GREAT PLAINS INTERAGENCY DISPATCH CENTER

STANDARD OPERATING GUIDE # 29
TITLE:  Time Coding for Dispatch Personnel
EFFECTIVE DATE:  June 23, 2008
UPDATED: June 14, 2016
INTENT:  To clarify time sheet coding for base pay and overtime with the utilization of P – codes, Support codes and mutual aide.
PROCEDURE: Procedures could be different by which agency each employee works for.
1. The following applies to Forest Service and SD State Wildland Fire dispatchers
1.1. All FS and SDS employees will charge their base pay and overtime to the P – code whenever one is available to be used.  P – codes are issued to all wildland fires incidents (see FireCode and FS direction for how and when to issue P – codes).  Charges to P – codes should be whenever the employee works on the incident, whether it be initial attack, extended attack, WildCAD, ROSS or the Admin database, or fire checks until the fire is called out, this could include several days after initial start of incident. 
1.2. On multiple fire days, charges to P – codes should be charged to, as fairly as possible.  If an employee is working multiple incidents, and it is not possible to discern which incident to charge to, they should charge to the posted Support code and/or supporting FAD code as listed in the Big Black Book.  
1.3. There is no need for either agencies employees to fill out OF-288’s for any of their time.  
1.4. If an employee is working on a Resource Order and it is not a P – code, Severity code or F code, they should charge their base hours to their assigned agency codes ie…FS charges to assigned project code and SDS charges to Dispatch Ops.  Any overtime will need a viable charge code or don’t work overtime.
1.5. South Dakota State employees should charge base hours for daily operations as appropriately worked, Disp Ops or 9005.
2. The following applies for Bureau of Indian Affairs employees, working at Great Plains
2.1. The BIA employee will charge all base time to established BIA base code.  All overtime will be charged to the appropriate P – code or Severity Code.  BIA employees have a BIA code to charge prescribed fire incidents to.  If a BIA employee is working multiple incidents, and it is not possible to discern which incident to charge to, they should charge to the posted Support code as listed in the Big Black Book. ( TBD not sure DOI can use)
3. The following applies to all dispatch employees at Great Plains 
3.1. When an employee is the ROSS person for the day and working on multiple incidents, it is appropriate to charge to the posted Support Code.  Each employee’s agency rules would apply for base pay, however overtime would be charged if requested to stay and work on the order. If working on an Incident outside of zone, charge ALL hours to the P– code.
4. MUTUAL AIDE DEFINITION – Each agency shall assume its own full cost of expenditures for initial attack resources until 1000 the following day.  

4.1. The Following would apply to all dispatch employees, as dispatch is included in Mutual Aide; however they will follow procedures in time coding as listed above.  TIME CODING WILL NOT CHANGE.

a. Mutual Aide is only between the Black Hills National Forest and the States of Wyoming and South Dakota.  This does not include Volunteers.
b. Many of our fires will be mutual aide, and this will be OBVIOUS!  The bottom line is if it’s not obvious you should let the agency Duty Officer makes the decision.  Duty Officers would be the SDS or Forest Duty Officer listed on the Duty Officer Board.  Floor supervisors should be the one to make the call if it is not obvious.

c. How do you determine if it’s Mutual Aide?  If cooperating resources have been released prior to 1000, it will be a Mutual Aide incident, even if there are still jurisdictional resources on scene.  For dispatch, we may be working longer dealing with our databases and of course we do the tracking of resources checking fires on a daily basis.  This is not considered part of the initial response and would not take us out of Mutual Aide.
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