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RESCINDS:


I. PURPOSE

II. POLICY

III. PROCEDURE

I. PURPOSE

To provide a general guide to supervisors and other employees in properly staffing the Public Safety Answering Point (PSAP).

II. POLICY

A. Public Safety Communicators (PSC) are scheduled to work based upon a set, rotating schedule.  Because of staffing shortages due to vacation, training, sick leave requests, etc, Helena Police SSD and/or Patrol Division supervisors may need to fill open work shifts from the ranks of PSCs on time off.

B. Center staffing may be increased in cases of emergencies or other circumstances where the normal level is deemed inadequate.

III. PROCEDURE

A. When a short-notice (under 24 hrs.) staffing shortage occurs, it will be necessary for either the SSD or Patrol Division supervisor to attempt to increase staff in the PSAP to the minimum level.

1. Inquire with on-duty PSC's if they would be interested in working a part of the vacant shift.

2. Telephonically attempt contact with any on-call PSC's. (provided there is an on-call list)
3. Telephonically attempt contact with the PSC's on the shift following the 

vacancy and inquire if they would be interested in working a part of the vacant shift.

4. Telephonically attempt contact with regular full-time PSC's who are on regularly scheduled time off.

5. The supervisor will call the PSC's using the most current phone list until the vacancy is filled.  If there is no answer, leave a message on an answering machine, voice mail etc. advising them of the attempt to fill the vacancy.

6. If no one is available to fill the vacant shift the Supervisor is authorized to order a PSC in to work based upon seniority of available PSCs. 

7. In the event that there would be no staffing in the PSAP the supervisor should contact the SSD Lieutenant as soon as possible.

B. If a staffing shortage occurs as a result of vacations, compensatory days, etc. and are known in advance (over 24 hrs.), the supervisor will post the vacancy to the Dispatch over-time board for sign-ups.  Preference for filling the vacancy will go to the full-time PSC’s first, based on seniority, and then the on-call PSC’s.  

C. Posted staff shortages will be picked no earlier than ten (10) days from the date of the vacancy unless the vacancy request was posted less than ten (10) days from the date of the vacancy.  In those situations, the SSD supervisor will select the PSC at his/her earliest convenience.  
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