and guidelines. 

15.3   Any new SOP or SOG documents must be submitted to the fire chief for review and 
approval. 

15.4  The Policy/SOG committee shall present and distribute approved guidelines and 
policies to the membership. 

15.5 The Policy/SOG committee shall solicit feedback from the membership at training 
sessions and update operating policies and guidelines as necessary. 

16.0 ATTENDANCE AND CONDUCT 

16.1 All active members of the Fire Department should attend all required training and 
meetings of the Fire Department and must conduct themselves in accordance with the 
PCSPVFD Code of Conduct and Ethics. 
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16.2. The PCSPVFD utilizes the percentage rule of “25-50-25” (emergency events-
training-meetings) as the benchmark for minimum attendance.  

16.2.1. PCSPVFD attendance is reviewed regularly by the fire chief and officers. 
16.2.2 Members not maintaining minimum attendance may be subject to corrective 
action at the discretion of the fire chief and in accordance with Section 22 - 
Progressive Discipline. 

16.3 Members who are unable to attend fire department training or meetings shall notify 
the training coordinator or an officer of their absence. 

16.4 All fire department officers are expected to attend all required training and 
meetings of the fire department. 

16.4 Member conversation will be conducted in a professional manner and in accordance 
with the PCSPVFD Code of Conduct and Ethics. 

16.5 During meetings, members shall direct their conversation through the meeting 
chair. 

16.6 Fire department members shall never engage in any fire department activity if 
under the influence of alcohol or drugs.  

16.7 All privileged information discussed in meetings shall be kept confidential. 

16.8 Conduct unbecoming a fire department member, may result in disciplinary action 
through the PCSPVFD Progressive Discipline Policy. 

LEAVE OF ABSENCE 

17.1 Any member who will not be available for Fire Department operations for an 
extended period of time shall apply in writing, email or directly to the fire chief, for a 
leave of absence (LOA). Such LOA to generally not extend more than six months from the 
date of said request. 

17.2 At the discretion of the fire chief, the number of members requesting a LOA may be 
limited. 
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17.3 Any and all leaves of absence require the approval of the fire chief and will only be 
granted to firefighters who have completed and passed their probationary period. 

17.4 The maximum term for a maternity leave of absence is one year.  Extensions will be 
considered on a case-by-case basis at the sole discretion of the fire chief.  

17.5 Members returning from a leave of absence of may be required to complete a re-
training program at the discretion of the fire chief.  

17.6 Members returning from a leave of absence shall inform the fire chief , who will 
notify the officers and discuss any retraining or recertification requirements needed 
before the member can participate in active duties 

HONORARY MEMBERS 

18.1 Members who have successfully completed 20 years of honorable service shall 
become honorary life members. 

18.2 A list of  honorary members shall be kept on file by the Fire Department. 

18.5 Honorary members shall be permitted to take an active role in all of the Fire 
Department’s social functions. 

18.6 Honorary members can attend general meetings of the Fire Department, but they 
will not have active participation or voting privileges. 

18.7 Honorary Members cannot participate in Fire Department emergency operations. 
emergency scene 

18.8 PCSPVFD honorary membership is available to members who have made a 
significant contribution to the PCSPVFD and have at least five years of distinguished 
service. Honorary membership is also available to any individual who has made an 
exceptional contribution to the PCSPVFD, the Town of PCSPVFD  or any other exemplary 
public contribution.  

18.9 Applications for honorary membership  shall be completed and submitted by the 
firefighter nominator to the fire chief for consideration.    The fire chief will present the 
nomination at a general meeting for member discussion and will call for a motion and 
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vote to approve the nomination. A vote of 50%+1 of the members attending the general 
meeting is required for the nomination to be approved. 

OFFICER PROMOTION 

19.1 The officer position within the PCSPVFD will be by appointment only and 
determination of the position is at the sole discretion of the fire chief. 

19.2 The process of promotion to an officer position will include: 

19.2.1 Distribution of the opportunity through email to the PCSPVFD email group; said 
email to include a position description, duties, minimum qualifications, selection criteria, 
and an application deadline.  to  

19.2.2 An application, including a resume and cover letter, submitted to the fire chief. 

19.2.3 A selection panel including but not limited to the fire chief, deputy chief, and a 
PCSP Town official. 

19.2.4 A personal  interview in the form of a question-and-answer session in which the 
candidate’s suitability for the position is evaluated and scored by the members of the 
interview panel.  

19.2.5 Notification to the successful candidate by the fire chief. Upon acceptance by the 
successful candidate, the fire chief will notify the entire membership 

 19.2.6 The fire chief has sole authority to hire, dismiss, promote and demote in the best 
interest of the Fire Department. 

