Bylaws of Tama Emergency Services

Tama Ambulance Department

A. Regular business meetings will be held on the fourth Tuesday of the month at 19:00. This meeting is to be attended by all members to insure that all are informed about all matters concerning the service. 

B. If a member misses more than 2/3rds of these meetings, with none excused, they may be subject to a board of review and discipline under the SOG for “Appointment, Dismissal and Resignation.” 

C. Training meetings will be held on the second Tuesday of the month @ 19:00. It is recommended that all members attend these meetings to keep abreast of changes in procedures. Also, EMT’s attending these meetings will be awarded CEH’s for bi-annual recertification. 

D. Business or training meetings may be temporarily changed to a different date, time or site for the convenience of the members to meet scheduling needs. 

E. Applications for membership are to be filled out prior to the regular business meeting at which the applicant is introduced. Applicants may be approved/disproved at the meeting of their introduction or at the next regular business meeting at the discretion of the Director. All approved applications will be brought to the Tama City Council for final approval at the earliest possible meeting. 

F. All new members accepted by the Tama City Council will be placed on a probation period not to exceed six months before they are considered to be “full members.” 

G. Members may be called upon to complete schooling to become certified EMS personnel as needed by the service. Members will be afforded an opportunity to take their respective schooling with no cost to them. This includes new EMT classes and continuing education.  

H. Members requesting City funds for EMT-B, EMT-I or Paramedic training will be required to serve for 1 year following their certification date. A formal contract solidifying this agreement may be required. 

I. No Tama EMS equipment or inventory will be removed from the facility or ambulances without approval of the Director.

J. Officers will be elected at the end of the year, in accordance with Tama City Code.  Should an officer resign, be terminated, or otherwise not be capable of fulfilling duties, a special election may be held to replace the officer, through the end of the current term.

K. The Paramedic/Paramedic Specialist/CCP acting as administrator will not be eligible for nomination or appointment to the position of Director, in an effort to maintain integrity and avoid a conflict of interest.  The Administrator may be nominated and elected to other positions within the membership, as warranted.

L. These Bylaws may be amended or added to with the approval of 2/3rds of the membership voting at a regular business meeting. 

M. These Bylaws cannot supercede any existing Iowa Code or Ordinances enforced by the City of Tama. 

The above Bylaws were adopted unanimously by the members present at the regular business meeting held on 06/26/2006. 
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	SOG 86.24.01                               Appointment, Dismissal and Resignation


APPOINTMENT OF MEMBERS

1. The individual seeking appointment shall submit a written application form to the Director.  This form will contain such information as the City Council may request at their discretion. The application shall be presented at the first Business Meeting subsequent to the application being submitted. The applicant must be present at his/her introduction and must be present at the following meeting when the actual vote will take place. The vote will be done by sealed ballot.  

2. The proposed appointment shall require the approval of 2/3 of the members of the ambulance service who are present at the regular monthly business meeting at which the appointment is approved.

3. Upon receiving the required 2/3 approval, the individual’s application will be submitted to the Tama City Council for final approval at the next scheduled council meeting. 

4. Upon appointment, each new member will be considered probationary for a period of 6 months.  Probationary members are subject to be reviewed by the Board of Officers prior to the end of their 6 month probation. The director will submit to the City Council the name of any probationary member whose merit is in question for recommendation of dismissal. 

DISCIPLINE & DISMISSAL OF MEMBERS

All members may be subject to progressive discipline. The line of progression will be as follows:  verbal warning, written warning, suspension, and dismissal. The Director will inform the Public Safety Chairperson(s) of all actions taken to rectify an employee performance problem. The Director, Mayor or the City Council, may present a motion for dismissal, but this must be sanctioned by the City Council. A dismissed member of the ambulance service may submit, in writing, a request for review and reconsideration of their dismissal by the City Council within 30 days of the termination date. The terminated individual shall return all city property to the Director upon the effective date. Dismissed members will not be able to reapply until one year from their last day of possible appeal or one year and thirty days from the date of termination. 

RESIGNATIONS

The resignation of any individual as an officer and/or member of the ambulance service shall be submitted to the Director or Designee. The individual who is resigning shall return all city property to the Director by the time the resignation becomes effective. The Director shall immediately file said resignation with the City Clerk for delivery to the Public Safety Chairpersons. Said resignation shall be deemed effective upon filing with the City Clerk. Any member who has resigned from the ambulance service shall comply with the provisions of new application to the ambulance service.
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	SOG 86.24.02                                                    New Employee Information


1.  All prospective members must complete and submit an application prior to attending their first business meeting. The Membership will then meet and talk with prospective member. The Director will then conduct a thorough background check as described in the Tama City Code. This will be followed by a general vote for acceptance into membership at the next month’s Business Meeting.  Acceptance by the membership will be determined by a 2/3 majority vote as described by the Tama City Code.  Each new member must then be presented to the city council for final approval.

