
 

NOTICE OF SPECIAL ACCOMODATION DURING PUBLIC MEETINGS In compliance 
with the Americans with Disabilities Act, individuals needing special accommodations 
(including auxiliary communicative aids and services) during these hearings should notify 
Tyler Rowser at three days prior to the hearing to be attended. trowser@northsummitfd.org 
or 435-901-0102 

PUBLIC NOTICE is hereby given pursuant to Utah Code §52-4-202, that the Administrative 
Control Board (the “Board”) of the North Summit Fire District (the “District”) will hold a work 
session and its regularly scheduled meeting on Thursday, August 12, 2021 beginning at 
6:00PM at Fire Station 21, 86 E. Center St., Coalville, UT 84017.  

 

 

 

 

AGENDA 

1. Call meeting to order 
2. Roll call 
3. Pledge of Allegiance 
4. Work Session 

a. Review of external Audit 
b. Continued work on Strategic Plan for the District  
c. Update on EMS Services 
d. Review Draft Bylaws 

5. Regular Meeting 
a. Public Hearing and Possible Recommendation to the County Council 

for the fee schedule of the North Summit Fire Service District.  
b. Possible Approval of the Audit Findings 
c. Public Comment (5 min per person) 
d. Review and Possible Approval of the July 15, 2021 minutes  
e. Review and Possible Approval of the accounts payable July 2021 
f. Treasurers Report 
g. Review and Possible Approval of Job Description for the Fire Marshal  
h. Operations update – Chief Nelson 
i. Chairpersons updates 
j. Board member updates 
k. Adjournment  

View the meeting live via Facebook “North Summit Fire Service District” 
or 

Zoom https://us02web.zoom.us/j/84338250332?pwd=eEp4dmpkaXNidDIzVklWczZsTWFiUT09  
or 

To listen by phone only: Dial 1-301-715-8592 Meeting ID: 843 3825 0332 

mailto:trowser@northsummitfd.org
https://us02web.zoom.us/j/84338250332?pwd=eEp4dmpkaXNidDIzVklWczZsTWFiUT09












Required Supplementary Information 

Government Auditing Standards, 

Government Auditing Standards 



































































GOVERNMENT AUDITING STANDARDS

Government Auditing 
Standards

deficiency in internal control

material weakness

significant deficiency



Government Auditing Standards

Government Auditing Standards



STATE COMPLIANCE AUDIT GUIDE

State Compliance Audit Guide,

Management’s Responsibility 

Auditor’s Responsibility 

Government Auditing Standards State Compliance 
Audit Guide. State Compliance Audit Guide

Opinion on General State Compliance Requirements  



Other Matters 

.

State Compliance Audit Guide

deficiency in internal control over compliance

A material weakness in 
internal control over compliance

significant deficiency in internal control over 
compliance

Purpose of Report 

State Compliance 
Audit Guide



 

June 30, 2021 

Administrative Control Board 
North Summit Fire Protection District 

We have audited the financial statements of the governmental activities, each major fund, and the aggregate 
remaining fund information of North Summit Fire Protection District (the District) for the year ended December 31, 
2020. Professional standards require that we provide you with information about our responsibilities under 
generally accepted auditing standards (and, if applicable, Government Auditing Standards and the Uniform 
Guidance), as well as certain information related to the planned scope and timing of our audit. We have 
communicated such information in our letter to you dated May 17, 2021. Professional standards also require that 
we communicate to you the following information related to our audit. 

Qualitative Aspects of Accounting Practices 

Management is responsible for the selection and use of appropriate accounting policies. The significant 
accounting policies used by the District are described in Note 1 to the financial statements. No new accounting 
policies were adopted and the application of existing policies was not changed during 2020. We noted no 
transactions entered into by the District during the year for which there is a lack of authoritative guidance or 
consensus. All significant transactions have been recognized in the financial statements in the proper period. 

Accounting estimates are an integral part of the financial statements prepared by management and are based on 
management’s knowledge and experience about past and current events and assumptions about future events. 
Certain accounting estimates are particularly sensitive because of their significance to the financial statements 
and because of the possibility that future events affecting them may differ significantly from those expected. The 
most sensitive estimate(s) affecting the District’s financial statements were: 

Management’s estimate of the capital asset recognition, depreciation, and asset lives is based on 
industry standard. We evaluated the key factors and assumptions used to develop the capital 
asset recognition, depreciation, and asset lives in determining that it is reasonable in relation to 
the financial statements taken as a whole. 

The financial statement disclosures are neutral, consistent, and clear. 

Difficulties Encountered in Performing the Audit 

We encountered no significant difficulties in dealing with management in performing and completing our audit. 

Corrected and Uncorrected Misstatements 

Professional standards require us to accumulate all known and likely misstatements identified during the audit, 
other than those that are clearly trivial, and communicate them to the appropriate level of management. 
Management has corrected all such misstatements. The following material misstatements detected as a result of 
audit procedures were corrected by management: Accrued vacation payable recognized only in government-wide 
financial statements and not fund financial statements. 

Disagreements with Management

For purposes of this letter, a disagreement with management is a financial accounting, reporting, or auditing 
matter, whether or not resolved to our satisfaction, that could be significant to the financial statements or the 
auditor’s report. We are pleased to report that no such disagreements arose during the course of our audit. 



 

(Continued) 
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Management Representations

We have requested certain representations from management that are included in the management 
representation letter dated June 30, 2021. 

Management Consultations with Other Independent Accountants 

In some cases, management may decide to consult with other accountants about auditing and accounting matters, 
similar to obtaining a “second opinion” on certain situations. If a consultation involves application of an accounting 
principle to the District’s financial statements or a determination of the type of auditor’s opinion that may be 
expressed on those statements, our professional standards require the consulting accountant to check with us to 
determine that the consultant has all the relevant facts. To our knowledge, there were no such consultations with 
other accountants. 

Other Audit Findings or Issues 

We generally discuss a variety of matters, including the application of accounting principles and auditing 
standards, with management each year prior to retention as the District’s auditors. However, these discussions 
occurred in the normal course of our professional relationship and our responses were not a condition to our 
retention. 

Restriction on Use 

This information is intended solely for the use of the Administrative Control Board and management of the District 
and is not intended to be, and should not be, used by anyone other than these specified parties. 

Very truly yours, 

Larson & Company 
Spanish Fork, Utah 
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SCHEDULE OF FINDINGS AND QUESTIONED COSTS – Current year 
Internal Control Findings 
 IC-2020.1 Policies and Procedures 
 

Criteria 
In order to comply with the Internal control component of the COSO framework, entities should deploy 
control activities through policies and procedures. 

Condition 
North Summit Fire Protection District did not have a written capitalization policy in their policies and 
procedures. 

Cause of Condition 
Oversight by management and staff 

Recommendation 
We recommend the District incorporate a written capitalization into their policies and procedures. 

Client Response 
Management has an informal unwritten capitalization policy. This policy will be added to the written 
policies and procedures.   

 

 

State Compliance Findings  
 
SC-2020.1 Board Member Training 
 
Criteria 
Utah Code 52-4-104 requires that the presiding officer of the public body shall ensure that the members 
of the public body are provided with annual training on open and public meetings. 
 
Condition 
North Summit Fire Protection board members did not complete the annual training for open and public 
meetings. 
 
Cause of Condition 
Oversight by management and staff. 
 
Recommendation 
We recommend that management ensure that all members complete the annual training for the 
requirements of open and public meetings. 
 
Client Response 
Management will ensure that this training is completed yearly.  
 
SC-2020.2 Fraud Risk Assessment 
 
Criteria 
The Office of the State Auditor requires that entities complete and submit the “Fraud Risk Assessment,” in 
addition to presenting the assessment in a board meeting. 
 
Condition 
North Summit Fire Protection District did complete and submit the Fraud Risk Assessment required by the 
Utah State Auditor’s Office 
 
Cause of Condition 
Oversight by management and staff. 
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Recommendation 
We recommend the district complete the Fraud Risk Assessment and present it in a board/council 
meeting before December year end, and submit to the State Auditor. 
 
Client Response 
Client is aware of the finding and will complete the Fraud Risk Assessment. 
 
 
 
 

SCHEDULE OF FINDINGS AND QUESTIONED COSTS – Prior year 
Internal Control Findings 
 There were no internal control findings noted in the prior period. 

 

State Compliance Findings 
 There were no state compliance findings noted in the prior period. 
 
 

 
 



ARTICLE I 
DEFINITIONS 

 
1.1 “Board” means the voting membership of the Administrative Control Board (“ACB”) of 

the North Summit Fire Service District.  
 
1.2 “Board Action” means an official vote or action of the Board Members. 
 
1.3 “Board Member” means a member of the ACB of the North Summit Fire Service District. 
 
1.4 “Clerk/Secretary” is the person appointed by the Board to record and safeguard all minutes 

of the Board and act as the secretary to the Board. 
 
1.5 “County” means Summit County, Utah. 
 
1.6 “County Council” refers to the legislative body of Summit County who is the Governing 

Body of the District.  
 
1.7 “District” means the North Summit Fire Service District (“NSFSD”). 
 
1.8 “Treasurer” is the person appointed by the Board to cosign all checks and other 

disbursements on behalf of the District and to provide recommendations to the Board 
regarding the collection of revenues, disbursements of funds for expenses, and the custody 
of funds that comply with state law and sound accounting controls. 

