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I.  Preamble

Whereas, a certificate of incorporation has been duly granted to the Pembroke Volunteer Fire Co., Inc. of the Town of Pembroke. NY.; pursuant to Article II of the Membership law; and Therefore, we, members of the Pembroke Volunteer Fire Co., Inc. of the Town of Pembroke, NY, do hereby adopt the following constitution and by-laws, which we agree to support and be governed.

A. Pembroke Volunteer Fire Company Mission Statement

To furnish Fire Fighting and First Aid assistance to the citizens of the Pembroke Fire District through quality educational and professional training for our members and colleagues by utilizing the unique talents of local, county, state and federal training programs, and in so doing, to increase membership and participation in the Pembroke Volunteer Fire Company, Inc. and the Pembroke Fire District.

B. What are the necessary components of a mission statement and are these components satisfied?

What do we do?

“…furnish Fire Fighting and First Aid assistance to the citizens of the Pembroke Fire District 
For whom do we do it?

“…to the citizens of the Pembroke Fire District ….”

How do we go about it?

“…through quality educational and professional training for our members and colleagues by utilizing the unique talents of local, county, state and federal training programs ….”

II. Constitution

A. Intent

1.  The company bound by these constitution and by-laws shall be known and designated, Pembroke Volunteer Fire Co., Inc.


2.  The object of this corporation is to prevent and extinguish fires, protect life and property (as provided by Section 66 (amended to Section 101) of the Membership Corporation Laws), and mutually further the moral and intellectual improvement of its members. 

B. OFFICERS

1. The officers of this company shall consist of a     President, Vice-President, Recording Secretary, Financial Secretary, Treasurer, Chaplin and an Assistant Chaplin.

The officers of this company shall be elected at the regular meeting in the month of October.

2. The firematic officers will consist of a Fire District Chief, Fire District Assistant Chiefs, and as many captains and lieutenants or subordinate officers to be appointed by the highest ranking Fire Chief, of the Pembroke Volunteer Fire Co. Inc. as he deems necessary. 

The District Fire Chief and Assistant Fire Chiefs shall be nominated at the November meeting and all winning balloted (elected) candidates will be forwarded to the District election in December as provided by State Law.

3. 
The candidates for each company office shall be voted for separately by ballot and a majority of votes polled shall be required to elect.  Should there be no election on the first ballot, then the lowest balloted candidates shall drop out after each vote taken.  Ballots for any other than those in nomination shall be counted as blanks.

4 The District and Assistant Chiefs elected or those appointed shall be approved by the Board of Fire Commissioners.

5. Not inconsistent with New York State Laws, the Pembroke Fire District Board of Fire Commissioners, if an active volunteer member of this company, may be nominated and elected to an office in this fire company.

C. DUTIES OF OFFICERS

1.  PRESIDENT- 

Executive Summary: Responsible for providing leadership in guiding the activities of the Section.

Position Overview:

1. Preside at Fire Company meetings; Board of Director meetings and Special Meetings

2. Oversee the activities of the Company Officers, Board of Directors, and Committee Chairpersons
3. Preserve order

4. Appoint committees

5. Vote only to break ties

6. Call for special meetings

7. Enforce the Constitution and By-Laws

8. See to it that the officers and committees do their duties

9. Fill vacancies in offices until the next regular meeting

District Activities:

Mandatory attendance at Board of Fire Commissioners (BFC) meetings. 

2. VICE-PRESIDENT-  

Executive Summary: “First Assistant” to the President; acting executive officer in absence of the President.

Position Overview:

1. Acting executive officer in the absence of the President

2. Fill open position of absent officer(s) unless an alternative person is assigned by the president.

3. Plan, organize and conduct the organizational meeting for the upcoming year.
3. RECORDING SECRETARY- 

Executive Summary:


Provides communication within the Fire Company to and from the members.  Prepares minutes of the Board of Directors Meetings and the Regular Meetings.

 This means that the recording secretary needs to take either a verbal or signed roll call at each meeting and minutes at every Board meeting and regular meeting; electronically type and transmit, if required to individual board members, and read the minutes at each meeting for approval by the membership. The recording shall also send out all correspondence from the Fire Company

Position Overview:

1. Prepare and mail out monthly meeting notices.

2. Prepare and mail out all Fire Company correspondence to and from the Company Officers, Board of Directors.

3. Prepare and email out monthly Board of Directors and monthly meeting minutes within two weeks after the date of the meeting.
4.
Original Meeting Minutes are to be kept in a ledger and copies should be made electronically in an accepted fire company format.

4.  FINANCIAL SECRETARY- He/She shall keep an accurate set of duplicate financial books independent of the treasurer’s books.

