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1. Purpose

a. The purpose of this policy is to provide specific guidelines regarding how and when training reimbursement will be provided to members. 
2. Scope
a. This policy applies to all White Mountain Apache Fire & Rescue (WMAFR) personnel attending training approved for reimbursement. 

3. Disclaimer

a. All members must be cognizant of the fact, and accept that reimbursement for job related training is dependent upon two things. First, there must be adequate funds available for the training. Second, the Fire Chief must approve all training and feel that it is job related and required for accomplishing the requirements of your current position.

4. Policy 

a. Training required for and maintaining mandatory certifications are considered job related. This training may include but is not limited to EMS certification courses, such as initial and refresher courses, Firefighter I and II certification training programs, Ropes I, II, III, Swiftwater Rescue, and required NIMS training.

b. Specific courses, as outlined in the Northeast Interagency Training Committee (NAITC) workbook, for which is being initiated, is considered job related training and will be reimbursed by the WMAFR.
c. Courses required by NAITC Workbooks for career advancement will not be reimbursed and will be considered part of an individual’s personal quest to seek career advancement within our organization.

d. Occasionally, a member may be requested to attend specialized training that directly impacts their ability to perform their prescribed duties. In this case, the Fire Chief will make the determination as to whether or not this training is job related and mandatory. Mandatory job related training can occur both within and outside the WMAFR.

e. Members with Advanced Life Support (ALS) Emergency Medical Services (EMS) certifications seeking reimbursement will be reimbursed at the Basic Life Support (BLS) course rate. For example, if a member is a certified paramedic and wishes to attend a paramedic refresher course, they will be reimbursed at the rate an Emergency Medical Technician – Basic (EMT-B) refresher course would cost. This guideline will remain in place as long as WMAFR remains a BLS agency.  

5. Procedures for Reimbursement
a. Direct a memo thru your supervisor, to the Deputy Fire Chief, with a courtesy copy to the Fire Chief. The memo should include the following information: 

i. The type of training you wish to attend. 

ii. Date and location of the training.
iii. Why the training is mandatory. 

iv. How much the training will cost. 

v. Any special needs or request (i.e. vehicle use, PPE, insurance only, etc.)

b. When possible, these requests should be submitted to your immediate supervisor within two weeks of the training.   

c. Properly fill out any additional required forms and/or requests (i.e., Intent to Travel Form, request for a tribal gas card) and submit them to the proper entity for approval. Note, this should be done immediately after your training request has been approved. 

d. Members should always seek training that’s offered locally first. Failure to do so could lead to denial of training reimbursement by WMAFR. 

e. Mandatory training that occurs during a regularly scheduled shift will be covered at the expense of the department. Mandatory training that occurs during off duty hours will not be compensated by the department. Non mandatory training that occurs during regularly scheduled duty hours will not be covered by the department and will be the employee’s responsibility to cover. 

f. The Fire Chief reserves the right to approve and/or deny any training based on organizational financial capabilities and what is believed to be in the best interest of the organization. 

6. Reserved
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