
RULE XI SPECIAL PROVISIONS AND BENEFITS 
 
Section 1. WORKING OUT OF CLASSIFICATION 
 Any employee working a out of classification, in a higher 
 classification, for a period of one (1) hour or more, shall be paid at the 
 rate of the higher classification for the hours actually worked in said 
 higher classification. 
 
 
Section 2. SHIFT EXCHANGE 
 The practice of exchange shifts time will have no effect on hours of 
 work if the following criterias are met: 

 
1. Exchange is done voluntarily; 
 
2. Exchanges are for the employee's personal benefit; 
 
3.  A record is maintained by the Fire Department; 
 
4. The period in which time is exchanged and paid back,  shall be by 
mutual agreement of both parties; 
 
5 Request shall be submitted to the District Chief  before exchange; 
 
6. If the substitute employee fails to report or 
 to complete the tour of duty in question, the 
 scheduled employee shall be charged annual leave 
 for the hours not worked by the substitute; 
 
7. Should the substitute employee fail to report or  complete the shift 
 of duty in question, except for illness certified by the Fire 
 Department Doctor, the substitute employee waives any rights to 
 obtain a shift exchange for the next twelve (12) months; and 
 
8. Employees will be permitted to work only for another person of 
 the same rank or rank higher or lower than their present rank 
 (ex: a Firefighter CANNOT work for a Fire Lieutenant, a Fire 
 Equipment Operator CANNOT work for a Captain, a Lieutenant 
 CANNOT work for a District Chief or a Captain CANNOT work 
 for an Assistant Chief). 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued) 
 
Section 3. UNIFORM AND PROTECTIVE CLOTHING 
 

Each employee will be provided each with the appropriate protective 
clothing and protective equipment, as defined by LSA R.S. 33:1973 
(Regulation of Fire Department; Safety Equipment). 

 
Whenever the protective clothing or uniform of the employee is damaged 
or stolen, in the line of duty, these items shall be replaced at no cost to 
the employee, but must be documented to the Officer-in-Charge at the 
time of the incident and forwarded through the Chain of Command to 
Fire Headquarters. 

 
All issued uniforms and protective clothing are to be worn and 
maintained by each employee. 

 
An annual clothing allowance of one hundred fifty (150.00) dollars per 
year. The acquisition of clothing will be through purchase order system. 

 
Section 4. INCIDENT DISPATCHING 
 

A silent system of radio communications will be maintained in the Fire 
Department, eliminating the need of members physically standing 
watches. 

 
Section 5. EXTREME WEATHER 
 

Employees will not be required to perform non-emergency (such as 
hydrant, inspections and pre planning) duties outdoors when elements are 
of extreme conditions, excluding reporting to the Parish Buildings. Such 
conditions will include rain, snow, extreme winds and unreasonable 
temperatures below forty (40) Fahrenheit and above ninety (90) degrees 
Fahrenheit. 

 
Section 6. RECREATIONAL EQUIPMENT 
 

The Department may provide recreational equipment. Such equipment 
will be geared to provide cardiovascular fitness. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 7. COMMON MEAL SITE 
 

Employees are required to contribute financially to congregate meals, in 
the fire house at a charge equal to the value of the meals, irrespective of 
whether the employee chooses to eat the meal. 
 

Section 8. WORK FORCE  
  
 An employee of the Classified Civil Service holding 

the rank of Fire Equipment Operator shall be assigned to all fire fighting 
apparatus in accordance with L.S.A.R.S. 33:1967 

 
Section 9. STATION UPKEEP AND MAINTENANCE 
 

Necessary repairs shall be completed on a priority basis, even if such 
repairs necessitate the services of private contractors. Reasonable 
materials and supplies required in the Day-to-Day maintenance and 
upkeep of Fire Department facilities will be made available. Items 
necessary to maintain satisfactory sanitary conditions of all quarters 
within all Fire Department facilities will be supplied. 

 
Section 10. SAFETY IN WORK PLACES 
 

Unsafe conditions in the work place or any unsafe condition of Fire 
Department equipment will be addressed and corrected on a priority 
basis, even if such correction necessitates the services of private 
contractors. 

