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1. Complete and Sign RACES member application 
2. Turn in signed copies to the Kent County RACES Coordinator or designee 
3. Await verbal notification 
4. Pass interview process with member board consisting of at least one 

member of TOP leadership and Human resource manager 
 

R. All Potential members have a 6 month period in which they will be evaluated for 
potential full membership in the organization.   

 
S. KCRACES will have 3 levels of Membership: associate, full and youth 

 
1. Youth – Those members who are over the age of 16 but not over the age of 

18.    – See youth program for full details 
2. Associate – Members who are outside of the 60 minute response time or 

who cannot commit fully to the organization’s training requirements. 
3. Full – Members who are participating fully with organization 

 
T. Members are required to be within a 60 minute response area to be considered a full 

member. 
 
U. Any members outside the 60 minute response area are considered associate 

members. Associate members will be allowed a relaxed standard of participation. 
 
 
 
 

ARTICLE III – Officers, and the selection of 
Officers 
 

A. The Officers of KCRACES shall be:  (Listed in Order of Chain of command) 
1. RACES Coordinator  – Appointed by Kent County Emergency Manager 
2. Deputy RACES Coordinator - Appointed by RACES Coordinator 
3. Assistant Deputy RACES Coordinator – Appointed by RACES Coordinator 
4. Assistant Deputy RACES Coordinator Alternate – Appointed by RACES 

Coordinator 
5. Assistant to the RACES Coordination staff – Appointed by RACES 

Coordinator 
6. Cadre Leader – Search and Rescue 
7. Cadre Leader – EOC operations 
8. Cadre Leader – Safety 
9. Cadre Leader – Technical 
10. Cadre Leader – Training 
11. Cadre Leader – Hospital Communications 
12. Cadre Leader – Sky Warn 
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13. Cadre Leader – Treasurer 
14. Cadre Leader – Information Technology 
15. Cadre Leader – Public Information officer 
16. Cadre Leader – Nets 
17. Cadre Leader – Fund Raising 
18. Member at large  
 

    
B. The RACES Coordinator shall be by appointed by the Kent County Emergency 

Management Director.  
 
C. The RACES Coordinator shall appoint all Assistants. 

 
D. Assistants serve a one year term at which time position status is to be reviewed. 

  
E. Duties of the Coordinators: (Not listed in order of command) 

1. RACES Coordinator (RC) 
A.   Responsible for the overall management of group.  
b.   Leads meetings, has final say on all decisions.  
c.   Signs all papers issued by the group.  
d.   Appoints all other positions.   
e.   Responsible for meeting agendas.  
f.   Makes safety decisions in place of safety Coordinator.  
g.   Responsible for Alert and Notification for Kent County RACES.    
h.   Responsible for day-to-day operations, reports, alert and   
 notification.   
i.  Scheduling of meetings, trainings and other activities.   

 
2. Deputy RACES Coordinator (DRC) 

Takes over for RC as needed.  
 

3. Assistant Deputy RACES Coordinator – (ADRC) 
Takes place of DRC when RC is absent.  

 
4. Assistant Deputy RACES Coordinator Alternate – (ADRC-A) 

Takes place of ADRC when DRC is absent.  
 

5. Assistant to the RACES Coordination Staff – (ARCS) 
Assist’s Coordination staff with duties as needed 

 
6. Cadre Leader– Treasurer/Secretary 

a.   Handles all monies, tax reports, donation records, keeps meeting            
 minutes.  

b.  Responsible for all bank records and correspondence with state and 
 federal agencies related to financial issues. 
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7. Cadre Leader– EOCC operations 
a. Responsible for day-to-day up keep of Emergency Operations 

Communications center.   
b.   Reports to RC and DRC on changes, improvements and   

 needs of the EOCC.  
c.  Also responsible for liaison between KCRACES and dispatch     

 center personnel.  
 

8. Cadre Leader– Safety 
a. Maintains safety program, makes safety decisions during any 

operations and trainings.   
b. Identifies hazards and recommends courses of action to be taken.  
c. Responsible for appointing a person to assist this coordinator when 

absent or when unable to be at a location. 
 

