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RESCINDS:


I. PURPOSE

II. POLICY

III. PROCEDURE

IV. PURPOSE

A. The Helena Police Department recognizes the importance of relaying information from a PSC going off-duty to a PSC coming on-duty in the 9-1-1 Center, while at the same time, ensuring that services are maintained to a highest standard. This policy provides guidance as to how the briefing of the Public Safety Communicators (PSC's) will occur.  

V. POLICY

A. Briefings will take place at the beginning of a PSC’s shift and are conducted by the off-going PSCs.

B. The designated briefing time should normally encompass the first 5 minutes of the oncoming PSC’s duty shift.  As the day and situation dictate, briefing may require more time to convey the necessary information and messages to the oncoming PSC.

C. Briefings will be conducted for both full and partial shift changes.

VI. PROCEDURE

A. Briefings require the off going PSCs to stay after their normally scheduled shift. As such, PSCs are compensated for this time outside their duty hours, (i.e.: 5 minutes=.08 hrs comp earned).

B. It is at the SSD Commander’s discretion to approve either overtime or compensatory time for briefings in accordance with City of Helena Personnel policy (80-2, Hours of Work).

C. No overtime request is required for briefing time accrual.  Briefing overtime/comp time must be noted on the employee’s time sheet. 

D. If a PSC’s shift extends beyond the designated briefing time (normally the first 5 minutes of the oncoming PSC’s duty shift) due to special circumstances, the PSC will submit an overtime request to his/her supervisor for all time accrued beyond the normally scheduled shift.  

1. Under these circumstances, an employee would not be able to request both the overtime accrual and the shift briefing compensation of .08 hrs.

2.  A PSC may only receive this .08 hrs briefing compensation once per 24-hour period, unless two or more shifts are worked non-consecutively.  

E. PSCs working a particular dispatch position will be responsible for briefing their relief at that station of information pertaining to important events, unfinished calls for service, phone calls on hold, etc., unless there are circumstances that prevent this.  In this event, other off going PSC's will brief this PSC.     
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