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I. POLICY

This General Order establishes guidelines and procedures to ensure qualified minimum staffing in 
the Public Safety communications center 24 hours per day, 365 days per year.

II. GENERAL

Because of the nature of the police function, meal and comfort breaks for Police Communication 
Operators (PCO) who are involved in direct and immediate services to the public, cannot be easily 
structured.  The amount and intensity of police services often takes precedence over personal needs 
during a shift.  Nevertheless, every opportunity should be provided to PCOs to have meal and 
comfort breaks. For the purpose of this General Order, PCO will mean any employee who is 
working in the dispatch center.

III. ANTICIPATED LEAVE COVERAGE

A. The Support Services Coordinator (SSC) will examine the schedule to see if minor schedule 
adjustments can be made to cover the anticipated shortage. 

B. The Support Services Coordinator shall then seek the assistance of off-duty PCOs and off 
duty police officers to cover the anticipated shortage.  This will be completed by posting a 
sign-up sheet in the communications center and in the overtime sign-up book located in the 
roll call room.

C. If no off-duty officer signs up for the uncovered shift, the Support Services Coordinator will 
check with the Field Services Division Commander to see if there is enough staffing to have 
the shift covered by on duty police officers.

D. If there are not sufficient police officers working during the uncovered shift to maintain 
minimum staffing on the street and appropriate coverage cannot be obtained through other 
means, then the requested leave will be denied.

E. The Support Services Coordinator shall be responsible for ensuring that excessive overtime 
expenditures will not occur.

IV. UNANTICIPATED LEAVE COVERAGE

A. When unanticipated leave for the next shift becomes known the Support Services Coordinator or 
the on-duty police supervisor must take appropriate steps to fill the shift.  The on-duty PCO or an 
on-duty police officer will be informed that they will be held over until appropriate coverage is 
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found.  No PCO shall remain on-duty for more than 12 consecutive hours unless authorized by the
on-duty Watch Commander

B. If the on-coming shift is unable to assign an officer to the communications center due to staffing 
constraints, the on-duty supervisor should attempt to find coverage in the following order.

1. Check for volunteers among off duty PCOs, the Support Services Coordinator and police 
officers

2. Order the on-duty PCO to stay over

3. Order an on-duty police officer to stay over

4. Order the next scheduled PCO in early

5. Order a police officer from the next scheduled shift in early

6. Order an off duty PCO to come in

7. Order the Support Services Coordinator to come in

8. Order an off-duty police officer to come in

V. MEAL AND COMFORT BREAKS

Police Communication Operators (or the person working as a dispatcher) are entitled to two 15-minute 
comfort breaks and one meal break during their shift.

A. At the beginning of the shift, the team supervisor will coordinate a mutually acceptable meal break
time with the PCO.  If there is an overlap during the normal mealtime, the patrol team will not 
have to provide the meal break.

B. The patrol unit assigned by the team supervisor to provide the meal break shall also have the 
primary responsibility for comfort breaks.  This does not preclude an officer out of service at the 
station from providing a comfort break when it is more convenient and efficient to do so. If there 
is an overlap of PCOs during the normal comfort break time, the patrol team will not have to 
provide the comfort break.  All reasonable attempts will be made by the shift to provide comfort 
and meal breaks, however calls for service may postpone or cancel a scheduled break.

C. The time allotted for the meal break shall be as follows:

1. 12-hour shift – 60 minutes

2. 10-hour shift – 45 minutes
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3. 8-hour shift – 30 minutes

4. Overtime up to 4 hours – no meal break

5. Overtime more than 4 hours – 20 minutes

D. Comfort breaks.

Comfort breaks are not to be contiguous with the start of the shift, the meal break or the end of the
shift. Comfort breaks cannot be combined.  One comfort break should be taken between the start 
of the shift and the meal break. The second comfort break should be taken between the meal break
and the end of the shift.

E. All personnel working in the Public Safety Communications Center will adhere to the allotted 
time for meal and comfort breaks.

F. The Public Safety Communications Center is equipped with a “mini kitchenette” consisting of a 
small refrigerator, toaster, microwave oven and coffee maker. Personnel working in the 
Communications Center are authorized to consume normal "meal" foods within the center. All 
drinks that are consumed within the Public Safety Communications Center must be in “spill 
proof” containers.

G. All PCOs are authorized to utilize their meal break to change out of their PCO uniform to 
exercise/work out in our weight/fitness room only (not for walking around the block, going to 
another gym or going elsewhere to exercise).

H. Smoking is prohibited in the Public Safety Communications Center. Smoking breaks shall not be 
provided.




