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White Mountain Apache

Fire & Rescue Department
Adopted 09/02/08

Rules and Regulations 

SOP 104.02 Shift Trades/Swaps
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1. Purpose

a. The purpose of this policy is to provide a more cost effective solution of a full time firefighter’s need to take leave on a specific day. 

2. Scope

a. This policy applies to all full-time firefighters, including Captains.

3. Definition

a. A shift swap is defined as that time when one full-time firefighter voluntarily works for another by their mutual agreement within the same pay reporting period.

4. Policy

a. The department does not assume responsibility for extra or loss hours worked by an employee during a shift swap.

b. Shift swaps shall be on a time for time basis only and within the same pay period.

c. An employee may swap shifts only with a member of equal rank and may not work in a lower or higher qualification without approval from a chief officer.

d. When employees agree to a shift swap, both employees’ supervisors also must approve the shift swap.  Failure to obtain prior approval shall result in the employee’s being absent without leave.

e. Once a shift swap has been approved in writing, the employee who agrees to work another’s shift and who fails to report for duty at the appropriate time shall be subject to disciplinary action.  Legitimate absence shall be charged to the appropriate category of leave.

f. Once an Employee’ Shift Swap Request form has been approved, the employee originally scheduled to work is completely relieved of duty and shall receive full compensation as though he/she actually worked his/her tour of duty.

g. In an emergency situation, the employee requesting the shift swap shall be fully liable for his/her scheduled tour of duty in the event the employee agreeing to work fails to report to duty.

h. Where a supervisor gives verbal permission for an emergency shift swap, an Employee’s Shift Swap Request form shall be completed and filed as soon as possible.
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