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NOTES FOR THE PERSONNEL COMMITTEE  
OF THE MONTECITO FIRE PROTECTION DISTRICT 

 
Held at Fire District Headquarters, 595 San Ysidro Road, August 17, 2015 at 3:00 p.m. 

The meeting was called to order by Director Sinser at 3:05 p.m. 
 
Present: Director Sinser and Director Venable. Fire Chief Hickman was also present. 

 
1. Public comment:  Any person may address the Personnel Committee at this time on any 

non-agenda matter that is within the subject matter jurisdiction of the Montecito Fire 
Protection District; 30 minutes total time is allotted for this discussion. 

 
There was no public comment. 

 
2. Discuss and make recommendation for process and timing of performance appraisal 

for Fire Chief. 
 
Chief Hickman stated that he reached out to 6 agencies and their responses were included in 
the Personnel Committee packets. He created a sample form utilizing duties outlined in the 
current job description. 
 
Director Sinser provided samples from Springdale Fire Department and North County Fire 
Protection District. 
 
The committee will review the documents provided at the meeting, and discuss at the next 
Personnel Committee meeting. (9/15/15 3:00 pm.) 

 
3. Review and make recommendation to adopt changes for the following job descriptions. 

 
a. Battalion Chief 
b. Captain 
c. Engineer 
d. Firefighter/Paramedic 
e. Firefighter 

 
Chief Hickman advised that the proposed job description changes have been reviewed by the 
District’s counsel and the Montecito Firefighter’s Association. 
 
The committee would like to recommend delegating of approval of job descriptions.  
 
4. Adjournment at 4:00 p.m. 
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Agenda  
Item #2 
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Approved 7/11/2012 

MONTECITO FIRE PROTECTION  

DISTRICT 

FIRE CHIEF 
 
 

DEFINITION: 

The Fire Chief carries out the policies and plans of the Fire District Board.  The 

Fire Chief directs the activities of District employees and manages District 

financial operations in conformity with board established policies. 

COMPENSATION & BENEFITS: 

A salaried, management position not covered by the Montecito Firemen’s 

Association Memorandum of Understanding.  Terms and conditions of 

employment are negotiated independent of all others  The Fire Chief serves at the 

pleasure of the Board of Directors.  This is an exempt position. 

Work schedule:  Due to the position's job duties and responsibilities, the employee 

normally will maintain 8 a.m. to 5 p.m. work hours, 40 hours per week; dispatch 

will be notified of status when not in office during normal business hours.  

Responsibilities may from time to time require additional hours of work which are 

considered to be part of the normal work schedule.  May be called upon to respond 

to emergencies or conduct fire District business outside of normal business hours.   

Vacation:  25 days per year.  Effective January 1, 1995, no additional vacation 

benefits may accrue until the employee's accrued and unused vacation benefits are 

used sufficiently so the total is less than twice the employee's current annual 

vacation benefit. 

Holidays:  New Year's Day, Martin Luther King's Day, President’s Day, Memorial 

Day, Independence Day, Labor Day, Columbus Day, Veteran's Day, 

Thanksgiving, Christmas, and two floating holidays per year.  Holiday time shall 

be taken each year, it is not accumulative past the end of the calendar year. 

The longevity schedule, sick leave, and health, dental, vision and life insurance 

payments, uniform allowance, and retirement are the same as for all other District 

safety personnel. 

The District will provide a vehicle or vehicle allowance as approved by the board 

for fulfilling District duties and for use off duty to assure availability for 

emergency response. 
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JOB DESCRIPTIONS - FIRE CHIEF 

MONTECITO FIRE PROTECTION DISTRICT    

Approved 7/11/2012 

DUTIES & RESPONSIBILITIES: 

Duties regularly include, but are not limited to the following: 

Responsible for planning, organizing, and directing the District's functions as 

defined by the board of directors.  The Fire Chief administers, plans, and organizes 

the fire prevention and suppression activities and emergency medical services of 

the District; responds to emergencies as required; confers with the board on 

District policy, long-range programs, and coordination of District activities with 

that of other districts and public agencies; manages District financial operations, 

proposes annual budget, expends funds in conformity with and informs board 

when revenues or expenditures materially vary from approved budget; informs 

board of changes in funding sources including changes in laws that may affect 

funding; attends board meetings; directs the selection, hiring, and promotions of 

District personnel; serves as final personnel officer of the District; supervises the 

purchase of materials and equipment; meets with citizens groups; promotes and 

maintains cooperative working relationships with the community; does special 

research and reading to keep abreast of modern practices in the profession; directs 

and participates in conducting studies and reports; develops mutual aid and 

disaster plans; performs related duties as required. 

