
Agenda 

San Mateo Consolidated Fire Department 
Board of Directors Regular Meeting 

Wednesday, July 10, 2019 – 5:30 P.M. 
    San Mateo City Hall, Room C, 330 W. 20th Ave., San Mateo 

1. OPENING

1.1. Call to Order & Determination of a Quorum

1.2. Pledge of Allegiance

1.3. Roll Call

2. AGENDA CHANGES

The Chair/Board Member may change the order of the Agenda or request discussion of a
Consent Item. A member of the public may request discussion of a Consent Item by
completing a speaker’s slip and presenting it to the Board Clerk prior to Public Comment.

3. PUBLIC COMMENT

Public Comment is limited to 15 minutes, with a maximum of three (3) minutes per speaker. If
you wish to address the hearing body, please complete a “Speaker’s Card” and give it to the
Clerk of the Fire Board. If you are addressing the Board of Directors on a non-agenda item,
the Board of Directors may briefly respond to statements made or questions posed as allowed
by the Brown Act (GC 54954.2).  The Board of Directors may refer items to staff for
attention, or have a matter placed on a future Board of Directors Meeting, for more
comprehensive action or report.

4. CONSENT

4.1. Fire Board Meeting Minutes Approval from May 8, 2019.

4.2. Adopt a Resolution approving Job Classification revisions within the Community
Risk Reduction Division’s Office of Emergency Services. 

4.3. Adopt a Resolution approving Policies for the Retention, Maintenance and Destruction
of Records.  

4.4. Adopt a Resolution approving a Purchase Order for L.N. Curtis & Sons for Fire 
Suppression Supplies & Equipment. 

5. OLD BUSINESS

None



6. NEW BUSINESS

6.1  Anticipated Firefighter Position Vacancies

       ACTION:    Adopt a Resolution authorizing the Fire Chief to hire up to an additional four
Firefighters in anticipation of vacancies. 

6.2    Addition of Regular Fire Board Meeting to 2019 Schedule 

ACTION:    Approve the addition of a Regular Fire Board Meeting for September 11, 2019, 
9am at Fire Station 21, 120 S. Ellsworth Ave., San Mateo. 

7. REPORTS AND ANNOUNCMENTS

7.1. Board Members and Department Management Staff will have an opportunity to make
announcements. 

7.1.1 Fire Chief’s Update 
7.1.2 Community Risk Reduction Division Update 
7.1.3 Hazmat Program Update 

8. CLOSED SESSION

8.1. Conference with Labor Negotiators regarding Compensation and Benefits pursuant to Government Code
Section 54957.6: 

Agency Designated Representative(s): Board Representative 
Employee Organization(s): Fire Chief & Deputy Fire Chiefs 

9. RETURN TO OPEN SESSION

9.1 Report upon return from Closed Session

9.2 Consider the Approval of Salary Increases for Fire Chief & Deputy Fire Chiefs

10. ADJOURNMENT

I, Matt Lucett, Clerk of the San Mateo Consolidated Fire Department, hereby declare that the foregoing 
Agenda was posted in compliance with the Brown Act prior to the meeting date.  

In compliance with the Americans with Disability Act, if you need special assistance to participate in this 
meeting, please contact (650) 522-7900 no less than 72 hours prior to the meeting.  Notification in advance 
of the meeting will enable the Fire Department to make reasonable arrangements to ensure accessibility to 
this meeting.   

Copies of documents distributed at the meeting are available in alternative formats upon request. Any 
writing or documents provided to a majority of the Board regarding any item on this Agenda will be made 
available for public inspection at the Department Fire Administration Office located at 1040 E. Hillsdale 
Blvd., Foster City, CA 94404, during normal business hours. In addition, most documents will be posted on 
the Department’s interim website at https://www.smcfire.org/fire-board-meeting-agendas.  

https://www.smcfire.org/fire-board-meeting-agendas


 
  

Meeting Minutes 
 

San Mateo Consolidated Fire Department 
Board of Directors Regular Meeting 

 Wednesday, May 8th, 2019 – 5:30 P.M. 
San Mateo City Hall, 330 W. 20th Avenue, Room C, San Mateo 

 
 

1. OPENING 
 

The meeting was called to order at 5:46pm by Board Chair Goethals. 
 

Roll Call 
Board Members Present: Goethals, Lieberman, Perez  
Board Members Absent: None 
 
2. AGENDA CHANGES 
SMC Fire Legal Counsel requested the addition of Item 8, Closed Session to confer on 
anticipated litigation on matter pursuant to Government Code 54956.9 (d)(2) that would require 
renumbering of agenda items, specifically, Item 9 would become Report Upon Return From 
Closed Session and Item 10 would be Adjournment. Board Member Perez made motion to 
approve the additional agenda item, which was seconded by Board Member Lieberman and the 
motion passed 3-0.  
 
3. PUBLIC COMMENT 
Board Chair Goethals opened the meeting to public comment, which there was none. 
 
4. CONSENT CALENDAR 
Consent Calendar Titles were read. There were no items pulled from the consent calendar, Board Member 
Lieberman made a motion to approve, which was seconded by Board Member Perez and the consent calendar 
was approved 3-0.    

 
5. OLD BUSINESS 
None 

            
6. NEW BUSINESS 
 
6.1 SMC Fire FY20 Preliminary Budget 
Chief Healy provided an overview of the proposed FY20 budget via power point presentation (see attached). 
Board’s action for this evening is to take public comment and approve preliminary budget, which will then go to 
each member agency as part of their budget adoption process. Chief Healy also wanted to recognize Grace 
Castaneda, Budget Manager for City of San Mateo for all her work with development of the budget document.  



 
 
 Board Member Perez had the following questions/comments: 

• What contingency has been built in each year? Chief Healy shared that one has not been built for this first 
budget year and that we’re projecting to come in under budget which will be utilized to build reserve 
account of a 20% target. 

• The $1.6 million fire protection services, self-liquidated program, what if expenses exceed that amount, 
or is it on user basis which is why it’s self-liquidating? Chief Healy advised that yes, should be self-
liquidating but do have some funds in reserve. 

• We as an organization are going to start assuming CALPERS liabilities, are we going to have all the 
tiers? Chief Healy shared that we have 7-9 tiers within the 154 Full-Time Equivalents (FTE’s), and we 
will start accruing as they build years of service and unfunded liabilities will be built into future budgets 
going forward.  

• As a former employer, we’re looking at a $1.6 million increase over a period of 4-5 years to cost to 
member agencies (cities)? Cost to city goes from $7.5 to $8.5 million and is that consistent with what we 
would have been normally paying in terms of salaries etc.? Would that reconcile with what we as a city 
would have seen in increases? Finance Director Richard Lee provided feedback that comparing what 
Foster City was paying as independent agency, compared to what Foster City is contributing as member 
in SMC fire, they will see a savings of just over $900k. Board Member Perez asked that this information 
be incorporated into the report back to council.    

 
Board Member Lieberman had the following questions/comments: 
• Confirm that budget does include funds for equipment and vehicle replacement and that we’re putting 

sufficient monies aside? Chief Healy confirmed yes, funding for such has been incorporated into the 
budget in addition to continuing with contributions via depreciation.   

 
Board Member Goethals had the following questions/comments:  
• Asked if $1 million is enough for the Hazmat Program, particularly with more personnel who will be 

getting differential pay and the offset in overtime. Deputy Chief Thrasher shared that the actual overhead 
will decrease substantially, specifically the percentage of salary including costs in workers compensation, 
PERS contributions and overtime calculation is considerably less than the overall department budget for 
the same, so operating percentage is much greater so we should be in good shape.  

• Are we going to continue to pay for lease space next door and are we still going to need it for the long 
term? Chief Healy shared that that space is currently being utilized by the Community Risk Reduction 
Division and the action taken earlier under consent was to have the lease assigned to SMC Fire since it’s 
currently under the City of San Mateo, and we’ll continue to look for alternatives for other location(s).  

• Board Member Goethals asked if there was any public comment on this item, which there were none.  
 

 
Board Member Perez made a motion to approve the preliminary FY20 budget, which was seconded by Board 
Member Lieberman and the item was approved 3-0. The budget will be taken back to each city council for 
approval.  
 
Board Member Perez also requested that since there are new council members, to simplify the Executive 
Summary on budget via bullet points.  
 
7. REPORTS AND ANNOUNCEMENT 
Chief Healy reminded the Board Members that the next meeting is on Wednesday, July 10th and Board Member 
Goethals advised he will not be in attendance.  
 

 
 



 
8. CLOSED SESSION 
The Board Members convened to Closed Session at 6:11pm. 

 
9. REPORT UPON RETURN TO CLOSED SESSION 
The Board was called back to order from Closed Session at 6:33pm, with no reportable action under the common 
law attorney-client privilege and that provided by Government Code Section 54956.9(d)(2).     

 
10. ADJOURNMENT 
The meeting was adjourned at 6:33pm. 



STAFF REPORT 

To:   San Mateo Consolidated Fire Department Board of Directors 

From: John Healy, Fire Chief 

Meeting Date:  July 10, 2019 

Subject:  Office of Emergency Services Classification Updates 

RECOMMENDATION 
Adopt a resolution approving the following job classification revisions within the Community Risk 
Reduction Division’s (CRRD) Office of Emergency Services (OES): 

• Create an Emergency Services Manager classification, reclassify the incumbent Emergency
Preparedness Coordinator to this position, and eliminate the Emergency Preparedness 
Coordinator classification. 

• Create an Emergency Services Specialist classification and:
o Reclassify one incumbent Office Assistant to this position
o Reclassify a vacant Management Coordinator position and an incumbent Office

Assistant who is underfilling this position to Emergency Services Specialist
o Eliminate the Management Coordinator classification.

BACKGROUND 
As part of its commencement of operations on January 13, 2019, the San Mateo Consolidated (SMC) Fire 
Department established the Community Risk Reduction Division (CRRD). CRRD oversees the Office of 
Emergency Services (OES), which manages three Community Emergency Response Team (CERT) programs 
for the cities of San Mateo, Belmont & Foster City. Additional responsibilities within OES include 
emergency and disaster preparedness, emergency operations center training, and emergency planning.  