 
1.9 “Manager” is the Fire Chief of the NSFSD, as appointed by the County Council, who  

serves as its executive officer in accordance with Summit County Code Section 2-25-6.  
 
1.10 “Officer” means the chair, vice-chair, clerk/secretary, and treasurer of the ACB. 
 

ARTICLE II 
ADMINISTRATIVE CONTROL BOARD  

 
2.1 The District shall be governed by an Administrative Control Board (“Board”) which shall 

manage and conduct the District’s business and affairs in accordance with its delegated 
powers from the County Council, acting as the Governing Board of the District.  All 
powers of the District are exercised through the Board or County Council in accordance 
with the law.  

 
2.2 The Board shall be comprised of five (5) voting members, and is hereby constituted as set 

forth below:  
 

2.2.1 Three (3) members shall be appointed by the Summit County Council.  
 
2.2.2 One (1) member shall be appointed by the Coalville City Council. 
 

Commented [JB1]: If these 2 are appointed rather than elected by 
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2.2.3 One (1) member shall be appointed by the Henefer Town Council.   
 
2.3 Qualifications:  To be eligible for appointment as a voting member, each member of the 

Board shall: 
 

2.4.1 Be a registered voter at the location of the member’s residence. 
 
2.4.2 Reside within the District boundaries. 
 
2.4.3 Not be employed by the District, whether as an employee or under contract.  

 
2.4 Functions of the Board 
 

2.4.1 The Board shall exercise all powers and duties enumerated in Utah Code § 17D-1-
103, except for those reserved to the County Council under Utah Code § 17D-1-
301(4)(a) and Section 2-25-6 of the Summit County Code. 

 
2.4.2 Manager prepares and proposes to the Board an annual budget in conformance with 

Utah Code § 17B-1-601 et seq, and the Board shall vote on a final budget 
recommendation to the County Council.  

 
2.4.3 The Board passes resolutions and policies.  The Board establishes policy through 

broad general policy directives and general task assignments of a goal-oriented 
nature. 

 
2.4.4 The Board reviews the Manager's performance. 

  
2.4.5 In every case, the will of the Board shall be expressed by a majority vote of a 

quorum of the Board. No statement or act of any individual member of the Board 
shall be viewed as the will of the Board. 

 
2.4.6 The Board will review this document periodically to ensure that it is pertinent and 

current. 
 
2.5 Individual Board Members shall not give orders to any staff member of the District, either 

publicly or privately, but may ask for information from the Manager to be presented to the 
Board.  

 
2.6 All members of the Board shall serve in accordance with Utah Code and Title 2, Chapter 

25 of the Summit County Code.   
 
2.7 The interests of the NSFSD are best served if a balance is achieved among Board 

Members.  Such balance strives, if possible, to give representation to the following 
interests: 

 
 2.7.1 Fire Service Background 



 
 2.7.2 Financial Background 
 
 2.7.3 One Commissioner representing Coalville. 
 
 2.7.4 One Commissioner representing Henefer. 
   

ARTICLE III 
TERM OF OFFICE 

 
3.1 Except as provided below, the term of office for each appointed member of the Board shall 

be four (4) years 
 
3.2 Each Board Member’s term shall begin at noon on the first Wednesday following the 

member’s appointment. 
 
3.3 Board Members shall serve until a successor is duly appointed, unless the member is 

removed from office or resigns.  
 
3.4 Each Board Member may serve a maximum of three (3) appointed terms (Summit County 

Code 2-25-4).   
 
3.5 Vacancies of the five (5) appointed members of the Board, created other than by expiration 

of term, shall be filled by either the appropriate municipality or the County Council for the 
unexpired term of the Board Member whose vacancy is filled. At the end of a Board 
Member's term, the position is considered vacant and the appropriate municipality or the 
County Council may either reappoint the old Board Member or appoint a new member 
after following the appointment procedures under Utah law. The County Council may 
remove a Board Member for cause at any time after a hearing and vote by two-thirds (2/3) 
of the County Council. 

 
ARTICLE IV 
OFFICERS 

 
4.1 The Board shall elect from among its members, a chair, vice-chair, a secretary, and a 

treasurer who shall act as the Officers of the District.  Elections shall be held at the first 
scheduled public meeting in January and annual thereafter, except if the changing of a 
commission seat in mid-year necessitates a reassigning of officers and/or duties. The Board 
may elect to forgo the election of a secretary and treasurer, choosing instead to appoint 
those positions in which case they will not be considered Officers of the District. 

 
4.2 Chair  
 

4.2.1 Conducts meetings.  

4.2.2 Schedules public meetings and any or all special public meetings. 
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4.2.3 Act as official spokesperson for the ACB to the public or designate such 
spokesperson. 

 
4.2.4 Coordinates and follows through on projects and assignments of the Board. 

 
4.2.5 Arranges for on-going dialogue and interaction with interfacing entities such as the 

County Council and other local town/city councils within the District, and other 
public entities for the purposes of information exchange, insight and analyzing 
future growth and development. 

4.3 The Vice Chair shall act as Chair in the absence or at the direction of the same.  
 
4.4 Clerk/Secretary  
 
 4.4.1 Attends Board meetings and keeps a record of the proceedings.  
 
 4.4.2 Maintains financial records. 
 
 4.4.3 Presents a financial report at least quarterly to the Board. 
 
4.5 Treasurer  
  
 4.5.1 Primarily responsible for the funds and assets of the NSFSD and accountability for  

the same. 
 
 4.5.2 Reviews placement and status of NSFSD’s monetary funds. 
 
4.6 Entire Board 
 
 4.6.1 Provides policy framework, sets vision/goals/policies. 
 
 4.6.2 Delegates policy implementation to the Manager.  
 
 4.6.3 At least quarterly, reviews all expenditures authorized by the Manager.  
 
4.7 Removal of Board Member  
 

4.7.1 The interests of the NSFSD are best served by allowing for the removal of a Board 
Member by the County Council when a majority of the Board perceives that a 
member no longer fulfills the responsibilities of a Board Member.  Reasons for 
removal may include, but are not necessarily limited to, the following: 

 
1. Unreasonable absence from three (3) consecutive meetings. 
2. Unreasonable absence from four (4) regularly-scheduled meetings per year. 
3. Failure to abide by the guidelines and duties for Board Members as set 
 forth in these Policies and Procedures. 



4. Conduct unbecoming to a public official. 
5. Gross disinterest or failure to perform needed or necessary duties on behalf  

of the NSFSD. 
6. Impairment of impartial and objective decision-making abilities because of a  

conflict of interest which is either personal or business/employment related.
  

4.7.2 Since removal is an extreme measure, and leave of absence is a practical 
impossibility, the Board Member in question should be accorded the opportunity to 
either resign voluntarily or reprioritize his/her commitment to the NSFSD before 
any action is taken by the Summit County Council. 

 
4.8 Compensation.  The District shall pay Board Members $80/month in exchange for their 

service.  
 
4.9 Vacancies.  Whenever there is a vacancy in the Board membership, a replacement Board 

Member shall be appointed by the Summit County Council or appointing entity within 
ninety (90) days.   

    
ARTICLE V 

OPEN AND PUBLIC MEETINGS 
 
5.1  Open Meetings 
 
 The NSFSD Administrative Control Board operates within the guidelines of the Open and 

Public Meetings Act of the State of Utah.  Annual training will be scheduled by NSFSD 
administration regarding the Open and Public Meetings Act.  The Chair of the Board will 
ensure that its members are provided with annual training on the requirements of the Open 
and Public Meetings Act.  Within one year of appointment NSFSD Administrative Control 
Board Members will complete State Auditor’s Office/Utah Association of Special Districts 
training. 

 
With a quorum present, an open meeting will include workshops and Executive Sessions 
but does not include chance meetings or social meetings. 

 
5.2 Closed Meetings  
 

A meeting may only be closed pursuant to Utah Code §§ 52-4-204 through 206. 
 

The Board may enter a Closed Meeting only from a properly-noticed Open Meeting, with a 
motion to enter a Closed Meeting.  A two-thirds vote will be required of Board Members 
present at an Open Meeting to enter a Closed Meeting, and the motion to convene a Closed 
Meeting must be publicly announced and recorded.  The reason for closing the meeting 
must be clearly stated, and the location of the Closed Meeting must be recorded.  The vote 
of each Board Member must also be recorded (by roll call vote).  No board action may be 
taken in a Closed Meeting.  No recorded minutes are required if the meeting is closed to 
discuss: the character, professional competence, or physical or mental health of an 



individual.  In lieu of recorded minutes, Utah Code requires a sworn written statement from 
the Chair.  All other Closed Meetings require the Board to record the closed portion of the 
meeting, and detailed written minutes be kept. 

 
5.3 Emergency Meetings 
 

Emergency meetings may be held in the event of unforeseen circumstances. The best 
practicable notice must be given of meeting date, time, place, and items to be considered.  
A reasonable attempt will be made to notify all Board Members, and a majority of the 
Board Members must approve of the meeting.  

 
5.4 Electronic Meetings 
 

The Board may conduct electronic meetings consistent with the provisions of Utah Code § 
52-4-207 and Summit County Resolution 2021-06. 