Reviews all training requests and personnel evaluations; participates in all staff 

evaluations. 

Must maintain physical fitness. 

QUALIFICATIONS: 

Knowledge of modern firefighting techniques and laws and ordinances pertaining 

to fire operation.  Knowledge of capabilities and limitations of a variety of 

firefighting equipment.  Ability to:  Review the operating effectiveness of a fire 

District and institute improvements, establish and maintain clear, consistent 

practices and policies, supervise the work of others and effectively maintain 

morale and discipline, communicate effectively orally and prepare written reports, 

establish and maintain effective relationships with the board of directors, other 

agencies, county officials, employees, and the public. 

 

Must reside within 30 minute travel time of the headquarters fire station to 

facilitate direction of major emergencies. 

Job performance may be reviewed annually by the Board. 
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JOB DESCRIPTIONS - FIRE CHIEF 

MONTECITO FIRE PROTECTION DISTRICT    

Approved 7/11/2012 

Possession of an appropriate California Driver's License, and a satisfactory driving 

record; AED and CPR certifications. 

Must meet insurability requirements of District's insurer(s). 

Selection criteria will be established by the fire District board to meet the needs of 

the District.  

If applicant is not already a full time employee of the Montecito Fire Protection 

District, prior to appointment, applicant must pass an extensive background 

investigation and medical exam, including drug testing.   
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Original – File Canary – Training Pink – Employee  

      FIRE CHIEF 
PERFORMANCE RATING 

INSTRUCTIONS:  The immediate job supervisor will prepare this form for each subordinate.  It will be 
delivered to the training officer each month.  Rating will be reviewed with employee who will sign at the 
bottom. 

 

1.  Name 

      

2.  Shift 

      

3.  Date 

      

4.  Evaluation Period 

From:                To:       

5.  Evaluation 

Enter X under appropriate rating number and under proper heading for each category listed.  Definition for each rating number follows: 
0 - Deficient.  Does not meet minimum requirements of the individual element. 
 DEFICIENCIES MUST BE IDENTIFIED IN REMARKS. 
1 - Needs to improve.  Meets some or most of the requirements of the individual element. 
 IDENTIFY IMPROVEMENT NEEDED IN REMARKS. 
2 - Satisfactory.  Employee meets all requirements of the individual element. 
3. - Superior.  Employee consistently exceeds the performance requirements. 

Rating Factors Emergency 
Operations 

Non-Emergency 
Operations 

Group Dynamics Training 

 0 1 2 3 0 1 2 3 0 1 2 3 0 1 2 3 

Knowledge of the job                             

Ability to obtain performance                             

Attitude                             
Decisions under stress                             
Initiative                             
Consideration for personnel welfare                             
Obtain necessary equipment and supplies                             
Physical ability for the job                             

Safety                             

Other (specify)                                    

6.  Remarks 
 

7.  Employee (signature)   This rating has been discussed with me 

      

8.  Date 

      

9.  Rated By (signature) 

      

10.  Date 

      

 

PERS  P. 8

9/15/2015 



Employee Name:  _________________  Date of Evaluation:  __________________	
	

Review Period: _______________________________    Date of Appointment:  ________________________ 

The purpose of this evaluation is to access the effectiveness of the administrator in performing job responsibilities and to enhance the ability 

of the administrator to advance the mission of the San Ramon Valley Fire Protection District.  A key element of this process is the mutual 

establishment of goals within the context of the job description between the Fire Chief under the review and his/her Board of Directors. 

 

 

 Annual goals for this evaluation period are attached. 