VOLUNTEER FIREFIGHTER RECRUITMENT 

20.1 Any person expressing interest in joining the PCSPVFD must do so by written 
application.  Application forms shall be made available through the Thorburn Road Fire 
Station or from the Town of PCSP website. . 

20.2 PCSPVFD applicants must have attained the age of eighteen (18) years, and must be 
a resident of the Town of PCSP. 
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20.3 PCSPVFD recruitment will be determined by the fire chief who will obtain approval 
from the Town through a request to the Fire and Emergency Services Committee or 
Town CAO. 

20.4. Advertisement for recruitment  will include a closing date. 

20.5 Applications shall  be reviewed with the training coordinator and/or officers. 

20.6 Notices to successful applicants shall include an invitation to an introduction session 
in which the PCSPVFD recruit training program will be described including the start date 
and duration of the training program. The PCSPVFD recruit training program is designed 
to the NFPA 1001 (Firefighter Level I) minimum job performance requirements for 
structural firefighters.   

20.7 All potential volunteer firefighter recruits must supply a valid medical release from a 
doctor. 

20.8 All volunteer firefighter recruits must supply a valid Criminal Record  Check and 
Volunteer Sector Check from the Royal Newfoundland Constabulary. 

20.9 All volunteer firefighter recruits must supply a valid driver’s license and an official 
driver’s abstract from the Government of Newfoundland and Labrador Motor 
Registration Division. 

20.10 An applicant, who is not accepted to the PCSPVFD training program may make 
application at the next hiring process. 

20.11 Upon successful completion of the recruit training program, PCSPVFD recruits will 
be assigned a Fire Department pager and considered active probationary firefighters. 

20.12 The probationary period for recruits is typically six months. The length of the 
probationary period can be modified subject to the operational needs of the Fire 
Department and at the discretion of the fire chief. ,during which time probationary 
recruits are paired with a mentor who is typically an officer or senior firefighter. The 
mentor, officers and training coordinator will evaluate probationary recruits individually 
on attendance metrics, performance and aptitude to determine further training needs if 
any and general suitability for the fire service. The fire chief can delay or shorten a 
recruit’s active status.
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20.13 Probationary recruits will be paired with a mentor who is typically an officer or 
senior firefighter.  

20.14 The fire chief, officers, mentor, and training coordinator will evaluate probationary 
recruits individually on attendance, performance and aptitude to determine further 
training needs and general suitability for the fire service.  

20.15 The fire chief has sole responsibility in the decision to migrate a probationary 
firefighter to the regular firefighter status. 

GENERAL MEETINGS 

21.1 Order of Business – The general meeting chairperson should follow the approved 
order of business as outlined in section 12.3.   

21.2 The chairperson may change the order of business if necessary. 

21.3 Order of Business items: 
21.3.1 Call to order.  
21.3.2 Adoption of Minutes of previous meeting/s. 
21.3.3 Review of old business and action items. 
21.3.4 Financial Report. 
21.3.5 Committee Reports: Public Education; Training; Equipment. 
21.3.6 Membership. 
21.3.7 New Business. 
21.3.8 Adjournment. 

GRIEVANCES 

22.1 When a member of the Fire Department claims they have been treated unfairly, 
the member  may make a written complaint to the fire chief stating the alleged 
grievance.  

22.2 The fire chief will assess the grievance and respond in writing to the author upon 
completion of an investigation. 

22.3 The fire chief may investigate the grievance solely to find a resolution, or the fire 
chief may refer the grievance to the Town of PCSP human resources personnel. 
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22.4 If the grievance is of a personal nature, the fire chief may conduct separate 
interviews with the initiator of the grievance, and the member/s who are the subject of 
the grievance.  

22.5 The fire chief has sole authority to make  a ruling on the any grievance. However, 
an appeal can be made by either party to the complaint through formal written 
submission  i to the fire chief requesting to appeal the decision utilizing Section 23:11 of 
the PCSPVFD Disciplinary Appeal Procedure. 

22.6 If the fire chief is the subject of the grievance, the aggrieved party shall follow the 
procedures as outlined in Sections 23.1 – 23.7 EXCEPT the deputy fire chief will 
adjudicate the grievance in the place of the fire chief. The deputy fire chief will consult 
with the Town of PCSP human resources personnel. The Town of PCSP human resources 
division will have final authority in grievances involving the fire chief. 

22.7 If a  ruling includes disciplinary action, such disciplinary action will be administered 
as prescribed in the PCSPVFD  Progressive Discipline Policy. 

