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PREPARATION:





	MOTIVATION:





	Proper documentation is essential to any personnel action whether such action is positive or negative.





	OBJECTIVE (SPO):  10-4                       T-FOI-10-4-1





	The student will be able to apply administrative procedures of the authority having jurisdiction by using the appropriate forms for documentation from memory, without assistance, to an accuracy of 70%.





	OVERVIEW:                                    T-FOI-10-4-2





	Forms for Administrative Procedures


	*  Administrative Forms


	*  Local Jurisdictional Forms


�
SESSION 10-4	FORMS FOR ADMINISTRATIVE PROCEDURES








SPO 10-4	The student will be able to apply administrative procedures of the authority having jurisdiction by using the appropriate forms for documentation from memory, without assistance, to an accuracy of 70%.





10-4-1	Be able to fairly and properly apply the proper administrative procedure for the authority having jurisdiction using the correct forms for:  (NFPA 1021, 2-2.5 a-k) (2-4.4)





		a)	Disciplinary actions


		b)	Member discharge


		c)	Transfers


		d)	Promotions


		e)	Compensation/member benefits


		f)	Pay request for temporary positions


		g)	Sick leave


		h)	Vacation leave/casual leave


		i)	Commendation


		j)	Grievances


		k)	Change in member benefits





10-4-2	Be able to apply the proper administrative procedures for the authority having jurisdiction using local jurisdictional forms.  (NFPA 1021, 2-4.4)


�
I.	Administrative Forms (10-4-1)





	A.	Disciplinary action through member discharge





		1.	Must be specific





			a.	Charges





			b.	Actions





		2.	Must follow progressive discipline process





		3.	Certain exceptions





			a.	Crimes





			b.	As determined by authority having jurisdiction





		4.	Documentation - prevents legal ramifications





	B.	Transfers and promotions





		1.	May be standard form





		2.	May use memorandum style





			a.	Date 





			b.	To





			c.	From





			d.	Subject





	C.	Changes in compensation/member benefits and pay request for temporary/acting position











	D.	Leave requests





			a.	Sick





			b.	Vacation





			c.	Casual/personnel





			d.	Administrative





	E.	Commendation





		1.	Must be documented





		2.	Can be used in conjunction with performance appraisal





	F.	Grievances





		1.	Follow policy





		2.	Document accurately





		3.	Lowest level resolution�
T-FOI-10-4-3A


Document of record.  First step in progressive discipline





T-FOI-10-4-3B


Statement of Charges


T-FOI-10-4-3C


Notice of Disciplinary Action
































T-FOI-10-4-4A, B


Request for Transfer,


Promotion


T-FOI-10-4-4C


Blank memo form


























T-FOI-10-4-5


Personnel Action form


Pay request may use memorandum style


T-FOI-10-4-6


Leave request form 


May use memorandum style




















T-FOI-10-4-7


Special Award for Performance memo





May use memorandum style





T-FOI-10-4-8





Grievance form





May use memorandum style�
�



II.	Local Jurisdiction Forms (10-4-2)�
Use any AHJ forms relevant to this session�
�
�
SUMMARY


                                                                  





	REVIEW:                                         T-FOI-10-4-9





	Administrative Procedure Forms


	*  Administrative Forms


	*  Local Jurisdictional Forms








	REMOTIVATION:





	Proper documentation is essential to any personal/member action, whether it is positive or negative.





	ASSIGNMENT:





	List each form and/or report maintained in your individual station/department explaining its purpose, when it is used, and its proper routing.
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	EVALUATION:
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