 Report on accomplishments for this evaluation period is attached. 

 

 

 

Identify goals established 
at beginning of evaluation period 

Fully 
Accomplished

Partially 
Accomplished

Not 
Accomplished 

Other 
(Explain) 

 
 
 
 
 
 
 

       

 
 
 
 
 
 

       

 
 
 
 
 
 

       

 
 
 
 
 
 

       

 
 
 
 
 
 

       

 
 
 
 
 
 
 

       

Section I:  Evaluation of position responsibilities and performance for period of review
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  Commendable  Above 
Standard 

Competent  Needs 
Improvement

Unsatisfactory 

 
LEADERSHIP:  Exercises sound judgment. Sets a 
positive example.  Maintains high ethical 
standards, supports SRVFPD mission and 
policies 
 
 
 

         

 
MANAGEMENT:  Plans, executes and delegates 
work effectively.  Manages financial material 
and human resources efficiently.  Provides 
appropriate direction and professional 
development opportunities for subordinates.  
Organizes well. 
 

         

 
PROBLEM SOLVING AND INNOVATION:  
Produces creative, innovative and workable 
solutions. 
 
 

         

 

PROJECT ACCOMPLISHMENT:  Develops 
program initiatives and completes projects in a 
timely and effective manner. 
 

         

 

TEAMWORK:  Works effectively in a team 
environment.  Interacts with coworkers in a 
positive and cooperative manner. 
 

         

 
DUTIES:  Section I of our employment 
agreement specifies 12 functions and duties 
for the position of SRVFPD Fire Chief (see 
attached list).  Review and evaluate 
performance. 
 

         

Section II:  Evaluation of professional skills (where appropriate to position) 
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  Commendable Above 
Standard 

Competent  Needs 
Improvement 

Unsatisfactory 

 
JOB KNOWLEDGE:  Demonstrates competence in 
skills and knowledge of functional areas.  
Understands job requirements, internal and 
external procedures and regulations and how 
position interacts with and supports other areas 
of SRVFPD. 
 

         

 
COMMUNICATION:  Speaks, writes and presents 
effectively.  Listens well and clarifies questions.  
Interacts professionally with Directors and staff.  
Keeps appropriate people informed on status of 
projects and key issues.  Prepared for meetings. 
 

         

 
INTERPERSONAL SKILLS:  Is aware of and 
sensitive to needs of others.  Considers both 
sides of an issue.  Maintains cooperative and 
effective working relationships.  Motivates and 
inspires staff. 
 

          

 
RESPONSIVENESS:  Is results‐oriented and 
assumes responsibility and accountability for 
own work.  Responds appropriately to internal 
and/or external requests for assistance.  
Demonstrates initiative and flexibility. 
 

         

Section III:  Evaluation of general skills

Commendable:  Performance consistently demonstrated with an extraordinary level of skill and ability.  A statement of 

explanation must be included. 

Above Standard:  Performance objectives have been met and demonstrated with high level of skill and ability. 

Competent:  Performance objectives have been met and demonstrated with a satisfactory level of skill and ability. 

Needs Improvement:  Performance objectives have not been met or have been met only partly with a satisfactory level of 

skill and ability.  The Plan of Professional Development must address these areas. 

Unsatisfactory:  Significant performance objectives lave not been met and/or performance indicates significant deficit in 

skill and ability.  A statement of explanation must be included. 
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1. Goals for upcoming year have been reviewed and are attached. 

2. Professional Plans for upcoming year have been reviewed and are attached. 

3. Job description has been reviewed and modified, if needed. 

ADDITIONAL RECOMMENDATIONS AND COMMENTS: 

 

 

 

 

 

 

 

 

 

 

 

________________________________________________     _______________________________ 

Signature of Fire Chief              Date 

 

OVERALL MERIT RATING ASSIGNED:  ________________________________________________ 

 

REVIEWED BY BOARD PRESIDENT: 

 

 

________________________________________        ____________________________ 

Signature of Board President             Date 

 

Section IV:  Required attachments
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Fire Chief Self-Evaluation 

(To be completed by employee being evaluated) 

 

Employee Name:          Date:__________________ 
 

Review Period: _______________________________  Date of Appointment:   

 

SECTION I:  Looking Back 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

List your assigned objectives for this appraisal period and describe the level and quality of results you 

achieved for each.  List any reason for not meeting certain objectives, if applicable. 
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List meaningful contributions you made during the past year.  Include cost saving measures, 

streamlined operations and new program implementation or improvements. 
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Identify the skills or behaviors that demonstrate your overall effectiveness. 

