
4200 OFF-DUTY EMPLOYMENT 

 A. Policy 

  The nature of the law enforcement task requires department employees to have 
the ability to work irregular duty schedules, which are subject to change in 

meeting deployment needs.  Additionally, it is necessary that an employee have 
adequate rest to be alert during his tour of duty.  For these reasons and because 

certain occupations inherently conflict with an employee's primary responsibility 
to the community, the department may impose conditions on outside 

employment or may prohibit it altogether. 

 B. Procedure 

 1. Employees requesting approval of off - duty employment shall submit an 
action memorandum via the chain of command to the Chief of Police 

describing the nature of the employment, number of hours a week, and 
listing the employer. 

 C. Rule 

  1. Off-duty employment, which the Division Commander determines 
conflicts with the employee's primary duties shall not be approved. 

Restrictions, as outlined in extra-duty employment, will be taken into 

consideration prior to approval. 

  2. Employees shall not engage in off - duty employment until an action 
memorandum approving such employment has been first signed by the 

employee's Division Commander and the Chief of Police. 

  3. Police employees placed on any duty status other than full duty, 

vacation, or holiday, are not permitted to work any city compensated 
second job assignments.  This includes suspensions, administrative 

leave, light duty, injury leave, sick leave and FMLA leave. 

4201 EXTRA-DUTY EMPLOYMENT 

 A. Policy 

  Extra - duty police service shall be optional employment and considered to be an 
extension of a sworn employee's departmental responsibilities. The extra-duty 

program is provided by the department as a supplementary police service to a 
separate employer, and shall be conditioned upon vested police powers of sworn 

personnel.  The service shall be rendered during a period of time not within the 

employee's assigned hours of duty. 

 B. Procedure 

  1. Payment for the provision of extra - duty police service to a separate 

employer by the department shall be a financial contract between the 
private employer and the City based upon an established fee schedule. 



  2. Payment for the provision of extra - duty police service to a sworn 

employee of this department who provides such service shall be paid by 
the City to the employee. 

  3. The Chief of Police or his designee shall be responsible for the 

administration and approval of all requests for extra - duty police service 

within the city of Lakewood. 

  4. The Professional Standards Section Commander shall be responsible for 
the daily administration and coordination of the availability and 

assignment of sworn employees, and physical resources required for the 

extra - duty police service assignments. 

  5. Sworn employees shall be deemed to be acting within the course and 
scope of official duties while fulfilling extra - duty assignments within the 

city of Lakewood and must act in compliance with departmental policies 

and procedures, training and applicable law. The duties performed shall 
be restricted to the duties as set forth and authorized in the approved 

application or as provided by law. 

  6. In the event a sworn employee working an extra - duty assignment 

effects an arrest, he shall be responsible for completing the initial reports 
with the exception of the custody II report and associated booking 

reports.  An on - duty patrol unit shall respond to the scene, transport 
and book the prisoner, and book any associated evidence or property. 

  7. In the event a sworn employee is requested to work over the projected 
time period by the separate employer, the sworn employee shall notify 

the Communication Section of the extension of duty. 

 C. Rule 

  1. Extra - duty police service employment, which is prohibited, shall include 

any form of employment, which may involve a potential conflict of 
interest between the outside job and the police job, or when the nature 

of the work is considered detrimental to the professional law 

enforcement goals of the department. 

  2. The following are examples of assignments, which are prohibited but are 
not all-inclusive and shall be amended as required: 

   a. Employment as an investigator or in any capacity involving the 
use of police records for other than law enforcement purposes. 

   b. Employment in any capacity in or upon premises licensed as an 
adult business, medical marijuana dispensary, pawnshop, or 

massage parlor. 

   c. Employment in any business holding one of the following liquor 

licenses, brew pub, club, drug store, hotel and restaurant 
lodging and entertainment, optional premises, retail or tavern.  



Due to the public safety concerns and ancillary nature of the 

liquor license to the underlying business, police agents may work 
extra-duty at a movie theater which serves alcohol pursuant to a 

lodging and entertainment license. 

   d. Employment at any event in which a special events liquor license 

has been obtained unless approval has been given by the 
Professional Standards Section Commander.  Such approval may 

be given for City sponsored events such as Cider Days or 
community events such as the Italian Festival.  Approval should 

not be given for private functions such as weddings, funerals, 

parties, etc. 

   e. Employment with the official police garage or any firm connected 
with the official police garage. 

   f. Employment as a process server. 

   g. Employment as a bill collector, or for any credit or collection 
agency, bail bonding company, or in any capacity involving 

repossession of property or eviction from premises. 

   h. Employment primarily outside the corporate boundaries of the 

city of Lakewood. 

   i. Employment at any business licensed or regulated by the City of 

Lakewood or the State of Colorado not otherwise specifically 
mentioned herein. 

   i. Employment in any capacity that would interfere with an 
employee being called for emergency police duty or otherwise 

interferes with an employee's departmental responsibilities. 