Executive Summary–  Keep an accurate set of financial records books, independent of the treasurer

This means look at and log every check, money order, cash received, and monies paid out, including all fund raising and maintain an independent set of financial books from the Treasurer. The Financial Secretary shall be present to log all monies received and disbursements made.

Keep an accurate list of meeting participants.

Keep an accurate list of active social members.

Keep an accurate list of active firematic members

Keep an accurate list of life members.

Maintain a list of inactive firematic and social members.

Maintain a list of honorary members.
5 TREASURER- 

Executive Summary:

Provides for most Fire Company matters relating to money.  Responsible for all banking duties and reports to and from the Fire Company.

This Means:

Daily /Weekly/As Required

1. Write and issue checks as required.

2. Satisfy accounts payable.

3. Deposit account receivables in the Bank.

4. Take care of any other day-to-day financial needs of the Fire Company.

Monthly

1. Balance the bank statements for all fire company accounts.

2. Attend Fire Company meetings and board meetings to collect monies and pay the bills approved at the meetings

3. Satisfy invoices submitted by board members for expenses incurred.

4. Provide copies of all bank statements and checks written to pay bills, to the Financial Secretary.

5. Give copies of the financial report to the Recording Secretary to be included in the meeting minutes.
Annually

1. Prepare and submit the Fire Company Financial Report to Fire Company President.

2. Fiscal years runs November 1 thru October 31.

3. Annual Report is due to Fire Company President by November 30.
6. BOARD OF DIRECTORS- The board of directors shall consist of the President, Vice-President, Recording Secretary, Financial Secretary, Treasurer, and Fire Chief or highest ranking Assistant Chief and five (5) elected Social or Firematic members of the company.  The Board of Directors, immediately after election shall meet and organize.
They shall have supervision over the real and financial property of the company.  

They shall hold meetings when called by the president or requested by three (3) Members of the Board of Directors.  They shall keep a record of their proceedings and report at the next regular meeting of the company.  

They shall examine all reports made by the officers.  They shall examine all bills brought before the company. They shall audit the company books prior to the annual meeting in October and report such audit at the regular meeting.  Six members of the Board of Directors shall constitute a quorum.  The Company Officers and elected Board members must attend at least eight (8) regular and Board of Directors meetings prior to the annual meeting in October, or they are not eligible for nomination to the Company Officers or Board of Directors for the following year.

Any expenditure costing $500.00 or less can be conducted and voted on by the Board of Directors.




7.  FIRE DISTRICT CHIEF-  The District Chief shall be governed by the Board of Fire Commissioners.





8.  ASSISTANT CHIEF-  The Assistant Chief shall also be governed by the Board of Fire Commissioners.
9. CAPTAINS- (Unless otherwise dictated by the District Chief)

Line Captain


It shall be the duty of the Line Captain to oversee the activities of the First Aid Captain and the Company Training Officers during non-firematic assignments. In the absence of a company Chief or Assistant Chief, the Line Captain shall act as scene commander.

First Aid Captain

It shall be the duty of the First Aid Captain to maintain adequate first aid supplies on Rescue 19 and assure that first aid mechanical equipment is maintained and ready for use.

 It shall be the duty of the First Aid Captain to provide first aid training to the fire fighters of the Company

Fire Police Captain

It shall be the duty of the Fire Police Captain to attend County Fire Police meetings and be in-charge of Fire police operations on fire and accident scenes.

Equipment Captain
It shall be the duty of the Equipment Captain to coordinate the activities of the lieutenants in maintaining equipment assigned to them by the chief.

10.  LIEUTENANTS- It shall be the duties of the lieutenants to maintain the equipment assigned to them by the chief under the direction of the Equipment Captain.

11.  CHAPLIN- It shall be the duty of the Chaplin to visit members of the company when they are sick or injured (when such sickness or injury is caused while in the line of duty of any function of the company).  The Chaplin shall also officiate at the funeral of a member, if requested by the family of a deceased member and ordered by the company to do so.



D.  VACANCIES IN OFFICE





1.  In case of a vacancy occurs in any office by death or resignation or otherwise (refer to By-Laws); the office shall be filled by election at the next regular meeting.





2.  The president shall appoint a member to fill vacancy until an election shall take place.



E.  Meetings





1.  The regular meetings of the company shall be held on the second Monday of each month at 7:30 pm for the transaction of the company business.






 a. The Board of Directors meetings will be held preceding the regular meeting at 7:00 pm.





2.  If the meeting night falls on a holiday, all business shall be carried over to the next Monday.





3.  All meetings whether regular or special, shall be held at the company’s hall.





4.  a.  Seven (7) members shall constitute a quorum at any regular or special meeting.






b.  To constitute a meeting, the President or Vice President and one other officer must be present.