Identify specific areas where improvement in your skills or behavior could enhance your effectiveness.  
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SECTION II:  Looking Forward 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee Signature:  __________________________________  Date:  _________________________ 

Board President Signature:  ______________________________  Date:  __________________________ 

Suggest objectives for the next appraisal period.  Identify “above and beyond” or “stretch” goals,

 in addition to objectives within the scope of essential duties. 

Identify ways others can assist you in performing your current job responsibilities 

or developing your career.  

PERS  P. 16

9/15/2015 



Name______________________ 
Evaluator Composite_________ 
Date_______________________ 

 
MORAGA/ORINDA FPD 

 
KEY PERFORMANCE AREAS 

1. Fiscal Acumen 
Makes sound decisions and recommendations that enhance the District’s financial position through a 
realistic budget setting process performance metrics and other accountability measures consistent 
with imperatives of the strategic business plan. 
 
 
 
Comments: _______________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 

2. Building External Relationships 
Displays an ability to effectively engage and communicate elected officials and the various Publics 
the District serves.  Also demonstrates an ability to sustain effective partnerships with local, state and 
federal agencies, and professional organizations.  Remains both aware and sensitive to the nature of 
political relationships in fostering interest based outcomes. 
 
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

3. Operational Knowledge of Fire Service Readiness 
Shows understanding of issues relevant to the broad organization and the Fire Service.  Keeps that 
knowledge up-to-date; has and uses cross-functional knowledge in maintaining appropriate 
certifications in drills, incidents, continuing education.  Demonstrates a keen awareness of operational 
objectives including the highest response capability in serving the community.  
 

 

Comments: _______________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 

4. Thinks Strategically 
Considers a broad range of internal and external factors when solving problems and making 

Small amount of skill shown   Solid amount of skill shown Great deal of skill shown  No opinion 

Small amount of skill shown   Solid amount of skill shown Great deal of skill shown  No opinion 

Small amount of skill shown   Solid amount of skill shown Great deal of skill shown   No opinion 

Small amount of skill shown   Solid amount of skill shown Great deal of skill shown   No opinion 
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XXX Fire Chief Coaching Session 
Page 2 

decisions; identifies critical, high payoff strategies and prioritizes team efforts accordingly; uses 
information from key stakeholders when making decisions; recognizes strategic opportunities for 
success; adjusts actions and decisions for focus on critical strategic issues affecting the service and 
operational mission of the Fire District.  
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 

5. Innovates 
Generates new ideas; goes beyond the status quo; recognizes the need for new or modified 
approaches; brings perspectives and approaches together, combining them in creative ways.  
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

6. Acts with Integrity 
Demonstrates principled leadership and sound business ethics; shows consistency among priciples, 
values, and behavior; builds trust with others through own authenticity and follow-through on 
commitments. 
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

7. Demonstrates Adaptability 
Handles day-to-day work challenges confidently; is willing and able to adjust to multiple demands, 
shifting priorities, ambiguity, and rapid change; shows resilience in the face of constraints, 
frustrations, or adversity; demonstrates flexibility. 
 
 
 
Comments:______________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 

8. Champions Change 
Challenges the status quo and champions new initiatives; acts as a catalyst of change and stimulates 

Small amount of skill shown   Solid amount of skill shown  Great deal of skill shown   No opinion 

Small amount of skill shown   Solid amount of skill shown  Great deal of skill shown   No opinion 

Small amount of skill shown   Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 
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XXX Fire Chief Coaching Session 
Page 3 

others to change; paves the way for needed changes; manages implementation effectively. 
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

9. Provides Direction 
Fosters the development of a common vision; provides clear direction and priorities; clarifies roles 
and responsibilities. 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

10. Leads Courageously 
Steps forward to address difficult issues; puts self on the line to deal with important problems; stands 
firm when necessary.  
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

11. Fosters Teamwork 
Builds effective teams committed to organizational goals; fosters collaboration among team members 
and among teams; uses teams to address relevant issues. 
 
