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Catawba County Emergency Medical Services

Catawba Countizmergency Medical Services has published these Standard Operating Guidelines in an
STTF2NI (2 1 SSLI AdfwhatSs\exgecked andhawi to haydie 2eainSiRiationghile
these guidelines reflect most issues within our service it doeseftaat all.

These Standard Operating Guidelines are subject to change. Every opportunity will be made to give
adequate notice prior to changes occurring. If you have any questions concerning clarification please
consult a supervisor.

These guidéhes are in addition to the Catawba County Code. In the unlikely exsdahdard operating
guidelineconflicts with the county code, the county codsuallyprevails However, amexcepton to this
is situationswhere the standard operating guidelinesigecific to EMS and has been approved by the
appropriate authority with the County Administration(i.e., the definition of a work week as listed in

the County Code does not apply to EMS employees)
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Add, Delete or Modify Current Standard Operating Guidelines

This guideline will help to explain how a Stand@gkrating Guideline may be added, deleted, or

modified. It will also discuss the authority that a memo may have in place of an SOG.

C2NJ GKS LldzN1}2asS 2F (GKA& {hD (G4KS YSIyAy3a 2F GKS
from a supervisor t@an employee that he or she directly or indirectly supervises. A memo will be
considered a standard operating guideline until the original author recalls it, the EMS manager recalls it,
or it becomes listed as a SOG.

U Addition of a Standard Operating Guiithes

o0 Generally, at the end of each calendar year the committee assigned to monitor and
publish SOGs will meet to review all current memos and the need for new SOGs. They
will establish if the need is system wide and if the memo is still pertinent. viiliehen
submit a rough draft of these new SOGs to the Management Team at their meeting in
June. The EMS Manager will be charged with final approval of all SOG additions. There
may be additions made at other times of the year, which will be commuesiiciat all
employees.

U Deletion of a Standard Operating Procedure

0 Generally, at the end of each calendar year the committee assigned to monitor and
publish SOGs will meet to review all current SOGs and will determine if any are no
longer applicable. Thewill then submit a list of these SOGs deemed inapplicable to the
Management Team at their meeting in June. The EMS Manager will be charged with
final approval of all SOG deletions. There may be deletions made at other times of the
year, which will be ammunicated to all employees.

U Modification of a Standard Operating Procedure

0 Generally, at the end of each calendar year the committee assigned to monitor and
publish SOGs will meet to review all current SOGs and will determine if any
modifications are neded. They will then submit a rough draft of any modifications to
the Management Team at their meeting in June. The EMS Manager will be charged
with final approval of all SOG modifications. There may be modifications made at other
times of the year, with will be communicated to all employees.

U Requests for additions, deletions, or modifications of the standard operating guidelines may
come from any employee within the EMS system. These requests should be submitted to the
EMS Manager.

U Allfinalized chnges to the Standard Operating Guidelines will be introduced to the
Management Team at their meeting in August.

U Questions or clarification is encouraged. Employees should contact their respective Crew Chief.

Standard Operating Guidelines 7 Approved 7/1/08
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Alphanumeric Paging

The purpose oproviding each employee with an alphanumeric pager is to ensure that employees can
be easily contacted should the need arise and to make the dissemination of information quick and easy.

U Catawba County Emergency Medical Services will supply each emplitlyesaalphanumeric
pager.

U The County will incur all costs associated with the paging service and will allow employees to
use this service for their personal use as well as for business purposes.

U Employees are limited to 250 pages per month. Shouldhapiayee receive more than 250
pages in any one month, then that employee will be billed at a rate of $0.10 / page for the
excess pages that are not related to the business of the County.
U Employees are expected to keep their pagers on whileaty and offduty, expect in situations
when it is not reasonable to do so (i.e., out of town, on vacation, during weddings or funerals,
SGOX0Z a FfLKFYdZYSNAO YSaalk3aiay3a Aa GKS LINAYLF N
not considered hours worked under Faabor Standards. If you are called out to an incident or
event, and respond, then the time is considered hours worked and you are required to report
the time.

U If an employee chooses to turn their pager off or to not carry it with them, then that eraploy
will still be responsible for any information that he or she does not receive.

0 Some examples of situations when the pagers will be utilized include:
A Callback of employees for incident coverage
A Dissemination of information to selected groupscommittee

A Notification of fulltime employees of changes to their base assignment,
A0KSRdz Sz SGOX

A Notification of parttime employees of available shifts / time

U When notifying partime employees of available shifts / time the following guidelineshwill
utilized.

o All shifts / time will be paged to the entire paiime staff simultaneously.

o Shifts / time will be awarded to the first patitne employee who calls back and can
work without incurring overtime.

o0 All pages to cover shifts / time will be gdretween the hours of 06002300, unless the

situation requires immediate attention, in which case the page may be sent at any time
day or night.

Standard Operating Guidelines 8 Approved 7/1/08
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U Should an employee lose or damage their pager beyond repair whitkitgnor from a secure
location, the Canty will replace the pager at no expense to the employee.

0 Should an employee lose or damage their pager beyond repair whitkutyffor from an un
secured location, the employee must reimburse the County for the cost of a replacement pager
(cost as of tk date lost).

U The Shift Supervisor responsible for Communications will be notified and take care of any
problems with a pager or the paging service.

Standard Operating Guidelines 9 Approved 7/1/08
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Annual Leave Requests

This guideline describes procedueraployees must follow for requesting annual leave.

U At no time shall more than four members of a shift be scheduled off without the prior approval
of the EMS ManagelThis approval must be made at least 72 hours in advance of the requested
annual leave.

U Submitting leave requests

0 ¢KS SYLX28SSQa RANBOU &adzZlISNIAA2NI aK2dz R NBC
weeks prior to the date of the requested leave.

e Requests that are submitted without proper notice must be approved by the
employees Shift Sipvisor or the EMS Manager.

0 Upon receiving this request the supervisor must check the calendar maintained on the
G69a{ aSRAO OFfSYRINE F2NI SYLX 2eSSa sA0GK GAY

o If there are already four people scheduled off, the request willleried.

¢ If less than four are scheduled off, the supervisor should make note on the
schedule of the person placing the request as well as the date the request was
submitted.

0 Once a leave request has been submitted and approved, the employee cannot cancel
that request without the approval of their immediate supervisor and the agreement of
the employee who had planned to cover time.

o Following this procedure, crew chiefs may fill their time and then inform the supervisor
of this request.Likewise, superviss may fill their time and then inform the manager.

o Catawba County EMS realizes that employees often schedule vacations and other
events well in advance and due to reservation deposits it is important for that employee
to have his/her leave request subitgid to ensure its approvaefore obligating.This is
meant as a convenience to the employee and supervisors should monitor leave requests
to ensure that everyone is treated fairljRequests will be submitted no earlier than six
months from the date thdeave is to begin.

0 Holidays are important to all employees of Catawba County EMS and often there are
several employees who wish to take leasEmployees must follow proper procedures
for submitting leave requests for holidays as w&8upervisors shodimonitor the
frequency of these requests by an employee to ensure all employees are given equal

opportunity.
o0 When an employee has requested time off months in advance, the EMS Manager

reserves the right to rescind the approval if some circumstances ehdmgexample, if
the employee has a small annual leave balaridkewise, if an employee has time off
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approved, and wants to rescind the request and work, the EMS Manager has the right to
deny that request if other coverage has been arranged.

U Sick Calins
0 The onduty Shift Supervisor should receive all sickioallat least three hours prior to

the scheduled start time of the employee. The employee calling in is required to speak
with the onrduty Shift Supervisor direct (i.e;neail, voice mail, eL. is unacceptable).

Standard Operating Guidelines 11 Approved 7/1/08
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Base Duties

Catawba County EMS employees deserve and expect to work in a safe and clean environment. Because
EMS bases are subject to unannounced visits by the public, other public safety personnel, and County
officials, it is expected that our facilities be keptesahd well maintained. Base duties are the

responsibility ofall employees stationed at a particular base at any given time. Remember to work
together to make each first and subsequent impression of Catawba County EMS and yourself a good one.

i

Each basés to be kept neat and clean at all times.
Trash cans must be emptied when needed (i.e., prior to become full).

Dishes and utensils should be washed immediately after use and put away as soon as they are
dry.

Floors shall be swept, vacuumed or moppechasded (i.e., prior to becoming visually soiled).
Furniture shall be polished as needed.

Each unit shall be kept clean and presentable to the public. The unit shall be washed daily
unless weather prevents doing so. The inside of the unit shall beclegt and disinfected at

all times.

Bathroom facilities shall be kept clean at all times.
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Call Outcome Definitions

This guideline defines the various call outcomes to be used when entering patient care reports.

U Assisted OttjeCrew/ Mutual Aid this outcome is to be used when you responq to assist A
FY20KSNJ / FGFgol [ 2dzytaeée 9a{ ONBg FyR Fftf LI GASY
chart.

U Cancelled Prior to ArrivglThis outcome is to be used when you are cancelléat po arriving
at the scene of an incident.

U Catawba County Detention Facilgyrhis outcome is to be used when an inmate of the Catawba
County Detention Facility does not have thpdrty insurance and is treated and released (see
below) or is treated ad transported (see below)lf the inmate does have thirgarty insurance,
you will use the standard outcome for Treated and Released or Treated, Transported by EMS.
Should the inmate refuse care you will use the standard outcome for Patient RefusedoCare
matter if they have third party insurance or not.

U Cath Standby CVMQ; This outcome is to be used when charting a standby for the cardiac
catheterization lab at Catawba Valley Medical Center.

U Dead at Scene This outcome is to be used when the patievas dead upon your arrival at the
scene.

U Inpatient Contract; CVMQ; This outcome is to be used when you transport apatient of
Catawba Valley Medical Center (this applies to the trip from CYMC and the return trip to CVMC).

U Neonatal Contract CVMC¢ This outcome is to be used when you conduct a Neonatal Transfer
using Catawba Valley Medical Center unit.

U Neonatal Contract FRMQ; This outcome is to be used when you conduct a Neonatal Transfer
using Frye Regional Medical Center unit.

U No Patient Bund¢ This outcome is to be used when you arrive on the scene of an incident but
are unable to locate a patient.

U No Treatment Required This outcome is to be used when you arrive on the scene of an
incident and perform a public assist (i.e., assist@riuy 2 dzZNE R LISNE 2y TNRY (KS
outcome cannot be substituted for Patient Refused Care or Treated and Released.

U Patient Refused CareThis outcome is to be used when a patient refuses treatment and
transportation (this outcome will be usedrfassessment and / or minor treatment such as
glucose readings, EKG monitoring, wound care, oxygen administration, administration of oral
3t dz02aS3x SGOXu o

U Standbyg This outcome is to be used when you are standby for another agency and there are

no patient involved with the incident (i.e., standby for a structure fire with no patients, injuries,
SGOX0 o
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U0 Treated and ReleasedThis outcome is to be used when you provide treatment for a patient
but they refuse transportation to a facilityror the purpose bthis outcome, treatment is
defined as an advanced life support procedure (i.e., blood draw, intravenous / intraosseous
access, administration of a medication other than oxygen; defibrillation, cardioversion, external
cardiac pacing, chest decompressiendotracheal intubation and / or combitube insertion,
ddzNBAOF f 9AENIBYILE S &S (RGFX 0adt NB I 6 SR ' yR wSt Sl aSR¢
which you administer 50% Dextrose and the patient refuses transport after waking up, and
cardiac arrest callwhere the protocol has been completed and medical control gives
permission to cease resuscitation efforts and the patient is not transported.

U Treated, Transferred careThis outcome is to be used when you utilize a medical helicopter for
a scene flightén which you transfer care to the flight crew, but you do not transport the patient
by ambulance.lf you transport the patient to a helispot (even if it is only 0.1 mile away), then
you will enter the chart as Treated, Transported by EMS.

U Treated,Transported by EM&This outcome is to be used when you provide assessment and /
or treatment and transportation to another location via ambulance.

Standard Operating Guidelines 14 Approved 7/1/08
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Cardiac Catheterization Stapgy

Catawba County EMS will provide coverégeCatawba Valley Regional Medical Center during cardiac
catheterizations. This policy describes the process involved in receiving the request and dispatch of a
unit.

U Upon receipt of a request for cardiac catheterization stémydhe Communications Ceatwill
dispatch 3Medic2. If 3Medic-2 is not available, the next closest available unit will be
dispatched.

U Upon the crews arrival at CVMC they will position the ambulance at the MRI entrance and the
personnel will proceed to the cardiac catheterinatiab control room.

0 As a minimum, the following equipment will be taken to the control room:

LP 12 Cardiac Monitor

Stretcher

Portable Oxygen Tank

Extra tape for securing equipment

O O OO

U Catheterization lab personnel will make the decision as to when trahgpogquired.

Billing Information
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U Transport of the Patient The crew will enter two separate patieoare report in emsCharts.
The first will be inclusive of the sta#iy portion of the call and the second will start when the

patient is loaded onto the stretcher for transport and will terminate when the receiving facility
assumes care of the patient.

0 The StandBy chart will be completed as defined above for stéybnly calls.

0 The Transport chart will be completed as for any treatment / transportation call and
NEBIljdzA NS&a GKS AyOfdzaizy 2F (GKS LI GASyGQa
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Civil Leave

This policy explains leave options forti@ur and 8hour shift employees who attend jury duty or are
subpoenaed.

U Jury Duty Options
0 Optionl

A The employee chooses to retain the jury duty payment and take annual leave
for shift days thatvould have been worked.

0 Option2

A The employee chooses to remit the jury payment to the county and record the
hours served as hours worked with the appropriate code listed on the timesheet
software.

U Jurors must report at the time assigned by the coltmployees will be given the option to take
Fyydztf fSFE®S GAYS 0STF2NB FYyR I TUSNI GKS@QNB | aa
duty station. Catawba County EMS allows thirty minutes travel time each way.

U Employees who reside outside Catawbaidtg may request appropriate additional travel time.

U The State pays jurors $12.00 for the first day they serve, $20 for days two through five, and $40
for each day after day five. When selecting option 2, remit the jury payment for the shifts you
are scteduled to work. (i.e. if scheduled two days to work and you served jury duty for five
days, you would remit $32.00 to the county and keep $60.00.)

U If you are released early or are not needed for jury duty, you must report back to your duty
station ortake annual leave.

U Employees working a night shift prior to jury duty may work until 10:00 p.m. or the employee
may choose to take annual leave for this time.

U If mileage reimbursement is received from the court, you may keep that reimbursement
regardlesof which option above you chose.

U Required AttendanceWhen an employee attends court in connection with official duties
(either due to being subpoenaed to appear as a witness or to give a deposition) it should be
listed as hours worked with a descriptiof meeting. Mileage will also be paid for miles to and
from by filing a travel voucher.
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Compensation for Outside Employment (CVCC)

This SOG addresses guidelines concerning Catawba County EMS employees who are also Catawba Valley
Community Collegimstructors.

U A secondary employment form related to this job must be submitted, approved and on file in
the Personnel Department.

U Numerous continuing education classes are provided for Catawba County EMS employees and
Catawba County Medical First Respersdon a monthly basis. These classes are conducted
throughout the County at various EMS, fire, and rescue stations.

i Catawba Valley Community College has the sole responsibility to coordinate, conduct, and
provide instructors for the classes. On occasi@atawba Valley Community College will
contract with a Catawba County EMS employee to instruct these continuing education classes.

U When a CCEMS employee is employed by the college, that employment is wholly separate from
their employment with the CountyDue to this:

0 The county cannot in any way compensate an employee for hours worked while
instructing for Catawba Valley Community College.

o0 Should an employee desire to teach for CVCC at a time when he or she is regularly
scheduled to work for th€ounty, that employee will be allowed to use leave time or
use substitute time (following the Substitution of Time Worked SOG) when approved by
GKSANI RANBOUG &dzLISNIIA &2 NI ¢KAA GAYS Ydzaid o€
time sheet.

