Duties and Expectations of Investigators
1.  In House Coverage (Day Call and Dispatch)
· The Day Call Investigator is responsible for investigating and gathering information on new cases, updating the case workload book, and handling routine phone calls.
· The Dispatch Investigator is responsible for handling the cremations that are reported to the office for that day and routine phone calls.

· Both the Day Call and Dispatch Investigators will at times need to handle the overflow of phone calls normally handled by the Processing Technicians.

· In house Investigators are expected to remain at their respective work stations when not on break.  This ensures adequate phone coverage.

2.  Registering Cases
· Investigators are responsible for registering all cases called in by police and any traumatic deaths reported by hospitals or AMEs.

· Attention to detail is very important.  Always verify the spelling of the deceased name and do a duplicate case check, so as not to give the same case two numbers.

3. Completing Case Work
· Any scene responded to must be followed up with a written report (ME-102).  This report should be completed within 72 hours of visiting the scene.  Supplemental reports may be added if necessary.

· Cremation reports should ideally be completed within one month of issuing the cremation certificate. 

· Any case for which a death certificate is delivered by an Investigator an ME-102 will be completed.

4.  Updating Verbals and the Case Board
· Verbals are to be updated in a timely manner with information regarding the case.  The Investigator’s initials are to be listed after any entry made into the verbal.

· The name of the assigned Investigator must be listed in the Investigator 1 field.

· Any changes in a case that should be reflected on the case board need to be listed as soon as possible on the board for effective communication.
5. Breaks
· At no time should the two In House Investigators take a fifteen minute break or lunch break at the same time.  This will ensure adequate coverage for the phones.

· As per union contract, lunch will be scheduled close to the middle of the shift and the two fifteen minute breaks will be scheduled during each half shift.

Who schedules lunch? Are breaks self-assigned or directed by the supervisor?
6. Time Usage/Attendance
· Each employee is expected to come to work for the entirety of the regularly scheduled shift.

· All efforts should be made to schedule appointments outside of regular work hours.  If unable, appointments should be scheduled so that as little time as possible is missed from the regular shift.

· When calling out for a shift, have the person covering the phone write a pink telephone slip and then transfer your call to your immediate supervisor in order to leave a voice mail message.

· If there is a need to leave work for an emergency situation, your direct supervisor must be notified.  If the direct supervisor is not available, then continue up the chain of command.
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