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Executive Summary 

Fitch and Associates, LLC (FITCH) was retained by the Rodeo-Hercules Fire District (RHFD) to 

develop a Strategic Plan document and a management/administrative assessment.  The FITCH 

Team came on-site in April, May and July to initiate in-person meetings and interviews with 

RHFD employees related to the two projects. 

 

FITCH used a variety of techniques in completing this analysis including one-on-one, phone 

and virtual interviews, as well as document review, comparable agency research and financial 

analysis.  For this portion of the project, FITCH conducted eight (8) interviews with the Board 

of Directors, executive staff members, labor leaders, and the Fire Chief. 

 

At the conclusion of the analysis, FITCH made six (6) recommendations for improving 

efficiency and effectiveness, clarifying roles and responsibilities of elected/appointed Board 

members and staff, supporting current staff with manageable workloads, improving 

firefighter health, wellness and safety, and most importantly, reducing community risk.  All 

recommendations were subcategorized as either a Strategic Recommendation or a Specific 

Recommendation. 

 

In this report, Strategic Recommendations are considered broader in nature, with outcomes 

that are more difficult to quantify fully but generally considered to result in a positive impact 

on the organization over time. Specific Recommendations are projects or efforts with a 

narrow and objectively measurable outcome with usually a shorter implementation period.   

 

Strategic Recommendations 

Recommendation #1: 

Decide on an option for Executive Staff and Administrative Support for the RHFD. 

Implement strategies to realistically support administrative processes that are in alignment 

with district capacity 

Option 1.1: Outsource Executive Staff and Administrative Support to another organization 

capable of providing the breadth and depth of services need in contemporary fire districts 

 

Option 1.2: Keep Executive Staff and Administrative Support within RHFD. Make substantial 

investments to provide contemporary, regulatory and statutorily compliant services  
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Recommendation #2: 

Decide on an option to support investments in recruitment, retention, training, professional 

development, succession, health and safety, and behavioral wellness of personnel 

Option 2.1: Outsource to other organizations capable of providing the breadth and depth of 

services needed in contemporary fire districts 

 

Option 2.2: Keep services within RHFD. Make substantial investments to provide 

contemporary, regulatory and statutorily compliant services  

 

Recommendation #3: 

Enhance regional service delivery opportunities 

 

Specific Recommendations 

Recommendation #4: 

Provide Professional Training to the Board of Directors on the Roles and Responsibilities of 

Board Members, staff, improving teamwork and effective governance to include: 

• All current and future Board members should attend the CSDA Leadership Academy 

and Governance Conference for Elected and Appointed Directors 

• Join the California Special Districts Association (CSDA) 

 

Recommendation #5: 

Hire a consultant that specializes in assisting elected Boards and officials develop strategies 

for effective governance, teamwork, professional standards and establishing roles and 

responsibilities of elected officials and staff.  

  

Recommendation #6: 

Provide training to the fire chief and other executive staff to increase administrative skills 

and abilities to include: 

• Project management 

• Budgeting 

• Organizational appraisal, analysis and needs assessments 

• Regulatory compliance and reporting  

• Quality improvement/Quality Assurance program to improve system performance 

and outcomes 

• Communication skills 
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BACKGROUND 

The RHFD is a full-service fire, rescue and emergency medical services department serving the 

unincorporated Contra Costa County area known as Rodeo and the City of Hercules. The 

district protects an area of 32 square miles and a combined population of 35,744 from two 

strategically located fire stations. The RHFD provides a full range of all-risk services including 

fire protection, emergency medical aid and rescue response, fire prevention and safety, 

training, and public education. In calendar year 2021, the RHFD responded to 2,681 calls for 

service.  

 

Rodeo is an unincorporated area within Contra Costa County and is adjacent to Interstate 80 

and between Hercules and Crockett. The United States Census Bureau estimated a population 

of 9,653 as of April 1, 2020. The City of Hercules is adjacent to Rodeo, and it has a Census-

estimated population of 26,091 as of July 1, 2021. Both communities border the San Pablo Bay 

and extend east into the Bay Area foothills.  

