
Bryant City Council
Regular Meeting
April 30th, 2019

Boswell Municipal Complex-City Hall Courtroom

AGENDA
INVOCATION

PLEDGE OF ALLEGIANCE

CALL TO ORDER

Approval Minutes 
Approval of the March 26, 2019, Regular Minutes 

APPROVED MARCH 26 2019 MINUTES.pdf

COMMITTEE And COMMISSION REPORTS

ANNOUNCEMENTS And PRESENTATIONS

Proclamations
Drowning Prevention Awareness Month 

Christiansen Syndrome Awareness Month 

DEPARTMENT REPORTS

l Department Reports are given on a quarterly basis unless otherwise requested

PUBLIC COMMENTS

l Public Comments should be limited the three (3) minutes per speaker 

OLD BUSINESS

NEW BUSINESS

Finance 
Joy Black Presenting 

1. Presentation and Approval of the 2019 March Year to Date City Financial Report (see 
attachment) 

2.Ordinance- An Ordinance Providing for the Permission to Destroy Certain Specified City 
Records per City Policy in Resolution 2015-5; And For Other Purposes including 
departments: Finance 

MARMTDREP.pdf
4353.pdf

Bryant Fire Department
Presenter: JP Jordan, Fire Chief
3.  Department General Rules and Regulations Amended Draft 2019 with Engineer 

DeptRlsRgsAmndDrft.pdf

Human Resources
4. Resolution - Resolution regarding a new position description and compensation plan for 
the Planner position

5. Resolution - Resolution regarding an updated position description and compensation 
plan for the Accounts Payable Technician 

Resolution - Planner.pdf
Planner - Proposed 19.pdf
Resolution - Accounts Payable Tech.pdf
Accounts Payable Technician - Proposed 2019.pdf

Parks Department
Presenter - Parks Director Chris Treat
6.  2019 Bryant Barracudas Program Agreement

7.  Project funding request: Ashley and Alcoa 40 Renovation Phase 1

2019 Bryant Barracudas Program Agreement.pdf

Public Works
Presenter: Mark Grimmett
8. Yard Waste Pilot Program 

Yard Waste Pilot Program (2).docx

MAYOR COMMENTS

COUNCIL COMMENTS

ADJOURNMENT

APPROVAL OF MINUTES 

210 SW 3rd St. 

Bryant. AR 72022
(501)943-0999

Documents:

Documents:

Documents:

Documents:

Documents:

Documents:
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Bryant City Council  
Regular Meeting 
March 26th, 2019 

Boswell Municipal Complex-City Hall Courtroom 
 
 

Approved Minutes 
 
 

  

 INVOCATION by Council Member Billingsley 

 PLEDGE OF ALLEGIANCE 

 CALL TO ORDER –  by Mayor Scott at 6:30 pm  

 ROLL CALL - All Council Member present 

 QUORUM PRESENT 

 NO RECORDING - this month due to technical problems. 
 

  
APPROVAL OF MINUTES 

  
Approval of the January 8th and the January 29th meetings. 
 
Motion to approve by Council Member Miller, second by Council Member Gladden.  
Voice vote 8 yeas and no nays. Passed.  

  
Approve the Regular Feb. 26th, 2019 Minutes 
 
Motion to approve by Council Member Higginbotham, second by Council Member Hawk.  
Voice vote 8 yeas and no nays. Passed.  
 

  
COMMITTEE and COMMISSION REPORTS – Recording @ 2:30 
 Mayor commented on Health Insurance. 
 
Motion by Council Member Roedel to add an item at this time for the State of the City Address, 
Second by Council Member Hawk. Voice vote: 8 yeas. Passed.  

  
ANNOUNCEMENTS and PRESENTATIONS Recording @ 4:00 
 

 THE STATE OF THE CITY ADDRESS BY MAYOR SCOTT. 
LINK TO THE ADDRESS - http://www.cityofbryant.com/civicalerts.aspx?AID=446   
 

  
DEPARTMENT REPORTS       Recording @ 9:15 
 

 Parks Department-  Chris Treat, Parks Long Term Plan. 

 MOTION  By Council Member Hawk for a workshop before next month on Parks, second by 

Council Member Higginbotham. Voice vote: 8 yeas. Passed.  

 Chief J.P. Jorden – Fire Department update. 

http://www.cityofbryant.com/civicalerts.aspx?AID=446


 Captain Plouch – Police update.  

 Truitt Smith Director – Planning update.  

  
PUBLIC COMMENTS Recording @ 28:00 
 

 Jason Brown – Bryant Chamber  

 Mayor – Bingo for the Boys and Girls club April 15 @ 6pm.  
 

  
OLD BUSINESS 

  
1. Bond Project Updates   Recording @ 30:01 
 

 Bond Project Updates by Baldwin and Shell. 

 Parks Director Chris Treat – Parks Bond Projects.  

 Mayor – Parkway Road 
  

 
NEW BUSINESS     Recording @ 30:01 

  
Finance     Finance Director - Joy Black Presenting       Recording @ 38:28 
 
2.  Presentation and Approval of the 2019 February Year to Date City Financial Report. 
 
Motion to approve by Council Member Higginbotham, second by Council Member Miller.  
Voice vote 8 yeas and no nays. Passed. 
 
3.Presentation and Approval of the 2018 City Reports to be published in the newspaper by 
April 1, 2019 per State Statutes 14-59-116 (general budget) and 14-237- 113 (water/waste 
water) . 

 
Motion to approve by Council Member Miller, second by Council Member Henson.  

          Voice vote 8 yeas and no nays. Passed. 
 

4. Resolution - A Resolution Providing for the Adoption of an Amended Budget for the City of 
Bryant for the twelve month period beginning January 1, 2019 and ending December 31, 2019  
 

 Motion to approve by Council Member Roedel, second by Council Member Higginbotham.  
Voice vote 8 yeas and no nays. Passed. RESOLUTION 2019-29 
 
Recording @ 47:19 
5.  Presentation and Approval and Discussion for the Finance Director to explore investment 
strategies in alignment with state statutes on Bond Reserve accounts and 120 day reserves as 
well.   
 

 Motion to approve by Council Member Billingsley, second by Council Member Gladden.  
Voice vote 8 yeas and no nays. Passed. 
 
6.  Presentation and Approval of the LOPFI report. 
 



 Motion to approve by Council Member Miller, second by Council Member Hawk.  
Voice vote 8 yeas and no nays. Passed. 

  
Legal Department     Presenter- Josh Farm, Bryant City Attorney 
 
Recording @ 50:00 
 
7.  Resolution Permitting the Sale of Real Property Located at 2109 S. Shobe Road, Bryant, 
AR Owned by the City of Bryant. 
 
Motion to approve by Council Member Miller, second by Council Member Hawk.  
Voice vote 8 yeas and no nays. Passed.     RESOLUTION 2019-30 
 
 
8. Resolution Permitting the Sale of Real Property Located in Springhill Manor and Sherwood 
Estates Owned by the City of Bryant.  
 
Motion to approve by Council Member Higginbotham, second by Council Member Roedel.  
Voice vote 8 yeas and no nays. Passed.     RESOLUTION 2019-31 
 
Planning & Community Development Department 
Presenter: Truett Smith, Director of Planning and Community Development 
 
9. Ordinance - An Ordinance Amending the Comprehensive Zoning Ordinance of the City of 
Bryant to Rezone Certain Property from C-2/R-E to C-2 (7822 Highway 5). 

Motion to approve the first, second and the third reading by title only by Council Member 
Higginbotham, second by Council Member Billingsley. Voice vote: 8 yeas.  Ordinance read by 
Mayor Scott.  Passed.  

Motion to Adopt  by Council Member Roedel, second by Council Member Hawk.                  
Roll call vote: 8 yeas. Passed      ORDINANCE 2019-05 

Recording @ 56:00  

10. Ordinance - An Ordinance Amending the Comprehensive Zoning Ordinance of the City                          
of Bryant  to Rezone Certain Property from C-1 to C-2 (9113 Highway 5).  

Motion to approve the first, second and the third reading by title only by Council Member 
Higginbotham, second by Council Member Permenter. Voice vote: 8 yeas.                  
Ordinance read by Mayor Scott.  Passed.  

