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TITLE:  Night shift duties
EFFECTIVE DATE:  October 6, 2004
INTENT:  Night shift responsibilities
PROCEDURE:  
The dispatcher working the night shift is responsible for keeping the center clean, preparing for the next day’s activities, and catching up on data entry.

1. Monitoring the radios is the primary duty of the night shift, but due to lack of radio communication at night the dispatcher should keep busy with the following duties, if something is not listed please do not hesitate to do it.
1.1. Clean the trees (see SOG for cleaning the tree)
1.2. Enter information into Admin Database, WildCAD, ROSS, ect.
1.3. Make sure all the information is correct in the GPC Big Black Book 
1.4. Clean up ROSS
a. Create incidents in ROSS from the previous day’s activities
b. Ensure resources have been assigned and released from previous day’s activities.  *Do not release resources that are returning to the incident the next day to work a shift.
c. Set resources available locally if returned from assignment
d. Check the printed resource orders to ensure all the resources are on the order.  
1.5. Wipe down the counters.
1.6. Familiarize yourself with the local area.
1.7. Catch up on your email.
1.8. Update the boards for the next day.
1.9. Clean out old weather on the clipboards next to consoles.
1.10. Ensure that IA, spot weather and resource status forms are in the files next to each console.  Also make extra copies for the file above the filing cabinet if empty or running low.
1.11. Study National, GPC mob guide and RMACC mob guide.
1.12. Read SOG’s.
1.13. Re-read floor notes.
1.14. Make copies of fax cover forms.
1.15. Copies for fiscal year if needed.
PAGE  
2