 
Section 11. MEDICAL PERSONNEL 
 

When available, an ambulance with trained medical personnel and life 
support equipment shall be present at the scene of all working fires 
and/or hazardous materials incidents. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 12. RULES AND REGULATIONS 
 

The Superintendent of Fire has full authority to promulgate and 
implement written Rules and Regulations regulating any and all aspects 
of the Fire Department and its various operations; to the extent such rules 
are not expressly prohibited by provisions of this ordinance. These rules 
can be amended without approval of the Parish Counsel or public 
hearing. A copy of any rules or regulations, or amendments thereto, shall 
be provided to the President of the Jefferson Parish Firefighters 
Association at least twenty (20) days prior to implementation for any 
comments or suggestions they want to consider. 
 
The Superintendent of Fire shall also supply each employee and the 
Union with a written copy of all Rules and Regulations. 
 
All verbal orders which have a general application shall be published in 
written form within thirty (30) days of the date of issuance. If not 
produced in writing within (10) days from the date of issuance, any 
verbal order shall become null and void. 

 
Section 13.  RIGHT OF ACCESS TO PARISH FACILITIES 
 

Association officials or representatives shall have the right to enter Fire 
Department facilities for the purpose of conducting official Union 
business, when in the opinion of the Superintendent, it does not interfere 
with Fire Department business. 
 
A furnish space for the Association on one bulletin board in each fire 
station, which will not exceed one-half of the total area of the board. The 
Union may provide a bulletin board for its own use, but cannot exceed 
one thousand (11,000) square inches, for the posting of Union 
information, as stated below. 
 
Any such bulletin boards shall be used only for the following notices: 
 
a.) Recreational and social affairs of the Union 
b.) Union meetings 
c.) Union elections 
d.) Reports of the Union 
e.) Rulings of policies of the International Union, the Louisiana 
  AFL/CIO, the Greater New Orleans AFL/CIO and the  
  Professional Firefighter of Louisiana 
f.) Newsletters 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 13.  RIGHT OF ACCESS TO PARISH FACILITIES 
 

 Association officials or representatives shall obtain authorization (either 
verbal or written) from the Director and/or his designee - if the Director 
is unavailable and has made such designation - prior to entering any 
Jefferson Parish facility for the purpose of conducting official 
Association business only. The Director may, at his discretion, refuse any 
Association request for access if such access may interfere with the 
efficient operation of the Fire Department. The Director shall not 
arbitrarily deny such authorization. 
 
 The Fire Department shall provide the Association space on one bulletin 
board in each fire station. Such space shall not exceed one-half of the 
total area of the bulletin board. The Association may provide a separate 
bulletin board, provided however, that such bulletin board is not greater 
than one thousand (1,000) square inches, and provided that information 
to be posted shall limited to the following: 
 
Any such bulletin boards shall be used only for the following notices: 
 
a.) Recreational and social affairs of the Association 
b.) Association meetings 
c.) Association elections 
d.) Reports of the Association 
e.) Rulings of policies of the International Union, the  Louisiana 
 AFL/CIO, the Greater New Orleans AFL/CIO and the 
 Professional Firefighters of Louisiana 
f.) Newsletters 
 
 Association notices and announcements shall not contain any political 
or libelous statements, obscene or derogatory materials, or anything 
reflecting discredit upon Jefferson Parish or any of its officials or 
employees. 
 
 Materials shall be posted during normal working hours, provided 
however that the Association shall provide a copy of any material to be 
posted to the Director no later than twenty-four (24) hours prior to 
posting. 
 
 All material posted by the Association shall be signed by the President 
of the Association or his designated representative. Any violation of this 
Section as determined by the Director shall entitle the Parish to order the 
removal of such notices and announcements from the bulletin boards. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 14.  ASSOCIATION BUSINESS 
 

14.1  The Director shall grant leave of absence with pay to one (1) Association 
President, one (1) Association Vice-president and one (1) Association 
Secretary/Treasurer, whose rank shall not exceed the rank of Captain 
("Association Officers"), to allow the Association Officers to perform 
Association functions such as attendance at regular and special meetings, 
conventions, seminars, conferences and activities related to appeals before 
the State Fire Civil Service Board ("Association Leave"). The Association 
shall submit to the Director the names of the Association Officers no later 
than January 1 of each calendar year. 

