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40.01 PHONE MESSAGES 
		
[bookmark: _GoBack]	Telephone calls for administrative personnel, detectives, or officers on station, during normal working hours, will be forwarded once to the appropriate office. If the Dispatcher is unable to contact the officer, the Dispatcher will ask to take a message. Message slips will be placed in the Officer’s mailbox prior to the end of shift change for the Dispatcher. 

	All messages for the Sheriff will be forwarded to his extension. 
	
	If the employee will be out of the building or unavailable for phone calls for a period of time, the voicemail or call forwarding features of the telephone system will be used to answer calls. 
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