ANALYSIS  
Since the commencement of operations, staff has had the opportunity to perform a job analysis for 
these positions, including salaries within OES. Based on this analysis, the following is being proposed to 
more accurately reflect the current job functions and responsibilities that exist today: 

Create an Emergency Services Manager classification and Reclassify the Emergency Preparedness 
Coordinator 
The analysis found that critical duties were not included within the existing Emergency Preparedness 
Coordinator classification and that it did not adequately reflect the level of responsibility the position 
holds. With the creation of the Emergency Services Manager classification, the incumbent Emergency 
Preparedness Coordinator will be reclassified into this position. The proposed monthly salary range for 



   
 

   
 

the Emergency Services Manager will be $8,489-$10,128, and will match the EMS Clinical Education 
Specialist position.   
 
Create an Emergency Services Specialist classification and Reclassify two Office Assistants 
The analysis found that the actual duties and responsibilities performed within the two Office Assistant 
positions involve greater responsibilities and duties than anticipated in relation to emergency services 
functions.   Additionally, one of the two Office Assistant positions are currently underfilling a vacant 
Management Coordinator position. The proposed monthly salary range for the Emergency Services 
Specialist will be $5,366-$6,399, and will match the Administrative Assistant position.  
 
Lastly, these changes would result in the elimination of the Emergency Preparedness Coordinator and 
Management Coordinator classifications, and would be effective July 28, 2019.  
 
FISCAL IMPACT 
These classification updates will have a net impact of $2,000 to the General Fund. Specifically, the 
reclassification from an Emergency Preparedness Coordinator to Emergency Services Manager will result 
in an increase of $8,000, the reclassification from an Office Assistant to Emergency Services Specialist 
will result in an increase of $7,000, and the reclassification from a Management Coordinator position to 
Emergency Services Specialist will result in a decrease of $13,000 to the General Fund.  
 
 

ATTACHMENTS 
A. Resolution 
B. Draft Emergency Services Manager & Emergency Services Specialist Job Descriptions 
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RESOLUTION NO. 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SAN MATEO 
CONSOLIDATED (SMC) FIRE DEPARTMENT APPROVING JOB CLASSIFICATION 

REVISIONS WITHIN THE COMMUNITY RISK REDUCTION DIVISION’S (CRRD) 
OFFICE OF EMERGENCY SERVICES (OES) 

WHEREAS, since the commencement of operations of SMC Fire on January 13, 2019, 
staff has had the opportunity to perform a job analysis, including salaries for positions within 
OES; and,  

WHEREAS, based on this analysis, critical duties were not included within the existing 
Emergency Preparedness Coordinator classification and did not adequately reflect the level of 
responsibility the position holds; and,  

WHEREAS, the actual duties and responsibilities performed within the two Office 
Assistant positions involve greater responsibilities and duties than anticipated in relation to 
emergency services functions; and, 

WHEREAS, the recommended classification updates will have a net impact of $2,000 to 
the General Fund.  

NOW, THEREFORE, the Board of Directors of the San Mateo Consolidated Fire 
Department resolves as follows:  

1. Approve the job classification revisions within the Community Risk Reduction
Division’s Office of Emergency Services as follows:

a. Create an Emergency Services Manager classification and reclassify the
incumbent Emergency Preparedness Coordinator to this position, and
eliminate the Emergency Preparedness Coordinator classification;

b. Create an Emergency Services Specialist classification and:
i. Reclassify one incumbent Office Assistant to this position.

ii. Reclassify a vacant Management Coordinator position and an
incumbent Office Assistant who is under filling this position to
Emergency Services Specialist.

iii. Eliminate the Management Coordinator classification.

*** 

PASSED AND ADOPTED as a resolution of the Board of Directors of the San Mateo 
Consolidated Fire Department at the regular meeting held on the 10th day of July, 2019, by the 
following vote:  
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AYES:  

  

 
NOES:  

  

 
ABSENT:   

  

 
ABSTAIN:   

  

  
 

ATTEST: 

  

Board Secretary 

  

Board President 

 
 

APPROVED AS TO FORM: 

  

William D. Ross, General Counsel 

 
  
 

 



SAN MATEO CONSOLIDATED 
FIRE DEPARTMENT 

DRAFT 
MANAGEMENT UNIT 

EXEMPT 
 
 

EMERGENCY SERVICES MANAGER 
SALARY RANGE: $8,489-$10,128 

 

DEFINITION 
 
Under general direction, plans, organizes, and directs the work of implementing and maintaining 
a comprehensive risk based emergency management program for the communities served by the 
San Mateo Consolidated Fire Department; provides expert professional assistance to municipal 
staff in areas of responsibility and performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS 
 
This is a non-safety management level classification reporting to the Deputy Fire Chief and has 
responsibility for the direction and administration of the emergency management program, 
including a special emphasis on disaster preparedness and community risk reduction. The 
incumbent is responsible for all four phases (mitigation, preparedness, response, and recovery) of 
emergency management, including formulating policy, developing goals and objectives, 
supervising staff, administering the division's budget and directing the day-to-day operations. 
Assignments allow for a high degree of administrative direction in their execution with the goal of 
a proactive emergency management program, which will reduce the risk of injury and loss of life 
and will support sustainable recovery from a natural or man-made disaster. The incumbent confers 
with representatives of all municipal departments and of varied external resources and services to 
accomplish program goals and objectives. 

SUPERVISION RECEIVED AND EXERCISED 
Direction is provided by the Deputy Fire Chief. Exercises direct supervision of Emergency Services 
Specialist, support staff, and volunteers on a project or ongoing basis. 
 
EXAMPLES OF DUTIES - Depending upon assignment, duties may include, but are not limited 
to, the following: 

1. Perform a variety of complex administrative and technical duties related to the 
management of staff engaged in the development and implementation of projects and/or 
programs; track performance measures and prepare periodic status reports. 

2. Continually monitor and evaluate the emergency management program and develop 
strategies to meet identified program needs, emergency activities, and SMCFD goals.  

3. Draft emergency management policies and procedures, oversee the development of 
checklists, forms, logs and resource lists for the Emergency Operations Center (EOC); 
develop and update plans and standard operating procedures for the EOC. 

4. Maintain EOC operational readiness; oversee the schedule of regular testing procedures to 
ensure operational efficiency; activate sections of the emergency operations plan at the 



San Mateo Consolidated Fire Department 
Emergency Services Manager  
Page 2  

direction of the Fire Chief. 
5. Respond to the EOC to provide liaison and coordinative support to the Director of 

Emergency Services or his/her designees in emergency or disaster situations. 
6. Represent the agency as emergency management subject matter expert and liaison with 

various organizations and committees, including interjurisdictional groups; coordinate the 
activities of the programs with other divisions, departments and agencies concerned with 
emergency management; attend and participate in group meetings and activities as 
appropriate.  

7. Provide for the training of various municipal personnel to establish and fulfill roles and 
responsibilities for emergency preparedness.  

8. Plan and direct the development of a Training and Exercise Plan that addresses and ensures 
execution of various disaster training exercises designed to test elements of the 
municipalities’ emergency capabilities according to Homeland Security Exercise and 
Evaluation Program guidance. 

9. Facilitate planning meetings and processes involving municipal staff and whole 
community members to develop relevant emergency response, mitigation, continuity, 
recovery, and training plans. 

10. Oversee the preparation of and/or prepare municipal Emergency Operations Plans and 
recommend and implement modifications to such Plans. 

11. Develop effective liaison with representatives of municipal departments, public and private 
support and relief agencies, business, educational, homeowners' and other groups regarding 
municipal emergency services; prepare specialized plans designed to integrate the needs of 
various sectors of the community. 

12. Confer with and facilitate development of agreements with public, non-profit and private 
sector-resource agencies for support to the municipalities before, during and after a 
proclaimed emergency.  

13. Confer with State and Federal emergency management representatives in supporting 
emergency management activities; review legislation, regulations and other documentation 
to assure conformity of emergency management programs with Federal and State 
requirements. 

14. Research and develop proposals for grant funding to support emergency management 
goals; implement grants, monitor results, and prepare reports as needed.  

15. Develop regional integration of EOC operations with neighboring governmental agencies. 
16. Represent the department and make public presentations before civic and community 

groups; promote and respond to inquiries from the media and the public; participate in 
public relations activities in support of program. 

17. Prepare budgets, cost estimates and revenue projections for designated accounts, 
administer budget expenditures and supervise, monitor and control the expenditures of 
funds. 

18. Develop emergency management program strategic plans, goals, objectives, and annual 
work plans to meet goals for community safety, resilience and risk reduction. 

19. Plan, organize, prioritize, direct, and evaluate the work assignments of staff; establish 
performance objectives, work plans, and standards; encourage academic and/or 
professional development; ensure delivery of proper training to ensure successful staff 
performance.  

20. Work to foster an integration of disaster resilience community goals with those of 
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sustainable development, such as through Hazard Mitigation Planning efforts. 
21. Assist municipalities by coordinating fund recovery efforts during declared disasters; 

coordinates with state and federal representatives in preparing and submitting required 
public assistance documents. 

22. Respond to localized emergencies, such as multifamily residential fires, to provide on-
scene support and coordination with local relief agencies, such as the American Red Cross, 
or to assist in evacuation centers and/or emergency shelters. 

23. May serve as public information officer for the fire department. 
24. Participate in specialized training, conferences and seminars as available and appropriate 

to maintain technical knowledge. 
25. Build and maintain positive working relationships with co-workers and the public using 

principles of good customer service. 
26. Perform other related duties and responsibilities as assigned. 

 
QUALIFICATIONS 
Knowledge of: 
 
Emergency management at the local government level, the incident command system (ICS), the 
California standardized emergency management system (SEMS), and the National Incident 
Management System (NIMS), guidance for the development of emergency plans; federal laws 
applicable to the mitigation, preparedness, response and recovery from a major emergency or 
disaster; project management, public administration, organizational management, and supervisory 
theories, principles, and practices; technical and theoretical methods of emergency management 
program facilitation; terminology, laws, rules and regulations as applied to emergency 
management; relationships among governmental agencies, industries, businesses, health science 
and schools; emergency management operational methods, principles, issues and service 
standards; record keeping practices and procedures; English usage, spelling, grammar and 
punctuation; modern office practices, procedures and computer equipment; principles and 
procedures of record keeping and reporting; research, statistical techniques and methodology; 
problem resolution methods; customer service techniques and team building concepts and theories, 
principles and methods of communication and conflict resolution.  
 