0 WhenanEMS¥LX 28SS Aad ¢g2NJAy3 F2NI/ +£// KS 2N ak
administration of any problem, questions, concerns, etc. even though the class may be
taught at an EMS base or for EMS employees.

o 'ff LILISNB2N] = O2y i NI Gvededdirstly @Xr frotudied 6S NI OS

college while the employee is on his or her own time as this is secondary employment
and not related to EMS employment.
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Completion of Patient Care Report

This policy provides clarification on the complettone of the Patient Care Report (PCR) via the
emsCharts application.

U A patient care report must be generated anytime a dispatch number is assigned by the
Communications Center. (If you are dispatched to a call and you are cancelled prior to leaving
the base you may ask the Communication Center to simply cancel the dispatch number.)

U All patient care reports must be entered during the duty shift of the employee rendering care to
the patient. In addition, the patient care report must be locked within tiyeflour (24) hours of
the call being completed.

o ltis recognized that in some cases, employees have patient care reports to do after the
end of their duty shift; furthermore it is recognized that employees must be sufficiently
rested at the beginning ohkir next consecutive duty shift. It is acceptable to leave a
patient care report incomplete and finish it at the beginning of the next duty shift in the
following conditions:

A The employee has worked two hours past the end of his/her duty shift either
running calls or inputting patient care reports and is scheduled to work the next
day/night.

A ALS calls or any call that may need to be reviewed by a physician, nurse, medical
SEIFIYAYSNE 2NJ 20KSNJ LISNA2ya oK2 gAftft 0SS |
care MUST be completely documented before the employee goes home.

A If the employee wishes to leave any call undocumented he/she must call the on
duty Shift SupervisorThe employee will advise the supervisor how many calls
will be undocumented and give a éfidescription of the callsThe supervisor
can choose to give or deny permission to leave patient care reports incomplete
based on the type of calls the employee describes.

A If an employee is scheduled to be off the next day/night, he/she will complete
ALL patient care report for the current shift regardless of how long they may
have to work over.
0 Only employees of Catawba County EMS will complete a patient care report.
U During times when the Internet is not accessible or the emsCharts web site canactdssed,
LISNA2Y Yy St akKltft y2i RStle AyLdzZidAy3d GKS OKIF NI @

utilized instead.

0 As soon as the Internet or emsCharts website is functional the crew member that
entered the chart will upload the emsCharts Mobileaet:

Standard Operating Guidelines 18 Approved 7/1/08
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0 Once the record(s) is uploaded, the employee will then sign in to tHenerversion of
emsCharts and complete the chart if necessary. If the chart is completed prior to upload,
the employee needs only to electronically sign the chart and complietek/the chart.

o If an employee enters a chart in emsCharts Mobile and is unable to upload it prior to the
end of their shift, that employee is responsible for notifying theduty Shift Supervisor
that the record has not been uploaded.

U The followingepresents the minimal documentation required for any call in which there is
patient contact.

o Dispatch Information (Page-1Patient Information)
o Patient/ Bystander Interview (Page; History of Present Iliness)
0 Chief Complaint (Page¢ZSystem, Syptom, Impression, Chief Complaint)
o0 History of the Present lliness / Mechanism of Injury (PagéiBtory of Present Iliness)
o0 Primary Assessment (Page 3/ Page 4)
A Level of Consciousness (Page 3)
A Airway (Page 3)
A Breathing (Page 4)
A Circulation (Page 4)
o Identification of Life Threatening Situations (Pagel@pression)

0 Secondary Assessment (Focused Exatage 5)

A Include information that is pertinent to the Chief Complaint, History of the
Present lliness, or Mechanism of Injury. (Page 5)

0 AdditionalAssessment (ECG,-12ad ECG,SRD . f 22 R Df dzO2a&vity SG OX 0
Log)

o0 Treatment (include overall treatment regimen and specific information) (Page 8
Activity Log: an addendum may be used if necessary)

(@]

Intravenous Access (include specifioimation if performed) (Page 8Activity Log)
Intubations (include specific information if performed) (Page/&tivity Log)
0 Chest Decompression (include specific information if performed) (PadecBvity Log)

(@]

0 Needle / Surgical Cricothyrotomy (indispecific information if performed) (Page 8
Activity Log)
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0 Medication Administration (include specific information if performed) (Pagé\8tivity
Log)

0 Response to any treatment or medication (Page/tivity Log)

0 Reassessment information (Page Activity Log)

0 Location transported to (PagecIPatient Information)

0 Receiving staff member information (Page Ratient Information)

o Orders approved (if applicable) (Page &ctivity Log)

o0 LP 12 data must be imported into the chart anytime a patisrdttached to the monitor

o Documentation associated with the chart (i.e., Signature Sheet, Medical Necessity Form,
SGOX0 Ydzad o6S aoOlyySR IyR GiGFrOKSR (2 GKS

Since there is no narrative field in emsCharts, additional information may be added @Ghitie

Complaint, Secondary Complaint, History of Present lliness, and Scene Description fields. In addition,
each vital sign and action entry has a comment box that can be used for additional information. An
addendum may also be added to the chart if mgpace is needed for additional information.
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Controlled Substances Security and Signatures

This policy explains the procedures for correctly securing, verifying and documenting the controlled
substances used by Catawba County EMS.

U Ifa unit has been issued controlled substances; then those medications must be secured by
using a double lock and key method at all times (i.e., two different locks with two different
keys). The two exceptions are when the medications are being preparadranistration and
when personnel are verifying and signing for the medications.

U The medications and associated keys must remain under the direct control of a Catawba County
EMS Paramedic at all times.

U ALS Units

o ltis the responsibility of both the onming and off going Paramedic to ensure the
controlled substance signature sheet is signed correctly.

A The orcoming responsible Paramedic should inspect and verify the controlled
substance box contents at the start of the shift. He/she must enter tife asinl
date in the appropriate columns in the first blank row on the log sheet. He/she
must enter the total amount of medications on hand in the appropriate columns
of the same row. He/she must sign his/her name in thecoming column of
the same row.

A The offgoing responsible Paramedic will then verify and sign his/her name in
the off-going column of the same row.

A Both parties will be present during signing.

o If the unit uses any controlled substance during the shift, the responsible Paramedic
must canplete the appropriate columns on the log sheet, utilizing the same row as
above. An incident number must be recorded each time narcotics are used. The
paramedic must have a witness observe any wasting of narcotics and then the witness
must sign on the ppropriate line. Additional entries should be made on consecutive
lines on the log sheet.

o0 When controlled substances are replaced, the amount will be recorded on the
appropriate line and signed by the individual replacing the narcotics.

0 A new controllecsubstance signature sheet will be started on the first day of every
month.

o Completed controlled substance signature form will be kept in the controlled substance
box until picked up by the eduty Shift Supervisor or delivered to the EMS Manager.
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U Specialty Services

0 The oncoming responsible Paramedic should inspect and verify the controlled
substance box contents at the start of the shift. The Paramedic must enter the shift and
date in the appropriate column in the first blank row on the log $hd¢e/She must
enter the total amount of medications on hand in the appropriate columns of the same
row. The Paramedic will sign his or her name in thea@ming column of the same row.

o If the unit uses any controlled substances during the shift, thpamsible Paramedic
will complete the appropriate columns on the log sheet, utilizing the same row as
above. An incident number shall be recorded each time narcotics are used. The
Paramedic will have a withess observe any necessary wasting of contuistdrsces
and then the witness shall sign on the appropriate line. Additional entries should be
made on consecutive lines on the log sheet.

0 The offgoing responsible Paramedic must sign his or her name in the off going column
of the same row and at thend of the shift.

0 The keys for the controlled substance box must always be kept in a secured location.
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Employee Conduct

Catawba County EMS personnel are constantly in public contact due to the nature of their profession.
Public opinion of EMS and each individual provider is often formed while employees are en route to, at the
scene of, or returning from an emergency or remergency call and while stationed at EMS bases of
operation. Remember to make each impression d¢é®ba County EMS and yourself a good one.

U Always use courtesy and consideration when providing services or when services cannot be
rendered.

U The title of Doctor, Mister, Mrs., Miss, or Ms. should be used with family names of all persons.
U Politeness ibehavior and speech is mandatory at all times.

U Close Relationships

o0 Employees engaging in a relationship with anasker may create potential conflicts of
interest among employees.

o0 Any employee involved in a close relationship with another EMS employstreport
this relationship to the EMS Manager upon its inception.

o The EMS Manager will notify the appropriate Crew Chief (s) and Shift Supervisor (s) to
ensure the employees are not in violation of staffing guidelines.

U Use of Alcohol

o No employee shhbe on duty, nor participate in any dutglated activity, while under the
influence of any alcoholic beverage, within eight (8) hours after consuming any alcoholic
beverage, or with any odor of alcohol on his/her breath.

0 The consumption of any alcohobieverage while omluty or the possession of any
alcoholic beverage with the seal broken while on County premises is cause for immediate

dismissal.

U Drug Use

o0 Employees are prohibited from using or possessing any drug, medication, or controlled
substancenot specifically prescribed to them by a physician.

o If taking a prescription, while eduty or prior to duty, which may impair judgment, ability
G2 2LISNIGS SHAdALIYSYGZ 2NJ AYLI AN G§KS SYLX 2@éS
advise the EMS Manager.

o0 The presence of any EMS employee at a place where such drugs, medications, or
controlled substances are consumed is strongly discouraged.

U Tobacco Use
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0 The use of tobacco products is prohibited at all Catawba County EMS facilities and in
county vehicles exg in those areas designated for the use of tobacco products.

o0 All employees shall refrain from use of any tobacco product while in the presence of a
patient or members of the patient's family.

o All employees shall refrain from use of any tobacco produttenat any location that
prohibits the use of tobacco products (i.e., FRMC campus, CVMC campus, Catawba County
tdzoft A0 I SIHfdKZ SGOX0

U Weapons

0 The possession of a firearm or concealed weapons is prohibited on all county property.
The sole exception is faworn onrduty law enforcement officers.

U Treatment of family members

o Employees should relinquish the acute treatment of their own family members to other
qualified technicians when such persons are available.

U Solicitation

0 The solicitation for or sellgnof any product or service while -@luty is prohibited, unless
approved by the county.

U EMS personnel must be able to perform essential functions of the job. Any employee that cannot
perform these essential job functions may be released from duty, bprtkeuty Shift Supervisor
or a member of the administrative staff, for the remainder of the shift.
0 The EMS Manager must be informed of the situation immediately.
U No personal vehicles may be washed at any EMS base.
U All Catawba County EMS employeesrasponsible for equipment issued to them.

o Catawba County EMS will consider equipment secure when in a locker room or area that
is not readily accessible by the public. Catawba County vehicles are considered a secure
area for equipment. Any equipment tpstolen, or damaged during the course of
providing services will not be the responsibility of the employee.

o All equipment left in areas that are accessible by the public (i.e., coat rack in the day
room) will be considered not secure and the employelelve held responsible for the

damage, loss, or theft of the equipment.

0 Any equipment lost, stolen, or damaged while not on Catawba County property will also
be the responsibility of the EMS employee.
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o0 Employees are expected to replace or repair any ageift lost, stolen, or damaged
while being maintained in an unsecured area or while off county property.
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Flying the Flags

This policy covers the manner in which flags should be flown and maintained atHaaseg county
owned flag poles.

U Bases must fly both the American and County flags.
U Lighted Flag Poles:
o Flags will be flown 24 hours per day, 7 days per week, except in inclement weather.

o0 Weekly checks will be made on Friday nights to verify that tedfights are working
properly.

o If lights become inoperative at any time, base personnel will follow the guideline for
unlighted flagpoles.

U Unlighted Flag Poles:

0 Flags should be raised as close to sunrise as possible and then lowered each day as close
to sunset as possible.

o On days that weather is inclement, flags should not be flown.
U Flags should be folded and storapgpropriately when not in use.

U If aflag is damaged or badly worn, a new one should be requested from Maintenance by using
the appropiate form.

U Flags will be flown at hathast only when authorized by County administration.
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Forcible Entry

On occasion, we are confronted with the situation of being locked out of a house where there is a
patient inside.

If you carconfirm a patient is inside a locked structure and they cannot allow you access due to a
condition you may force entry into the structure. You do not have to wait for law enforcement.

U There are some considerations to make in these cases:
0 Isthere a lifesafety issue?

A Any reasonable suspicion or confirmation that the patient is injured is an
indication to force entry.

0 Types of confirmation?

A GMED tells you that they have talked to the patient and the patient is immobile
on the floor or injured and cann@llow access.

A If you can see a patient immobile on the floor.
U Items you should consider before forcibly entering a structure
0 Possibly have-BIED patch you and the patient together via phone. DO NOT ALLOW
THE CONNECTION TO BE BROKEN UNPHWS)CALLY REACH THE PATIENT.

Remember, we do not want to lose an established line of contact with the patient.

o If you or the dispatcher can talk to the patient, let the patient know that you are forcing
entry. This is especially helpful if the patiémtonfused.

0 Remember your owSAFETY FIRSMbu cannot care for others if you do not take care
of yourself. If you think a patient is armed and will defend their property, DO NOT force
entry! Wait for law enforcement and contact the shift supervisor.

o Do as little damage as possible (i.e. Break a window versus kicking in a door).

0 An incident report should be submitted any time we force entry into a structure. Include
the reason for forcing entry and a description of any damage that occurred.

U  When pssible, make reasonable efforts to secure the structure prior to leaving. If you are

unable to secure the structure, contact the-dnty Shift Supervisor or local law enforcement for
assistance.
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Catawba County Emergency Medical Services

Catawba County is interested in the safatyd security of our buildings and employees. All base
entrances should be secured and the general public should be directed to main entrances.

This policy establishes the issue, use and control of identification badges issued by Catawba County.

U0 CatawbaCounty EMS employees shall:

(0]

(0]

Posses only one badge unless otherwise approved or required by the EMS Manager.
Never allow another employee or person to use their badge.

Surrender an obsolete badge to the EMS Manager (i.e., there is a change in status such
as name, department, or significant change in personal appearance).

Surrender a badge that was reported lost, but subsequently found after a replacement
was issued.

Surrender their identification badge when terminated, resigning from service, or upon
request of the EMS Manager. Any employee who is suspended without pay, on leave
with pay, or in the pradismissal process is required to turn in their badge until the
outcome of the process.

Wear their badge while cduty. The badge shall be worn in suchhanner that it is
easily read and identifiable; therefore it must be worn facing out so that the information
is clearly visible.

Maintain the badge as provided. Do not puncture, put pins through or otherwise deface
the badge or cover the photo, name;, department. The badge is to be unobstructed
unless wearing personal protective equipment.

U Additional requirements for those employees who have proxy badges:

(0]

Present the badge to card reader for access to employee entrances or other authorized
areas.

Ensure the door is closed securely behind them after accessing the building using the
badge.

Each ID badge holder must individually swipe his/her badge; this provides a record of
who is in the building in case of emergency.

U The following fees scheduleahbe used:

(0]

A $10.00 fee may be charged for lost or stolen badges, and badges damaged by other
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it is known that the very nature of emergency work can result in loss oldanso each
case will be reviewed individually.)

For more information see the Catawba County Identification Badge Policy dated February 13, 2006.
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Incident Command

Catawba County Emergency Medical Servicesitilile the National Incident Management System
(NIMS) to ensure command and control of our incidents. This policy describes use of NIMS in our
service.

U This system allows command to be structured as either single command or unified command.