F.  ELIGIBILTY TO MEMBERSHIP (ACTIVE & SOCIAL MEMBERS)

1. No person under the age of 16 years, shall become a member of this company.  Any person applying for membership between the ages of 16-18 years, shall have written consent of a parent or guardian.

2. Person requesting membership may be subject to a background check and shall be a citizen of the United States.

3. No member shall be eligible to hold a company office or Board of Directors unless they have been a member for at least one (1) year or more.  

4. New member will be on a six(6) month probation period and be 18 years of age prior to receiving a firehall key.
5. Attendance at a minimum of 50% of the “radio checks” shall be required to qualify a person for appointment to the position of Captain or Lieutenant by the Chief or highest ranking officer for the following year.

6. A minimum of one(1) year of satisfactory service as a Lieutenant, shall be required to qualify a person for appointment to the position of Captain by the Chief.

G. EXPULSION
1. COMPANY OFFICERS- The company shall have the power by a 2/3 vote of the members present, to impeach and remove from office any of its officers, except the Chief and Assistant Chiefs; providing charges have been made in writing and handed personally to the accused, which charges shall be signed by 

members making the same.  The charges shall be acted upon by the company at the first regular meeting after they have been made aware and a vote taken by ballot.

2. MEMBER- the Company shall have the power to expel any member in the same manner as provided above for the impeachment of officers.

3. FIREMATIC OFFICERS- Any member of the company may ask for the removal of the Chief or Assistant Chiefs providing charges have been made in writing.  The charges shall be read at the next meeting of the company, and then the charges shall be sent to the Board of Fire Commissioners, before a hearing is held on the same.

4. ACTIVE MEMBERS- Any member of the company may ask for the removal of any member providing charges have been made in writing.  The charges shall be read at the next meeting of the company, and then the charges shall be sent to the Board of Directors, before a hearing is held on the same.


H. SOCIAL MEMBERS (Associate)




The company may elect social (associate) members They shall not be able to vote at meetings on firematic business nor hold firematic office. They shall not be compelled to attend parades, drills or fires. 




HONORARY MEMBER (Honorarium Expires 12/31 of each year)




The company may elect honorary members who are not subject to any obligations of any nature to this company. Honorary members may attend parties during the year they are nominated.




Nominees for honorary membership must have performed exemplary service for the Fire Company and be approved by the membership.

I. LIFE MEMBER





Anyone who has been on the company books for twenty (20) years and has had continuous active service shall automatically become a life member. 




Life members are subject to the by-laws of the company in order to remain on the active list.

  J.   NOT USED

K. INDEBTEDNESS- 

1.  No member shall be allowed to incur indebtedness or spend money unless 

authorized by a majority vote of the members present at any regular meeting.  Any member or members incurring such indebtedness, without such a vote, shall be personally liable for such indebtedness.  This shall not apply to the board of directors of this company.

2.  In case of emergencies the member needs to contact the President or Vice President & Treasurer for approval.
L.
DRIVER QUALIFICATIONS -


Refer to the Pembroke Fire District Standard Operating Guide.

BY – LAWS

Article A- REQUIREMENTS OF ACTIVE MEMBERS:

Each active member, firematic or social, shall be subject to the following regulations:

1. Any Company Officer or committee member may be replaced for negligence of his duties by a decision of the board of Directors. Refer to Section G of the Constitution.

2. Should any member take, give or loan any Fire Company property without the consent, shall appear before the Board of Directors for a hearing and they may be expelled from the company.

3. Should any member give or loan their key or ID badge to a probationary member or a non-member, shall appear before the Board of Directors for a hearing and they may be expelled from the company.

4. Any active member must attend three regular meetings each year in order to remain on the active list.

5. Any member expelled from the company or removed from the company books, shall return their key, ID badge(s) and any company or fire district owned equipment.  


6. Active life members must maintain OSHA training and attend at least one (1) Fire Company meeting each year each year to remain on the active list.

ARTICLE B- DUTIES AND RULES APPLYING TO ACTIVE MEMBERS

1. It shall be the duty of each member to answer alarms and perform the duties assigned to them and return to the fire house to prepare the equipment for future use, unless excused by the Officer In Charge.

2. It shall be the duty of the first active member arriving at the fire house on the alarm of fire, to act as the chief until arrival of the proper Firematic Officer.      

3. Any officer or member attending a meeting or fire intoxicated or becoming intoxicated while at the scene, shall be treated as follows:

They shall be relieved of their duty and turned over to law enforcement at the scene.


7. Any member becoming intoxicated or using profane language at the Fire House, on the premises during public affairs may be brought up on charges before the Board of Directors.