PROGRESSIVE DISCIPLINE 

23.1 The purpose of this policy is to establish a fair, consistent, and constructive system 
of progressive discipline for members of the Fire Department. Progressive discipline is 
intended to correct inappropriate behavior, improve performance, and maintain high 
standards of safety, professionalism, and public trust while respecting the rights of 
employees. 

23.2 The Fire Department is committed to maintaining discipline through education, 
counseling, and corrective action whenever possible. Discipline shall be applied fairly, 
consistently, and without discrimination. The level of discipline imposed will be 
proportionate to the nature and severity of the offense, the employee’s past record, and 
any mitigating or aggravating circumstances. 

Nothing in this policy limits the department’s authority to impose more severe discipline 
when warranted by the seriousness of the misconduct. 
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23.3. This policy applies to all Fire Department members, and operates in conjunction
 with all applicable laws, collective bargaining agreements, civil service rules, and

        departmental policies.  
23.4. Progressive discipline shall be guided by the following principles: 

23.4.1 Consistency: Similar violations receive similar discipline. 
23.4.2 Fairness: Employees are given notice of expectations and an opportunity

 to respond.               
23.4.3 Timeliness: Discipline is addressed promptly. 
23.4.4 Documentation: All disciplinary actions are properly documented. 
23.4.5  Corrective focus: Discipline is intended to improve performance and

 behaviour.  
23.4.6  Safety first: Firefighter actions that threaten department or public safety

        may be subject to immediate severe disciplinary action. 
23.5. Non-Disciplinary Corrective Actions can include the following: informal
          counseling; coaching; additional training. 
23.6. Progressive Discipline Steps 

Discipline will generally follow the steps below subject to the severity of the
  offense:

Step 1: Verbal Warning 
Used for minor violations or first-time offenses. 
Supervisor discusses the issue, expected behavior, and
consequences of continued misconduct. 
May be documented in supervisory notes but not placed in the
official personnel file.

Step 2: Written Warning 
Used for repeated minor violations or more serious misconduct. 
Written notice outlining: 

The nature of the violation. 
Relevant policies or rules.
Required corrective action.
Consequences of further violations.
Placed in the employee’s personnel file. 

Step 3: Suspension or Disciplinary Probation 
Used for continued misconduct or serious violations. 
May include: 

Suspension. 
Disciplinary probation for a defined period. 
Written notice issued specifying duration and
conditions for return to good standing.

Step 4: Demotion or Termination 
- 21 -
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Used for severe misconduct, gross negligence, or
repeated violations. 
Termination may occur without prior steps when
warranted.
All applicable due process requirements must be
followed. 

23.7. Serious Misconduct 
Certain actions may result in immediate suspension or termination, including
but not limited to:

Conduct endangering the safety of the public or department members. 
Criminal acts or violations of law.
Theft, fraud, or dishonesty. 
Substance abuse while on duty. 
Harassment, discrimination, or retaliation.
Gross insubordination.

23.8. Due Process 
Employees subject to discipline shall be afforded due process, including: 

Notice of the alleged violation. 
An opportunity to respond or explain. 
Representation as permitted by law or labor agreement. 
Review by appropriate command staff or appointing authority. 

23.9. Documentation 
All formal disciplinary actions shall be documented and maintained in the
employee’s personnel file in accordance with record retention laws and
departmental policy. 

23.10. Appeals and Grievances 
Employees may appeal disciplinary actions through established grievance
procedures, civil service processes, or collective bargaining agreements, as
applicable.  

23.11. Review and Administration 
The fire chief or designate is responsible for administering this policy. This
policy shall be reviewed periodically and updated as necessary to ensure
compliance with applicable laws and best practices. 
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24.0 FIREFIGHTER / FIRE OFFICER OF THE YEAR/FIREFIGHTER’S CHOICE AWARD 

24.1 Firefighter / Fire Officer of the Year AND Firefighter’s Choice awards shall be 
presented at the department’s annual ball. 

24.2 Firefighter / Fire Officer of the Year is awarded toa firefighter (fire officer) who has 
displayed outstanding performance and dedication to the department in the 12 months 
prior to the annual ball. 

24.3 To be eligible for the Firefighter of the Year award, members shall have successfully 
completed 12 months of active service beyond their probationary period.  

24.4 To be eligible for the Fire Officer of the Year award, the member shall be eligible for 
the Firefighter of the Year award and shall have successfully completed 12 months of 
active service in an officer role. 

24.5 To be eligible for the Firefighter’s Choice award, members shall be active and in 
good standing. 

23.6 The selection process for Firefighter / Fire Officer of the year shall be via nomination 
conducted by the membership in the month prior to the scheduled annual ball. 

