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1. PurposeThis Standard Operating Policy (SOP) establishes comprehensive guidelines and procedures for awarding overtime opportunities using the Call Shift functionality within the First Due Scheduling module. The purpose is to maximize system functionality for fair and efficient overtime distribution, ensure compliance with collective bargaining agreements and labor regulations, maintain transparent and auditable overtime records, and reduce administrative burden through automated processes.
2. ScopeThis policy applies to all personnel responsible for scheduling and staffing decisions, including scheduling administrators, shift commanders, battalion chiefs, and other authorized personnel who utilize the First Due Scheduling system to fill vacancies and award overtime through the Call Shift process.
3. Definitions1. Call Shift: A system-managed process for notifying eligible personnel of overtime opportunities and collecting responses for shift assignment.
1. Candidate Method: A notification approach where all eligible personnel receive simultaneous notifications, and shifts are awarded based on ranking criteria after the deadline.
1. Non-Candidate Method: A sequential notification approach where ldepending on the settings, users are contacted one at a time until the cal shift is taken; or the call shift is sent out to all and is first come first serve..
1. Qualifier: A visual indicator representing certifications, roles, or skills that determine personnel eligibility for specific assignments.
1. Rotating List: A ranking system that adjusts personnel positions based on acceptance, denial, or hours worked.
1. Static List: A seniority-based ranking system that maintains fixed positions without rotation.
1. Hours-Based List: A ranking system that prioritizes personnel based on accumulated overtime hours worked.
1. Time Rules: Configurations that determine how hours are calculated and applied to personnel rankings.
1. Manual Charging: The ability to adjust personnel rankings without requiring them to work a shift.

4. System Configuration Call Shift functionality must be properly configured before initiating overtime notifications. Configuration settings determine notification methods, ranking logic, tie-breakers, qualifier enforcement, and payroll classifications.
All configuration settings are maintained within the Call Shift Rules module.
Detailed configuration procedures, ranking options, notification settings, and best practices are outlined in Appendix A: Call Shift Configuration Settings.

5. Initiating a Call Shift5.1 Accessing the Call Shift Function1. Navigate to Scheduling > Shift Board.
1. Click on the vacancy (open shift position) that needs to be filled.
1. Hover over Fill Vacancy and select the appropriate call shift option.

5.2 Configuring Call Shift Parameters1. Select Qualifier: Choose the required qualification for the position.
1. Set Deadline: Configure response deadline using default settings or custom time.
1. Choose Method: Select Candidate Method (simultaneous) or Non-Candidate Method (sequential).
1. Set Number of Positions: Specify how many positions need to be filled.
1. Configure Work Type: Select the appropriate work type for payroll classification.
5.3 Using Advanced OptionsAccess Advanced Options to refine the eligible personnel list:
1. Groups Filter: Limit notifications to specific organizational groups
1. Ranks Filter: Filter by rank/position classification
1. Rotations Filter: Limit to specific shift rotations
1. Include/Exclude Users: Manually add or remove specific personnel from eligibility
1. Manual Awarding Toggle: Enable to require administrator review before awarding
5.4 Previewing and Sending1. Review the eligible personnel list before sending.
1. Verify filters and exclusions are correctly applied.
1. Confirm notification settings are appropriate for the situation.
1. Click Send to initiate the call shift and notify eligible personnel.

6. Personnel Response Process6.1 Response Methods	Method
	Response Process

	Via SMS
	Personnel receive text with shift details and respond by pressing designated key (1=Accept, 2=Decline)

	Via Email
	Personnel click link in email to access Scheduling Dashboard and submit response

	Via Push/App
	Personnel log into First Due, navigate to Scheduling > Dashboard, and select response option



6.2 Response Statuses1. Viewed: Personnel have seen the notification but not responded
1. Accepted: Personnel have indicated willingness to work the shift
1. Declined: Personnel have declined the overtime opportunity
1. No Response: Personnel has not responded by the deadline


7. Awarding Shifts7.1 Automatic AwardingWhen automatic awarding is enabled:
1. The system automatically awards the shift to the highest-ranked accepting candidate at the deadline.
1. Ranking is determined by the configured sorting method (rotating, static, or hours-based).
1. Non-selected candidates receive automatic notification that the shift has been filled.
1. Rotation lists are automatically updated based on configured rules.
7.2 Manual Awarding (Candidate Method Only)When Only Allow For Manual Awarding is enabled:
1. Access the Call Shift History after the deadline.
1. Review all candidates who accepted the shift.
1. Consider ranking, qualifications, and operational needs.
1. Select the appropriate candidate and click Award.
1. Document any deviation from standard ranking order with operational justification.
7.3 Additional Candidate AwardingWhen Additional Candidate Awarding is enabled, administrators can award shifts to multiple personnel when operational needs require additional staffing beyond the original request.