9. Cadre Leader – Search and Rescue 
a. Responsible for maintaining and promoting ideals and trainings of 

the Search and Rescue team.   
b. Runs teams’ day-to-day operations, coordinates with the RC to set 

up trainings.   
c. Appoints an Assistant to respond when he/she is not available.  

 
10. Cadre Leader– Technical 

   a.   Makes all technical decisions in relation to the position.   
   B. Responsible for coordination of equipment set up for all events and 
 operation. 

 
11. Cadre Leader– Sky Warn 

a. Responsible for the Sky Warn program, maintains all records in 
relation to.   

b. Handles all related questions, training and paperwork.   
c. Advises RC/DRC on severe weather status and is responsible for 

nets related to position. 
 

12. Cadre Leader– Training 
a. Responsible for all coordination of training activities, records and 

setting up of activities in relationship to the position. 
 

13. Cadre Leader– Hospital Communications 
a. Responsible for all coordination of Emergency Hospital 

communications. 
b. Maintains contact information, station set up equipment lists, 

locations of antennas and other issues in relation to position. 
 

14. Cadre Leader– Information Technology 
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a. The KCRACES information technology manager will find ways to 
enhance the group’s IT functionality as it relates to Amateur Radio 
and RACES.   

b. Areas of involvement are:   
1. To aid in setting group best practices 
2. Maintain and develop the group’s web site; support the group 

in record management through databases and reports. 
c. The KCRACES IT Manager should have ample experience with 

computer technology including web programming, database 
administration, and computer hardware.  PC programming is helpful.  

d. The IT Leader shall work with the Technical Leader on maintaining 
the minimum equipment necessary to set up and maintain a field 
command post infrastructure using the most current technologies our 
resources can accommodate.  

Tasks: 
1.   Perform database administration as needed. 
2. Backup databases and web site on a monthly basis. 
3. Maintain the group’s web site as needed. 
4. Maintain the group’s computers and peripherals. 
 

15. Cadre Leader– Public Information officer 
a. Handles all media contacts and advises membership on how to deal 

with media representatives.   
b. Will be present as needed during any interviews with media. 

 
16. Cadre Leader– Nets 

a. Responsible for coordination of all net activities in relation to 
position.  

b. Issues reports on net activity to proper parties responsible for setting 
up net control operators  

c. Coordinates training of net issues with training Coordinator. 
 

17. Cadre Leader - Fund Raising 
a.  Responsible for fund raising activities.   
b. Solicits grants and donations.  
c. Reports to board on progress.  

 
18. Member at large  

a. Member at large is the membership voice on the board of 
directors/steering committee. This position will meet with board to 
provide input and vote on any issues that the board does. This 
position is to be voted on the RACES membership as a whole.  This 
position will last 1 year from vote.  

b. Voting process for this position will be as follows:  
1. Nominations will be taken at a regular meeting.   
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1. Issued during an operation 
While we hope equipment is never damaged during an operation it is 
possible.   Members should make every effort possible to protect 
equipment.   i.e.: not leaving radio in the rain, or in hazardous position.  

2. Equipment lent to or borrowed by members 
Members are responsible for replacement or repair of any equipment 
lent to or borrowed by the member. 

 
 
 
 
 
 
 
 
 

Annexes: 
 
 

Attachments: 
 
Training Levels 
Speeds Law 
Confidentiality statement 
Acceptable use policy 
Membership Information packet 
Search and Rescue – SOP 
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 Kent County RACES Bi – Laws Receipt 
 
I ____________________________ have read, received and understand the 
Kent County Bi-Laws.  
 
