
Agenda 
Administrative Operations Committee 

October 13, 2016 
801 Sycolin Road 

1930 Hours 

1. Call to Order
a. Approval minutes of 9/8/16 meeting (attached)

2. Update on Key Issues
a. Update on Executive Committee activity (AC Tobia)

3. Subcommittee Reports
a. Budget Subcommittee  Update (Dave Short)

i. Follow-up to approved FY 17 Funding allocations

4. Discussion Topics
a. Draft SWP on Written Communications (previously distributed)
b. Procedures for Segregation of Funding Sources in Company Budgets (see attached)
c. November/December Holiday Meeting Schedule

5. Action Items
a. Draft SWP on Written Communications

6. Information Sharing Across Volunteer Committees and from DFREM
a. R&R Committee
b. DFREM (Chief Tobia)
c. Fire Operations Committee
d. EMS Operations Committee

7. New Business

8. Announcements

9. Adjourn

n.b.: If you are sending a representative to the meeting and intend to have that individual vote on your 
behalf our By-laws require written authorization from you to the chair.  Authorizations already on file for 
regular meeting attendees previously designed do not require re-authorization.  





1a 
Administrative Operations Committee 

Minutes 

September 8, 2016

The September meeting of the Administrative Operations Committee was held on Thursday, 
September 8, 2016 in the DTCI Large Conference Room at 801 Sycolin Road.  Chairman Quin 
presided and called the meeting to order at 1935 hours.  The following were in attendance: 

Co. 1 Mark Arend  
Co. 2   Brad Quin 
Co. 4 Ted Spara  
Co. 5 Absent  
Co. 6 Jimmy Olevson/Don Graham 
Co. 7 Bernie Boteler  
Co. 8 Eric Shank 
Co. 9 Excused 
Co. 10 Bob Akers 
Co. 11 Andy Gode 
Co. 12 Excused 
Co. 13 Jim Cromer 
Co. 14 Aaron Kahn  
Co. 15 Jen Ferguson 
Co. 17 Jamil Scott 
LCFR: AC Matt Tobia  

Minutes 

Motion: A motion was made by Aaron Kahn to approve the August 11, 2016 minutes. 
The motion was seconded by Bernie Boteler. 

Vote: Approved with a vote of 11-0-0-3 (Jen Ferguson was not present when the 
vote occurred).  

Update of Key Issues: 

Executive Committee Update: Chief Tobia stated that CAD will go live on September 13th and 
advised that a plethora of information will be forthcoming to include the cutover plan, guides on 
utilization of mobile CAD and the new status mechanism. Chief Tobia reminded all that a 
helpdesk will be available. Chief Tobia requested that information be forwarded to members.  

Chief Tobia shared that the Executive Committee retired several FRG’s that are no longer in use. 
In addition, Chief Tobia stated that the EC passed the Initial Fireground Operations SWP and 
referred the Draft SWP Written Communication back to the SWP Ad-Hoc Committee. 

Chief Tobia stated that the RFP for OMD should be awarded by October 1st. At this time, Dr. 
Morgan is working full time. 
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Chief Tobia relayed that the draft SWP Social Media and Use of Personal Electronic Devices was 
passed by the AOC and the EMSOC, however, the FOC has some on-going concerns. Chief Tobia 
advised that a meeting has been scheduled to try and resolve those concerns brought forward 
by the FOC. Chief Tobia hopes the SWP will return to the EC in September. 

Subcommittee Reports: 

Cost Benefit Sub-Committee: Aaron Kahn reported that a meeting with himself, Brad Quin, Chief 
Brower and Chief Tobia occurred with the Loudoun County Budget Office and they are in 
support of the idea. Further, Aaron stated that they would like to do an encompassing study on 
the value of the volunteer system. Aaron reported that the goal is to have the study finished by 
January, 2017 so the Board can take it into an account for budget discussions.   

Budget Sub-committee:  
Chairman Quin advised that the Budget Sub-committee has done tremendous work and offered 
a public thank you to all members on the committee. 