0 Most incidents can be handled utilizing a single command structure when EMS is the

only agency involved or is the primary agency involved. (i.e., house calls, cardiac arrests,
SGOX0
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NIMS. In these cases our SOGs and Chain of Command are sufficient to provide
command and control of the incident.

o0 More complex incidents which involve multiple agency response should be structured
utilizing unified command whenever possible.

A If unified conmand is not utilized, then the primary response agency should
conduct the incident command (i.e., technical rescue should be commanded by
rescue, a structure fire should be commaakby fire, a mass casualty event
aK2dZ R 0S O2YYlIYyRSR 06& 9a{zx SG4OX0vo®

U Establishing Command

0 The first arriving EMS unit at an incident should determine if command has been
established by contacting the communications center, asking if command has been
established, who is the incident commander, and what frequency is bead)fos
operations.

o Has Command been established?

A YES Check in with the appropriate pers@md follow the NIMS Chain of
Command.Independent actions on the part of any responders are
inappropriate. If a staging area has been established all incoming units will
report to the staging area managers and will remain there until given a tactical
assignment.

A NO-Doestheincidentreqit G KS G2FFAOALIE ¢ | OGAQDEGAZY
x  YES& Establish command, name the incident, provide a brief
assessment of the situation, and request a tactical frequency for the
operation.
x  NO- Proceed with the call utilizing our SOGs and Chain of Command as

necesary.
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0 Once command has been established any additional incident command positions (i.e.,
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incident commander.

U Transfer Command

0 An incident commander should consider transéécommand anytime a more qualified
individual arrives at the scene.

o If an EMS employee is in command of an incident, upon arrival of a Crew Chief, Shift
Supervisor, Training Officer, or EMS Manager at an incident that person will evaluate the
current command structure and determine if command should be:

A Maintained as is

A Assumed by the officer

A Reassigned to a more appropriate individual
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Inter-facility Air Transport
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i Catawba County EMS will respond to the Hickory Airport (or other designated facility if
applicable) for the purpose of transporting awaiting flight crews to transferring facilities.
This is to enable those flight crewesreceive report from a transferring facility and to utilize
their equipment for patient care during transport back to the aircraft.

U Catawba County EMS will transport flight crews and patients back to the aircraft from the
transferring facility. Flightrew personnel will be responsible for patient care, though EMS
personnel may assist with patient care if requested by the flight crew.

U There may be instances where it is in the best interest of the patient to expedite this
process. If so, Catawba CouEMS may transport the patient directly from the transferring
facility to the aircraft without picking up the flight crew. These responses will be lopne
physician order onlyand after the following considerations are made:

0 The capabilities or limitadns of the Catawba County EMS in managing multiple 1V
drips and pumps, ventilators, and patient monitoring devices.

o All parties (EMS, physician, flight crew) should consider the logistics and time
involved in switching from hospital equipment to CCEMSgent to equipment
utilized by the receiving aircratft.

o0 Examples where this direct transport of pt from facility to aircraft without first
picking up the flight crew may be acceptable include:

A Stable patients with only one IV.

A Unstable patients who ar® an emergent, timeritical situation wherein
any delay in arriving at the receiving facility may cause increased morbidity
or mortality. (Only with the approval of the EMS Manager or designee.)

A The aircraft must be on the ground and prepared for tramspbefore the
EMS crew responds from the hospital to the aircraft

U Patient Care Report Information

0 Treated, Transferred cargthis outcome is to be used when you utilize a medical
helicopter for scene flights in which you transfer care to the flgghtv, but you do
not transport the patient by ambulance. If you transport the patient to a helispot
(even if it is only 0.1 mile away), then you will enter the chart as Treated,
Transported by EMS.

0 Treated, Transported by EMShis outcome is to be usedhen you provide

assessment and / or treatment and transportation to another location via
ambulance.
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Meals

EMS personnel may go to restaurants for meals or pick up food and return to the station if proper
procedures are followed. Each EMS base alsodwsng and food storage facilities on site for employee
convenience.

U Meals taken within the county
0 Meals can only be taken after the unit chemfk and all base duties are complete.

0 Meals, breaks, or pickups will be done at an establishment in thecsetligtrict of the
EMS unit. If a call is completed at either of thedunty hospitals, meals can p&ked
up at that facility.

o EMS personnel shall be prepared to leave any establishment for emergency responses or
norremergency responses.

o ltis theresponsibility of each employee to either prepay for meals or to immediately
return to an establishment to pay if called out to respond to an emergency 6r non
emergency scene. Failure to do so will be considered a serious violation of policy; and will
sulect the employee to discipline.

o Catawba County EMS employees may not discuss details of calls in restaurants.

o ltis the responsibility of EMS personnel to ensure the Communications Center can contact
them at all times, regardless of location. Therefgrersonnel must ensure that their
assigned radios are in working order.

o0 EMS vehicles at restaurants or other locations shall be parked in an area where
emergency response can be initiated without delay. Fire lanes and handicapped spaces
are not to be used.

U0 Meal Reimbursement and Out of County Meals

0 Meals during oubf-county transports may only be taken if the transport destination is
more than two counties away from Catawba County.

o Outof-county dinein meals shall not be taken if the employees @aneovertime or if
stopping for a meal will result in overtime for those employees. Exceptions may be made
by a supervisor for extended transports.

o If an employee desires reimbursement for the meal, a travel voucher should be completed
and submitted tahe EMS Manager as soon as possible. Payment is not guaranteed, is
subject to availability of funds and will not be considered if the trip is less than 200 miles
from Catawba County (ongay mileage).

0 Reimbursement will be limited to the rates as estsiiilid in the Catawba County Code.
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Medical Examiner Transports

This guidelines describes how Catawba County EMS will request a medical examiner; dispatch a unit for
transport of a ME Case, transportation of the ME case, and all associated documentation.

U Catawba County EMS will make contact with the medical examiner in cases deemed suspicious,
such as any patient less than or equal to 59 years old without medical history.

o Prior to contacting the Medical Examiner the EMS crew will gather pertinent
information related to the situation.

0 The Paramedic on the scene will relay the following information to the Medical

Examiner:
A A history of the present illness or the mechanism of injury.
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physician

A The name and contact information for the law enforcement officer handling the
investigation.

o EMS employees will not speculate on the cause of deatittempt to investigate the
situation for the Medical Examiner.

U Catawba County EMS staff will notify the Communications Center to page the Medical Examiner.
0 Once the Communications Center has the Medical Examiner on the telephone a patch
will then be established between the EMS staff and the Medical Examiner to ensure the

conversation is recorded.

U After initial response by the crew and contact of the Medical Examiner, if it is determined that
an investigation is required, the crew shall clear the scene

i Catawba County EMS does not routinely transport bodies. The Medical Examiner is responsible
for arranging for the transportation of these bodies. Occasionally, exceptions will be made to
SELISRAGS 2LSYyAy3a 2F | NRFRgleéx SGOX

U Exception Procedure:

0 The BAS Manager, Training Officer or Shift Supervisor authorizes the transport.
o Catawba County EMS will only transport a body from the scene where the death
occurred to the appropriate hgounty hospital as instructed by the Medical Examiner.

Upon arrival athe receiving hospital the EMS crew will deliver the body to a location
determined by the Medical Examiner.
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0 A Medical Examiner Form must be completed in addition to the PCR. This form is to be
attached to the front of the signature sheet associated wiita PCR.

0 Catawba County EMS will not transport severely burned or decomposed bodies under
any circumstance.
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Medical Necessity

Determining the medical necessity of a scheduled-aorergency transport is importati order to

reduce nonpayment by insurance companies. It is the responsibility of the Specialty Services
Coordinator, a Shift Supervisor or designee to ascertain whether or not a call is medically necessary
before accepting the call.

U Tact and professi@alism must always be used when dealing with outside agencies, patients, and
LI GASYyGQa FrYAfe@ YSYOSNEROD

U For outof-county transfers, if by Centers for Medicare and Medicaid Services rules, the trip is
deemed not medically necessary or the patient hasnsoirance, the Shift Supervisor is to
inform the transferring facility that the patient has to have half of the total estimated cost of the
trip paid prior to transport.

U Total estimated cost of the trip will be determined by approximate mileage and jpaitéc level
of care to be provided.

U After receiving half payment, the transporting crew will be responsible for issuing a receipt to
the patient and/or family and delivering the monies to the Shift Supervisor, Specialty Services
Coordinator or EMS Managenmediately following the transport.

0 This payment must be forwarded to the Finance Department within 24 hours or the next
business day.

U The receipt shall be filled out showing the estimated total amount for the transport, the amount
paid up front and amstimated balance due.
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Neonatal Procedures

U Neonatal Transport Response

0o The Communications Center will notify the-daty Shift Supervisor of all Neonatal
Transport requests.

0 The onduty Shift Supervisor will have the appropriateit dispatched based on the
time and day of the request using the following standards:

A 350 is first out for both units MondayFriday from 090@ 1700

A 3-Medic5 is first out for both units when 350 is unavailable oraity
e 3-Medic1/ 3-Medic11 isnext out for FRMC
e 3-Medic2 is next out for CVMC

0 The responding crew (or logistics technician) will move the neonatal truck near or under
the ambulance entrance if possible, taking care not to cause exhaust to enter the
emergency department. The ambutashould then be readied for transport by
lowering the lift in position to load the isolette(s). Heat or air conditioning should be
adjusted based on the weather conditions. When the Neonatal unit is ready to load, the
driver should contact the neonattdam by calling the NICU extension from inside the
emergency department and advise them the unit is ready for transport.

0 The crew should wait for the neonatal team at the emergency department entrance.
Assist in loading the isolette(s) into the unit ajpwith any equipment. The team leader
will give you the destination and any other instructions on how to respond. At the
destination you will assist the team in unloading the equipment. You will not be
involved in patient care, but you may accompany tis@m and assist if asked. When
the team is ready to leave, you will again assist them in loading the patient and
equipment, then drive back to the receiving facility.

0 On completion of the call you will fuel, wash, and replace used equipment. This should
be done at Hickory Base.

0 Return the unit to the hospital and make sure that all shorelines are plugged up and the
unit batteries are off. In the winter months make sure that the portable electric heater
is plugged up and running (Unit 403 only).

U Communcations

0 In addition to the communications described above you must also communicate with
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U Neonatal Ambulance Information

1. Unit 403 and Unit 415 are the primary neonatal ambulances. Unit 412 is theupack
unit for both hospitals. When the units are returned to their designated parking spots
both shore line plugs should be plugged irtheir respective receptacles. Be sure to
disconnect these lines prior to moving the unit. 1T IS ESSENTIAL TO PLUG THESE LINES
BACK UP WHEN YOU RETURN THE UNIT!
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side.

3. The remote control for Units 412 and 415 are located in the patient area in the bottom
rear compartment.

4. To lower the lift, using the remote control slightly raise the lift enough to allow it to be
pulled easily out of its carriage. Push in the top & talease handle mounted to the
box, located over the left side of the lift, while pulling outward on the lift until fully
extended. The lift is hinged and should be opened to full length to check that there is
sufficient clearance to properly operate ttié. With proper clearance, lower the lift
using the remote. The lift is passive when lowering and is not forced down by the pump.
Raise the front stop gate into the up position prior to loading. The stop gate at the front
and rear of the lift will be loked in the up position prior to raising the lift to prevent
equipment or isolette from rolling off the lift while being raised. With someone
stabilizing the isolette, raise the lift until it is level with the floor of the unit and lower
the front stop @te onto the floor. A neonatal team member should enter the side door
of the patient compartment to receive the isolette and guide it into the stretcher
mounts. At no time should anyone ride the lift up or down. The lift operator is
responsible for makingure everyone is clear of the lift before lowering or raising the
lift.

5. To store the lift, raise or lower the lift until it is level with the receiver, push in slowly
until it locks into place. After it is locked into position, it can be lowered wmébts on
the side supports of the receiver.

6. If the lift fails to rise or lower, a manual pump is located in the rear compartment (driver
side) on Unit 403 and in the rear compartment (passenger side) on Units 412 and 415.
The pump will lower the lift byurning the valve, located at the bottom of the pump,
counterclockwise, using the pump handle end to turn the valve. To raise the lift the
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lift should rise as thepump is operated. This may be significantly slower, but will
operate the lift.

0 Unit Check off
1. Each week the Logistic Technician must obtain a neonatal unit-cfeskeet and check
these units out thoroughly. Any missing equipment, discrepancies, or

mechanical/electrical problems must be reported to the-duty Shift Supervisor
IMMEDIATELY!
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U Documentation

0 A patient care report must be completed for each neonatal transfer. The Neonatal
Team members must sign the Signature Sheet as attendants.

o Timesfor Neonatal transfers should be entered as follows:

A Received; As normal

A Dispatched; As normal

A Enroutec As normal

A On Scene When the neonatal unit is available for transport at the ED

0 The time that the neonatal unit leaves the receiving facility etedo the transferring
facility should be documented in the narrative, as should the time that the neonatal unit
arrives at the transferring facility.

A Left Sceng Departs transferring facility
A Destinationg Arrival at receiving facility
A Availablec As namal
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Notification of EMS Manager

The onduty Shift Supervisor or their designee will notify the EMS Manager by telephone, radio, or pager in
the following instances:

U All EMS units busy

U Any situation in which the eduty Supervisor deems necessary

U Any situation that generates or will potentially generate significant media attention
U Helicopter scene response

U Incidents / accidents involving EMS units or personnel

U Inclement weather

U Multiple patient / casualty / fatalityncidents

U Prior to an EMS employee being interviewed about a call (i.e. SBI, FBI, local law enforcement,
SGOX0

U Significant incidents / accidents involving any Catawba County public safety personnel

This notification will occur upon dispatch of the stioa. In the absence of the EMS Manager, thecah
Management Team member will be notified.
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Off-Duty Employees

Catawba County EMS currently staffs enough employees at all times to handle most calls and/or
emergency situations thahay arise. Occasionally there will be times in which the EMS crew feels the
need for additional assistance with a procedure or advanced medical care on a scene that cannot be
fulfilled by fire or rescue, but does not need to utilize another EMS crew. adgly, in Catawba

County, some EMS employees respond to calldatif as members of fire and/or rescue agencies
throughout the county, and possess a valuable skill or training that can be utilized whdlgtyff

U Situation

0 The lead Paramedic may plaae offduty employee on the clock when that employee
Oy LINRPOARS @l fdadofS FraaradalyOS ySSRSR o6&
condition and when waiting for the arrival of another EMS crew is not in the best
interest of the patient.

o0 A Paramedi may place himself / herself on the clock if thesmene EMS crew is not
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care.

A Immediately following the call the eduty personnel must notify the eduty
Shift Supengor of the situation.

U Requirements
o ** NOoff-duty staff may be placed on the clock while being paid by another agency.

0 The employee being placed on the clock must hold a certification higher than the EMT
Basic level.

o Off-duty staff may be placed on thaock if the above criteria are met and the-offity
employee agrees to be placed on the clock.

o An off duty employee will only receive reimbursement for time when the services they
provided were above that of their normal duties as a volunteer responder.

U Timesheets and Documentation

o Timesheets will reflect the time the employee was placed on the clock along with the
CAD Number and the employee who placed him/her on the clock.

0 The lead paramedic will document all procedures, meds given, etc. nmpyee
placed on the clock in the patient care report.

0 The offduty employee will sign the Signature sheet in the appropriate area as either the
Primary Caregiver or a Secondary caregiver.

o If the employee being placed on the clock is the highest cedtéimployee on that
crew, he/she must complete the patient care report.
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OnCall/CaliBack Pay

Catawba County EMS will pay for hours worked in situations where an employee is called out, while off
duty to return to work or perform an EM@lated task.

