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The purpose of this policy is to ensure an on-call notification system for support and direction is in place at all department locations.

The goal of this policy is to ensure availability of appropriate managers and administrators when needed for emergency and operational purposes.

Policy

All locations, including Area Offices, shall have an on-call notification system to ensure that appropriate managers and administrators can be contacted as needed for emergency and operational purposes 24 hours per day. The system shall include, at a minimum, monthly schedules and telephone or pager numbers for the on-call managers and administrators.

Location personnel shall contact the Department's Communication Information Center (CIC) to activate the location's on-call system. All locations shall post the CIC’s telephone number in personnel areas.

Procedures

A.     On-Call System

1. Program Directors/designees and Area Directors/designees shall be the administrator on-call for their respective Program/Area.

2. Location Managers shall develop monthly on-call schedules, to include telephone and pager numbers, for the location.

3. Program Directors shall submit monthly program on-call schedules to the Area Communication Center before the first day of the month scheduled.

4. Area Directors shall submit monthly Area on-call schedules to the CIC before the first day of the month scheduled.

5. Location Managers shall post the on-call schedule and phone or beeper numbers in personnel areas.

B. Use of On-Call System
6. Location personnel in need of contacting their location's on-call personnel shall contact the CIC and inform the CIC personnel of the situation.

7. CIC personnel shall identify the location's on-call personnel and their phone or pager number from the monthly on-call schedule.

8. CIC personnel shall contact the location's on-call personnel and inform them of the situation.

9. CIC shall follow the Serious Incident Notification, Reporting, and Investigation policy if the situation is a priority one or serious incident.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(     All locations have an on-call system in place that ensures that an administrator or

       manager from the location can be reached 24 hours per day.

(     On-call lists are submitted to the appropriate location every month.

(     Location Managers post the monthly on-call schedule in personnel areas.
