OKLAHOMA COUNTY JUVENILE DETENTION FACILITY
POLICY AND PROCEDURE MANUAL

________________________________________________________

CHAPTER EIGHT – DETENTION                                          ____________  

POLICY 8.1-7: CALL-IN POLICY 
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Policy: 

1) Any detention staff employee who either requests unplanned leave, or is late to shift, is responsible for making verbal contact with his/her assigned supervisor on duty at least two and half hours before his/her assigned shift (i.e. 7-3 staff by  0430, 3-11 staff by 1230, and 2245-0700 staff by  2030).
Procedures:

1) All Detention Supervisors have cell phones that should be used to make contact when requesting unscheduled leave. An employee may contact central control and have them contact the assigned Supervisor. However, an employee may not leave a message with central control, advising of his/her tardiness and/or failure to report to their assigned shift.   

2) The order of contact is:

a) Call the assigned Shift Supervisor II, or in his/her absence, contact the Shift Supervisor I. 

b) If staff are unable, after several attempts, to contact the Supervisor on duty, or designee, staff are advised to contact the Assistant Facility Administrator as a last resort for assistance in contacting the Supervisor. 

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 the contingency list utilizing staff who are on duty, starting at the top, working downwards. Shift Supervisors are not permitted to take volunteers for contingency coverage. 

4) Disciplinary action for violations of the Call-In will be at the Shift Supervisor's discretion. 
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