












PAYROLL: Dollar Amount TOTAL

Check Nos: 2150 through 2159 302,711.27$       302,711.27$        
(Benefit & L&I Monthly Payment)

646,127.14$       646,127.14$        

Decision Point ACH Payroll Transfer Amount: 122,181.06$       122,181.06$        
Div of Child Support  ACH Payroll Transfer Amount: 439.50$              439.50$               

Fidelity  ACH Payroll Transfer Amount: 9,095.00$           9,095.00$            
8/13/25 Payroll Correction 941 ACH Payroll Transfer Amount: 1,472.27$           1,472.27$            

941 ACH Payroll Transfer Amount: 142,024.09$       142,024.09$        

1,224,050.33$   GRAND TOTAL ACCOUNTS PAYABLE & PAYROLL:

CHECK APPROVAL: August 25, 2025
APPROVED BY Perry Oldenburg

ACH Payroll Transfer Amount:
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Check Report
Pierce County Fire Protection District No.5 By Check Number

Date Range: 08/11/2025 - 08/25/2025

Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

Bank Code: Payroll-Payroll

14 Internal Revenue Service - EFTPS 08/13/2025 DFT00011821,472.27Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT00013513,677.50Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT000135230,856.69Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT00013534,419.57Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT000135437,471.26Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT00013551,047.82Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT000135639,321.96Bank Draft 0.00

