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I. PURPOSE:

This policy establishes the attendance and work hours guidelines for the hourly paid employees of the Flint Hill Fire Department (FHFD).
II. DISCUSSION:

In order to provide adequate service within the Flint Hill Fire District it is essential staffing levels are maintained and strictly controlled. This policy details the attendance and work hours requirements for FHFD hourly paid employees. FHFD intends to be compliant with federal, state, and local labor laws and regulations regarding employee compensation.  
III. POLICY:

All Hourly Employees
1) Under the federal Fair Labor Standards Act (FLSA), hourly employees must be paid for all time worked.

a) Hourly employees cannot donate their time or otherwise perform work for the department without being compensated for their time, whether the work is performed on or off duty (on duty defined as scheduled work time). 

b) Hourly employees are required to record all work-related time using the department time recording system as specified in SOP 800.04 TIME RECORDING.

c) Hourly employees are expected to complete their work assignments while on duty. This includes daily tasks, writing reports, online training, making phone calls, writing emails, running errands, purchasing, etc. 
d) Hourly employees are not permitted to perform work-related tasks when off duty without the prior approval of a chief officer. If approval is given the time spent working must be recorded by the employee.
e) Hourly employees are paid overtime in compliance with state and federal law. The overtime rate for hourly employees is time and one half. See the applicable section of this policy for when overtime pay begins for shift firefighters and administrative employees.
2) Hourly employees are required to perform some compensable work-related tasks while off duty. Work time for these tasks must be recorded. These tasks are:

a) Reading and answering work-related emails

b) Answering work-related phone calls or voice messages

c) Attending required meetings

d) Attending required training

e) Other tasks as assigned by a chief officer

3) When an hourly employee attends required training, they will be compensated for the training time (including travel) or their regularly scheduled working hours, whichever is greater. Thus, employees will not lose any work hours due to attending required training. All required training time counts toward the FLSA overtime threshold.

4) Employees are granted up to 20 hours of optional paid training time per year starting July 1st. To be approved, optional paid training must be related to the department's current mission or likely to benefit the department in the short term. The relevance to an employee’s current position is also taken into consideration. The fire chief or designee approves or denies optional paid training requests using this criterion on a case-by-case basis.  This means an employee may not be approved for optional paid training that was approved for another employee.  Each situation is considered on its own merits. The fire chief or designee will determine what is in the best interest of FHFD and/or the employee. This benefit enhances an employee’s personal development as well as the department's ability to serve the community, so the goal is to approve rather than deny requests. Optional paid training does not count toward the FLSA overtime threshold.
5) At the fire chief’s discretion, full-time employees may attend training classes during regular work hours. Full-time employees must request the time in advance, providing as must notice as possible. The request must include the total hours needed, not just the class hours (e.g., travel time). Considerations for approval include staffing levels, amount of advanced notice given, class relevance to FHFD and the employee, and EMT coverage. This training time counts toward the FLSA overtime threshold.
Shift Firefighters

1) Shift firefighters are expected to report to work at their scheduled shift start time and remain at work until their scheduled shift end time or they are relieved by incoming personnel.

a) To maintain adequate staffing, full-time shift firefighters may be required to remain on duty beyond their scheduled shift end time until properly relieved.

2) A firefighter must be ready for work when they begin their shift. For example, it is unacceptable for a firefighter to begin a shift and then take a shower at the station to prepare for work. 

3) If a firefighter will be late for work, they must notify their supervising officer on duty prior to their start time. Failure to make such notification subjects the firefighter to a tardy or AWOL.

a) Notifying the supervising officer on duty does not necessarily excuse a firefighter from a tardy or AWOL.  The firefighter must provide a valid reason for the lateness. The supervising officer has the discretion to find an excuse acceptable or not.

b) The supervising officer considers previous excuses, any history of lateness, and the overall attendance record of the firefighter when determining the acceptability of the excuse. Supervising officers are required to consider these factors and must follow department guidelines when accepting excuses.

c) A firefighter is considered tardy in the following situation: reporting to work or returning from a break after their scheduled start time but within 30 minutes. 
d) A firefighter is considered AWOL in the following situations: reporting for work more than 30 minutes after their scheduled start time or leaving work without the permission of the officer on duty.