Motion to Adopt  by Council Member Roedel, second by Council Member Permenter.                  
Roll call vote: 8 yeas. Passed      ORDINANCE 2019-06 

 
MAYOR COMMENTS 
NONE 

  
COUNCIL COMMENTS     Recording @ 60:00 

 Council Member Hawk – Leaf burning and monthly debris pick up.  

 Mark Grimmett – Pilot Program for debris monthly pick up. 



 Council Member Hawk – Light on Hwy 5 and Hill Farm.  

 Council Member Higginbotham – Layover on roads.  

 Council Member Miller – Thanked the Chamber for lunch for the Fire Department.   

 Council Member Billingsley – Sheath fencing.  

 Council Member Higginbotham - thanked the employees and staff on the communication 
now in place at the city. 

 Mayor Scott -  Announced Council Member Higginbotham’s Birthday and invited 
everyone to eat cake.  

  
 
ADJOURNMENT 
 
Motion to adjourn by Council Member Higginbotham, second by Council Member Miller.  
Voice vote – 8 yeas. Meeting Adjourned at -  time: 7:45p. Recording # 1:16:07 
 
 
 

Minutes Approved this day, April 30th, 2019  
 
 
__________________  
Mayor Allen E. Scott 
 
 
 
 
ATTEST 
 
 
 
______________________  
City Clerk Sue Ashcraft  













































































































































Section 1.

Section 2.

PASSED AND APPROVED this ________ day of April, 2019.

APPROVED:

_________________________

Allen E. Scott, Mayor

ATTEST: Approved as to Form:

___________________ _________________________

Sue Ashcraft, City Clerk Josh Farmer, City Attorney

Authority of Records Management and Retention Plan:  Attached find the signed by the Department 

Head and one Council Member listing of the records to be destroyed and the time periods to which they 

apply. 

ORDINANCE NO. 2019 -X

A ORDINANCE PROVIDING FOR THE PERMISSION TO DESTROY CERTAIN CITY RECORDS PER CITY 

POLICY IN RESOLUTION 2015- 5 ; AND FOR OTHER PURPOSES. 

WHEREAS, it is sound administrative practice that the City of Bryant, Arkansas destroy certain records in a systematic 

procedure; and that 

WHEREAS, certain state (not only but including 14-59-114 and  14-237-112) and federal laws require the City records be 

maintained for the minimum period of time required by a Records Management System; and it is determined that these 

records listed here have no further administrative, legal or historical value, and are otherwise inappropriate for preservation 

in the City’s archives.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF BRYANT, ARKANSAS THAT:

Purpose: The destruction of records by the City Departments of Bryant requires the approval of 

Council by Affidavit (here in).  The means of destruction shall be Shredding.    

1 of 2

Ordinance 2019- ___ Permission to Destroy Records per the  Records Management System 



CITY OF BRYANT, AR
Records Storage Inventory Sheets

2019
Council Member Signature 

Finance Department

Date_______________________________Department Head Signature

# Related Fund/Misc. Information Description Year

1 FIN15-024 2013 Jan - Dec Payroll Misc. 2013

2 FIN15-028 2014 AP Verizon 2014

3 FIN15-029/30 2014 Bishop Park Contract labor AP 2014

4 FIN15-020 2014 Jan-Dec Cash Receipts in Springbrook 2014

5 FIN15-022 2014 Jan-Dec Cash Receipts from Active Net 2014

6 FIN15-037 2014 Payroll Related AP - Ins.  Deduct, LOPFI, APERS, etc. 2 of 2 2014

7 FIN15-032 2014 Payroll Related AP - Ins.  Deduct, LOPFI, APERS, etc. 1 of 2 2014

8 #004 2014 Credit Cards Sept - Dec 2014

9 FIN -038 2014 Cash Receipts 2014

10 FIN15-027 2014 AP Rec. Books (2005-2014) 2014 and before

11 FIN -006 2014 Credit Cards May - August 2014

12 FIN - 002 2014 Jan - Dec AP Invoices A-F for Water/WW 2014

13 FIN -001 2014 Jan - Dec AP Invoices G-Z for Water/WW 2014

14 FIN15-023 2014 Jan - Dec Cash Receipts in Active Net 2014

15 NA 2013 C-D AP 2013

16 CDs 2010-2014 Finance and Personnel Meeting CDs 2010-2014

17 FIN15-025 2013 Jan - Dec Payroll Misc. 2013

18 #005 2014 Credit Cards Jan - April 2014

19

20

21

22

23

24

25

26

27

28

29

30

31

The above Department Head requests that the following below described records be certified to the Council for destruction.  The Department Head further 

states that these records have exceeded all retention dates and are no longer needed by this department or the City of Bryant. 

page 2 of 2 
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Section 1.00 

New Hire Probationary Period 

 

1.01  All New Hires will be in a probationary period for their 
first 12 months of employment with the Department.   

1.02  Evaluations will be made throughout the first year of 
employment.   

1.03  The employee’s evaluations during their first year will 
be reviewed for further consideration of continued 
employment or termination. 
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Section 2.00 

Conduct 

 

2.01  All members of the Fire Department shall be held 
responsible at all times, on or off duty for their conduct. 
Conduct unbecoming of a member of the Fire Department 
causing the lowering of opinion of the Department by the 
public will not be tolerated. 

2.02  Officers are expected to set an example to their 
subordinates in the matter of knowledge of, adherence to, and 
regard to all rules and regulations of the Fire Department and 
the City of Bryant. 

2.03  All members of the Fire Department shall maintain a 
certain level of respect in all official relations with their 
superiors, subordinates, and the public being careful to abstain 
from violent, abusive, rude, or inappropriate  language when 
giving orders or engaged in general conversation. 

2.04  Agitation and acts tending to cause dissention in the 
Fire Department or attempts to cast unfavorable reflections 
upon members of the Department shall not be tolerated. 

2.05  All members of the Fire Department shall address 
officers of the Department by their appropriate rank. 
Exceptions can be made if an officer allows it in an informal 
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setting of the workplace.  This exception does not apply to 
formal or public settings or traffic over the radio. 

2.06  If a member of the Fire Department is charged with a 
felony, the member will immediately be placed on 
administrative leave with pay.  Depending on the findings of 
the legal system the member may be subject to disciplinary 
action up to termination. 
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Section 3.00 

Reporting for Duty 

 

3.01  All members of the Fire Department shall report for 
their assigned shift on time.  Duty shifts are for a 24 hour 
period, 6 A.M. to 6 A.M. 

3.02  Members shall be dressed in appropriate uniforms 
while on duty by 7:00 AM with the exception of participating in 
physical exercise activities. Physical exercise training may be 
conducted in Department T- Shirts with gym shorts, 
sweatpants, gym shoes, etc.   

3.03  Members shall be clean shaven while on duty. 
Exceptions may be made by the Shift Commander such as 
members participating in physical exercise activities, responses 
made soon after shift change, etc. 
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Section 4.00  

Response to Structure Fires and Other Fire Calls 

 

4.01  The standard response to all structure fires will 
include at least three apparatus, and at least one must be a 
ladder. The Shift Commander will also respond. 

4.02  For all other fires, vehicles, dumpsters, grass, etc., the 
response will be determined by the district location of the call 
and/or Shift Commander on duty.  The Shift Commander may 
also respond. 

4.03  The standard response to all calls in the Springhill Fire 
Protection District will be one apparatus, the Shift Commander, 
and the appropriate automatic aid.  Additional resources may 
be sent at the discretion of the Shift Commander after the fire 
protection needs of the City are addressed. 

4.04  The standard response to all mutual and automatic 
aid calls will be one apparatus and the Shift Commander.  
Additional resources may be sent at the discretion of the Shift 
Commander after the fire protection needs of the City are met. 

4.05  The standard response to all fire alarms will be two 
apparatus, and at least one must be a ladder.  The Shift 
Commander will also respond.  Responding units will be 
determined by the district location of the call and/or Shift 
Commander on duty. The crew on the initial arriving apparatus 
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will advise as to the need of additional equipment and 
manpower. 
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Section 5.00 

Motor Vehicle Accidents 

 

5.01  MVA calls will be responded to with the designated 
apparatus equipped with extrication equipment.   

5.02  At least one apparatus and the Shift Commander will 
respond to the call.  Additional apparatus may be dispatched to 
the call at the discretion of the Shift Commander. 

5.03  Full PPE will be worn during extrication activities 
unless otherwise directed by a supervising Officer. 

5.04  Body Substance Isolation will be worn when there is 
the potential for exposure to bodily substances from a patient 
or victim. 