2.  Each new member shall be on probation status for a period of six months before being considered as full members. 

3.  Personnel Folders will contain the following items and be updated each year:

a.  application for membership

b.  photo copy of current driver’s license

c.  photo copy of social security card

d.  photo copy of CPR card

e.  Hepatitis B vaccination documentation or signed release declining vaccination

f.  photo copy of auto insurance 

g.  EMT’s will have a photo copy of their EMT certification

h.  Current and previous years’ CEH forms

i.  City of Tama waiver of liability form

2.  Hepatitis B vaccinations are made available through the city.  Vaccination is required by OSHA.  If an employee refuses vaccination, they must sign a release form indicating their refusal.

3.  W-2 information sheets will be completed and submitted to the city clerk.

4.  Each member will be issued a pager.

5.  Each member will be issued a courtesy light and permit.  This light shall be used only when traveling to the scene or fire station in response to an emergency page. This permit does not excuse a member from following any traffic laws.

6.  Each member will be instructed in door lock combinations.  These numbers are never to be passed out to any non emergency service personnel.

7.  Each member will be issued a service polo shirt and jacket.  There are to be no embellishments added to these city owned clothing.  All service clothing will be returned to the city following resignation or termination to the city.  

8.  Each member will be expected to attend the business meeting scheduled for the 4th Tuesday of each month in order to obtain vital information to the functioning of our service as well as to sign up for shifts in the following calendar month.  If unable to attend, an excuse must be authorized by one of the officer’s prior to the meeting.

9.  Each member is expected to attend special training sessions to be held on the 2nd Tuesday of each month.  All EMT’s are required to complete Quarterly Skills Training to maintain their certification.  If they are unable to attend the scheduled quarterly sessions on the designated training night, it is their responsibility to make other arrangements and complete training. 

10.  No items or equipment may be removed from the building without approval by an officer.
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	SOG 86.24.03                                                                  Election of Officers


1.  An officer nomination committee shall be formed in November of each year to select officers for annual election in or no later than the January business meeting. These positions shall pass by a majority vote.

2.  The officers include:

a.  Director: oversees service business and management; governs monthly business meetings

b.  Assistant Director: assists the director and governs meetings in his absence

c.  Training Officer: responsible for ensuring appropriate and timely skills training

d.  Maintenance Officer:  responsible for general maintenance of ambulances

e.  Treasurer: manages the EMS checkbook account and monitors budget and trust fund activity

f.  Secretary: maintains minutes for monthly business meetings

3.  The officers will conduct business meetings on the 4th Tuesday of each month before the monthly business meetings. 
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	SOG 86.24.04                                                                                Scheduling 


1.  It is a service requirement to have the monthly schedule filled out and mailed to the membership prior to the first of each month.

2.  Each shift must have at least two crew members assigned, one driver and one primary attendant.  One of the EMT’s must be at least at an EMT-Basic Level or higher. The primary attendant assigned is responsible for any major decision-making in the emergency. Four crew members per ambulance is the maximum number suggested.  

3.  A typical shift consists of a 12 hour period, running from 6:00—18:00 and 18:00—6:00 the next day.  Alterations in shift start and stop time’s are to be negotiated by the members filling those times.

4.  If you are already scheduled to run and you know in advance that you cannot run at that appointed time, it is your responsibility to find a replacement.  If you cannot run once your shift has started, you need to contact the other scheduled attendant(s) or driver as soon as possible. 

5.  When a member will be taking an extended leave of absence (one week or more), this individual must submit in writing to the administration notification of such prior to the month for which the leave is requested. 
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	SOG 86.24.05                                                                          Confidentiality 


1.  In accordance with federal law, the confidentially of all patients and customers within our service situation will be respected.

2.  Suspicion of failure to maintain confidentiality will be investigated thoroughly.  Non-compliance will result in disciplinary action.

3.  Disciplinary Action will occur as described below.

A. Verbal Reprimand

B. Written Reprimand 

a. Will be copied and filed with the Mayor, Council and Medical Director

b. Will be placed in members personnel file

C. Suspension or Dismissal

NOTE: All disciplinary actions will be taken as a result of a majority vote by the Board of Officers. 
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	SOG 86.24.06                                                Tama EMS Checkbook Account


1.  The ambulance service has a personal checking account established through the Tama Fire Fighter’s Association.

2.  All monetary donations paid specifically to Tama EMS will enter this account.

3.  All money acquired through fund raisers will be entered into this account.

4.  The balance of this account can be used at the discretion of the membership.

5.  This account will be managed by the treasurer. 

6.  Monthly statements are mailed to the Ambulance Station monthly. The Director is also to be listed as an authorized signature on the account. This is to be coordinated with Lincoln Savings Bank in Tama. 

7.  No monies may be spent from the account without the consent of the membership or simple majority approval by the Tama Ambulance Officers. 
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	SOG 86.24.07                                                                        Station Parking


1.  For multiple ambulance and fire calls, responder parking and access needs to be coordinated.  Some of the fires trucks must be driven from the south side of the building around the west side of station to the north side for exit onto 4th Street.  Parking on the north parking lot must leave an open lane for trucks to pass.  Responders must park diagonally along north and south side of the parking area.

2.  Do not park in front of any emergency garage doors. Signs are posted designating that the area in front of all overhead doors is in the No Parking Zone. 
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