8. There shall be no smoking or use of smokeless tobacco products inside of the fire hall. Smoking shall only be allowed in posted areas.

9.  If a firefighter leaves service from Pembroke Fire Company and returns to Pembroke Fire Company, the firefighter will have all of their time served reinstated from the Pembroke Fire Company, under the following terms: 

If a firefighter leaves service from Pembroke and remains in active firefighter status in another fire company or district and returns to the Pembroke fire company, the firefighter will receive all their time back from Pembroke and receive credit for those years served at the other company or district up to a maximum of five (5) years.  In order to receive this credit, a signed letter will have to be written by the past Chief of the company or district of the last active firefighter status to the Pembroke Chief.

If a firefighter joins the Pembroke Fire Company with active firefighter status from another fire company or fire district, the firefighter will receive credit for those years up to a maximum of five (5) years.  In order to receive this credit, a signed letter will have to be written by the past Chief of the company or district of the last active firefighter status to the Pembroke Chief. 

10. Active members not actively involved in the above obligations for twelve (12) consecutive months, shall be dropped to inactive member.

ARTICLE C – DUTIES AND RULES APPLYING TO INACTIVE MEMBERS

1 Assist firemen in conducting 3 work details and 3 company meetings.

1. Assist firemen in maintaining fire company property.

2. Inactive members will receive keys.

3. Inactive members will be qualified to vote on company business and hold company office.

4. Inactive members not actively involved in the above obligations for twelve (12) consecutive months, shall be dropped to a social member.

ARTICLE D – DUTIES AND RULES APPLYING TO SOCIAL MEMBERS

1. Social members must reside within the Pembroke Fire District or an adjacent district.

2. Assist firemen in conducting 3 work details and attend 3 company meetings.

3.  May attend Fire Company functions.

4. Social members may be eligible to hold a Fire Company office and vote at and on Fire Company business and fire company officer elections; but will not be able to vote or run for firematic office or to vote on any Firematic Company business.

5. Social members not actively involved in the above obligations for twelve (12) consecutive months, shall be dropped from the fire company books.

6. There will be no maximum number to the membership of the Social List.

ARTICLE E – PROSPECTIVE MEMBERS

1. Any person desiring in becoming a member of this company shall be proposed in writing on a regular Fire Company Application, which must be signed by a member.  The new applicant must be approved by a majority vote of the members present at a regular meeting.

2. Any person who has been proposed and rejected by the Company, 
shall not be eligible for reapplication for at least six (6) months thereafter.  This section shall also apply to former members who have been expelled.

ARTICLE F – RESIGNATIONS


Any member may resign, provided their key and any other property belonging to the company or to the fire district are returned by the regular meeting of the month they resign.  Any such resignations shall be in writing.

ARTICLE G – CONSTITUTION AND BY-LAWS CHANGES


1.The Constitution and By-laws of this Company shall not be altered without the consent of the members present at a regular meeting.  All proposed alterations or amendments shall lay over for two (2) meetings and shall be proposed in writing and balloted on.


2. All amendments to the Constitution and By-laws shall be issued to the membership at the annual meeting.  The Constitution and By-laws shall be revised every five (5) years.

ARTICLE H – OFFICE HOLDING REQUIREMENTS


Any member in violation with the constitution and by-laws of the company shall not be eligible to run for office or vote for the election of any member to office.

ARTICLE I – CONDUCT AT MEETINGS

1. Whenever any question arises, not covered by this Constitution and By-laws, the Roberts’ Rules of Order shall govern.

2. No debate shall be had on any motion until the same has been seconded.

3. Any matters pertaining to religion or politics shall not be discussed at any of the meetings.

ARTICLE J – ORDER OF BUSINESS

1. Allegiance to the United States Flag.

2. Passing of the sign-in sheet
3. Reading of the prior month minutes

4. Resignation and dismissal of members 

5. Proposition of membership

6. Balloting for election of members

7. Nomination of officers (October Meeting Only)

8. Election of Officers (October Meeting Only)

9. Reports of Officers and Committees

10. Unfinished Business

11. Communication

12. Bills

13. Treasurer’s report

14. New Business

15. Miscellaneous

16. Reading of the minutes and approval of same

17. Adjournment

ARTICLE K – I _________________, solemnly promise that I will abide by the Constitution as adopted by the Pembroke Volunteer Fire Company, Inc. and will obey the By-Laws of the Company.

ARTICLE L-  ACCEPTANCE OF THE CONSTITUTION AND BY-LAWS

I ____________________ have received a copy of the constitution 

    (Print name)

and by-laws on _____________________ .  

Signature of the member                            Date

Signature of a company officer



   Date

This shall be maintained in the members file.
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