 
5.5 Electronic Messages 
 

No deliberation shall occur outside of a publicly noticed and held meeting, including 
through any electronic communications.  During meetings, Board Members shall not 
transmit electronic messages.  Electronic messages are defined as: email, instant messages, 
electronic chat, text messaging, or other means of electronic messaging.  All Board 
Members will be issued a NSFSD email address upon appointment.  All electronic 
communications involving Board business are considered public records and must be 
preserved and retained according to the State retention schedule.   

 
ARTICLE VI 

VOTING 
 
6.1 Number of votes: Each member of the Board shall have one vote on all matters brought 

before the Board.   
 
6.2 Passage: The affirmative vote of majority of all voting members present at any meeting of 

the Board at which a quorum of voting members was presented shall be necessary and 
sufficient for the passage of any item before the Board or Board Action. 

 
ARTICLE VII 

QUORUM 
 
7.1 A majority of the members of the Board shall constitute a quorum. No action may be taken 

by the Board unless a quorum is present. 
 

ARTICLE VIII 
CONDUCT OF MEETINGS 

 



8.1 The Board shall, with the Manager, establish a regular meeting schedule which shall not be 
less than one meeting per month. 

 
8.2 All meetings shall be noticed pursuant to and comply with all provisions of the Utah Open 

and Public Meetings Act. 
 
8.3 A copy of the agenda and notice for each Board meeting shall be provided via electronic 

mail to the Summit County Manager no less than twenty-four (24) hours prior to the 
scheduled meeting. 

 
8.4 A copy of the minutes of each Board meeting shall be provided via electronic mail to the 

Summit County Manager within five (5) working days following the approval of the 
minutes. Draft minutes, recordings of electronic meetings, and final minutes shall be posted 
to the District’s webpage (if any) and to the Utah Public Notice webpage as required by the  
Open and Public Meeting Act. 

 
8.5 The Board shall adopt a form of parliamentary procedure and shall conduct all meetings in 

a manner consistent with that procedure and consistent with all applicable laws. 
 

ARTICLE IX 
ETHICS 

 
The following ethical principles shall guide the actions of the Board and its members in 
carrying out the powers and duties described above: 

 
9.1 Gifts.   
 

Board Members will not solicit or accept gifts.  An occasional non-pecuniary gift having a 
value of less than $50 or an award public presented in recognition of public services may 
be accepted. 

 
9.2 The primary obligation of the Board and each member is to serve the public interest.  
 
9.3 Conflict of Interest.  
 

Any potential conflicts of interest require full disclosure.  A Board Member may not have a 
personal investment or pecuniary interest in any business entity which will create a 
substantial conflict between private interests and public duties. The Board and its members 
shall avoid conflicts of interest and the very appearance of impropriety. A Board Member 
with a potential conflict of interest shall publicly disclose that interest, abstain from voting 
on the matter, and not participate in any deliberations on the matter, but may remain in the 
chamber where such deliberations are to take place except when the Board may go into 
executive session. When the Board is in executive session, any Commission member with a 
potential conflict shall remove himself/herself from the chamber.  Also, the Board Member 
with a potential conflict shall not discuss the matter privately with any other Board 
Member or public official voting on the matter.   



  
 

ARTICLE X 
PENALTIES 

 
10.1 Certain penalties under Utah Code may apply in the event of breach of conduct in 

accordance with the above-stated policy.  



RESOLUTION 2021-06 
 

A RESOLUTION AUTHORIZING THE PUBLIC BODIES OF SUMMIT 
COUNTY TO CONDUCT ELECTRONIC MEETINGS AND TO ALLOW 
MEMBERS OF THE PUBLIC BODY AND THE PUBLIC TO 
PARTICIPATE ELECTRONICALLY. 

 
WHEREAS Utah Code §52-4-207 Allows public bodies to convene and conduct an electronic 
meeting if the public body as adopted a resolution, rule, or ordinance governing the use of 
electronic meetings; and 
 
WHEREAS, during the COVID-19 pandemic electronic meetings were not only required but 
were the only mechanism to convene meetings under the emergency rules of the pandemic; and 
 
WHEREAS public participation increased through the use of on-line and electronic forums; and 
 
WHEREAS the Summit County Council is desirous of continuing the ability of conduction all or 
a portion of public meetings in an electronic format; and 
 
WHEREAS other Summit County entities such as the planning commissions, advisory boards, 
and other committees desire to continue the use of public participation through electronic means; 
and 
 
WHEREAS the Summit County Council believes that it is in the best interest of the County and 
its citizens to continue electronic meetings as allowed by law; 
 
NOW THEREFORE BE IT RESOLVED consistent with the provisions of Utah Code §52-4-
207 that the Summit County Council and any and all agencies, commissions, boards, 
committees, etc. of Summit County that are public bodies are hereby authorized to conduct and 
participate in electronic meetings as follows: 
 
1. Notice:  No electronic public meeting shall be conducted, and no member of any 
public body may participate electronically, unless properly noticed as an electronic meeting 
consistent with the requirements of the Utah Open and Public Meetings Act. 
 
2. Anchor Location: Consistent with Utah Code §52-4-207(4) an anchor location for 
members of the public to attend must be established and noticed unless a public health exception 
applies. 
 
3. Quorum: A quorum of the public body must be present for every meeting, but 
attendance may be counted through physical presence at the anchor location, or by attendance 
through the noticed electronic means. No special vote to convene in an electronic meeting shall 
be necessary if notice of the electronic meeting has been properly posted. 
 
4. Recordings and records: Written minutes and a recording of all public meetings 
shall be kept.  An audio or video recording of an open meeting whether electronic or not, shall be 



made available to the public within three business days of the meeting and shall be posted on the 
Summit County website’s Agenda Center as well as any other posting required by law.  All other 
minutes, recordings, agendas, and agenda packets shall comply with the provisions of Utah Code 
§52-4-203(4)(g). 
 

APPROVED, ADOPTED, AND PASSED and ordered published by the 
Summit County Council, this _____ day of ______, 2021. 

 
     SUMMIT COUNTY COUNCIL 
 
     By:____________________________ 
      Glenn Wright, Chair 
 
     Council Member Armstrong  voted: _____ 
     Council Member Clyde   voted: _____ 
     Council Member Robinson  voted:  _____ 
     Council Member Stevens  voted: _____ 
  
ATTEST: 
 
_________________________ 
County Clerk 
Summit County, Utah 
 



 

RESOLUTION 2021-___ 
 

A RESOLUTION ADOPTING A FEE SCHEDULE 
FOR THE NORTH SUMMIT FIRE SERVICE DISTRICT 

 

 

RECITALS 

WHEREAS the NORTH SUMMIT FIRE SPECIAL SERVICE DISTRICT (“NSFSSD”) is a 
special service district duly organized under the laws of the State of Utah as a public body 
corporate and politic; and 
 
WHEREAS, pursuant to Utah Code § 17D-1-103(2)(o), NSFSSD is authorized to impose fees or 
charges or both for commodities, services, or facilities it provides; and 
 
WHEREAS, pursuant to Utah Code § 63G-2-203, NSFSSD is authorized to charge a reasonable 
fee for its actual cost of providing a record in response to a request presented pursuant to Utah’s 
Government Records Access and Management Act, Utah Code § 63G-2-101 et seq; and  
  
WHEREAS the NSFSSD Administrative Control Board has reviewed the proposed Fee Schedule 
(“the Schedule”) and GRAMA Fee Schedule (“GFS”) to be adopted by NSFSSD, has held a 
public hearing and has forwarded a positive recommendation to the Summit County Council as 
the Governing Body of the District; and. 
 
WHEREAS, the Governing Body believes the Schedule to be in the best interests of NSFSSD 
and the community it services; and 
 
WHEREAS, the fee schedule for GRAMA requests  is consistent with those  previously adopted 
by the Summit County Council on behalf of Summit County; and  
 

 
NOW THEREFORE BE IT RESOLVED BY THE SUMMIT COUNTY COUNCIL as 

the Governing Body of the North Summit Fire Special Service District:   
 

1. That the Fee Schedule attached hereto as Exhibit A is hereby adopted in its entirety. 

 

2. That the Administrative Control Board for the District shall have the authority to grant 
fee waivers to other governmental entities as well as non-profit charitable organizations on a case 
by case basis. 

3. The Fee Schedule attached as Exhibit A shall become effective thirty (30) days from the 
adoption of this Resolution.  

 



North Summit Fire District 
Fee Schedule 

Resolution 2021-___ 
Adopted **/**/2021 
Effective **/**/2021 

 

 

PASSED AND ADOPTED this ____ day of _______________, 2021. 

 

      SUMMIT COUNTY, UTAH 

 

 

 

     By:____________________________________________ 

      Chair, Board of County Commissioners 

 

ATTEST: 
 
 
 
_____________________________________ 
Kent H. Jones 
County Clerk, Summit County, Utah 
 
 
 
        APPROVED AS TO FORM: 
        SUMMIT COUNTY ATTORNEY: 
        By:__________________________ 
  



North Summit Fire District 
Fee Schedule 

Resolution 2021-___ 
Adopted **/**/2021 
Effective **/**/2021 

 

I. Building Rentals 
1. Conference Room Rental ................................................ $10.00/hour + 10% booking fee 

Conference room rental is waved for government entities, & civic groups. No retail sales 
permitted in district buildings. 