4) While off duty, full-time firefighters are subject to a call back to duty by the fire chief or designee as department needs dictate.
a) The specific firefighters called back are determined by the need (e.g., if a driver is needed an engineer will be called back, if an engine crew is needed an entire crew will be called back).  

b) If callbacks are necessary for more than one day the callback schedule will be determined at that time depending on resource needs and availability.
c) Reasonable accommodations will be made for firefighters who cannot report to work for a call back. Examples of situations where a firefighter cannot reasonably report to call back work include: being in a location where the firefighter’s response time would not meet department needs, an illness, a situation that would cause great financial hardship to the firefighter (having to fly back from a vacation), or a legal obligation such as military or jury duty. Working at a part time job does not qualify as a reasonable accommodation.
5) To reduce the need for call backs FHFD has a standby program.  Before the start of every quarter, firefighters sign up for standby days in the quarter for the days following their 48-hour shift (first day) and the days after (second day). 

a) The purpose of the program is to provide minimum staffing in emergency situations such that firefighters can plan around a small number of days they may be required to work rather than be forced to stay at work after a shift to provide minimum staffing in emergency situations. The program is not used to provide staffing for planned vacations, training, etc.

b) The firefighter on standby is required to be available for duty on their standby day until released from the obligation.

i) The firefighter will be notified by the senior officer on duty no later than 7:45 AM of the day before their standby day whether they are needed or not.
ii) Once released, the firefighter’s obligation is complete.
c) Signup order is by shift, and within shift by seniority with the department. The total number of days each firefighter is required to sign up for and the number of first and second days after their shift are determined quarterly by administrative staff depending on the number of days in the quarter, the number of firefighters on a shift, and seniority within the shift.
d) Once signup is complete, firefighters may give away or exchange standby days with other firefighters. Rank is not a factor for standby days so a firefighter can exchange standby days with any other firefighter not scheduled to be on shift on the standby day.

i) The firefighter agreeing to the giveaway or exchange becomes obligated for the standby day. The original firefighter is released from their obligation. 

6) FLSA requires overtime be paid to firefighters after an hourly threshold is reached during a work period chosen by the fire department. 
a) Full-time firefighters. FHFD has chosen a 24-calendar day work period (3 tours or 8 workdays) for full-time firefighters.  The FLSA overtime threshold for a 24-day work period is 182 hours, so full-time firefighters are paid regular time for up to 182 hours and overtime for all hours after 182 in a work period. 

i) There are 192 regularly scheduled work hours in a 24-day FHFD full-time work period. Thus, if a full-time firefighter works a full regularly scheduled full-time work period, they are paid 182 regular time hours and 10 overtime hours. 
ii) Paid time off (e.g., sick leave, vacation, etc.) when a full-time firefighter is not actually performing their normal duties does not count toward the FLSA overtime threshold.
b) Part-time firefighters. FHFD has chosen a 28-calendar day work period for part-time firefighters. The FLSA overtime threshold for a 28-day work period is 212 hours, so part-time firefighters are paid regular time for hours up to 212 and overtime for all hours after 212 in a work period.

c) Extra hours worked (additional shift hours or other time worked outside of shift time) and training (required or chief’s discretion) count toward the FLSA overtime threshold. 
7) FLSA allows an exception to the requirement that hourly firefighters be paid for the time they work. Hourly shift firefighters can trade work time with another firefighter, with each being paid as if they worked their scheduled time. The scheduled firefighter is paid for their normal shift rather than the firefighter physically working. FHFD has adopted this policy for full-time firefighters with the following conditions.

a) Trade requests must be entered in the time recording system and approved by the fire chief prior to either side of the trade being executed. Both sides of a trade must be completed within 3 months. Employees are not authorized to trade shifts on their own even for short periods of time, the time recording system process must be used. 
b) Trades must maintain minimum staffing requirements (i.e., a qualified officer, qualified driver, and at least 1 EMT on a crew). Trade requests will not be approved if minimum staffing is not maintained. Firefighters can only trade shifts with firefighters having the required qualifications for both sides of the trade.
8) Early relief may occur up to 1 hour before shift change. This allows full-time firefighters to relieve each other before scheduled shift changes without entering a trade request in the time recording system. Employees are expected to report to work on time, so early relief may not be used after the scheduled shift change time. Early relief of any duration at any time other than 1 hour or less prior to shift change is prohibited.

Hourly Administrative Employees
1) Employees are expected to report to work at their scheduled start time and remain at work until their scheduled end time.
2) If an employee will be late for work or will be late returning from a break, they must notify their supervisor prior to their start time. Failure to make such notification subjects the employee to a tardy or AWOL for the work period.

a) Notifying a supervisor does not necessarily excuse an employee from a tardy or AWOL.  The employee must provide a valid reason for the lateness. The employee’s supervisor has the discretion to find an excuse acceptable or not.

3) Hourly administrative employees are typically scheduled to work a 40-hour work week (Monday – Friday, 8:00 AM – 5:00 PM with a 1-hour lunch break). They are paid overtime for hours over 40 hours in a week. 

a) In lieu of overtime pay, hourly administrative employees may receive compensatory time off equal to the amount of overtime hours they worked through mutual agreement with the fire chief. If there is not mutual agreement, they are paid overtime wages.   

