
STANDARD OPERATING PROCEDURE: FACILITIES 

PURPOSE: 
This standard operating procedure/guideline addresses facilities, facility maintenance and repairs, facility 
security, public access policy, overall use of facilities. 
 
APPLICATION: 
This procedure shall apply to all personnel while present at either station. 
 
RESPONSIBILITY: 
All firefighters have a responsibility to follow these procedures. All Officers are responsible for the 
integrity of this procedure.  
 
DEFINITION: 
1. Trash – Station trash should be taken to the dumpster and the trash cans washed out, if necessary, to 

keep down odors in the station. Accumulative trash should be taken care of for health and odor 
reasons. 

2. Building Use - The primary use of both Stations include (but are not limited to) meetings, exercise, 
equipment/building maintenance, chowders, parades, station stand-by for non-emergency operations 
and stand-by for emergencies (natural disasters, state of emergency, etc.). Unless authorized by a 
Company Officer, neither station should be utilized as living quarters, nor should be it be used for 
short or long-term dwelling. Shower area is intended to be used to decontaminate a member as a 
result of an emergency call or as a result of perspiration from exercising in the fitness area.  

3. Bathrooms – Bathrooms could be health hazards if not kept clean. All toilets and sinks should be 
cleaned as necessary, including kitchen sinks. Medical equipment should not be washed in kitchen 
sinks/bathroom sinks. 

4. Visitors - Visitors shall act in accordance with company policy, while always being accompanied by a 
non-probationary member. Ideally, visits by non-members should occur during normal daylight hours, 
with exceptions requiring approval of a company officer.  

5. Public Inquiries - It’s important to preserve a positive, inviting culture with the citizens of West 
Greenwich and the public at large. If a visitor comes to the station, unless responding to an 
emergency call, full attention given to the needs of the citizen. 

6. Request for Public Use - Refer all inquiries to fill out the appropriate request form for ‘Building and 
Grounds Use’ located on Company’s website. If application has been received, please the accept 
application and inform a building committee member ASAP. 

7. Yard Maintenance – Yards are kept as a matter of pride and good public relations for the company 
and the town. Trash that is noticed in the yard should be picked up while at either station. If any 
notable discovery is made, personnel should inform the Station Captain.  

8. Security – Security is a matter for everyone. Personal security applies to locking your vehicle, 
protecting personal possessions. Leaving the building requires that lights be turned off, and all doors 
be secured. Emergency runs leave the station very vulnerable to theft or vandalism. Every attempt 
should be made to keep security at a maximum at all times, by keeping the public to designated areas, 
and to accompany the public when they are not in access areas. Personnel are to close apparatus doors 
while leaving on emergency calls. 

9. Station Repairs – Repairs of equipment should be handled at the level that they can be properly 
handled. Personnel should attempt repairs when possible. If this is not possible, inform Station 
Captain, who will connect with connect with proper resource. Upon completion of the repair, the 
request should be noted as complete and notify the fire company personnel. Any building-related 
request should be directed to a member of the Building Committee, while all vehicle and equipment 
requests should be directed to the company Engineer.  

 