 
14.2  Association Leave shall not exceed twelve (12), twelve (12) hour, working 

days (or one hundred forty-four (144) hours) per year for each Association 
Officer. Association Leave which remains unused may not be carried 
forward to the next calendar year. Association Officers shall not receive any 
compensation for unused Association Leave. 

 
14.3  The Director shall grant leave of absence with pay to four (4) trustees whose 

rank shall not exceed the rank of Captain ("Association Trustees"), to 
allow the Association Trustees to attend the following: (a) The PFFLA 
Annual Conference; and (b) The PFFLA Annual Seminar ("Trustee 
Leave"). Trustee Leave shall not exceed forty-eight (48) hours for each 
event specified in subsections (a) and (b) above. The Association shall 
submit to the Director the names of the Association Trustees no later than 
January 1 of each calendar year. 

 
14.4  The Director shall grant leave of absence with pay to four (4) Association 

members - whose rank shall not exceed the rank of Captain - to attend 
meetings mutually agreed to by the Association and the Parish of Jefferson 
for the purpose of negotiating matters related to these RULES (i.e. the Red 
Book) ("Negotiation Leave"). Negotiation Leave shall not be granted for 
any purpose other than actual attendance of such meetings. The Association 
shall submit to the Director the names of the Association members no later 
than forty-eight (48) hours prior to the date of the above-referenced meeting. 

 
14.5  Prior to utilizing Association Leave, an Association Officer shall complete 

and deliver to the Director, written notice stating: (a) the amount of time to 
be charged to Association Leave, and (b) the circumstances prompting such 
request ("Association Leave Notice"). If the need for Association Leave 
cannot be reasonably anticipated, an Association Officer shall provide the 
Director the Association Leave Notice no later than three (3) calendar 
days following the employee's return to duty. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 14. ASSOCIATION BUSINESS (continued): 
 

14.6  Prior to utilizing Trustee Leave, an Association Trustee shall complete and 
deliver to the Director, written notice stating: (a) the amount of time to be 
charged to Trustee Leave, and (b) the circumstances prompting such request 
("Trustee Leave Notice"). The Association Trustee shall provide the Director 
the Trustee Leave Notice no later than three (3) calendar days prior to the 
events specified in sub-section 14.3 (a) and (b) above. 

 
14.7   If a Fire Department employee fails to provide timely the Association Leave 

Notice or the Trustee Leave Notice, then the Director may either charge the 
absence from work to the Officer's or Trustee's Annual Leave or deem the 
Officer or Trustee to be on Leave Without Pay. 

 
14.8    If it is determined that an Association Officer or Association Trustee is, or was, 

fraudulently or otherwise erroneously utilizing Association Leave or Trustee 
Leave, then the employee's absence from work shall be considered an Absence 
Without Leave. The Director shall be authorized to recover the compensation 
paid to said employee for the period in question, and may take disciplinary 
action against the employee, up to and including termination. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued) 
 
Section 15. DUES - ASSESSMENTS - INSURANCE CHECKOFF 
 

Dues will be deducted in an amount certified to be current by the 
Secretary-Treasurer of the Union from the pay, with the written 
authorization, of those employees. The Parish shall automatically adjust 
deductions to correspond with, any changes in Union dues, assessments 
and/or insurance premiums, upon notification by the Union, in-writing, 
of said changes, provided that no more than one change will be 
permitted in one (1) year. Each employee shall have the opportunity to 
revoke their dues check off authorization form every January and July. 
Deductions shall be made from the payroll bi-weekly, and the total dues, 
with a list of those Union members for whom deductions are made, will 
be delivered to the Secretary-Treasurer of the Union not later than 
fifteen (15) days after the deduction. 
 

