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1. Officers-in-charge are required to assess an incident before initiating any call ins. OICs 

should know the status and availability of all on-duty personnel and apparatus before 
initiating emergency call in procedures. 
 

2. All call-ins and acting pay should be logged in the overtime binder. 
 

3. Cell phones will be utilized for emergency call–ins. The speed dial number on the alert 
roster will be the number called.  If no answer is received, the caller will move to the 
next tier. 

 
4. For emergency call-ins the previous day’s crew will be called in first. Personnel that 

are on vacation, holiday, or 24 hours comp/ATO will be called after all other personnel 
from the two off-duty crews have been called. 

 
5. Each day, call-ins for EMS responses will commence with the most senior member on 

the crew and then move in descending order. For fire responses, call-ins will 
commence at the top of the list with the CPT and move in descending order. Each day 
the list will commence from the top in a descending order.  

 
6. At a working fire, the IC will determine how many additional personnel are necessary 

to assist with the incident. For longer-term incidents, OICs should typically call back all 
WRFD personnel, including the Captain of Operations, and invoke mutual aid early in 
the decision-making process. OICs will ensure there are at least 5 personnel available 
to respond to a concurrent fire emergency, unless mutual aid has been called. This 
may be accomplished through “I am responding” or by Station Command. In this 
event, WRFD personnel will be used on the fire call and mutual aid can be used for fire 
and EMS coverage. The Fire Chief shall be notified for any fatal fire, large-scale 
incident, or anytime we go to a box alarm within our MABAS cards.  
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7. Officer deployment will be the DC, CPT, LT, RO, or other WRFD member who has taken 

the Incident Safety Officer (ISO) course responding to the scene to act as the 
dedicated Safety Officer; a CPT, LT, or RO to respond to the scene to act as the Rehab 
Officer; a CPT, LT, or RO to remain at Station 1 as Station Command and handle any 
subsequent alarms; and if applicable, a CPT, LT, or RO to respond to the scene to act as 
a LNO (Liaison Officer) and work with other responding agencies. The IC can deploy 
these resources in the most efficient and effective manner within the parameters of 
the strategy employed.  

 
8. Entry-level personnel will be added to the long and short-time lists after their three-

week orientation period has concluded. They will be placed at the back end of each 
list. 

 
9. All department personnel will remain on the long and short-time lists until such time 

as they terminate employment with the department, or as identified by the Fire Chief 
as a part of the disciplinary process. 

 
10. Personnel called in on overtime for any reason are expected to be in or change into 

the proper authorized department uniform. 
 

11. Personnel will not incur more than one pass per day. Ex: If individual passed on 6/2/06 
for a long-time day caused by an FMLA-related absence and was called six days ahead 
of time, he/she cannot be penalized again if someone calls in sick the morning of 
6/2/06. In this case, the OIC should not call this individual again for this day.   

 
12. In regard to the use of the short-time overtime list (less than 24 hours): 

   A)  Immediate/emergent needs can be called via cellular phone. 
             B)  In relation to calling in personnel for a short-time opportunity, it will be a three-  
                   step process.  
           Step 1:  

a)  The first employee called will have the lowest hours. 
             b)  All employees will be considered eligible for this short-time opportunity   
                  unless they are scheduled to work that particular shift, or on FMLA or  
                  workers comp. For clarification, this list of eligible personnel does include  
                  those personnel on vacation, personal day, holiday, 24-hours Comp/ATO.   
                  This does not include individuals on a trade. 
             c)  If a department member answers the cell phone, he/she will be afforded  

 a reasonable amount of time to respond to the OICs request.  
            d)  In the event that a department member does not answer the cell phone,  
                  the OIC will leave a message and move down the list.  
            e)  If a department member accepts the short-time opportunity, the  
                 employee’s hours will be changed. 
            f)  In step 1, if a department member passes on this opportunity, their  
                 hours will not be changed. 
            g)  In the event that this short-time opportunity would constitute a call-in    
                 or no personnel accept this short-time opportunity the OIC may then   
                 proceed to step 2. 
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      Step 2:  
                       h)  OICs will use the alternative number on the alert roster for  

                      foreseeable short-time opportunities. For immediate/emergent needs  
                      the OIC will continue the use of cellular phones and leave a message.  
                      If the employee declines the over-time he/she will receive a pass and  

               have the hours added to their total unless they are on vacation, personal day,   
               holiday, 24-hours Comp/ATO.  This does not include individuals on a trade.    