8. Manual Charging and Ranking Adjustments8.1 Purpose of Manual ChargingManual charging allows administrators to adjust personnel rankings without requiring them to work a shift. Common uses include:
1. Compensating personnel for standby time
1. Correcting system or administrative errors
1. Maintaining fair rotation practices
1. Addressing special circumstances per CBA provisions
8.2 Manual Charging Procedure1. Ensure Manual Charging is enabled in Scheduling > Setup > Call Shift Rules > Settings.
1. Navigate to the Call Shifts module and access the History view.
1. Locate the individual on the rankings list.
1. Click the plus sign (+) in the Actions column and select Charge.
1. The individual's ranking position will update according to rotation rules.
8.3 Uncharging Procedure1. Access the Call Shift History view.
1. Locate the charged individual.
1. Click the minus sign (-) in the Actions column and select Uncharge.
1. The individual will return to their previous ranking position.
IMPORTANT: Manual charging only affects rankings and does not generate payroll entries. Document all manual charges with operational justification.

9. Personnel Exclusions9.1 Automatic Exclusion ReasonsThe system automatically excludes personnel from call shifts for the following reasons:
1. Already scheduled for the shift period
1. Does not meet qualifier requirements
1. On approved leave during the shift period
1. Marked as unavailable in the system
9.2 Manual Exclusion Procedure1. During call shift configuration, access Advanced Options.
1. Click Include/Exclude Users.
1. Locate the personnel to exclude in the eligible list.
1. Select and move them to the Excluded Employees section.
1. Document the reason for exclusion in department records.
9.3 Valid Reasons for Manual Exclusion1. Light duty or medical restrictions
1. Known scheduling conflicts (training, meetings)
1. Performance or disciplinary considerations
1. Cross-training or evaluation assignments
1. Operational adjustments requiring specific skills

10. Monitoring and Auditing10.1 Call Shift HistoryAccess call shift history for monitoring and auditing:
1. Navigate to Scheduling > Call Shifts.
1. Use filter options: Call Shift ID, Started On, Status, Assignment, Qualifier.
1. Click the eye icon to view detailed call shift information.
1. Review personnel contacted, responses, and timeline of activities.
10.2 Individual Participation ReviewClick directly on an individual's name in the rankings list to view their complete call shift participation history, including all shifts offered, responses given, and awards received.
10.3 Documentation Requirements1. Use the Notes feature in Call Shift Details to document special circumstances.
1. Export call shift data periodically for long-term retention.
1. Document all manual ranking adjustments with justification.
1. Review overtime distribution reports for equity compliance.





11. Best Practices11.1 System Configuration1. Start with basic rule configurations before implementing complex multi-criteria systems.
1. Pilot new rules with a small group before department-wide rollout.
1. Document all custom settings and rationale for transparency.
1. Periodically review settings to ensure alignment with current policies.
11.2 Notification Management1. Start conservative with notification recipients and expand as needed.
1. Balance awareness with notification fatigue to maintain response rates.
1. Reserve on-duty notifications for high-priority situations.
1. Verify personnel contact information is accurate and current.
11.3 Fair Distribution1. Use appropriate ranking method for department policy and CBA requirements.
1. Review rankings regularly to identify distribution patterns.
1. Document all deviations from standard rotation order.
1. Conduct periodic audits to verify equitable overtime distribution.
11.4 Qualifier Management1. Limit total qualifiers to 8-12 to avoid visual clutter.
1. Order qualifiers by priority or frequency of use.
1. Create qualifier groups for large departments with many specializations.
1. Hide internal-only qualifiers that don't require shift board visibility.