 

Primarily a bedroom and industrial community, the District contains a major oil refinery 

(Phillips 66), numerous underground fuel pipelines, two major rail lines and Interstate 80 

Freeway. There are significant wildland urban interface threats within the District.  

 

The Rodeo Fire District was formed on February 26, 1937 as an independent special district. 

The District was established to provide fire protection services in the unincorporated 

community of Rodeo. In 1978, the City of Hercules was annexed into the Fire District and 

subsequently the name of the District was changed from the Rodeo Fire Protection District to 

the Rodeo-Hercules Fire Protection District. 

 

A five (5) member locally elected Board of Directors governs the RHFD and derives its 

principal funding from normal property taxes, a benefit assessment that was enacted by the 

Board in 1989 and Measure O, enacted by the voters of the District in 2016. The District’s 

revenue is fixed according to the assessed valuation of the properties within the District’s 

boundaries.  

 

RHFD is budgeted for twenty two (22) full-time positions and one (1) part-time position. 

Administrative staff consists of one (1) Fire Chief, two (2) administrative services staff and one 

(1) part-time contract fire inspector. Operations staff consists of one (1) Battalion Chief, six (6) 

Captains, six (6) Engineers, and six (6) Firefighters. 

 

 



 

 
Rodeo-Hercules Fire District Page 4 © Fitch & Associates, LLC 
Management/Administrative Assessment     October 2022 

Figure 1: Organizational Chart1 

 
*RHFPD: Rodeo-Hercules Fire Protection District, POE: Pinole Fire Department, CCCFPD: Contra Costa County Fire Protection 

District 

 

RHFD utilizes mutual and automatic aid with surrounding fire agencies including the City of 

Pinole and the Contra Costa County Fire District. Besides engine, truck and specialized 

response, these agencies also share Battalion Chief responsibilities in Battalion 7. Pinole and 

Contra Costa County Fire District each provides a single Battalion Chief to ensure consistent 

incident command, firefighter safety, and resource management in West Contra Costa 

County. The Battalion serves the communities of Rodeo-Hercules, Pinole, Tara Hills, Bayview, 

Montalvan Manor, Montara Bay, East Richmond Heights, San Pablo, El Sobrante, 

unincorporated Contra Costa County, and Martinez. 

 

Support staff, including the Fire Chief, have been particularly challenged to provide effective 

administrative assistance to the District and Board of Directors. In the last two decades, the 

 
 
1 Fire District Feasibility Study, Phase 2 Volume 1, written by AP Triton, July 2021 
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administrative needs of operating small independent fire districts in California have outpaced 

the ability to adequately fund support staff. 

 

Add to this the increased salary, pension and other benefit costs and prioritized budget 

decisions to preserve line staff and keep fire stations open. Often these decisions reduced 

administrative support to the detriment of the organization. Remaining staff assumed 

additional tasks and support roles leading to unsustainable workloads or projects and 

programs that were unable to be accomplished. Key organizational programs, some of which 

support professional development, behavioral wellness and the health and safety of 

personnel were minimized as the focus was placed on keeping apparatus staffed and fire 

stations open.  

 

In July 2021, the previous RHFD Fire Chief led the District in a Fire District Annexation Feasibility 

Study with Contra Costa County Fire District as well as the East Contra Costa County Fire 

Protection District. Study findings supported a greater relationship with other fire agencies. 

When findings and recommendations became known to the full Board and community, 

opposition developed around the findings, a lack of transparency and community 

engagement, the project process, and the rapid timetable to implement recommendation. 

This caused a great deal of consternation among the Board and a Rodeo-Hercules community-

focused group.  

 

From the interviews, it is clear all Board members want what is best for the community. There 

are various approaches to achieve the results, and this is the challenge for the Board of 

Directors.  



 

 
Rodeo-Hercules Fire District Page 6 © Fitch & Associates, LLC 
Management/Administrative Assessment     October 2022 

PROJECT SCOPE 

FITCH conducted a Management/Administrative Assessment of the RHFD that resulted in six 

(6) recommendations for improving efficiency and effectiveness, in particular the areas of 

administrative support and capacity. All recommendations were subcategorized as either a 

Strategic Recommendation or a Specific Recommendation.  In this report, Strategic 

Recommendations are considered broader in nature, with outcomes that are more difficult to 

quantify fully but generally considered to result in a positive impact on the organization over 

time. Specific Recommendations are projects or efforts with a narrow and objectively 

measurable outcome and usually a shorter implementation period.   
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PROJECT APPROACH 

FITCH used a variety of techniques in completing this study including one-on-one interviews 

while onsite, virtual interviews, and document review.  In total, FITCH conducted eight (8) 

individual interviews (both in-person and virtually) with chief officers, labor leaders and Board 

members.  

