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· Arrival- 311

· Introduction to Platoon Supervisor-(On Duty Sergeant)
Tour Of Duty
· Start/Quit Times
· If you have time off requests please see the on duty Sergeant
· To reach the On duty TSS Sergeant contact
 (585) 370-5050

· Adherence to Chain Of Command
· Command Structure within T.S.S.
· Any questions or concerns must be brought to on duty TSS Sergeant
· Expectations
Area of assignment
· Answer phone calls with customers who have criminal or civil related questions
· Write police reports
· Enter requests for police response for non-emergency calls
· Write ‘Crime Stopper’ tips

· Authorizations
· Employee/Swipe Card
· Modified hall entrance
· Camera room access
· CAD
· Mobil Client 
· Lagan (to search information – must go through Jean Cody)
· Jail information
· Phone sign-on
· TipSoft Inbox installation in Outlook (help ticket required)


· Attire
· Until uniforms are issued, business casual is appropriate (no jeans) 
· Any deviation from the dress code will need to be approved by a supervisor.

· Breaks and Lunch
· Muster areas/off site
· Break room with available refrigerator
· NO FOOD permitted in camera room
· Covered beverages permitted only

· Beginning/Ending of shifts
· Use Daily Activity TSS Employee work sheet for time clock

· Shift storage lockers-SHIFT USAGE ONLY
· ANY Electronic Items-ABSOULETLY NO ELECTRONIC DEVICES ARE PERMITTED IN THE CAMERA ROOM WITHOUT PRIOR AUTHORIZATION FROM SUPERVISOR
· Places unnecessary delay/strain on camera monitoring 
· Cameras utilize wireless network
· Limited reception in camera room- designed for:
· Controlled climate
· 9 Large screen/40+ computer monitors 24/7 generating heat.
· Reduction of noise
· Command Center Setup


· Clothing/accessories 
· Items too cumbersome for work area
· Jackets, gloves, scarves, overshoes
· Misc/other items as necessary

· Working Areas 
First two rows when entering the camera room that face the remaining rows

· Desk top icons (Frequently used)

· Mobile Client
· Jail information
· Lagan
· Crime Stoppers
· CAD
· RPD Resources (RPD Web) 
· Microsoft outlook (e-mail)

LERMS 
· Assist with informational development as requested
· Names
· Locations
· Vehicles
· Reports/FIF’s/Data
· Use in conjunction with PACER for older reported information

· RPD WEB

· Complete reference guide including:

· GO’s, Rules/Regulations, Administrative orders, Training Bulletins

· NY State Laws

· Municipal Code Enforcement

· All forms/information’s/depositions

· Phone Extensions/Contacts/Addresses
· Moris
· Prisoner Data/Information
· Microsoft Outlook 2007
· “Groupwise” (email) department communication access
· CAD Terminal

· Located at “Communications Unit Supervisor” work station
· Used for Law Enforcement specific requests/information ONLY
· Utilizes your MDT sign on information
· ALL INQUIRIES are accounted for and bound by Department rules/regulations/procedures
· Logon procedure:
· “op”- enter
· “operator id” / “password”– enter
· Use MDT commands – Dispatch can assist with any issues involving CAD
· ALWAYS logoff after inquiry
· Logoff procedure: “op off” – enter
· TipSoft Inbox
	
· Put in a helpdesk request to have the “TipSoft” inbox installed in your Microsoft Outlook inbox.
· When working shifts other than Monday-Friday 8am-4pm, check the inbox periodically to see if any new tips have come in. 
· Refer to TSS Manual module 3-002 when handling Tipsoft messages.


· Please stay available for assistance as needed/requested
· Please notify direct supervision Re: any schedule/routine changes









