ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:
District Duty Assignment Sheet

AL-75

TYPE OF DOCUMENT:
Excel

PURPOSE AND USE:
To provide the State Highway Patrol Communications Center and ALE deputy director of operations with the district schedule each week

NUMBER TO BE COMPLETED:
Five 

COMPLETION:
District supervisor or designee

DISPOSITION:
Email original to Highway Patrol Communication Center with copies to ALE Headquarters, district supervisor, district assistant supervisor, district office assistant

REQUIRED ATTACHMENTS

AND SUPPORTING DOCUMENTS:
None

NOTES:
Please send by email only to the appropriate Highway Patrol Communications Center and to ALE Headquarters no later than Wednesday before the schedule week begins. If the district is served by more than one Highway Patrol Communication Center, send to each center for the district. The district duty officer’s name, pager, cell phone and home phone must be listed as well as the counties served by the district.
Completion Instructions:

1. Week of: List the month, day and year the document is providing the schedule for such as; March 10, 2008. This date should begin on Monday even if no one is scheduled to work on that day. Do not abbreviate the month and use all four digits for the year.
2. Day of week: Under each day of the week, list the date for that day

3. Agent: In this block list the agent’s call number, his/her last name and in the box underneath, the pager number must be listed. If an agent is on duty and can not be reached by radio, the communication center should page the agent before calling the duty officer. The last person listed under the agent column should be the office assistant (ex: for District VI it should read “OA-06 and name’).
4. Scheduled hours: In the blocks beside the agent’s name, note the hours he/she will work on each day such as 8:00AM-5: 00PM. This should be an eight-hour shift with one additional hour included as a meal hour unless the supervisor approves some other shift such as a split shift. All ten-hour shifts must be approved by the supervisor prior to working. If an agent is not scheduled to work on a particular day it should be noted by placing one of the following headings in the corresponding box; Day Off, Vacation, Sick Leave, Military Leave, Holiday, Comp Time, Community Service, Maternity Leave. The county the agent is working in should be noted under the scheduled hours in each box.
5. Duty officer: District duty officer’s title, name and phone numbers including office, home, pager and cell phone numbers

6. Counties covered by district: In this section all of the counties assigned to the district should be listed. This will aid the communication centers in determining who should be contacted for an emergency in a particular county.