      Step 3:  
i) For immediate/emergent needs and the OIC cannot fill the overtime  slot after    
   steps 1 & 2, the junior qualified individual on the on-duty crew will be ordered    
   to stay on shift. (Paragraph 11 does not apply to this step). 

 
13. In regard to the use of the long-time overtime list (24 hours): 
      A) If an officer (CPT or LT) is off, and an officer is next up on the overtime list,   he/she will   
           be called back. 
      B) If a CPT is off and a CPT is called in, the CPT called in will assume the duties of the Crew  
           Commander at Station 1. If a LT is off and a CPT is called back, he/she  will assume the  
           duties of the Station Commander at Station 2. 
      C) If a LT is called back; the shift LT will assume the duties of the crew commander at  
          Station 1 and the LT called back will assume the duties of the station commander at  
          Station 2. 
     D) In relation to calling in personnel for a long-time opportunity, it will be a four-step  
          process.  

 
       Step 1:  

           a)   The OIC will call in personnel using their cell phone number. 
           b)   The first employee called would have the lowest number. 
           c)   All employees will be considered eligible for this long-time opportunity  
                 unless they are scheduled to work that particular shift, or on FMLA or  
                 workers comp. For clarification, this list of eligible personnel does include  
                 those personnel on vacation, personal day, holiday, 24-hours Comp/ATO.   
                 This does not include individuals on a trade. 

                        d)   If a department employee answers the cell phone, he/she will be afforded a  
                               reasonable amount of time to respond to the OICs request.  

           e)  In the event that a department employee does not answer the cell phone,  
                 the OIC will leave a message and move down the list.  
           f)   If a department member accepts the long-time opportunity, the employee’s   
                 number will be changed. 
           g)  In step 1, if a department employee passes on this opportunity, their number  
                will not be changed. 
           h) In the event no personnel accept this long-time opportunity the OIC will  
                proceed to the next step. If the long time opportunity is 6 days out the OIC  
                will have the oncoming OIC (5 days out) move to step 2. 
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         Step 2:  

i) For long-time call backs, the OICs will call via cell phone and leave a 
message. If no response the OIC will move on to the next employee on  

                                      the list.  If a response and the employee declines the long time  
                                      opportunity he/she will receive a pass and their number will change. 
                        j)           If the opportunity is 5 days out the OIC will have the oncoming OIC (4  
                                      days out) move to step 3. 

 
       Step 3:  

          k)          The OIC will call employees who have not taken a pass via cell phone. If  
                        the member does not answer or respond to the long time opportunity    
                        he/she will receive a pass and his/her number will be changed. 
           
             Step 4 
                  l. If no personnel can fill the long time slot after steps 1 through 3, the junior  
                     qualified individual on the on-duty crew who will not work consequently  
         over 48 hours will be ordered to stay on shift. That individual will not have  
         his/her number changed. (Paragraph 12 does not apply to this step). 
 
*** When there is less than 72 hours of notice regarding a long-time day, step 2 will 
be skipped and the 3 steps will proceed.***  

 
14. OICs should forecast overtime needs during morning briefings. Personnel can be asked 
about overtime opportunities while on-duty if they are next on the call back list.  

 
15. For long-time days and short-time opportunities of 5 hours or more the OICs may call 
back personnel 6 calendar days in advance. Non-emergent needs of less than 5 hours shall 
be posted via department e-mail. OIC should attempt to post the e-mail as soon as they 
receive the short-time request. 

 

 

 
**** Step 4 within paragraph 13 in this side bar agreement will sunset on January 1st , 2016 and both 
sides will decide at that point if the language changes are providing the safety to members it was 
written to provide.**** 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 



 

 

 

                                                                                                                      
 


