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#118 – Duty Crews
Date Issued: 08/08/2006
Date Last Revised: 9/1/2011

Purpose:  

The purpose of this SOG is to outline the Duty Crew responsibilities, scheduling, and operations.
Definitions:

Duty Crew:

The duty crew is a group of people scheduled to cover responses during a certain time period.  The duty crew can be a combination of people on call from home and at the station.
Duty Officer:  

The Duty Officer is responsible for the duty crew.  Any administrative issues should be directed to the Duty Officer.
Duty Crew Hours:
0600-1800 Monday – Friday

2 person crew at the station

1800-0600 Monday – Friday & 0600-0600 Weekends


4 person crew on call

Duty Crew Scheduling:

1. Each member is responsible for submitting a minimum of 48 hours of availability per month.  Included in the 48 hours must be a minimum of 8 hours on Friday or Saturday from 1800-0600 and a minimum of 6 hours on Saturday or Sunday from 0600-1800.  If this availability is not submitted, the member will be scheduled as needed at the discretion of the scheduler.  

2. Fire Manager shall be used to submit availability.  The “preferred” status of availability will be used to reflect available time for in house staffing and the “available” status shall be used for on call availability.
3. Each member must have their availability for the next month submitted by the 20th of the current month.

4. Once the schedule is posted, it is the members responsibility to find trades if they cannot cover the scheduled shifts.  Fire Manager should be used for this function.  The shift remains the responsibility of the member until another member accepts the trade.
5. The duty crew schedule will be posted by the 25th of the current month for the next month.

6. The online scheduling system Fire Manager will be used for all scheduling functions.

7. If a member is unable to cover a scheduled shift and cannot find coverage, it is the members’ responsibility to notify the Duty Officer for the shift in question.
8. If for some unforeseen reason a member cannot make a Duty Crew call they shall utilize “I Am Responding” with “Unavailable” so the responding crew is made aware.

9. Duty crew calls require 100% attendance. Members who miss duty crew calls are subject to the discipline policy #121.

Duty Crew Response:

1. The Duty Crew is responsible for responding to ALL calls during their shift.  The duty crew should be the crew that staffs the ambulance on medical and rescue assignments.
2. All available staff are encouraged to respond to the station on all calls.  Non duty crew staff should be utilized to staff the engine on medical and rescue calls.  They should also act as supplemental staff for fire calls.
3. The Duty Crew should respond in the appropriate apparatus for the call on their shift.  For example, if there is a mutual aid fire assignment, the duty crew members may respond to the call on the engine.
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