 
 
Member Signature: 
 
Print Name: _________________________________________________ 
 
 
Signed: ____________________________ Date: ____________________ 
 
 
Witness: 
 
Signed: ____________________________ Date: ____________________ 
 
 
 
 
 



Training Level Requirements 
 
 
Recruit (Sponsorship Level) 
At Time of application: 

• Board Approval 
• Membership forms 
 

Level 1 (Kent County RACES Certified) 6 months after acceptance:  
• Pager or Cell phone Capable of Receiving Alpha Pages 
• Technician Class or Higher Amateur radio License * 
• 2 Meter Transceiver Portable or mobile 
• GO! Kit Built Minimally From Kent County ARPSC Required List  
• FEMA IS-22 Are you ready? * 
• Basic SKYWARN – Every 2 years 
• Hazmat Awareness Level Training – www.teexwmdcampus.com WMD-05 
• Must Attend 3 RACES meetings ** 
• Kent County ARPSC Net Control Operator – How to be 
• FEMA –IS100, IS200, IS-700 & IS-800 * - http://www.training.fema.gov/emiweb/IS/crslist.asp 
 

Level 2 (Field Operative Readiness) 
• Search and Rescue Awareness Level 
• Kent County Damage Assessment Class 
• Basic First Aid / CPR (Must Stay Current) 
• Aero-Med Landing Zone Training 
• CERT Training 
• Must attend 2 meetings per quarter  
• Participate in 60% of all ARPSC activities *** 
• Out-Post Training 
• MSP - Unified Incident Command Training 

 
Level 3 (Command Post Readiness) 

• Must Hold a General Class or Higher Amateur Radio License 
• NTS Traffic Handling Proficiency 
• Digital Communications Proficiency 
• Portable Station Deployment Proficiency 
• Effective Communications FEMA IS-242 
• Kent County ARPSC Net Control at Least twice a year 
 

Level 4 (EOCC Readiness)  
 

• EOC Management and Operations Course - FEMA IS-275 
• Introduction to Exercise Design and Evaluation - FEMA IS-120 
• Kent County EOC orientation 
• Approval of KCEMD and KCEST / ARPSC Steering Committee 

 
 
 

Notice: 
 

•  * Denotes required training for State of Michigan for RACES card 
• ** Required before any member may receive a Kent County RACES ID card 
• *** Includes nets, Public Service Events, Emergency Call outs 
• All Class’s are free of charge as of 7/05 
• All Level Criteria are the same for the JR RACES program 
• Training may be taken in any order, Levels accomplished in numerical order  

 

http://www.training.fema.gov/emiweb/IS/crslist.asp


Kent County 
Radio Amateur Civil Emergency Service 
Information Systems Acceptable Use Policy 

 
 

 
I. Purpose of the Acceptable Use Policy 
 

This document sets forth the policy of Kent County Radio Amateur Civil Emergency Service 
(KCRACES) with regard to the use of, access to, review, and disclosure of various 
electronic communications, including those sent or received by KCRACES members. This 
information systems policy applies to all individuals using the KCRACES computer and 
network systems, including RACES/ARES members and all others given access to 
KCRACES equipment, email, web administration access or other KCRACES computer 
services. 

  
For the purposes of this document, "electronic communications" includes, but is not limited 
to, the sending, receipt, and use of information through the organization’s electronic 
information network, the Internet, and all other on-line information services. 
 

 
II. Purpose of KCRACES Information Systems 
 

Information systems offered by the KCRACES are provided to its members for the primary 
purpose of organization-related use.  Although, personal use is permissible on a limited 
basis, care should be taken to not use the KCRACES systems and equipment for primary, 
personal use. 
 
 

III. Monitoring of Systems and User Privacy 
 

Electronic communications through the KCRACES information systems are the property of 
KCRACE.  KCRACES treats all electronic communications sent, received, or stored as 
business messages, including those for personal use. Users shall have no expectations of 
privacy with respect to any electronic message.  While KCRACES will not routinely monitor 
user activity, it does reserve the right to monitor, access, review, copy, store, or delete any 
electronic communications, including personal messages, from the system for any purpose 
and to disclose them to others, as it deems appropriate.  It also reserves the right to inspect 
and delete data stored on its computers. 
 
 

IV. Guidelines for Acceptable Use 
 

In general, the same ethical conduct that applies to the use of all KCRACES resources 
applies to the use of KCRACES’ services and equipment. 
 