Dave Short reminded the AOC that in May, a draft set of approved numbers was provided to the 
EC for the County for purposes of cutting the first quarter checks. Dave stated that discussion 
ensued on how to prove those numbers. Dave advised that Middleburg was taken out of the 
equation. In sum, we are looking at improved numbers tonight (known as the second original 
estimate). 

Dave provided a chart that revealed income, expenses and funding gap which is the core 
product of the algorithm. Dave shared that we need 6.8 million dollars to fund the County at 
100%. Dave stated the County is giving $6.315 million so the gap is $498,000. Dave proceeded to 
explain to the AOC why there was an increase in the gap ($85,000 error plus an increase in 
expenses by 2% across the board). Further, the minimum funding floor was examined and 
explained.  

Dave stated that the AOC has three options for consideration. Dave advised that the committee 
recommends the 31% solution. Chair Quin stated the 31% solution more equally distributes the 
money provided by the County and it equably distributes the funds made available through EMS 
Billing with the acknowledgement that the bulk of the money should be used as the companies 
see fit. Aaron Kahn concurred and stated that the 31% is the fairest and most reasonable system 
wide.  

Best practices for accounting were discussed. 

Discussion Topics 

Draft SWP Backing Procedures for Apparatus and Draft SWP Use of Seatbelts 
Chief Tobia shared that these policies are straightforward and allow for standardization across 
the system. Both are significant safety related issues and have been brought forward by the 
SWP Ad-Hoc Committee. 
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Draft SWP Backing Procedures for Apparatus 
Discussion ensued with regard to General Procedures and “shall” versus “will”. 

Draft SWP Use of Seatbelts 
No comments or discussion provided. 

Action Item/New Business: 

Draft SWP Backing Procedures for Apparatus 
Chair Quin entertained a motion to accept the Draft SWP Backing Procedures for Apparatus, as 
written. Moved by Aaron Kahn. The motion was seconded by Bob Akers. The motion passes with 
one abstention.  

Draft SWP Use of Seatbelts 
Chair Quin entertained a motion to accept the Draft SWP Use of Seatbelts, as written. Moved by 
Aaron Kahn. The motion was seconded by Andy Gode. The motion passed with one abstention. 

Budget Subcommittee recommendation on final FY17 Funding Allocation 
Chair Quin moved that the AOC endorse the Finance Sub-Committee’s proposal to establish a 
final allocation of county funding for the remaining three quarters of fiscal year 2016-2017 
whereas: 

• Revenue from EMS Billing is counted as income in proportion to the
existing system wide funding gap, 31%. 

• The remainder of EMS Billing revenue is for companies to use as they see
fit. 

• All expenses related to the reminder of the EMS Billing be tracked and
accounted for outside the normal funding allocation process. 

• That all companies provide a full and separate accounting of all EMS Billing
revenue to the AOC as part of the FY17-18 funding process through a 
mechanism to be determined. 

Chair Quin further moved that the Budget Sub-Committee continue to assess and develop 
mechanisms to ensure transparency and accountability in the utilization of county taxpayer 
monies. 

Motion made by Andy Gode. Motion seconded by Brad Quin. 

The motion passes with a vote of 12-1-0-3, with Company 15 opposed. 

Chair Quin thanked Dave Short and advised the recommendation will move forward to the EC. 

Information Sharing Across Volunteer Councils and Committees 
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Recruitment and Retention Committee- The August minutes were attached in the AOC packet 
for review. 

LCFR- Chief Tobia stated there will be a special informational broadcast on September 11th. 
Chief Tobia stated a ceremony will be held in Purcellville as well. Chief Tobia asked for all to 
share any commemorative events.  

The QA/QI manage position is currently advertised. 

The EMS Program Manager is soon to be filled at the Academy. Additional enhancements for 
training staff will occur in the future. 

FOC-Nothing to report 

EMSOC- Nothing to report 

Announcements- 

Loudoun Volunteer Coverage Facebook page does exist for everyone’s information. Please 
encourage others to join the closed group. 

