


4) Personnel are limited to a maximum of 12 swaps per calendar year (January 2-January 1),
and a maximum of 3 swaps per month when the swaps are taken in increments greater
than 4 hours (i.e., more than four hours equals one swap). Swap time taken in increments
less than 4 hours (i.e., 3 hours 59 minutes or less) is exempt from the maximum limits of 
12 swaps per calendar year and a maximum of 3 swaps per month. However, the total
number of swaps permitted during a year, regardless oflength, shall not exceed 18.

Note: The maximum swap total includes ALL swaps: 1) those initiated by the employee 
and 2) those for which he/she agreed to be a substitute. 

5) When the swap is approved according to guidelines, the employee who accepts the
responsibility of working for a scheduled employee becomes responsible for reporting for
duty at the time and place agreed upon. If he/she fails to report for duty as scheduled
without a valid reason, swap privileges may be denied in the future, and/or other
disciplinary action may be considered. If no one reports for duty, the i,mployee who is
permanently assigned to the position will have the corresponding number of annual leave
hours deducted from his/her pay. If an inadequate amount of annual leave is on the books
to cover the leave, the employee will receive no pay for the missing time, and/or
disciplinary action may be considered.

6) Swaps will not be approved if it causes an employee to exceed 48 consecutive hours on
duty.

7) Swaps may be cancelled prior to the start of the shift for any reason without explanation
by the Chief or Deputy Chief only. If, on the day of the swap the swap is cancelled and
the employee is called to report for duty, that employee will be given up to 2 hours to
report without being deemed tardy. If notified prior to the day of the swap, the employee
is expected to report for duty as normally scheduled.




