





POLICY STATEMENT

94-01-17-01





Date:		�DATE�June 13,1997�



Subject:	Membership Status Tracking and Reporting System





This Policy Statement documents current and planned procedures for the complete and accurate production of ambulance, zone car, squad truck, and supervisor duty schedules, and of waiting lists for scarce resources such as pagers and transceivers.





MONTHLY REPORTS



The 1st Lieutenant shall, on a monthly basis, update the following reports and transmit them to their respective coordinators.  Reports that are associated with schedules shall be transmitted by the appropriate deadline.  Copies of these reports shall be posted for the perusal of squad members.  Example reports are attached to this policy statement.



Report�Coordinating Agency�Deadline��

Ambulance Personnel Status Report�KVRS�10th day of month��

Zone Car Personnel Status Report�VBDEMS�10th day of month��

Squad Truck Personnel Status Report�VBDEMS�10th day of month��

EMS-5 Personnel Status Report�VBDEMS�10th day of month��

Pager Waiting List�VBDEMS�Monthly��

Transceiver Waiting List�VBDEMS�Monthly��



STATUS CHANGES



1.	Each time the Squad Commander grants leave, assigns additional duties, promotes an individual from a trainee status to a "released" status, or otherwise takes an action affecting a duty schedule or waiting list, he shall generate a letter to such effect with copies directed to the appropriate individual's personnel file and to the 1st Lieutenant.



2.	Upon receiving a copy of any letter granting leave, assigning additional duties, promoting an individual from a trainee status to a "released" status, or otherwise affecting a duty schedule or waiting list, or upon generating a letter assigning additional duties, the 1st Lieutenant shall update the appropriate reports accordingly.



3.	Each time the Virginia Beach Department of EMS issues or updates ID cards in such a way as to make an individual available for duty or to otherwise affect a duty schedule or waiting list, it shall generate a letter to such effect, and direct a copy of such letter to the squad.  Upon receipt of such letter, the squad shall route it to the 1st Lieutenant, who shall update the appropriate reports accordingly.





This policy shall become effective upon approval of the Squad Commander.





APPROVED:







________________________________	_____________________

Capt. John Fusco, Squad Commander	Date