Ability to: 
Determine priorities and make critical decisions; manage staff and volunteers; develop, write, 
apply and implement inter-agency emergency management program policies and procedures; 
resolve conflict, build teams, and promote the program mission; communicate in writing and 
verbally with diverse audiences; establish and maintain effective interpersonal relationships 
with municipal officials at all organizational levels and with the public; maintain 
confidentiality and handle sensitive materials; manage projects to completion in accordance 
with established deadlines, anticipate administrative and operational challenges; work 
effectively in an extreme environment and withstand outside pressures, formulate goals, 
analyze problems and effect solutions. 
 
 

Experience and Education: 
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Any combination of experience and training that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 
 
Experience: 
Five years of progressive emergency management/disaster experience, or relevant professional 
experience in risk management, public administration, or program management may be 
exchanged for the emergency management/disaster experience requirement. 

Education: 

Equivalent to graduation from a four-year college or university with major coursework in 
emergency management, public administration, public policy, planning or a field related to the 
work. Additional experience as outlined above may be substituted for the education on a year-
for-year basis to a maximum of two years. 
 
License or Certificate: 

• Possession of a valid California driver’s license and a satisfactory driving record is 
required. 

• Valid certificates for ICS 100, 200, NIMS 700 or ability to obtain within first year of 
employment. 

• CPR certification must be obtained within one year of employment.  
• Professional certifications such as Certified Emergency Manager (CEM), FEMA National 

Emergency Management Advanced Academy, and/or California Governor's Office of 
Emergency Services Career Credentials are highly desirable. 

 
ADA Special Requirement: 
Essential duties require the following physical abilities and work environment: 
 
Ability to work in a standard office environment with some exposure to hazardous situations; ability 
to travel to different locations; availability to work off-hours and for emergency call-out; ability to 
safely lift 50 pounds. 



SAN MATEO CONSOLIDATED 
FIRE DEPARTMENT 

DRAFT 
GENERAL UNIT 

NON-EXEMPT 

EMERGENCY SERVICES SPECIALIST 
SALARY RANGE: $5,366 -$6,399 

DEFINITION 

Under general direction, supports delivery of a comprehensive risk-based emergency 
management and community preparedness program for the communities served by the San 
Mateo Consolidated Fire Department; organizes and provides training to municipal staff 
a n d  c o m m u n i t y  m e m b e r s  in order to maintain a high level of readiness and 
community resilience; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS 

This is a non-safety classification reporting to the Emergency Services Manager. Employees 
within this class are distinguished by the performance of the full range of emergency services 
duties. Employees at this level receive only occasional instruction or assistance as new or 
unusual situations arise, and are fully aware of the operating procedures and policies of the 
work unit. Positions in this class often require prior emergency management experience. 

SUPERVISION RECEIVED AND EXERCISED 

General direction and supervision is provided by the Emergency Services Manager. 

May exercise functional or technical supervision over less experienced staff and/or volunteers on 
a project or ongoing basis. 

EXAMPLES OF DUTIES - Depending upon assignment, duties may include, but are not limited 
to, the following: 

1. Support the preparation, implementation, and monitoring of a comprehensive risk-based
emergency management and community preparedness program.

2. Support the preparation and maintenance of the municipal emergency operations plans,
annexes, appendixes, checklists and other supporting documentation, procedures and
guides, local hazard mitigation plans, continuity, and recovery plans.

3. Respond to the Emergency Operations Center when it is activated; ensure that appropriate
documents are available at the center, provide support to coordination efforts, and serve as
liaison as required.

4. Design and administer communication plans to disseminate information and materials
enabling effective municipal and community response to a disaster situation to include
personal preparedness training.
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5. Continually monitor and assess municipalities’ training programs; research methods to 
increase community outreach; analyze community needs and program effectiveness; 
develop corrective actions related to identified needs, emergency activities and SMCFD 
goals; maintain records of findings and corrective actions identified through After-Action 
Reports/Improvement Plans, and coordinate development of multiyear Training and 
Exercise Plans. 

6. Coordinate and conduct interagency training sessions on NIMS, ICS, and other emergency 
management topics for municipal personnel to establish and operate an Emergency 
Operations Center (EOC); maintain records of NIMS/ICS training in compliance with state 
and federal guidelines. 

7. Produce training materials, including written documents, electronic media, and videos; 
maintain materials, such as props, slides, videos, films, and other educational documents; 
set up and operate appropriate and different audiovisual equipment. 

8. Provide oversight and program delivery of the Community Emergency Response Team 
(CERT) Program, including the coordination and tracking of volunteers, teaching of 
CERT curricula and continuing education modules, maintenance of supplies and logistics, 
and participation in regional training and exercise opportunities. 

9. Develop training curricula/plans, coordinate logistics, promote and deliver public 
education programs to civic organizations, religious institutions, businesses and residents 
from kindergarten age to senior citizens on disaster preparation, fire and earthquake 
preparedness, fire prevention and life safety public education programs, wildland fire 
mitigation programs, CPR and first aid programs. 

10. Design, develop and deliver a variety of disaster exercises designed to test elements of the 
municipalities’ emergency capabilities according to Homeland Security Exercise and 
Evaluation Program guidance. 

11. Support facilitation of stakeholders in exercise planning meetings, prepare exercise 
documentation to include exercise plans and manuals. 

12. Perform a variety of administrative and technical duties related to the development and 
implementation of special projects and/or programs; track performance measures 
quarterly; develop and prepare periodic information sheets, statistical, departmental and 
special reports related to projects or programs and work performed; maintain records and 
files; develop directories; create meetings agendas and meeting minutes.  

13. Develop working relationships with and make presentations to representatives of municipal 
departments, as well as other public and private support relief agencies, businesses, 
schools, homeowners and other community groups regarding emergency services. 

14. Assist in the development of goals and objectives for the emergency management program. 
15. Participate in budget preparation and administration; prepare cost estimates and revenue 

projections for budget recommendations for designated accounts; submit justifications of 
program and related activities; monitor and control expenditures. 

16. Participate in specialized training, conferences and seminars as available and appropriate 
to maintain technical knowledge. 

17. Build and maintain positive working relationships with co-workers and the public using 
principles of good customer service. 

18. Perform other related duties and responsibilities as assigned. 
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QUALIFICATIONS 
 

Knowledge of: 
 
Principles and practices of administrative, organizational and procedural analysis and report 
preparation; principles of organization and time management; English usage, spelling, 
grammar and punctuation; modern office practices, procedures and computer equipment; 
principles and procedures of record keeping and reporting; research, statistical techniques and 
methodology; problem resolution method; education methodology as it pertains to fire safety 
training, pertinent local, State and Federal laws, municipal functions, policies, rules and 
regulations; principles and practices of community emergency and disaster support and assistance 
resources; the incident command system (ICS), the California standardized emergency 
management system (SEMS), and the National Incident Management System (NIMS); 
Geographic Information Systems (GIS), as applied to emergency preparedness and risk 
mitigation; principles and practices of training and evaluation. 
 
Ability to: 
Communicate in writing and verbally with diverse audiences; research information and collect and 
analyze data; plan, coordinate and prioritize workload; establish and maintain cooperative 
relationships with volunteers, supervisors, and the public; represent SMCFD effectively and 
professionally in contact with representatives of other agencies and the public; take a proactive 
approach to customer service issues; maintain composure under difficult circumstances; perform 
assignments and maintain equipment in a safe manner; coordinate multiple activities, meet 
deadlines, and work independently; exercise sound independent judgment within general policy 
guidelines; interpret and explain emergency services, policies and procedures; to interpret and apply 
Federal, State and local laws, rules and regulations. 
 
Experience and Education: 
 

Any combination of experience and training that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 
 
Experience: 
 

One year’s experience in a professional setting, emergency planning and disaster preparedness risk 
management, community preparedness and education, fire prevention training, volunteer 
management, communications or public administration fields highly desirable.  
 
Education: 
 

An  A s s o c i a t e ’ s  degree from an accredited college or university with major course work in 
emergency management, public administration, public policy, planning, communications, or a 
closely related field. Additional experience as outlined above may be substituted for the education 
on a year-for-year basis to a maximum of two years. 
 
A Bachelor’s Degree is highly desirable.  
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License or Certificate: 
 

• Possession of a valid California driver’s license and a satisfactory driving record is 
required. 
• Valid certificates for ICS 100, 200, NIMS 700 or ability to obtain within first year of 
employment. 
• CPR certification must be obtained within one year of employment. 
• Professional certifications such as California Governor's Office of Emergency Services 
Career Credentials, International Association of Emergency Managers AEM or CEM 
designations are highly desirable. 
• CERT T3 or T4 is highly desirable. 
• Instructor 1A/B Certification highly desirable. 
• American Heart Association CPR Instructor highly desirable. 
 
ADA Special Requirement: 
Essential duties require the following physical abilities and work environment: 
 
Ability to work in a standard office environment with some exposure to hazardous situations; 
availability to travel to different locations; availability to work off-hours and for emergency call-out; 
ability to safely lift 50 pounds. 
 



STAFF REPORT 

To:  San Mateo Consolidated Fire Department Board of Directors 

From: John Healy, Fire Chief 
William D. Ross, General Counsel 

Meeting Date:  July 10, 2019 

Subject: Policies for the Management, Retention, and Disposal of Department Records 

RECOMMENDATION 
Adopt a resolution to approving a Records Management Policy and Retention Schedule for the San Mateo 
Consolidated Fire Department (“Department”). 

BACKGROUND 
The orderly management, storage, and eventual disposal of Department records is critical for the day-to-
day operations of the Department, as well as compliance with applicable laws.  A Records Management 
Policy ensures that documents are retained for beneficial use, while also allowing for the destruction of 
records that are no longer needed. Additionally, properly retaining records contributes to minimizing 
Department risk exposure for various claims and lawsuits due to the availability of appropriate 
documentation.  

Since it began operations, the Department has been using the Retention Schedule of the City of San 
Mateo.  The scope of the City of San Mateo’s policies, however, are more appropriate for use by a city. 
Accordingly, an updated Retention Schedule has been prepared that is more narrowly tailored to fit the 
needs of the Department.  

ANALYSIS 
The proposed Resolution adopts (1) a Records Management Policy that establishes fundamental details 
for managing Department records and (2) a Retention Schedule that sets forth the time period for which 
records shall be retained, based upon their classification and subject matter. 

