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1. Purpose
This Standard Operating Policy (SOP) establishes guidelines and procedures for executing mandatory hiring (forced overtime) assignments using the First Due Scheduling module. The purpose is to ensure consistent application of mandatory staffing procedures, maintain compliance with collective bargaining agreements and labor regulations, and guarantee equitable distribution of mandatory overtime assignments across personnel.
2. Scope
This policy applies to all personnel responsible for staffing decisions including shift commanders, battalion chiefs, scheduling administrators, and other authorized personnel who utilize the First Due Scheduling system to fill critical vacancies through mandatory hiring when voluntary responses are insufficient.
3. Definitions
1. Mandatory Hiring/Forced Overtime: The involuntary assignment of personnel to work beyond their scheduled shift or on their scheduled day off to meet minimum staffing requirements.
1. Holdover: A mandatory assignment where on-duty personnel are required to extend their current shift to cover staffing shortages.
1. Force List: The rotation-based list maintained by First Due that tracks personnel eligibility for mandatory assignments.
1. Last Date Forced: A ranking method that updates a user's position only when they actually work the forced assignment.
1. Last Updated: A ranking method that updates a user's position at the time of being added to the force list, regardless of whether they work the assignment.
4. Accessing the Mandatory Fill Function
1. Navigate to Scheduling > Shift Board.
1. Click on the vacancy that requires mandatory staffing.
1. Hover over Fill Vacancy and select Mandatory Fill.
1. If your department uses On Rotation by default, click Single Day at the bottom to switch modes before selecting Mandatory Fill.
1. The Start Date/Time and End Date/Time will be prefilled based on the vacancy and cannot be modified.
5. Configuring the Mandatory Fill
1. Adjust the number of positions as needed for the vacancy.
1. Verify the qualifier (which will prefill based on vacancy requirements).
1. Apply filters to narrow the eligible personnel list:
1. Groups: Filter by organizational groups
1. Ranks: Filter by rank/position classification
1. Rotations: Filter by shift rotation assignments
1. On Duty Toggle: Enable to limit the list to personnel currently on duty (recommended for holdover situations)
6. Generating and Reviewing the List
1. Click Generate List to create the eligible personnel list.
1. Review the list, which defaults to seniority-based order.
1. Click column headers to change sort order if needed.
1. Verify the rotation order appears correct before proceeding.
7. Executing the Mandatory Assignment
1. Click the checkmark next to the selected individual's name to force-hire them.
1. The system will mark their status as Forced in the Call Shift record.
1. A gavel icon will appear next to their name on the Shift Board indicating mandatory status.
1. IMPORTANT: The system does not send automatic notifications. You must manually notify the individual that they have been mandated.
8. Post-Assignment Actions
1. Manually assign the mandated personnel to the appropriate apparatus or position based on operational needs.
1. Document the operational need justifying the mandatory fill for potential grievance review.
1. Verify the personnel's ranking has updated according to your configured ranking option.
9. Holdover Mandatory Assignments
Holdover assignments require personnel already on duty to extend their shift. When executing holdover mandatories:
1. Enable the On Duty toggle when generating the list to filter for personnel currently on shift.
1. Prioritize personnel whose shift end time aligns with the mandatory shift start time.
1. Consider FLSA compliance requirements including minimum rest periods and maximum work hour limits.
1. Document holdover assignments for payroll processing and overtime tracking.
10. Best Practices
10.1 Planning and Communication
1. Initiate mandatory fills as early as possible to provide maximum notice to affected personnel.
1. Review your agency's mandatory overtime policy and collective bargaining agreement provisions before processing mandatory fills.
1. Document the operational need justifying the mandatory fill for potential grievance review.
10.2 Fair Distribution
1. Use filters strategically to ensure equitable distribution of mandatory overtime across shifts and rotations.
1. Review the generated list before forcing personnel to verify rotation order accuracy.
1. Document any deviations from standard rotation order with clear operational justification.
1. Periodically audit mandatory assignment reports to ensure compliance with department policies.
11. Compliance and Documentation
1. All mandatory assignments shall be executed in accordance with applicable collective bargaining agreements.
1. FLSA regulations regarding overtime compensation and maximum work hours must be observed.
1. Documentation of all mandatory assignments shall be maintained for audit and grievance purposes.
1. Any deviations from established rotation order must be documented with operational justification.
12. Responsibilities
	Role
	Responsibilities

