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I.  
BACKGROUND
The Technical Services Section is responsible for providing technical support to field personnel and records access to the general public.  It is also responsible for a variety of staff services as assigned by the Deputy Chief of Police, BODA, including, but not limited to, contract vehicle towing, coordination of police fleet purchase and maintenance, as well as the inventory control of Department fixed assets.

II. POLICY

Technical Services Section Sergeants are responsible for assuring adequate staffing for all areas of T.S.S. and completing all required paperwork associated with such staffing.

III. PROCEDURES

A. Minimum staffing numbers for all areas of T.S.S. will be established for each platoon by the platoon supervisors.  Once established, and anytime thereafter that the minimum numbers need to be changed, all other platoon supervisors will be notified of the minimum staffing levels.

B. Any requests for time off will be reviewed in a timely manner and approved or denied based upon staffing needs within the limits of current directives and the appropriate contract for the employee (AFSCME AFL-CIO Local 1635 for civilians and Rochester Police Locust Club Inc. for sworn personnel.

C. If an on-duty supervisor receives a last minute request for time off, the supervisor will only allow less than then minimum numbers of personnel in unusual or emergency circumstances.  If an on-duty supervisor receives a sick call notification, he/she will assure minimum staffing levels are met and if they will not be met, then overtime coverage should be scheduled.  This may involve ordering someone to stay at work.

D. Platoon supervisors will assure that all payroll paperwork is completed in a timely manner.  This means that the sworn personnel’s HRS sheets are completed by the last day of each pay period so that the section secretary can forward them on the following day (Monday) to Personnel.

E. The member responsible for PSA payroll is to assure it is completed and submitted to the section secretary by the due date of each pay period.  Public Safety Aides are to obtain a signature on their pay sheet for any hours they list as having worked.  The signature will be a supervisor’s signature, or in the absence of a supervisor, an officer may verify the hours worked and sign the pay sheet.  Public Safety Aides will not be paid for any hours that they do not have a signature for.

F. All sworn and civilian personnel, except Public Safety Aides, are to be listed in the T.S.S. Time Book.  This is the only official location where work hours and time off will be kept.  Platoon rundowns may be used, however, anything on the rundown must be put in the time book as well.  These records must be current so other platoon supervisors will be able to assure adequate staffing for the oncoming platoon.