ATTACHMENTS  
A. Draft Resolution 
B. Retention Schedule 
C. Records Management Policy 
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RESOLUTION NO.  
 

A RESOLUTION OF THE SAN MATEO CONSOLIDATED FIRE DEPARTMENT 
BOARD OF DIRECTORS ADOPTING POLICIES FOR THE RETENTION, 

MAINTENANCE, AND DESTRUCTION OF RECORDS 
 
 WHEREAS, a records management and retention policy is essential for the efficient 
administration of the San Mateo Consolidated Fire Department’s (“Department”) fire and life 
safety operations; and, 
 

WHEREAS, a records management policy allows the Department to maintain 
compliance with applicable law, conduct its day-to-day operations in an effective manner, and 
dispose of outdated records that have served their purposes and are no longer required; and, 
 
 WHEREAS, this Resolution adopts the Department’s policies for the retention, 
maintenance, and destruction of records that facilitate the appropriate management and retention 
of Department records in accordance with applicable law. 
   
 NOW, THEREFORE, THE BOARD OF DIRECTORS OF THE SAN MATEO 
CONSOLIDATED FIRE DEPARTMENT HEREBY RESOLVES AS FOLLOWS:  
 
SECTION 1. Records Retention Schedule. 
 

A. The “Records Retention Schedule” attached hereto as Exhibit A and incorporated 
herein is hereby adopted as Department policy. 
 

B. Department records, whether electronic or physical, shall be retained for the defined 
period of time listed for each applicable category, and shall not be destroyed until 
approved for destruction in accordance with this Resolution. 

 
C. Records may be maintained in their original format or transferred to an electronic 

format. 

SECTION 2. Records Management Policy.  

A. The “Records Management Policy” attached hereto as Exhibit B and incorporated 
herein by this reference is hereby adopted as Department policy. 
 

B. The Records Management Policy may be amended or supplemented, with approval of 
the Fire Chief, to facilitate the orderly administration of the day-to-day business of 
the Department, provided, however, that such amendments do not alter the retention 
period of Department records.  
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SECTION 3. Approval of Destruction of Records. 

A. At the expiration of the Retention period set forth for each record series listed on 
Exhibit A, such expired Department Records are authorized to be destroyed as 
provided by the applicable California codes and regulations upon the written request 
of the Department Clerk and consent in writing of the applicable Department Head 
and the General Counsel to such destruction, and inclusion on the consent calendar 
for presentation to the Board of Directors for acknowledgement. 
 

B. Notwithstanding the foregoing, Department Records that are subject to a legal hold as 
advised by General Counsel shall be retained and are not authorized for destruction 
until notice is provided by General Counsel that such Department Records no longer 
need be retained. 

 
C. All Department records approved for destruction shall be destroyed in a secure 

manner so as to protect confidential, privileged, private, or personal information.  
 
SECTION 4. Retention of Records for Longer than Minimum Time Period. Department records 
may be maintained for a longer time period than specified in the Retention Schedule if, in the 
opinion of the Department Board, Fire Chief, or General Counsel, such maintenance is necessary 
because of anticipated or existing litigation, significant risk exposure, or the possibility of 
acquisition or disposition of any property interest associated with the specific type of records to 
be maintained.  
 
SECTION 5. Destruction of Records Mandated by Law.  If state or federal law mandates that a 
Department record must be destroyed within a certain period of time or by a specified date, the 
Department Clerk, with the written consent of the General Counsel, is hereby authorized to 
destroy such Department records as required by state or federal law, notwithstanding that the 
Retention and Destruction Schedule specifies a longer Retention period. 
 
SECTION 7. Destruction of Duplicates. Pursuant to Government Code Section 60200, the 
Department may at any time authorize the destruction of duplicate of Department records if such 
duplicates are no longer required, provided that the original is retained in accordance with the 
Records Retention Schedule. 
 
SECTION 8. Effective Date. This Resolution shall be in full force and effective immediately 
upon its passage and adoption 
 
 

*** 
 

PASSED AND ADOPTED as a resolution of the Board of Directors of the San Mateo 
Consolidated Fire Department at the regular meeting held on the 10th day of July, 2019, by the 
following vote:  
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AYES:  
 
 
NOES: 
 

  

ABSENT: 
 

  

ABSTAIN:   
  
 

ATTEST: 

  

Board Secretary 

  

Board President 

 
APPROVED AS TO FORM: 

  

William D. Ross, General Counsel 

 
  



Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments
General General Administration, Correspondence General internal administrative records, correspondence,

memos, notes, and emails, whether internal or external that 
are not subject to another category.

2Y CA - GOV 34090 - (2Y) Employee Desk Files
General Files
Office Files, Office Manager Files
Organization Charts
Staff Meetings
Correspondence
Email
Employee Communication Letters, Announcements
Form Letters
Mailing List Change
Memos

For all categories contained in this retention schedule:  If 
any litigation has been initiated involving the Department, 
relevant documents will be preserved beyond the 
required legal retention period until authorized for 
destruction by Department General Counsel.

General Policies, Procedures, Plans and Programs All documentation of Department and Fire Board policy and 
procedures.

CL+10Y CA - GOV 34090 - (2Y)
US - 26 CFR 31.6501 - (CU+3Y)
US - 29 CFR 1602.14 - (CL+1Y)
US - 29 CFR 1627.3 - (T+1Y)
US - 29 USC 1059 - (T+1Y)

Guidelines
Handbooks
Policies
Procedure Manuals
Procedures
Rules / Regulations
Standard Operating Procedures (SOPs)

General Statements of Economic Interest Forms mandated by state law related to economic interests of 
certain employees, elected or appointed officials, or 
candidates for office.

CL+7Y CA - GOV 34090 - (2Y)
CA - GOV 81009 (4Y, 7Y)

Form 460 (Campaign Statements)
Form 700 (Economic Interest Statements, SEI)
Form 801
Form 802
Form 806
FPPC Filings

General Compliance Reporting Official non-financial reports issued by the Department to 
comply with regulatory requirements.

5Y CA - GOV 34090 - (2Y)
US - 29 CFR 405.9 - (5Y)
US - 29 CFR 1602.14 - (CL+1Y)
US - 29 CFR 1602.30 - (3Y)
US - 40 CFR 141.155 - (3Y)

EEOC Reports
Ethics training
Labor Reports
OSHA Reports
P.E.R.S. Report
Worker's Compensation Self-Insured Annual Reports

General Public, Health Services and Community 
Education, Outreach

Records and information documenting the Department's 
educational and community services.

2Y CA - GOV 34090 - (2Y) CERT (Community Emergency Response Training)
Drug / Alcohol Education / Community Training
Emergency Action Plans
Emergency Forms

General Recorded Documents - Vital Records and information pertaining to those original key 
documents recorded on behalf of the Department.

PR CA - GOV 34090 - (2Y) Annexations
Detachments
LAFCO Records
Deeds
Easements
Liens
Notice of Completion
Rights-of-Way

Finance and Accounting Budget Planning and Workpapers Records and information regarding the development of the 
Department's budgets

4Y CA - GOV 34090 (2Y) Budget Planning Documents
Budget Working Files
Budget Workpapers, Worksheets
Gann Limit Annual Review

This category is for formal forms submitted to create the 
budget. Internal documents used to prepare the budget 
are considered working documents and not records.

Finance and Accounting Grants and Funding Sources Documents the application, evaluation, awarding, 
administration, monitoring, and status of grants and other 
funding sources in which a local government entity is the 
recipient, grantor, allocator, or administrator.

CL*+5Y CA - GOV 34090 - (2)
US - 7 CFR 3016.42 - (3Y)
US - 24 CFR 85.42 - (3Y)
US - 28 CFR 66.42 - (3Y)
US - 29 CFR 97.42 - (3Y)
US - 40 CFR 31.42 - (3Y)
US - 44 CFR 13.42 - (3Y)
US - 45 CFR 92.42 - (3Y)

Audits
Awards
Award Notification
Budget Tracking Reports
Federal, State, Local Grants
Grant Administration
Grant Funding
Grant Evaluations
Property Taxes Funding
Reports to Funding Agencies
Special Revenue Funds
Transportation Funding

* CL = Close of Grant, Plus All Final Audit Report
Completed; Perpetual Grants Will Never Close

Grants covered by a Consolidated Action Plan are 
required for 5 years; Uniform Admin. Requirements for 
Grants to Local Governments is 3 years from 
expenditure report or final payment of grantee or 
subgrantee; OMB Circular A-133

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year  LI =  Life (of contract, program, asset) 
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)  Y = Years
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Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Finance and Accounting Payroll Records and information related to the accounting of 
Department payroll, including garnishment records and 
information to satisfy debts. This also includes records and 
information reflecting all remuneration paid to each employee, 
including:
 - Name, address, SSN
 - Total amount and date of payments
 - Period of service covered for each
 - Withholding
 - Tax collected

CU+4Y CA - CCR 1085-2 (c) - (4Y)
CA - GOV 12946 - (2Y)
CA - LAB 226a (3)
CA - LAB 1174 - (3Y)
CA - LAB 1197.5 - (LA2Y)
CA - UIC 1132 - (LA3Y)
US - 26 USC 3301-3311 - (4Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 31.6001-1 (4Y)
US - 26 CFR 301.6501 - (CU+3Y)
US - 29 CFR 516.5 - (3Y)
US - 29 CFR 516.6 - (2Y)
US - 29 CFR 1620.32 - (2Y)
US - 29 CFR 1627.3 - (3Y)

Attendance Records, Corrections
Benefit Payments
CalPERS Reporting
Deduction Registers, Reports
Deferred Compensation
Employee Benefits
Employee Deduction & Earnings Authorizations
Employee Master Lists, Addresses
Federal Tax
Flex Spending
Garnishment Orders, Receipts
Payroll Checks, Copies, Stub Reports
Payroll Journals
Payroll Reports 
Payroll Tax Returns
Personnel Action Forms
Processing Reports, Reports to Government Agencies
Social Security Tax
State Tax
Time Sheets - Reports
Unemployment Compensation Data, Weekly Earnings Data
Unemployment Tax
W-2, W-4
Wage Rate Tables

Finance and Accounting Audits (Internal, External) Records and information related to auditing activities, 
including reviewing and documenting operational, 
compliance, or financial information created as a part of an 
audit.