73 DECISION POINT 08/25/2025 DFT00013575,386.26Bank Draft 0.00

283 DSHS - DIV OF CHILD SUPPORT 08/25/2025 DFT0001358439.50Bank Draft 0.00

303 FIDELITY INVESTMENTS 08/25/2025 DFT00013594,520.00Bank Draft 0.00

303 FIDELITY INVESTMENTS 08/25/2025 DFT0001360500.00Bank Draft 0.00

303 FIDELITY INVESTMENTS 08/25/2025 DFT00013613,100.00Bank Draft 0.00

303 FIDELITY INVESTMENTS 08/25/2025 DFT0001362975.00Bank Draft 0.00

14 Internal Revenue Service - EFTPS 08/25/2025 DFT000136327,631.09Bank Draft 0.00

14 Internal Revenue Service - EFTPS 08/25/2025 DFT0001364808.58Bank Draft 0.00

14 Internal Revenue Service - EFTPS 08/25/2025 DFT0001365113,584.42Bank Draft 0.00

Regular Checks

Manual Checks

Voided Checks

Discount
Payment

CountPayment Type

Bank Code Payroll Summary

Bank Drafts

EFT's

0

0

0

16

0

0.00

0.00

0.00

0.00

0.00

16 0.00

Payment

0.00

0.00

0.00

275,211.92

0.00

275,211.92

Payable
Count

0

0

0

16

0

16



Check Report Date Range: 08/11/2025 - 08/25/2025

8/22/2025 2:43:11 PM Page 2 of 4

Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

Bank Code: Pooled Cash-Pooled Cash

2977 GIG HARBOR CITY OF 08/11/2025 2148115,091.00Regular 0.00

2977 GIG HARBOR CITY OF 08/14/2025 214988,941.00Regular 0.00

1925 AFLAC 08/21/2025 21501,829.62Regular 0.00

107 DEPT LABOR & INDUSTRIES 08/21/2025 215152,934.90Regular 0.00

67 EMPLOYMENT SECURITY DEPT - PFMLA 08/21/2025 21528,308.32Regular 0.00

3176 Gig Harbor Firefighters Union Health & Welfare Trust08/21/2025 2153103,660.43Regular 0.00

388 GIG HARBOR PENINSULA FF ASSOCIATION 08/21/2025 2154370.00Regular 0.00

2307 VISION SERVICE PLAN - AT 08/21/2025 2155115.46Regular 0.00

515 WA CARES FUND - LTC 08/21/2025 21561,733.56Regular 0.00

525 WASHINGTON PER SYSTEM  EMP 08/21/2025 215710,482.52Regular 0.00

526 Washington State Treasurer 08/21/2025 2158115,063.96Regular 0.00

980 WASHINGTON STATE TREASURER 08/21/2025 21598,212.50Regular 0.00

1995 ABBOTT LABORATORIES INC 08/22/2025 216041,878.64Regular 0.00

379 BOUND TREE MEDICAL  LLC 08/22/2025 2161642.60Regular 0.00

836 CARDINAL HEALTH 112 LLC 08/22/2025 21625,830.66Regular 0.00

2059 CBS REPORTING INC 08/22/2025 2163701.45Regular 0.00

3120 CENTRAL WELDING SUPPLY 08/22/2025 2164952.34Regular 0.00

3005 CINTAS CORP 08/22/2025 2165753.69Regular 0.00

3005 CINTAS CORP 08/22/2025 21663,275.96Regular 0.00

37 CLAIBORNE, LARRY 08/22/2025 2167272.70Regular 0.00

2478 COMCAST 08/22/2025 21681,066.92Regular 0.00

2332 COPELAND, ROBERT 08/22/2025 2169185.00Regular 0.00

8 CURTIS LN & SONS 08/22/2025 21701,840.90Regular 0.00

261 DOBBS PETERBILT - TACOMA 1 08/22/2025 217189.92Regular 0.00

244 DRYBOX 08/22/2025 217213,825.25Regular 0.00

233 EMS CONNECT 08/22/2025 2173780.00Regular 0.00

3219 EMS TECHNOLOGY SOLUTIONS 08/22/2025 21741,681.50Regular 0.00

341 ERIC T QUINN PS 08/22/2025 2175500.00Regular 0.00

542 GALLS LLC 08/22/2025 21761,940.57Regular 0.00

376 GOODMAN, CHRIS 08/22/2025 2177185.00Regular 0.00

VEN00101 Grail Inc 08/22/2025 2178649.00Regular 0.00

3125 HARBOR AUDIOLOGY 08/22/2025 2179190.00Regular 0.00

2283 HUGHES FIRE EQUIPMENT INC 08/22/2025 21804,351.57Regular 0.00

22 IMS ALLIANCE 08/22/2025 218163.13Regular 0.00

353 JOHN A CAMPBELL MD PC 08/22/2025 218212,234.00Regular 0.00

2870 KENT D BRUCE CO LLC 08/22/2025 218343.24Regular 0.00

53 LABORATORY CORP OF AMERICA 08/22/2025 2184188.80Regular 0.00

212 LAWSON PRODUCTS 08/22/2025 2185461.70Regular 0.00

587 LEVEL 3 COMMUNICATIONS LLC 08/22/2025 21862,162.09Regular 0.00

528 LIFE ASSIST INC 08/22/2025 218714,243.30Regular 0.00

**Void** 08/22/2025 21880.00Regular 0.00

**Void** 08/22/2025 21890.00Regular 0.00

529 MACDONALD MILLER FACILITY SOLUTIONS LLC 08/22/2025 21909,363.29Regular 0.00

3096 MCKESSON MEDICAL SURGICAL 08/22/2025 21911,772.40Regular 0.00

506 MSTEFANOVIC CONSULTING LLC 08/22/2025 21928,125.00Regular 0.00

1359 MURREYS DISPOSAL CO INC 08/22/2025 21932,199.63Regular 0.00

492 PIERCE COUNTY 08/22/2025 2194240.00Regular 0.00

572 PITNEY BOWES INC 08/22/2025 2195172.43Regular 0.00

420 POMPS TIRE SERVICE INC 08/22/2025 21964,648.53Regular 0.00

387 READY REBOUND 08/22/2025 219720,460.00Regular 0.00

1624 RICE FERGUS MILLER 08/22/2025 219818,419.65Regular 0.00

99 SEAWESTERN INC 08/22/2025 21996,540.85Regular 0.00

412 SEBREN, MELISSA 08/22/2025 220020.85Regular 0.00

302 STERICYCLE INC 08/22/2025 2201147.81Regular 0.00

600 SYSTEMS DESIGN WEST LLC 08/22/2025 22027,750.74Regular 0.00

1957 TITUS WILL FORD 08/22/2025 2203109.80Regular 0.00

564 TYLER TECHNOLOGIES INC 08/22/2025 2204362.50Regular 0.00

3115 UNITED HEALTHCARE 08/22/2025 220583.80Regular 0.00

203 US BANK 08/22/2025 220650,128.92Regular 0.00

532 US BANK - INSTANT CARD 08/22/2025 2207189.25Regular 0.00



Check Report Date Range: 08/11/2025 - 08/25/2025

8/22/2025 2:43:11 PM Page 3 of 4

Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

2973 VERIZON WIRELESS - DALLAS 08/22/2025 2208208.94Regular 0.00

1474 WASHINGTON WATER SERVICE - 1 08/22/2025 2209168.11Regular 0.00

1820 WESTBAY AUTO PARTS 08/22/2025 221082.58Regular 0.00

506 MSTEFANOVIC CONSULTING LLC 08/22/2025 22112,275.00Regular 0.00

VEN00040 Pease Construction 08/22/2025 22121,192,506.38Regular 0.00

19 PENINSULA LIGHT CO - ELECTRIC 08/22/2025 221323,054.46Regular 0.00

1624 RICE FERGUS MILLER 08/22/2025 2214137,459.90Regular 0.00

Regular Checks

Manual Checks

Voided Checks

Discount
Payment

CountPayment Type

Bank Code Pooled Cash Summary

Bank Drafts

EFT's

65

0

2

0

0

0.00

0.00

0.00

0.00

0.00

67 0.00

Payment

2,104,224.02

0.00

0.00

0.00

0.00

2,104,224.02

Payable
Count

175

0

0

0

0

175



Check Report Date Range: 08/11/2025 - 08/25/2025
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All Bank Codes Check Summary

Payment Type Discount
Payment

Count Payment
Payable

Count

Regular Checks

Manual Checks

Voided Checks

Bank Drafts

EFT's

65

0

2

16

0

0.00

0.00

0.00

0.00

0.00

83 0.00

2,104,224.02

0.00

0.00

275,211.92

0.00

2,379,435.94

175

0

0

16

0

191

Fund Name AmountPeriod

Fund Summary

999 Pooled Cash 2,379,435.948/2025

2,379,435.94

Authorization Signatures
Pierce County Fire District 5

I, the undersigned, do hereby certify under penalty of perjury that the materials have been furnished, the services rendered or the labor performed as described, or that any
advance payment is due and payable pursuant to a contract or is available as an option for full or partial fulfillment of a contractual obligation, and that the claim is a just, due
and unpaid obligation against the district, and that I am authorized to authenticate and certify to said claim.

   Chair

   Commissioner

   Commissioner

   Commissioner

   Commissioner

   District Secretary



David Beste  
 

Work Experience 
January 1994 – October 2024 

Bellevue Fire Department – Firefighter 
• July 2022 – October 2024 – Deputy Chief, Bureau of Support Service 
• July 2019 – June 2022 – Battalion Chief, Commander EMS Division 
• April 2018 – June 2019, Battalion Chief, Platoon Commander  
• Additional positions - Captain, Lieutenant, Firefighter 

 Education  

Bachelor of Science, Business of Administration – June 1992 
Central Washington University – Ellensburg, Washington 
 
Certifications 

• Seattle Fire Department Executive Leadership Academy  
• Peer Support / Crisis Intervention Stress Management Team 
• Leading, Education, and Developing (LEAD) – University of Virgina 
• Integrated Emergency Management Course: Preparing the Whole Community for 

a Complex Coordinated Attack 
• Emergency Management Institute: Community Emergency Response Team 

(CERT) Train the Trainer 
• Accreditation Manager - Center for Public Safety Excellence (CPSE) 

 

Accomplishments / Responsibilities 

• Implementation of Electronic Health Record and National Fire Incident 
Reporting System (NFIRS) - ESO 

• Implementation of Inventory Management, tracking, and narcotic inventory 
Control System - Operative IQ  

• Implementation of Mobile Integrated Health (MIH) unit and system.  
• Implementation of commuter rail response plans to include underground tunnels 
• Implementation of multiple new response capabilities, response units, and 

facilities. 
• Assisted with Development, implementation, and use of King County EMS Levy  
• Managed Response to COVID-19 Pandemic for both the City of Bellevue and King 

County EMS systems 



• Developed and implemented policies and procedures for the Bellevue Fire 
Department, City of Bellevue, and King County Emergency Medical Services 
(EMS)  

• Developing and planning of Fire and Emergency Services Self-Assessment 
Manual for re-accreditation (FESSAM), Annual Compliance Reporting, and 
Standard of Cover. 

• Development and implementation of the Strategic Plan for the Bellevue Fire 
Department 

• Fire Service political lobbying at local, state, and national levels 
• Union and employer negotiations experience 
• Oversaw divisions, sections, groups, and teams within the Bellevue Fire 

Department to include: 
o Training Division – Formal Training of all staff including, special rescue 

disciplines, hiring and training of new firefighters 
o Data and Systems Division – implementation of dashboards and data 

entry training 
o Supply and Maintenance Division - Purchase and maintenance of 

apparatus, vehicles, and equipment 
o Facilities Groups– Construction and maintenance of Fire Department 

facilities. 
o EMS Division – managed EMS training, equipment, apparatus, and 

paramedic facilities for EMT’s and Paramedics 
  















Matthew Joseph Fleming 
 

   

Professional Summary 
Experienced fire service professional with progressive leadership in fire operations, 
emergency management, and interagency coordination. Proven track record of strategic 
planning, public service, and organizational leadership. Committed to fostering community 
resilience, public safety, and collaborative emergency response. Passionate about serving 
the Gig Harbor community and contributing to effective governance and oversight as Fire 
Commissioner at Gig Harbor Fire and Medic One. 

