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Shift Trades
PURPOSE:  This policy is allows trading of scheduled shifts upon management approval.

· Must be submitted, in writing, by both parties involved. 

· Must be pre-approved by management. 

· Shift trades should be requested from the 9-1-1 Coordinator or EMA Director during normal business hours, whenever possible.

· A shift trade may be requested after normal business hours in an emergency situation by contacting the on-call management person.
· This privilege may be approved or denied on a case by case basis.

· Total hours must be within the same work week Sunday 00:00-Saturday 23:59
· Trade must be for equal hours when it involves any full time personnel.
· Violation of pre-approval is subject to disciplinary action of both parties.

· First violation can result in suspension of trade privilege for 3 months.

· Second violation can result in suspension of trade privilege for 6 months.

· Third violation can result in permanent suspension of trade privilege.