5.05  Reflective traffic safety vests will be worn at all times 
when the turnout coat is not worn. 
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Section 6.00 

EMS Calls 

 

6.01  The standard response for an EMS call will be the 
apparatus stationed within the district where the response will 
be.  Additional apparatus and/or personnel may be dispatched 
at the discretion of the Shift Commander 

6.02  Dispatch will notify the responding FD unit either 
upon dispatch or en route, of any information or details that 
the scene might be unsafe for responders such as domestic 
violence, suicide attempt, overdose, etc. 

6.03  If it is known or suspected that the scene might be 
unsafe because of the nature of the call, the responding unit 
will run code 3 until 1 block from the scene or such distance the 
officer in charge deems appropriate and radio back to Dispatch 
and notify them that they are on scene, staged and waiting for 
verification from a PD Officer that the scene is safe.  After the 
scene is deemed safe by the Police, the Fire unit will then 
proceed to the scene. 

6.04  If at any time while on scene, the scene becomes 
unsafe, the responding unit will leave the scene and notify 
Dispatch of the situation immediately. 

6.05  Prior to arriving on scene responders will don all 
applicable personal protective equipment necessary.   This will 
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be, at minimum, medical gloves. If entry must be forced and 
there is a chance carbon monoxide may be involved, a carbon 
monoxide monitor shall be utilized to check levels in the area.  
If above normal levels are found, SCBAs will be utilized. 

6.06  If all Fire Department units are dispatched on a 
working fire and another call is dispatched, the Fire units will 
remain on the fire scene.  It will be at the commanding Officer’s 
discretion if a Fire unit will leave the fire scene to respond or 
call for a mutual aid response to the call. 

6.07  Information will be obtained that is sufficient to 
complete the run report.  This will either be done on scene or 
afterwards by contacting the ambulance service.  All 
information regarding the call, especially patient information, is 
strictly confidential and subject to HIPAA regulations. 

6.08  Federal and State law specify that firefighters are 
mandatory reporters of suspected abuse and neglect.  
Reporting shall be done by an Officer by contacting the Hotlines 
listed below.  The incident report number shall be given to the 
call taker and an email shall be sent up the chain of command 
detailing the event.  Thorough and detailed documentation 
shall be made in the incident report of the suspected abuse 
and/or neglect.  Law enforcement shall also be notified. 

Arkansas Child Abuse Hotline:  1-800-482-5964 

Arkansas Adult Protective Services:  1-800-482-8049 
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Section 7.00 

Lockout Calls 

 

7.01  Response to lockout calls will only be made when the 
situation is considered to be life threatening for a person locked 
in a vehicle/ structure, for vital medications locked in a 
vehicle/structure, and for the welfare of an animal.  Whatever 
steps necessary to mitigate the life threatening emergency will 
be taken immediately. 

7.02  The Bryant Police Department will respond to verify 
ownership of the vehicle or residence.  Unless an immediate life 
threatening situation exists as determined by the first arriving 
FD Officer, entry will not be gained by the fire department until 
such verification is made and the proper liability release form is 
signed. 

7.03  The level of response for a lockout situation 
considered to be life threatening for a person will be code 3 
and all others shall be code 1.  This will be at the discretion of 
the Battalion Chief of the company officer responding. 
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Section 8.00 

Personnel Accountability 

 

8.01  Purpose-  The purpose of the personnel 
accountability tags are to provide a means of tracking what 
personnel are assigned to a particular apparatus on an 
emergency scene. 

8.02  Location- The personnel accountability tags of 
firefighters on duty will be clipped to the designated area inside 
the cab of the apparatus to which they are assigned.   

8.03  Procedure- When starting a duty shift, all firefighters 
will clip their accountability tag on the designated area located 
in the apparatus to which they are assigned.  When their shift 
ends and they are off duty, the accountability tag will be 
removed and stored with their gear.  When any off duty 
personnel arrive at any scene, they will immediately clip their 
accountability tag to the apparatus to which they are assigned, 
or give it to the Incident Commander.   
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Section 9.00 

Apparatus Operation  

 

9.01  Apparatus shall respond to all structure fires, vehicle 
fires, fire alarms, motor vehicle accidents, and EMS calls using 
code 3 response (warning lights and sirens) unless otherwise 
directed by the commanding officer. 

Apparatus shall respond to all service calls and non- emergency 
calls using a code 1 response (no warning lights and no sirens). 

9.02  The operator of an apparatus shall operate it at a safe 
speed at all times, especially at corners and intersections.   

9.03  At least one member on an apparatus shall act as a 
spotter when the apparatus is backing up. 

9.04  All members shall respond as directed by the 
commanding officer in a timely manner.   

9.05  Careless, reckless, and unauthorized use of an 
apparatus is prohibited. 

9.06  If an apparatus is involved in an accident while en 
route to a call, the apparatus officer shall immediately assess 
the condition of everyone involved, radio dispatch and the shift 
commander to inform them of the situation, request additional 
needed resources, and wait to be released from the scene by 
law enforcement. 
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9.07  The first arriving apparatus will give a brief situation 
report upon arrival.  This report should include the type of 
structure, conditions observed, and possible hydrant locations.  
Incident Command shall also be established over the radio by 
the first arriving unit. 

9.08  Apparatus shall advise when they are back in service 
by radio AND apparatus computer. 
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Section 10.00 

Off Duty Fire Response 

 

10.01 No member shall self-dispatch to any call with the 
exception of the Chief and Assistant Chief. 

10.02 All members requested to respond from off duty shall 
respond in a safe manner. 

10.03 If a member is requested to come in off duty, they 
shall report to their assigned station to acquire the necessary 
PPE to offer whatever assistance is needed unless otherwise 
directed by a commanding officer. If after being requested to 
come in off duty further contact cannot be made with the 
commanding officer, the member will report to Headquarters 
for further assignment.  

10.04 Members shall help ensure all apparatus and stations 
are put back into service before they will be released to leave 
by the commanding officer. 
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Section 11.00 

Structural Fire Entry 

 

11.01 Entry into a structure fire will be announced over the 
radio and made with a minimum of a two firefighter entry team 
and if at all possible a minimum of a two firefighter backup 
team.  Limited exceptions may be made based upon the 
determination of the officer on scene and/or the shift 
commander. 

11.02 At minimum, one firefighter of the entry team will 
have a radio and an egress tool. 

11.03 A thermal imaging camera will be used if at all 
practical when making entry. 

11.04 A Rapid Intervention Team (RIT) shall be established 
prior to entry into a working structure fire or other incident 
with an environment that is an Immediate Danger to Life or 
Health (IDLH) and shall remained staffed until the incident has 
stabilized. Limited exceptions may be made based upon the 
determination of the officer on scene and/or the shift 
commander.  

 

11.05 The RIT shall consist of at least three (3) firefighters in 
level 1 PPE (turnout coat and pants, helmet, hood, gloves, and 
SCBA) on standby outside of the structure to provide assistance 
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or rapid rescue if needed.  The IC shall determine which 
personnel will be assigned as the RIT. There shall be one (1) RIT 
Officer in charge on each team. 

11.06 The RIT shall report directly to the IC and critical 
incident information will be passed on from the IC to the RIT 
based on scene size up and incident details.  The RIT shall have 
all basic tools and equipment needed based on incident details. 
The RIT and needed equipment shall be staged on a tarp if 
possible in an area that is readily accessible to potential 
rescues. 

11.07 The primary tasks of the RIT shall be to: 

  * Perform an initial and ongoing scene size up 

  * Assemble needed equipment at the primary  
   entry point 

  * Monitor communications and maintain contact  
   with the IC for quick response 

  * Remain aware of the locations where firefighters 
   are working and any special tasks assigned 

  * If needed gain access to any exit that is locked,  
   blocked, or nonexistent 

11.08 The RIT may complete additional tasks providing it 
supports their primary tasks.  These tasks shall not include 
situations requiring direct entry into the IDLH environment or 
impacting the RIT Officer’s ability to focus on the status of 
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operations.  Task assignment shall take into account that the 
RIT should not be fatigued any time. 