Professional Experience 
Tacoma Fire Department – Tacoma, WA 

Battalion Chief | Aug 2022 – Present 

• Lead and manage six fire stations, oversee twenty-nine on duty personnel, emergency 
operations, training, and public outreach. 

• Collaborate with department leadership, labor union, and the community to support 
departmental goals and resource allocation. 

• Oversaw Safety Division, a member of the department’s Executive Team, chaired multiple 
committees and boards. Oversaw multiple major accident/injury investigations. 

• Co-Chair of Puget Sound Urban Areas Security Initiative - Fire/Hazmat/EMS Committee 

Captain | Jul 2021 – Aug 2022 

• Supervised daily operations of fire station and crews, ensuring operational readiness and 
compliance with city and department policies. 

• Facilitated training exercises, managed projects, and emergency response coordination. 

Lieutenant | Jun 2019 – Jul 2021 

• Provided patient care and directed emergency response teams. 

• Supported training, fire prevention, and community outreach efforts.  

Firefighter/EMT | Mar 2011 – Jun 2019 

• Delivered emergency medical services, fire suppression, and rescue operations. 

• Specialty training: Tech Rescue Technician in five disciplines, Hazmat Technician/Specialist, 
Emergency Medical Dispatcher. 



FEMA Urban Search & Rescue – WA Task Force 1 – Puget Sound, WA 

Technical Information Specialist | Aug 2022 – Present 

• Provide critical data management and intelligence during deployment. 

• Support planning and decision-making for complex emergency incidents. 

HazMat Specialist | Mar 2018 – Aug 2022 

• Conducted hazardous materials operations in high-risk environments. 

• Trained and certified in chemical, biological, radiological, and nuclear response protocols. 
 

Pierce County Incident Management Team – Pierce County, WA 

Plans Team Member | Jan 2023 – Present 

• Support planning, logistics, and coordination during regional emergencies and large-scale 
events. 

• Engage with local jurisdictions and public health agencies for unified command and 
response. 

Education 
University of Washington – Foster School of Business / Seattle Fire Department 

• Executive Leadership Academy, May 2024 

Arizona State University – Bob Ramsey Executive Education 

• Certified Public Manager, June 2023 

Western Governors University – Washington 

• Master of Science in Management and Leadership, July 2017 

  Capstone: Leadership Development in the Tacoma Fire Department 

Sierra College – Rocklin, CA 

• Associate of Science in Fire Technology, August 2009 

  Phi Kappa Theta Honors 

University of Washington – Seattle, WA 

• Bachelor of Arts in Communication, June 2008 











Charles Slothower 
 

Objective 
To be appointed as a Gig Harbor Fire Commissioner      

Education 
FIRE OFFICER I CERTIFICATE | MARCH 29, 2018 | IFSAC 

FIRE INSTRUCTOR I CERTIFICATE | DECEMBER 9, 2017 | IFSAC 

COMPANY OFFICER CANDIDATE SCHOOL | OCTOBER 5, 2007 | RENTON FIRE 

AA FIRE SCIENCE DEGREE | DECEMBER 15, 2004 | BELLEVUE COMMUNITY COLLEGE 

FIRE SERVICE CERTIFICATE OF TRAINING | DECEMBER 2,1996 | BATES 

ASSOCIATES OF ARTS | MARCH 20,1992 | GREEN RIVER COMMUNITY COLLEGE 

Awards & Abilities 
CITIATIONS AND AWARDS 
· Top Engine Company of the Year 2015 awarded February 10, 2016: Response to three 2-alarm fires 

and rescue efforts of five individuals.  Awarded by Chief Mark Peterson. 
· Unit Citation awarded December 29, 2015: Acting Lieutenant during the rescue of several residence 

from the Emerald Heights Apartment fire. Awarded by Chief Mark Peterson. 
· Meritorious Unit Citation awarded August 17th, 2009: Harrington Square Apartment fire for preventing 

the spread of the fire and protecting the citizens of Renton. Awarded by Chief I. David Daniels. 

MANAGEMENT 
· Long time volunteer and member of Chapel Hill EPC. 
· Over 20 years of coaching and volunteer work with community youth sports and youth adaptive 

wheelchair basketball. 

LEADERSHIP 
· Chapel Hill Ruling Elder on Session 2012-2015, March 2016-2022/Chair of Session 2019: Responsible 

for the oversight of the senior pastor, a 1500-member congregation, and a 3-million-dollar budget. 

Experience 
LIEUTENTANT | RENTON REGIONAL FIRE AUTHORITY | FEB 2019-JUNE 2025 
FIREFIGHTER | RENTON REGIONAL FIRE AUTHORITY | JULY 2016-JAN 2019 

FIREFIGHER |CITY OF RENTON| APRIL 1999-JUNE 2016 

  



 
 
 
 

RESOLUTION 2025-02 
August 26, 2025 

 
BE IT RESOLVED that the Board of Fire Commissioners of Pierce County Fire Protection 
District No. 5 hereby adopts the revised organizational policies pursuant to 1000 Series – The 
Board of Commissioners: 

 
WHEREAS, the Board of Commissioners of Pierce County Fire District No. 5 periodically 
reviews its organizational policies to improve clarity, consistency, and operational efficiency by 
making minor housekeeping revisions and removing overly specific details that require frequent 
updates, thereby ensuring the policies remain broadly applicable and sustainable;  

 
NOW, THEREFORE BE IT HEREBY RESOLVED, by the Board of Fire Commissioners of 
Pierce County Fire Protection District No. 5 as follows: 

 
1. The Board herby adopts the revised organizational policies, attached hereto and 

incorporated herein by reference. 
2. These revised policies shall take effect immediately upon adoption and shall supersede 

all previous versions. 
3. The Board hereby rescinds Resolution 2019-05, which pertained to the application of 

Robert’s Rules of Order and commissioner expense approval.   
4. These revised policies are incorporated into and supersede all previously adopted 

policies within the 1000 series.  
 
 
Approved at a regular meeting of the Board of Fire Commissioners, Pierce County Fire 
Protection District No. 5, this 26th day of August, 2025. 



 

Commissioner 
 
 

 
Commissioner 

 
 

 
Commissioner



 

Title: Standard Operating Guidelines Table of Contents 
 

Reference: 1000 Series 
 

Applies to: Pierce County Fire District #5 

Approved by: Board of Fire Commissioners 
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Created: 04/28/2008 Reviewed/Revised: 8/8/2025 
Page 1 of 1  

 

 
 

Title: Role of the Board of Fire Commissioners 

Reference: 1000.1 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
The role of the Board of Fire Commissioners of Gig Harbor Fire & Medic One is to establish the 
policies and budget of the District; provide fiscal controls; provide a conduit to the citizens of the 
community; and to employ a Fire Chief to implement and direct the necessary functions and strategic 
plan of the District.  
 