II. Personnel1 
1. Firefighter/EMR/EMT/AEMT/Paramedic ...................................................... $50.00/hour 
2. Fire Prevention ................................................................................................ $50.00/hour 
3. Fire Officer ...................................................................................................... $60.00/hour 
4. Chief Officer ................................................................................................... $85.00/hour 

III. Apparatus1 
1. Motorcycle ...................................................................................................... $25.00/hour 
2. ATV ................................................................................................................ $25.00/hour 
3. UTV ................................................................................................................ $50.00/hour 
4. Bicycle .............................................................................................................. $25.00/day 
5. Pumper <1,000 gpm ...................................................................................... $222.00/hour 
6. Pumper >1,000 gpm ...................................................................................... $257.00/hour 
7. Aerial Truck .................................................................................................. $257.00/hour 
8. Water Tender (Water Shuttles) ................................................ $257.00/hour + $0.55/mile 

IV. Fire Marshal2 
1. CPR/First Aid Classes ............................................................................. $2550.00/person 
2. Preliminary Subdivision Plat Review ...................................................... $100 + $5.00/lot 
3. Final Subdivision Plat Review ............................................................................. $2.50/lot 
4. Residential Plan Review ................................................................................... $0.25/foot2 
5. Residential Site Inspection ..................................................................... $50.00/inspection 
6. Residential Fire Sprinkler Inspection ..................................................... $50.00/inspection 
7. Commercial/Multifamily Plan Review ............................................................. $1.00/foot2 
8. Commercial/Multifamily Site Inspection .............................................. $75.00/inspection 
9. Commercial/multifamily Fire Sprinkler Inspection ............................... $75.00/inspection 
10. Commercial Kitchen Hood Inspection................................................... $75.00/inspection 
11. Fireworks Display Permit & Onsite Inspection .......................................... $75.00/display 
12. Tent Permit & Onsite Inspection ..................................................................... $25.00/tent 
13. Special Event Permit ...................................................................................... $25.00/event 
14. Mass Gathering Permit ..................................................................................... $50.00/day 

 

                                                            
1 Fees for Personnel and Apparatus negotiated with the Utah Department of Natural Resources, Forestry, Fire & 
State Lands may be different than as provided for in this fee schedule. 
2 If the District must hire an outside consultant, that consultant’s actual cost will be charged. The District will 
provide the applicant with an estimate prior to engaging a consultant.  



North Summit Fire District 
Fee Schedule 

Resolution 2021-___ 
Adopted **/**/2021 
Effective **/**/2021 

NORTH SUMMIT FIRE DISTRICT GRAMA FEE SCHEDULE AND PROCESS FOR 
GRAMA REQUESTS 

 
Process: 

• A person making a request for a North Summit Fire District (the “District”) record shall 
complete the “Request for Record – Utah Government Records Access and Management Act” 
form prior to reviewing and/or receiving copies of records. In his/her discretion, the record 
custodian may accept the record request in a different format so long as the request is in writing 
and contains the requester’s name, mailing address, and daytime telephone number, if available, 
and a description of the record requested that identifies the record with reasonable specificity. 
 

• The request shall be submitted to the District via in-person delivery, facsimile, US Postal 
Service or email to any of the following: 
o [District physical address] - 86 E. Center Street, Coalville, UT 84017 
o [District Mailing address] - PO Box 187 Coalville, UT 84017 
o  [District facsimile number] 
o [District Email address] - torwser@northsummitfd.org 

 
• Upon receipt of the “Request for Record,” a response to the request shall be provided to the 

requester within ten (10) business days unless: 
o the requester has demonstrated that the record request benefits the public rather than the 

person (in which case response shall be within five (5) business days); or 
o “extraordinary circumstances” pursuant to Utah Code §63G-2-204(5) exists, which allow 

the department to delay approval or denial for an additional period of time. 
 
Fees: 

• The costs for processing GRAMA requests and/or copies are set forth in the below GRAMA fee 
schedule. 

• The District requires payment of past fees and future estimated fees prior to processing a request 
if: 

o fees are expected to exceed $50.00; or 
o the requester had not paid fees from previous requests. 

• There is no charge for mere requests to inspect a record(s), except to cover staff time incurred 
compiling the record(s) and for costs of any copies requested thereafter. 

• Fee Waivers: The District may fulfill a record request without charge and is encouraged to do so 
when it determines that: 

o Releasing the record primarily benefits the public rather than a person; 
o The individual requesting the record is the subject of the record; or 
o The requester’s rights are directly implicated by the information in the record, and the 

requester is impecunious. 
• Fee Waiver Appeals: A person who believes that there has been an unreasonable denial of a fee 

waiver may appeal the denial in the same manner as a person who appeals the inspection of a 
public record under Utah Code §63G-2-205 by filing a notice of appeal within 30 days. 

 
 



North Summit Fire District 
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Resolution 2021-___ 
Adopted **/**/2021 
Effective **/**/2021 

 
GRAMA FEE SCHEDULE 

V. Copies 
1. 8 ½” X 11” non-color copies ........................................................................... $0.50/sheet 
2. 8 ½” X 11” color copies ................................................................................... $1.00/sheet 
3. 11” x 17” copies ............................................................................................... $1.00/sheet 
4. Odd sized copies ......................................................................... Actual cost to reproduce 
5. Copies of videos ........................................................................... $15.00/video recording3 
6. Copies of audio ............................................................................ $15.00/audio recording3 
7. USB drives ............................................................................................. $15.00/8GB drive 
8. Other media ................................................................................. Actual cost to reproduce 
9. Fire Incident report (NFIRS) .......................................................................... $5.00/report 
10. Incident Photographs (up to ten photographs) ................................................ $1.00/photo 
11. Incident Photographs (more than ten) ............................................................ $1.00/photo3  
12. Dispatch tapes ................................................................ Request through Summit County 

 
VI. Services 

1. Notary Services ........................................................................ $5.00/signature to notarize 
2. Certification of a document .................................................................. $2.00/certification 
3. Records delivered by facsimile ........................................ $0.75/page + telephone charges 
4. Mailing and shipping costs ......................................................................... $2.00/package 

For staff mail preparation time, plus actual mailing costs. Actual mailing costs are those 
for U.S. Postal Service or an authorized delivery service such as UPS, FedEx, etc.  

Staff time required to search, compile, and otherwise prepare to provide a record. Actual 
cost, not to exceed the hourly rate (excluding benefits) of the lowest paid employee who, in 
the discretion of the record’s custodian, has the necessary skill and training to perform the 
request. The first 15 minutes of staff time shall be at no charge. 

 
Staff time for photocopying, faxing, and providing documents in electronic format (i.e. video, 
audio or USB drive) is included in the costs for those items. 

 

                                                            
3 Cost of reproduction plus a USB Drive to put the media on.  



Minutes 
North Summit Fire Service District 

Administrative Control Board 
Regular Meeting  
86 E Center St 

Coalville, UT 84017 
July 15, 2021 

 
Vice Chair Andersen called the meeting to order at 6:00PM 1 

Board Members Present   Staff Present 2 

Chair Michelle Andersen    Chief Ian Nelson  3 
Vice Chair Jim Rees    Tyler Rowser  4 
Treasurer Michael Novak    Erik Mandeen  5 
Melanie Bosworth     Capt. Mark Robertson 6 
Don Winters      Ryan Stack. Deputy County Attorney  7 
 Jami Brackin, Deputy County 8 

Attorney 9 
 10 
Public Present      Public Present Electronic 11 
Gale Pace       David Warnock, County HR Director  12 
Tom Fisher, County Manager   13 
        14 
        15 
Item 2 Roll Call  16 
A quorum was present. 17 

Item 3 Pledge of Allegiance  18 
Treasurer Bosworth lead the board and public in the Pledge of Allegiance 19 

Item 4 Closed-door meeting in compliance with Utah Code §52-4-205(1)(a) –20 
Personnel 21 
Treasurer Bosworth motioned to go into closed door meeting for personal, Board 22 
member Novak seconded, Roll call vote:  23 
Board Member Rees Aye 24 
Treasurer Bosworth Aye 25 
Board Member Winters Aye 26 
Chair Andersen Aye 27 
Board Member Novak Aye 28 
All aye motion passed. Closed Door meeting began at 6:03pm 29 
Present in the closed door meeting the above board members, and Attorneys Ryan 30 
Stack, Jami Brackin, County Manager Tom Fisher, County HR Director David 31 
Warnock 32 

a. Reconvene in open meeting  33 
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Board Member Rees motioned to reconvene in open meeting, Treasurer Bosworth 34 
seconded the motion. A vote was called, all Aye, motion passed reconvened in open 35 
meeting at 6:15PM  36 