11.09 In an effort to create a safer environment while 
working structure fires, the Bryant Fire Department and Benton 
Fire Department will begin immediately in sharing RIT (Rapid 
Intervention Teams) during working structure fires in both 
cities. A RIT is a group of at least 3 firefighters that will standby 
at the scene to make rapid entry in the case of a downed or 
missing firefighter in a hazardous situation such as a structure 
fire. A RIT has no other function during the event and once the 
immediate danger has passed the RIT stands down.  

11.10 RIT Given 

Benton Communications will make contact with Bryant 
communications with the request. When this is done we will 
need to know the location of the incident and the talk 
group/radio channel that is being used. You will then contact 
the on duty Battalion Chief and relay the info and he will 
instruct you on what Fire unit to dispatch. The Battalion Chief 
will respond with the responding Fire unit. You will then need 
to notify the Fire Chief or Assistant Fire Chief of the request.  

11.11 RIT Received 

When it is confirmed that the Bryant Fire Department has a 
working structure fire, the Battalion Chief will instruct you to 
contact Benton communications and request a RIT. Confirmed 
will mean that there is sufficient evidence based upon 
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information from units on scene, multiple calls reporting the 
incident, or other credible information obtained that the 
incident will be a working fire.  Likewise, you will give them the 
location of the incident and the talk group/ radio channel we 
operating on.  

11.12 On-Scene Decon of Personnel and Equipment: 

All personnel exposed to any on-scene contamination shall take 
steps to remove as much contamination as possible from 
themselves and their PPE before entering any apparatus and 
leaving the scene.  This shall be accomplished by utilizing a low-
pressure, fog pattern water spray, cleansing wipes, or whatever 
effective means are necessary and available. 

When practical, all equipment exposed to any on-scene 
contamination shall be sprayed off utilizing a low-pressure, fog 
pattern water spray before leaving the scene. 

11.13 Protective Hood Exchange 

All personnel exposed to any on-scene contamination shall turn 
in their contaminated protective hood to the Incident 
Commander in exchange for a clean one. Contaminated 
protective hoods shall be immediately laundered and placed 
back in the clean container in the Battalion Chief Unit. 

It shall be the responsibility of the Incident Commander to 
ensure adequate on-scene decontamination and protective 
hood exchange is performed. 
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Section 12.00 

Minimum Shift Staffing  

 

12.01 To provide adequate and safe staffing, the minimum 
number of firefighters on duty will be 13.  If a member calls in 
sick and drops the number of staff coming on duty to under 13 
the lowest ranking member at the station that the person 
called in sick at will be required to cover the shift.  Limited 
exceptions may be made at the discretion of the Fire Chief or 
Assistant Chief. 

12.02 There shall be on duty at all times at minimum one 
Chief Officer or Captain acting as a Shift Commander. 
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Section 13.00 

Payroll  

 

13.01 All members shall have their timesheets properly 
filled out and signed as soon as practical and least by the 
Monday morning payroll is turned in to be processed. 

13.02 All timesheets shall be reviewed and checked for 
accuracy by the Shift Commander.  The Shift Commander will 
be responsible for the timesheet being properly and accurately 
filled out and will also ensure all required supporting 
documentation is attached. 

13.03 Hours for ANY time that is not a regularly scheduled 
shift will be recorded on the timesheet and a brief explanation 
given.   

13.04 Members who “Work Up” to the next level of 
responsibility when performing duties of a higher job position 
will be compensated.  The rate of pay for these hours worked in 
the higher job position will be the employee’s regular rate plus 
3%.  Members will be assigned to work up based on the 
recommendation of the Battalion Chief or their fill in.  The 
Battalion Chief will take into consideration fairness to available 
and qualified members as well as the overall operational 
effectiveness of the fire department.  These hours will be 
properly documented on the timesheet. 
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Section 14.00 

Vacation 

 

14.01 Vacation will be set according to seniority for a 1 
Month period beginning December 1st each year for the 
following calendar year.   

14.02 If a member has 5 days of vacation they will pick a 
maximum of 2 days per round, 4 of the 5 days must be assigned 
a date, the 5th day can stay open to use throughout the year. If 
a member has 7 days of vacation they will pick a maximum of 3 
days per round, 5 of the 7 days must be assigned a date, the 
6th and 7th day will remain open to use throughout the year.  If 
a member has 9 days of vacation they can choose a maximum 
of 4 days per round, 7 of the 9 days must be assigned a date, 
the 8th and 9th day will remain open to use throughout the 
year.  For each additional 2 days accrued beyond 9 days, one 
will be assigned a date and one will remain open to be 
scheduled. 

14.03 There will be no more than 2 people scheduled off on 
the same day.  When requesting vacation or requesting a date 
change, your request should be turned in at least 2 weeks prior 
to the day requested off exceptions may be made at the 
discretion of the Shift Commander.   
14.04 Once vacation dates are set, if there is a need to 
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change them to a day that has an opening, it will be at the 
discretion of the shift commander. 

14.05 It is the responsibility of the Shift Commander to 
oversee their shift’s vacation calendar and to ensure any 
Vacation time taken by a member has been accrued and that all 
vacation time is used if at all possible.   

14.06 After the initial 1 Month period, vacations may be set 
on a first come, first serve basis.   

14.07 When individuals are hired on the same date, the 
lottery system will be used for setting Vacation. 
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Section 15.00 

Sick Leave 

 

15.01 Sick leave shall not be substituted for Vacation. 

15.02 The use of Sick leave shall be reported to the shift 
commander on duty no later than 5:30 AM before the start of 
the duty shift.  Calls for use of sick leave shall be made to the 
shift commander’s mobile phone.  No voicemails or text 
message will suffice. 

15.03 Periodically the commanding officer will perform a 
welfare check on the member who called in sick.   Abuse of sick 
leave will not be tolerated and be subject to disciplinary action. 

15.04 Family Medical Leave Act is available to members 
who qualify.  This information is available through the Human 
Resources Department. 
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Section 16.00 

Shift Swapping 

 

The Shift Swap policy is listed below: 

 

• Employees shall not seek approval for any time trades 
unless done voluntarily by and solely at the option of the 
employees and not at the request of the City of Bryant. 

• Trading time must not affect the operational effectiveness 
of the department and shift swaps shall not exceed 5 
consecutive shifts, or 5 shifts per Month.  

• Time trade request forms must be approved by the Shift 
Commander at least 24 hours prior to initial time trade and be 
signed by the involved parties as soon as practical and before 
payroll is turned in. 

• Battalion Chiefs may also swap with Captains.  Captains 
may also swap with Battalion Chiefs or Lieutenants. Lieutenants 
may also swap with Captains.  

• If an employee fails to report for duty for an approved 
time trade, that person is responsible to fill position, not the 
person for whom he/she is working.  Employees who fail to 
report for duty for an approved time trade may be prohibited 
from participating in future time trades for a period of 6 
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months.  In addition, failure to fulfill commitment in any 
manner, whether by absence or tardiness, may result in 
progressive disciplinary action up to and including termination. 

• All time listed on payroll sheets must show actual time 
worked and identify any time traded, as well as the persons 
involved in the trade. 

• Approved time trades shall not affect Staffing Log Book 
entries; all such entries shall accurately reflect all persons who 
physically respond to calls. 

• In order to comply with federal law and with respect to 
properly approved time trades only, the City will compensate 
the employee who was originally scheduled to work the time in 
question, and not the employee who actually worked said 
hours.  For example, Employees A and B are both scheduled to 
work 40 hours in a given week.  Employee A works thirty hours 
and asks Employee B to work 10 hours on their behalf.  
Employee B agrees, the proper paperwork is completed, the 
request is authorized in writing, and Employee B works 10 
hours of Employee A’s shift.  Even though Employee B worked 
50 hours that week, he is paid for only 40 hours.  Employee A 
later works 10 hours of Employee B’s regularly-scheduled 
hours, the City will compensate Employee B, even though 
Employee A actually performed the work. 

• In the event a time trade is scheduled on a City-designated 
holiday, the employee who was originally scheduled to work 
but traded to have that time off will be compensated as if they 
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worked the holiday.  The employee who agreed to substitute 
on said holiday will not be compensated as if they worked 
during a holiday, in accordance with the above provision. 

• Time trades will only be authorized in 1 hour increments. 
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Section 17.00 

Station Duties 

 

17.01 Stations will be kept clean and in order. 

17.02 Flags shall be flown every day. They shall be taken 
down at dark unless the flags are illuminated. 

17.03 Exterior lights shall be turned on at dark and off at 
daylight. 

17.04 Beds shall be neatly made. Personalization with 
comforters, bedspreads, and throws etc. are allowed as long as 
they are not offensive in nature. 