U Thehours worked will be recorded as starting when the employee is called out and will end
gKSYy (GKS SYLX 2SS FAYA&AKSAa (GKS 62N)] @ Li Aa
supervisor to verify that the hours worked are recorded accurately.

o0 Example®f this include, but are not limited to:

A Personnel who are called in for unplanned special events, extra coverage,
inclement weather, mass casualty incidents, or disasters.

A Shift Supervisors who are on call for the EMS Manager and are contacted for
information purposes or to report problems.

U Travel time will not be paid to employees who are called in to correct mistakes or fix problems
caused by the employee.

o Examples of this include, but are not limited to:
A Timesheet corrections
A Returning narcoti&eys that were accidentally taken home
A Documentation errors
A Narcotic sheet errors and corrections

U Inthe above situations, however, once employees are on the job site, they will record hours
worked for the time it takes to complete the requested task(s)

U Hours worked will not be paid to employees who are contacted for information purposes. An
example of this is when an employee is paged while off duty to call a supervisor needing
information about a call.

U If the employee is not sure whether to recoacsituation as hours worked, he/she is to contact
their immediate supervisor for guidance.
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Phone Calls

The telephone lines at the EMS bases are designed for conducting County business. Catawba County EMS
understands employees may need to Umese phones for personal business. This policy will help clarify
rules for phone use, both from land lines and unit cell phones.

i

Personal phone calls from land lines at bases must be limited to ten (10) minutes.

EMS phone numbers shall not be listeavient ads or personal business of any nature for
employee contact. Personal phone messages will not be taken for field personnel by the
administrative office, with the exception of emergency situations.

828465y nTo Aada GKS ydzyoSNunbgr. 6S dzaSR F2NJ I &Gé2NJ €

Cellular phones in EMS units are to be used for emergencies, for the contact of Medical Control
and for administrative calls only. Calls should be kept to a minimum.

Personal phone calls are strictly prohibited while on a call, whether usingnzdrsr EMS
telephones.

It is prohibited to give out EMS cell phone numbers to persons not employed by CCEMS.

Transmitting EMS unit cell phone numbers on the EMS dispatch frequency is highly discouraged,
except in emergency situations.

It is the policyof Catawba County EMS to prohibit the use of cellular telephones by the driver of an
ambulance. This applies to emergency and-aorergency driving, and to use of either EMS unit
phones or personally owned phones.
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Prisoner RestrainProcedure

These are the procedures that Catawba County Emergency Medical Services will use when transporting
inmates, prisoners, and others being detained by law enforcement agencies

U Law Enforcement Agencies (at the scene of an incident)

o Catawba CountiEmergency Medical Services will respond to the scene of any incident
at the request of a law enforcement agency.

o0 Upon arrival at the scene of an incident where a law enforcement officer is detaining a
patient, EMS personnel should determine if the patisntinder arrest.

A If the patienthas notbeen arrested; the patient will be assessed, treated, and
transported following the Catawba County Emergency Medical Services
{eadasSyqQa tFGASYG /FNB t2f A0ASa YR t NRIG;

A If the patientis underarrest; thepatient will be assessed, treated, and
transported following the Catawba County Emergency Medical Services
{eaidsSyQa tlIGASYyld /FNB t2tf A0ASa yR t NRUG:
must:

0 Secure the patient to the EMS stretcher utilizing a single flexibff on
each extremity (EMS personnel must inform the law enforcement
officer of the position in which the patient should be secured. EMS
personnel may assist the officer if requested.)

0 Accompany the patient to the hospital (inside the ambulanceptow
the ambulance to the hospital in his / her patrol car.

U [ LGFgol [ 2dzyie {KSNAFFQE 5SLINIYSYGE 6GNIFyaLR2 NI

o Catawba County Emergency Medical Services will respond to the scene of any incident
involvinga Catawb / 2dzy & { KSNAFFQa 5SLINIYSYyld ¢NIFya
[ FdFgol [/ 2dzydeov yR (2 GKS al 3A&a0GNr 0SQa h¥H
located inside the Catawba County Justice Center.

0 Upon arrival at the scene, EMS personnel should determihe ipatient is under
arrest.

A If the patient is not under arrest; the patient will be assessed, treated, and
transported following the Catawba County Emergency Medical Services
{eaidsSyQa tIGASYyld /FNB t2t A0ASa yR t NRUG:

A If the patient has been arrestk the patient will be assessed, treated, and
transported following the Catawba County Emergency Medical Services
{eaidsSyQa tIFdASYyd /I NBE t2ftA0AS& YR t NRU:
must:
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0 Secure the patient to the EMS stretcher utilizing a sifigheble cuff on
each extremity (EMS personnel must inform the law enforcement
officer of the position in which the patient should be secured. EMS
personnel may assist the officer if requested.)

o0 Accompany the patient to the hospital (inside the ambulgrurefollow
the ambulance to the hospital in his / her patrol car.

U North Carolina Department of Corrections (worker crews and Prison Camp Road facility)

o Catawba County Emergency Medical Services will respond to the scene (while inside
Catawba County) afny incident involving an inmate of the North Carolina Department
of Correction.

A The inmate will be will be assessed, treated, and transported following the
I FdFégol [/ 2dzyie 9YSNHSyOe aSRAOIE { SNIAO:
Protocols and the lawnforcement officer must:

0 Secure the patient to the EMS stretcher utilizing a single flexible cuff on
each extremity (EMS personnel must inform the law enforcement
officer of the position in which the patient should be secured. EMS
personnel may assithe officer if requested.)

o0 Accompany the patient to the hospital (inside the ambulance) or follow
the ambulance to the hospital in his / her patrol car.

U Prisoner Restraint Guidelines

0 The patient must be restrained in a supine or left lateral recumbesitipn.

0 The restraints must not interfere with the assessment, treatment, or transportation of
the patient.

0 ¢KS LI GASYyGQa SEGNBYAGASE oAttt 0SS NBAaGNI Ay
A ¢KS LI GASY(iQa NRARIKG dzLILISNI Shedirtidderi (& 6
lo2@S GKS LI GASYydQa KSIR® oO6¢KAAa OdFT &

be rolled to his / her left side if necessary.)

f STO dzLJLISNI SEGNBYAGE oAff
"NJ GKS LI GASYyGQa KAL®

A ¢KS LIGASYGiQa NAIKG t26SNI SEGNBYAGE GAfH
stretcher near the carriage release mechanism.

A ¢KS LI dGAaASyioa STl t26SNI SEGNBYAGE gAff
opposite of the carriage release mechanism.
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0 ¢KS LI GASYyGQa t26SN) SEGNBYAGASAE YR KALA Yl
tape, if necessary.

0 ¢KS LI GASyiQa SyUuANB o02R& Yl & 0S NBAaGNI AySF
long spine board, towel rolls, cervical collar, anggss$) If the patient is placed in full
spinal immobilization the extremities will also be secured using single flexible cuffs.

Q&4 NAIKG dzLIISNI SEGNBYAGe ¢

A ¢KS LI GASYI Af
02FNR ySIFENI 0KS LI GASydQa NARIKGI KA

1
aLAYS |
Q& fSTO dzLIISNI SEGNBYAGE gAff

A TS LI GASYy
02FNR ySIFENI GKS LI GASydiQa tSTi KALI

aLAYS

A ¢KS LI GASyGQa NARIKG t26SNI SEGNBYAGE HAf
spine board near the tapered end of the board.

A Thepail ASyiQa fSF¥i t26SN) SEGNBYAGE Attt 08
spine board near the tapered end of the board.

0 Should the need arise to release the patient during transport, the ambulance will stop
FYR GKS GF2ftt26Ay3é udlener tBeypatinidoBpeardngriito 2 FFA OS N
assist.

o0 Should the ambulance be involved in a motor vehicle crash or otherwise become
unsafe, then the patient will either:

A Be unloaded from the ambulance while still restrained to the stretcher, or

A Be released fronall restraints and removed from the ambulance, if the
stretcher cannot be removed from the ambulance safely.
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Radio Communications

To make sure that EMS units maintain radio contact with the Communications Center and other EMS
units thispolicy explains the operations of communications within the EMS.

i

In order to comply with the National Incident Management System, all radio communications
will be conducted in plain English. The use of 10 codes, regional codes, or any other commonly
usedcode is prohibited.

It is the responsibility of each EMS crew to maintain radio contact with the communications
center and other crews.

Regular units are issued two walkies. Backup or reserve units will have a minimum of one
walkie.

Walkies must be ¢¢o0 CCEMS Primary (Channel 1). The walkies arsgpte CCEMS Primary

as the priority scan channel. Other channels may be scanned but changing of the priority scan
channel is forbidden. Personnel who set scan channels for their own preference rangech
those channels back to the original settings prior to the end of their shift.

Mobile units must be set to CCEMS Primary (Channel 1). Other channels may be set to scan in
GKS Y20AfS NIRA24& i GKS ONBg Qa liskshauld beBeset 2 y ®
to the minimum list at the end of the shift and is the responsibility of the person making the
alteration.

When EMS crews must enter areas known to have no or poor radio receptddBDOmust be
notified. When back in radio range glerew must again notify-BIED of their status.

Only radios issued by the Catawba County EMS may be carried while on duty.

Calls and scenes that may generate excess radio traffic will be handled by the Catawba County
Emergency Medical Services SOG eutiffactical Radio Frequencies.
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Release of Information to the Media

This policy covers general guidelines for communicating with the media.

U All requests from the Media are to be directed to the EMS Manager, Training Officer, or Shift
Supervisor.

U Guidelines for the Manager, Training Officer, or Shift Supervisor are as follows:
0 You are not required to release any information about an incident.
o If the decision is made to release information; the following may be released:
A Date, time,and location of a call

Number of victims (if applicable)

>\

Confirmation we did or did not transport

>\

Response to further questioning: "That is confidential by law and | cannot
comment.” Repeat this as often as necessary.

>\

A You may also direct them to tt@ommunications Center, as 911 calls are public
record.
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Reserve Employees

This policy addresses policies related to pak YS 2 NJ a NSaSNWBS¢ SYLX 28SSao

U Reserve staff members must work a minimum of twelve (12) hours duringaegdar month.
CKAA A& AY FRRAGAZ2Y (2 lFye O2yliAydzAiy3a SRdzOl GA2

U If at the end of any calendar month, the employee has not worked a minimum of 12 hours; he
or she will be subject to disciplinary action up to and including termination.

o0 Exeptions will be handled on a cafg-case basis and must have the approval of the
EMS Manager.

U 2KSY | NBaASNBS KIFa I A0KSRdzZ Ay3a O2y ¥t A0 F FGaSN
responsibility to provide coverage for that shift. Exceptions foeds and emergencies may be
made. The reserve must inform the-daty Shift Supervisor of the change in coverage at the
earliest opportunity.

U Generally reserve employees may not work on a transport unit with another reserve employee.
0 Exceptions

A Out oftown transports may be staffed with two reserve employees.

A In emergency situations, the Crew Chiefs and Supervisor on duty have the
authority to suspend this policy, only until other arrangements can be made.

U Reserve employees may request a leave of flutya period not to exceed six months.
0 The reserve employee is responsible for ensuring submission of timesheets during this

time period and ensuring that he/she completes all mandatory training prior to the end
of the six months and prior to returning duty.
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Response Guidelines

Catawba County EMS will respond to any Emergency oiBmrgency 911 Calls upon dispatch unless
no units are available. In that case, mutual aid agreements will be enacted to provide a response. In
addition, Catawba County EMS will respond to scheduled-@&mergency calls on a first come, first

serve basis. This policy covers response procedures.

U Emergency Calls and N&mergency 911 Calls

o0 Catawba County EMS will transport patients from an emergency scenmedical facility
of an adjacent county if the medical facility is closer than local facilities or upon request of
the patient's family unless the patient's condition warrants the closest appropriate
medical facility. (The Catawba County Emergencyidde8ervices System Medical
Facility Selection Operational Policy must be followed in this situation.)

o Patients will be transported to the nearest medical facility unless requested by the patient
or the patient's family to go to a specified facility. eT®atawba County EMS diversion
policy applies when enacted.
U Scheduled Calls
o Catawba County EMS units will respond to scheduledemargency calls on a first come,
first served basis. Scheduled calls may be delayed, when necessary, to ensure adequate
coverage for 911 Calls.

o Catawba County EMS will transport patients to other states only if medical necessity has
been met or payment arrangements have been made.

0 A completed medical necessity form must accompany scheduled transports.
U Response to caltsutside Catawba County
o Catawba County will provide mutual aid to other counties when requested.

A Mutual aid requests for response to an emergency situation will be handled just
as if it were an emergency within Catawba County.

A Mutual aid requests for sted-by coverage will only be granted if it does not
jeopardize coverage within Catawba County.

o0 Catawba County EMS will transport patients from other counties or states back to
Catawba County whespprovedand scheduled by a Shift Supervisor or the Spgcialt
Services Coordinator providing that medical necessity has been met or payment
arrangements have been made.

U Any person who obtains ambulance service fraudulently may be prosecuted (GLH..24
[1987])
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U In emergencies, or when coverage is compromised:

0 The rescue squads of Catawba County will serve as primary back up to EMS, at the
discretion of the EMS Manager, Training Officer, Shift Supervisor or Emergency Services
Director.

0 The adjacent County EMS Systems will serve as secondary back up to tBMS, at
discretion of the EMS Manager, Training Officer, Shift Supervisor or Emergency Services
Director.
A Whenever an adjacent County responds to Catawba County as mutual aid or
20KSNBAAS GKFG /2dzytae 9a{ {eadSy gAft T2
procedures, and protocols.

U Suspension of Operation

o Catawba County EMS realizes the potential for events (i.e., severe weather, hazardous
YFGSNAFE NBESFHaSz GSNNBNRAaG FadlOolaz SGaoOXxo
be made safe even after implemtng all available mitigation measures. Should such
an event occur, the EMS Manager will evaluate each situation on an individual basis and
determine the most appropriate actioio take.
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Special Events

In order to provideadequate coverage for special events, Catawba County will utilize special teams for
the administration of ALS care. This policy explains how to request these teams and plan for coverage.

U Requests

(0]

The Special Events Team Coordinator will rec&Meaequests to provide event
coverage, even when the Special Events Team will not be utilized.

The Special Events Team Coordinator will evaluate each request and contact the event
coordinator to obtain specific information about the event such as: typmwérage
needed, dates, times, location(s), and any sponsorship information.

The Special Events Team Coordinator will then compile this information and submit a
request to the EMS Training Officer for approval to cover the event and the appropriate
fee (f applicable) to be charged.

Once approval or denial is obtained from the EMS Training Officer, the Special Events
Team Coordinator will contact the event coordinator and relay the information.

U Staffing

(0]

Once an event is approved, the Special Events Téaondinator will determine what
personnel are needed. Initial efforts will be made to cover the event with reserve staff
and / or onduty staff.

The Special Events Team Coordinator will contact each employee who is covering an
event and instruct that eployee as to his/her specific responsibilities to include
location, date, time, role, equipment/unit to be obtained, etc.

Each employee will also be instructed as to who should be contacted in the event that
additional assistance, equipment, or personast needed during the event.

Injuries/exposures or other accidents must be reported to thedoty Shift Supervisor.

If on-duty staff is to be used, the Special Events Team Coordinator must notify the Shift
Supervisor and Crew Chiefs of thedurty shiftand request the necessary personnel at
least twoweeks prior to an event. (The Special Events Team Coordinator must inform
the Shift Supervisor and Crew Chiefs of the exact time employees will be needed and an
estimated time the event will be complete ander to eliminate overtime for reserve
employees.)