In making acceptable use of the group's services and equipment you must: 
 
1. Protect your user-id and system from unauthorized use. You are responsible for all 

activities on your user-id and email.  You should never give out your password. 
 

2. Access only information that is your own, that is publicly available, or to which you have 
been given authorized access. 
 



3. Use only legal versions of copyrighted software in compliance with vendor license 
requirements. 
 

4. Be considerate in your use of shared resources. Refrain from monopolizing systems, 
overloading networks with excessive data, degrading services, or wasting computer 
time, connect time, disk space, printer paper, manuals, or other resources. 
 

5. If you have been assigned any equipment, then you will be held responsible for that 
equipment.  You should take any reasonable action to protect it. 

 
 

V. Guidelines for Unacceptable Behavior 
 
 Unacceptable behavior includes, but is not limited to, the following: 
 

1. Use another person's system, user-id, password, files, or data 
without permission. 
 

2. Violate the privacy of another person by disclosing or disseminating user-ids, personal 
identifiers, images or data without permission or authorization. 
 

3. Engage in any activity that might be purposefully harmful to systems and technology, or 
to any information stored thereon, belonging to KCRACES, or that of any other 
company, organization, or individual, such as creating or propagating viruses, 
disrupting services, or damaging files or making unauthorized modifications to 
KCRACES or personal data. 
 

4. Make or use illegal copies of copyrighted software, store such copies on KCRACES 
systems, or transmit them over KCRACES networks.  
 

5. Use email or messaging services to harass or intimidate another person, for example, 
by broadcasting unsolicited messages or unwanted email (SPAM), or by using 
someone else's name or user-id. 
 

6. Use the KCRACES resources for personal gain; for example, by selling access to your 
user-id, technology, or by performing work for profit with KCRACES’ resources in a 
manner not authorized by KCRACES. 

 
8. Engage in activity that may be considered offensive (such as accessing or transmitting 

pornographic material). 
 

9.  Engage in illegal activities.  Any illegal behavior may result in KCRACES notifying the 
appropriate law enforcement agency. 

 
10. Install software onto KCRACES’ computers without prior permission from the 

appropriate KCRACES administrator. 
 

11. Engage in any other activity that does not comply with the guidelines presented above. 
 
 

VI. Enforcement of the Policy 
 

Violations to this policy can result in disciplinary action including reprimand, revocation of 
usage privileges and possible termination of RACES membership.  
 



KCRACES reserves the right to revoke any user's access privileges at any time for 
violations of this policy.  Authority may be exercised without notice and administrators are 
not responsible for loss or damage to data and software as a result. 
 
 
 

VII. Acknowledgement of the Policy 
 

I acknowledge that I have read, and will abide by, the KCRACES Information Systems 
Acceptable Use Policy. 
 
 
 
_______________________________    _________________________ 
Name Date 

 
 

 
 



    
 

KENT COUNTY RADIO AMATEUR CIVIL EMERGENCY SERVICE 
A Volunteer Communications Service to the Office of Emergency Management, Kent County, MI 

____________________________________________________________________________________ 
701 Ball Ave NE     �     Grand Rapids, MI 49503     �     Phone/Fax: (616) 632-6263 

 
 

Mandatory Go kit list: 
 

� 2 meter HT with spare battery and Magnet mount antenna with any 
needed adapters or 

� 2 meter mobile with alternate power supply (other then car) and 
magnet mount antenna 

� Pen and Pencil 
� Note pad 
� ID’S (ARES, RACES, RED X, Drivers license or State ID) 
� Watch or clock 
� ARPSC Freq List 
� County Map 
� NTS Message Forms 25 
� Copy of Amateur Radio License 
� Flash Light 
� Spare Batteries for Flash Light 
� Instruction Manual for Radio or copy 
� Lighter Socket Plug for Radio 

 
  

 

 R-400 K8SN 1/2003 Orange 



fireTRAX Host 1.7 
Standard Data Entry Form 

 
 

1. *Required Fields:  Any field proceeded by an asterisk (*) is a required field. A photo may be 
added from disk.  Select the appropriate qualifications (quals) from the list shown.  Please 
complete, at very least, the required fields (*) listed below: 
 
*Last Name: Enter the person’s last name, up to 25 characters.   
g 
 
*First Name: Enter the person’s first name, up to 25 characters.  
        
