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West Clinton Fire District 
Issuance and Return of District Gear Policy 

Policy No. 305 
 
Purpose 
This policy provides the process by which members of the West Clinton Fire Department are 
issued and return their District issued gear. This process also provides accountability for the 
issued, returned, and disposal of District gear. 
 
Active Members 
Active members will be given appropriate District gear by the Chief and/or the Assistant Chief 
(hereafter called Chief) for the duties they are performing. The variety of duties includes interior 
firefighter, exterior firefighter, fire police, auxiliary, rescue EMT, rescue support, and junior 
corps member. Inventory Policy No. 303 contains the Personal Inventory Sheet and the 
Advanced Inspection sheets for Jackets, Pants, and Hood/Gloves/Helmet/Boots which are used 
to issue the gear and note its condition. Both the member and Chief sign the Personal Inventory 
Sheet to acknowledge the transfer of the gear. The Personal Inventory Sheet is completed even if 
the member does not receive any gear. The same process is followed when gear is returned for 
replacement. If an item is lost, the member shall write a letter to the Chief describing how the 
loss of gear occurred before replacement gear is issued. The Active member is required to keep 
their issued District gear in a safe location to prevent theft and/or deterioration of the District 
gear. The member is also required to do the required cleaning of their District gear unless 
contaminated by bio-hazardous materials. Any repairs needed to the District gear will be 
reported to the Chief to determine the proper course of action for repair or replacement. 
 
If a member changes duty status and no longer needs issued District gear, they shall return the 
gear not needed using the forms in the Inventory Policy No. 303. If a member changes duty 
status and needs additional issued District gear, they shall receive the additional gear using the 
forms in the Inventory Policy No. 303.  
 
Inactive Members 
Inactive members shall not have any District gear in their possession. When a member changes 
membership from Active to Inactive, the member shall return all District issued gear to the Chief 
within 14 calendar days from the effective date their membership status change. The Inactive 
member and the Chief will record the inventory and condition of gear using the forms in the 
Inventory Policy No. 303.  
 
If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the Inactive member giving a maximum 
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of an additional 14 calendar days for the return of the District gear. If the gear is still not returned 
by the new deadline, the District will pursue civil and/or criminal action against the member to 
obtain the return or payment for the missing District gear. If the gear is returned in unusable 
condition due to the member’s negligence or if some gear is missing, reimbursement will be 
sought for the damaged gear or missing gear. If reimbursement is not obtained, appropriate legal 
action will be taken to recover the funds to replace the unusable or missing gear. 
 
Resigning Members 
Resigned members shall not have any District gear in their possession. When a member changes 
membership from Active to Resigned, the member shall return all the District issued gear to the 
Chief within 14 calendar days from the effective date their membership status changed –  listed 
in their resigning letter or if not listed, then the date approved by the Company. The Resigned 
member and the Chief will record the inventory and condition of gear using the forms in the 
Inventory Policy No. 303.  
 
If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the Resigned member giving a maximum 
of an additional 14 calendar days for the return of the District gear. If the gear is still not returned 
by the new deadline, the District will pursue civil and/or criminal action against the member to 
obtain the return or payment for the missing District gear. If the gear is returned in unusable 
condition due to the member’s negligence or if some gear is missing, reimbursement will be 
sought for the damaged gear or missing gear. If not obtained, appropriate legal action will be 
taken to recover the funds to replace the unusable gear or missing gear. 
 
Previous Inactive, Resigned, or Deceased Members 
If an Inactive, Resigned, or Deceased member previous to the effective date of December 27, 
2012 still has District gear as shown on their previous Personal Inventory Sheet, the Chief will 
contact them to determine the status of their issued District gear. If the Chief finds the District 
gear was turned in previously, a letter will placed in their personnel folder giving the details and 
closing the issued District gear status. If the Chief finds the District gear was not previously 
turned in, he will ask that the District gear be returned and inventoried within 14 calendar days. 
 
