
Shenandoah County Department of Fire and Rescue 
Standard Operating Guidelines 
_________________________________________________________________________ 
  
Section #/Title:     Section 1 Rules and Regulations 
  
Article #/Title:      1.14  Work Hours 
  
Effective Date:     December  17, 2012 
  
Applies To:  [ ] Volunteer   [ X ] Career  [ ] Both 
  
Purpose:  The purpose of this SOG is to outline the daily work hours and 

schedules for SCFR personnel. 

 
I. This guideline outlines the work schedules for career SCFR personnel. Personnel are 

divided into two broad categories of “Staff” and “Operation”.  
 
II. Staff 
 

A. Staff personnel’s work schedule is a 40 hour work week arranged Monday 
through Friday of each week.  

 
B. Reporting hours are flexible due to the nature of each staff member’s position 

and responsibility. 
 
III. Operations 
 

A.  Operations personnel’s work schedule falls into one of two categories: 
  1. 40 hour work week arranged in four ten hour days. This schedule 

  will be referred to as “Daywork” 
  2. 24 hour work schedule arranged 24 on 48 off with a Kelly Day. 

  This schedule will be referred to as “24 Hour Shift”.  
 

B. Personnel assigned to “Daywork” at Stations 5, 21, 13-18 and the “Kelly” 
positions for these stations shall report to work at 06:00 hours and end their 
tour of duty at 16:00 hours.  

 
C.       Personnel assigned to “Daywork” at Station 10 (and the “Kelly” position when 

 scheduled at Station 10) shall report to work at 08:00 hours and end their tour 
 of duty at 18:00 hours. 

 
D. Personnel assigned to work on the “24 Hour Shift” in Strasburg, Toms Brook  
 and New Market will exchange shifts at 06:00 hours.  

    
   1. Personnel assigned to the “24 Hour Shift” may relieve the off 
    going shift prior to 06:00 hours as mutually agreed upon by both 
    members with no compensation changes occurring.  
 

 



 
 
2. At Station 25, the personnel assigned to the shift scheduled on 

each Monday will report to work on Sunday evening at 18:00 
hours. One provider from this shift will work a full shift on 
Monday while the other will be off on their assigned “Kelly” day. 
This shift will end their tour of duty at 18:00 hours on Fridays. 

 
IV. Work Beyond Normal Shift 
 

A. Occasionally, operations personnel will be required to work beyond normal 
 shift. When this occurs, overtime compensation consistent with the rules of 
 county government is authorized, without prior permission for the duration of 
 the task at hand. 
 
B. No personnel shall work in excess of 36 hours in a 48 hour period without 

permission of the Fire Chief, Operations Section Chief, or designated Staff 
Duty Officer. 

 
V. Excused Tardiness 
 

A. Career staff that participate as active volunteers with Shenandoah County 
volunteer agencies who get caught on “working” incidents within Shenandoah 
County and are unable to reach their work assignment by the reporting time 
will be excused under normal circumstances within reason. 

 
B. Career staff that stop at events to render assistance in Shenandoah County 

and are unable to reach their work assignment by the reporting time will also 
be excuse under normal circumstances within reason. 

 
C. Career staff who perceives that this situation may occur will need to make 

every attempt to contact and/or notify ECC of this situation as soon as 
possible.  

 
 