Section.16. EMPLOYEE GRIEVANCE PROCEDURE  
 
 GRIEVANCE DEFINITION 
 

A "grievance" is a complaint or dissatisfaction expressed by an 
employee when he/she believes, rightly or wrongly, that he/she has not 
been treated fairly or in accordance with Parish or departmental policy. 
Since classified employees of Jefferson Parish Fire Department also 
have a right to appeal certain actions to the Jefferson Parish Fire Civil 
Service Board, it will be necessary to begin by differentiating between 
those matters which are grievable through the Grievance Program and 
those which are appealable to the Fire Civil Service Board. The 
Grievance Program is available to those employees who have current 
classified status with Jefferson Parish Fire Department. 
 
GRIEVABLE ACTIONS: 
 
(The following is a list of examples and is not all inclusive): 
1. Working conditions; 
2. Safety hazards or concerns; 
3. Sexual harassment; 
4. Alleged violations of department and Parish policy; 
5. Abuse of discretion by supervisor; 
6. Work-related disputes with fellow employees; 
7. Verbal reprimands; and 
8. Written reprimands. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 16. EMPLOYEE GRIEVANCE PROCEDURE (Continued)  
 
 APPEALABLE ACTIONS: 
 

(The following is a list of actions which are appealable to the Civil 
Service Board, and are not grievable through this Grievance Program): 
1. Suspension; 
2. Dismissal; 
3. Lay-off; 
4. Reduction in pay; 
5. Demotion; and 
6. Fine. 
 
In addition, matters relative to the rights of the Parish Administration 
and the Parish Council concerning. departmental reorganization and 
employees therein are not grievable. 

 
It should be noted that if any doubt exists as to whether a particular 
dispute or complaint is grievable or has merit within the meaning of this 
program, the complaint may be taken up through the Grievance Program 
in order to resolve doubt. However, no employee action taken under this 
grievance program shall interrupt or suspend the timeliness of filing an 
appeal with the Jefferson Parish Fire Civil Service Board. In order to 
avoid losing his/her right to appeal, the employee must file an appeal 
within fifteen days of the action taken against him/her. 

 
The grieved action practice, policy, or situation shall not be suspended 
pending the resolution of the grievance, and the grieving employee is 
expected to comply with the grieved action, practice, policy or situation 
unless the situation is unlawful or presents  
imminent danger. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued)  
 
Section 16. EMPLOYEE GRIEVANCE PROCEDURE (Continued) 
 

The following is a step-by-step explanation of the Grievance Program: 
 

FIRST STEP: 
 

Since the purpose of this program is to provide clear and open channels 
for the expression of employee complaints, the first step in the 
procedure consists of a verbal discussion of the problem between the 
employee and his/her District Chief and/or immediate supervisor. The 
employee must present the complaint to his/her District Chief and/or 
immediate supervisor within five (5) working days from the occurrence 
of the action which prompted then complaint, and if necessary, request 
an appointment to discuss the problem. The District Chief and/or 
supervisor must hold a meeting with the employee, making sure to 
allow enough time and/or privacy to facilitate an open and frank 
discussion. Prompt handling of employee problems is absolutely 
necessary. The longer the problem lingers without a solution, the higher 
the risk of the employee developing a poor attitude, and the greater the 
risk of that poor attitude affecting the morale of other employees and 
co-workers. At this meeting, the employee should be allowed the 
opportunity to present his viewpoint and a sincere attempt should be 
made to resolve the problem. 

 
However, if at the conclusion of the meeting, the complaint has not been 
resolved to mutual satisfaction, the employee must complete the 
Employee Grievance Form, (EGF-l), and submit it to his/her District 
Chief and/or immediate supervisor. In completing the form, the 
employee's complaint must be outlined, as well as a specific resolution 
requested. The resolution or relief sought by the employee must be 
specific and must be personal in nature. (For example, the grievant may 
not request that disciplinary action be taken against another employee or 
supervisor.) 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued):  
 
Section 16. EMPLOYEE GRIEVANCE PROCEDURE (Continued):   
 
 FIRST STEP (Continued): 
 

The only matters which may be introduced at any step of the Grievance 
Program shall be those contained on Form EGF-l. Upon receipt of the 
completed EGF-l, the District Chief and/or supervisor will indicate on the 
form the date of the first meeting, his/her understanding of the complaint, 
and the solution offered. If the employee then indicates that he/she rejects 
the solution offered, the District Chief and/or supervisor will then hand 
deliver the grievance to the Assistant Chief and will ensure that a copy is 
delivered to the Superintendent of Fire and the grieving employee, as 
indicated on the bottom of the form. 

