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Purpose: 
To establish a consistent set of guidelines for all department members when signing up for 
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Guideline: 

CALENDAR STAFFING: 

1. Each Emergency Medical Technician (EMT) is responsible for providing staffing coverage 
for a minimum of four (4) calendar slots per/month, with one of the four assignments being 
a weekend slot (i.e. Saturday/Sunday) 

2. EMT’s shall sign up for either position (i.e. EMT #1, EMT #2). 
3. EMT’s who sign up for calendar coverage and are unable to fulfill their duties are required 

to find coverage from another EMT and/or notify the department (i.e. Fire Chief, Assistant 
Fire Chief, EMS Lieutenant) if unable to acquire a replacement EMT. 

4. EMT’s who are able to staff weekday daytime coverage and would like to have permanent 
days selected are required to submit their request to the Fire Chief, Assistant Fire Chief 
and/or EMS Lieutenant in writing. Selections will be based upon availability and equal 
opportunity for all interested parties. 

RESPONSIBILITY: 

It shall be the responsibility of each EMT to ensure they understand and follow this guideline at all 
times. 

Our unit operates year round (365 days per year) and twenty-four (24) hours per day. 

There are two (2) shift divisions, an A.M. shift (0700-1900 hours) and a P.M. shift (1900-0700 hours). 

There are three (3) periods of coverage throughout the week. They are: weekday (M-F), week night 
(M-F), and weekend (Friday evening, Sat, & Sun) coverage. 

There are two (2) EMT positions per coverage period.  For example a Monday shift will have the 
following positions:  two (2) daytime and two (2) evening and so on throughout the week for the 
remaining days. 

Additional units may be assigned as needed during times of emergency or disaster (man-made or 
natural). 

If a member needs to cancel for an entire shift, they must attempt to find replacement coverage by 
using the Shift Coverage Request form. This form must be filled out and placed on the EMS desk for 
shift cancellations with more than three days (72 hours) notice. This form was developed as a means 
of communication between members for shift availability. The member should also send an email to 
all members notifying them of the request.  If those means of communication do not result in 
coverage for said shift, phone calls must be made to other members in an attempt to find coverage if 
said shift is within three days (72 hours) and coverage has not been found. Any changes to the 
schedule will be clearly written on the posted schedule. 
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Misuse of the fore mentioned cancellation policy will be reviewed by the Fire Chief for possible 
disciplinary action. 

Members are expected to submit their availability by the 15th of each month to the EMS Captain. The 
EMS Captain will create the monthly schedule according to availability, number of shifts requested, 
seniority, etc. Every attempt will be made for fairness of number of shifts and EMT 1 vs. EMT 2 
designation. Each member is guaranteed the minimum number of shifts required by Department 
policy if the member has submitted availability by the 15th of each month. 

The schedule is released by the 20th of each month. You may request to cover any open shifts after it 
is released by emailing the EMS Captain by the 1st of the month. The EMS Captain will schedule 
remaining available shifts based on additional shift requests. After the 1st of the month, any remaining 
open shifts can be filled by writing your name on the schedule in the open slot. Cancellation policies 
apply to all shifts. 

While you are signed for a specific time frame you are expected to remain in the Village of Plover or 
Village of Whiting and available for emergency call. If you do have to leave the Village or are 
unavailable for unforeseen reasons (i.e. family emergency, vehicle trouble, etc…) it is YOUR 
responsibility to find coverage for your shift hours unless it is absolutely impossible to do so. You shall 
attempt to contact the member “on-duty” with you and notify them of your situation. The key behind 
this program is communication. 

 

 