 

The purpose of the interviews was to gather information on needs within the RHFD, its 

administration, duties, the ratio of workload within and outside of their job description, and 

to determine areas of responsibility where employees are not able to meet all assignments.  

Additional open-ended questions were used to solicit ideas for and including, but are not 

limited to, process efficiencies, and other opportunities and or constraints for improving the 

efficiency within their job assignments. 

 

ASSUMPTIONS AND LIMITATIONS 

Without conducting extensive time-motion studies for each administrative position, the 

assumption is made that each Board member, staff and labor leaders are making an honest 

and best estimate when answering interview questions regarding their workloads, job 

challenges, and improvement ideas.  The scope of work for this project is limited to the 

management/administrative functions within the RHFD; however, a major component of 

analyzing the administrative functions required us to explore the budget (revenues and 

expenditures) as a whole, which has implications into other areas possibly outside the 

originally intended scope. 

 

GENERAL OBSERVATIONS 

The current structure of the RHFD fire administration is not typical of a California fire district. 

Compared to other fire districts, the administrative structure is understaffed and lean. As an 

independent district, RHFD does not receive administrative department-level support from 

within the organization. For example, cities or counties have separate human resources, 

administrative services and finance departments that provide a range of internal services to 

their fire department. RHFD does all of this with a small core of managers. The culture is 

family-like with everyone knowing the strengths and weaknesses of the organization as a 

whole.  Administrative staff exhibited a “can-do” attitude even when faced with unrealistic 

workloads.  

 

The RHFD administrative support structure is the Fire Chief, Battalion Chief (when available 

and not focused on operations), and civilian staff assigned to fire administration including and 
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Administrative Services Officer and Administrative Assistant.  This limited organization puts 

the RHFD and its members in a very precarious position. 

 

The Board also has a reasonable expectation of staff and administrative support consistent 

with their duties to the community as elected officials. The Board is underserved with the 

current structure. The lack of staff and administrative support has created occasions for the 

Board to work outside their established roles of strategic governance, policy-making, 

approving budgets and providing direction and support to the fire chief. This is detrimental to 

the organization and creates confusion as Board and staff roles become blurred.  

 

The more important observation is that the current administrative workload is unsustainable 

without providing additional resources or outsourcing to a larger agency. A second 

concerning observation is the tenuous balance between key employees and the functionality 

of the administrative structure as the RHFD Board has increased their expectations. If the 

Administrative Analyst, the Fire Chief, or the one Battalion Chief were to suffer a long-term 

absence (illness, occupational injury, retirement) or respond to extended out-of-county 

deployments on wildfire incidents, the RHFD would be at risk to complete time-sensitive 

essential functions. 

  

Just like a standards of cover report examines the operational resiliency and capacity to 

absorb additional emergency workload, also known as call volume, this analysis includes a 

review of the balance between efficiency and resiliency.  The leaner an agency becomes, the 

less resilient it will be in meeting demand surges, large-scale incidents and other time sensitive 

or crisis events.   

 

Fire administration must also maintain a similar balance in terms of completing critical work 

assignments with sufficient diligence to avoid liability yet have time to be proactive in 

problem-solving to mitigate issues from the start. It appears the RHFD does not have the 

capacity or resiliency to be proactive, and its focus is on responding to the internal or external 

priority issue of the moment.  

 

Through the course of the structured interviews, a consistent message from the 

administrative staff was a lack of time to plan, an inability to strategic prioritize and position 

the RHFD for the future. Further, the administrative workload has continued to increase 

without analysis of new projects or programs, what it would do to the existing workload and 

staff capacity, and how the new assignment fits in to the overall direction and strategy of the 

RHFD. 
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Finally, the Fire Board is faced with making significant strategic decisions about the future of 

RHFD. From the interviews, it is clear all Board members want what is best for the community. 

