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Talk About It Tuesday!



Introduction
& Contact 

Information

Michelle Peel
Program Coordinator for the Alabama 9-1-1 Board
Email:   michelle@al911board.com

Dana Nation
Program Coordinator for the Alabama 9-1-1 Board

Email:   dana@al911board.com

Phone:   334-440-7911

mailto:dana@al911board.com


Agenda  Job Description Repository

 Policies and Procedures

Training

February 1, 2022



Job Description Repository

 Director

 Assistant/Deputy Director

 Supervisor

 Telecommunicator

https://www.al911board.com/announcements/job-descriptions-alabama-psap

Presenter
Presentation Notes
As part of our support to get telecommunicators reclassified, we stressed the importance of an accurate job description.  Many of you wanted templates you could use to update your job descriptions.  I asked for anyone interested to send me their descriptions.  I got many for a variety of positions.  I am still adding them to the website.  Currently, I have posted several for these positions.  These are posted in Word format so you can easily edit them.  I have also posted a document you can download with instructions and saving and editing the Word documents.  You may need your IT department to authorize download of Word documents. 


https://www.al911board.com/announcements/job-descriptions-alabama-psap


Want to contribute your job descriptions?
Email Michelle.  You will be sent a secure link to upload your files.  They will be scrubbed of identifying 
information and posted. 

Presenter
Presentation Notes
Your view when you upload files may be different due to permissions. 

mailto:michelle@al911board.com?subject=Job%20descriptions


Policies and Procedures

 The difference between policies and procedures

 The importance of having written policies and procedures

 Do you need one policies and procedures manual, or should they be separate?

 A procedures manual can help with training

 Regularly reviewed and acknowledged

Presenter
Presentation Notes
Policies cover an organization’s code of conduct, vacation, benefits package, etc.  Procedures or SOPs outline how the functions of a job are completed. 

One of the biggest advantages of policies and procedures is consistency.  They guide your organization and reduce risk of an unwanted event.  Everyone knows what is expected of them and how to get the job done. They may also help your audits go better since there is written record how things are done and who is responsible for what. 

Policy manual and procedures manual may be the same manual in your organization, or they may be separate.  If they are one, you may want to consider if they need to be separate. Why? Generally, policies are the same throughout an organization.  However, tasks performed may vary greatly from one position to the next.  With numerous procedures, keeping a policies and procedure manual as one book may be cumbersome.   

There are several positions with very different tasks
Few positions but detailed tasks
Your organization is governed by a larger entity and their manual does not cover tasks performed in your center.
In these circumstances, having your policy manual and procedures manual separate makes sense.  

A procedures manual can reduce employee training time and help eliminate missed training.  Not only do you have a procedure on how training should be conducted, but you also have written information on how the tasks should be completed. 

Policies and procedures should be reviewed on a regular basis.  They should match how you currently do things.  Notifications of any changes should be sent to everyone.  For those that use Virtual Academy, this can be accomplished electronically with an acknowledgement or quiz.  This enables you to have a record everyone has knowledge of the change. Even if someone is out for a while, when they return, it is waiting for them in Virtual Academy.

There are lots of resources on policies and procedures.  A quick Google search gives you millions of hits.  NENA has a course on policies and procedures. We are also here as a resource.  If you feel like you need more from us, let me know.  We can look a putting together a repository like I have for the job descriptions. 




Upcoming Training
Dates Training Location Organization Status Flyer

February 21-24, 2022 Communications Unit 
Leader Course (COML) Trussville, AL Alabama EMA, FEMA, 

and ALTERT Open More Info

February 28-04, 2022 Fire and Emergency Services 
Instructor I Montgomery, AL Alabama 9-1-1 Board Open More Info

February 28-02, 2022 Communications Center 
Manager Course (INCM) Trussville, AL Alabama EMA, FEMA, 

and ALTERT Open More Info

March 21-24, 2022
Information Technology 
Services Unit Leader Course 
(ITSL)

Trussville, AL Alabama EMA, FEMA, 
and ALTERT Open More Info

March 21-23, 2022 NENA Supervisor Course Huntsville, AL Hunstville-Madison 
County 911 Open More Info

https://al911board.com/sites/default/files/2022-01/2022.02.21-02.24%20COML%20Course%20FlyerTrussville.pdf
mailto:dana@al911board.com
https://al911board.com/sites/default/files/2022-01/2022.02.28-03.02%20INCM%20Course%20Flyer%20Trussville.pdf
https://al911board.com/sites/default/files/2022-01/2022.03.21-03.24%20ITSL%20Course%20Flyer%20Trussville.pdf
https://al911board.com/sites/default/files/2022-02/2022.03.21-03.23%20NENA%20Supervisor%20Course%20hosted%20by%20Huntsville%20Madison%20County.pdf


Alabama TERT

 Web: www.alabamatert.com

 FB: @alabamatert

http://www.alabamatert.com/


Virtual Academy



Questions 
Michelle Peel
Program Coordinator for the 
Alabama 9-1-1 Board
michelle@al911board.com

Dana Nation
Program Coordinator for the 
Alabama 9-1-1 Board
dana@al911board.com

Office:  334-440-7911

mailto:michelle@al911board.com
mailto:dana@al911board.com
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