Item 5 Work Session 37 
a. Welcome new board members 38 

Vice Chair Andersen wanted to welcome the 2 new board members Mike 39 
Novak replacing John Meek and Jim Rees is replacing Matt Shill as the 40 
Henefer Town Council Representative.  41 

b. Review updated fee schedule 42 
Vice Chair Andersen asked if standby fees are mirroring other agencies in the 43 
area? Is the CPR class fee’s enough to cover costs? Board Member Novak 44 
asked, Are the GRAMA fees really needed for copies? Treasurer Bosworth 45 
asked, are the station rentals be for all stations? Treasurer Bosworth would 46 
like to keeping the building open for the community to and for small 47 
boutiques to use the buildings to sell their products. The board agreed to 48 
removed “no commercial sales in district buildings”. Removed item 3 on 49 
resolution and add item I (from Fee Schedule) on item 4 in the resolution 50 
exempting government, and non-profit charitable organizations. 51 
Chief Nelson stated that the standby fees are to mirror other agencies in t he 52 
area, and that the CPR Class fee does need revised. GRAMA fees are the 53 
same as what was adopted by the County and that if we don’t have them in 54 
place on this schedule we can’t charge anything. All district buildings will be 55 
open to the public to rent under the new policy.  56 

c. Begin work on Strategic Plan for the District  57 
County Manager Tom Fisher, presented on now to develop a mission 58 
statement, and vision statement to the board. A vision and mission statement 59 
should work hand in hard to help guide the district in its service goals.  60 
 61 

Item 6 Regular Meeting 62 

a. Appoint Chair, Vice Chair, & Treasurer 63 
Chair – Board Member Bosworth nominated Board Member Andersen, 64 
Board member Winters nominated Board Member Rees. No other 65 
nominations. A vote was called, for Board Member Anderson, Board Members 66 
Bosworth, Novack & Andersen. For Board Member Rees, Board Members 67 
Winters and Rees. Board Member Andersen elected Chair. 68 
Vice Chair - Board Member Winters nominated Board Member Rees. No 69 
other nominations. A vote was called All ayes. Board Member Rees elected 70 
Vice Chair. 71 
Treasurer – Board Member Bosworth nominated Board Member Novak, no 72 
other nominations. A vote was called, all ayes, Board Member Novak elected 73 
Treasurer.   74 
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b. Public Comment (5 min per person) 75 
none 76 

c. Review and Possible Approval of the June 10, 2021 minutes  77 
The board members reviewed the minutes of June 10, 2021 and made no 78 
corrections. Board Member Bosworth motioned to approve the minuses, 79 
Board Member Winters seconded the motion, a vote was called, Bosworth, 80 
Winters & Andersen Aye, Rees and Novak Abstained. Motion passed.  81 

d. Review and Possible Approval of the accounts payable June 2021 82 
Chair Andersen asked why Olivia had 2 pay checks on the same date for 83 
different amounts? Cpt. Robertson sated it’s because a shift was missed and 84 
the last pay check. Treasurer Novak asked why we paid a late payment fee to 85 
the Utah State Tax Commission (USTC) Cpt. Robertson sated it’s because the 86 
tax commission didn’t reconcile with our accounting, and we had a balance 87 
we owned on and like any business they assessed a late fee. Chair Andersen 88 
stated she is concerned about where we are at in the YTD Budget. Treasurer 89 
Novak asked if there is a bench mark on how much money we should have in 90 
reserves? Chief Nelson sated currently we have money in reserves to build 91 
the tollgate station, but no set amount or percentage of what we should have 92 
in reserves. Treasurer Novak motioned to approved the accounts payable for 93 
June 2021, Board Member Winters seconded the motion, a vote was called, 94 
all ayes, motion passed. 95 

e. Review and Possible Approval of Job Descriptions 96 
Chair Andersen asked why the Fire marshal job description had 2 different 97 
age requirements? Chief Nelson said this is the first review of this job 98 
description and will make the change for the next meeting. Chair Andersen 99 
aske is there going to be a cap on the apprentice Firefighters? Chair 100 
Andersen suggested maybe with 4 captions maybe 4 apprentices. Chair 101 
Andersen asked are the requirements something that everyone can manage 102 
getting in the next 12 months? Chief Nelson sated he felt they were. Vice 103 
Chair Rees motioned to approve the job descriptions for Apprentice 104 
Firefighter, Firefighter 1 & 2, Deputy Chief, Engineer 1 & 2, Fire Caption 105 
and table the Fire Marshal job description until next meeting. Board member 106 
Bosworth seconded the motion, a vote was called, all ayes, motion passed.  107 

f. Review and Possible Approval for fixing Rescue 22 108 
The heads are cracked on the truck and need to be replaced, we need to get it 109 
back in service as soon as possible, the estimated cost is about $6000 to fix it. 110 
Board Member Winters motioned to approve $7,000.00 to fix rescue 22, Vice 111 
Chair Rees seconded the motion, a vote was called, all ayes, motion passed.  112 

g. Operations update – Chief Nelson 113 
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Run report currently 10 calls less then last year. We are missing some EMS 114 
calls that need to be added into the system, County IT has granted Chief 115 
Nelson access to the Spillman (computer aided dispatch system) to be able to 116 
run a call history and make sure we are caught up on all reports being in at 117 
the end of the month.  118 
Had a meeting with ISO representative to start the evaluation process.  119 
Compiling a list of vehicles and mileage and will start to gather repair costs 120 
of each vehicle and what we can do for replacements.  121 
Roster of certifications is being updated at this time. Also need to add 122 
training officer org chart. 123 

h. Chairpersons updates 124 
None 125 

i. Board member updates 126 
None 127 
 128 

Item 7 Closed-door meeting in compliance with Utah Code §52-4-205(1)(a) –129 
Personnel 130 

Vice Chair Rees motioned to go in to a closed door meeting for personnel, Treasurer 131 
Novak seconded the motion, Roll Call vote,  132 
Vice Chair Rees AYE 133 
Board Member Winters AYE 134 
Board Member Bosworth AYE 135 
Treasurer Novak AYE 136 
Chair Andersen AYE 137 
Motion passed, closed door meeting began at 7:21pm 138 
Present in the closed door meeting, board members listed above, Attorneys Ryan 139 
Stack and Jami Brackin, County HR Director David Warnock, & Chief Ian Nelson 140 

a. Reconvene in open meeting 141 
Treasurer Novak motioned to come out of closed door meeting, Vice Chair 142 
Novak seconded, a vote was called, all ayes, motion passed reconvened in 143 
open meeting at 8:46PM 144 

b. Adjournment 145 
Board Member Winters motioned to adjourn, Board Member Bosworth 146 
seconded the motion, a vote was called, all ayes, motion passed adjourned at 147 
8:48PM  148 

 149 

 150 
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____________________________   _________________________________ 151 
Chair Michelle Andersen    Chief Ian Nelson 152 

 153 

Attest: 154 

____________________________ 155 
Tyler J Rowser, Board Secretary 156 













North Summit Fire District 
Rules, Policies, and Procedures 

 

NSFD Operational Policies 
and Procedures Position Descriptions Fire Marshal 

 
JOB SUMMARY 
 
Under general supervision from the Fire Chief and in compliance with Utah Law and Fire District 
Policies and Procedures, this FLSA non-exempt position performs professional and technical work in 
the field of fire prevention. 
 

TOOLS AND EQUIPMENT USED 
 
Emergency medical care equipment, fire apparatus, fire pumps, hoses, and other standard 
firefighting equipment, power equipment, small hand tools, ladders, radio, personal computer, 
phone. 
 

PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to stand; walk; run; jump; 
use hands to finger, handle, or operate objects, tools, or controls; and reach with hands and arms. The 
employee is occasionally required to sit; climb; balance; stoop, kneel, crouch, or crawl; talk and hear; 
and taste or smell.  
 
The Fire Marshal must frequently lift and/or move up to 50 pounds and occasionally lift and/or move 
185 or more pounds. Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus.  
  
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. While performing the 
duties of this job, the employee regularly works in a general office setting and all-weather conditions.   
 
The employee occasionally works near moving mechanical parts and in high, precarious places and 
is occasionally exposed to wet and/or humid conditions, fumes, or airborne particles, toxic or caustic 
chemicals, risk of electrical shock, and vibration, heat and sub-zero temperatures. 
 
The noise level in the work environment is usually moderate, except during certain firefighting or 
EMS activities when noise levels may be loud. 
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ESSENTIAL DUTIES, FUNCTIONS AND RESPONSIBILITIES 
 

 Holds responsibility for the fire prevention division; enforces the provisions of the Fire 
Prevention code and the laws and regulations of the assigned jurisdiction. 

 Inspects existing structures, new construction, and remodel sites for compliance with fire 
codes, and issues citations or other orders where violations are found.  

 Resolves compliance problems with owners within scope of knowledge and authority. 
 Reviews building and fire sprinkler plans to assure fire code requirements are met. 
 Participates in the inspection of hydrants, sprinkling systems, and elements of a fire 

prevention or protection system. 
 Conducts voluntary home inspections. 
 Investigates complaints received by the Fire Prevention Division; establishes and maintains 

comprehensive records of all business transacted such as complaints, inspections, 
investigations, notices served and permits written. 

 Investigates origin and circumstances of fires which involve loss of life, injury to any person 
or persons or damage or destruction of property. Takes charge of evidence of the origin of 
the fire. 

 Makes reports to the Fire Chief; provides information to the business community and the 
public upon request; attends, if possible, all off-duty fires. 

 Provides public education in fire prevention, including giving talks, demonstrations, and 
presentations to community groups, schools, and other organizations or institutions. 

 Participates in physical fitness activities to maintain the capacity for sustained physical 
exertion.  