There are various approaches to achieve the results, and this is the challenge for the Board of 

Directors. 
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STRATEGIC RECOMMENDATIONS 

Recommendation #1: Decide on an option for Executive Staff and 

Administrative Support for the RHFD. Implement strategies to realistically 

support administrative and human resources processes that are in alignment 

with district capacity 

The RHFD faces a strategic decision. The choices are to make significant financial 

investments in its support services and administrative functions or outsource those duties to 

another fire agency. The list of support and administrative services at a minimum includes:  

 

Executive-level budget 
creation, monitoring and 
reporting. Long-term 
budget planning 

Point of contact for the 
Board, filling role of board 
clerk, and administrative 
support for Board  

Human resources including 
recruitment, hiring process, 
background, and daily 
staffing 

Financial and 
reimbursement tasks, 
accounts receivable and 
payable 

IT and tech support, 
administrator for 
technology products used in 
the fire department 

Fire Training Division 
support including the fire 
academy, certificate and 
training compliance 
administration  

Executive support for the 
fire chief with staff reports 
and budget support  

Community risk reduction to 
include fire prevention, plan 
review, inspection program, 
vegetation management, 
Knox Boxes, code 
enforcement and 
investigations 

Professional Development, 
succession planning  

Privacy and infection control 
officer supporting EMS 

Facilities maintenance, 
planning and point of 
contact 

Website and social media 
administrator 

Public information officer  Scheduling  for public 
education events  

Labor agreements: 
negotiations, 
implementation and 
compliance 

Contract administrator Finance backup CalJAC labor/management 
program support 

Grants writer Office management Workers Compensation 
program administration 

CalOSHA and other State 
and Federal mandated 
health and safety programs 

Strategic and long-term 
planning 

Point of contact for 
collaboration with county 
and local cities 

 



 

 
Rodeo-Hercules Fire District Page 11 © Fitch & Associates, LLC 
Management/Administrative Assessment     October 2022 

If the RHFD decides to retain the fire chief position, support services and administrative 

functions, the Board should add additional full-time staffing to include: 

• Fire Marshal/Battalion Chief: 1.0 full-time-equivalent (FTE) 

• One additional Administrative Assistant for a total of two 

 

There is already a 0.50 FTE fire marshal. The recommendation is to increase the Fire Marshal 

position another 0.50 FTE to a total of 1.0 FTE. 

 

Given the workload, critical tasks and projects are not currently being completed or are 

being addressed in a minimal fashion. Extensive investments need to be made by the RHFD.  

 

Additional resources would support community risk reduction, the Board’s needs for 

community-facing projects and programs, state and federal regulatory compliance, and the 

health and safety of the RHFD members.  

 

There are outsourcing options for the RHFD Board to consider. Outsourcing could include 

any and all positions providing management and administrative support, including the fire 

chief, and fire prevention. Options include: 

• Consolidation with a larger fire agency capable of supporting the administrative and 

management needs of the RHFD 

• Explore creating a partnership with Pinole Fire Department 

• Contract for service with neighboring fire agencies capable of supporting the 

administrative and management needs of the RHFD 

• Consider options outlined in the July 2021 study 

• Enter into shared services agreements with an agency that can mutually benefit from 

and support RHFD 

 

The contract-for-service option is widely practiced in California, in particular Los Angeles and 

Orange Counties. In areas where there is a large county  fire agency, cities and fire 

protection districts have taken advantage of the cost-efficient options that a larger agency 

can provide due to economies of scale. Local control is minimized, but the elected board can 

craft contractual language that will provide input and self-control in types of decisions or 

services. The RHFD would not have to be dissolved, and the Board can continue to function 

as the voice of the electorate.  