CL+6Y CA - GOV 34090 - (2Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 301.6501e - (6Y)
US - 26 USC 6531 - (TAX+6Y)

Annual Audit Reports
Audit Files, Plans
Audit, Auditors Reports
Audit Schedules
Audit Workpapers
Comprehensive Annual Financial Report (CAFR)
General Purpose Financial Audits, Single Audits
Improvement Plans
Investigations, Workpapers
Recommendations
Responses

Finance and Accounting Bank Account Information Records and information related to banking activities, 
transactions and correspondence.  This category includes 
deposits and reconciliations.

CU+4Y CA - GOV 34090 - (2Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 301.6501 - (CU+3Y)

Bank Account Administration
Bank Statements
Check Registers, Journals
Corrections / Returns
Deposits
Transactions
Transfers
Voided Checks
Wire Transfers

Finance and Accounting Financial Reporting - Annual, Official Official Department financial reports required by regulations. CU+4Y CA - GOV 34090 - (2Y)
US - 26 CFR 1.1461-2 - (CU+1Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 301.6501 - (3Y)

Annual Report of Financial Transactions To State
Annual State Controller Filings
Audited Financial Statements
EEOC Reports
Possessory Interest Report / Lease Reports
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Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Finance and Accounting Financial Reporting - Periodic (Daily, 
Weekly, Monthly, Quarterly)

General financial reports generated to track financial 
transactions and achievements by the Department.

CU+4Y CA - GOV 34090 - (2Y) Account Ledgers
Appropriations Transfers
Balance Sheets
Books of Account
Chart of Accounts
Depreciation Schedules
Expenditure Reports
Journal Entries
Manual Accounting Ledger, Control Ledger
Monthly Treasurer's Report
Quarterly Investment Report
Revenue
Sub-Ledgers
Weekly Reports
Worker's Compensation Actuarial Studies

Finance and Accounting Accounts Payable and Accounts 
Receivable

Records and information related to the accounting of monies 
paid by the Department including payment for financial 
obligation, paying of employee expense reimbursement, 
money paid for fines or fees, services rendered, vendor credit 
cards, etc.

Records and information related to the accounting of monies 
received by the Department.

CU+4Y CA - GOV 34090 - (2Y)
US - 26 CFR 31.6001 - (CU+3Y)
US - 26 CFR 301.6501 - (CU+3Y)

Receipts
Credit Card Information
Credit Card Slips, Statements
Credit, Collections Aging
Customer Payments
Employee Credit Card Statements, Receipts
Employee Expense Reports, Reimbursements
Form 1099 Records
Form W-9 Records
Invoices
Payments
Petty Cash Data
Utility Invoices
Vendor Invoices

Finance and Accounting General Ledger Records and information related to the transfer of charges 
between accounts and summaries of account information, 
including year end summaries of general ledger transactions.  

CU+10Y CA - GOV 34090 - (2Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 301.6501 - (CU+3Y)

General Ledger
Trial Balance
Year -End / Account Detail History Report

Finance and Accounting Real Property, Fixed Assets Records and information related to the ownership, purchase, 
sale, lease or improvement of real property and facilities 
owned by or used by the Department.

CL+10Y CA - CCP 337.15 - (LA10Y)
CA - GOV 34090 - (2Y)
US - 26 CFR 31.6001 - (CU+3Y)
US - 26 CFR 301.6501 - (CU+3Y)

Acquisitions
Amortization
Asset Retirement Records
Attachments
Buildings
Capital Asset Records
Capital Improvements
Deeds
Deeds of Trust
Excess Right of Way
Fixed / Capital Asset Accounting
Fixed Asset Ledger
Land
Mortgages
Parkland
Possessory Interest
Sales
Valuation Information

Finance and Accounting Taxes Records and information related to taxes collected and paid 
by the Department.

CU+4Y CA - GOV 34090 - (2Y) General Fund Taxes
Property Tax
Real Property Tax / Tax Rate
Sales/Use Tax
Transient Occupancy Tax

Finance and Accounting Financial, Strategic Planning Records and information relating to financial planning. 2Y CA - GOV 34090 - (2Y) Business Plans
Financial Plans
Forecasts
Interim Results
Revenue Forecasts
Strategic Plans
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Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Finance and Accounting Investments Records and information relating to analysis of Department 
financing and investment activities.

CL*+10Y CA - CCP 336 - (5Y)
CA - CCP 337 - (4Y)
CA - CCP 337.5 (10Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 301.6501 (CU+3)

Bonds
Bonded Indebtedness
Certificates of Deposit (CDs)
Direct Investments
Due Diligence
Investment Reporting
Loans
Local Agency Investment Fund (LAIF)
Performance Bonds, Letters of Credit
Portfolio Management, Quarterly Reviews
Trust Accounts

* CL = Maturity of Investment

Finance and Accounting Procurement, Purchasing and 
Requisitioning

Records and information created or retained in the 
purchasing or acquisition of goods and services.  
Documentation that includes the terms and conditions under 
which vendors will provide goods or services.

CU+4Y CA - GOV 34090 - (2Y)
CA - CCP 337 - (4Y)
US - 26 CFR 31.6001 (CU+3Y)
US - 26 CFR 301.6501 - (CU+3Y)
US - 29 CFR 516.5 - (3Y)

Bids, Awards (Accepted)

Change Orders
Exhibits
Price Lists
Proof of Insurance Certificates
Purchase Orders
Purchasing Cards/CalCards
Purchasing Journals
Purchasing Package
Quotations
Requisitions
Requests for Information (RFI)
Requests for Proposal (RFP)
Requests for Quote (RFQ)
Specifications
Supplier Catalogs

Human Resources Employees' Personnel Files Unless otherwise agreed upon by contract or required by law, 
all documents related to paid employees, including interns, 
including but not limited to:
 - hiring
 - promotion
 - demotion
 - transfer
 - layoff / recall / out-placement
 - termination / discharge / resignation
 - pay rates / other terms of compensation

T+10Y CA - 2 CCR 11013 (CL+2)
CA - 8 CCR 14300.33 (CU+5)
CA - CCP 312 - (LA4Y)
CA - GOV 12946 - (T+2Y)
CA - LAB 3076.3 - (5Y)
US - 26 CFR 301.6501 - (CU+3Y)
US - 29 CFR 1602.14 - (CL+1Y)
US - 29 CFR 1602.31 - (T+2Y)
US - 29 CFR 1627.3 - (T+1Y)
US - 29 USC 1059 - (T+1Y)
US - 41 CFR 60-1.12 (a) - (2Y)
US - 41 CFR 60-250.80 - (2Y)
US - 41 CFR 60-741.80 - (2Y)

ADA case files
Applications, Applicant Reference Verifications
Attendance Records
Awards, Rewards, Commendations, Certificates
Civil Service Examination Results and Rankings
Complaints
Disciplinary Actions, Transfers
Employee Acknowledgements, Executed Policy Receipts
Employee Relations Records
Employee Individual Training Certification Records
Hiring Determination Review Decisions (LiveScan, Criminal Offender-

CORI)

Individual Employee Agreements, Contracts (copies)
Individual Education, Development, Training Records
Investigations
Job Offer Letters
Job Specifications
Leave of Absence / LOA
Oaths of Office
Performance Evaluations, Reviews
Performance Improvement Plans (PIPs)
Personnel Action Forms
Promotions, Recognition
Resignations, Exit Interview Notes
Unemployment Compensation Claims

Human Resources Benefit Plans Plans and systems established to provide employee benefits 
and associated administrative documents.  

LI*+6Y US - 29 USC 1027 - (6Y)
US - 29 USC 1059 - (T+1Y)
US - 29 USC 1113 - (LA6Y)
US - 29 USC 1451 - (LA6Y)
US - 29 CFR 4007.10 - (6Y)
US - 29 CFR 4041.5 - (LI*+6Y)

Carrier Reporting, Performance
COBRA Rates, Records, Histories
Employee Benefit Plans (Health, Life, Vision, Dental, LTD, etc.)

Group Insurance Cost Data
Retirement System
Summary Plan Descriptions
Supplemental Forms

* LI = Life of Plan or System
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Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Human Resources Employee Benefits Employee election (selection), enrollment or termination 
forms and related correspondence, including transmissions to 
carriers of additions, changes, claims and deletions (includes 
employee medical records subject to HIPAA requirements).

CL+6Y CA - 22 CCR 1085-2 - (4Y)
CA - GOV 12946 - (2Y)
US - 26 CFR 301.6501 - (CU+3Y)
US - 29 CFR 516.6 - (2Y)
US - 29 CFR 825.500 - (3Y)
US - 29 USC 1027 - (6Y)
US - 29 USC 1059 - (T+1Y)
US - 29 USC 1113 - (LA6Y)
US - 29 USC 1451 - (LA6Y)
US - 29 CFR 4007.10 - (6Y)

Actuarial Analysis for Benefit Reserves and Accounting Appeals
Benefits Files, Contract Copies, Enrollments, Appeals
Beneficiary Designations
Death Claims, Life Event Documents
Employee Cost-Sharing Amounts
Employment Authorizations, Terminations, Confirmations, Status 
Changes, Coverage Changes
Family & Medical Leave Tracking (Compensation, 

Complaints/Disputes, FMLA Requests, Parental Leave Forms, 

Paid/Unpaid Leave )
Flexible Spending Enrollment
Individual Retirement Accounts (IRAs), 401k Histories
Life Insurance Notification Letters/EOI
Leave of Absence Documentation
Medical Billing Statements
Pension Plan Applications, Claims
P.E.R.S. Information, Actuarial Reports
Premium Information
Required Benefits Reporting
Retirement Loans / Retirement

Human Resources Collective Bargaining Documentation related to the negotiations between labor 
unions for collective bargaining purposes.

CL+30Y CA - GOV 12946 - (2Y)
CA - LAB 5410 - (LA5Y)
US - 26 CFR 31.6001-1 -  (CU+4Y)

Contract Negotiations
Meet and Confer
Memoranda of Understanding (copies)(MOUs)

Union Communications
Union Petitions

Human Resources Collective Bargaining Grievances Documentation related to labor grievances filed under current 
collective bargaining agreements.