Adjournment 

  There being no further business to discuss, the meeting was adjourned at 2036 hours. 

The next Administrative Operations Committee meeting will be held on 
Thursday, October 13, 2016 at 1930 hours at 801 Sycolin Road, DTCI Large 
Conference Room. 

Respectfully submitted: 
Christine Langley-Obaugh, M.Ed., CVA 
Executive Liaison 



Date of Meeting:  September 27, 2016 

LC-CFRS EXECUTIVE COMMITTEE 
ACTION ITEM 

SUBJECT: SWP 101.2 Written Communications 

PRIMARY SERVICE AREA: System-Wide 

SYSTEM CONTACT: Matthew Tobia, Assistant Chief, LC-CFRS 

PURPOSE:   To adopt DRAFT SWP 101.2 Written Communications.  

RECOMMENDATION: Staff recommends that the Executive Committee of the LC-CFRS adopt 
SWP 101.2 Written Communications, as attached. 

BACKGROUND: SWP 101.2 has been reviewed and revised by the System-Wide Policy Ad Hoc 
Committee; it supersedes and replaces FRG Admin 1.2.  The revisions ensure that the policy’s 
scope is consistent with other approved SWPs and adopts standardized templates for System-Wide 
Informational Bulletins and General Orders.  This SWP also codifies the use of Loudoun County 
email as the System’s means of disseminating policies, procedures, etc.  

ISSUES: During the August 2016 Executive Committee Meeting, this item was tabled to return 
to the SWP Ad-Hoc Committee for further review and development of a memorandum template. 

FISCAL IMPACT: None 

DRAFT MOTIONS: I move that the Executive Committee adopt DRAFT SWP 101.2 Written 
Communications, as attached.  

-OR- 

I move that the Executive Committee of the LC-CFRS send DRAFT SWP 101.2 Written 
Communications to the EMS Operations Committee, Fire Operations Committee, and the 
Administrative Operations Committee for review and approval. Further, I move that the Executive 
Committee ask that a recommendation be brought back to the Executive Committee for 
consideration at the October 2016 meeting. 

-OR- 

I move an alternative motion. 

ATTACHMENTS:  SWP 101.2 Written Communications 
i. Informational Bulletin Template

4 a 
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ii. General Order Template
iii. Memorandum Template
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Subject: Written Communications Page 1 of 4 
SWP: 101.2 Issued:  

LOUDOUN COUNTY COMBINED FIRE AND RESCUE SYSTEM 
SYSTEM-WIDE PROCEDURE (SWP)

TITLE Written Communications 
SECTION Administration 
SWP# 101.2 
ISSUED 
REVISED 

APPROVED System Chief ___________________________________________________ 
    W. Keith Brower, Jr. 

This SWP supersedes and replaces FRG Administration 1.2.  

PURPOSE 

To describe the System’s means of written communications. 

SCOPE 

This policy applies to all Members of the Loudoun County Combined Fire and Rescue System 
(LC-CFRS). 

DEFINITIONS 

Member – Any individual who has been duly affiliated with any firefighting or EMS organization 
recognized by the Board of Supervisors under Chapter 258 of the Codified Ordinances of 
Loudoun County, including Loudoun County Fire and Rescue.  

Operational Volunteer Member – A volunteer in the LC-CFRS who is authorized to perform 
essential fire suppression, rescue, and/or EMS duties as a member in good standing of a fire 
and/or rescue company recognized under Chapter 258 of the Codified Ordinances of Loudoun 
County.  Administrative members who provide support services are excluded.   

POLICY 

1. Members will use and adhere to the following types of written communications: Loudoun
County Email, Memorandums, System-Wide Informational Bulletins, Health and Safety
Bulletins, System-Wide General Orders, Operational Medical Policies and Protocols, and
System-Wide Procedures. Formatted: Indent: Left:  0", Numbered + Level: 1 +

Numbering Style: 1, 2, 3, … + Start at: 1 + Alignment: Left +
Aligned at:  0.25" + Indent at:  0.5"
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SWP: 101.2 Issued:  

a.1. Members should submit suggestions for policies/procedures through the appropriate chain-
of-command to the Executive Committee. Draft language should accompany any 
recommendation. 