 

A detailed cost analysis and a transparent policy and community process should be 

undertaken so the costs, benefits, concerns, and limitations are openly and thoroughly 

vetted.  
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Recommendation #2: Decide on an option to support investments in 

recruitment, retention, training, professional development, succession, health 

and safety, and behavioral wellness of personnel 

As noted under Recommendation #1, the RHFD faces a strategic decision. The choices are to 

make significant financial investments in human resources including recruitment, retention, 

training, professional development, succession, health and safety, and behavioral wellness of 

personnel. The list of training and human relations services at a minimum includes: 

Human resources including 
recruitment, hiring process, 
background, and daily 
staffing  

Fire Training Division 
support including the fire 
academy, certificate and 
training compliance 
administration  

Professional development, 
succession planning 

Professional licensure 
including EMT and 
Paramedic, and driver’s 
license compliance 

Professional standards to 
include investigation and 
disciplinary function that 
comply with California 
Firefighters’ Procedural Bull 
of Rights investigations 

Privacy and infection control 
officer supporting EMS 

Labor agreements: 
negotiations, 
implementation and 
compliance 

CalJAC labor/management 
program support 

Workers Compensation 
program administration 

Retirement agency and 
health benefits 
administration and support 

CalOSHA and other State 
and Federal mandated 
health and safety programs 

Behavioral wellness and 
mental health programs 
supporting all RHFD 
members 

Health screening including 
annual physicals 

COVID and other infectious 
disease monitoring, training 
and compliance 

 

 

If the RHFD decides to retain training and human resource functions in-house, the Board 

should add additional full-time staffing to include: 

• Training and EMS Chief/Battalion Chief 

• Deputy Administrative Services Officer (civilian) with a specialty in human resources 

(HR) management 

 

These new positions would collaborate to support the Board’s policy goals and the members 

of the RHFD. Given the structure and workload, critical HR tasks and projects are not being 

completed or being addressed in a minimal fashion, extensive investments need to be made 

by the RHFD.  
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Additional resources would support recruitment, fire academy training, retention, 

professional development and succession of RHFD members. More importantly, the health 

and safety of the RHFD members would be prioritized. Reducing the risk and exposure of 

RHFD members and getting ill or injured staff back to work sooner would offset the 

overtime and workers compensation costs incurred be hiring additional support staff.   

 

There are outsourcing options for the RHFD Board to consider. Outsourcing could include 

any and all positions providing HR, health and wellness, and program administration. 

Options include: 

• Consolidation with a larger fire agency capable of supporting the HR and Training 

needs of the RHFD 

• Contract for service with neighboring fire agencies capable of supporting the HR and 

Training needs of the RHFD 

• Enter into shared services agreements with an agency that can mutually benefit from 

and support RHFD 

 

In areas where there is a large county  fire agency, cities and fire protection districts have 

taken advantage of the cost-efficient options that a larger agency can provide due to 

economies of scale. Local control is minimized, but the elected board can craft contractual 

language that will provide input and self-control in types of decisions or services. The RHFD 

would not have to be dissolved, and the Board can continue to function as the voice of the 

electorate. The Board’s feedback would be provided to the larger fire agency’s executive 

chiefs.  

 

A detailed cost analysis and a transparent policy and community process should be 

undertaken so the costs, benefits, concerns, and limitations are openly and thoroughly 

vetted. 

 

Recommendation #3: Enhance regional service delivery opportunities 

The good news is that the RHFD is already participating in regional solutions. This includes a 

regional dispatch and communications system, emergency response with automatic and 

mutual aid, and shared Battalion Chief/Incident Commander position. These regional solutions 

provide a higher level of service at minimal cost to the communities in West Contra Costa 

County.  

 



 

 
Rodeo-Hercules Fire District Page 14 © Fitch & Associates, LLC 
Management/Administrative Assessment     October 2022 

Specific regional opportunities and resource sharing exist in the areas of fire prevention, 

training, including entry-level fire academies, and as noted in recommendations #1 and #2, 

administrative and training functions. Resource sharing can exist in a variety of ways including 

partnerships with like-sized fire agencies, joint powers agreements (JPA), signed 

memorandum of understandings (MOU), or contracting for services.  

 

If there is a mutual desire to increase services with little to no cost increase and provide 

additional depth and resiliency, then it is recommended regional opportunities be explored. 

This can be accomplished with neighboring agencies under a shared services agreement. A 

shared services agreement leverages existing staff from neighboring agencies to create a 

new, single management team serving both agencies.   