24.7 The fire chief will invite nominations from the membership via email or written 
submission. 

24.8 A selection committee comprising at least one officer, one member and a Town of 
PCSP official  (officer and member having not been nominated) will conduct a review of 
the nominated candidates. The review will be based on attendance metrics taken from 
the departmental “OneFireHall” application. This information will be entered to a 
selection matrix having weighted categories for calls attendance, training attendance, 
equipment checks attendance, public education/fire prevention events attendance and 
for the number of nominations received by the candidate. The member (officer) with the 
highest score reflecting the best attendance and most nominations will be the award 
winner. In the event of a tie, the award will be shared between the highest scoring 
members (officers). 

24.9 The selection committee, with justification, reserves the authority to select other 
than the highest scoring individual.  
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24.10 The fire chief will act in an advisory role only to provide background and 
information as requested by the selection committee. 

24.11 All awards will be presented at the annual ball. 

25.0 AMENDMENTS 

25.1 The Fire Department Operating Policy will be reviewed every two (2) years. 

25.2 The Fire Department Standard Operating Policies (SOPs) and Guidelines (SOGs) will 
be reviewed annually and updated as necessary. 

25.3 Any amendments to the PCSPVFD operating policies or guidelines  shall be 
forwarded to the Office of the Fire Chief for approval. 

25.4 No amendment shall be contradictory to the PCSPVFD Policies and Guidelines or 
the Town of Portugal Cove – St. Philip’s Fire Department Operating By-Law. 

26.0 ENACTMENT AND ENDORSEMENT 

The Portugal Cove - St. Philip’s Volunteer Fire Department Operating Policy (Amended) 
shall come into effect on the ______ day of ____________, 2026. 

____________________________________, Fire Chief 

Town of Portugal Cove - St. Philip’s 

____________________________________, Mayor 

Town of Portugal Cove - St. Philip’s 
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Date: __________________ Signed:___________________________________ 

Date Effective   March, 2012 
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Appendix 2 – Harassment Policy 

Town of Portugal Cove-St. Philip’s 

Pursuant to the authority invested in the Town Council of Portugal Cove-St. Philip’s and 
in accordance with the guidelines set out by the Canadian Human Rights Commission, the 
Town of Portugal Cove-St. Philip’s has adopted the following policy on the 21st day of 
June 2005. 

1. Title

This document shall be known and cited as the Harassment Policy. 

2. Interpretation

Council- shall mean the Town Council of Portugal Cove-St. Philip’s. 

Harassment-shall be defined as any behaviour that demeans, humiliates or embarrasses 
a person, and that a reasonable person should have known would be unwelcome. It 
includes actions, comments or displays. It may be a single incident or continue over time. 

Examples of harassment include: 
Unwelcome remarks, slurs, jokes, taunts, or suggestions about a person’s body, clothing, 
race, national or ethnic origin, colour, religion, sex, marital status, family status, physical 
or mental disability, sexual orientation, pardoned conviction, or other personal 
characteristics. 
Unwelcome sexual remarks, invitations, or requests (including persistent, unwanted 
contact after the end of a sexual relationship). 
Displays of sexually explicit, sexist, racist, or other offensive or derogatory material. 
Written or verbal abuse or threats. 
Practical jokes that embarrass or insult someone. 
Leering (suggestive staring) or other offensive gestures. 
Unwelcome physical contact, such as patting, touching, pinching, hitting. 
Patronizing or condescending behaviour. 
Humiliating an employee in front of co-workers. 
Abuse of authority that undermines someone’s performance or threatens their career. 
Vandalism of property. Physical or sexual assault.
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9. Date Effective

April 19, 2022, Motion #2022-145 

10. Repeals

This policy rescinds all previous policy on the subject matter. 
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Appendix 3 – Social Media Policy 

Town of Portugal Cove-St. Philip’s 

Pursuant to the authority vested in the Town Council of Portugal Cove- St. Philip’s 

the Town Council has adopted this policy on the 26th of April, 2025  

1.0  TITLE  

1.1   This document shall be known and cited as the Social Media Policy.  

2.0  Interpretations 
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Appendix 4 – Town of Portugal Cove – St. Philip’s Fire Department 
Operating By-Law January 1, 2025. Council Resolution #2024-498 
Fire-Department-Operating-By-Law-20250101.pdf 

Attached version of the Operating By-Law Current as of February 3, 
2026.

https://pcsp.ca/site/uploads/2024/12/PCSP-Fire-Department-Operating-By-Law-20250101.pdf
DRowe
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