Leave Time (Sick, Vacation and Overtime)

{PSAP} personnel are provided personal leave time each year; however, the use of such time is balanced with the needs of the organization and the community. Members must adhere to the sick time general order. The process in communications is as follows:

Calling In Sick

Members taking paid time off for illness or injury MUST notify a {PSAP} Supervisor 60 minutes prior to or as soon as practical before the start of their next shift. Due to special circumstances and 24/7 operations within the center, we must have minimum coverage at all times. {PSAP} does not have 24/7 supervisory coverage; therefore, it is not acceptable to leave a voicemail message when calling in sick. If a supervisor is not on duty, the call taker will take the call and document on an Absence Report Slip the following information:
1. Employee’s name;
2. Date;
3. Time of call;
4. Employee’s call back number;
5. Type of leave used (i.e., sick personal or family);
6. If leave is a result of sickness or injury; and,
7. Date when anticipated to return to work.

The call taker then notifies on-call supervisor and that supervisor is responsible for calling the sick employee. The Absence Report should be placed in the payroll mailbox on the wall near the bulletin board. The supervisor is responsible for marking the absence and initialing it in the schedule and then signing the absence slip once they return to duty.
Any dispatch personnel with more than 60 hours of unmitigated sick leave will be required to provide a doctor’s note for any use of sick leave. Mitigated sick leave includes those days when an employee provided a doctor’s note, for injury leave or pregnancy.

Leaving Shift Early Due to Sickness

The dispatcher wanting to leave early shall contact the on-duty supervisor. If there is no on-duty supervisor, the dispatcher shall contact the on-call supervisor. The dispatcher shall fill out an absence slip indicating the number of hours of sick time being used, the supervisor contacted and the time. The absence slip is then placed in the payroll mailbox on the wall near the bulletin board. The notified supervisor is responsible for marking the absence and initialing it in the schedule. If the supervisor was on-call, they shall also sign the absence slip once they return to duty.

Vacation Time and Floating Holidays

Employees are provided with floating holidays (24 hours) per year and vacation time accrued at various rates based on years of service in the city. All paid time off needs to be pre-approved by a supervisor. An employee shall fill out an absence slip indicating the dates of the leave they would like to take, the number of hours and from which bank of time they want to use. This slip shall be given to the employee's immediate supervisor for approval, and then to the schedule supervisor. The time off is not approved until the employee notices the change on the schedule. Only one person per shift is allowed off at a time for staffing reasons. The employee also has the option of trading a shift with another dispatcher. A Day Trade Form shall be completed and also have prior supervisory approval prior to the trade. The day trades must occur in the same work week (Monday - Sunday) and must be hour for hour and not generate any overtime. Floating holidays must be used by pay period 26 or the time is lost. No overtime will be granted for a single day off request.
Overtime

All overtime must be assigned or approved by a supervisor before it is worked, except in emergency situations. A compensation form must be completed by the employee and submitted the day the overtime is worked. When overtime is worked, the dispatcher is to:

1. Complete the Request for Overtime Compensation form;
2. Indicate the reason for the overtime in the Nature of Work area: held over, called in or scheduled;
3. Obtain a signature from an on-duty supervisor, if available; and,
4. Place the overtime slip in the payroll mailbox on the wall next to the bulletin board.

When overtime is assigned, it is the responsibility of that assigned dispatcher to cover the time. It is acceptable to trade the overtime with another fully trained dispatcher with approval of a supervisor. However, it is unacceptable to trade any overtime with a trainee.
Payroll Worksheets

Worksheets are distributed to each employee at the beginning of the pay period and are dated with a due date. These are considered official police forms and shall completed by the employee and accurately reflect the hours worked, sick and vacation leave and floating hours used, if applicable. Once complete, the employee shall sign the form and submit it to the payroll mailbox. The forms are due after the pay period is complete and not later than the date provided. A communications supervisor will be responsible for reconciling the worksheets, schedule and slips submitted. Once a supervisor has signed off on the accuracy, the Communications Administrative Assistant will re-check the absence slips submitted against the daily schedule. Any discrepancies will be reported to a supervisor and the Communications Manager immediately. It will be the dispatcher's responsibility to reconcile any pay discrepancies. Dispatchers who fail to submit a worksheet on time will be afforded the base 80 hours, including any overtime and absence slips that have been submitted. A performance note will be included in the dispatchers working file reflecting the absence of a worksheet.
Leave Slips

All leave slips submitted for vacation, floating holiday, sick time and overtime will be signed by a supervisor and returned to the employee. At the end of a payroll period, the employee shall staple the slips to the worksheet and turn in as a packet as described in the payroll worksheet section.

Minimum Staffing

[This section should describe your policy for minimum staffing].
Breaks

This workgroup is afforded a one-hour, paid lunch break as permitted by call loads and staffing. 
This break is a privilege, not a right.

As such, certain rules apply to this break time; the following activities are not allowed:
1. Sleeping; and,
2. Leaving the building for the entire hour (food runs only are permitted).

During this break time, employees may be required to return to duty at a moment’s notice. Therefore, anytime an employee is out of the building, one must carry their pager and/or portable radio from the center.