CL+10Y CA - CCP 312 - (LA4Y)
CA - CCP 315 - (LA10Y)
CA - CCP 337 - (4Y)
CA - CCP 337.15 - (LA10Y)

Grievance Files/Commission Hearing
Grievance/Hearing Logs
Union Grievances

Human Resources Employee Medical Records Documents pertaining to medical records of Department 
employees, including exposure to hazardous substances, 
drug screens, and workers' compensation (includes 
employee records subject to HIPAA requirements).

T+30Y CA - 8 CCR 14300.33 - (5Y)
CA - 8 CCR 3204 - (T+30Y)
CA - 19 CCR 2760.9 - (5Y)
CA - CCP 337.15 - (LA10Y)
CA - CCP 338 - (LA3Y)
CA - CCP 338.1 - (LA5Y)
CA - GOV 12946 - (2Y)
CA - GOV 34090 - (2Y)
CA - 29 CFR 1904.33 - (CU+5Y)
US - 29 CFR 1910.95 - (T+2Y)

Audiometric test records
Employee Hazardous Chemical Exposure
Exposure Monitoring
Firearms and Field Exposure
Hazardous Exposure
Material Data Safety Sheets (MSDS)
Radiation Exposure Records
Toxic Substance Exposure Records
Worker's Compensation Benefits (Awards, Claims, Orders)

Human Resources Employee Training - General All documents related to general education and training taken 
by paid employees and volunteers.

5Y CA - 8 CCR 3203 (CU+1)
CA - GOV 53235.2b - (5Y)
US - 29 CFR 1602.14 - (CL+1Y)
US - 29 CFR 1602.31 - (CU+2Y)

Attendance records
Certification Records
Compliance Training

Human Resources Recruitment Records and information related to applications and related 
records of candidates interviewed but not hired or accepted, 
including applications received but not acted upon.

CL+3Y CA - GOV 12946 (CL+2)
CA - GOV 34090 - (2Y)
US - 29 CFR 1627.3b1 (1)
US - 29 CFR 1602.31 (CU+2Y)

Applications, CVs, Resumes (Rejected, Unsolicited)

Applicant Tracking Records (Hired, Rejected)

Background Checks, Investigations
Drug Testing, Pre-Hire Screening
Interview Notes
Job Postings, Announcements
Job Requisition Requests
Job Specifications
Miscellaneous Hiring Process Notes
Position Information
Recruitment
Test Results (Non-hires)

Human Resources Salary, Compensation Documentation of position and employee compensation. 5Y CA - GOV 34090 - (2Y)
US - 26 CFR 301.6501 - (CU+3Y)
US - 29 CFR 1602.14 - (CL+1Y)
US - 29 CFR 1627.3 - (T+1Y)
US - 29 USC 1001-1381 - (6Y)
US - 29 USC 1059 - (T+1Y)
US - 48 CFR 4.703 - (CL+3Y)
US - 48 CFR 52.249-2 & 3 - (CL+3Y)
CA - REG 570.5(a)(7) - (5Y)

Classification Studies
Compensation Plans,  Planning, Analysis
Cost of Living
Job Descriptions
Job Evaluation Documentation
Salary Schedules
Salary Surveys
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Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Human Resources Training Materials Documentation regarding legally mandated courses offered to 
employees.

S+6Y CA - GOV 12946 - (2Y)
CA - LAB 3076.3 - (5Y)
US - 29 CFR 1602.14 - (CU+1Y)
US - 45 CFR 164.530 (j) - (CU+6Y)

Presentation Materials
PowerPoint Slide Decks
Testing or assessment

Legal Agreements, Contracts and Leases Executed agreements between the Department and other 
parties.

CL+10Y CA - CCP 315 - (LA10Y)
CA - CCP 337 - (4Y)
CA - CCP 337.15 - (LA10Y)
CA - CCP 343 - (4Y)
CA - GOV 34090 - (2Y)
US - 26 CFR 31.6001-1 - (CU+4Y)
US - 26 CFR 301.6501 - (CU+3Y)
US - 40 CFR 70.6 - (CL+5Y)
US - 40 CFR 122.21(p) - (3Y)
US - 40 CFR 122.41(j) - (3Y)
US - 49 CFR 107.504 - (CL+2Y)

Agreements/Contracts - ALL
Amendments
Attachments / Exhibits
Contracts
Joint Power Agreement (JPA)
Leases, Real Estate Leases, Attachments
Letters of Intent
License Agreements, Licenses
Memoranda of Understanding (MOUs)
Payment Bonds
Performance Bonds for Contracts
Property Improvement Contracts
Statements of Work (SOW)
Surety Bonds
Warranties

Legal Subpoenas - Department not a party Subpoenas where Department is not party to the lawsuit 2Y Subpoena for testimony or production of records

Legal Public Records Requests Records requested by the public and related inquiries. CL+2Y CA - GOV 34090 - (2Y) Formal Public Records Requests
Inquiries

Legal Legal Advice and Opinions Records documenting legal counsel and advice on various 
matters.

S+10Y CA - GOV 34090 - (2Y) Internal Client Communications
Opinions

Communications from legal counsel are protected by the 
attorney-client privilege and are not subject to the Public 
Records Act.

Legal Case Files, Claims, Litigation, Arbitration 
and Resolution

Records and information created or collected to support the 
Department's position in actual or potential litigation or to 
otherwise evaluate actual or potential litigation relating to the 
organization, including claims, constituent complaints, 
grievances, worker compensation. Litigation includes third 
party litigation, government investigations, mediations, 
arbitrations, and other judicial or quasi-judicial proceedings.

CL*+10Y CA - 2 CCR 11013 - (CL+2Y)
CA - 8 CCR 10102 - (5Y; CL+1Y)
CA - 8 CCR 10103.1 - (5Y)
CA - 22 CCR 1085-2 - (4)
CA - LAB 5410 - (LA5Y)
CA - RTC 7154 - (LA5Y)
CA - RTC 19384 - (LA4Y)
CA - RTC 19704 - (LA6Y)
CA - UIC 1132 - (LA3Y)
CA - CCP 315 - (LA10Y)
CA - CCP 337.15 - (LA10Y)

Case Correspondence
Cease & Desist Letters
Claims
Claims Against Department, Special District
Complaints
Contract Disputes
Court Orders
Constituent Claims
Demand Letters
EEOC Charges, Cases
Injury Reports
Pleadings (Affidavits, Depositions, Exhibits, Court Filings)
Settlement Agreements where there are no ongoing obligations
Subpoenas - where Department is party to the lawsuit

* CL = Final resolution of all claims, appeals

* ADA Case Files are T + 10

Legal Litigation Settlement Agreements Settlement agreements that contain ongoing obligations. PR CA - 2 CCR 11013 - (CL+2Y)
CA - 8 CCR 10102 - (5Y; CL+1Y)
CA - 8 CCR 10103.1 - (5Y)
CA - 22 CCR 1085-2 - (4)
CA - LAB 5410 - (LA5Y)
CA - CCP 315 - (LA10Y)
CA - CCP 337.15 - (LA10Y)

Settlement Agreements when there is an ongoing obligation, as in the 
case of certain personnel or property matters

Elections Election Records - Vital Records and information related to the filing and performance 
of Department elections, as well as to elected candidates.

PR CA - ELEC 17200 - (8M)
CA - ELEC 17302 - (6M)
CA - ELEC 17304 - (6M)
CA - ELEC 17306 - (6M)
CA - ELEC 17503 - (6M)
CA - GOV 81009 (PR)

Ballot Measures
Nomination Papers
Campaign Information
Candidates
Certificates of Election, Sample Ballots
Certification of Election Results
Fair Political Practices Commission Files
Initiatives, Referenda (Referendum)
Roster of Voters

Elections Election Records - Signed Petitions Signed petitions from registered voters to place a measure or 
candidate on the ballot.

1Y Signed petitions

v. June 5, 2019 (printed: 7/5/2019) Page 6 of 8



Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Meetings, Minutes Official Meetings, Legislative Actions Legislative and non-legislative actions that document policy 
development, including Council and Committee meeting 
minutes and Ordinances.

PR CA - CCP 315 - (LA10Y)
CA - CCP 321 - (5Y)
CA - CCP 336 - (5Y)
CA - CCP 336a - (6Y)
CA - CCP 337 - (4Y)
CA - CCP 337.5 - (LA10Y)
CA - GOV 34090 - (2Y)
CA - GOV 60201 - (PR)
CA - GOV 60201 - (S+5Y)**
US - 48 CFR 4.703 - (CL+3Y)
US - 48 CFR 52.249 - (CL+3Y)

Administrative Reports
Commendatory Resolutions
Meeting Minutes
Minute Books & Index
Municipal Code
Ordinances
Resolutions

*   Many of these have historical value.

Includes, but not limited to:
- Bicycle & Trails Advisory Committee
- Civil Service Commission
- Community Development Block Grant Committee
- Library Board
- Parks & Recreation Advisory Commission
- Planning Commission
- Public Works Commission
- Civic Arts Steering Committee
- Senior Citizen Commission

Meetings, Minutes Public Notices, Recordings of Board 
Meetings

Notice and recordings of public meetings and hearings 4Y CA - CCP 343 - (4Y)
CA - GOV 34090 - (2Y)
CA - GOV 34090 - (2Y)
CA - GOV 54953.5(b) - (30D)

Agendas
Affidavits of Posting
Affidavits of Publication / Legal Notices
Public Hearing Notices

Brown Act challenges must be filed within 30 or 90 days 
of action; Statute of Limitations on Municipal 
Government actions is 3 - 6 months

Fire Operations Code Compliance and Enforcement Records and information documenting compliance with fire 
and building codes, including violations. (Any cases requiring 
legal action shall be treated in accordance with litigation 
records.)

CL+3Y CA - GOV 34090 - (2Y)
US - 40 CFR 122.21 - (3Y)
US - 40 CFR 122.41 - (3Y)

Code Citations
Code Enforcement
Code Violations
Compliance with Conditions of Approval
Inspections / Enforcement (Business, Residential )
Investigations
Notices of Violation
Photographs
Resolution

Fire Operations Building Codes and Permits Records and information documenting permit issuance. PR CA - CCP 337.1 - (LA4Y)
CA - CCP 337.15 - (LA10Y)
CA - GOV 34090 - (2)
CA - HSC 19850 - (LI)

Building Codes
Building Inspections
Building Permits (issued, active, expired, history )
Building Plans
Certificates of Occupancy
Zoning Violations

Fire Operations Case Files Records and information associated with department 
responses to fires and emergency incidents.