 Performs other job-related duties as required by the NSFD administration. 
 

MINIMUM QUALIFICATIONS 
 

 High school diploma or GED equivalent. 
 Must be (21) twenty-one years of age or older. 
 Must have a minimum of 5 years’ experience as a Firefighter II. 
 Must have American Heart Association Basic Life Support (BLS) for Healthcare Providers. 
 Must have Utah Firefighter II certification from Utah Fire Rescue Academy. 
 Must have Utah Hazmat Operations certification from Utah Fire Rescue Academy.  
 Must have Utah Fire Inspector I certification from Utah Fire Rescue Academy. 
 Must have NREMT Emergency Medical Responder or higher certification. 
 Must be a citizen of the United States of America at the time of application or provide proof 

of appropriate work permit. 
 Must have the ability to learn the operation of fire suppression and other emergency 

equipment.  Must have the ability to learn to apply standard firefighting, and basic life 
support, and fire prevention techniques. 
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 Must be able to read and write the English language.  Must have the ability to follow verbal 

and written instructions, and the ability to communicate effectively orally and in writing. 
 Must possess or be able to obtain by time of employment a valid Driver's License.  
 Must have a stable driving history without record of suspension or revocation in any State. 
 No felony convictions or disqualifying criminal history within the past seven years. Must be 

of good moral character and of temperate and industrious habits. 
 This is a safety sensitive position and must pass a criminal background check and drug screen. 
 This position does not qualify for tele-commuting. 

 
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the job change. 



SECTION 1 - PERSONNEL SYSTEM PROVISIONS 
 

A. Purpose: 
 

The North Summit Fire District (“District”) is a special service district created 
pursuant to Utah Code Ann. Title 17D and operating under the laws of the State of 
Utah and administers public funds. The policies and procedures relative to the 
personnel working for the District are set forth for a dual purpose: 

 
1. To give employees clear, concise information as to their rights, privileges, 

obligations, and responsibilities. 
 

2. To provide the administration direction in dealing fairly and consistently with all 
employees. 

 
B. Functions Of The Manual: 

 
It is the policy of the District that this manual be used as an outline of the basic 
personnel policies, practices, and procedures for the District. The manual, 
however, is not intended to alter the employment-at-will relationship in any way. 

 
1. This manual contains general statements of District policy and should not be 

read as including the fine details of each policy, nor as forming an express or 
implied contract or promise that the policies discussed in it will be applied in all 
cases. The District may add to the policies in the manual or revoke or modify 
them from time to time. Every effort will be made to keep the manual current, 
but there may be times when policy will change before this material can be 
revised. 

 
2. All manuals are District property and are assigned to employees holding a 

District position. The Fire Chief is responsible for distribution of the manuals to 
newly hired employees and volunteers. Each employee and volunteer shall 
sign a statement that they have received, read, and understand the manual. 
Amendments shall be distributed by the Fire Chief and shall be available on the 
intranet. Each employee shall sign a statement available on the intranet that 
they have received, read, and understand the policies and any amendments to 
the policies. 

 
a. The Fire Chief has the authority to adopt and administer Standard Operating 

Procedures, Procedural Orders, or Guidelines that are supplementary to, 
but not inconsistent with the policies set forth in this manual.  
 



b. An Administrative Control Board (ACB) has been established with the 
authority to review and recommend changes to the District’s personnel 
policies.  Policies will Policies are written by the Fire Chief and then 
presented to the ACB. The ACB then reviews the policies and recommends 
potential changes. Once the policies are completed the ACB recommends 
them to the Summit County Council for approval. The Fire Chief is 
responsible for disseminating new policy to the employees of the District. 

 
c. The Fire Chief and all Supervisors should refer to the manual whenever 

questions of policy interpretation or implementation arise. They should, 
when possible, refer the employee to the policies and to, exercise caution 
in copying materials and avoid disseminating fragmented portions of these 
policies. Issues needing clarification should be referred to the Fire Chief. 

 
As used in the manual: 
 

a. The words "shall" or "will" are to be construed as mandatory and the word 
"may" as permissive. 

 
b. Any reference to a specific gender shall be construed to include all genders.  

 
C. Applicability of Policies and Procedures: 

 
The policies and procedures set forth herein shall apply to all personnel, except 
where specifically excluded within the text of individual contracts or elsewhere in 
this document. If lawful and applicable federal or state governmental regulations 
concerning District officials are contrary to these policies, such governmental 
regulations shall have precedence. These policies and procedures do not apply to 
members of boards and commissions, or persons engaged under contract to 
supply professional or technical services. Specific policies for volunteer personnel   
who receive no or nominal compensation from the District are included.  

 
D. System Standards: 

 
The system standards subscribed to by the District shall conform to the following:  

 
1. Recruiting, selecting, and advancing employees on the basis of their relative 

ability, knowledge, and skill levels, including open consideration of qualified 
applicants for initial appointment. 

 
2. Providing equitable and adequate compensation. 

 



3. Educating employees and volunteers as needed, to assure high quality 
performance and justify reasonable performance standards. 

 
4. Normally, retaining employees on the basis of the adequacy of their 

performance, correcting inadequate performance, and separating employees 
and volunteers whose inadequate performance cannot be corrected or 
corrected in a timely manner.  

 
5. Assuring non-discrimination for applicants and employees in all aspects of 

personnel administration without regard to political affiliation, race, color, 
national origin, age, military status, disability (including pregnancy and/or 
breast feeding), sexual orientation, gender identification, and with proper 
regard for their privacy and constitutional rights as citizens. 

 
6. Providing information to employees regarding their political rights and 

prohibited practices under the Hatch Act or related legal guidelines. 
 

7. Providing a formal procedure for processing the appeals and grievances of 
employees without discrimination, coercion, restraint, or reprisal.  

 
8. Providing information to employees regarding their protections against 

discrimination and rights to reasonable accommodations as a result of 
pregnancy or breast feeding pursuant to Utah Code §34A-5-106. 



SECTION 2 - EQUAL EMPLOYMENT OPPORTUNITY 
 

A. Legal Compliance:  
 

It is the policy of the District to comply with the guidance set forth in Title VII of the 
Civil Rights Act of 1964 according to Public Law 92-261 approved March 24, 1972; 
with Executive Order No. 11246, of September 24, 1967; with Title V, Section 503 
of the Rehabilitation Act of September 26, 1973 (Public Law 93-112); Americans 
with Disabilities Act of July 26, 1990, Civil Rights Act of 1991, amendments to the 
above laws and any other regulation which is or may yet be promulgated relating 
to fair employment practices. 

 
B. Anti-Discrimination: 

 
The District will provide fair treatment of applicants and employees in all aspects 
of personnel administration without regard to race, color, religious creed, sex, 
national origin, age, military status, disability (including breast feeding and/or 
pregnancy), sexual orientation, gender identification and with proper regard for 
constitutional rights. No class of jobs will be closed to any individual because of 
the above referenced criteria. 

 
C. Compensation: 

 
Employees will be compensated on the basis of equal pay for equal work as 
determined through a formal job classification system. No individual will receive 
reduced compensation for equal work on the basis of race, color, religion, sex, 
national origin, age, military status, disability (including breast feeding and/or 
pregnancy), sexual orientation or gender identification. 

 
D. Nepotism: 

 
It shall be the policy of the District to comply with the Anti-Nepotism provisions of 
Utah Code §52-3-1 et. seq. 

 
1. Employment of relatives may be prohibited under certain circumstances. 

 
a. "Relative" means a father, mother, husband, wife, son, daughter, 

sister, brother, uncle, aunt, nephew, niece, first cousin, mother-in-
law, father-in- law, brother-in-law, sister-in-law, son-in-law, or 
daughter-in-law. 

 
b. No supervisor may employ, appoint, vote for or recommend the 

appointment of a relative in or to any position of employment, when 



the salary, wages, pay, or compensation of the individual will be paid 
from public funds and the individual will be directly supervised by a 
relative, except as follows: 

 
i. The individual is eligible or qualified to be employed by the 

District as a result of their compliance with merit system laws 
or regulations. 

 
ii. The individual will be compensated from funds designated for 

vocational training. 
 

iii. The individual is a volunteer as defined by the Utah Code Title 
67, Chapter 20. 

 
iv. The individual is the only person available, qualified, or 

eligible for the position; or 
 

c. The Board determines that the supervisor is the only person 
available or best qualified to perform supervisory functions for the 
individual. 

 
a. No supervisor may directly supervise an individual who 

is a relative when the salary, wages, pay, or 
compensation of the relative will be paid from public 
funds, except as follows: 

 
b. The relative was appointed or employed before the 

supervisor assumed their position, if the relative's 
appointment did not violate the provisions of Utah 
Code §52-3-1 in effect at the time of their appointment. 

 
c. The individual is eligible or qualified to be employed by 

the District as a result of their compliance with merit 
system laws or regulations. 

 
d. The individual will be compensated from funds 

designated for vocational training. 
 

e. The individual is a volunteer as defined by Utah Code. 
 

f. The individual is the only person available, qualified, or 
eligible for the position; or 

 



g. The Board determines the supervisor is the only 
person available or best qualified to perform 
supervisory functions for the individual. 

 
d. When the Fire Chief or a Supervisor supervises a relative: 

 
i. The supervisor shall make a complete written disclosure of 

the relationship to the Personnel Director, Fire Chief, and the 
Personnel Director. 

 
ii. The supervisor who exercises authority over a relative may 

not evaluate the relative's job performance or recommend 
salary increases for the relative. 

 
e. No individual may accept or retain employment if they are paid from 

public funds, and they are under the direct supervision of a relative, 
except as follows: 

 
i. The individual was appointed or employed before the 

supervisor assumed their position. 
 

ii. The individual is eligible or qualified to be employed by the 
District as a result of their compliance with merit system laws 
or regulations. 

 
iii. The individual is the only person available, qualified, or 

eligible for the position. 
 

iv. The individual is compensated from funds designated for 
vocational training. 

 
v. The individual is a volunteer as defined by Utah Code; or 

 
vi. The Administrative Control Board has determined that the 

individual's relative is the only person available or qualified to 
supervise the individual. 

 
vii. Relative may not work under the same supervisor. 

 
viii. If, during the course of employment, two employees become 

related, resulting in a conflict with this policy, consideration 
shall be given to adjusting the work assignments.  The Fire 
Chief shall review each situation on an individual basis and 



determine the necessary adjustment to the work assignment 
of the individuals involved. 

