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Standard Operating Guideline (S.O.G.) Awareness 
I. Purpose:  
The purpose of this guideline is to outline the process that will be followed by department personnel (Paid on Call, Part-Time and Career) concerning awareness of Coal City Fire Protection District (CCFPD) S.O.G.’s.   
II. Responsibility:  
i. It is the responsibility of the CCFPD to provide S.O.G.’s for department personnel.  It is imperative that department personnel understand department S.O.G.’s therefore, it is the responsibility of district personnel to read and sign off that they have read this Standard Operating Guideline.  The district has a responsibility to provide and revise S.O.G.’s which is a continuing process.
III. Guideline:  
b. Existing S.O.G.’s

i. S.O.G.’s can be found either in the report room in the S.O.G. Manual, on network "Z” drive or on the department website.
ii. All employees are encouraged to read and understand department S.O.G.’s

c. New or Revised S.O.G.’s
i.  Employees will receive notification that a new or revised S.O.G. has been developed and in place for review by:
1. Email with the new or revised S.O.G. attached will be sent to all employees. 

a. All department employees have an email address and the notice will be sent to all informing them of the new or revised S.O.G.

ii. S.O.G.’s can be found at these locations:

1. In the department S.O.G. manual located in the report room

2. Department network - Z:\SOG's
3. On the department website – ccfire.net
d. Verification of S.O.G. awareness

i. Department employees shall be responsible for reading S.O.G.’s as they are developed or revised.

ii. Within thirty (30) days after a S.O.G. is posted it shall be reviewed by all employees.
iii. There will be a sign off sheet attached to each S.O.G. for department employees to sign off verifying that they have read and understand them.

iv. If an employee fails to sign off on the provided sheet for existing, new or revised S.O.G.’s, within the timeframe, it will be implied by the employee, to the district, that they have read and understand the S.O.G.
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