• The Board appoints and evaluates the Fire Chief, who is responsible for the execution of Board 

policies. 
• The Fire Chief is the sole employee of the Board of Fire Commissioners. All other District 

employees report to and operate under the authority of the Fire Chief. 
• The Board shall not interfere with the day-to-day operational management. 
• Individual commissioners shall not assume the responsibility of the Fire Chief or Staff. 
• The Board shall function as a collective entity, with actions only taken through official meetings 

and votes. 
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Title: Guiding Principles 

Reference: 1000.2 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
Through honest, open and visionary leadership; we, the Board of Fire Commissioners for Gig Harbor 
Fire & Medic One, lead by example, hold ourselves accountable and treat each other with dignity and 
respect. In so doing, we embrace and accept change, and commit our resources to provide the highest 
level of emergency services to the citizens of our community. 
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Title: Authority 

Reference: 1000.3 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
The Gig Harbor Fire & Medic One Board of Commissioners (Board) hereby establishes the following 
guidelines for the conduct of Board meetings, proceedings and business. These guidelines shall be in 
effect upon adoption by the Board and until such time as they are amended or new guidelines adopted in 
the manner provided by these guidelines. 
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Title: Board Meetings 

Reference: 1000.4 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.4.a TYPES OF MEETINGS 

1. Regular – The Board meeting held on the second and fourth Tuesday of each 
month at 5:00pm and conducted in a hybrid format (in-person and virtual 
attendance). 

2. Special – Any Board meeting other than the Regular Board meeting. Notice shall be 
given at least 24 hours in advance. A Special Board meeting may be scheduled by the 
Chairman or at the request of a majority of the Commissioners. 

3. Emergency – A Special Board meeting called without the 24-hour notice. An 
Emergency meeting deals with an emergency involving injury or damage to persons or 
property or the likelihood of such injury or damage, when time requirements of a 24-
hour notice would make notice impractical and increase the likelihood of such injury or 
damage. Emergency meetings may be called by the Chairman or a majority of 
Commissioners. The minutes will indicate the reason for the emergency. 

4. Committee Meetings – A meeting of less than a quorum of Board members to discuss 
issues, provide input to the Fire Chief, and to keep the Board members informed on 
critical issues before them. The committee structure allows for discussion and input 
only, no decision making authority. Items requiring a decision by the Board shall be 
brought forward at an official Board meeting for action. Committee meetings may be 
called by Committee members, or the Fire Chief, as needed. 

5. Executive Session – A portion of a Board meeting that is closed except to the Board, 
and those authorized to attend by the Board. The public is restricted from 
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attendance. Executive sessions may be held during Regular, Special or Emergency Board 
meetings and will be announced by the Chair. Executive session subjects are limited to 
considering only those items specified in RCW 42.30.110 (examples include, but are not 
limited to, matters relating to real property acquisition and sale, public bid contract 
performance, complaints against public officers and employees, public employment 
applications and public employee evaluation, elective office appointments and attorney-
client discussions). 

 
Before convening an Executive session, the Chair shall announce the purpose of the 
meeting and the anticipated time when the session will be concluded. Should the session 
require more time, a public announcement shall be made that the meeting is being 
extended. 

1000.4. b Special Meetings may be called by the Chair or at the request of a majority of the 
Commissioners. Special Meetings will be specifically for the purpose of reviewing 
particular issues that have time constraints or are of significant importance that require a 
dedicated block of time. 

Final decisions can be made at a Special Meeting. Public notice will be required as 
provided in RCW 42.30.080. 

1000.4.c If any Regular Meeting that is scheduled falls on a legal holiday, the meeting may 
be cancelled or be held on another day that is scheduled by a majority vote of the 
Commissioners. 

1000.4. d The Chair will state the public hearing procedures before each public hearing.  

1000.4. e Staff/consultants may provide brief information and respond to questions by 
Commissioners or as requested by the Fire Chief. 

1000.4. f Citizen comment periods will be available at each Regular, Emergency or Special 
Meeting for the use of those citizens wishing to address the Board. Citizen comments at 
Special or Emergency meetings should only be germane to the topic of the meeting. 

1000.4. g The Secretary, or his/her designee, will prepare the meeting minutes in a written format 
which will become the “official” record of the Board meeting minutes as documented by 
the Secretary and approved by the Board. The Secretary will keep an account of all 
proceedings of the Board in accordance with the statutory requirements, and proceedings 
will be entered into a minute book constituting the official record of the Board. 

Board meeting minutes, as written by the Secretary, will not be revised or corrected 
without a majority affirmative vote of the Board at a regularly scheduled Board meeting. 
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Title: Policy on Commissioner Email 

Reference: 1000.4.1 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
To ensure compliance with the Open Public Meetings Act (RCW42.30) and the Public Records Act (RCW 
42.56), the Board of Fire Commissioners establishes the following email communication policy:  

1. Prohibited Use of Email for Board Discussions: 
• Commissioners shall not use email to conduct discussions between members of the governing 

body. 
• All discussions regarding official Board matters shall be held in an open public meeting, in 

accordance with RCW 42.30. 
 

2. Use of District Email Accounts: 
• Commissioners shall be assigned a District email account for all official communications. 
• The use of personal email accounts for official Board business is prohibited to ensure compliance 

with RCW 42.56. 
 

3. Public Record Implications: 
• All emails sent or received through District email systems are public records and subject to 

public disclosure, except where legally exempted. 
• Email records shall be retained in compliance with Washington State records retention laws. 

 
4. Informational Emails: 

• An individual commissioner may send an informational email to other Board members only 
when no response is anticipated. 

• Commissioners shall not respond directly or indirectly to any informational email sent by 
another commissioner. 
 

5. Communication with District Staff: 
• Commissioners may email District staff regarding operational or administrative matters. 
• However, such communications shall not include deliberations or decisions that must be made 

during a public meeting.
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Title: Regular Board Meeting Agenda 

Reference: 1000.5 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1. Call Meeting to Order 

The Chair calls the meeting to order. The Chair will indicate any Commissioner who is not in 
attendance and whether or not the Commissioner has an excused absence (a Commissioner must 
contact the Chair, another Commissioner, the Fire Chief, or Secretary prior to a Board meeting and 
request that the absence be excused in order to qualify as an excused absence.) The Chair may, with 
the concurrence of the Commissioners, take agenda items out of order. 

 
2. Pledge of Allegiance 

Commissioners and, at times, invited guests lead the flag salute. 
 

3. Introductions and Communications 
The Chair acknowledges the members of the audience and may ask for self-introductions of all in 
attendance. 

 
Communications received for the Board or individual Board members are reviewed and discussed as 
appropriate. 

 
4. Audience Comment and Additional Items Added to the Agenda 

Members of the audience may comment on items relating to any matter, if the request is approved by 
the Chair. 
 
Citizens may comment on individual agenda items at times during any regularly scheduled Board 
meeting prior to Board discussion, if approved by the Chair. These agenda items include, but are not 
limited to, resolutions and Board Business issues. These comment times are in addition to the 
Audience Comment time at the start of each regularly scheduled meeting. 
 