 
SECOND STEP: 

 
Upon receipt of the EGF 1, the Assistant Chief must hold a meeting with 
the employee within five (5) working days. Once again, a sincere attempt 
will be made to gather all relevant facts and to resolve the grievance to 
mutual satisfaction. The Assistant Chief must issue a written disposition 
within five (5) working days of this meeting. 

 
 

THIRD STEP: 
 

If the employee is dissatisfied with the decision of the Assistant Chief, 
he/she may request of the Assistant Chief that the grievance be continued 
by completing and submitting Form EGF-2. Upon receipt of Form 
EGF-2, the Assistant Chief will immediately hand deliver Form EGF-l, 
EGF-2, and all other written documentation to date to the Superintendent 
of Fire. 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued):  
 
Section 16. EMPLOYEE GRIEVANCE PROCEDURE (Continued):   
 
 THIRD STEP (Continued): 
 

The Superintendent of Fire will assign a Fact Finder to the case and an 
investigation into the matter will begin. The Fact Finder will meet with 
the grieving employee, the District Chief and/or supervisor, "witnesses, 
and, if necessary, the Assistant Chief. After the Fact Finder believes that 
he/she has gathered all relevant information, a concise summary of the 
facts of the case will be prepared for review by the grievant and the 
Assistant Chief for validity of the contents. Once both agree that their 
position and the facts of their case have been represented accurately, the 
Fact Finder will analyze the facts and prepare a formal report, including 
recommendations, for submittal to the Superintendent of Fire. If the 
decision of the Superintendent of Fire correlates with the 
recommendations of the fact finder, a written binding decision will be 
rendered within five (5) working days of receipt of Form EGF-2. 

 
FOURTH STEP: 
 
The fourth step of the Grievance Program will be used if, and only if, the 
decision of the Superintendent of Fire does not correlate with the 
recommendations of the Fact Finder and he rules against the grievant. The 
grievance would then automatically be referred to the Parish President's 
Office for the fourth and final step of the procedure. A formal binding 
resolution will be issued from the Parish President's Office within five (5) 
working days. All affected parties will take necessary action to see that 
the resolution is implemented and adhered to. 
 
ADMINISTRATIVE RESPONSIBILITY 
 
It shall be the responsibility of all supervisory and managerial personnel 
to ensure that all employee grievances and complaints are handled within 
the parameters set forth in this policy. Failure by supervisory or 
managerial personnel to comply with this program at any step in the 
process will be a negative reflection on job performance and will be taken 
into consideration at the time of that District Chief's and/or supervisor's or 
Assistant Chief's Annual Service Rating. Such disregard for or failure to 
comply 
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RULE XI  SPECIAL PROVISIONS AND BENEFITS (Continued):  
 
Section 16. EMPLOYEE GRIEVANCE PROCEDURE (Continued):   
 
 ADMINISTRATIVE RESPONSIBILITY (Continued): 
 

with this policy may also result in a written reprimand or corrective 
disciplinary action taken against the District Chief and/or supervisor or 
Assistant Chief. Because subordinates do on occasion differ sincerely 
with supervisors on important matters, we have a responsibility to 
provide the employee with a mechanism for appealing a supervisor's 
decision to higher authority. Under no circumstances will an employee's 
job security, status, working conditions, or relationship with 
management be jeopardized because a complaint has been appealed to a 
higher level of management. The Administration is committed to this 
program and therefore it is expected that supervisory and managerial 
personnel will be supportive and responsive. 
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EMPLOYEE GRIEVANCE FORM 
 