The Special Events Coordinator will find coverage for théuiy personnel and notify
the appropriate Crew Chief and Shift Supervisor as well as updating the shift schedule.

U0 Equipment
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0 The Specidgtvents Team Coordinator will also notify theduty Shift Supervisor and
Crew Chiefs of any equipment / unit that will be needed. (If the Special Events Team
Trailer is needed at an event, see the information below.)

o The appropriate Crew Chief will insithat equipment/units are clean, stocked, and
available for the event.

o After the event, all equipment and/or units will be returned to their appropriate
location.

o ltis the responsibility of the employee covering an event to ensure that equipment /
units are clean, stocked, and available for use at the conclusion of each event.

U Special Events Team Trailer Procedure

0 The Special Events Team Coordinator will make arrangements to have the trailer towed
to the appropriate location.

0 The Special Events Te&voordinator will insure that the Special Events Team Trailer is
clean, stocked, and available for use at the event.

0 The Special Events Team Coordinator will report any damage/maintenance issues with
the Special Events Team Trailer to the Shift Superesponsible for Vehicle
Maintenance at the completion of each event.

U Golf Cart Procedure

0 The Special Events Team Coordinator will insure that the Golf Cart is clean, stocked, and
available for use at the event.

0 The Special Events Team Coordinatorimsglire that Golf Cart is stored in the Special
Events Team Trailer in the "tow" position. (Switch located under the bed of the golf
cart.)

0 At least severtays prior to any event that will utilize the golf cart the Special Events
Team Coordinator will ense that the golf cart is removed from the trailer and switched
to the "run" position. The golf cart will then have the batteries charged for at least 12
hours.

0 After every event the Special Events Team Coordinator will ensure that the golf cart is
remowed from the trailer and switched to the "run" position. The golf cart will then
have the batteries charged for at least-h@urs.

o0 After recharging the batteries the Special Events Team Coordinator will ensure that golf

cart is stored in the Special Everiteam Trailer in the "tow" position. (Switch located
under the bed of the golf cart.)
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o During any month in which the Golf cart is not being used the Special Events Team
Coordinator will insure that the Golf Cart is removed from the trailer and switobed t
the "run" position. The golf cart will then have the batteries changed for at least 12
hours.

o0 After recharging the batteries the Special Events Team Coordinator will insure that golf
cart is stored in the Special Events Team Trailer in the "tow" posi{iSwitch located
under the bed of the golf cart.)

0 The Special Events Team Coordinator will report any damage/maintenance issues with
the Golf Cart to the Shift Supervisor responsible for Vehicle Maintenance at the
completion of each event.

U OtherEquipment Stored on the Bike Trailer
0 The Special Events Team Coordinator is responsible for the upkeep and maintenance of

all equipment, supplies, etc... in the Special Events Team Trailer except for the trailer
itself and the Golf Cart.
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Staffing Guidelines

Catawba County Emergency Medical Services routinely staffs ambulances with a crew that consists of
two (2) Emergency Medical Technic@aRaramedics. From tir®-time this is not possible due to
available staff. Othesicceptable crew combinations include:

U Ambulance

o Emergency Medical Techniciaffaramedic / Emergency Medical Techniajan
Intermediate

o Emergency Medical TechniciafParamedic / Emergency Medical Technigjd@asic
0 The EMS Manager must approve any otsiffing combination.
U Quick Response Unit
o Emergency Medical Techniciaffaramedic
0 The EMS Manager must approve any other staffing substitution.
U Neonatal Ambulance
o Emergency Medical TechniciqiBasic / Registered Nurse
o0 The EMS Manager must approamy other staffing combination.

U Reserve Employees

o0 Two reserve employees will not staff a unit together and a reserve employee will not
staff a Quick Response Unit.

0 Two acceptable exceptions to this guideline are:

e Scheduled, noemergency transports thatre originating or terminating in
another county.

e Situations in which the routine staffing guidelines cannot be followed
without delaying response to an emergent incident or without causing
undue disruption of the workforce.

e Special Event Team coveraged PR / Marketing events

o0 The EMS Manager must approve any other staffing combination.
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i Family Members and Close Relationships

o Two members of the same immediate family or two employees in a close relationship
will not staff a unit or base together.

0 Exception to this guideline is:
e Special Event Team coverage and PR / Marketing events
U Should a situation occur in which the routine staffing guidelines cannot be followed without

delaying response to an emergent incident or without causing undue disrupfithe
workforce, the EMS Manager may approve a temporary exception to this guideline.
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StandBy Coverage

In an effort to provide quick response to all areas of Catawba County units must routinelybgtéord
unmannedareas. This policy explains what units move for staypdoverage and when.

U Stand by will initiate when a call is dispatched or when a unit is unavailable for reasons other
than a call.

(0]

(0]

1 unit available

2 units available

3 units available

3-Medic-6 busy
3-Medic-7 busy
Hickory Base an8-Medic2 busy

Hickory Base and-Bledic-6 busy

Hickory Base,-81edic-6, and 3Medic-2

Newton Base an8-Medic-4 busy
3-Medic-4 and 3Medic-7 busy
Newton Base, 3/1edic4, and
3-Medic-7 busy

3-Medic-2, Newton Base,-8edic-4,
and 3Medic7 busy

That unit to CVMC

hyS dzyAd G2 [/ xal FyR 2V
Creek area
OneuittoCVMGE 2y S G2 . I ffQa

area, and one td/t. View
Hickory Base to Mt. View Area
3Medicn G2 5NMzZYQ& / NB & A&NRI
3-Medic6 to Mt. View Area

3-Medic-2 to Hickory Base andNedic-
3 to Startown area

Newton Base to Propst Base and
3-Medic5 to St. Stephens Base
3MedictT (G2 5NHzZYQa / NP & a&NR|

bSgid2z2y .+FasS G2 5NHzyQa /

Area

3-Medic-2 to Balls Creek Area

Hickory Base to CVN&id
3Medicp G2 5NHzZYQa / NR & aNR|

U Specialty Service Unit may be utilized to provide coverage when they are available.

U The onduty Shift Supervisor may supersede any of these listed procedures when he/she feels it
isnecessary.

U The EMS Manager, Training Officer, orduty Shift Supervisor may request the Catawba
County Rescue Squads to staff their bases for-o@gckmbulance coverage and / or request
adjacent counties to provide stardmy coverage when all CCEMS uaits busy.

Standard Operating Guidelines 57

Approved 7/1/08



Catawba County Emergency Medical Services

Substitution of Time Worked and Make up of Leave Time

This guideline should explain the types of leave other than traditional vacation and sick leave. It should
also explain the procedure for making up time taken for vacation or sick leave.

U Substitution of Time Worked:
The following portion is written in accordance with Section 553.31 Substitut®ettion 7(p)(3)
of the Fair Labor Standards Act:

o Two individuals employed by Catawba County Emergency Medical Services may agree,
solely at theiroption and with the approval of the employer, to substitute for one
another during scheduled work hours in performance of work in the same capacity.

0 ¢KS SYLX28S5SSaQ RSOAaAzya (2 adzoadAddziS F2NJ
without coercion, direct oimplied. An employer may suggest that an employee
adzoaldAdGdziS 2NJ GGNI RS GAYSE GAGK y2GKSNJ SYL
regularly scheduled hours, but each employee must be free to refuse to perform such
work without sanction and withoutding required to explain or justify the decision. An
SYLX 28SSQa RSOA&aA2Yy (2 adzmadAddziS Attt 0S C
option when it has been made (i) without fear of reprisal or promise of reward by the
employer, and (i) exclusidl F2 NJ 0 KS SYLX 28SSQa 26y O2y @Sy,

o0 Catawba County is not required to keep a record of the hours of substitute work.

0 An agreement between individuals employed by Catawba County to substitute for one
another at their own option must be approved by thgency in advance. This requires
that the agency be aware of the arrangement prior to the work being done, i.e., the
employer (supervisor) must know what the work is being done, by whom it is being
done, and where and when it is being done. If two suama are involved, then both
must be aware. Approval is manifest when the employer is aware of the substitution
and indicates approval in whatever manner is customary.

0 Substituted time must be requested using a standard leave request form and must
occurwithin the same workweek. This form must list the reason for the substituted
time, and must be signed by both employees involved.

0 An employee must substitute time with an employee having an equal level of
certification. Substituted time is only alloweétween full time staff members.
Reserve employees cannot substitute time with a full time or part time employee under
any circumstances.

0 Substitute time will not be allowed for the purpose of allowing an employee to work a
secondary job unless approveg the EMS Manager.

U Make Up of Leave Time Approved:

This guideline is meant to make this option simple to understand. If you have any questions,
please contact your crew chief or supervisor.
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0 When a fulitime employee uses leave time (either sick orataan) he or she may
chooseto identify themselves as available on the EMS Time Available list under the
public folder in Outlook. The Crew Chiefs or Shift Supervisors will then monitor this list
and contact you for shifts that may come available on tiveigdays / times that you
are available.

o Fullime employees will be allowed to use malp time prior to reserve staff being
paged. However, once a reserve is scheduled for a shift they will not be cancelled to
accommodate a fullime makeup shift. Wih that in mind it is imperative for fulime
staff wishing to utilize makap time to identify themselves as soon as possible.

o0 An employee can only use this option after their respective leave time has been
approved by their crew chief.

o0 This time can oly be made up during the pay week in which it was taken.

o An employee will not be allowed to work more than two shifts consecutively unless
approved by the EMS Manager.

o Partial shift vs. entire shift

A Eighthour employees are also invited to use thjgion but they will only cover
8 hours of that shift and reserve employees will be called in to cover the
remainder of the shift, unless approved by the EMS manager.

A You may not request partial shifts.
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Supervision
This guideline@xplains the authority and responsibilities of each Shift Supervisor and Crew Chief.

U The onduty Shift Supervisor is responsible for the operational activities of Catawba County EMS
during the time he or she is eduty.

0 The onduty Crew Chiefs (302, 30804, and 340) are responsible for their assigned personnel
OADPS P AaO0OKSRdAZ Ay3ITX RAAOALI AYSIT LISNF2NXYIyYyOS | LI

U Supervisory Coverage

0 The Shift Supervisor will assign a Crew Chief to cover his/her responsibilities in his/her
absence.

U Crew Chietoverage:

When 302 is absent, 303 is responsible for his / her personnel
When 303 is absent, 304 is responsible for his / her personnel
When 304 is absent, 303 is responsible for his / her personnel
When 340 is absent, 308 is responsible for his /degsonnel

O O oo

U Evaluations / Timesheets / Leave Time
o Each employee will be assigned to the EMS Manager, Training CBhifeiSupervisor or

Crew Chief. Each supervisoNi& & L2y aAo6f S FT2NJ 6 KSANI NBaLISOGA
evaluation, timesheet and requesteannual leave time.
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Tactical Radio Frequencies

U Usage of tactical radio frequencies
0 Tactical radio channels are available to be used for the following purposes:

A To relieve radio traffic congestion on agency dispatch frequenkigag multk
agency responses.

A To provide for common and unified éitene communications.

A To provide dedicated communications channels for specifisaame
operations.

o ltis expressly forbidden to use the tactical radio channels for the following:
A Asa talk around channel for neessential radio traffic.

A For routine administrative communications that can be accomplished by other
communications methods.

o0 Examples of tactical channel usage are:

A Multi-agency responses (MVA with entrapment, working fikéth multiple
agencies)

A Multi-unit responses within the same agency (three EMS units coordinating
response on the same call, working fires involving one fire department)

A Responses which continue for long time frames (searches, STAR Team
responses, workig fires)

A Training exercises (live burns, mass casualty drills)
A Unified command situations
A Special events with Emergency Services presence (festivals, large gatherings).
o Agencies will not use tactical channels for events such asrhisdrs or other on-
emergency responses. These agencies will use other frequencies or communications
methods for these type events.
U Procedure for requesting tactical channels
0 Tactical channels will be assigned by the Catawba County Communications Center.

Agencies willemain on their dispatch frequencies until the Communications Center has
assigned a tactical channel(s) to the situation.
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A On any response where the use of a tactical channel is appropriate (see
guidelines above), the Incident Commander will request ddatthannel from
the Catawba County Communications Center as soon as the need is identified.

A The Catawba County Communications Center will assign a tactical channel to
this incident and announce to all responding agencies which tactical channel has
beenassigned. Responding agencies will remain on their dispatch frequencies
until they arrive on scene, unless they need to communicate with the Incident
Commander.

x Available Tactical Channels are

e 155.280
e Catawba County Fire 2
e State Fire

e Catawba County Loc&lovernment
e Law Enforcement Channel 2
e CCEMS 155.160

A Should multiple tactical channels be necessary for a single incident, the Incident
Commandeand onlythe Incident Commander will request the additional
channels. The Catawba County Communications Cwilleassign the
additional channels in sequence of channels (ex: .280 fecene operations,

State Fire for Air operations).

A Since these tactical channels are simplex frequencies, the Incident Commander
may need to switch back to his/her primary disgafrequency (ifitis a
repeated channel) to communicate with the Communications Center if he/she is
out of range.
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Time Sheets

This policy outlines proper procedures for reporting hours worked. All questions should be directed to
your crew chief or supervisor.

U All hours worked must be recorded completely and accurately, utilizing the electronic time sheet
program.

U  All hours worked and leave time shall be indicated by use of the codes provided.
U When timesheets are due:

o Allpersonnel shall submit their time sheets to their Supervisor by 12:00 hours on Saturday
following the last day of the pay cycle.

o Failure of any employee to submit their timesheet by the specified deadline may result in
disciplinary action up to and inclundy termination.

o {dzLISNPA&2NE Ydzid FLLINREGS GKSANI SYLX 2858504

the last day of the pay cycle.
U Supervisors are not allowed to maintain any separate record of hours worked.
0  Workweek
0 The Catawba County Personnel Cddénes a Workweek (28.114) as "The standard
workweek shall be from 12:01 a.m. on Saturday through 12:00 a.m. on Friday, unless an
alternative schedule has been so designated by the Personnel Director."
0 The Personnel Director has defined the workweekJatawba County Emergency

Medical Services as 07:01 a.m. on Saturday through 07:00 a.m. on Saturday due to our
shift schedule.
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Transfer Guidelines (for Telecommunicators)

These are guidelines for telecommunicators when handling tranbfetitsin county and out of county.

U The Specialty Services Coordinator is responsible for scheduling and assigning transfers during
normal business hours.

U The Specialty Services Coordinator will notify the Communication Center when he / she is
unavailableand will transfer the telephone to the Communication Center.

U Dispatch Guidelines

0 3-Medic42, 3Medic45 and 3Medic-46 will typically handle scheduled transfers
between the hours of 0900 and 1700.

0 When the volume is such thatMedic42, 3Medic45 and3-Medic-46 cannot handle
the load, the Specialty Services Coordinator or Telecommunicator will notify tdetyn
Shift Supervisor for assistance.
U  When Specialty Service unit are unavailable the following guideline will be utilized:

0 In-County

A Based onhe location where the transfer will terminate (i.e., a transfer going
from Frye Regional Medical Center to Maiden is the responsibilityhdédic-3)

o Adjacent County (Alexander, Burke, Caldwell, Iredell, and Lincoln Counties)
A Based on what unit can trav&om the destination back to their response area
the quickest (i.e., a transfer going from Frye Regional Medical Center to Denver
is the responsibility of -Bledic-7)

0 Outof-County (More than one county away)

A Based on the following chart:

Originating Rcility 15 Out 2" Out
Even Dates | Odd Dates

Frye Regional Medical Cent{ 3-Medic-11 3-Medic-1 3-Medic-2

Catawba Valley Medical 3-Medic4 3-Medic5 3-Medic-3

Center

U Cardiac Catheterization Staily and Cardiac Transfers (Catawba Valley Medical Center CCU /
ICU to Frye Regional Medical Center) are the responsibilisM#dc-2. If 3-Medic-2 is not
available, the next closest available unit will be dispatched.