 

Further, if outsourcing recommendations #1 and #2 are undertaken, the RHFD should also 

consider outsourcing operations members. Current RHFD personnel would be transferred to 

the larger fire agency. RHFD would negotiate personnel, administrative and any overhead 

costs with the larger fire agency. Under California law, public agencies can only charge the 

actual cost to provide staff and services.  

 

In contracting or consolidation options, the RHFD can maintain control of its fixed assets (fire 

stations) and apparatus. 
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SPECIFIC RECOMMENDATIONS 

Recommendation #4: Provide Professional Training to the Board of Directors on 

the Roles and Responsibilities of Board Members, staff, improving teamwork 

and effective governance 

The RHFD Board is faced with making significant strategic decisions about the future of RHFD. 

Complex and tough decisions need to be made in a transparent and time sensitive fashion, 

and with appropriate staff report. The core decision of becoming part of a larger fire agency 

is emotional and with a sense of loss. 

 

It has not been easy to be an elected or appointed official in the last ten years due to financial 

strains, increased regulations and reporting, COVID, and in the case of RHFD, turnover with 

the Board and fire chief.  

 

Smaller agencies, in particular fire districts, have dedicated and passionate community 

members who feel a strong sense of ownership and community service. Often, what these 

smaller special districts lack is well-trained elected and appointed officials. Specifically, 

training in the areas of effective governance, collaboration among board members, 

establishing and abiding by roles and responsibilities of board members and staff, effective 

communication between board members and staff that comply with the Brown Act, and 

effective external communication to the community and other local government agencies.  

 

In the series of interviews, it was apparent that there is not a focus on training board members 

other than the State-required compliance training in ethics and harassment prevention. The 

RHFD Board and community would benefit from additional specialized training.  

  

Specifically, all current and future Board members should  attend the CSDA’s Special District 

Leadership Academy (SDLA). The curriculum-based continuing education program recognizes 

the necessity for boards and executive staff to work together toward a common goal. The 

SDLA provides the knowledge base to perform essential governance responsibilities and is 

designed for both new and experienced special district board members. The SDLA is a two-

day program and is taught twice each year, once in Southern California and once in Northern 

California. Details and a program flyer are included in Appendix A.  

 

As part of this recommendation, RHFD is strongly encouraged to become a member of the 

CSDA. RHFD will join other California special districts and receive training, advocacy, 

networking, knowledge base, group insurance purchasing opportunities, consultant 
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connections, request for proposals (RFP) clearinghouse, and access to annual conferences. 

The RHFD Board members will be surrounded with other special district elected officials and 

executive staff who have been through similar experiences and challenges. The RHFD Board 

will be able to take advantage of these other special district’s insight that would benefit the 

Rodeo-Hercules community. The link is: Home - California Special Districts Association 

(csda.net).  

 

Recommendation #5: Hire a consultant that specializes in assisting elected 

Boards and officials develop strategies for effective governance, teamwork, 

professional standards and establishing roles and responsibilities of elected 

officials and staff.  

Given the challenges the RHFD Board has faced in the past, currently, and in the future, they 

would benefit from a professional consultant and trainer who specializes in creating 

effective and cohesive governing bodies.   

 

Consultants should be selected who can provide board training and consultation in: 

• Board Dynamics 

• Board Planning/Facilitation 

• Change Management 

• Organizational Effectiveness/Establishing and observing the roles and responsibilities 

of the Board and Staff 

• Creating Effective Interpersonal Communications 

• Creating Effective Community Messaging 

 

In addition to the RHFD Board benefiting from an effective and collaborative board, staff 

and the community would become the ultimate beneficiaries. It is reasonable community 

expectation to expect effective governance.  

 

Recommendation #6: Provide training to the fire chief and other executive staff 

to increase administrative skills and abilities 

As fire staff promote in their careers, often they are promoted for their operational skill. An 

effective incident commander does not necessarily make an effective administrator. 

Proficiency on the fire ground does not translate into proficiency in budgeting, strategic 

planning, and administration. In fire districts the fire chief is also the chief executive officer 

(CEO). Given that fire districts are responsible for an array of administrative, financial, human 

https://csda.net/home
https://csda.net/home
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resources responsibilities as well as supporting elected boards, the fire chief must also be a 

proficient administrator.  

