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Purpose: The purpose of this policy is to establish rules and regulations to be adhered to by all Bureau of Fire Prevention Employees.  Any employee who violates these rules and regulations may be subject to discipline up to and including termination.   
 
Scope: All Toms River Bureau of Fire Prevention Employees

Responsibility: It will be the responsibility of the Chief Inspector of the Bureau of Fire Prevention to ensure that all policies and procedures adopted by the Toms River Township Joint Board of Fire Commissioners be adhered to by all members of this department.   
 
Procedure: General rules and regulations will be followed by all employees of the Toms River Bureau of Fire Prevention at all times. Any deviation from these rules may result in disciplinary action.
 
COMPLAINTS RELATIVE TO BUREAU EMPLOYEES

A. Complaints against employees or volunteers of the Bureau of Fire Prevention shall be processed in the following manner.

1. During normal office hours, complaints shall be forwarded to the Chief Inspector of the Bureau of Fire Prevention.  The Chief Inspector shall notify the District No. 1 Administration office of the complaint.  The District No. 1 office shall forward the complaint to the liaisons.  

2. If the incident surrounding a serious complaint or allegation the person(s) receiving the complaint shall notify the Chief Inspector of the Bureau of Fire Prevention regardless of the time of day.  In addition, he/she shall take any immediate action necessary to preserve the integrity of the Bureau of Fire Prevention until the arrival of the Chief Inspector.

3. The employee will explain to the complainant that all facts of a complaint involving misconduct, malfeasance, misfeasance or nonfeasance, must be in written form, and addressed to the Chief Inspector of the Bureau of Fire Prevention.  No complaints will be accepted for investigation in any other fashion.

4. The Chief Inspector of the Bureau of Fire Prevention will then conduct a non-biased full investigation.  He/she will also notify the employee of the charge, in writing, within three business days of the receipt of the complaint.  

5. The investigation shall include but not limited to the following: formal statements from all parties concerned when necessary and pertinent, the gathering and preservation of any physical evidence pertaining to the case and all other information bearing on the matter.

6. The results of the investigation will be compiled in a written report.  The Chief Inspector of the Bureau of Fire Prevention and member investigating the complaint shall summarize the pertinent facts including:

a) An abstract of the complaint or alleged act of misconduct

b)  Pertinent portions of statements of all parties to the incident

c) A description of the incident, with physical evidence and other evidence relevant to the case.

d) The observations and conclusions of the investigating member.

B. Also included will be the findings as listed below:

a) Unfounded – The investigation indicates that the act or acts did not occur or failed to prove involvement of any Bureau of Fire Prevention employee

b) Exonerated – Acts did occur, but were justified, lawful and proper.

c) Not Sustained – Investigation fails to discover sufficient evidence to clearly prove or disprove the allegations made in the complaint.

d) Sustained – Investigation disclosed sufficient evidence to clearly prove the allegations made in the complaint.
e) Not Involved - Investigation established that the subject of the investigation was not involved in the alleged incident.

C. The completed report will be forwarded to the District No. 1 Administration office for dissemination to the Commissioners if necessary.  

D. Any complaints between employees will be forwarded to the Chief Inspector of the Bureau in written form and will include all facts, pertinent information and any physical evidence.  The Chief Inspector will then follow the same format as above in his/her investigation.
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