U The Qut-of-County chart above will be utilized for all unscheduled transfers, no matter the time
of the day.
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Transport of Patient Family Members and Belongings

h¥GdSy /FdFgol [/ 2dzytde 9a{ Aa NBI[dzSaidSR (2 (NI yaLRN.
patient. Patients are our customers and every effort should be made to accommodate the patient and
their family.
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transport, provided the family member does not haveaternate mode of transportation and
understands and agrees to all of the following:

0 They must ride in the passenger seat in the cab of the ambulance and remain seat
belted at all times.

o Transport will not be delayed while waiting on a family membeairtive at the scene or
to become ready for transport.

o If itis anticipated that the patient will be transported emergency traffic or if significant
care will be provided (i.e., intubation, application of traction splint, use of bone injection
Jdzy = $ani Hémbér will not be allowed in the ambulance.
U0 An exception as to who may ride with a patient can be made by EMS3¥taffvhen the
LI GASYydQa GNBFGYSyd YlLe OFrtft F2NIAG O6APSPET Yy
SGOX0

U Friends o other nonrelatives are not allowed to ride with a patient in a Catawba County EMS
unit.

i Catawba County EMS will only transport one bag of belongings with a patient.

U ! RSAONALIIAZ2Y 2F GKS LI GASYyGQa oSt 2¢thady3a aK2d
the signature form.

U Exceptions for transporting patient belongings
0 Medical emergencies where time is critical.

o0 Large, bulky, or heavy items which would interfere with the safe transportation of the
patient, i.e. wheel chairs.

U 2 KSy (K S beldhginds &ry tilafsorted in the patient compartment of the ambulance,

they must be properly secured. Any item that cannot be properly secured shall not be
transported.
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Uniform Code
U Types of uniforms:
o0 Standard Uniforms

A Will consist of Navy EMfaints, gray shirt with CCEMS logo, navy mock turtleneck
(optional), black boots, black belts, hat (optional), and name badge.

A Hats (including toboggans) will be those supplied by Catawba County EMS or
those that have been approved by the EMS Manager.

A Administrative personnel will be assigned white shirts, white mock turtleneck, and
accessories.

A Any item not specifically mentioned in this uniform code is not deemed to be
part of the uniform and shall not be worn.

A An extra uniform, (in case of exposuredntamination), must be maintained by
the employee at their assigned base.

A If undershirts, other than the issued mock turtlenecks, are worn they will be
short sleeve (not to extend past the end of the sleeves of the outer shirt), plain
gray or white and &ve no marking, pictures, etc...

o Bike Team Uniforms

A Navy Shorts with a High Visibility Shirt

A During inclement weather the EMS Manager may approve the use of navy pants
and / or navy wind suit pants along with a high visibility shirt

0 Public Relations ahother special events uniforms
A Navy EMS pants with a gray CCEMS logo shirt
A Navy Shorts with a with a gray CCEMS logo shirt
A The EMS Manager may approve other items based on the event and weather.
U Hair must be worn in a fashion not to interfere wightient care. All facial hair must be kept in a
manner so as not to interfere with the proper fit of the HEPA respirator. (i.e., facial hair can not be

present where the mask seal contacts the face)

U Field personnel may wear one pin indicating certifmabor achievement on the uniform. Such pin
shall not exceed two inches in any dimension.
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U  The uniform is NOT to be worn when-afity unless engaged in activity directly related to the
service and approved in advance by the manager except when travelargltirom work.

U The Shift Supervisor assigned to uniform operations shall be responsible for seeing that all County
equipment is returned by a separated employee. Any missing items shall be reported to the
manager.

U During periods of inclement or extranweather, certain deviations from the standard uniform
may be made when approved by the Shift Supervisor, Training Officer, or Manager.

U Provided personal protective equipment (turnout gear) will be worn on all Motor Vehicle
Accidents and hazardowsaterials incidents where employees and volunteers are involved in
extrication activities or may come into contact with broken glass or metal.

U Safety vests (or issued high visibility rain coats) will be worn while working in or around roadways.

U Body Rercing

o Earrings are allowed if they are of single styde and only one pair may be worn.

0 Nose rings are not permitted due to possible interference with HEPA respirators.

0 Due to the possibility of becoming dislodged during the performance of streraiivity
and subsequently causing a potential airway obstruction, tongue rings are not allowed.

U A shift supervisor will be assigned to the supply of uniforms. Requests for any and all uniform
needs will be entered into the online Uniform Database.
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Unit Inspection
U Daily Unit Inspection

0 The daily unit inspection is to be completed at the beginning of the shift or as soon as
the call volume allows. The inspection will occur prior to any other events such as
taking meals, checkingmah £ = S OX

o [Each ambulance crew must complete a unit chefflsheet for each shift (I.e., day shift
and night shift must complete a separate inspection) in their assigned unit-dfeck
binder. Completed cheakf sheets should be faxed to the @uty Shft Supervisor.

o Unit inspection will include the following; primary bag, life pack monitor, all O2 cylinders
for appropriate levels, patient compartment lights and equipment, emergency lights,
siren, engine compartment fluid levels, visual inspectionatfsband hoses, visual
inspection of tires for appropriate inflation and tread, mileage, and visual inspection of
unit for any new damage.

o Patient compartment cabinets, trauma bag, pediatric bag, back up drugs, and RSI box
will be closed with a numbereskal applied on the doors. In the event that a seal is
broken to remove equipment, the person removing the equipment is responsible for
replacing any missing equipment used. The oncoming shift will be responsible for
checking that the required equipmerd ieplaced before applying a new seal.

o Alist of required equipment for cabinets is attached to the glass on the front of each
cabinet. These cabinets have been arranged where they are in similar location on every
ambulance to help locate equipment quiglkdnd should not be moved.

o0 Lists for replacing and checking off primary, pediatric and trauma bags are available on
Metaframe. Boxes should have a list attached to the outside of the box.

U Monthly Inspection

o On the 2% of each month personnel will bréaall seals on cabinets, bags, and boxes.
This includes primary units and spare units. Perform a thorough check and replace any
missing equipment. Inventory all expiration dates: drugs, fluids, batteries, and €eombi
pads before replacing seals. Fax the imeey list of expiring drugs and equipment to
the onduty Shift Supervisor.

0 Supplies to replace missing equipment or expired drugs should be delivered before the
end of the month.

U Fire Extinguishers (Monthly Inspection)

o All fire extinguishers located #te bases and on the ambulances shall be checked on a
monthly basis. These inspections should be performed on tfe@®B6ach month along
with the monthly checloff.
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o Crews will visualize and inspect each extinguisher and sign and date each tag attached
to same. You can inspect your ABGPAlipose Fire Extinguishers by:

A Lifting them off the mounting bracket and feel them for weigtthey should be
HEAVY.

A Looking atthe gaugeA (i & K 2 dzf RNB Sy Aljfie it & not
appropriatelycharged, the extinguisher will not operate properly when
activated.

A Tightening the hose. If the hose is loose, it may come off in your hands when
activated or the contents may spray wildly.

A Looking in the hose. If the hose is obstructed by chewingguimash, the
propellant will not be able to force extinguishing material out the hose
effectively.

A Ensuring that the pin is securely in place and has not been removed.

0 A book used for documentation of monthly inspections will be located at each bdlse. A
crews should document date, fire extinguisher location and name of person performing
inspections.

0 On ayearly basis fire extinguishers are tested by an independent contractor. Once the
tests are completed a receipt must be kept on file for each bad$e receipts will be
kept in the book used for documentation of monthly inspections as well as a copy with
the Safety Officer.
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Violence in the Workplace

Catawba County EMS has a zero tolerance for violence in the workplaem@watages prevention. If
any disruptive or potentially violent behavior is observed it should be reported immediately to the on
duty Crew Chief or Supervisor or law enforcement should be contacted.

U People often make the mistake of believing that workglaiolence happens when a person
Gt 2aSa AGé 2N aadzaid ayl Lladé | 26 SOSNE GKAa& dzad
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warning signals are evideirt as many as twthirds of these cases.
U There are indicators that place an individual at an increased risk for violent behavior. Through
analysis of past incidences of workplace violence, the Federal Bureau of Investigation has
defined these indicatorto include:
o Direct or veiled threats of harm.

o Intimidating, belligerent, harassing, bullying, or other inappropriate and aggressive
behavior.

o Numerous conflicts with supervisors and other employees.

o Inappropriate references to guns, or fascination witbapons.

o Fascination with incidents of workplace violence, statements indicating approval of the
use of violence to resolve a problem, or statements indicating identification with

perpetrators of workplace homicides.

0 Statements indicating desperation@r family, financial, and other personal problems)
to the point of contemplating suicide.

o Drug/alcohol abuse.
0 Extreme changes in behavior.
U Each of these indicators is a clear sign that something is wrong. If you notiegosikey

displaying any of tbse behaviors, it is critical that you report it to your manager or the proper
I dzi K2 NRGASaod LT 22dz2OQNB O2yOSNYySR ¢6AGK O2yTFARS

Standard Operating Guidelines 70 Approved 7/1/08



Catawba County Emergency Medical Services

Visitors at Bases

Catawba County EMS promotes good community relations aresahat family members often visit
employees while at work. Catawba County EMS welcomes these people to our bases. This policy will
help explain the rules and regulations during their visit.

U An on duty staff member will host visitors. Good emplogerduct is expected during this
time. At no time shall a visitor be allowed to occupy the base without an employee present.

U EMS personnel will not receive visitors, students, or observers at bases during the hours of 2300
and 0600.

U EMS personnel hostingsitors at the bases will be responsible for the conduct of those visitors.
EMS bases and offices are places of business. Visitors will conduct themselves appropriately and
in a manner that does not interfere with the normal operation of these areas.

U Should a visitor being present cause conflict within a workgroup, disrupt normal operations, or

otherwise cause a problem, the dddzii @ { dzLISNIBA &2NJ gAtt 0SS y20AFASEH
be at our facility will end.
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Wheel Chocks

This policy applies to all Freightliner vehicles still in use by Catawba County EMS and outlines required
procedures by those employees operating said vehicles.

U All Freightliner EMS vehicle operators are responsible for ensuring that wimekscare placed
dzy RSNJ 4 KS NBFNJ RNAPSNDa AARS 46KSSt !'b,¢La9 GKS
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ambulance when the vehicle is in operation.
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Continuing Education

This policy advises Catawba County EMS employees of the requirements and recommendations for
continuing education.

U Each employee of Catawba County EMS must maintain &ikt{86) hours of continuing
education per year, as regulated by NCOEMS.

U Employees of Catawba County EMS are required to maintain the following certifications:
0 Hazardous Material Awareness EE(CCEMS Specifiannually)
0 Hazardous Communications (CCEMS Spedfiaually)
0 Blood Borne Pathogens (CCEMS Spediimually)
o Fire Safety/Building Evacuation (CCEMS Spedifiaually)

U Catawba County Emergency Medical Services encouragéafitosattend seminars, classes
and professional programs whenever possible. If the budget allows, the county will cover the
following expenses:

o If the class requires an overnight stay, the county will pay in advance or reimburse the
amount approved byhe county code for lodging.

o If a county vehicle cannot be used for the trip, the county will reimburse the employee
for mileage at the rate allowed by the county code.

o Ifthe class is out of town during meal times, the employee will be reimbursaddats
at a rate allowed by the county code.

o All employee requests will be taken on a first cofinst serve basis. Requests must be
made in writing to the EMS Manager or Training Officer. Priority will be given to
employees who are requesting to atteadconference or class for the first time. New
requests will be considered each fiscal year.

U Employees requesting to attend a class, conference, seminar, etc must be off duty during the
time of attendance or have adequate vacation leave time availableséo

U WSONBRSY(GAFtftAYy3 2F GKS SyYLi2e8S5S5SQa aaraS OSNIAT
employee shall submit the form for recredentialing to his/her Chief Trainer at least 60 days prior
to the expiration date. The Chief Trainer shall siilihis form to the Training Officer for
verification and submission to OEMS.

U Continuing education classes will be offered five (5) times per month. It is the responsibility of

the employee to maintain required hours and topics for recredentialing.s€$ashould be
FGGSYRSR 2y GKS SYLX 28S5SSQa aK2NU 6SS1 AT a4 | f
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U0 Requests for reimbursement of education advancement programs (a higher level of medical
certification) will be made prior to the start of the program. If the request is not submjiiext
to the start of the program, the request will be denied.

U Each request will be reviewed and judged on an individual basis. If approved, an agreement will
be made in writing and reimbursement will occur at the successful completion of the program.
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Extended Leave

This policy explains procedures which will be followed when an employee must be absent from work for
an extended amount of time.

U Extended leave shall be defined as: An absence of at least 28 consecutive shifts for full time
employees or two calendar months for part time employees.

U ! NBGASG 02FNR O2yaraildAayda 2F GKS ¢NIAYyAy3a hTFA
S Y LJ 2 @érén8aniaf will look at each case individually. Should the employee in question be a
Chief Trainer or a Crew Chief, this person will be excluded from the review board and the EMS
manager will assume the position.

U The following options exist for fentry in the event of extended leave

0 The employee who is out of work for an extended period of time must work with the
appropriate Chief Trainer or approved designee for no less than seven shifts

A Typically this situation only requires general review of iag@mation and
evaluation to ensure continued competency.

A During this period the employee will be functioning in a third person role only.

A Once the seven shifts have been completed the review committee will meet and
determine the outcome of the remediation.

A The employee may be released to return to work on their normal shift or other
remediation may be recommended.

x  Other options that a& available include:

e Counseling session

e Reduction of certification

¢ Didactic training

e Clinical experience

e Reevaluation

e Otherc as defined by the review committee

0 The employee must successfully complete competency testing, consisting of a written
protocolexam and practical skill evaluation.
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Remediation

Remediation is the act or process of correcting a fault or deficiency.

To remain a superior provider of ptespital emergency medical care, Catawba County Emergency
Medical Service requires evergmployee to maintain skill proficiency, continuing education,
certification, and deliver high quality patient care. With this in mind, we have developed this
remediation policy to insure continuation of our excellent reputation as a provider of outstgraia
hospital emergency medical care.

U Minimum Standard

0 The Catawba County Emergency Medical Service Training Division realizes that each
employee has a different background, knowledge base, and skill level. Because of this, it
is understood that emplages may differ in their care plans when faced with similar
situations. However, we feel it necessary to define a minimum standard of care and
require every employee to maintain that standard.

0 The minimum standard of care as set forth by Catawba Countgrdemcy Medical
Service is reflected in our standard operating procedures, continuing education
guidelines, treatment protocols, and skill evaluations. Together these documents
outline what is expected from each employee of Catawba County Emergency Medica
Service.

U Remediation

0o The remediation policy has been established in such a way that it allows for every
situation to be looked at individually. The Catawba County Emergency Medical Service
Training Division feels this is necessary due to the veryraatuprehospital emergency
medicine.

o To simplify the process the Catawba County Emergency Medical Service Training
Division has developed two areas that we feel will cover the majority of situations.

A The first area is skill performance and knowledge base. This area covers
deficiencies in skill performance, basic knowledge of-tmrgpital emergency
medicine, and Catawba County Emergency Medical Service policy and
procedure.

A The second area is criticthinking. This covers situations dealing with the
ability to function independently, decisiemaking ability and advanced
knowledge of the prénospital emergency medical field.

