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Purpose:  The purpose of this guideline is to make the Toms River Fire Dispatchers aware of their duties and responsibilities.
POLICY:   Communications Dispatchers are civilian employees of the Department. The position considered an essential service to the Township therefore; Communications Dispatchers are required to report for work under any weather condition. Communications Dispatchers shall receive and respond to telephone or other electronic requests for police and emergency assistance including, fire, medical or other emergency services and/or dispatch appropriate units to incident sites.

I. Communications Dispatcher Responsibilities:
A. Maintain constant radio contact with Fire, EMS and constant telephone link with the public. 
B. Receive telephone or other electronic requests for Fire, EMS and emergency assistance.
C. Determine the nature of the call and transfer or refer the caller to the appropriate person or public or private agency. 
D. Obtain, verify, and record the location of the incident, the name of the caller (when possible), the nature, severity, and current status of the incident, and obtain any other appropriate information needed to secure a full assessment of the circumstances. 
E. Maintain a reassuring, calming manner with callers that may be physically or emotionally distressed to obtain required information. 
F. Persuade emergency callers to stay on the line. 
G. In emergencies, should provide precautionary instructions and advice to help assure the personal safety of persons and/or to minimize loss of property pending arrival of fire, police, or other assistance. 
H. Utilize radio, telephone, computerized, or other electronic equipment to dispatch fire or medical assistance units to the scene of an incident for investigation or rendering of services based on pre-established response plans. 
I. Maintain and facilitate communication with responding units by receiving and relaying information including confidential information to authorized personnel and field units via radio or mobile terminal.  This would include monitoring other agency frequencies to gather information to pass on. 
J. Utilize video display terminal or computer oriented or radio equipment to receive, monitor, record, summarize, and/or transmit data relating to the incident. 
K. Coordinate the dispatching of units involving two or more agencies. 
L. Maintain a constant update on the status of Fire & EMS units in the field and of on-call personnel. 
M. To be thoroughly familiar with the rules and procedures of the Communications Center, as well as, the State of New Jersey and all F. C. C. rules and regulations pertaining to the performance of their duties.
N. Set the example for all other persons using the radio system and perform their duties at all times in a disciplined, professional manner. 
O. Maintain neat and accurate logs and records on incidents during the shift.
P. Detect and take alternative/corrective action when communication system or program errors occur and report malfunctions in accord with established procedures. 
Q. Inform the Watch Commander of all hazards and matters that necessitate referral or affect internal or external affairs of the Department. 
R. Notwithstanding the assignment of regular specific duties and responsibilities to the Communications Center, perform all other duties as may be requested by competent authority. 

II. Computer aided dispatch
A. The department has implemented the Spillman Computer Aided Dispatch System. A. The department will adopt procedures from the Spillman operator’s manual as procedure for all call taking and dispatching of emergency personnel.
B. In the event of a system failure, all calls and dispatches will continue.  A written record of events will be kept and used to update the Spillman system once back on-line
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