17.05 All stations shall mow the grass on the designated 
day.  In the case of inclement weather, they shall be mowed the 
next suitable shift. 
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Section 18.00 

Apparatus and Equipment Readiness 

 

18.01 All apparatus and equipment shall be ready and in 
service at all times unless it is determined to be out of service. 
Out of service equipment or apparatus shall be properly 
communicated to the oncoming officer in charge of the station 
and that officer will notify the shift commander who will 
further notify shift personnel as necessary.  

18.02 All apparatus shall be kept clean and turned over to 
the oncoming shift clean and in service.  The only exception to 
this will be if a run is made after 9 PM and then the oncoming 
shift will clean the apparatus but it shall still be turned over in 
service to the oncoming shift.  The Commanding Officer may 
also make an exception to this rule where applicable. 

18.03 All apparatus and equipment shall be properly and 
thoroughly checked and if necessary serviced or maintained 
every day. 
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Section 19.00 

Communications 

 

19.01 Radio communications shall be checked daily by 6:15 
AM or as soon as practical. 

19.02  Activation of Emergency call button on handhelds 

 If the emergency distress button is activated on a portable 
radio the dispatchers will leave the channel open and monitor 
the traffic for 10 seconds.  Dispatchers will then ask the unit 
who activated the distress call, “Truck 3A….10-50?” for 
example.  Dispatchers will ask this up to a maximum of 3 times 
if there is no initial response. The required response is “10-50” 
if the situation is OK or if the button was pressed accidentally.  
ANY OTHER response or lack thereof will be considered grounds 
for an emergency and the channel will be cleared of ALL radio 
traffic until the situation is resolved. When monitoring the 
channel in the initial 10 seconds and Dispatch hears any traffic 
or background sounds that could signify the unit is in trouble, 
an emergency shall be declared.   

 

  If an emergency is declared, the Shift Commander will be 
notified by dispatch by telephone and a PD officer will be sent 
to the unit’s last known location to assess the situation. 
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In the event of an emergency, it will be the responsibility of the 
unit in distress to make use of the initial 10 seconds when the 
channel is opened to provide as much information as possible 
to assist dispatch.  This should include terms that would give 
dispatch an idea of the situation and last known location. 

19.03    When communicating over the radio the format used 
will be Unit calling to Unit being called. “Engine 2 to Dispatch” 
for example. 

 

 

                                       

 

 

 

 

 

 

 

 

 

 



 

BFD General Rules and Regulations-Revised April 2019 
 
         
 
 

Section 20.00 

General  

 

20.01 No member shall be considered off duty until 
properly relieved. 

20.02 The Chain of Command shall be used by all members 
where appropriate.  

20.03 All orders or directives issued shall be followed 
completely and immediately without question unless there is 
an issue with life safety. 

20.04 There shall be no visitors after 10:00 PM.  Visitors 
shall only be allowed in common areas. The Shift Commander 
may make exceptions depending on the circumstance. 

20.05 When answering Department phones the greeting 
will be polite and applicable.  Department phones are for 
Department use.  Personal calls shall be limited in length. 

20.06 Pets are not allowed in any Fire Station or Apparatus 
unless approved by the Shift Commander. 

20.07 The Bryant Fire Department General Rules and 
Regulations of Operation are in addition to the City of Bryant 
Employee Handbook. 
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20.08 Only Department members are to be allowed to ride 
on any apparatus unless permission has been granted by the 
Shift Commander and proper release forms are signed. 

20.09 Washing of personal vehicles and MINOR 
maintenance will be allowed during the week from 6PM to 
9PM, and on the weekends from 2PM to 9PM.  All required 
supplies will be furnished by the member.  This will only be 
allowed after all required work is completed. 

20.10 Washing of personal laundry will be allowed.  The 
member will provide all required laundry supplies. 

20.11 All members shall be out of their beds by 5:30AM.  
Beds will not be occupied before 8PM.  Exceptions may be 
made by the supervising officer. 

20.12 Smoking will be only allowed in designated areas.  
Areas will be designated by the Fire Chief in accordance with 
State Law. 

20.13 Spaces provided by the department and/or by the 
members themselves at fire stations for the storage of personal 
effects such as but not limited to toiletries, medications, 
towels, clothing, pictures, etc., shall be considered personal 
spaces and private.  These spaces shall only be accessed by the 
person who the space is assigned to and shall be labeled with 
the members name in an approved manner.  It is suggested 
that they also be locked.  The Chief and Assistant Chief or 
members under their direction shall be the only other 
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individuals allowed to access these personal spaces. This access 
by the department administration will only be necessary when 
a city or department policy violation is in question or for a 
safety concern.  
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Section 21.00 

Discipline 

 

21.01 The Progressive Discipline Policy is as follows: 

  1st offense- Verbal warning 

2nd offense- Written reprimand with official letter 
placed in personnel file 

3rd offense- One 24 hour shift off without pay 

4th offense- Within 1 year of first offense will be 
grounds for termination 

21.02 Three letters of reprimand within 1 year time will be 
grounds for termination. 

21.03 Depending on the severity of the infraction, the Fire 
Chief reserves the right to proceed directly to any of the steps 
in the discipline policy. 
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Section 22.00 

Training 

 

22.01 The designated Training Officer of the Department 
will be responsible for the implementation of all training needs 
of the department.  The Training Officer will work with the 
Administration of the Department to determine the specific 
training needs and will develop and implement training 
programs to address those needs.   

22.02 The Officer in charge at each station shall ensure that 
all assigned training is conducted and documented.  They will 
communicate, coordinate and document such training through 
the Training Officer. 

22.03 All members are required to attend all training that is 
considered MANDATORY by the Chief of the Department. 

22.04 Proper and applicable Personal Protective Equipment 
shall be used when training is conducted. 
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Section 23.00 

Promotions 

 

23.01 The Bryant Fire Department will facilitate all testing 
and assessment for promotions and hiring. 

23.02 All promotions will have a one year probationary 
period.  

23.03 Promotional testing for Assistant Chief will be 
weighted as follows: 

  60% written test 

  40% oral interview with Fire Chief 

23.04 Promotional testing for Captain and Battalion Chief 
will be weighted as follows: 

  60% written test 

  40% oral Interview 

23.05 Promotional testing for Engineer will be weighted as 
follows: 

  70% practical/hands on 

  30% written test 

23.06 Promotions from Firefighter to Engineer 
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To be eligible to test for the rank of Engineer, Firefighters must 
have 18 months consecutive experience with the Bryant Fire 
Department at the rank of Firefighter and be checked off on all 
fire apparatus by the Assistant Chief.  In addition, they must 
have Firefighter I & II, Driver Operator, Arkansas EMT-B, and 
HAZMAT Operations.  

23.07 Promotion from Engineer to Captain 

 To be eligible to test for the rank of Captain, Engineers must 
have, 2 years of experience with the Bryant Fire Department at 
the rank of Engineer.  In addition, they must have Firefighter I & 
II, Driver Operator, Fire Officer I, Fire officer II, Arkansas EMT-B, 
HAZMAT Operations, Fire Service Instructor I. 

23.08 Promotion from Captain to Battalion Chief  

To be eligible to test for the rank of Battalion Chief, Captains 
must have 8 years of experience with the Bryant Fire 
Department  and a minimum of 3 years at the rank of Captain. 
In addition, they must have Firefighter I & II, Driver Operator, 
Fire Officer I, Fire officer II, Chief Fire Officer, Arkansas EMT-B, 
HAZMAT Operations, Fire Service Instructor I, Fire Inspector. 

23.09 Promotion from Battalion Chief to Assistant Chief 

To be eligible to test for the rank of Assistant Chief, Battalion 
Chiefs must have 15 years of experience with the Bryant Fire 
Department and a minimum of 3 years at the rank of Battalion 
Chief. In addition, they must have Firefighter I & II, Driver 
Operator, Fire Officer I, Fire officer II, Chief Fire Officer, 
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Arkansas EMT-B, HAZMAT Operations, Fire Service Instructor I, 
Fire Inspector. 
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Section 24.00 

Uniforms 

 

24.01 Class A Uniform –Dress jacket and slacks, long or 
short sleeve button up shirt with appropriate 
hardware, uniform tie, undershirt, black belt, navy 
pants, and black low quarter shoes or boots.  