12. Compliance and Documentation1. All overtime awards shall comply with applicable collective bargaining agreements.
1. FLSA regulations regarding overtime compensation must be observed.
1. Documentation of all call shifts shall be maintained for audit purposes.
1. Manual adjustments to rankings must be documented with justification.
1. Establish and follow department policies for call shift record retention
13. Responsibilities	Role
	Responsibilities

	Scheduling Administrator
	Configure call shift rules, maintain qualifiers, audit compliance, train authorized users, manage system settings

	Shift Commander
	Initiate call shifts, monitor responses, award shifts, document special circumstances, manage exclusions

	Battalion Chief
	Approve manual ranking adjustments, review distribution reports, ensure CBA compliance, address grievances

	All Personnel
	Maintain current contact information, respond to notifications promptly, report for awarded shifts, update availability status



14. References and Support1. First Due Help Center: https://help.firstdue.com
1. Submit Support Tickets: https://go.firstdue.io/createticket
1. Department Collective Bargaining Agreement
1. FLSA Regulations (29 U.S.C. § 207)
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APPENDIX A: CALL SHIFT CONFIGURATION SETTINGS
A.1 Accessing Call Shift Rules
1. Navigate to Scheduling > Setup from the main menu.
2. Click on Call Shift Rules to view existing configurations.
3. Click Add Rule to create a new rule or select an existing rule to modify.
4. Click Save after making any configuration changes.

A.2 General Configuration Settings
	Setting
	Description

	Candidate Method Toggle
	Enable for simultaneous notifications; disable for sequential or first-come, first-served processing.

	Manual Call Shift Charging
	Allows manual adjustment of hours or rankings without shift completion.

	Only Charge Once Per Day
	Limits ranking adjustments to once per day regardless of multiple accepted shifts.

	Allow Manual User Inclusion
	Enables inclusion of personnel who do not hold required qualifiers.

	Additional Candidate Awarding
	Permits awarding shifts to multiple personnel when operational needs require it.

	Show Phone Numbers
	Displays personnel phone numbers within the ranking interface.

	Show Qualifiers in Details
	Controls visibility of qualifiers in the call shift details view.





A.3 Default Settings Configuration
	Setting
	Options

	Default Wait Time
	Time personnel have to respond before moving to the next person (Non-Candidate Method).

	Default Deadline
	Start of Shift, X Hours/Minutes before Shift, X Hours/Minutes after Call Shift starts.

	Default Start Time
	Standard start time applied to call shifts.

	Default Work Type
	Default payroll classification for overtime shifts.


A.4 Ranking / Rotation List Configuration
	Method
	Description & Use Case

	Rotating List
	Adjusts rankings dynamically based on acceptance, denial, or no response. Options include Last Date Accepted or Last Date Worked. Best for equitable distribution.

	Static List
	Maintains fixed seniority-based positions. Most senior personnel remain at top. Best for specialized roles requiring experience.

	Hours-Based List
	Prioritizes personnel based on accumulated overtime hours. Personnel with fewer hours rank higher. Best for balancing overtime distribution.



A.5 Tie-Breaker Configuration
1. Date of Hire
2. Secondary Start Date
3. Alphabetical Order
4. Last Date Worked

A.6 Notification Configuration
Available Notification Channels
	Channel
	Description & Response Method

	SMS
	Text message with shift details. Personnel respond by pressing designated keys (e.g., 1 = Accept, 2 = Decline).

	Email
	Detailed message with documentation record. Personnel respond via link to Scheduling Dashboard.

	Push Notification
	In-app alert through First Due. Personnel respond via Scheduling > Dashboard.


Configuring Notification Settings
1. Navigate to Scheduling > Setup > Call Shift Rules.
2. Click on the Settings tab and scroll to Notification Options.
3. Select notification recipients: Call Shift Initiator, Anyone Who Can Initiate, Notify On-Duty.
4. Configure SMS and Email settings independently or use Match Notification Settings to synchronize.
5. Click Save to apply changes.

A.7 Manual Charging Configuration
Manual charging allows administrators to adjust personnel rankings without requiring them to work a shift.
1. Navigate to Scheduling > Setup > Call Shift Rules > Settings.
2. Enable Manual Charging.
3. Click Save.
Manual charging affects ranking only and does not generate payroll entries. All adjustments must be documented with operational justification.



A.8 Configuration Best Practices
1. Review collective bargaining agreement requirements before selecting ranking methods.
2. Choose ranking logic aligned with department fairness protocols.
3. Start with simplified rule sets before implementing complex filtering structures.
4. Test call shift functionality after configuration changes.
5. Periodically audit overtime distribution reports to ensure equitable allocation.
6. Coordinate with payroll to confirm Work Type selections align with pay codes.

Page  of 