If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the Inactive, Resigned, or deceased 
member giving a maximum of an additional 14 calendar days for the return of the District gear. 
If the gear is still not returned by the new deadline, the District will pursue civil and/or criminal 
action against the member to obtain the return or payment for the missing District gear. If the 
gear is returned in unusable condition due to the member’s negligence or if some gear is missing, 
reimbursement will be sought for the damaged gear or missing gear. If not obtained, appropriate 
legal action will be taken to recover the funds to replace the unusable gear or missing gear. 
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Deceased Member 
If an Active member dies, the Deceased member’s family or a relative has 30 calendar days from 
date of death to return the District gear to the Chief. The deceased member’s gear will be 
inventoried using the forms in the Inventory Policy No. 303  
 
If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the deceased member’s estate or family 
member giving a maximum of an additional 14 calendar days for the return of the District gear. 
If the gear is still not returned by the new deadline, the District will pursue civil and/or criminal 
action against the deceased member to obtain the return or payment for the missing District gear. 
If the gear is returned in unusable condition due to the member’s negligence or if some gear is 
missing, reimbursement will be sought for the damaged gear or missing gear. If not obtained, 
appropriate legal action will be taken to recover the funds to replace the unusable gear or missing 
gear. 
 
Medical Leave Members 
When an Active member goes on Medical Leave for more than 60 calendar days, they shall 
return their District gear to the Chief in their gear bag within 60 calendar days after going on 
medical leave. The member’s gear will be inventoried using the forms in the Inventory Policy 
No. 303 and kept in District storage. Upon approval by Emergency-One that the Medical Leave 
member can return to duty, the District gear will be returned to the member by the Chief and 
inventoried again using the forms in the Inventory Policy No. 303.  
 
If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the Medical Leave member giving a 
maximum of an additional 14 calendar days for the return of the District gear. If the gear is still 
not returned by the new deadline, the District will pursue civil and/or criminal action against the 
member to obtain the return or payment for the missing District gear. If the gear is returned in 
unusable condition due to the member’s negligence or if some gear is missing, reimbursement 
will be sought for the damaged gear or missing gear. If not obtained, appropriate legal action will 
be taken to recover the funds to replace the unusable gear or missing gear. 
 
Suspended Members 
When an Active member becomes suspended, they shall return their District gear to the Chief in 
their gear bag within 14 calendar days after being suspended. The member’s gear will be 
inventoried using the forms in the Inventory Policy No. 303 and kept in District storage. Upon 
removal of the suspension by the West Clinton Board of Fire Commissioners or the Chief as 
applicable, the District gear will be returned to the member and inventoried again using the 
forms in the Inventory Policy No. 303.  
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If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the Suspended member giving a 
maximum of an additional 14 calendar days for the return of the District gear. If the gear is still 
not returned by the new deadline, the District will pursue civil and/or criminal action against the 
member to obtain the return or payment for the missing District gear. If the gear is returned in 
unusable condition due to the member’s negligence or if some gear is missing, reimbursement 
will be sought for the damaged gear or missing gear. If not obtained, appropriate legal action will 
be taken to recover the funds to replace the unusable gear or missing gear. 
 
Active Military Service 
If an Active member goes into active military service with a deployment of longer than 3 
months, they shall return their District gear to the Chief in their gear bag no later than 14 
calendar days before going on active military service. The member’s gear will be inventoried 
using the forms in the Inventory Policy No. 303 and kept in District storage. Upon returning to 
Active member status after returning from active military duty, the District gear will be returned 
to the member and inventoried again using the forms in the Inventory Policy No. 303.  
 
If the District gear is not returned to the Chief within the aforementioned times, the Chief will 
have sent a registered letter and a regular mail letter to the Active Military Service member 
giving a maximum of an additional 5 calendar days for the return of the District gear. If the gear 
is still not returned by the new deadline, the District will pursue civil and/or criminal action 
against the member to obtain the return or payment for the missing District gear. If the gear is 
returned in unusable condition due to the member’s negligence or if some gear is missing, 
reimbursement will be sought for the damaged gear or missing gear. If not obtained, appropriate 
legal action will be taken to recover the funds to replace the unusable gear or missing gear. 
 
