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The Human Resource Policy Manual is a guide to the Highlands Fire District’s basic personnel practices and procedures.  This manual contains general statements of the District personnel policy and may not include the fine details of each and every policy.

This manual is not a part of any employment agreement with the District and any statements shall not be construed as creating an express or implied contract.  Rather, this is an information resource designed to provide guidelines as to the obligations and duties of District employees.

For purposes of administering the policies set forth in this manual, Standard Operating Procedures may be developed and adopted to outline the procedures required for implementation and/or administration of such policies.

GUIDELINES

A. These policies are issued by the authority of the Board of Directors of the Highlands Fire District, who has delegated the authority to administer these policies to the Fire Chief. In the absence of the Fire Chief, the Deputy Fire Chief has full authority. At his discretion, the Fire Chief may designate a representative to administer those duties assigned to him.

B. The Board of Directors shall have the authority to adopt, amend or repeal these Human Resource Policies.  The Fire Chief may submit recommendations for such action to the Board of Directors

C. Additionally, the Fire Chief has the authority to adopt and administer Standard Operating Procedures or Guidelines that are supplementary to, but not inconsistent with, the policies set forth in this manual.

D. Each supervisor shall have a copy of the Human Resource Policy Guidelines Manual available for use by any employee.  Additionally, the manual may be available on the computers in each District facility.

E. Questions concerning policy interpretation and application shall first be directed to the immediate supervisor.  Further assistance in clarification of policy or resolution of a policy concern shall be referred to the Fire Chief.

F. For purposes of this Human Resource Policy Guidelines Manual, the use of gender specific pronouns has been avoided whenever possible.  However, where such avoidance would have led to awkward or cumbersome language, the masculine pronoun may be used.  This use shall be considered to refer to both genders.

G. For purposes of simplification, the Highlands Fire District may be referred to within this manual as “HFD” or as “the District.”  Additionally, the Board of Directors may be referred to as “the Board.” 

H. The term “supervisor” is intended to include either an operations or support employee who directly supervises an employee.

I. It is the duty of all employees of the District to familiarize themselves with the contents of this manual and to comply with the policies set forth within it.  Additionally, it is the responsibility of each employee to ensure that when referencing the manual, it is verified to be the most recently revised version.
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