CL+10Y CA - GOV 34090 - (2Y) FEMA Reports
Log Books

As of January 13, 2019 the San Mateo City Fire 
Department was dissolved and fire service was 
transferred to San Mateo Consolidated Fire Department

Fire Operations Fire Equipment Records and information associated with fire apparatus. CL+2Y CA - GOV 34090 - (2Y)
US - 29 CFR 1910.157 (Life of 
extinguisher)

Apparatus and Maintenance Records
Equipment Checks

Fire Operations Dispatch and Communications Records Records of emergency calls and responses, to include time 
and date of call, contents of call, location of call, name of unit 
sent to scene, and other related information.

100D* CA - GOV 26202.6 - (100D)
CA - GOV 34090.6 - (100D)

911 Emergency Call Logs
Computer Aided Dispatch (CAD)
Dispatch Activity Log
Radio Dispatcher Logs
Tape Recordings

* Exception: Recordings used as evidence in a criminal 
prosecution or claim filed or litigation or potential claims 
and litigation shall be preserved for 100 days after 
conclusion of the court action.

Fire Protection, Prevention Arson Investigations Records and information associated with arson 
investigations.

PR CA - CCP 340.5 (3Y)
CA - GOV 34090 - (2Y)
CA - PEN 799 (P)
CA - PEN 800 (6Y)

Evidence Files
Investigations

Fire Protection, Prevention Case Files Records and information associated with department 
responses to fires and emergency incidents.

CL+6Y CA - GOV 34090 - (2Y)

Fire Protection, Prevention Fire Inspections, Approvals, and Records 
of Fires

Records and information associated with inspections of 
commercial and residential facilities. Records and information 
associated with department responses to fires and 
emergency incidents.

LI* CA - GOV 34090 - (2Y) Commercial Facility Property Files (CIP, MRIP)
Residential Property Files
Incident Reports
Non-Arson Related Investigations
Fire Marshal Approvals

*LI = Life of building or structure

Fire Protection, Prevention Fire Prevention Programs Records and information associated with Department 
programs to protect against fires and emergency incidents.

2Y CA - GOV 34090 - (2Y) Fire Education (Pub Ed)
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Business Process Record Category Name Record Category Description
Official

Retention Legal Citations Category Examples Comments

SMCFD RECORDS RETENTION SCHEDULE

CL = Closed/Completion/Final Resolution       CU = Current Year          LI =  Life (of contract, program, asset)         
PR = Permanent       S = Superseded/Overwritten       T = Termination (personnel)          Y = Years

Information Technology Application, System Maintenance Technical documentation related to ongoing maintenance of 
Department technology processes, applications, or systems.

CU+2Y CA - GOV 34090 - (2Y) Audit Records of Run Completions
Backups (Security, System)

Joint Dispatch Center
Network/Equipment Control Support Documentation (Service 

Histories, Site Visit Reports, Trouble Reports)

Network Circuits Inventories
System, Application Maintenance Documentation 
(Hardware/Operating System Requirements, Monitoring Logs, 

Operating Manuals)

Facilities Building, Property Management Records and information regarding the structure of 
Department physical buildings and facilities.

LI*+10Y CA - CCP 337.1 - (LA4Y)
CA - CCP 337.15 - (LA10Y)
CA - HSC 19850 - (LI)

Records regarding location and quantity of asbestos
Construction Records
Electrical Wiring Schematics
Floor Plans
Property Inventory

* LI = Life of Building, Asset

Facilities Public Works and Capital Project 
Administration

Records and information associated with the administration of 
public works, capital improvement and engineering projects.

CL+10Y CA - CCP 337.1 - (LA4Y)
CA - CCP 337.15 - (LA10Y)
CA - GOV 34090 - (2Y)

Certified Payrolls
Change Orders
Progress Payments
Real Estate Appraisals
RFIs & Responses
Submittals

Facilities Property Maps and Project Files Maps and geographical information pertaining to Department 
properties. Records related to the analysis, design, 
development, planning, construction and maintenance of 
Department capital improvement projects for Department  
infrastructure.

PR CA - CCP 337.15 - (LA10Y)
CA - GOV 34090d - (2Y)
CA - HSC 19850 - (LI)

Aerial Photos
Assessor Parcel Maps
Improvement Plans, Drawings
Land Survey Maps
Lot Line Adjustments
Record of Survey Maps
E.I.R., Notice of Determination, Categorical Exemptions
Encroachment Permits, Certificates
Environmental Impact Statements
Final Improvement Plans
Soils Reports / Geotech Studies

Fleet Management Fleet Management, Maintenance Records related to the purchase, management and 
maintenance of Department vehicles.

LI*+2Y CA - GOV 34090 - (2Y)
US - 26 CFR 31.6501 - (CU+3Y)
US - 26 CFR 301.6501 - (CU+3Y)

Auction Vehicles
California Bureau of Automotive Repair (BAR) Smog Records
California Highway Patrol Biennial Inspection Terminal (BIT) 
Motor Vehicle Records and Reports
Pool Tickets, Vehicle Logs, Usage Logs
Registrations, Operating Permits
Rental Work Orders
Service Calls
Vehicle Certificates of Insurance
Vehicle Inspections
Vehicle License Plate Records
Vehicle Maintenance Records, Repair Orders

* LI = Life of Vehicle

Fleet Management Fuel Management Records related to the purchase, tracking and management 
of fuel for Department vehicles and travel by Department 
employees.

4Y CA - 18 CCR 4901 - (4Y)
CA - GOV 34090 - (2Y)

Bay Area Air Quality Management District (BAAQMD) Permits 
(aboveground storage tank - AST)
California Air Resources Board Certificate
Fuel Card Authorizations
Fuel Pump, Fuel Tank Maintenance
Fuel Reports, Billing Reports, Journals, Fuel Tickets
Mileage Reports

Insurance Claims Management Records detailing claims against insurance coverage by the 
Department, including appraisals and reports.

CL+10Y CA - CCP 337 - (5Y)
CA - GOV 34090 - (2Y)

Accident/Incident Reports
Annual Audit of Open Claims
Appraisals
Claims By/Against the Department
Damage Estimate Reports
Supporting Documentation
Insurance Claims, Appraisals, Reports
Investigations
Liability Waivers
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Records Management Policy 

POLICY 
This Records Management Policy defines the requirements for managing the records of the San Mateo 
Consolidated Fire Department (“Department”) and implements standard procedures to maintain 
efficiency in its day-to-day operations and to remain in compliance with applicable laws. 

SCOPE  
This policy applies to Department employees, elected and appointed officials, temporary workers, 
volunteers, and contractors acting on behalf of the Department and who have access to, use of, or are 
involved in the creation, maintenance or storage of the Department’s records. 

This Policy governs all records created or received by the Department in the course of its business 
(“Department Records”), including, but not limited to: (a) paper documents, forms, reports, manuals, 
correspondence and files; (b) computer files, or electronic files, and electronic communications received 
or generated by the Department; and (c) records and information in other formats such as microfilm, 
videos, audio recordings, photographs, etc. 

For the purposes of this policy, “Department Records” shall have the following meaning: 

• Department Records do include records, documents, instruments, books, paper, map, exhibit,
photo media, optical media, e-mail, facsimile, electronic files, or other materials in the custody
of the Department and kept either because (1) of a legal requirement, (2) it is necessary or
convenient for the official day-to-day operations of the Department, or (3) retained for
preserving its informational content for future reference.

• Department Records do not include (1) transitory writings, such as working papers,
appointment logs, notes, or preliminary drafts not retained in the ordinary course of business
even if containing information relating to Department Business, (2) unofficial copies of
documents kept solely for convenience or reference, and (3) documents that do not contain
information relating to the conduct of Department business.

POLICY STATEMENT 

A. Ownership. Records created or received by the Department in the course or conduct of the 
Department’s business are the exclusive property of the Department. 

B. Classification. Records will be created, stored and managed with the appropriate classification 
that enables the efficient access and secure protection of the information. 
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C. Retention. Records are to be retained in accordance with the adopted Retention Schedule and 
shall only be deleted or disposed of in compliance with adopted Department policy and the 
Retention Schedule.  
 

D. Storage. Records that are no longer considered active may be transferred to designated offsite 
storage to fulfill the Department’s retention requirements. 
 

E. Availability of Records. Records must be available for future business, litigation, and 
investigations as necessary, regardless of storage location. Records shall be made available to 
the public in accordance with the California Public Records Act, Government Code § 6250, 
unless exempt from disclosure as advised by Department General Counsel. 
 

F. Records Protection. Appropriate technological safeguards are to be used for the backup and 
recovery of data in the event of a disaster. Backup files serve as a level of protection for 
electronic systems and data and are not subject to the requirements of the Retention Schedule. 
 

G. No Expectation of Privacy. Department records, including all electronic communications and 
information created, stored, sent or received using Department electronic devices and 
communication services, are the property of the Department. The Department reserves the 
right to retrieve and make proper and lawful use of any and all such electronic communications 
and information. Electronic communications and information may be subpoenaed or requested 
under the Public Records Act and/or may be used as evidence in court or as part of an 
investigation. The content of electronic communications and information may be disclosed 
within or outside the Department without user permission or knowledge.  
 
The Department respects the individual privacy of its employees. However, an employee or 
other user cannot expect privacy rights to extend to work-related conduct or the use of 
Department electronic devices or communication services, even if that use is of a personal 
nature. Users shall have no reasonable expectation of privacy in electronic communications and 
information created, stored, accessed, sent or received using Department electronic devices or 
communication services such as internet, e-mail, or voicemail. 
 

H. Retention as Advised by General Counsel. Regardless of the retention period set forth in the 
Retention Schedule, it may become necessary to, upon advice by General Counsel, retain and 
preserve certain materials for longer periods of time. Such records shall be retained until further 
notice from General Counsel. 
 

I. Policy Review and Modification. This Policy and the Retention Schedule may be amended or 
modified from time to time by the Department Board of Directors as deemed necessary to 
account for changes in legal, regulatory or operational requirements. However, the Department 
Clerk, with concurrence of the Fire Chief, may make non-substantive changes to the Retention 
Schedule (such as corrections to typographical errors or formats and additions or modifications 
to examples) that do not impact retention periods. 