2. Members are responsible for reviewing new and revised policies and procedures as they are
issued.

a. Loudoun County Email will be used to distribute new and revised System-Wide
Informational Bulletins, Health and Safety Bulletins, System-Wide General Orders,
Operational Medical Policies and Protocols, and System-Wide Procedures.

2. 
3. Deviation from the content of System-Wide General Orders, Operational Medical Policies

and Protocols, System-Wide Procedures or other written directives may result in
disciplinary action up to and including dismissal from the System or termination, in
accordance with applicable policies and procedures. 

4. Individual departments/agencies within the LC-CFRS are permitted to maintain policies and
procedures specific to their members and/or employees so long as they do not conflict with
or supersede System-Wide policies and/or procedures. 

PROCEDURE 

I. Authority/Administrators 

A. Members should submit suggestions for new or revised policies/procedures or other 
communications through the appropriate chain-of-command to the Executive Committee. 
Draft language should accompany any recommendation. 

B. Pursuant to Chapter 258 of the Codified Ordinances of Loudoun County, the authority to 
establish, implement, veto, and enforce System-Wide Procedures (SWPs) rests with the 
Chief of System (System Chief). 

1. Generally, SWPs will be reviewed by the Executive Committee prior to approval by the
Chief of System.  

2. As appropriate, SWPs will be approved at the discretion of the System Chief.  SWPs will
be considered for submission to the System Chief by the Executive Committee.  SSystem 
stakeholders, System governance sub-committees and County agencies may  provide 
recommendations and review of SWPs prior to consideration by the Executive 
Committee, as appropriate.  

3. SWPs will be reviewed for compliance with Emergency Medical Services delivery by the
System’s Operational Medical Director (OMD) prior to dissemination.   

C. The Chief of System has delegated the authority to administer certain documents to other 
Members of the System. 

Formatted: Indent: Left:  0", Numbered + Level: 1 +
Numbering Style: 1, 2, 3, … + Start at: 1 + Alignment: Left +
Aligned at:  0.25" + Indent at:  0.5", Don't keep with next

Formatted: Indent: Left:  0.13"

Formatted: Font: +Body (Calibri), 12 pt

Formatted: Normal,  No bullets or numbering, Don't keep
with next

Formatted: Default, Indent: Left:  0.25", Space After:  1.35
pt, Widow/Orphan control
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1. Any Member canmay develop and sendinitiate a Memorandum for official
communication up or down the chain- of -command. 

2. Informational Bulletins will be approved and signed by the Chief of System, any LCFR 
Assistant or Deputy Chief, or a member of the Executive Committee.  

3. Health and Safety Bulletins will be developed, approved, and disseminated through the
LCFR Office of Health and Safety.  

4. System-Wide General Orders will be approved and signed by the Chief of System or an
LCFR Assistant Chief.   

D. OMPPs mustwill be approved by the Operational Medical DirectorOMD or designee.  
OMPPs are not subject to approval by the Executive Committee of the Loudoun County-
Combined Fire Rescue System (LC-CRS) or Loudoun County Fire and Rescue. 

I.II. Loudoun County Email 

A. Loudoun County Email will be used to distribute System-Wide Informational Bulletins, 
System-Wide General Orders, and System-Wide Procedures.  

B. Emailed directives, requests for action, etc. from supervisors and/or superior officers are 
considered binding and Members will respond/react accordingly. 

C. At a minimum, LCFR employees and Operational Volunteer Members will check email once 
per shift.  Administrative members will check email weekly. 

II.III. Memorandum 

A. Memorandums may be used to disseminate directives, , advisoryies, and/or informative 
matter or request action by another Member(s) of the System. 

B. Memorandums that include directives, requests for action, etc. from supervisors and/or 
superior officers are considered binding and Members will respond/react accordingly. 

