DVFA President’s Handbook
The following information is designed to give an overview of the duties and responsibilities of the President of the Delaware Volunteer Firefighter’s Association.  Also, this paper will cover the generally accepted practices in appearance and protocols.

The President of the Delaware Volunteer Firefighter’s Association is a prestigious position of honor and respect.  He or she is responsible for representing the fire service of Delaware.  Their demeanor, actions and words will reflect on the entire Delaware Fire Service.
Commitment:  Being President of the DVFA requires a major commitment.  In addition to all of the items listed below, many other meetings or communications will occur during your tenure as President.  Sometimes you could be out every night in the week.  If a tragedy happens, you may be expected to be committed for days.  It is important that your employer and most importantly your family understands this commitment.  While the DVFA President receives an expense account and credit card there will be personal expenses that will have to be absorbed by you or by your fire company.  Those include; transportation, clothing, officers meetings, gifts, etc.  You should prepare for them and make sure your fire company is on board with this commitment.  This commitment starts when you accept the office of 2nd Vice President and continues as you travel through the chairs.
Attendance:  The Presidents are expected to attend all DVFA meetings and functions, including but not limited to: All Executive Meetings, All Conference Meetings and Functions and all DVFA Officer’s Meetings.  In addition, he or she should attend the following:

Fire Company banquets, socials, or ladies nights where invitations have been extended, when available.  (Vice President’s or other officers may have to fill in)
County Volunteer Firefighter’s Association Meetings

CFSI Annual Dinner (Late April or early May including overnight commitment)
CVVFA President’s Council Meetings (April and August with overnight commitment)
DVFA/LADVFA Conference Meetings

Delaware State Fire Chief’s Meetings

State Fire Prevention Commission Meetings

Neighboring State Association Meetings (could involve overnight commitments)
Local, Regional or National Fire Service Events

LADVFA Executive Meetings (May and November)
Viewings or Funerals for Delaware Fire Service Leaders

Meetings with the Governor or other Cabinet Secretaries

Meetings with Legislators

Meetings at Legislative Hall when needed

The last day of Legislative Session

FDIC (April with several day commitment)

VCOS (November with several day commitment)
Communications: It is important that the President of the DVFA be available for important communications should the need arise or when an emergency happens.  He or she should have a cell phone and an email account and/or be able to receive text messages.  The email should be checked several times per day.  A smart phone would be suggested since it is possible to use it for phone conversations, text messages and internet communications.  It is also just as important that the President initiates and replies to communications in a timely manner. 
The President should make access to the Conference Call Network to his or her officers, when possible, for periodic communications or to update and inform the officers on important issues. 

State Committees:  The President of the DVFA is assigned as a member of the following state committees and he or she or a representative appointed by the President should attend:

DEMSOC (Delaware Emergency Medical Services Oversight Council)

Revolving Loan Fund

In addition, the President may be invited to participate in other special state meetings as necessary.

Media Events:  As the leader of the Delaware Fire Service the President may be involved in news and media events as they happen.  You may be expected to respond as appropriate.  You will also be asked to write a column for the Delaware Fire Service News.  Support for these media issues can be provided by the Executive Manager.

Officers Reports:  The Table Officers of the DVFA are required to turn into the Secretary or the DVFA Office a quarterly report.  The report can be submitted either electronically or hand delivered.  The report should list the activities for the quarter and should be presented the week of to the Executive Meeting or sooner. 

Appointments:  The President is responsible for appointing various people to committees or other groups during his or her presidency, come of which are as follow:

Conference Co-Chair

Sergeant at Arms for meetings (4-6 people)

DVFA Chaplain

Parliamentarians (3 people)

Special Events Committees
DVFA Conference:  The DVFA Conference is the main event for the association.  The President of the DVFA should attend all of the scheduled events.  A list of those events are as follows:

Past President’s Dinner

EMS Association Meeting and Dinner or Fire Police Meeting and Dinner
DVFA Seminars (Round Table)

Meet Your Host Event

Opening Ceremony

DVFA Business Meeting

Delaware State Chiefs Meeting and Dinner
Memorial Service

DVFA Political Appreciation Luncheon

DVFA/LADVFA Officers Installation

DVFA/LADVFA President’s Installation Social

DVFA Parade (on the reviewing stand)

DVFA Awarding of Parade Prizes

“Suggested Dress for Conference Events are listed below”

The DVFA President should be available in the conference hotel to meet and greet members of the DVFA.  While a hospitality room is not necessary, it should be considered.  The President should also have a presence, however briefly, at the Educational Events and Seminars.
Appearance:  The president should always be cognizant of his or her appearance and grooming.  The following is the generally accepted practices:
DVFA Executive Meetings, Conference Meetings, Opening Ceremony and Conference Luncheon:  Business attire, for men: coat and tie with pocket badge. For women: business suit, slacks or skirt and blouse or dress with pocket badge or regular pined badge.

Conference Meet Your Host, State Chiefs Meeting or LADVFA quarterly meetings:  Casual attire.  DVFA Logo Shirt is suggested.

Conference Memorial Service:  Class A Uniform.

Conference EMS or State Fire Police Meetings and Dinners:  Coat and Tie for men Business Attire for women.

Meetings with the Governor or Federal Officials:  For men; suit and tie with pocket badge.  For women; business suit or dress with pocket badge or regular pined badge.

Meetings in Legislative Hall with Legislators or State Officials:  For men; business attire, coat and tie.  For women: business suit or dress.
Fire Department Funerals:  Class A Uniform.

Fire Department Viewings:  For men, Class A Uniform or Business coat and tie.  For women: Class A Uniform or business attire.
Fire Department Banquets, Ladies Nights, or other semi formal social affairs: For men: business suit and tie or coat and tie.  For women: Business suit or dress. 
Public Appearance:  For men: Coat and Tie or Class A Uniform.  For women Business Suit, dress or Class A Uniform.

DVFA Officers Meetings, County Meetings, CVVFA Meetings, Conference Meetings or Fire Company Meetings:  For men or women casual attire.  DVFA logo shirt should also be considered.
Official Photographs:  For men, Coat and Tie or Class A uniform.  For women, Business suit, dress, or Class A uniform.
Grooming and demeanor are also important.  The President should always be aware of how they look and how they conduct their self in public.  Neglect or excessiveness should always be avoided.  When speaking in public, remember your words are the words of the DVFA.  The President should set the example for all.
Closing:  All in all, the year as President of the Delaware Volunteer Firefighter’s Association never stops.  The year and time will fly because you will be so busy with the mission of the association. It can be one of the most rewarding and fulfilling commitments ever made.  However, it is a commitment, by you, to complete your responsibility as President.  We hope this paper gives you the understanding of what is involved.  Good Luck!
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