 
Comments:_______________________________________________________________________ 
 

12. Coaches and Develops Others 
Accurately assess strengths and development needs of employees; gives timely, specific feedback 
and helpful coaching; provides challenging assignments and opportunities for development. 
 
 
Comments: _______________________________________________________________________ 
 

13. Drives for Results 
Drives for results and success; conveys a sense of urgency and drives issues to closure; persists 
despite obstacles and opposition.  
 
Comments:_______________________________________________________________________ 
 
Comments:_______________________________________________________________________ 

14. Establishes Plans 
Develops short- and long-range plans that are appropriately comprehensive, realistic, and effective in 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown   No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 
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XXX Fire Chief Coaching Session 
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meeting goals; integrates planning efforts across work units.  
 
 
 
Comments:_______________________________________________________________________ 
 

15. Structures Staff 
Recruits and hires the right people for permanent and temporary assignments; builds a strong team 
with complementary strengths; provides for staff continuity; form the right structures and teams. 
 
 
 
Comments:_______________________________________________________________________ 
 

16. Manages Execution 
Assigns responsibilities; delegates and empowers others; removes obstacles; allows for and 
contributes needed resources; coordinates work efforts when necessary; monitors progress. 
 
 
 
Comments:_______________________________________________________________________ 
 

17. Speaks Effectively 
Speaks clearly and expresses self well in groups and in one-to-one conversations.  Actively attends 
to and conveys understanding of the comments and questions of others; listens well in a group. 
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 

18. Displays Organizational Savvy 
Develops effective give-and-take relationships with others; understands the agendas and 
perspectives of others; recognizes and effectively balances the interests and needs of one’s own 
group with those of the broader organization. 
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 
 
 

19. Manages Disagreements 
Brings substantive conflicts and disagreements into the open and attempts to resolve them 
collaboratively; builds consensus. 
 
 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 

Small amount of skill shown   Solid amount of skill shown  Great deal of skill shown     No opinion 
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XXX Fire Chief Coaching Session 
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Comments:_______________________________________________________________________ 
 
 

20. Develops Oneself 
Learns from experience; actively pursues learning and self-development; seeks feedback and 
welcomes unsolicited feedback; modifies behavior in light of feedback. 
 
 
 
Comments:_______________________________________________________________________ 
 
________________________________________________________________________________ 

 

Looking back over the last 12 months, what are the top 5 achievements this Fire Chief has 
demonstrated in his role? 

1. 

 
 
 
 

2. 

 
 
 
 

3. 

 
 
 
 

4. 

 
 
 

 

5.  
 

On a go forward basis, what do you see as this Fire Chief’s top 4 leadership focus areas in the 
next fiscal year? 

Small amount of skill shown 3   Solid amount of skill shown    Great deal of skill shown    No opinion Small amount of skill shown    Solid amount of skill shown  Great deal of skill shown    No opinion 
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1. Participate in integration of new Board members and in that role to be an educator. 

 

 
 
 
 

2. Provide a multi-year budget that demonstrates the financial sustainability of the District.  Provide a 
long term plan to address long term liabilities. 

 
 
 

 
 

3. Build an attainable District strategic plan for a reasonable number of years.  Develop a system of 
calendared monitoring of such plan. 
 
 
 

 
 

4. On community relations – continue to build constructive links to the community name.  Implement a 
more formal structure for community outreach.   
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XXX Fire Chief Coaching Session 
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Are there any personal growth plans or goals this Fire Chief should pursue in the ensuring year? 

 

 

 

 

 

 

 

 

 

 

Additional Comments? 

 

 

 

 

 

 

 

 

 

 

 

Employee Name______________________________________ Date______________________ 

 

Evaluator Name ______________________________________ Date______________________ 
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Addtional
Samples
From
Director
Venable 
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