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The purpose of this policy is to provide the necessary staffing during disasters or large scale emergencies to deliver uninterrupted and high quality service to the citizens and the Public Safety Officers.
I.  Contingency

The 911/Communications Bureau has a minimum staffing level requirement that must be met at all times in order to deliver uninterrupted and high-quality service to the citizens and the Public Safety Officers.  Unforeseen circumstances of large emergencies, disasters, or medical pandemic could potentially overwhelm routine emergency operations. The options for providing increased staffing will fall into one or more of the following categories:  
A. Category One - Bring in Off-Duty Personnel to Work Overtime
Category One will be implemented when additional manpower is needed on a temporary basis for emergencies that can not be handled by normal workforce. The initial approach will use off-duty personnel on an overtime basis to meet the demand.  The 911 Supervisor will determine if additional manpower is needed and notify off-duty personnel.

B. Category Two – Mandatory Overtime
Category Two will be implemented when additional manpower is needed on a daily basis for uninterrupted operations.  Each employee will be required to work an additional number of hours to be determined at that time.  Implementation requires approval from the Emergency Communications Director.

C. Category Three –Annual Leave and off days may be canceled at the discretion of Management. 
D. Category Four – Consolidating Operations

The needs of road personnel and operations will be assessed by departmental management.  The assessment will determine the degree of consolidation of radio positions and radio channels.  Implementation requires approval from the Emergency Communications Director.

E. Category Five – Change to Three Shifts Working 8 hours-on and 16 hours-off

Category Five will be implemented when considerable additional staffing is required for sustained operations.  To meet this requirement, shifts will change to working three (3) shifts 8 hrs-on 16-off to include cancelation of off days.  Implementation requires approval from the Emergency Communications Director.

F. Category Six – Change to Two Shifts Working 12- on and 12-off.
Category Six will be implemented when staffing is at an absolute critical low for sustained operations.  To meet this requirement, shifts will change to 2 shifts of working 12 hrs-on and 12 hrs-off to include cancelation of off days.  Implementation requires approval from the Emergency Communications Director.
G.  Category Seven-Use of non-911 personnel to answer non-emergency calls.  These personnel may be city employees who are familiar with the daily operations and procedures of the center.
H. Category Eight—Transfer of 911 operations to _________.  This would involve the transfer of phone lines and personnel.  ____ personnel would report to the  ____ center and use laptops to maintain operations of the dispatch process.
II.  Notification of Personnel
To maintain dispatch and communication functions involves the ability to contact personnel to notify them of staffing requirements during these emergencies.

A. Authority - In emergency conditions where manpower will affect the normal operations of the department, the 911 Supervisor will make a decision to call in off duty personnel.  The Emergency Communications Director and/or the Assistant Emergency Communications Director will be notified of the decision.  This will be accomplished by telephone using the existing chain of command.

B. Notification - The 911 Supervisor will contact off-duty personnel.  When contact is made, note the time and the time the employee states they will arrive at work. (Contact:  establish communication with the employee, the employee must acknowledge receipt and understanding.  If a message is left with someone else or on a voice mail, instructions will be left for the employee to make contact with the 911 Center Supervisor.)

1. The Emergency Contact Sheet will be placed with the Emergency Evacuation Packet on the wall in the 911 center.  If the Emergency Contact Sheet is misplaced or incorrect, the Supervisor will find numbers using other methods.

2. If any of the information on the contact list is incorrect, make the corrections and/or additions on the sheet for future revisions of the master contact list.

C. Notification of the City Manager as well as the Chief of Police will occur as needed to keep them updated on the situation at the 911 center.  A 911 Supervisor or the 911 Director will make these notifications.

III.  Planning ahead
In the event of an emergency requiring the implantation of these plans, adjustments to employees’ normal schedule will likely be necessary (e.g. part-time jobs, school transportation, childcare needs).  We ask employees to please plan ahead to make these adjustments.  
IV.  Resume normal staffing
As manpower levels return to normal, termination of any contingency category may resume to daily operation levels at the discretion of the Emergency Communications Director.
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