The Chair shall ask citizens to state their name and address for the record and limit the time the 
citizen can address the Board to three (3) minutes. 
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The Chair will inquire from the audience and the Board members if there are additional agenda 
items to be added for evaluation at this meeting. Approval of additional agenda items require a 
motion and second from the Board followed by a majority vote of the Board. 

 
5. Minute and Voucher Approvals 

The Chair calls for the approval (by motion and a second) of the minutes from the previous 
meeting. Any open discussion is addressed prior to the call for a final vote of the Board. 

 
The Chair will call for a motion and a second to authorize payment of Vouchers submitted to the 
Board for review and approval. Vouchers will include Payroll and/or Blanket Vouchers and will be 
submitted at both regular meetings of the Board held monthly. Voucher numbers and amounts will 
be read into the record and authorized for payment following a majority vote from the Board. 

 
6. Board Reports 

Commissioners may comment on items relating to any matter. If comments are taking excessive 
time, the Chair shall have the authority to bring comments to closure.  Committee reports are 
addressed at this part of the meeting. 
 
Monthly, the Fire Chief and/or designee will provide a financial report to the Board outlining the 
expenditure and revenue status of the District for the previous month. 

 
7. Fire Chief Report 

The Fire Chief and staff update the Commissioners on current issues or items of Board interest. If 
comments are taking excessive time, the Chair shall have the authority to bring comments to closure. 

 
8. Board Business 

Board Business includes items under both Old and New Business brought to the Board for either 
review or action. Resolutions will be included as Board Business and will be presented to the Board 
twice, if time allows, once for review and a first reading followed with a final version for the Board’s 
action at their next regularly scheduled meeting.  Adoption of a Resolution requires a motion and a 
second followed by a majority vote of the Board. Roll call votes will only be taken if requested by a 
Commissioner or as required by law. 

 
9. Good of the Order and Special Interest/Upcoming Events 

General information regarding the District is allowed to be presented by the audience and Board 
members. Dates and locations of events are presented at this time. 

 
10. Adjournment 

With no further business to come before the Board, the Chair adjourns the meeting. 
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Title: Agenda Preparation 

Reference: 1000.6 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.6.1 The Chair and the Fire Chief or his designee will make a good faith effort to meet at least 

one (1) week prior to all Regular Meetings to prepare a preliminary agenda for the 
Secretary. The Fire Chief and/or his/her designee (i.e. Executive Assistant or HR 
Manager) will prepare an agenda for each Board meeting specifying the time and place 
of the meeting and set forth a brief general description of each item to be considered by 
the Board. The agenda is subject to approval by the Chair and the Fire Chief. 

 
1000.6.2 An item may be placed on a Regular Board meeting agenda by any of the 

following methods: 
(1) A majority vote of the Board; 
(2) Board consensus; 
(3) By any Commissioner; 
(4) By the Fire Chief/Administrator; 
(5) By the Chair. 

 
1000.6.3 An item may be placed on a regular Board meeting agenda after the agenda is closed 

and the notice published if the Commissioner or Fire Chief explains the necessity and 
receives a majority vote of the Board at a public meeting. 

 
1000.6.4 Some agenda items may be listed on the agenda for a time certain. Such listing will 

mean that an item will be heard as soon as reasonably possible after the specified time. 
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1000.6.5 The Fire Chief and/or his/her designee will endeavor to schedule sufficient time 
between public hearings and other scheduled items, so the public is not kept unduly 
waiting, and so the Board will have sufficient time to hear testimony and to deliberate 
matters among themselves. 

 
1000.6.6 Legally required and advertised public hearings will have a higher priority over other 

time-scheduled agenda items which have been scheduled for convenience rather than for 
statutory or other legal reasons. 

 
1000.6.7 Agenda items that are continued from one meeting to another will have 

preference on the agenda to the extent possible. 
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Title: Guidelines Prevail Over Robert’s Rules 

Reference: 1000.7 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
All Board discussion shall be guided by ROBERT’S RULES OF ORDER, NEWLY REVISED. In the 
event of any inconsistency between these "Guidelines" and Robert's Rules, the provisions of these 
"Guidelines" shall be deemed controlling. 

 
 

To support open and inclusive dialogue, the following informal discussion practices shall apply:  

• Motions Need Not Be Seconded  

• There is no limit on how many times a person may speak. However, no one should speak again 
until all who wish to speak have had the opportunity.  

• Informal discussions on a topic are permitted even though no motion has been made.  The 
agenda, however, should be followed.   

• If a proposal is perfectly clear, a vote may be taken without a formal motion, but the Chair must 
express the motion before the vote.  

• The Chair may participate in discussions, make motions, and vote.  

• To enable free discussion, no motions to close or limit debate are permitted.  
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Title: Comments to Board & Maintaining Order 

Reference: 1000.8 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

To establish guidelines for public comments during Board meetings and to maintain orderly and 
respectful proceedings in compliance with RCW 42.30 (Open Public Meetings Act). 

1. Public Comment Procedures: 
• Individuals wishing to address the Board shall state their name and address for the record. 
• Comments shall be limited to three (3) minutes per speaker. 
• All remarks shall be addressed to the Board as a whole, not to individual commissioners or staff. 
• Written comments may be submitted to the District Secretary for inclusion in the public record. 

 
2. Order & Decorum: 

• The Board Chair shall maintain order and decorum during all meetings. 
• Disruptive, abusive, or irrelevant comments may be ruled out of order. 
• Any individual engaging in personal attacks, threats, or slanderous remarks may be asked to 

leave the meeting. 
 

3. Addressing Disruptions: 
• The Chair has the authority to halt comments that violate meeting decorum. 
• Repeated disruptions may result in removal from the meeting. 
• Law enforcement may be called if necessary to ensure order. 
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Title: Quorum, Motions and Voting 

Reference: 1000.9 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

1000.9.1 When five (5) Commissioners are officially holding positions on the Board, then three 
(3) Commissioners shall constitute a quorum. 

 
1000.9.2 Motions will have a second. Any motion made by a Board member will be allowed, 

per Robert’s Rules, to be openly discussed after the motion receives a second. 
 

1000.9.3 A motion that receives a tie vote is deemed to have failed. 
 

1000.9.4 When making motions, be clear and concise; do not include arguments for the motion 
within the motion. 

 
1000.9.5 After a motion is made and seconded, the Chair will indicate the names of the 

Commissioners making the motion and the second. 
 

1000.9.6 After a motion has been made and seconded, the Board may discuss their opinions 
on the issue prior to the vote. No further citizen comments may be heard when 
there is a motion on the floor. 

 
1000.9.7 When the Board concurs or agrees to an item that does not require a formal motion, 

the Chair will summarize the agreement at the conclusion of the discussion. 
 

