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Definitions:





Shift Change:  For the purposes of this section, shift change means the moving or switching of one or more persons from one shift to the other that best benefits the department.  Shifts may be rotating and/or permanent for a period of  up to a year.   





Permanent Shifts:   Permanent shifts are those shifts where an individual works the same hours on a  yearly basis.    Example:  3-11 Shift - any individual scheduled to work on a permanent basis must stay on this shift until the end of the year when schedule changes take affect.





Permanent Rotating Shifts:  Shifts which rotate on a quarterly basis (every 3 months) for a period of one year until the schedule changes take affect.





Schedule Review:  The time in the year that schedules are reviewed and submitted for the next calendar year.  (Schedules will be reviewed in September of the same calendar year in which the schedule was given to allow for any necessary adjustments that may be needed.  All officers will receive a copy of the schedule by December 1 of the same calendar year in which the schedule was given.)


                          										


Policy:   It will be the policy of this Department to review the schedule on a yearly basis.  All schedules will be reviewed in the month of September, the same calendar year in which the schedule was given.  Shift changes will be made in December, the last pay period of the calendar year.   All final decisions that are made in reference to Shift changes will be the responsibility of the Assistant Director. This policy in no way prohibits the Assistant Director or designee from making changes which he/she feels is necessary for the best operation of the department. 





Procedure:   


On September 1st of  the same calendar year in which the schedules have been approved , a letter will go out to all officers to indicate whether they want to be on permanent or a rotating shift.


All officers/dispatchers will respond to said letter indicating whether they wish permanent or rotating shifts by September 15 of  said calendar year.


The Assistant Director will make a decision based on  the majority of the response  and forward the decision to the Director of Campus Safety,  a copy with signature of receipt to all BSU Police Personnel. 


If the majority of the police officers/dispatchers vote rotating shifts, all officers and dispatchers will stay on their allocated shifts and rotate backwards on a quarterly basis in December, the last pay period of the calendar year. 


If the majority of the police officers/dispatchers vote to be on permanent shifts, the officers will be selected to be on the shift of choice by seniority only. ( This will apply to the Senior Sergeant all the way down to the senior dispatcher - according to time and service at BSUPD.)


Shifts may be subject to change at any time during the course of the year where the Assistant Director  or designee may need to change a person’s shift because of varying needs of the department.








Revised 10/02