 
E. Affirmative Action: 

 
The District shall take affirmative action in all aspects of personnel management 
to assure compliance with Equal Employment Opportunity standards (EEO). 
Affirmative Action plans and programs shall be undertaken when deemed 
necessary by the Fire Chief or Personnel Director otherwise required by a 
regulatory agency of the State of Utah or the federal government. Implementation 
shall be at the direction of the Fire Chief.  

 
Employees with a complaint should exercise the procedures set forth in Section 
12-3 of these Policies. 



SECTION 3 - ADMINISTRATION 
 

A. Administration of Policies: 
 
The day-to-day management of personnel activities and operations within the 
District is the responsibility of the Fire Chief under the direction of the Board. The 
Fire Chief shall coordinate with the Personnel Director in managing all aspects of 
the personnel management system and shall enforce all policies and procedures 
which shall include but not be limited to: 

 
1. The administration of the classification and compensation plans. 

 
2. The administration of a system of employee performance management.  

 
3. Notification of vacancies, recruitment, and selection processes. 

 
4. Procedures involving the training and disciplining of employees. 

 
5. Maintenance of all personnel records and actions. 

 
6. Promotions, demotions, suspensions, and separations. 

 
7. Reassignments and reclassifications. 

 
8. Make reasonable and practical interpretations in the absence of precedent 

regarding the meaning and intent of policies, procedures, etc. 
 

9. Other actions as prescribed by District rules, regulations, policies & 
procedures. 

 
B. Board Duties: 

 
It is the duty of the ACB to review policies, procedures, and job descriptions that 
the Fire Chief presents. After reviewing them the ACB may make 
recommendations to the Summit County Council to accept the policies, 
procedures, and/or job descriptions. 

 
C. Management Prerogative: 

 
The Fire Chief retains the responsibility to exercise all managerial functions 
including: 

 
1. To assign, supervise, discipline, and dismiss employees. 



 
2. To determine and change starting times, ending times, and shifts which are 

consistent with District policy. 
 

3. To transfer employees within Divisions within the District and other 
classifications. 

 
4. To recommend the size and qualifications of the work force to the Board. 

 
5. To determine and change methods by which departmental operations are 

to be carried out. 
 

6. To assign duties to employees in accordance with the District’s needs and 
requirements and to carry out all ordinary administrative and management 
functions. 

 
D. Employee Supervision: 

 
It is the policy of the District that the work of all employees is to be assigned, 
directed, and reviewed by supervisory personnel. Employees ordinarily are to have 
only one supervisor to whom they report. 

 
1. A primary role of each supervisor is to provide an effective link between 

management and non-management employees. As such, supervisors are 
expected to communicate the goals and policies of management to their 
employees. At the same time, they are expected to communicate back to 
management the attitudes, suggestions, and complaints of their employees. 

 
2. Supervisors must, in addition to mastering the technical skills needed for 

their work unit, be able to lead and motivate their employees to do their jobs 
effectively and efficiently. To this end, supervisors should be prepared to: 

 
a. Treat employees as individuals. 

 
b. Give recognition for good performance, as well as guidance 

for correcting mistakes. 
 

c. Explain in advance when and why changes are necessary. 
 

d. Recommend employees with growth potential for promotion. 
 

e. Show integrity by admitting mistakes instead of shifting the 
blame to others. 



 
f. Be impartial and let employees know the reasons for any 

decisions that might be interpreted as unfair. 
 

g. Demonstrate a desire for good performance by setting work 
goals and standards for employees. 

 
h. Perform and complete employee performance evaluations in 

accordance with District guidelines. Evaluations shall be 
conducted during the employee’s anniversary month. 

 
i. Create a feeling of teamwork and belonging among 

employees. 
 

j. Set good examples by holding themselves to the standards of 
conduct and performance that they demand of their 
employees. 

 
3. Supervisors are responsible to ensure that the goals regarding employee 

conduct and performance established by management are achieved and 
that the personnel policies established by this manual are implemented. 
Therefore, they are expected to be involved in: 

 
a. Recommending the hiring of personnel and overseeing 

special job training. 
 

b. Keeping employees informed on factors relating to their work 
assignments, work progress and opportunities for 
advancement. 

 
c. Evaluating the performance of new employees on a monthly 

basis, regular employees annually, and employees who are 
being terminated. 

 
d. Recommending salary adjustments, promotions, transfers, 

and termination of employees under existing District policies. 
 

e. Controlling absenteeism and tardiness and approving 
requests for time off. 

 
f. Verifying employee time records and approving compensable 

hours. 
 



g. Recommending job elimination when appropriate. 
 

h. Complying with applicable federal and state laws and 
regulations concerning employee safety. 

 
i. Maintaining neat and orderly work areas. 

 
j. Implementing all policies and procedures; and 

 
k. Ensuring that all rules and regulations are observed by 

employees. 
 

4. Nothing in this policy should be considered as a contract or promise, 
express or implied, to employees that supervisors will in each case perform 
any or all of the activities described above, or that such activities will be 
performed uniformly in each case. 

 
 

E. Official Personnel Records: 
 

1. It is the policy of the District to maintain personnel records for applicants, 
employees, and past employees in order to document employment related 
decisions, evaluate and assess policies, and comply with government 
record keeping and reporting requirements. 

 
2. The District strives to balance its need to obtain, use, and retain 

employment information with each individual's right to privacy. To this end, 
it attempts to restrict the personnel information maintained to that which is 
necessary to conducting District business or which is required by federal or 
state law or County ordinance. 

 
3. The Fire Chief is responsible for overseeing the record keeping for all 

personnel information and will specify what information should be collected 
and how it should be stored and secured. According to law, all medical files 
shall be maintained separate from other personnel records. 

 
4. Employees have a responsibility to make sure their personnel records are 

up to date and should notify their Supervisor, Fire Chief, and the Personnel 
Director of any changes in at least the following: 

 
a. Name 

 
b. Address 



 
c. Telephone number 

 
d. Marital status (for benefits and tax withholding purposes only). 

 
e. Number of dependents. 

 
f. Addresses and telephone numbers of dependents and 

spouse or former spouse (for insurance purposes only). 
 

g. Beneficiary designations for any of the District’s insurance, 
disability, and retirement plans. 

 
h. Persons to be notified in case of emergency. 

 
5. Personnel records shall contain, as appropriate: 

 
a. Record of application for employment and employment 

eligibility certification (I-9). 
 

b. Reference to transcripts of academic preparation. 
 

c. Performance evaluation ratings. 
 

d. References to any formal reprimand, corrective action, or 
commendation. 

 
e. Records of actions affecting employee salary, status, or 

standing. 
 

f. Leave Records. 
 

g. Any other information felt to be pertinent by Supervisors, Fire 
Chief, or employee. 

 
6. The District will, upon written request, supply the employee with a copy of 

any document it places in the employee's file. 
 

7. An employee has the right to review, upon written request, the contents of 
their personnel record as governed by law and may challenge any 
information contained in the official personnel record but may not remove 
any of its contents. All challenges must be directed to the Fire Chief. 

 



8. If a disciplinary action is rescinded or disapproved upon appeal, all forms, 
documents, and records pertaining to the case shall be removed from the 
personnel record and destroyed. 

 
9. Personnel records are private data and available for review only to the 

employee and persons authorized by law or as determined by the Fire Chief 
to have a legitimate "need to know." A log or record of those reviewing 
personnel records and information shall be maintained together with the 
reasons for access to the records. All requests for reviews of personnel 
records shall be in writing and review shall be done in the presence of the 
Fire Chief or their designee. 

 
F. Requests for Information: 

 
Information and records management shall be conducted in a manner 
consistent with the Utah Government Records Access & Management Act 
(GRAMA), as amended within the Utah Code. Any person requesting 
information or documents under GRAMA must submit a written request on 
an approved form, detailing the specific information or document requested 
and the number of copies. The form shall be submitted to the Summit 
County Attorney’s Office. Any request asking for information regarding 
verification of employment, including name, gender, gross compensation, 
job titles, job descriptions, business addresses, business telephone 
numbers, numbers of hours worked per pay period, dates of employment, 
relevant education, previous employment, and similar job qualifications of 
present employees, shall be directed to the Fire Chief and shall be deemed 
public information as provided by Utah law, unless otherwise classified. 
 