Class B Uniform – Short or long sleeve button up shirt 
with appropriate hardware, undershirt, black belt, 
navy pants, black low quarter shoes or boots that are 
reasonably shined.   
 
Class C Uniform- Bryant Fire Department issued T- 
Shirt or job shirt, rank appropriate polo shirt, black 
belt, navy pants or shorts, black low quarter shoes or 
boots. 
 
Class D Uniform – Bryant Fire Department issued T- 
Shirt or job shirt, black belt, navy pants or shorts, 
black low quarter shoes or boots. 

 

24.02       Shirt colors will be rank and position appropriate as 
determined by the Chief.   
24.03        All shirts will be kept tucked in when at all possible.  
Boots or shoes will be tied or zipped. 
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24.04       Black socks will be worn as a part of the uniform 
unless boots are worn.   
24.05      Boots and shoes will be kept reasonably shined.   
24.06      Fire Department issued ball caps may be worn while 
in the class C and D Uniform.   
24.07     Uniforms will be clean and not wrinkled when 
reporting to duty. 
24.08       If a long sleeve T- shirt is worn, a short sleeve uniform 
shirt may not be worn. 
24.09       There will be no wearing of non- fire department 
issue uniform items unless permission is given by the Shift 
Commander. This includes items from any other fire 
department. 
24.10      All members shall be required to keep sufficient 
uniforms at their respective stations in order to change 
uniforms when required. 
24.11        All members shall wear sufficient clothing to properly 
protect their health and safety.  For example, when uniform 
shorts are worn, bunker pants must be worn when making any 
response. Exceptions may be made by the Shift Commander. 
24.12 All members are responsible for their uniforms and 
uniform items issued to them and will be charged for lost items. 
All uniform items worn on duty will be serviceable and not 
worn as determined by their Battalion Chief. 
24.13       Haircuts and Facial Hair 

1. Haircuts –  
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a. Men: Hair may not hang down in front so as to 
completely cover the forehead.  The hair over the 
forehead may not cover the eyebrows or eyes. 

b. Men: hair may not extend below the bottom seam of 
the collar of the uniform. 

c. Women: Hair may not hang down in front so as to 
completely cover the forehead.  The hair may not 
cover the eyebrows or the eyes. 

d. Women: Hair may extend to the shoulders, but it will 
be fixed in a manner that does not increase the risk of 
injury or endanger the safety of the firefighter during 
an emergency call. 

 

2. Sideburns – Sideburns will not extend below the bottom of 
the ear and will not interfere with the wearing of the SCBA 
Mask. 

 

3. Mustaches: Mustaches shall not extend to a length any 
longer than ½ inch from the jaw line.  Mustaches must be 
neatly trimmed and not interfere with the wearing of the 
SCBA Mask. 

 

4. Beards: No beards, goatees or “soul patches” are 
authorized. 

24.14 The only jewelry authorized to be worn on duty or at 
the fire scene is as follows:  rings on the hand, watches, 
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necklaces that can be worn under the undershirt, bracelets that 
fit under the turnout coat sleeve.  Due to safety issues, no 
piercings of any kind will be allowed while on duty. 
24.15 Physical exercise training will be conducted in 
Department T- Shirts with gym shorts, sweatpants, gym shoes, 
etc.   
24.16 When a member terminates employment, all issued 
items shall be turned in on the last duty shift worked.   
Persons working their last duty shift know enough time in 
advance to have all their items gathered and brought with 
them on their last duty shift.   
24.17 All items turned in shall be checked off by the 
Battalion Chief and this info forwarded to the Asst Chief or 
Chief so that they can ensure HR knows of any issued item 
shortages before pay roll is processed. 
 
 
 
 
*****PLEASE USE THE IMAGES BELOW AS A GUIDE FOR 
PLACEMENT OF HARDWARE ON UNIFORMS***** 
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Section 25.00 

Physical Agility Test 

 

25.01 The Physical Agility Test will be conducted annually 
for all members of the Bryant Fire Department with the 
exception of Chief Officers who are not typically engaged in 
suppression activities.  Chief Officers are encouraged to 
participate. 

25.02 Blood pressure and pulse rates will be taken before 
and after the Physical Agility Test. 

25.03 The Physical Agility Test is tentatively set for the 
month of April. 

25.04 The Physical Agility Test will include the following 
timed events: 

1. Hose Roll – The firefighter will roll a 50 foot 
section of 2 ½ inch hose and carry the roll to a 
designated spot.  

2.  High Rise Pack Carry – The firefighter will pick up 
and carry a bundled high rise pack to the top of the 
stairs. 

3. High Rise Pack Raise – The firefighter will use a 
rope to pull a high rise pack up to the second floor 
and over the wall. 
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4. Attic Crawl – The firefighter will crawl over the 
attic simulator using only the ceiling joists for 
support. The firefighter will then carry the high rise 
pack down the stairs to its original location.  

5. Ladder Climb – The firefighter will climb to the 
top of a pre-positioned 18 foot roof ladder and touch 
the wall above the ladder. 

6. Ventilation Sled – The firefighter will use a dead 
blow sledge hammer to drive the sled to the opposite 
end of the track. 

7. LDH Hose Drag – The firefighter will drag a 100 
foot section of 5 inch hose for 100 feet.  

8.     Wall Climb – The firefighter will jump up and 
over a 48 inch wall prop.  

9.     Hose Advance – The firefighter will drag a pre-
charged 100 foot section of 1 ¾ inch fire hose 
approximately 100 feet and operate the nozzle to use 
the water stream to open the trap door of the fire 
prop.  

25.05 Test time will start when the firefighter touches the 
hose to begin rolling it and will stop when the trap door opens.  

25.06 All events must be completed in continuous sequence 
within a total established time of 7 minutes. 
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25.07 Before starting the firefighter will be fitted with 
personal protective equipment including turnout coat, 
firefighting gloves, fire helmet, and SCBA without 
mask/regulator. Duty pants and boots/shoes shall be worn. 

25.08 Rules of the Physical Agility Test: 

A. If a firefighter is not able to pass this test they 
will be given sixty (60) calendar days to prepare 
for a second test. 

B. If after a second test the firefighter is unable to 
pass, their medical condition will be evaluated 
by a physical exam performed by the physician 
utilized by the Department for annual physicals. 

C. If after a medical exam, the firefighter is 
determined to be physically able, the firefighter 
shall have sixty (60) calendar days to prepare for 
a third test. 

D. If after a third attempt has been made and the 
firefighter fails the test, then at this time his/her 
employment will be subject to termination.      
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Section 26.00 

Physical Fitness Training 

 

26.01 Physical Fitness Training will be required twice a 
week.  Additional training while off duty is also encouraged. 

26.02 Physical Fitness equipment is to be used by 
authorized personnel only unless prior approval is given by the 
Chief. 

26.03 Participation in Physical Fitness Training will be 
mandatory for all Shift personnel.  Each Firefighter is 
responsible and accountable for his/her participation and 
timely documentation thereof. 

26.04 Physical Fitness training will be documented by each 
Firefighter as directed on the approved form. 

26.05 Documentation will be collected at the end of every 
Month.  Members in non-compliance will be subject to 
disciplinary action. 

26.06 Annual medical exams will be performed on all 
department members. 
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Section 27.00 

Annual Performance Evaluations 

 

27.01 Performance Evaluations will be conducted on all 
members in the month of their employment anniversary.   

27.02 Members will not be evaluated by other members of 
the same rank. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

BFD General Rules and Regulations-Revised April 2019 
 
         
 
 

----****Any future changes to this document that pertain 
directly to the operational mission of the Fire Department that 
do not require financial or personnel approval from the council 
may be implemented by means of directive(s) from the Chief of 
the Fire Department.****---- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

BFD General Rules and Regulations-Revised April 2019 
 
         
 
 

I have read and understand the Bryant Fire Department 
General Rules and Standard Operating Guidelines.  I have also 
been issued a copy for my records and am responsible for 
maintaining this document. 

 

Name     Signature     Date 

 

 

 

 

 

 

 

 

 

 

 

 



RESOLUTION NO. 2019 - ________ 

 

RESOLUTION REGARDING AN UPDATED POSITION DESCRIPTION AND 

COMPENSATION PLAN FOR PLANNER FOR THE CITY OF BRYANT 

 

WHEREAS, The City Council of the City of Bryant desires to adopt the updated position 

description and compensation plan for said position; 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT, ARKANSAS THAT: 

Section 1. The City Council of the City of Bryant hereby adopts the attached position description 

for the position of Planner. 