EMPLOYEE'S NAME: _______________________________ PHONE # __________________  
 
DIVISION ______________________________________ POSITION __________________  
 
IMMEDIATE SUPERVISOR: ____________________________________________________  
 
DATE OF FIRST INCIDENT: __________________________________________________  
 
DESCRIBE THE PROBLEM (INCLUDE ACTION AND/OR PERSONS INVOLVED, 
PLACE/LOCATION): 
________________________________________________________________________
________________________________________________________________________
____________________________________________________________WHAT SOLUTION 
DO YOU SUGGEST (YOU MAY NOT ASK FOR DISCIPLINARY ACTION TO BE TAKEN AGAINST 
OTHER EMPLOYEES. ________________________________________________________ 
_________________________________________________________________________ 
 
I UNDERSTAND THAT ONLY MATTERS CONTAINED IN THIS FIRST COMPLAINT MAY BE 
DISCUSSED AT ANY STEP OF THE GRIEVANCE PROCEDURE. I UNDERSTAND THAT THE 
FINAL RESOLUTION WILL BE BINDING. 
 
___________________   ___________________________________ 
DATE   EMPLOYEE SIGNATURE   
 

DISTRICT CHIEF/SUPERVISORY RESPONSE 
 
DISTRICT CHIEF/SUPERVISOR'S NAME: ________________________________________  
 
DIVISION: _____________________________ POSITION: _________________________  
DATE FIRST AWARE OF PROBLEM/GRIEVANCE: ___________________________________  
DESCRIBE YOUR UNDERSTANDING AND KNOWLEDGE OF THE EMPLOYEE'S COMPLAINT. 
(ACTION AND/OR PERSONS INVOLVED, PLACE/LOCATION): 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
SOLUTION OFFERED: ____________________________________ DATE: _____________  
 
DISTRICT CHIEF/SUPERVISOR'S SIGNATURE: __________________________________ 
 
_____________I ACCEPT THE SOLUTION OFFERED 
_____________I REJECT THE SOLUTION OFFERED AND WISH TO CONTINUE MY 

  ORIGINAL REQUEST TO THE DIRECTOR.  
DATE: _______________________EMPLOYEE'S SIGNATURE:________________________  
 _________ I RECEIVED A COPY OF THIS FORM FROM MY DISTRICT CHIEF/ 
     SUPERVISORY 

EGF-1 
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GRIEVANCE RESOLUTION 
 

SECOND STEP 
DATE RECEIVED: __________________________________________________________  

 
EMPLOYEE'S NAME: _______________________________ PHONE # ___________________  
 
DEPARTMENT/DIVISION ____________________________ POSITION __________________  
 
RESOLUTION PROPOSED 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
DATE: _____________________ ASSISTANT CHIEF SIGNATURE: ___________________  
 
TO BE COMPLETED BY THE EMPLOYEE: 
 
___________I ACCEPT THE SOLUTION OFFERED 
 

 ___________I REJECT THE SOLUTION OFFERED AND WISH TO CONTINUE MY ORIGINAL 
REQUEST TO THE NEXT HIGHEST STEP OF THE GRIEVANCE PROCESS. 
 
DATE: ____________________ EMPLOYEE SIGNATURE: _______  ____________________  
 
       I RECEIVED A COPY OF THIS FORM FROM MY ASSISTANT CHIEF.  
 
DATE GRIEVANCE SENT TO THE SUPERINTENDENT OF FIRE ________________________  
 
 

EGF-2 
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RULE XII  DISCIPLINARY ACTIONS 
 
Section 1.  Pre-Disciplinary Hearing 

 
The Superintendent of Fire will conduct a "Pre-Disciplinary Hearing" 
with all employees prior to severe disciplinary action of suspension 
and/or termination being initiated. The Superintendent of Fire is the only 
department official authorized to terminate or suspend an employee and 
he will provide oral and written explanation of the specific charges 
against them as to what policy, rule, regulation or standard that was 
violated, an explanation of the evidence against them, and the 
consequences of the violations and/or wrongful act. 