Any request for information regarding a reference check on a former or 
current employee shall be forwarded to the Summit County Personnel 
Director, who shall issue a response similar to employment verification. 
Under no circumstances shall character judgments be issued during these 
requests. 

 
Any GRAMA request seeking information which can be classified as private, 
controlled, or protected under the provisions of Utah Code §63-2-302 
through §63-2-304, shall be first referred to the District GRAMA Officer for 
review. The District reserves the right to assess a fee to cover the costs of 
reviewing, collecting, and copying information requested under GRAMA. 

 
1. Records Retention: 

 



All active employee files shall be kept up to date and the content of the file 
must be relevant to some aspect of current employment and work history. 
All records related to inactive or terminated employees shall be retained as 
required by law. For complete and accurate records of all medical 
examinations required by the law and records of any personal or 
environmental monitoring of exposure to hazardous materials - such 
records are required by OSHA to be retained for 30 years. 

 
G. "At-will" Confirmation: 

 
Nothing in this manual should be considered as altering the employment-at-will 
relationship or as creating an express or implied contract or promise concerning 
the policies or practices that the District has implemented or will implement in the 
future. Accordingly, the District retains the right to establish, change, and abolish 
its policies, practices, rules, and regulations at will, and as it sees fit. 

 
H. Savings Clause: 

 
If any provision of these policies and procedures or the application thereof is found 
to be in conflict with any state or federal law, the conflicting part is hereby declared 
inoperative to the extent of the conflict, but such conflict shall not affect the 
operation of the remainder of these policies and procedures or any of its 
application. 
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SECTION 4 - POSITION MANAGEMENT 
 

A. Position Allocation: 
 

It is District policy, as much as possible, to initiate proposed changes in the 
number of personnel or reclassification of personnel during the process of budget 
approvals for the ensuing year. This allows for the most thorough consideration 
of personnel expenditures and available revenues. The establishment of a 
position by the District cannot take place without the appropriate budget approval 
of the Governing Body. No person shall be hired or appointed, and no regular 
employee promoted to any position (exceptions may occur for the occasional 
emergency/temporary, contractual, or part-time professional work needs), until it 
has been properly allocated as follows: 

 
1. The development or revision of a current job description. 

 
2. The proper classification of the position and assignment to an established 

pay range. 
 

3. The presentation of justification as to the need for the position or for the 
promotion and advancement of an employee. 

 
4. Verification that funds are available to support the position, promotion or 

change in classification. 
 

B. Job Description: 
 
The initial content of all job descriptions shall be provided by subject matter 
experts such as the Fire Chief. If needed, verification shall be obtained through 
on-site job audits conducted or coordinated by the Summit County Personnel 
Director. Based upon obtained information, the Fire Chief shall prepare the 
description in approved format for finalizing. All job descriptions shall be reviewed 
and approved by the ACB. All employees will be assigned to a position with an 
established job description and must be able to meet the requirements for 
performing the "essential functions" of the position to which assigned. Standard 
formats shall be established by the Fire Chief to include essential and marginal 
duties and responsibilities and minimum qualifications (training, education, and 
experience). The description shall be used by the District as the basis for: 

 
1. The classification of the position and determination of its rate of pay. 

 
2. Preparation of examinations and for determination as to whether an 

applicant or employee meets minimum requirements for a particular class 
of positions. 

 
3. For preparation of a position announcement soliciting applications from 
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interested individuals for position vacancies. 
 

4. The orienting of a new employee to the duties and responsibilities of a 
position to which hired or promoted by their Supervisor 

 
5. The development of performance management objectives and 

evaluations. 
 

C. Classification: 
 
All District positions are evaluated on a set of common factors (i.e., difficulty of 
work, complexity, judgment, responsibility, controls over the work, minimum 
qualifications, education & training, physical environment, etc.) and assigned a 
grade encompassing a specific pay range on the District Pay Scale. All 
employees hired will receive compensation according to the classification of the 
position for which they are hired. Recommendations for advancement shall be in 
writing and must be approved by the Fire Chief with notice to the Personnel 
Director. 

 
D. Reclassification: 

 
Reclassification occurs when 
 

1. An employee is moved from one classification to another based upon their 
ability or inability to perform in the current or prospective class. 
 

2. When the duties and responsibilities of a position change significantly 
warranting the creation of a new job description and classification. 

 
To reclassify an employee, the Supervisor shall submit a request for 
reclassification to the Fire Chief with the basis for the request and when needed, 
a new draft job description. The Fire Chief shall give notice of the request to the 
Personnel Director. The Fire Chief will perform an analysis of the job to 
determine reclassification eligibility. Reclassification of a position to a class with a 
lower pay range shall not generally change an employee's rank or salary. 
Normally, the employee's pay shall be adjusted within the new pay range which 
is at least equal to the current salary. The Fire Chief shall utilize the ACB to 
review and finalize an new job description.. 

 
E. Reorganization: 

 
Reclassification may be required from time to time as a result of reorganization. 
Circumstances may arise from the reorganization or reclassification process 
which require the abolition of a position, which shall be treated as a reduction-in-
force (see Section 7, paragraph C). Reorganization shall also be sufficient cause 
for reclassification by way of reassignment (see Section 7, paragraph I and J). In 
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an effort to minimize the effects of a reduction-in-force brought about by 
reassignment, reclassification or reorganization, the following options shall be 
considered: 

 
1. The employee may be assigned to a lesser position. 

 
OR 

 
2. The employee may be reassigned to another position within the District, 

depending upon qualifications and available position. 
 

3. If the employee's pay is greater than the maximum for the position to 
which assigned or transferred the employee shall be placed on a salary 
freeze for a period not to exceed two (2) years. If during the two-year 
period, the employee’s rate of pay falls back within the assigned pay 
range (step and grade), the freeze shall be lifted and the employee shall 
be placed at that step and grade (within the range). If at the end of two 
years, the employee's current pay rate still falls above the maximum of the 
new pay range (step and grade), that employee's pay rate shall be 
reduced to the maximum of the new assigned position. 
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Summary By IncidentType
Period 1/1/2020-7/31/2020
Status ALL

Incident Type Total
Calls

% of
Total
Calls

Mutual
Aid None

Mutual
Aid Given

Mutual Aid
Received

Other Aid
GivenExposures

FIRES        
Building Fires (110-118) 3 1.23 2 0 1 0 0
Vehicle Fires (130-138) 1 .41 1 0 0 0 0
Other Fires (100, 140-173) 27 11.11 27 0 0 0 0

Total Fires 31 12.76 30 0 1 0 0
Overpressure Ruptures (200-
251) 0 0 0 0 0 0 0

Rescue Calls        
Emergency Medical
Treatment (300-323) 124 51.03 122 0 1 0 0

All Others (331-381) 2 .82 2 0 0 0 0
Total Rescue Calls 138 56.79 136 0 1 0 0
Hazardous Condition Calls
(400-482) 7 2.88 7 0 0 0 0

Service Calls (500-571) 6 2.47 6 0 0 0 0
Good Intent Calls (600-671) 47 19.34 47 0 0 0 0
Severe Weather or Natural
Disaster Calls (800-815) 0 0 0 0 0 0 0

Special Incident Calls 0 0 0 0 0 0 0
False Calls

Malicious Calls (710-
715,751) 0 0 0 0 0 0 0

Other False Calls (700, 721-
746) 14 5.76 14 0 0 0 0

Total False Calls (700, 721-
746) 14 5.76 14 0 0 0 0

Total Calls 243 100 240 0 2 0 0
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Summary By IncidentType
Period 1/1/2021-7/31/2021
Status ALL

Incident Type Total
Calls

% of
Total
Calls

Mutual
Aid None

Mutual
Aid Given

Mutual Aid
Received

Other Aid
GivenExposures

FIRES        
Building Fires (110-118) 2 .84 2 0 0 0 0
Vehicle Fires (130-138) 8 3.35 5 1 2 0 0
Other Fires (100, 140-173) 16 6.69 13 1 1 0 0

Total Fires 26 10.88 20 2 3 0 0
Overpressure Ruptures (200-
251) 1 .42 1 0 0 0 0

Rescue Calls        
Emergency Medical
Treatment (300-323) 106 44.35 106 0 0 0 0

All Others (331-381) 0 0 0 0 0 0 0
Total Rescue Calls 134 56.07 134 0 0 0 0
Hazardous Condition Calls
(400-482) 11 4.6 9 1 1 0 0

Service Calls (500-571) 7 2.93 7 0 0 0 0
Good Intent Calls (600-671) 51 21.34 50 1 0 0 0
Severe Weather or Natural
Disaster Calls (800-815) 1 .42 1 0 0 0 0

Special Incident Calls 0 0 0 0 0 0 0
False Calls

Malicious Calls (710-
715,751) 0 0 0 0 0 0 0

Other False Calls (700, 721-
746) 8 3.35 8 0 0 0 0

Total False Calls (700, 721-
746) 8 3.35 8 0 0 0 0

Total Calls 239 100 230 4 4 0 0
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