1000.9.8 A motion may be withdrawn by the maker of the motion at any time, without the 
consent of the Board. 

 
1000.9.9 A motion to table is non-debatable and shall preclude all amendments or debates of the 

issue under consideration. If the motion to table prevails, the matter may be "taken from 
the table" only by adding it to the agenda of a future Regular or Special Meeting, at 
which time discussion will continue.  If an item is tabled, it cannot be reconsidered at the 
same meeting.
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1000.9.10 A motion to postpone to a certain time is debatable, is amendable, and may be 

reconsidered at the same meeting. The question being postponed must be considered at 
a later time at the same meeting, or to a time certain at a future Regular or Special 
Board meeting. 

 
1000.9.11 A motion to postpone indefinitely is debatable, is not amendable, and may be 

reconsidered at the same meeting only if it received an affirmative vote. 
 

1000.9.12   A motion to call for the question shall close debate on the main motion and is not debatable. 
This motion must receive a second and fails without a two-thirds' (2/3) vote; debate is 
reopened if the motion fails. 

 
1000.9.13 A motion to amend is defined as amending a motion that is on the floor and has been 

seconded, by inserting or adding, striking out, striking out and inserting, or substituting. 
Motions that cannot be amended include: Motion to adjourn, agenda order, lay on the 
table, roll call vote, point of order, reconsideration and take from the table. A motion to 
amend an amendment is not in order. Amendments are voted on first, then the main 
motion as amended (if the amendment received an affirmative vote). 

 
1000.9.14 Discussion of the motion only occurs after the motion has been moved and 

received a second. 

1000.9.15 The motion maker, Chair or Secretary should repeat the motion prior to voting. 

1000.9.16 The Secretary will take a roll call vote, if requested by the Chair, a 
Commissioner, or as required by law. 

 
1000.9.17  At the conclusion of any vote, the Secretary will inform the Chair of the results of the vote. 

 
1000.9.18 When a question has been decided, any Commissioner who voted in the majority may 

move for reconsideration, but no motion for reconsideration of a vote shall be made after 
the meeting has adjourned. 

 
1000.9.19 Hybrid options are allowed for a Board member who is unable to be present at the 

Board meeting in person. 
 

1000.9.20 In the event of a conflict, these Board Guidelines shall prevail. 
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Title: Chair and Vice Chair 

Reference: 1000.10 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.10.1 The Presiding Officer at all meetings of the Board shall be the Chair. If the Chair is 

absent, the Vice Chair shall serve as Presiding Officer until the return of the Chair. 
 

1000.10.2 The Presiding Officer shall: 
(1) Preserve order and decorum in the commissioner chambers; 
(2) Observe and enforce all rules adopted by the Board; 
(3) Decide all questions on order, in accordance with these rules, subject to appeal 

by any Commissioner; and 
(4) Recognize Commissioners in the order in which they request the floor. The 

Presiding Officer, as a Commissioner, shall have only those rights, and shall 
be governed in all matters and issues by the same rules and restrictions as 
other Commissioners. 

(5) Make all committee appointments. 
 

1000.10.3 The Chair shall be the spokesperson for the Board, assist in preparation of the agenda, 
and be the primary contact with the Fire Chief of the Fire District to request tasks of 
staff for the Board. 
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Title: Commissioners Committees 

Reference: 1000.11 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.11.1 In an effort to keep all the Board of Fire Commissioners informed on critical issues 

before them, the following committees have been established. These committees are 
“Advisory” only and have no power to make decisions or policies without the full 
approval of the Board of Fire Commissioners at a regular or special meeting. These 
committees can request and take public and/or employee comment about issues relating 
to the committee to which they have been appointed. 

• Budget, Finance and Audit 
• Risk Management and Insurance 
• Policy and Procedures 
• Labor/Management 
• Fleet & Facilities 

 
1000.11.2 Budget, Finance and Audit 

• Help develop Fire District annual budget and make recommendations to the 
Board. 

• Review all vouchers prior to monthly Board Meetings and make 
recommendations to the Board. 

• Review and make recommendations to the Board related to budget and finance 
issues. 

• Review all audit reports from the State Auditor’s office, including 
attendance at all pre-audit and post-audit meetings. 

      Risk Management and Insurance  
• Review and make recommendations to the Board on insurance coverage issues. 
• Review and make recommendations to the Board on Healthcare issues. 
• Review and make recommendations to the Board on related Retirement issues. 
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     Policy and Procedure 
• Review all policies and procedures and make recommendations to the Fire 

Chief/Administrator for needed changes. 
• Develop new policies and procedures as needed. 

 
     Labor/Management 

• Review issues involving collaboration between Labor and Management. 
• Discuss joint ventures, such as legislative items or projects, wherein 

collaboration between Labor and Management would move the fire service 
forward. 

• Report to the Board on the progress of collaborative issues involving Labor and 
Management. 

• Meetings are scheduled and held every other month; six (6) times per year. 
 

     Fleet and Facilities 
• Review issues related to District Apparatus and Capital Facilities. 
• Advise on major repairs, acquisitions, and facility planning or upgrades. 

 
1000.11.3  The Commissioner Committees shall be comprised of two (2) Commissioners when a 

total of five (5) Commissioners make up the Board. 
 

1000.11.4 Commissioner Committee meetings may be called for at the request of the Chair or the 
Fire Chief. 

 
1000.11.5 Commissioner Committee shall be comprised in such a manner as not to 

constitute a quorum of the Board.
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Title: Board Relations with Staff 

Reference: 1000.12 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 

1000.12.1 There will be mutual respect from both staff and Commissioners of their respective roles 
and responsibilities when, and if, expressing criticism in a public meeting. 

 
1000.12.2 Staff will acknowledge the Board as policy makers, and the Commissioners will 

acknowledge staff as administering the Board's policies. 
 

1000.12.3 All written informational material requested by individual Commissioners shall be 
submitted by staff, after approval of the Fire Chief, to all Commissioners with a notation 
indicating which Commissioner requested the information. 

 
1000.12.4 Commissioners shall not attempt to coerce or influence staff in the selection of 

personnel, the awarding of contracts, the selection of consultants, the processing of 
development applications or the granting of licenses or permits. 

 
1000.12.5 The Board shall not attempt to change or interfere with the operating rules and 

practices of the Department. 
 

1000.12.6 Mail that is addressed to the Chairman and Commissioners shall be copied and 
circulated by the Fire Chief and/or his/her designee, as soon as practicable. 

 
1000.12.7 The Fire Chief and/or his/her designee shall not open mail addressed to 

individual Commissioners if it is marked personal and/or confidential. 
 

1000.12.8 No Commissioner shall direct the Fire Chief to initiate any action or prepare any report 
that is significant in nature, or initiate any project or study without the consent of a 
majority of the Board. 
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Title: Contacting District Legal Counsel 

Reference: 1000.12.1 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
The purpose of this policy is to provide a clear guideline on which personnel are authorized to contact 
District legal counsel or request an opinion of counsel. The only personnel authorized to contact District 
legal counsel or to request a legal opinion are the Chairman of the Board, the Fire Chief or his 
designees, and the District Secretary. Individual commissioners should not contact District legal counsel 
unless authorized by prior motion of the Board of Fire Commissioners. “District legal counsel” means 
and includes the attorney contracted to provide legal counsel to the District, and any other attorney 
retained by the District for any legal work. 
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Title: Board Meeting Staffing 

Reference: 1000.13 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.13.1 The Fire Chief shall attend all meetings of the Board unless excused. The Fire Chief 

may make recommendations to the Board and shall have the right to take part in the 
discussions of the Board, but shall have no vote. When the Fire Chief has an excused 
absence, the highest ranking Chief Officer that is available shall attend the meeting. 