 
The employee should be notified that the "Pre-Disciplinary Hearing" is 
being conducted in order to determine the facts of the case, to give the 
employee an opportunity to respond to charges in person, and to explain 
why the proposed action should not be taken, to present evidence they 
may have, and that the findings of the "Pre-Disciplinary Hearing" may 
result in a determination that the employee is to be terminated from 
employment. 

 
Section 2. Maintaining Standards of Service 
 

The Fire and Police Civil Service Law for Small Municipalities and for 
Parishes and Fire Protection Districts, LSA-R.S. 33:2531 et seq., and the 
rights and benefits of employees provided thereunder, are hereby 
recognized, as controlling for the subject matter of Section 1, Rule XII. 
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RULE XIII RECORDS 
 
Section 1. PAYROLL AND ATTENDANCE RECORDS 
 

1.1  The Superintendent shall install a system of payroll and attendance 
records. Each payroll shall show the name of the employee, the official 
class title, the period for which payment is proposed, the rate of pay, 
and the amount of proposed payment. The system or systems shall be 
designed to facilitate the maintenance of adequate personnel records 
and to eliminate duplication of accounting and reporting to the fullest 
extent practicable. 

 
 1.2  The Superintendent shall certify on each payroll or subsidiary document 

the fact of continued authorized employment of a person in a position, 
the fact of the actual rendering of service in the position or the fact of 
absence from duty on duly authorized leave with pay, the actual number 
of hours of attendance on duty, or any other satisfactory way of 
describing the time worked in the payroll period. 

 
 1.3 No payment for personal services shall be made by any department or 

fiscal officer thereof to any employee in the classified civil service of 
the Parish until after certification by the Superintendent that such 
payment is authorized and is in conformity with these Rules. The 
Superintendent's approval of forms relating to personnel transactions 
shall constitute certification within the meaning of this rule. 

 
 The forms prescribed by the Superintendent shall also be used for the 

authorization for continuance of the name of a person on a departmental 
payroll. Any change in the status of an employee shall be reported 
promptly to the Director on the prescribed forms, and when approved 
by the Superintendent, such forms shall constitute proper authorization 
or the corresponding change in status of the employee. 

 
 1.4  If the Superintendent finds that a person has been employed in a 

position in violation of these officer or officers, who shall not issue any 
order for the payment of, and no officer shall pay, any compensation to 
the person, upon the penalty of personal liability for the sum or sums 
paid contrary to the order of the Superintendent. 
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RULE III  RECORDS (Continued):  
 
Section 2.  LEAVE RECORDS 
 

2.1  The Superintendent shall install and maintain a leave record showing for 
each employee in the classified service: (1) annual leave earned, used, 
and unused; (2) sick leave earned, used, and unused; and (3) any special 
leave or other leave, with or without pay. Such records shall be 
documentary evidence to support and justify the certification of 
authorized leave of absence with pay. 

 
 The Parish Administration shall prescribe the forms and procedures by 

which notice of the leave taken by or granted to classified employees is 
transmitted to the Administration. 

 
Section 3. APPOINTMENT FORMS 

 
 The Fire and Police Civil Service Law for Small Municipalities and for 

Parishes and Fire Protection Districts, LSA-R.S. 33:2531 et seq., and the 
rights and benefits of employees provided thereunder, are hereby 
recognized, as controlling for the subject matter of Section 3, RULE 
XIII. 
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RULE IV  SERVICE RATINGS 
 
Section 1. ADMINISTRATION 
 

1.1  A uniform service rating system shall be established which shall provide 
for evaluation of each employee's on-the-job performance. The 
Superintendent shall prescribe the form on which service ratings are to be 
made, and shall use the prescribed form in accordance with these rules and 
the instructions furnished by the Appointing Authority. 

 
1.2  Ratings for employees serving in a probationary period shall be in 

accordance with the Fire and Police Civil Service Law for Small 
Municipalities and for Parishes and Fire Protection Districts, LSA-R.S. 
33:2531 et esq., and the rights and benefits of employees provided 
thereunder, are hereby recognized, as controlling for the subject matter of 
Section 1, Paragraph 1.2, Rule XIV. 