 

In cities and counties, other internal departments can support the fire chief. These 

supporting departments have directors and department heads who are equal to the fire 

chief. Fire districts do not have this level of support.  

 

In the series of interviews, it was pointed out that some of the past fire chiefs were effective 

administrators and some struggled with the roles. For those that were challenged in their 

roles as fire chief, their administrative skill set had not been developed to the level needed in 

the CEO role in a lean organizational structure.  

 

It is recommended that the current and future fire chief, battalion chiefs and civilian 

administrative staff be provided ongoing training in subject that will help them to become 

effective administrators. Basic competency and continuing education should be provided in: 

• Project management 

• Budgeting 

• Organizational appraisal, analysis and needs assessments 

• Regulatory compliance and reporting  

• Quality improvement/Quality Assurance program to improve system performance 

and outcomes 

• Drafting staff reports and executive-level memos 

• Communication skills throughout the organization including rumor control, up and 

down the chain of command, external and internal stakeholders 

 

Training programs, coaches/mentors, and consultants are available to support staff in this 

professional development and continuing education training.  
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APPENDIX A: CALIFORNIA SPECIAL DISTRICTS ASSOCIATION: 

GOVERNANCE LEADERSHIP TRAINING 
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APPENDIX B: SAMPLE JOB CLASSIFICATIONS AND QUALIFICATIONS 
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BATTALION CHIEF 

Bargaining Unit: Fire Chiefs Association 

Class Code: 

116 

Established Date: Sep 1, 1995 

Revision Date: Jun 27, 2011 

DESCRIPTION: 

 

Reports To: Fire Chief/Deputy Fire Chief 

Supervises: Fire Suppression Staff (may vary according to assignment) 

 

Purpose of Classification 

 
Under general direction, plans, organizes, directs, and evaluates the operations of the Suppression 

Division, SLAC, or Training programs of the Fire Department, and performs a variety of related duties 

as required. 

 
Distinguishing Characteristics 

 
Battalion Chief is a multiple-position management classification found in the Fire Department. Each 

position is responsible for performing general administrative tasks related to the assigned program 

area such as budget preparation, monitoring, and report development; personnel management 

including conducting safety training, developing performance evaluations; formulation of 

departmental policies and new program development; attending training, and implementing training 

standards in specific program areas. In addition, incumbents perform a variety of tasks directly 

related to each of the assigned program areas, including shift Suppression Division, Training, SLAC, or 

Administration responsibilities. 

ESSENTIAL DUTIES: 

Essential and other important responsibilities and duties may include, but are not limited to, the 

following: 

 
  

• Manages the day-to-day operations and personnel assignments of Suppression Division, 

including employee relations, safety, purchasing, appraisals, and other administrative duties, 

and is responsible for the comprehensive development and implementation of Suppression's 

program objectives, budget, monthly and semi-annual reports. 
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• Develops and implements any new programs that enhance the Fire Department's 

organizational objectives; insures the latest techniques are used (when economically 

feasible) i.e., alarm response, fire fighting, salvage, rescue, and reporting. 

 

• Coordinates the various programs connected with Suppression to assure they do not conflict. 

  

• Assures proper coordination between daily Fire Department operation and the operation of 

other City departments or the public. 

 

• Directs multiple fire companies during emergency operations. 

 

• Provides leadership role for second or greater alarm fires, taking field command as the 

conditions dictate. 

 

• Implements Fire Department Disaster Operational Plans as needed. 

 

• Reviews and supervises programs relating to fire station needs and fire apparatus 

maintenance and repair. 

 

• Stays abreast of the necessary skills to fulfill the duties of Battalion Chief-Training-SLAC-

Administration. 

 

• Provides policy input and policy development for the Fire Chief when appropriate. 

  

 

Training, Administration: 

• Plans, organizes, directs, and coordinates staffing, reporting and budgeting for the Training 

Division of the Fire Department. 

 

• Coordinates recruitment, testing, hiring, promotion and selection process in conjunction 

with Human Resources Department. 

 

• Manages day-to-day operations, provides leadership and direction for subordinate 

personnel. 
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• Takes leadership role in various committees, professional organizations, training exercises, 

courses and conferences. 