 
1000.13.2 The Secretary, or designee, shall attend Regular, Special and Emergency meetings of 

the Board, prepare and retain the minutes of meetings, and perform such other duties as 
may be needed for the orderly conduct of the meeting. 
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Title: Commissioner Attendance at Meetings 

Reference: 1000.14 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

Commissioners will inform the Chair, the Vice Chair, another Commissioner, the Fire Chief or 
Secretary if they are unable to attend any Board meeting, or if they knowingly will be late to any Board 
meeting. The minutes will show the Commissioner as having an excused absence.  

Unexcused Absences & Accountability 
• A Commissioner shall be considered absent without excuse if they fail to notify the 

appropriate party before a meeting. 
• If a Commissioner accumulates three (3) unexcused absences within a 12-month period, the 

Board may take corrective action, including formal discussion or notification of governing 
authorities. 

• The Board may allow exceptions for emergencies or unforeseen circumstances. 

Remote Participation 
• Commissioners may participate remotely via teleconferencing. Remote participation shall be 

conducted in compliance with RCW 42.30 (Open Public Meetings Act) to ensure public 
accessibility and transparency.  

• A Commissioner attending remotely shall have full participation rights, including the ability 
to vote, provided that a quorum is maintained. 

• Remote participation shall not prevent the Board from establishing a quorum, and all 
attendance requirements must align with applicable laws. 

If a Commissioner loses connection during a remote meeting, efforts shall be made to reconnect 
them, but the meeting may proceed if a quorum remains. 
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Title: Media Representation at Board Meetings 

Reference: 1000.15 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.15.1 All public meetings of the Board shall be open to the media, freely subject to recording 

by radio, television and photographic services at any time, provided that such 
arrangements do not interfere with the orderly conduct of the meeting. Seating space 
shall be provided for the media at each public meeting. 

Media Access 
• All public meetings of the Board shall be open to the media. 
• Radio, television, and photographic recording is permitted, provided that such activities do 

not interfere with the orderly conduct of the meeting. 
• Seating space shall be provided for media representatives. 

 
Public vs. Closed Sessions 

• Media access applies only to public portions of Board meetings. 
• Executive sessions and other closed meetings shall remain private in accordance with RCW 

42.30 (Open Public Meetings Act). 
 
Guidelines for Media Conduct 

• Media representatives must conduct themselves professionally and without disrupting the 
meeting. 

• Designated recording areas may be established to prevent interference with Board 
proceedings. 

• The Board reserves the right to restrict media placement if their presence impedes public 
access or meeting functions. 
 

Virtual & Electronic Media Access 
• If meetings are live-streamed or conducted virtually, media representatives may request 

remote access under the same conditions as public attendees. 
• All virtual participation must comply with RCW 42.30, ensuring public transparency. 
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Title: Board Representation 

Reference: 1000.16 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.16.1 If a Commissioner appears on behalf of the District before another governmental agency, 

a community organization, or through the media, for the purpose of commenting on an 
issue, the Commissioner needs to state the majority position of the Board, if known, on 
such issue. Personal opinions and comments which differ from the Board majority may 
be expressed if the Commissioner clarifies that these statements do not represent the 
Board's position. 

 
1000.16.2 Commissioners need to have other Commissioner's concurrence before representing 

another Commissioner's view or position with the media, another governmental 
agency or community organization. 
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Title: Confidentiality 

Reference: 1000.17 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.17.1  Confidentiality of Executive Sessions 

• Commissioners shall keep confidential all written and verbal information received 
during Executive Sessions, ensuring that the Department’s position is not 
compromised. 

• Confidentiality also applies to information received outside of Executive Sessions 
when it is exempt from disclosure under RCW 42.56 (Public Records Act) and 
other applicable laws. 

 
1000.17.2  Handling of Confidential Information 

• If the Board provides direction on terms and conditions during an Executive 
Session, only designated staff shall handle communications with external parties. 

• Commissioners must obtain approval from the Fire Chief before discussing 
confidential matters with anyone outside the Board, Departmental legal counsel, 
or designated staff. 

• Commissioners engaging in any unauthorized discussions must fully disclose the 
interaction to the Fire Chief or Board in a timely manner. 

 
1000.17.2.1 Unauthorized Disclosure & Accountability 

• Unauthorized disclosure of confidential information may result in Board review 
and corrective action. 

• Depending on the severity of the breach, actions may include formal censure, 
removal from committees, or referral to legal counsel for review. 

• Commissioners are responsible for ensuring that their discussions and records 
comply with all confidentiality laws and District policies. 

 
1000.17.2.2 Scope of Confidentiality 

• Confidentiality rules extend to, but are not limited to: 
o Personnel matters 
o Legal consultations 
o Contract negotiations 
o Strategic discussions affecting the District 
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Title: Commissioner Compensation 

Reference: 1000.18 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.18.1 A fire commissioner is eligible to receive compensation at the rate established in RCW 

52.14.010 per day, or for a portion of a day, for the following activities: 
 

1. Attending regular, special or emergency meetings of the board of fire 
commissioners; 

 
2. Serving as a designated representative of the board, including but not limited 

to, such activities as: fire district committees, community development and/or 
betterment committees, joint labor-management committee meetings, meetings 
on community business representing the department and serving a public 
purpose, etc.; 

 
3. Attending board-approved training and/or development activities, including, but 

not limited to: regional, state, or national fire district association conferences, 
board in-service education and training, etc. This may also include time involved 
in traveling to and from the activity; and 

 
4. Attending special board-related activities including, but not limited to: building 

dedications, staff retirements, and other such ceremonies when the Board 
member is on Departmental business serving a public purpose. 

 
1000.18.2 Total compensation for a calendar year shall not exceed the rate established in RCW 

52.14.010, plus reasonable expenses incurred for travel, meals, and lodging. 



Created: 04/28/2008 Reviewed/Revised: 8/8/2025 
Page 2 of 2 

 

 

1000.18.3 Any fire commissioner may waive all or any portion of his/her compensation for any 
month or months during his/her term of office, by a written waiver filed with the fire 
district. The waiver may be filed any time after the Commissioner's election and before 
the date on which the compensation would otherwise be paid. The waiver shall specify 
the month or period of months for which it is made. 

 
1000.18.4 Commissioners must submit time entry claims by the 15th and the last day of each 

month, verifying the nature and amount of approved activities for which 
compensation is requested.  A Commissioner is only eligible to make one 
compensation claim for a given day. 