 
1.3 Each employee serving in a Permanent status civil service appointment 

shall be rated at least once in each calendar year, in conjunction with 
consideration of the employee's annual pay raise eligibility. An employee 
rated Unsatisfactory shall not be eligible for a pay raise until and unless a 
re-rating of Satisfactory is made. The overall rating (Satisfactory or 
Unsatisfactory) shall be indicated on the pay raise form. 

 
1.4  The basic service rating of each employee shall be made by the employee's 

immediate supervisor and shall be reviewed by the Superintendent. The 
Superintendent shall assign the overall rating. Both the rater and the 
reviewer shall sign the rating form. 

 
1.5  Discussion of a rating with the employee is mandatory if the rating is 

unsatisfactory in any category, or if the employee is on probation. 
 
 Discussion of Satisfactory ratings of Permanent status employees is not 

required, but is preferable if comments are made on the rating form. In any 
case, the employee shall be notified of the rating assigned to him/her. In 
the case of a Satisfactory rating resulting in a pay raise, acceptable notice 
may consist of a copy of the approved pay raise form delivered to the 
employee. 
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RULE XIV  SERVICE RATINGS (Continued):  
 
Section 1. ADMINISTRATION (Continued): 
 

1.6  Service ratings are management judgments by appropriate supervisory 
authority. Any employee who has been rated Unsatisfactory shall be 
re-rated not sooner than two (2) months nor later than six (6) months after 
the effective date of the Unsatisfactory rating. If the re-rating is 
Unsatisfactory, it shall be the duty of the director to reassign, demote, or 
dismiss the unsatisfactory employee in accordance with applicable 
provisions of Fire and Police Civil Service Law for Small Municipalities 
and for Parish in Fire Protection Districts, LSA-RS 33:2531 et seq. 

 
1.7  Each employee service rating shall be retained in the files maintained by 

the Superintendent, and shall also receive a copy of the rating form for 
their personal file. 
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RULE XV  LAYOFFS 
 
Section 1. ADMINISTRATION 

 
Section 2. DESIGNATION OF CLASSES AND ORGANIZATION 

UNITS AFFECTED 
 
Section 3. SUCCESSION OF LAYOFFS 
 
Section 4. PROCEDURE 

 
The Fire and Police Civil Service Law for Small Municipalities and for 
Parishes and Fire Protection Districts, LSA-R.S. 33:2531 et seq., and the 
rights and benefits of employees provided thereunder, are hereby 
recognized, as controlling for the subject matter. 
 
If any of the above is in conflict with existing laws and/or LSA 33:2531 et 
seq., Act 282 of 1964, Title 33, Municipalities and Parish, Chapter 5, Part 
III, Fire and Police Civil Service Law for small Municipalities and for 
Parishes and Fire Protection Districts, then this section will become 
invalid. 
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RULE XVI  VETERAN PREFERENCE 
 

Section I. VETERAN PREFERENCE AND PERSONS ELIGIBLE 
FOR PREFERENCE 

 
The Fire and Police Civil Service Law for Small Municipalities and for 
Parishes and Fire Protection Districts, LSA-R.S. 332531 et seq., and the 
rights and benefits of employees provided thereunder, are hereby 
recognized, as controlling for the subject matter of Section 1, RULE 1, 
RULE XVI. 
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RULE XVII  MISCELLANEOUS 
 
Section 1. CONSTRUCTION WITH OTHER LAWS 
 
 The rights and obligations provided for in this Ordinance shall be in 
 addition to all other rights and obligations established by the Constitution 
 and Laws of the state of Louisiana, affecting. fire fighters. 
 
 Any other provision of this Ordinance to the contrary notwithstanding, 
 nothing herein contained shall be construed to defeat or diminish any 
 rights of fire fighters established by any other provisions of the 
 Constitution or Laws of the State of Louisiana. 
 
Section 2. SAVING CLAUSE 
 
 If any provision of the Ordinance or the application of such provision, 
 should be rendered or declared invalid by any court action or by reason of 
 any existing or subsequently enacted legislation, the remaining pats or 
 portions of this Ordinance shall remain in full force and effect. 
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