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I. DESCRIPTION
Personnel are encouraged to run the shifts they sign up for or find an equally qualified person to cover the shift they signed up for if they are unable to run their shift.  Personnel dropping shifts with less than 48 hours’ notice creates a hardship on the department and should be avoided.  If a person is not able to comply with the requirement of giving at least forty eight (48) hours’ notice without finding coverage, they shall be subject to the following:

1. Any person that submits two or more  “volunteer time-off requests” with less than forty eight (48) hours’ notice in two consecutive months will not be allowed to sign up on the schedule to run shifts the following month and will receive a letter of non-compliance. This is intended to allow the person to take care of whatever issue is prohibiting them from running the shifts they signed up for. 

2.
If a person signed up for more than one shift within a given week (a seven consecutive day period) and submits a “volunteer time off request”, it shall be considered as one time-off request.  For example; if a person signs up for a Monday, Tuesday and Thursday shift and put in for a “volunteer time off request” on Monday, Tuesday and Thursday of the same week, it shall be considered as one request.  The rationale behind this is that if a person gets sick and signed up for multiple shifts in one week, it will be considered as one time off request.  

3.
Personnel are encouraged to find coverage for the volunteer slot they are vacating.  If a person takes it upon them self and finds someone equally qualified to cover their volunteer position within the forty eight (48) hour period, it will not be considered a “volunteer time-off request”.  This personnel coverage change must be authorized by the scheduling officer. 

4.   If a member receives 3 or more letters of non-compliance within a 12 month period is subject to disciplinary action up to and including possible removal from the roster.

48 HOUR OR LESS “VOLUNTEERS TIME-OFF REQUEST” & DISICIPLINARY ACTION POLICY
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