 
1000.18.5 Each Commissioner is responsible to submit their time via the EAP Time Entry System 

(Employee Access Portal).   
 

1000.18.6 Any disputes related to Commissioner Claim forms shall be resolved by the 
Board Chair, or by the full Board if so requested by the affected 
Commissioner.
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Title: Board Travel and Expenses 

Reference: 1000.19 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
To establish guidelines for travel, lodging, meals, and expense reimbursement for Fire Commissioners 
while ensuring compliance with financial policies and public accountability. This policy integrates the 
broader Travel Authorization and Expense Reimbursement Policy (7000.5.1) while maintaining 
Commissioner-specific requirements. 

1. Travel Authorization & Pre-Approval 
• Commissioners shall obtain pre-approval from the Board Chair before incurring travel expenses. 
• Travel for all District employees, including Commissioners, shall comply with 7000.5.1 – Travel 

Authorization and Expense Reimbursement Policy. 
• If the travel is not District-funded but represents the District in an official capacity, pre-

authorization is still required. 
 

2. Travel & Lodging Reimbursement 
• Commissioners and authorized employees shall be reimbursed for reasonable travel and lodging 

expenses incurred while conducting official District business. 
• Personal vehicle mileage is reimbursed at the District-approved rate for travel within a 300-mile 

radius. 
• Airfare reimbursement is limited to the lowest available refundable fare for a regularly scheduled 

flight. 
• Hotel accommodations shall be reimbursed at a single-room rate, with receipts required for all 

lodging claims. 
 

3. Meal & Incidental Expense Reimbursement 
• Commissioners and employees shall receive meal reimbursements per the adopted per diem 

schedule. 
• Actual meal costs may be claimed if part of a regularly scheduled business event (e.g., 

conferences, meetings). 
• Meals already included in registration fees shall not be reimbursed. 
• Tips (up to 15%) are reimbursable as part of a meal expense. 
• Non-reimbursable expenses include: 
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ο Alcoholic beverages. 
ο Expenses of spouses, family members, or unauthorized guests. 
ο Personal entertainment, toiletries, and non-business-related purchases. 

 
4. Expense Claims & Approval Process 

• All claims must be submitted with itemized receipts, except for per diem claims. 
• The Board Chair must approve all reimbursement claims before processing. 
• Claims must be submitted within 5 business days of travel completion. 
• Claims shall include: 

1. Date and description of the reimbursable event. 
2. Names of attendees (if applicable). 
3. Justification for expenses, if required. 

 
5. Non-Travel Meal Reimbursements 

• Meals for Board-approved meetings and events are reimbursable. 
• Commissioners must submit a justification memo for meal expenses incurred for non-District 

personnel. 
 

6. Event Sponsorships & Ceremonial Expenditures 
• The District may sponsor public events if they serve a clear public purpose aligned with the 

District’s mission. 
• Private celebrations are not eligible for reimbursement. 
• All ceremonial expenses must be pre-approved by the Board. 

 
7. IRS Compliance & Tax Reporting 

• Certain expense reimbursements may be subject to IRS reporting and taxation. 
• Commissioners are responsible for ensuring compliance with IRS regulations regarding travel 

and per diem payments. 
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Title: Public Records of Commissioners 

Reference: 1000.20 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

To establish expectations for the management, retention, and disclosure of public records created or 
received by Commissioners, ensuring compliance with RCW 42.56 (Public Records Act) and Gig 
Harbor Fire & Medic One policies. 

1. Retention of Public Records 
• Public records created or received by the Chair or any Commissioner shall be transferred to the 

Human Resource/Administrative Assistant’s office for official retention. 
• Records that are duplicates of those already retained by the District are not required to be 

retained separately. 
• Any questions regarding whether a document is a public record or if it requires retention should 

be directed to the Fire Chief or designated Public Records Officer. 
 

2. Management of Electronic Records 
• Commissioners shall manage emails, text messages, and other electronic records in accordance 

with RCW 42.56 (Public Records Act). 
• Official District business conducted via personal devices or email accounts may be subject to 

public disclosure requirements. 
• Commissioners must use District-provided communication systems whenever possible to ensure 

proper record retention. 
 

3. Responding to Public Records Requests 
• Public records requests related to Commissioner documents shall be coordinated through the 

District’s designated Public Records Officer. 
• Commissioners shall promptly transfer any responsive records in their possession to the 

designated officer for official handling. 
• No Commissioner shall alter, delete, or destroy a public record that is subject to a request, except 

as permitted under the District’s records retention schedule. 
 

4. Computer System Usage 
• Commissioner use of the District computer system shall comply with Gig Harbor Fire & Medic 

One Standard Operating Procedures and Policies.   
• The use of District technology is subject to District monitoring and retention policies. 
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Title: Chair and Vice Chair Selection Process 

Reference: 1000.21 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
The Chair and Vice Chair of the Board of Fire Commissioners shall be elected annually by a vote of the 
Commissioners at the first regular meeting in January. 
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Title: Filling Board Vacancies 

Reference: 1000.22 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
1000.22.1 PURPOSE 

To provide guidance to the District Board when a Gig Harbor Fire & Medic One 
Commissioner position becomes vacant before the expiration of the official's elected 
term of office. Pursuant to state law, a vacancy shall be filled only until the next regular 
municipal election at which a fire commissioner would be elected, to serve the 
remainder of the unexpired term. 

 
1000.22.2 REFERENCES 

RCW 42.30.110(h) - Executive Session Allowed to Consider Qualifications of a 
Candidate for Appointment to Elective Office 

 
RCW 42.30.060 - Prohibition of Secret Ballots RCW 

42.12 - Vacant Position 

1000.22.3 APPOINTMENT PROCESS 
(1) A Board position is officially declared vacant upon the occurrence of any of the 

causes of vacancy set forth in RCW 42.12.010, including resignation, recall, 
forfeiture, written intent to resign, or death of a Commissioner. The 
Commissioner who is vacating his or her position cannot participate in the 
appointment process. 

 
(2) The Board shall direct staff if necessary, to begin the Commissioner appointment 

process and establish an interview and appointment schedule, so that the position is 
filled at the earliest opportunity, if necessary.
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Title: The “Perfect” Commissioner 

Reference: 1000.25 

Applies to: Pierce County Fire District #5 

Approved by:  Board of Fire Commissioners 

 
The following represents the expectations of the Board of Fire Commissioners for the “perfect” Fire 
Commissioner. 

 
THE “PERFECT” COMMISSIONER SHALL: 

 
1. Be Honest 

2. Be knowledgeable on laws pertaining to the Fire Department and Personnel 

3. Be Flexible 
• Adaptable 
• Listens to other’s viewpoints 
• Has ability to change direction 

4. Be a Representative 
• Community spirited 
• Involved in the community 

5. Be a Communicator 

6. Be Focused 
• Aware of community needs 

7. Be able to criticize - although not in public unless necessary 
• Praise in public 
• Criticize in private 

8. Be able to have a personal commitment to “return to the community” 
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