Section 2. The salary range for the Planner position shall fall within the range suggested by the 

most recently adopted JESAP study. The 2019 adopted JESAP study suggests the following 

salary range for the position: 

 

Minimum Midpoint Maximum 

$35,365 $44,206 $53,047 

 

 

PASSED AND APPROVED this __________day of _____________, 2019. 

 

 

       

APPROVED: 

 

 

      ________________________________ 

      Allen E. Scott, Mayor 

 

 

 

 

 

ATTEST:     Approved as to Form: 

 

 

________________________________ ________________________________ 

Sue Ashcraft, City Clerk   Josh Farmer, City Attorney 

 



 City of Bryant - 2019 
Planner - Proposed 19 
Job Description 
 
Job Code:  1001 

Exempt:  No 

Department: Planning & Development 

Reports To Planning and Community Development Director 

Location: City Hall 

Date Prepared: October 23, 2008 

Date Revised: April 23, 2019 
 
GENERAL DESCRIPTION OF POSITION 
The Planner provides professional guidance and technical assistance to the Planning Commission and 
Board of Adjustment and performs specialized work functions associated with city planning and zoning 
within the Planning and Community Development Department. Work includes site plan/permit review, 
enforcement of all applicable codes, maintaining and updating geographic information system (GIS) 
maps and permit databases as well as assisting in the daily operations of the department. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Reviews building plans and zoning permit applications to assure compliance with requirements such 
as use, bulk, placement, and parking ratios. 
 
2. Reviews or assists in the review of development proposals and site plans for conformance with 
codes, plans, and regulations. 
 
3. Develops and maintains automated tracking systems, hard copy files and records. 
 
4. Researches and compiles information on a variety of planning issues from multiple sources. 
 
5. Prepares public notices or property owner verifications. 
 
6. Investigates violations of planning regulations and ordinances, including site visits. 
 
7. Conducts field evaluations and assessments. 
 
8. Assists in the evaluation of re-zonings, ordinance amendments, site plans, conditional use permits, 
variances and other proposals. 
 
9. Provides technical assistance and information to staff and the public in the administration of specific 
planning programs areas or ordinances. 
 
10. Prepares and presents detailed reports on development proposals to government bodies. 
 
11. Provides information to the public regarding development regulations. 
 
12. Develops planning studies and reports in support of new and updated plans, programs and 
regulations. 
 



13. Collects a variety of statistical data and prepare reports and maps on topics such as census 
information, land use. 
 
14. Serves on assigned Committees and Commissions regarding Planning and Community 
Development. 
 
15. Prepares the agenda of items to be considered at meetings and attends all meetings of the 
Planning Commission and DRC. 
 
16. Acts as liaison between community groups, government agencies, developers and elected officials 
in developing plans. 
 
17. Coordinates community review of public and private development projects. 
 
18. Attends public meetings, assisting other planning staff as appropriate. 
 
19. Prepares Department related maps, charts, tables, press releases, articles, summaries, agendas, 
and quarterly report. 
 
20. Assists in resolving citizen and customer issues. 
 
21. Performs routine office tasks in designated program areas, including data entry, file management, 
copying and answering telephone. 
 
22. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 
 
EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc. 
Equivalent to a four-year college degree, plus 2 years related experience and/or training, and 1 to 6 
months related management experience, or equivalent combination of education and experience. 
 
COMMUNICATION SKILLS 
Ability to read, analyze, and understand general business/company related articles and professional 
journals; Ability to speak effectively before groups of customers or employees. Ability to write reports, 
business correspondence, and policy/procedure manuals;  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. Ability to 
read, analyze, and understand common scientific and technical journals, financial reports, and legal 
documents; Ability to respond to complex or difficult inquiries or complaints from customers, regulatory 
agencies, or members of the business community. Ability to write speeches and articles for publication 
that conform to prescribed style and format; Ability to effectively present information to top 
management, public groups, and/or boards of directors. 
 
MATHEMATICAL SKILLS 
Ability to work with mathematical concepts such as probability and statistical inference, and 
fundamentals of plane, algebra, solid geometry and trigonometry. 
 
CRITICAL THINKING SKILLS 



Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret 
an extensive variety of technical instructions in mathematical or diagram form and deal with several 
abstract and concrete variables. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Valid Arkansas driver's license. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
PCED certification or ability to obtain PCED certification 
AICP certification or ability to obtain AICP certification 
Four year college degree in planning, geography, public administration or related field 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: Alphanumeric Data Entry, Contact Management, Presentation/PowerPoint, Spreadsheet, 
Word Processing/Typing 
Basic: 10-Key, Accounting, Database, Programming Languages 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under general direction, working from policies and general directives. Rarely refers specific cases 
to supervisor unless clarification or interpretation of the organization's policy is required. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work, in addition, the work operations of a group of 
employees, all performing basically the same type of work. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance, either of which 
would affect the work operations of small organizational component and the organization's 
clientele. 

 
MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of operations. 
Operations requiring intermittent direct thinking to determine or select the most applicable way of 
handling situations regarding the organization's administration and operations; also to determine or 
select material and equipment where highly variable sequences are involved. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately directed. Activities covered by wide-ranging policies and courses of action, and generally 
directed as to execution and review. High order of analytical, interpretative, and/or constructive 
thinking in varied situations. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and applicable 
laws.  Responsibilities may include but not limited to interviewing, hiring and training employees; 
planning, assigning and directing work; appraising performance, rewarding and disciplining employees; 
addressing complaints and resolving problems. 
 



Supervises a small group (1-3) of employees in the same or lower classification. Assigns and checks 
work; assists and instructs as required, but performs same work as those supervised, or closely 
related work, most of the time. Content of the work supervised is of a non-technical nature and does 
not vary in complexity to any great degree. 
 
Supervises the following departments:  
 
 
 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or misappropriation 
would result in moderate damage or moderate monetary loss to the organization. The total value for 
the above would range from $150,000 to $1,000,000. 
 
ACCURACY 
Probable errors would normally not be detected in succeeding operations and could possibly affect 
organization-patron relationship, involve re-work, or additional expenditures in order to properly resolve 
the error. The possibility of such errors would occur quite frequently in performance of the job. May 
also cause inaccuracies or incomplete information that would be used in other segments of the 
organization as a basis for making subsequent decisions, plans, or actions. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Moderately directed. Freedom to act is given by upper level management guided by general 
policies and objectives that are reviewed by top management. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in manpower. 

 
Medium. Job creates a monetary impact for the organization from $1mm to $10mm. 
 
IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates with 
others in taking action for a department and/or total organization. 
 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those persons 
contacted. Contacts of considerable importance and of such nature, that failure to exercise proper 
judgment may result in important tangible or intangible losses to the organization. 
 
EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as required in 
advanced supervisory jobs, plus frequent contact with senior level internal officials. 

 
USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Occasional use of highly complex machines and equipment; specialized or advanced software 



programs. 
 
WORKING CONDITIONS 
Normal working conditions as found within an office setting, wherein there is controlled temperature 
and a low noise level, plus a minimum of distractions. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the functions of this job, the employee is occasionally exposed to outdoor weather 
conditions.The noise level in the work environment is usually quiet. 
 
PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions and expectations. 
 
Moderate diversity, low physical. Work activities which allow for a moderate amount of diversity in the 
performance of tasks which are not as varied as those positions with high-level diversity and decision-
making. 
 
While performing the functions of this job, the employee is regularly required to talk or hear; frequently 
required to sit, use hands to finger, handle, or feel; and occasionally required to stand, walk, reach with 
hands and arms, climb or balance, stoop, kneel, crouch, or crawl. The employee must occasionally lift 
and/or move up to 25 pounds. Specific vision abilities required by this job include close vision; and 
color vision.  
 
ADDITIONAL INFORMATION 
Ability to attend public meetings as required, some of which may be after normal working hours.  
 