Discarding or Abandonment of District Gear 
If a member discards or abandons their District gear, the Chief will attempt to retrieve and to 
inventory the gear. After determining whose gear it is, the Chief will suspend the member until 
his investigation is completed and other appropriate action may be taken to determine the status 
of all of the member’s gear.  If the gear is returned or found in unusable condition due to the 
member’s negligence or if some gear is missing, reimbursement will be sought for the damaged 
gear or missing gear. If not obtained, appropriate legal action will be taken to recover the funds 
to replace the unusable gear or missing gear. 
 
Chief Election Changes 
After the Chiefs’ elections in April or at any other election time, the Chief changing position will 
return their Chief position District gear to the newly elected Chief within 7 calendar days after 
approval by the West Clinton Board of Fire Commissioners. The newly elected Chief will 
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inventory the returned Chief items using the forms in the Inventory Policy No. 303. These Chief 
items include light bars, officer radios, Chief’s parade badges, white parade hats, white helmets, 
white coats, fire extinguishers, AED’s, gas detectors, rank insignia if moving to a higher or lower 
rank position, and any other Chief specific issued gear.  
 
If the District gear is not returned to the new Chief within the aforementioned times, the Chief 
will have sent a registered letter and a regular mail letter to the past Chief giving a maximum of 
an additional 7 calendar days for the return of the District gear. If the gear is still not returned by 
the new deadline, the District will pursue civil and/or criminal action against the member to 
obtain the return or payment for the missing District gear. If the gear is returned in unusable 
condition due to the member’s negligence or if some gear is missing, reimbursement will be 
sought for the damaged gear or missing gear. If not obtained, appropriate legal action will be 
taken to recover the funds to replace the unusable gear or missing gear. 
 
A Chief not remaining in a Chief position as result of not being reelected or resigning will be 
issued a past chief badge, rank insignia, and parade hat insignia for the highest position achieved. 
The parade gold hat ban will be transferred from the District issued white parade hat to the 
Company provided blue parade hat if the highest rank was an Assistant Chief. A Chief keeps 
their white parade hat and gold hat ban. The newly elected Chief will inventory the issued Chief 
items using the forms in the Inventory Policy No. 303.  
 
Appeal Process 
The appeal process affords the member the opportunity to dispute the Chief’s decision on 
judgement for condition and necessity for reimbursement for District gear being turned in or 
missing. The member can make a request to come before the Board of Fire Commissioners by 
contacting the Fire Commissioner Chairman to be placed on the meeting agenda. The Chief and 
the member then will be given the opportunity to plead their case. The Board will by motion 
make a decision. 
 
Inventories and Other Information 
All documentation including Personal Inventory Sheet, Advanced Inspection sheets for Jackets, 
Pants, and Hood/Gloves/Helmet/Boots, letters to a member concerning District gear and legal 
actions taken will be given to the District Secretary for filing in the member’s personnel folder. 
The Chief should make a copy of the Personal Inventory Sheet and Advanced Inspection sheets 
for Jackets, Pants, and Hood/Gloves/Helmet/Boots for the member and place in his files. The 
West Clinton Board of Fire Commissioners, the District’s attorney, and/or the Chief may have 
access to this information when required to perform their duties. 
 
Disposal of Unserviceable, Lost, and/or Obsolete District Gear 
When the District gear becomes unserviceable, lost, and/or obsolete, the Chief will submit a 
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written list monthly (at the first regular Board of Fire Commissioner’s meeting of the month) 
itemizing the quantity, condition, and recommended disposal method. The Board will review the 
recommendations and approve the actions to be taken by the Chief for disposal. 
 
 This policy was approved by the West Clinton Board of Fire Commissioners on January 
9, 2013 and it becomes effective on January 9, 2013. This policy supersedes any previous policy, 
Standard Operating Guideline (SOG), Standard Operating Procedure (SOP), or Best Practice on 
District issue or return of District gear. 