 
 
Middle Initial: Enter the person’s middle initial, one character. 
 
 
 
 
*Department Name:  
         
 
 
 
*ID#: Personnel identification number, up to 15 characters.  Status: e.g., active, full time, part paid, volunteer 
 
 
 
 
*Rank: Enter the person’s rank, up to 10 characters.  Date of Hire: mm-dd-yyyy 
 
 
 
*Date of Birth: mm-dd-yyyy 
 
 
 
 
Driver License State:  Driver License Number:  Driver License Expiration: mm-dd-yyyy 
    
        
 
Address: Street       
 
        
 
Address: City     Address: State  Address: Zip 
 
  
 
Address: Country 
 
 
 
Contact: Phone  Contact: Mobile  Contact: Fax   
 
 
 
Contact: Email 
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Medical Information 
 

The following medical information is optional and used to create the medical bar code: 
 
Vital Stats: Gender  Vital Stats: Blood Pressure Vital Stats: Heart Rate Vital Stats: Blood Type 
 
 
 
 
Contacts: Physician: (25 Characters)      Contacts: Physician’s Phone 
 
 
 
 
Contacts: Emergency: (25 Characters)     Contacts: Emergency Phone 
 
 
 
 
Contacts: Emergency 2: (25 Characters)   Contacts: Emergency  2 Phone 
 
 
 
 
Insurance Carrier: This field will contain the person’s insurance information. (25 Characters) 
 
 
 
 
Insurance Policy #: This field will contain the person’s insurance ID number. (25 Characters)  
 
 
 
Allergies 1. (25 Characters)    Allergies 2. (25 Characters) 
 
 
 
Medications 1. (25 Characters)   Medications 2. (25 Characters) 
 
 
 
Religion. (25 Characters)    Organ Donor: e.g., yes / no.  
 
 
 
Physical Characteristics: hair color   Physical Characteristics: eye color  
 
 
 
Physical Characteristics: height (inches)  Physical Characteristics: weight (inches)  
 
 
 
 
Medical History Short: This field will contain an abbreviated medical history for the person. 32 Characters  
 
 
 
Medical History Long: This field will hold descriptive information for the person’s medical history.  
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Standard Qualifications Codes 
 
These qualifications are user defined. Place an “X” next to the appropriate qualifications. 
 

 FFI Firefighter 1  HMA Haz-Mat 
Awareness 

 MFR Medical First 
Responder 

 FFII Firefighter 2  HMO Haz-Mat 
Operations 

 EMT EMT Basic 

 IC IC Qualified  HMT Haz-Mat 
Technician 

 EMTS EMT Specialist 

 SO Safety Officer  Vehx Vehicle 
Extrication 

 EMTP Paramedic 

 INV Investigator  INST Instructor  PAO Accountability 
Officer 

 FOI Fire Officer 1  FOII Fire Officer 2  FOIII Fire Officer III 

 WSO Water Supply 
Officer 

 WFO1 Wildfire Officer 
1 

 WFOII Wildfire Officer II 

 WFOIII Wildfire Officer 
III 

 STL Strike Team 
Leader 

 TFL Task Force Leader 

 MUL Medical Unit 
Leader 

 LOG Logistics  PLN Plans 

 OPS Operations  FIN Finance  PIO Public Information 
Officer 

 SPX Small Pox 
Vaccinated 

 GSARA Ground SAR 
Awareness 

 GSARO Ground SAR 
Operations 

 GSARM Ground Search 
Manager 

 GSARC Ground SAR 
Crew Leader 

 GSARTECHA Ground SAR Tech 
Advanced 

 GSARTECHB Ground SAR 
Tech Basic 

 K9 SAR Dog  K9H Search Dog 
Handler 

 DK9 Disaster K9  ALZ Aero-Med 
Landing Zone 

 HAM Amateur Radio 
Operator 
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