Experience with software programs such as Microsoft Office, Internet applications, and GIS 
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RESOLUTION NO. 2019 - ________ 

 

RESOLUTION REGARDING AN UPDATED POSITION DESCRIPTION AND 

COMPENSATION PLAN FOR ACCOUNTS PAYABLE TECHNICIAN FOR THE CITY 

OF BRYANT 

 

WHEREAS, The City Council of the City of Bryant desires to adopt the updated position 

description and compensation plan for said position; 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT, ARKANSAS THAT: 

Section 1. The City Council of the City of Bryant hereby adopts the attached position description 

for the position of Accounts Payable Technician. 

Section 2. The salary range for the Accounts Payable Technician position shall fall within the 

range suggested by the most recently adopted JESAP study. The 2019 adopted JESAP study 

suggests the following salary range for the position: 

 

Minimum Midpoint Maximum 

$29,080 $36,351 $43,621 

 

 

PASSED AND APPROVED this __________day of _____________, 2019. 

 

 

       

APPROVED: 

 

 

      ________________________________ 

      Allen E. Scott, Mayor 

 

 

 

 

 

ATTEST:     Approved as to Form: 

 

 

________________________________ ________________________________ 

Sue Ashcraft, City Clerk   Josh Farmer, City Attorney 



 



 City of Bryant - 2019 
Accounts Payable Technician - Proposed 2019 
Job Description 
 
Job Code:  8000 

Exempt:  No 

Department: Finance  

Reports To Director of Finance 

Location: 210 SW 3rd Street 

Date Prepared: October 17, 2008 

Date Revised: April 24, 2019 
 
GENERAL DESCRIPTION OF POSITION 
Cut and prints every check for all city Departments including Courts.   This position also then files and 
organizes the files for all the supporting invoices to the checks cut.  This position scans the majority of 
these invoices in the General Ledger software.   This position does the final processing of the credit 
card payment and the cell phone and fuel bills.    
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Cuts all city department checks for all funds.  
 
2. Files, scans, and attaches in the general ledger software all invoices supporting all checks cut.  
 
3. Processes credit card, cell phone, copier, and fuel bills.  
 
4. Operates office machines such as computers, printers, copiers, mail machine, etc.  
 
5. Files correspondence and other departmental records - assists finance director with record retention 
policy maintenance.  
 
6. Prepares, runs and prints a variety of reports. 
 
7. Opens and routes incoming mail, answers correspondence, and prepares outgoing mail as needed.  
 
8. Ability to interact with team members.  
 
9. Regular and punctual attendance.  
 
10. Ability to work overtime.  
 
11. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 
 
EDUCATION AND EXPERIENCE 
High school or GED, plus specialized schooling and/or on the job education in a specific skill area; e.g. 
data processing, clerical/administrative, equipment operation, etc, plus 12 to 18 months related 



experience and/or training, and 1 to 6 months related management experience, or equivalent 
combination of education and experience. 
 
COMMUNICATION SKILLS 
Ability to read and understand documents such as policy manuals, safety rules, operating and 
maintenance instructions, and procedure manuals; Ability to write routine reports and correspondence. 
Ability to effectively communicate information and respond to questions in person-to-person and small 
group situations with customers, clients, general public and other employees of the organization. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals. Ability to compute rate, ratio, and percent and to prepare and interpret bar 
graphs. 
 
CRITICAL THINKING SKILLS 
Ability to utilize common sense understanding in order to carry out written, oral or diagrammed 
instructions. Ability to deal with problems involving several known variables in situations of a routine 
nature. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: 10-Key, Alphanumeric Data Entry, Contact Management, Database 
Basic: Accounting, Spreadsheet, Word Processing/Typing 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges own 
work, referring only unusual cases to supervisor. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work; may also occasionally assist in the planning of work 
assignments performed by others within a limited area of operation. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance; the latter of 
which would affect the work operations of other employees and/or clientele to a moderate degree. 

 
MENTAL DEMAND 
Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently 
repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or 
select materials, equipment or operations where variable sequences may be selected by the 
employee. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 



Moderately repetitive.  Activities with slight variation using a definite set of processes or directions with 
some degree of supervision.  Choice of learned things in situations which conform to clearly 
established patterns and modes. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
Responsibility for work of others: Not indicated. 
 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Regularly responsible for funds, building premises, inventory, or other property owned, controlled, or 
leased by the organization and, in addition, may have temporary custody and responsibility of patron 
property, which through carelessness, error, loss, theft, misappropriation, or similar action would result 
in very important monetary losses to the organization. The total value for the above would range from 
$1,000,000 to $10,000,000. 
 
ACCURACY 
Probable errors would not likely be detected until they reached another department, office or patron, 
and would then require considerable time and effort to correct the situation. Frequently, possibility of 
error that would affect the organization's prestige and relationship with the public to a limited extent, 
but where succeeding operations or supervision would normally preclude the possibility of a serious 
situation arising as a result of the error or decision. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Generally controlled. General processes covered by established policies and standards with 
supervisory oversight. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in manpower. 

 
Medium. Job creates a monetary impact for the organization from $1mm to $10mm. 
 
IMPACT ON END RESULTS 
Modest impact. Job has some impact on the organizations end results, but still from an indirect 
level. Provides assistance and support services that facilitates decision making by others. 
 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those persons 
contacted. Contacts of considerable importance and of such nature, that failure to exercise proper 
judgment may result in important tangible or intangible losses to the organization. 
 
EMPLOYEE CONTACT 
Contacts occasionally with others beyond immediate associates, but generally of a routine nature. May 
obtain, present or discuss data, but only as pertains to an immediate and specific assignment. No 
responsibility for obtaining cooperation or approval of action or decision. 

 
USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and software, road and 
production machines and equipment, driver's license/cdl, etc.) 



 
WORKING CONDITIONS 
Periodically exposed to such elements as noise, intermittent standing, walking, occasionally pushing, 
carrying, or lifting; but none are present to the extent of being disagreeable. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually moderate. 
 
PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions and expectations. 
 
Highly repetitive, low physical. Highly repetitive type of work which requires concentration in the 
performance of tasks for consistent time cycles as prescribed by the tasks. 
 
While performing the functions of this job, the employee is regularly required to sit, use hands to finger, 
handle, or feel, talk or hear; frequently required to reach with hands and arms; and occasionally 
required to stand, walk, climb or balance, stoop, kneel, crouch, or crawl. The employee must 
occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close 
vision; color vision; peripheral vision; and ability to adjust focus.  
 
ADDITIONAL INFORMATION 
Working knowledge of computers and other office equipment. 
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Yard Waste Pilot Program

Acceptable Material:

- Branches

- Shrubs (No Dirt balls, dirt must be removed from root balls)

- Trees (cut up into no more than 8 foot in length)

- Leaves (must be in paper bags)

- Grass (must be in paper bags)

Unacceptable Material:

- Lumber

- Stained or treated wood

- Dirt

- Rocks

- Synthetic Mulch

Placement:

- Yard waste needs to be curbside (as close as possible without hanging into the road). This would

be in the city right of way. Please do not block sidewalks. If there is one place debris as close to 

road between sidewalk and road if room allows. If not as close to the sidewalk without hanging 

into sidewalk.

- Must be 5 feet from all objects (mailboxes, power poles, telephone poles, ect)

- Do not place under wires, low hanging trees.

- Helpful Hint: Stack trees, branches, shrubs laying in the same direction. Quicker pick up with less

of a mess. 

Pick Up dates:

- April Spring Clean Up would remain the same (4 weeks, one ward per week)

- All wards are picked up on the same day

- The second and fourth Tuesday of each month (March/May/June/July/October)

- The second Tuesday of each month (January/February/August/September/November/ 

December)

- Must be scheduled at least one day prior

- Report a Concern (add category) or call PW (501-943-0468) and we can put the request in.

- Burning is allowed on Tuesday and Thursday from 9:00 am to 3:00 pm on properties that are 2 

acres or more. Residents are still not allowed to burn in the ditches. This is an effort to help 

residents out with yard waste and hopefully keep some of the smoke out of the air, homes, ect. 

to make living in Bryant a more pleasant experience.

- Being a pilot program we must stick to our guidelines. This is an added service with existing staff.

To make this be successful the residents and the street department will need to stick to one 

schedule as other days will be booked with current workloads.



*This is a service provided to the residents of Bryant by the City Streets department. Therefore it is 

funded by the taxes paid. Commercial landscape, tree trimmers or individuals who are being paid to 

provide a service shall not be allowed to place the yard waste curbside for yard waste pick up.