U Deficiencies

o Deficiencies must be recognized before any type of rentiedias possible.
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0 To recognize deficiencies, Catawba County Emergency Medical Service Training Division
will perform annual skill evaluations on every employee in the organization. We will
also perform random reviews of medical documentation contaimetthe Ambulance
[ ff wSLRNILA a ¢Sttt a S@rfdzriAy3a SIOK SYL
course of regular work cycles.

o0 Any problem, or potential problem, recognized by the medical communityyarders,
patients, individuals, or othreorganizations will also be reviewed.

o |Initially, the appropriate Chief Trainer or the Training Officer will investigate potential
deficiencies. If a potential deficiency is substantiated, a review board will be formed to
further study and recommend a gective action plan for the involved employee(s).
CtKAA 02FINR ¢gAftf O2yaraid 2F GKS ¢NIAYyAy3d hTi
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guestion be a Chief Trainer, Shifp8rvisor, or a Crew Chief this person will be excluded
from the review board and the EMS manager will assume the pasition

o This board will review all the information related to the incident and make a
recommendation to the Manager and Medical Directfsresolution of the incident.
The recommendation may simply involve informing the Manager and Medical Directors
that the problem is minor and no further action is needed, or the recommendation may
include remediation and / or disciplinary action. Atommendations and/or decisions
of this board will be made by consensus vote. All documentation related to the incident
will be turned over to the Manager for appropriate storage and a written report
submitted to the Medical Directors and the Audit and/Rev board.

A If the recommendation includes remediation, the following guidelines will be
used.

x  Appropriate documentation to support a need for remediation.
x  The deficiency must involve one or more of the following areas

e Performance and knowledge base
e Critical thinking ability
e Other--including extended leave

x  The following options exist for remediation of a performance or
knowledge base problemTypically, problems of this nature can be
effectively corrected with didactic and/or clinical educatiod an
reevaluation Failure to correct the problem with didactic and clinical
education or recurrent problems may require reduction of certification.

e Didactic training

e Clinical experience

e Reevaluation

e Reduction of certification
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e Otherc as defined by the regiv committee

x  The following options exist for remediation of a problem related to
critical thinking skillsTypically, problems of this nature are more
serious in nature and may require reduction of certification initially as
well as didactic training, idical education and reevaluation

e Reduction of certification

¢ Didactic training

¢ Clinical experience

e Reevaluation

e Otherc as defined by the review committee

x  The following options exist for remediation of problems related to other
areas. This category igery broad and cannot be defined specifically.
Each situation must be handled on an individual basis and may be
handled through any or all of the following mechanisms:

e Counseling session

e Reduction of certification

e Didactic training

¢ Clinical experience

e Reevaluation

e Otherc as defined by the review committee

0 The review board may also recommend, to the EMS Manager, disciplinary action if the

deficiency warrants such action. When this occurs the Catawba County Personnel Code
applies.
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Student/ Observer Policy

This policy outlines procedures for approval for persons wishing to ride with Catawba County EMS as a
Student or Observer.

U Students or observers must la¢ least18 years old.

U I1SFEGK /NS tNRPFSaaArzylfa o0a5a> wbaX 9ac¢> 9a5a
Emergency Medical Services System agency may ride with CCEMS employees as part of an
approved continuing education program.

U A person riding as part of a continuingde® I G A 2y LINRINI Y Ydzad KI @S KAa
written approval to participate in this program.

U Students may ride with CCEMS employees as part of an approved field internship program.
These students must be enrolled in an approved program at an dtedgdaching institution
that has a current contract with Catawba County EMS.

o0 A person riding as part of a field internship program must have his or her teaching
AyaluAabdziazyQa gNRGOSY | LIINB@GIE G2 LI NIGAOALN
Criminal History to EMS Administration when applying to ride. The criminal history must
have been obtained and certified within 30 days of the request to ride.

U Others may be allowed to ride with CCEMS employees on an as needed basis. The EMS
ManagerY dza & | LILINP @S G20 KSNE¢ FyR GKSNB Ydzad o6S |
OADPS P t SNE2YYSt Iyl feads /2dzyide !'GG2NySex 9a/

U No person will be allowed to ride with CCEMS employees in an effort to spend time with an
employee or jusbecause they want to. A person must have a reason, acceptable to the EMS
Manager, which relates to the betterment of EMS.

i Anyone allowed to ride with Catawba County EMS must understand and agree to the following:

o0 Review all policies and procedures witlmember of the EMS Administration and sign
all requisite forms before riding on an ambulance.

0 Students may assist in treatment under direct supervision of a paramedic.

0 Students/Observers shall follow the direction of their assigned CCEMS crew agall tim

0 A patient has the right to object to any Student/Observer participating in or observing
their treatment. Should this occur, it is possible that a Student/Observer will be left
behind and will be responsible for finding his or her own transportatiéor. this
reason, all Student/Observers are advised to carry their own cell phone. However, the

cell phone must never be turned on while in the presence of a patient.

0 Students/Observers are prohibited from interfering with CCEMS personnel at any time.
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0 Weapons, controlled substances or alcoholic beverages are not permitted on CCEMS
premises or vehicles at any time. Anyone believed to be under the influence of alcohol
or controlled substances will not be allowed on CCEMS property.

0 Students must wear theschool uniform. Observers should wear a white or light blue
collared knit shirt and black or navy pants. Students/Observers must display proper
identification at all times. Students/Observers must be prepared for inclement weather.
CCEMS will not lresponsible for any damaged belongings or lost articles.

0 Students/Observers may ride between the hours of 0700 and 2300 unless EMS
Administration gives special approval otherwise.

o Riding on an ambulance is a privilege, not a right, and may be revokey éme, with
or without cause.

0o CIrAfdzZNB G2 F3aINBS G2 FyR O2YLX @& gAGK GKSasS N
immediate termination from riding in a CCEMS vehicle or being on CCEMS property.
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STUDENT / OBSERVEHRECKLIST

1.

2.

3.

Student / Observer is at least 18 years old (Date of Birth: ).

Student / Observer has signed the CCEMS Student / Observer Policy Form.

Student has completed and signed the CCEMS Criminal History Policy Form.

Student / Observer has signed the CCEMS Observation Agreement.

Student / Observer has signed the Confidentiality Agreement.

Student / Observer has signed the CCEMS Infection Control SOG.

Student / Observer has signed the Volunteerotnfed Consent Not to Receive Hepatitis B
Vaccination form.

A CCEMS employee has covered the proper use and location of all PPE located on the ambulance.

Student / Observer Date

CCEMS Employee Date
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STUDENT/OBSERVER POLICY FORM

Public safety personnel, health care professionals, students or others approved by Catawba County
Emeagency Medical Services (CCEMS) may, following arrangements with the EMS Manager or Training
Officer, observe and ride with CCEMS employees provided they understand and agree to the following:

1.

2.

o

Review all policies and procedures with the EMS Manager @mifigaOfficer and sign all requisite
forms before riding on an ambulance.

Observers are prohibited from participating in the treatment of any patient. Students may assist in
treatment under the direct supervision of a CCEMS Paramedic.

Students / Observershall follow the direction of their assigned CCEMS Crew at all times.

A patient has the right to object to any Student / Observer observing or participating in their
treatment. Should this occur it is possible that a Student / Observer will be leftdealnich will be
responsible for finding their own transportation.

Students / Observers are prohibited from interfering with CCEMS personnel at any time.

Weapons, controlled substances or alcoholic beverages are not permitted on CCEMS premises or
vehicles a@any time. Anyone believed to be under the influence of alcohol or controlled substances
will not be allowed on CCEMS property.

Students must wear their school uniform. Observers will wear a white or light blue collared knit
shirt and black or navy blueapts. Students / Observers must display proper identification at all
times. Students / Observers must be prepared for inclement weather. CCEMS will not be
responsible for any damaged belongings or lost articles.

Students / Observers will ride betweenetthours of 7:00 am A.M. and 11:00 P.M. unless special
approval is given by the EMS Manager or Training Officer.

Riding on an ambulance is a privilege, not a right, and may be revoked at any time, with or without
cause.

. Failure to agree to and comply witnK S&S NXzf Sa gAfft NBadZ G Ay (GKS

termination from riding on a CCEMS vehicle or being on CCEMS property.

, have read, understand and agree to abide by all of the above rules and

requirements.

Student / Observer Date

CCEMS Employee Date

This document approved to form:

Debra BechtelCountyAttorney Date
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CRIMINAL RECORDS CHECK POLICY FORM

Students may ride with the CCEMS employees as part of an approved field internship program. These
students must be enrolled in aapproved program at an accredited teaching institution that has a

current contract with Catawba County EMS. A person riding as part of a field internship program must
have his or her teaching institutions written approval to participate in this proggachmust provide a
certified Criminal Records Check to EMS Administration when applying to ride.

U A certified criminal records check must be submitted from the County where the student
currently resides and for all Counties where the student has préyvimsided.

U The criminal record must be obtained and certified within 30 days of the request to ride.
No one with pending charges, with the exception of minor traffic infractions, will be permitted to ride.
The EMS Manager has the authority to makeeptions when the type and remoteness (in time) of the
convection are such that it is, solely at the discretion of the EMS Manager, permissible for the student to
ride.
Some types of misdemeanor convictions will not automatically preclude a studenidingar However,
any person who has been convicted of a misdemeanor must receive permission from the EMS Manager
prior to riding. The EMS Manager has the sole authority and discretion to determine if a student

convicted of a misdemeanor may ride.

Conwvetions not listed on the criminal record mustlisteedon this form:

Student / Observer Date

CCEMS Employee Date

This document approved to form:

Debra Bechtel, County Attorney Date
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OBSERVATION AGREEMENT

In consideration of Catawba County allowing the undersigned to rideSasdent / Observer with the

Catawba County Emergency Medical Services (CCEMS), |, the undersigned, do hereby agree, contract,
and covenant that | will hold harmless and indemnify Catawba County, its agents, successors, assigns, ad
employees, from any andlalamage, injury, or liability arising from being allowed to ride as a Student /
Observer, despite and regardless of whether such injury or damage be to persons, and from any and all
liability arising out of my actions, omissions or mere presence. |feaek understand, and will abide

by this agreement.

Student / Observer Date

CCEMS Employee Date

This document approved to form:

Debra Bechtel, County Attorney Date
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CONFIDENTIALITY AGREEMENT

I understand that in accordance with N.C.G.S.-388 any and all information connected dispatch,
response, treatment or transport of a patient is strictly confidential. | agree to keep any and all
information | may learn about a patient while a Student / Observer strictly confidential. | agree that the

only time | may disclose any pattenformation is at the direction of a CCEMS Employee.

| also understand that my failure to comply with the provisions of this Confidentiality Agreement may
constitute a misdemeanor punishable by fine and / or imprisonment and will result in my pernianent

being prohibited from riding with Catawba County EMS.

| further state that | understand and agree to comply with this Catawba County EMS Confidentiality

Agreement at all times.

Student /Observer Date

CCEMS Employee Date

This document approved to form:

Debra Bechtel, County Attorney Date
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INFECTION CONTROL STANDARD OPERATING GUIDELINE

Catawba County EMS has provided me with a copy of their SOG regarding Infection Control.

I have reviewed the guideline and a Catawba County EMS employee has answered any questions | may
have had.

| agree to abide by all the procedures when and if they affect me in my capacity as a student / observer.

Student / Observer Date

CCEMS Employee Date

This document approved to form:

Debra Bechtel, County Attorney Date
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VOLUNTEER INFORMED CONSENT NREHCEIWHEPATITIS B VACCINATION

I, , am a volunteer who, because of participation in high risk activity, as
determined by OSHA regulations, qualifies to receive vaccination to protect me against Hepatitis B Virus.

I understandthat Hepatitis B Virus is transmitted through blood and body fluids and that because of my
activities as a volunteer; | am at higher than normal risk of exposure to the virus.

Each year the Center for Disease Control estimates that 300,000 people inited Btates are infected
with Hepatitis B Virus and of those approximately 12,000 are health care or public safety workers. Ten
percent (10%) of those who are infected will become carriers and will have a higher than normal risk of
developing chronic ler disease, including cirrhosis and cancer, and are infectious to others.

The Centers for Disease Control recommends that all individuals at high risk receive a Hepatitis
Vaccination. The vaccination provides over ninpycent(90%)protection to Hepaitis B.

| have already taken the Hepatitis B vaccine series.

Dates of vaccination: , , and

NOTE:AIl students must supply a copy of their vaccination record or completed declaration. (Attach
copy)

Student / Observer Date

CCEMS Employee Date

This document approved to form:

Debra Bechtel, County Attorney Date
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Property Damage Notification Form

Date:

Time: (Military)

Unit #:

Driver:

Attendant:

Brief description of damage:

The above information has been completed to advise you of damage that was done to your property
while our personnel were answering an emergency call. Due to the nature of the call, our personnel
were not able to stop at the time of the incident. Theylwaturn upon completion of the call to speak

with you. We apologize for any inconvenience that this may have caused you. If we are at fault, we
assure you that your property will be repaired at our expense. Again, please accept our apologies and
thankyou very much for your cooperation in this matter.

If you have any questions about this matter, you may contact the following persons:

Bryan Blanton, Manager

Catawba County Emergency Medical Service
P. O. Box 389

Newton, NC 28658

(828) 4658234.

Cabwba County EMS Shift Supervisor
(828) 4655152

If no answer at the above number please contact the Catawba County Communications Center at (828)
464-3112 and ask for Bryan Blanton or the EMS Shift Supervisor to be paged.
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Vehicle Accidents

This policy is an interdepartmental adjunct to Chapter 275 of the Catawba County Personnel Code:
GhLISNI GA2ya {dFyRIFINRa FT2NISNAOSNE 2F +xSKAOfSa | as
managing the moments immediately following an aecitiwhile driving an EMS vehicle. It shall be the
responsibility of the driver or crew to comply with this policy. EMS personnel are also bound by the

content of Chapter 275.

U Vehicle accidents whilen routeto emergency scene or to a medicalifiag while driving
emergency traffic

o Ifthereareinjuries (to EMS personnel or occupants of other vehicles), the driver or
crew shall triage and treat victims. Another EMS vehicle should be requested to
respond to the original incident.

0 The driver or crew shall report to the Communications Center the following
information:

A Location of accident scene.
A Number of injured persons, type and severity of injuries.
A Brief description of condition of EMS vehicle.

A Request to notify appropriateupervisor.

0 The unit involved in the accident wilbt leave the scene if there are any personal
injuries.

o If there areno injuries and damage to the EMS vehicle is minor, themalif leave the
scene, if the above steps (A) (excluding injuries) andd®) been completed, and the
driver or crew complies with the following:

A No unit may leave the scene without permission from an informed Supervisor.

A Aknown emergency must exist.

A If responding to a call emergency traffic: Theredgpossibility of another EMS
unit advantageously positioned to respond to the original call.

A LT GNIXyaLR2NIAy3a G2 | FFLOAtAGe SYSNEHSyOe?
response to continue the transport could bring about further detriment to the
patient.

A If another occupied vehicle is involved, the EMS driver shall give his/her name,
addrest = RNAGSNDE t AOSyaS ydzyoSNE GKS t A0Sy
and County insurance information to the person struck or the driver or occupant
of any vehicle collided with. (This is dependent on such person or persons being
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physically and mentbl capable of receiving such information). County
insurance information is located on laminated cards provided by Risk
Management. These may be found attached to this booklet.