C.A. Any Member can initiate a Memorandum for official communication up or down the 
chain of command. 

III.IV. System-Wide Informational Bulletins (IBs) 

A. IBs are used to disseminate information of interest.  
B. IBs are numbered sequentially, with the IB name, followed by the year, a dash, and the 

number (e.g., LC-CFRS Informational Bulletin 2016-001). 
C. System-Wide IBs will be posted and maintained on the appropriate network drive. 

IV.V. Health and Safety Bulletins (HSBs) 

A. HSBs are used by the Office of Health and Safety to disseminate information regarding close 
calls, lessons learned, health and wellness, etc. 
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B. HSBs are numbered sequentially, with the HSB name, followed by the year, a dash, and the 
number (e.g., HSB Example 2015-001). 

C. HSBs will be posted and maintained on the appropriate network drive. 

V.VI. System-Wide General Orders (GOs) 

A. A System-Wide GO is a directive that orders one or more persons, either by name or by 
class/group, to take a specific action or series of actions. 

B. A GO will be in effect for a defined time frame, with a specific beginning and ending date, 
unless otherwise specified on the published order. 

C. GOs are numbered sequentially, with the GO name, followed by the year, a dash, and the 
number (e.g., LC-CFRS General Order 2016-001). 

D. System-Wide GOs will be posted and maintained on the appropriate network drive. 

VI.VII. Operational Medical Policies and Protocols (OMPPs) 

A. OMPPs describe policies, procedures, and protocols for emergency medical care. 
B.A. OMPPs must be approved by the Operational Medical Director or designee.  OMPPs are 

not subject to approval by the Executive Committee of the Loudoun County-Combined Fire 
Rescue System (LC-CRS) or Loudoun County Fire and Rescue. 

C.B. Copies of OMPPs will be posted on the Department’s website. 
D.C. Station Commanders/Worksite Supervisors/Company Chiefs will ensure that a current 

copy of OMPPs is maintained on each EMS licensed vehicle. 

VII.VIII. System-Wide Procedures (SWPs) 

A. SWPs establish processes and policies for all Members and are binding on Members 
identified in the scope of each SWP.   

B.A. SWPs will be approved at the discretion of the System Chief.  SWPs will be considered 
for submission to the System Chief by the Executive Committee.  Stakeholders, System 
governance sub-committees and County agencies may provide recommendations and 
review prior to consideration by the Executive Committee, as appropriate.  

C.B. SWPs are numbered and organized by topic.  
D.C. Approved SWPs will be be disseminated to all personnel via email, with a copy posted 

and maintained on the appropriate network drive.  

Approved for compliance with Emergency Medical Services delivery 

_____________________________________________________ 
John I. Morgan, M.D., LC-CFRS Operational Medical Director 
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LOUDOUN COUNTY COMBINED FIRE AND RESCUE SYSTEM 
GENERAL ORDER (GO)

TITLE 
GO # 
ISSUED 
EXPIRES 

APPROVED System Chief ___________________________________________________ 
 W. Keith Brower, Jr. 

PURPOSE 

BACKGROUND 

SCOPE 

DEFINITIONS 

POLICY 

PROCEDURE 

Calibri, 12 point, single spaced 
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LOUDOUN COUNTY COMBINED FIRE AND RESCUE SYSTEM 
INFORMATIONAL BULLETIN (IB)

TITLE 
IB # 
ISSUED 

APPROVED System Chief ___________________________________________________ 
 W. Keith Brower, Jr. 

Calibri, 12 point, single spaced 





Loudoun County Combined Fire and Rescue System (LC-CFRS)

PO Box 7100 
801 Sycolin Road SE, Suite 200 
Leesburg, VA  20177-7100 
Phone 703-777-0333       Fax 703-771-5359 

MEMORANDUM 

TO: 

FROM:  

THROUGH: 

SUBJECT: 

DATE: 

   Calibri, 12 point, single spaced 

CC: 
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