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Purpose:	To provide a policy to fill vacant shifts caused by vacation, sick or other leave.  To provide fair and equal distribution of overtime for the full time dispatchers and provide opportunity for part time dispatchers to work and maintain their training and skill level.
Scope:     All dispatchers, full time and per-diem 
Policy:   Each dispatcher will provide a contact phone number to comply with this policy.  It is each dispatcher’s responsibility to keep the contact number current. 
In the event of a sick out or unexpected open shift is created in the schedule, it is the responsibility of the dispatcher on duty at that time to find dispatcher coverage.  If all attempts to fill the position fail, the dispatcher on duty will be forced to stay and cover the shift. The Communications Supervisor shall be notified. 
I. Sick Time OFF:	
A. The dispatcher requesting a sick day will call into the dispatch desk requesting the sick day no less than 2 hours before their scheduled shift time. The dispatcher requesting the sick day will also request the day off in When to Work.

II. Vacation, Paid Holiday and Compensation Time OFF:
A. All dispatchers shall request vacation, paid holiday and compensation time off no less than 30 days prior to that day. If less than 30 days, the shift will be posted on the trade board in the scheduling system. The shift will only be approved if covered. Only 1 dispatcher can be granted time off per day unless the shift is covered in full.
III. Personal Time OFF:	
A. The dispatcher requesting a personal day will call into the dispatch desk requesting the personal day no less than 2 hours before their scheduled shift time. The dispatcher requesting the personal day will also request the day off in When to Work.
IV. Death in Family Time OFF:
A. In the event of a Death in your Family, please notify the Communications Supervisor to arrange for coverage as soon as you are able.
V. Overtime Rotation:
A. The overtime rotation shall rotate in seniority order. 
1. Single shift opening caused by next shift taking unexpected leave:
a. The dispatcher on duty will have the first opportunity to take the shift. 
i. If that dispatcher does not want to work he/she will go to the overtime list and start from the last person that worked overtime.  He/she will go through the list calling each dispatcher and indicated on the “FD Overtime Callout” form if they say yes or no for the shift.
ii. If the on duty dispatcher cannot find coverage, that dispatcher will be forced to work the open shift. In emergency situations when the present on duty dispatcher cannot get coverage and cannot stay, he/she must contact the dispatcher supervisor immediately. 
b. If the dispatcher on duty becomes ill and needs to leave.
i. The Dispatch Supervisor, if on duty, can cover the fire desk until relieved by a regular fire dispatcher. In the event of an emergency situation, the fire dispatcher can check with the police dispatchers to see if they are above their minimum staffing.  If they are and there is a cross trained police dispatcher on duty, the fire dispatcher must contact the dispatcher supervisor and the PD watch commander to get permission for that dispatcher to cover the fire position. 
ii. If the above is not possible then the fire dispatcher will refer to the above policy and contact dispatchers via the on call list.
[bookmark: _GoBack]A fire dispatcher will not leave their position to go off duty unless properly relieved by a trained dispatcher.
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