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POLICY 8.1-6: CONTINGENCY PLAN GUIDELINES
    
PAGE 1 OF 2
Policy: 

1) The Oklahoma County Juvenile Detention Centers Contingency Plan provides guidelines and systematic procedures for maintaining minimum staff coverage on each shift when resident population increases and/or facility staffing for each shift goes below minimum. (3-JDF-1C-04); (115.313)
Procedures:

1) All Detention Officers, except for Detention Officer IIIs, are required to know their position and status on the Contingency Plan list located on bulletin board in break room. Staff whose names appear at the top of the contingency list are required to remain for next shift when needed and notified to assure staff minimums are met and/or maintained.  

2) A Shift Supervisor of a shift needing contingency coverage should attempt to notify the Shift Supervisor of any staff person whose name appears at top of contingency list at least two and half (2 1/2) hours prior to their shift beginning. Staff being required to stay for contingency coverage should be notified as early as possible. However, staff whose name appears at top of contingency list should always be prepared to assist in contingency coverage at which time their name will be placed at the bottom of the contingency list.

3) Shift Supervisors are required to advise staff in a timely manner the need to remain for next shift and contingency requirement. Shift Supervisors will follow contingency list utilizing staff (s) who are on duty, starting at the top, working downwards. Shift Supervisors are not permitted to take volunteers for contingency coverage. 
4) The process for disciplinary action for contingency violations will go as follows:

a) The year will be broken down in to two six (6) month periods. 

b) The first time that staff refuses to stay contingency during each six (6) month period, they will receive a documented verbal counseling. 

i) Verbal counseling must be used within that six (6) month period. 

c) If staff refuses to stay contingency again in that same six (6) month period, they will receive a written reprimand. 

d) If a staff has already received a written reprimand for refusing contingency and refuse again that same year, they will receive a written reprimand and three days uncompensated leave.

e) If a staff has already received two written reprimand for refusing contingency and refuse again that same year, a request for termination will be submitted. 

5) Disciplinary action for violations of the Contingency Policy will be at the Shift Supervisor's discretion. 
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