Rciﬁ“ cITy, Mﬁlﬂ'upm
Department of Emergency Services
Fire-EMS Division
Standard Operating Procedures

EMERGEMGCY
SERVICES

General Policies

Subject: Overtime
Revised: 4-1-03
Section: 209.00

209.01 Purpose

To provide policy and guidelines concerning overtime coverage for Fire-EMS
personnel.

209.02 Policy

A. Fire-EMS Division policy concerning on-duty minimum staffing levels shall be

maintained.

B. Members may be required, at any time, to work overtime in order to maintain
necessary on-duty coverage of the Fire-EMS Division.
Members shall be compensated for overtime at a rate of one and one-half times
hourly rate after 48 hours physically worked and/or holiday time.
An Overtime form shall be submitted for each individual who works overtime.
Members who call in for a stand-by will receive a minimum of three (3) hours
overtime until released by the Officer-In-Charge. Exceeding the three (3) hour
time period will be assessed overtime hour per hour.
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209.03 Responsibility
A. The Officer-In-Charge has overall responsibility for providing adequate coverage
to insure that division minimum staffing policies are maintained.
B. All members are responsible to carry out the overtime assignments which they
receive in the same manner as they would regularly scheduled duty
assignments.

209.04 Procedure

A. When a member calls in unable to report to work, the procedures established
within this manual shall be followed to maintain minimum staffing levels.

B. When coverage is needed, the following procedure shall be followed:
1. The Officer-In-Charge shall notify personnel by telephone or alpha pager of

the need for additional coverage.

2. Personnel may not work more than twenty four (24) hours continuous.
3. Deviation from this may only be granted by the Emergency Services Director,



the Division Captain, or the Shift Lieutenant.
4. An Overtime form must be filled out and time card signed and the Officer-In-
Charge shall be notified.

209.05 Command Staff
A. If a command staff member calls in to take an overtime shift, he/she will
assume the position of their rank.
B. If that position is occupied by an equal or higher rank, he/she will assume a
station assignment.