A If only damage to property occurs, the driver shall give his/her name, asldres
RNAGSNRaE fA0SyasS ydzyoSNE GKS €t A0SyasS Lix |
the County insurance information to any person whose property is damaged in
the accident. If the damaged property is a parked and unattended vehicle and
the name or locatiorf the owner is not known or readily ascertainable by the
EMS driver, the driver shall furnish the information required by this subsection
within 48 hoursto the nearest available peace officer or shall immediately place
a paperwriting containing that indrmation in a conspicuous place on the
damaged vehicle. If the damaged property is a guard rail, utility pole, or other
fixed object owned by the Department of Transportation, a public utility, or
other public service corporation to which report cannoaddly be made at the
scene, it shall be sufficient if the responsible driver furnishes the information
required to the nearest peace officer or make written report thereof containing
the required information by U. S. certified mail, return receipt requdste the
North Carolina Division of Motor Vehicles withimaysfollowing the collision.

o If the unit leaves the scene of the accident and continues to respond to the initial
emergency call, an additional unit will be dispatched to the location of fitialin
emergency call for patient transport, and the unit involved in the accident will return to
the accident scene as soon as possible.

U Occurrence of vehicle accidents whilet en route emergency traffic:

o0 Follow steps as outlined in | (A) and | (B).

0 Assist in directing traffic until the proper law enforcement agency arrives.

0 The unit involved in the accident will not leave the scene until authorized by law
enforcement.

i When damage renders a unit disabled:
o Turn off ignition and battery switches.

o Remove fire extinguisher and portable medical equipment if there is danger of fire,
without endangering personnel.

U Relaying information at the accident scene:

o Catawba County EMS personméll not discuss details of accidents with anyone except
EMS administration or law enforcement officials.

U Filing of accident reports:
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0 The driver (if uninjured) will be responsible for acquiring police accident reports and
forwarding these reports to the approptie supervisor withir24 hours. (If the driver
sustained injury not allowing such action, EMS administration will acquire such
information).

o An EMS incident report shall be completed on all accidents by personnel involved and
forwarded to the appropriatesupervisor withir24 hours.

0 The driver will coordinate with the supervisor and garage manager to obtain at least
two estimates for repair within five working days.

U Filing of Catawba Countgjury/Exposure Report
0 The supervisor of an injured EMS employee is responsible for the completion of and
Injury/Exposure Report. This report must be completed and copies forwarded to
appropriate departments.
U Reporting of EMS vehicle accidents to appropriate personnel.
o Immediately notify proper law enforcement officials.
o Immediately notify the Department Head through the chain of command.
o Immediately notify the Garage Manager.
o Notify the Risk Manager within one working day of the accident.

U Accident Review.

o0 Accident review will be completed by the Risk Manager, according to Chapter 275 of the
Catawba County Code.
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Vehicle Fuel Purchase

This policy covers purchasing vehicle fuel with credit cards.
U County fuel pumps will be utilized whenever possible.
U Employees should not use standing accounts unless directed to do so by a supervisor.
0 When using standing accounts, fuel tickets must contain the following information:

A Total amount of the fuel pwhase.

>

Total gallons of fuel purchased.

>

Price per gallon.

>\

Signature of the person purchasing the fuel.

Vehicle number.

>\

>\

Current vehicle mileage at the time of the purchase.

U Once the information is retained on the store copy of the fuel ticket, the@acopy or original
(whichever is obtained by the employee) will be discarded.
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Vehicle Maintenance

U Routine service and netilowntime maintenance

o The crew taking the unit to Vehicle Maintenance will need to complete the top portion of
0KS @GSKAOES YIAydSylyOS NBIljdzSad FyR LX I OS
completing the work. Keys should be left in the kbck after hours.

o0 When an appointment time has been set, the Crew Chief and Shift Supervisor on duty is
responsible for insuring that the vehicle meets the appointment.

0 The vehicle should be placed on the line outside Vehicle Maintenance the night before the
scheduled appintment or at the earliest convenience.

0 When the work is completed, the mechanic will fill out the bottom portion of the Vehicle
Maintenance Request and give it to a designated person at Vehicle Maintenance who will
then forward it to the supervisor regmsible for tracking vehicle maintenance.

U Break downs and Towing

o During normal garage business operating hours, the crew chief or supervisor should contact
the garage and arrange for proper transportation of the unit.

o On nights, weekends, or holiday$et Shift Supervisor must page the-oall mechanic. If
the unit is out of service, the crew will switch into the closest available spare. After moving
into the spare, the Shift Supervisor should report to the other supervisory personnel that
the spare uit is being used.

o If the unit is outof-county, the senior person on the unit must notify the Shift Supervisor by
phone or relay the information to the Shift Supervisor through the communications center.

0 When a unit is ready, the Shift Supervisor wil botified by Vehicle Maintenance. The Shift
Supervisor will designate a crew to pick up the unit and return the spare to its assigned base.
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ARTICLE X. OPERATIONS STANDARDS FOR DRIVERS OF VEHICLES USED FOR COUNTY BUSINESS

Sec. 28331. Definitions.
The following words, terms and phrases, when used in this article, shall have the meanings ascribed to
them in this section, except where the context clearly indicates a different meaning:

County drug testing policyrhe policyof the county is to maintain a workplace free of substance abuse
and to work toward a drugree community. The county will comply with the requirements of the
Federal Drug-ree Workplace Act of 1988, since sufficient evidence has concluded that the use of
controlled substances and other forms of drug abuse will seriously impair an employee's physical and
mental health and, thus, job performance. This policy shall not conflict with the existing law
enforcement policy as it applies to employees of the shisrfepartment.

Defensive driving courgeeans a course approved by the risk manager to teach drivers, as defined in
this article, defensive driving skills.

Drivermeans as follows:

1. Designated driver/employemeans an employee that has received the regsed approval of
the department head to carry out official business of the county in a ceowtyed or privately
owned vehicle. See section-332.

2. Designated volunteaneans a volunteer who has received the express approval of the
department head to cay out official business of the county in a county vehicle or a privately
owned vehicle.

3. High mileage drivemneans employees using privately owned vehicles for county business and
exceeding 2,499 miles in a-snonth period and who qualify for high milge reimbursement.

See section 2832.

Risk managemeans the county employee responsible for identifying and analyzing risks that would
cause major financial loss to the county and implementing and monitoring policies and procedures to
reduce these risks

(Code 1995, § 275.01)
Cross referencedefinitions generally, 8-2.
Sec. 28332. Responsibilities of risk manager.

a. The frequency of accidents and the damage to county and private property calls for careful
attention to developing preventive driving measures. The risk manager shall implement and
carry out the measures in subsection of this section to address satisfattioing standards
and determine the preventability of all accidents that occur in the operation of vehicles, as
defined in this article.

b. The risk manager shall:

1. Carry out the official actions of this article.

2. Increase the awareness level of appropriate vehicular safety by:
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a. Developing appropriate defensive driving courses for drivers;

b. Developing guidelines for authorized use of privately owned vehicles authorized
for county business and functions;

c. Providing griodic reports, articles, and programs for enhanced vehicular safety;
and

d. Enhancing awareness of proper vehicular maintenance and ensuring the
establishment of a regularly scheduled maintenance program.

3. Determine accident trends in terms of number, tyaad frequency, patterns of
recurrence and vulnerability and implement appropriate corrective action.

4. (4) Review vehicle accidents incurred by drivers where property damage, personal
injury, or death occurs; determine the preventability and severityhefinfraction; and
recommend the necessary corrective action.

(Code 1995, § 275.02)
Sec. 28333. Authorization.

a. The following types of vehicles are identified for the purposes of complying with the county

policy under this article:
1. Ambulances.

Patrolvehicles.

Vehicles assigned to the tax office.

Trucks (pickup, utility).

Vans.

Privately owned vehicles:

a. Used to transport clients as a regular function of job duties.
b. Operated by employees receiving high mileage reimbursement.

b. Excluded countpwned vehicles are heavy equipment/machinery.

c. Only county employees may operate cowatyned vehicles with the exception of approved
contract maintenance personnel, reserve deputy sheriffs, and designated volunteers.

d. Drivers shall not opaite a countyowned vehicle except upon the express direction and
authorization of the department head who supervises regular work activities.

e. A county vehicle may only be used for official county business. Reports of private use of a
county vehicle wilbe received and investigated by the department head, and appropriate
action will be taken.

f. Finalists for all positions which require driving shall agree to a department of motor vehicles
(DMV) driving record master check as a condition of employment. &ighg checks shall be
the responsibility of the personnel director. The personnel director shall be responsible for
determining the relevance of the information obtained to the position for which the applicant
has applied. Finalists for positions whielyuire driving as described in this article will not be
recommended for hire by the personnel director if a driving record from the department of
motor vehicles indicates the applicant has received more than four points within the last three
years.

oA wWN
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g. Inthe employee orientation session conducted by the personnel department, employees
subject to this article shall be informed of this article and of their obligation to function
according to its provisions by the risk manager. Designated volunteers will de amzare of
their responsibilities under this article by the respective department head.

h. 1t shall be the policy of the county to assign vehicles to a particular department for the general
conduct of its business. This is hot meant to restrict the usdystiighat department. Vehicles,
other than emergency response vehicles, at any time may be subject to use outside of the
regular department functions.

(Code 1995, § 275.03)
Sec. 28334. Maintenance.

a. Maintenance standards applying to a driver operatngountyowned vehicle are as follows:

1. Preventive maintenance and service of countyned vehicles shall be the function of
the county garage.

2. A notice of regularly scheduled preventive maintenance will be provided to the
department head for each county vehicle in the form of a vehicle sticker.

3. The garage manager shall possess the authority to confiscate any vehicle that has not
received the reglarly scheduled maintenance check or if he deems the vehicle not
roadworthy. Until such time, corrective action shall be taken. The garage manager will
coordinate and maintain temporary alternate vehicles.

4. At least annually, the garage manager shall pfexo the department head and/or the
risk manager an analysis of vehicle operation costs.

5. Each driver shall be responsible for ensuring that his vehicle is in good working condition
at all times. A driver is responsible for reporting in writing, immesliatall defects to
his department head and the garage manager.

b. Drivers operating privately owned vehicles under this article shall be responsible for the proper
maintenance and safety of their vehicles.

(Code 1995, § 275.04)
Sec. 28335. Accident pregntion.

a. It shall be the responsibility of all drivers of county vehicles to drive defensively to prevent
accidents in spite of the incorrect actions of others and regardless of adverse conditions. The
risk manager will develop measures to improve drivdafety, which includes the defensive
driving course. Such courses, designed both for regular driving and for those driving emergency
response vehicles, will be scheduled on a regular basis by the risk manager, and drivers shall be
required to take the cowge as set forth in this article.

b. An employee assigned a courdwned vehicle as a regular function of the employee's position
with the county shall be required to complete the applicable defensive driving course within six
months of being assigned to asignated driving position. Employees of the sheriff's
department will be allowed to substitute basic law enforcement training (BLET) and/or the
state's 46hour driving school for the county's defensive driving course. However, if an
employee of the sheri® department is involved in an avoidable accident, the employee must
complete the county's next available defensive driving course or a special training application,
which addresses specific driving needs as set forth by the risk manager.
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Designated volateers responsible for driving a courtyvned vehicle or driving a privately
owned vehicle for county business must:
1. Possess a valid driver's license issued by this state;
2. Agree to a driving record master check from the department of motor vehicles; and
3. Complete the next available applicable defensive driving course.
Other employees are subject to the following:
1. Employees, subject to this article, who have the responsibility of transporting clients in
their privately owned vehicles shall be requiredcamplete the defensive driving
course within one year of hire or reassignment.
2. All personnel driving privately owned vehicles who receive high mileage reimbursement
are required to complete the defensive driving course within one year.
3. Any employee whonay have occasion to operate a county vehicle must take the
course.
The department head, in consultation with the personnel director, may require preemployment
and/or periodic physical examinations to determine an employee's fithess to perform the
essental functions of the job. The department head, in consultation with the risk manager, may
also require these examinations for designated volunteers.
All drivers shall be instructed on precautionary procedures to take should an accident occur and
should obtain the following:
1. The name of other drivers, passengers and/or pedestrians involved;
2. The insurance carrier, agent, and policy number of any adhiger, if possible;
3. The names and statements of witnesses; and
4. The investigating officer's report.
Employees subject to Federal Highway Administration (FHWA) and Federal Transit
Administration (FTA) regulations are required to attend training, as addgein the county
drug testing policy.
Basic safety equipment and supplies for vehicles will be established by the risk manager (e.g.,
fire extinguisher, flares, signs, bloodborne pathogens kits, and the like). It will be the employee's
responsibility toensure vehicles are appropriately supplied.
Employees' driving records will be updated by the risk manager every three years from the
original date of training. If an employee has not been in afaalt accident or has not had any
points added to his dving record, the driver will be exempt from taking the defensive driving
course for another three years. No employee shall exceed more than six years without taking
the defensive driving course.
Department heads requiring additional driving instructiantside the scope of this article must
have the instruction approved by the risk manager.
Safe driver award incentive programs will be administered within the respective driver's
department.

(Code 1995, § 275.05)

Sec. 28336. Accident reporting and regiv.

a. ReportingWhen any driver, as defined in this article, is involved in an accident, he shall:

1. Immediately notify proper law enforcement officials;

2. Immediately notify the department head,;

3. Immediately notify the garage manager; and

4. Notify the risk nmanager within one working day of the accident.
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Safety sensitive employees, as defined by the Federal Transit Administration, and commercial
driver's license (CDL) drivers subject to the Federal Highway Administration are required to
follow the county drug testing policy requirements for p@sicident esting.

b. Accident reviewAccidents shall be reviewed as follows:

1. The risk manager shall review each accident where property damage, personal injury, or
death occurs and determine the preventability and severity of the infraction and
determine the necessy corrective action. The risk manager shall provide a written
report within 30 days to the department head.

2. The review and consideration of a case by the risk manager will include the following
elements:

a. The past driving record of the driver.

b. The repot of the investigating officer.

c. The driver's report.

d. Oral presentation by the driver, if needed or requested.

e. Supporting materials or the testimony of withesses, if warranted.

f. The department head's or the designated representative's report of the
accicent.

c. Supporting material or witnesseA driver may petition to present supporting material or
witnesses to the risk manager to assist in the interpretation of the accident.

d. Suspension of driving dutidrivers subject to this article may be suspendgdhe risk
manager from driving duties, pending an investigation of each incident/accident.

e. Penalty Upon finding that a driver, who is an employee, is involved in a preventable accident,
the risk manager shall discuss the findings with the personnettdireThe personnel director
shall recommend to the department head the appropriate disciplinary action based on section
28-117. If a designated volunteer is involved in a preventable accident, the risk manger shall
make recommendations for appropriate & to the department head.

f. Appeal An appeal can be made by a driver/employee as set forth in sectid22®ertaining to
the grievance procedure.

g. Drug testing Certain county drivers are subject to the requirements of the county drug testing
policy. Nthing in this policy shall alter any employee's responsibilities under the county drug
testing policy.

(Code 1995, § 275.06)
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Vehicle Operations

Operation of a Catawba County EMS vehicle requires careful skill and awareness dfigter This
policy discusses areas that are necessary for careful vehicle operation.

U Training

o New or reserve employees will be required to pass driving skill evaluation and
requirements for pre employment, prior to operating an ambulance.

U Shore lins

o Ambulances should be parked in bay area when possible and plugged in to the
shorelines to maintain adequate charge on batteries.

U Backing

0 The driver should have someone at the rear of the ambulance, on the driver side,
observing the area and directirige driver while backing. The driver should stop
immediately any time they lose sight of the person directing in the mirror.

U Emergency Response

o Notify communications any time level of response is changed from the level of initial
dispatch. Driver shodlrespond obeying all traffic laws and in a safe manner.

U0 When approaching a school bus with a stop sign displayed.
o An ambulance shall not pass a stopped school bus displaying a stop sign.

o !y FYodz I yOSQa NYzyyAy3 f A DKapassihgfhe bus.A NBy
When stopping the un