STAFF REPORT 

To:   San Mateo Consolidated Fire Department Board of Directors 

From: John Healy, Fire Chief 

Meeting Date: July 10, 2019 

Subject:  L.N. Curtis & Sons Purchase Order 

RECOMMENDATION  
Adopt a resolution approving a Purchase Order in the amount not to exceed $365,725 for L.N. Curtis & 
Sons for the purchase of fire suppression equipment, safety gear & supplies for Fiscal Year 2019-20.   

BACKGROUND  
On January 9, 2019 the Fire Board of Directors approved the department’s Purchasing Procedure, which 
requires Fire Board approval for purchases exceeding $100,000. Since the commencement of operations 
on January 13, 2019, staff has been monitoring expenditures associated with the purchase of fire 
suppression equipment, safety gear & supplies through L.N. Curtis & Sons within both the Operations 
and Community Risk Reduction Divisions, and based on these expenditures, staff anticipates exceeding 
$100,000 in purchases for Fiscal Year 2019-20. 

ANALYSIS  
L.N. Curtis & Sons is an exclusive provider of firefighter gear and fire safety equipment in Northern 
California, and they are the only vendor on the west coast that meets the organization’s specifications 
for certain fire equipment. Purchases are made throughout the year as required to meet staffing needs 
and include items such as personal protective equipment (PPE) including turnouts, wildland gear, 
goggles, gloves and helmets, small tools & equipment and other fire related supplies. These costs have 
been incorporated into the Fiscal Year 2019-20 adopted budget, split between the General Fund in the 
amount of $310,285, the Fire Protection and Safety Fund in the amount of $7,440 and the Equipment 
Replacement Fund in the amount of $48,000 (Firefighter Turnouts) for a total of $365,725. 

ATTACHMENTS 
A. Resolution  
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RESOLUTION NO.  
 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SAN MATEO 
CONSOLIDATED (SMC) FIRE DEPARTMENT APPROVING A PURCHASE ORDER 
IN THE AMOUNT NOT TO EXCEED $365,725 FOR L.N. CURTIS & SONS FOR THE 
PURCHASE OF FIRE SUPPRESSION EQUIPMENT, SAFETY GEAR & SUPPLIES 

FOR FISCAL YEAR 2019-20 
  
  

WHEREAS, on January 9, 2019 the Fire Board of Directors approved the department’s 
Purchasing Procedures, which requires Fire Board approval for purchases exceeding $100,000; 
and,  
 
 WHEREAS, since the commencement of operations on January 13, 2019 staff has been 
monitoring expenditures associated with the purchase of fire suppression equipment, safety gear 
and supplies through L.N. Curtis & Sons; and,  
 
 WHEREAS, based on these expenditures, staff anticipates exceeding $100,000 in 
purchases from L.N. Curtis & Sons in FY20; and,  

 
 WHEREAS, L.N. Curtis & Sons in an exclusive provider of firefighter gear and safety 
equipment in Northern California, and are the only vendor on the west coast that meets the 
organization’s specifications for certain fire equipment.  
 
 NOW, THEREFORE, the Board of Directors of the San Mateo Consolidated Fire 
Department resolves as follows:  
 

1. Approve a Purchase Order in the amount not to exceed $365,725 for L.N. Curtis & 
Sons for the purchase of fire suppression equipment, safety gear & supplies for Fiscal 
Year 2019-20.  
  

 
*** 

 
 

PASSED AND ADOPTED as a resolution of the Board of Directors of the San Mateo 
Consolidated Fire Department at the regular meeting held on the 10th day of July, 2019, by the 
following vote:  
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AYES:  

  

 
NOES:  

  

 
ABSENT:   

  

 
ABSTAIN:   

  

  
 

ATTEST: 

  

Board Secretary 

  

Board President 

 
 

APPROVED AS TO FORM: 

  

William D. Ross, General Counsel 

 
  
 

 



   
 

   
 

 
 

STAFF REPORT 
 
 
 
To:    San Mateo Consolidated Fire Department Board of Directors    
  
From:   John Healy, Fire Chief 
   
Meeting Date:  July 10, 2019 
 
Subject:   Full-Time Equivalent (FTE) Firefighter Positions Staffing  

 
 
RECOMMENDATION  
Adopt a resolution authorizing the Fire Chief to hire up to an additional four (4) FTE firefighters in 
anticipation of future vacancies within the department.   
 
BACKGROUND  
Following the commencement of operations on January 13, 2019, San Mateo Consolidated (SMC) Fire 
has had a number of firefighter personnel on either long-term medical leave or workers’ compensation 
disability leave.  Based on medical reports that staff have received to date, it is anticipated that as many 
as four of these employees will not be able to return to work and will separate from employment 
through retirement or resignation within the current calendar year.      
 
ANALYSIS  
The costs associated with these four claims are being borne by each employee’s previous employer, 
since the claims predate the formation of SMC Fire. The department is currently backfilling these vacant 
firefighter positions with existing personnel through overtime, resulting in increased payroll costs.  
Allowing the department to over hire on an on-going basis will allow staff to begin the background and 
hiring process, which takes two to three months to complete, and will not impact the budgeted number 
of firefighter FTE’s. This will also provide flexibility with staffing and greatly improves the continuity of 
operations within the organization.  
 
FISCAL IMPACT 
Although there is a possibility of the department incurring some costs associated with accruing back 
Industrial leave with these claims, the likelihood is small. Additionally, the projected overtime costs 
savings associated with over hiring is approximately $132,000.  
 
 
ATTACHMENTS 
A. Resolution  
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RESOLUTION NO. 
 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SAN MATEO 
CONSOLIDATED (SMC) FIRE DEPARTMENT AUTHORIZING THE FIRE CHIEF TO 

HIRE UP TO AN ADDITIONAL FOUR (4) FULL-TIME EQUIVALENT 
FIREFIGHTERS IN ANTICIPATION OF FUTURE VACANCIES 

 
 WHEREAS, following the commencement of operations on January 13, 2019, SMC Fire 
has had a number of firefighter personnel on either long-term medical leave or workers’ 
compensation disability leave; and,  
 
 WHEREAS, based on medical reports that staff has received to date, it is anticipated that 
as many as four of these employees will not be able to return to work and will separate from 
employment through retirement or resignation within the current calendar year; and,  
 
 WHEREAS, SMC Fire is currently backfilling these vacant positions with existing 
personnel through overtime resulting in increased payroll costs; and, 
 
 WHEREAS, allowing the department to over hire on an on-going basis will allow staff to 
begin the background and hiring process, which takes two to three months to complete; and,    

 
WHEREAS, this over hiring will not impact the budgeted number of firefighter full-time 

equivalents (FTE’s) and will provide flexibility with staffing and greatly improve the continuity 
of operations within the organization. 
 
 NOW, THEREFORE, the Board of Directors of the San Mateo Consolidated Fire 
Department resolves as follows:  
 

1. Authorize the Fire Chief to hire up to an additional four (4) full-time equivalent 
firefighters in anticipation of future vacancies within the department.  
  

 
*** 

 
 

PASSED AND ADOPTED as a resolution of the Board of Directors of the San Mateo 
Consolidated Fire Department at the regular meeting held on the 10th day of July, 2019, by the 
following vote:  
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AYES:   

  

 
NOES:  

  

 
ABSENT:   

  

 
ABSTAIN:   

  

  
 

ATTEST: 

  

Board Secretary 

  

Board President 

 
 

APPROVED AS TO FORM: 

  

William D. Ross, General Counsel 

 
  
 

 



   
 

   
 

 
 

STAFF REPORT 
 
 
 
To:    San Mateo Consolidated Fire Department Board of Directors    
  
From:  John Healy, Fire Chief 
   
Meeting Date: July 10, 2019 
 
Subject:   Fire Chief & Deputy Fire Chiefs Salary Increases  

 
 
RECOMMENDATION  
Adopt a resolution approving a 4% salary increase for the Deputy Fire Chief positions effective July 14th, 
2019.   
 
BACKGROUND  
The Fire Chief is proposing a salary increase for the Deputy Fire Chief positions, of which 3% would 
address a cost of living adjustment (COLA) and 1% would address the compaction issue that currently 
exists with the positions. 
 
ANALYSIS  
The FY 2019-20 budget assumes a 2% salary increase for the Fire Chief and Deputy Fire Chief positions. 
The additional 2% increase for the Deputy Fire Chiefs would equate to an additional cost of $12,000. 
 
ATTACHMENTS 
A. Resolution 
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RESOLUTION NO.  
 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SAN MATEO 
CONSOLIDATED (SMC) FIRE DEPARTMENT APPROVING A SALARY INCREASE 

FOR THE DEPUTY FIRE CHIEF POSITIONS OF 4% EFFECTIVE JULY 14, 2019 
 
 WHEREAS, the Fire Chief is proposing a 4% salary increase for the Deputy Fire Chief 
positions; and,  
 
 WHEREAS, this 4% salary increase would address a cost of living increase (3%) and 
compaction issue (1%) that currently exists with the positions; and,  
 
 WHEREAS, the FY 2019-20 budget assumes a 2% salary increase for the Fire Chief and 
Deputy Fire Chief positions; and, 
 
 WHEREAS, the additional 2% increase for the Deputy Fire Chiefs would equate to an 
additional cost of $12,000. 
 
 NOW, THEREFORE, the Board of Directors of the San Mateo Consolidated Fire 
Department resolves as follows:  
 

1. Approve a 4% salary increase for the Deputy Fire Chief positions effective July 14, 
2019.  
  

 
*** 

 
 

PASSED AND ADOPTED as a resolution of the Board of Directors of the San Mateo 
Consolidated Fire Department at the regular meeting held on the 10th day of July, 2019, by the 
following vote:  
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AYES:   

  

 
NOES:  

  

 
ABSENT:   

  

 
ABSTAIN:   

  

  
 

ATTEST: 

  

Board Secretary 

  

Board President 

 
 

APPROVED AS TO FORM: 

  

William D. Ross, General Counsel 

 
  
 

 


	Agenda
	050819 Draft Meeting Minutes
	OES Job Classification Updates
	Staff Report
	Resolution
	Job Descriptions

	Records Retention Policy
	Staff Report
	Resolution
	Retention Schedule
	Records Management Policy

	L.N. Curtis & Sons Purchase Order
	Staff Report
	Resolution

	Full Time Firefighter Positions Staffing
	Staff Report
	Resolution

	Deputy Fire Chief Salary Increase
	Staff Report
	Resolution