 

• May provide coverage during absences of suppression Battalion Chiefs. 

 

• Develops and implements a department training program geared both to the department's 

needs and employee development needs, including a joint training plan, where appropriate, 

with neighboring fire departments. 

 

• Develops and implements any new operations related to training and insures that the latest 

techniques are used in these programs when economically feasible. 

 

• In cooperation with the Human Resources Department, is responsible for the development 

and implementation of all promotional exams. 

 

• Oversees the implementation by all department personnel of an effective Safety and Physical 

Fitness Program. 

 

• Provides administrative assistance to the Fire Chief in the form of special projects, analytical 

studies and policy input and development. 

 

• Stays abreast of the necessary skills to fulfill the duties of Battalion Chief in Suppression. 

 

MINIMUM QUALIFICATIONS: 

Sufficient education, training and/or work experience to demonstrate possession of the following 

knowledge, skills, and abilities which would typically be acquired through: 

• Equivalent to possession of an Associate of Arts degree in Fire Science, Education, Public 

Administration, or a comparable major; or have completed two yeas college course work 

with a Fire Science Certificate, State Fire Marshal Certificate as a Fire Instructor, or 

community college teaching credential, or equivalent. 

and 

• Five years increasingly responsible experience in Fire Suppression and/or training in a 

recognized Fire Department, including two years of supervisory experience at the level of fire 

captain or above, served in suppression or training. 

Special Requirements: 
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• Possession of a valid California Driver's License. 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

• Ability to communicate with others and to assimilate and understand information, in a 

manner consistent with the essential job functions 

• Knowledge of modern fire suppression methods, technology and equipment; principles of 

personnel and general management; principles of training; acceptable report writing 

methods. 

• Ability to effectively motivate, supervise and elicit the cooperation of others; render sound 

decisions in emergency situations; communicate effectively orally and in writing; effectively 

implement and evaluate assigned program areas, analyze program needs and related 

documents, making recommendations for improved methods, changes in operation, or 

staffing requirements; successfully maintain established physical fitness standards. Ability to 

effectively deal with personal danger which may include exposure to fire encompassed 

surroundings, dangerous persons, dangerous animals; hazards of emergency driving; hazards 

associated with traffic control and working in and near traffic; and natural and man-made 

disasters.  

• Ability to operate assigned equipment.  

• Ability to make sound decisions in a manner consistent with the essential job functions 

• Ability to maintain physical condition to perform essential duties as specified by fire fighter 

certification. 

• Ability to maintain physical condition appropriate to the performance of assigned duties and 

responsibilities which may include performing life threatening fire fighting activities in an 

emergency situation; running, walking, crouching or crawling during emergency operations; 

moving equipment and injured/deceased persons; climbing stairs/ladders; performing life-

saving and rescue procedures; walking, standing or sitting for extended periods of time; 

operating assigned equipment and vehicles. 
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APPENDIX C: LINKS TO SHARED SERVICES AGREEMENTS 

Shared Services Agreement for Management Staff between the City of Mill Valley and the 

Southern Marin Fire Protection District (dated February 1, 2016): Item 6_BC Shared 

Services_160201 (granicus.com) 

Amended Joint Powers Agreement Between the City of Larkspur and the Town of Corte 

Madera Creating the Central Marin Fire Authority (dated October 18, 2018): Central Marin 

Fire JPA Amended 10.18.18 (marinlafco.org) 

Contracting for municipal services, the Lakewood Plan: The Lakewood Plan Lakewood 

Online (lakewoodcity.org) 

http://cityofmillvalley.granicus.com/MetaViewer.php?view_id=2&clip_id=915&meta_id=40266
http://cityofmillvalley.granicus.com/MetaViewer.php?view_id=2&clip_id=915&meta_id=40266
https://www.marinlafco.org/files/ab9d03ce8/Central+Marin+Fire+JPA+Amended+10.18.18.pdf
https://www.marinlafco.org/files/ab9d03ce8/Central+Marin+Fire+JPA+Amended+10.18.18.pdf
https://www.lakewoodcity.org/About/Our-History/The-Lakewood-Plan
https://www.lakewoodcity.org/About/Our-History/The-Lakewood-Plan
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