	Scheduling Administrator
	Configure mandatory settings (see Appendix A), maintain rotation lists, audit compliance, train authorized users

	Shift Commander
	Execute mandatory fills, notify affected personnel, document operational justification, assign apparatus positions

	Battalion Chief
	Approve deviations from rotation order, review grievances, ensure compliance with CBA provisions

	All Personnel
	Maintain current contact information, respond to mandatory notifications, report for assigned shifts



13. References and Support
1. 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)
14. Approval
	Prepared By
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	Approved By

	_______________________
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Date: _______________
	_______________________
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Date: _______________
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APPENDIX A: MANDATORY SETTINGS CONFIGURATION
A.1 Accessing Mandatory Settings
1. Navigate to Scheduling > Setup from the main menu.
1. Click on Call Shift Rules to view the various shift management configurations.
1. Select the Mandatory Settings tab to access mandatory configuration options.
1. Click Save (disk icon) after making any configuration changes.
A.2 Configuration Options
	Setting
	Description

	Ranking Option
	Determines when a user's ranking position is updated. Options: "Last Updated" or "Last Date Forced" (see A.3 for details).

	Default Work Type
	The work type automatically assigned to mandatory personnel (e.g., "Mandatory Call Back"). Ensures consistent payroll coding.

	Default Subtype
	Additional categorization for mandatory assignments (e.g., "Minimum Staffing Needs"). Used for reporting and tracking reasons.

	Use Call Shift Ranking
	Toggle to determine if mandatory assignments share ranking with voluntary call shifts or maintain a separate list.



A.3 Ranking Option Details
The Ranking Option determines how personnel positions are updated in the mandatory rotation list:
	Option
	Description & Use Case

	Last Updated
	Updates the user's ranking position at the time they are added to the force list, regardless of whether they actually work the assignment. Best for departments that want to rotate personnel through the list even if assignments are cancelled or changed.

	Last Date Forced
	Updates the user's ranking position only when they actually work the forced assignment. Best for departments that want to ensure only personnel who have actually worked mandatory shifts are moved down the list.



A.4 Default Work Type and Subtype
Configure the default work type and subtype to ensure consistent payroll coding:
1. Default Work Type: Select the work type that will be automatically assigned to mandatory assignments (e.g., "Mandatory Call Back"). This determines how the time is categorized for payroll.
1. Default Subtype: Select the subtype that provides additional categorization (e.g., "Minimum Staffing Needs"). This helps with reporting and tracking the reason for mandatory assignments.
A.5 Use Call Shift Ranking Toggle
The Use Call Shift Ranking toggle determines whether mandatory assignments share the same ranking list as voluntary call shifts:
1. Enabled: Mandatory assignments will use the same ranking list as call shifts. Personnel who accept voluntary overtime will also move down in the mandatory rotation.
1. Disabled: Mandatory assignments maintain a separate ranking list from voluntary call shifts. This allows for independent tracking of mandatory versus voluntary overtime distribution.
A.6 Configuration Best Practices
1. Review your department's collective bargaining agreement before configuring ranking options.
1. Choose the ranking option that best aligns with your department's fairness protocols.
1. Document your chosen settings and rationale for transparency and future reference.
1. Test the mandatory assignment process after configuration changes to verify rankings update correctly.
1. Regularly audit mandatory assignment reports to ensure equitable distribution and compliance.
1. Coordinate with payroll to ensure work type and subtype selections align with pay codes.
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