  3. Police employees placed on any duty status other than full duty, 

vacation, or holiday, are not permitted to work extra-duty assignments.  
This prohibition includes police employees on probation, suspension, 

administrative leave, special review, light duty, injury leave, or FMLA 
leave. 

4202 ELIGIBILITY FOR EXTRA - DUTY EMPLOYMENT 

 B. Procedure 

  1. Sworn employees who desire to participate in extra - duty employment 

shall have the written approval of their Division Commander prior to 
engaging in such employment.  

  2. Sworn employees who desire to participate in extra-duty shall be trained 
in the use of the online extra-duty software application.  The employee 

shall notify the extra-duty coordinator at least one month before they 
want to participate in order to provide time to be trained and activated. 



  3. An approved employee can be removed from the extra - duty list by the 

Division Commander for the following reasons: 

   a. An unsatisfactory sick leave record. 

   b. An unsatisfactory performance evaluation. 

   c. Relief from duty pending an investigation or administrative 

action or as a result of disciplinary action. 

  4. In order to provide for adequate time off, a sworn employee's extra - 

duty police service assignments shall be limited to a cumulative 
maximum of 16 hours a workweek.  Permission to exceed the maximum 

shall require specific approval of the sworn employee's respective 

Division Commander.  Approval or disapproval shall be on an individual 
basis. 

 C. Rule 

  1. Sworn employees shall not accept extra - duty employment of a police 
nature until an application has been approved. 

  2. Sworn declassified employees at the rank of Commander and above shall 

not participate in extra - duty employment. 

  3. Sworn employees on probation shall not be eligible for extra-duty 

employment.  While on probation, sworn employees can sign up for an 
extra-duty assignment with the provision that the probationary period 

terminates prior to the starting date of the extra-duty assignment. 

4203 APPLICATIONS FOR EXTRA - DUTY EMPLOYMENT 

 B. Procedure 

  1. All extra-duty assignments are made by the Professional Standards 
Section.  Sworn employees shall refer requests for outside employment 

of a police nature to that Section.  Separate employers may request a 

police service but not a specific individual to perform that service.   

  2. If a contractor requests extra-duty police service employment, at an 
overtime rate of pay, the Division Chief of the affected division staff first 

determines if this request is within the course and scope of official 

duties. 

  3. If the request for overtime extra-duty is approved, the Division Chief 
shall determine the process for scheduling Agents. 

  4. The Division Chief, or his designee, shall ensure the Finance Department 
receives the appropriate billing information. 



  5. Applications for extra - duty service shall be received by the Professional 

Standards Section for processing both in person or by facsimile. 

  6. An application shall not be approved for any person, firm, or organization 
whose officers, members, business, or operations are questionable or for 

any event of a potentially compromising nature. 

  7. Extra - duty employment shall be granted with the explicit understanding 

by all parties that the employee shall be subject to emergency recall to 
police service. 

 

 

 

 

4204 ADMINISTRATION OF EXTRA - DUTY EMPLOYMENT 

 B. Procedure 

  1. No prepayment shall be required from the outside employer.  A current 

fee schedule will be provided to the applicant at the time of application. 

  2. The prospective outside employer must give a minimum of twenty 

working days advance notice prior to the start of the extra-duty 
assignment.  It will be determined after consulting with the prospective 

employer the date in which they need to be notified of the status of the 
extra-duty assignment. 

   a. Unless cancellation of an extra-duty assignment is received 
within five working days prior to the start of the extra-duty 

assignment, the department shall bill the extra-duty employer 
who cancelled the assignment for two hours using the 

department's current hourly fee schedule. 

  3. Sign-up for extra-duty will be administered through the use of the online 

extra–duty software application.  The online extra–duty software 
application shall list current and upcoming extra-duty assignments.  

Interested sworn personnel shall sign up through the online extra – duty 

software application.  An e-mail message will be sent to all Agents who 
participate in the extra- duty program to verify the date and time that 

they will be able to sign up. 

  4. If a job is not filled, the vendor will be advised.   

  5. Agents are allowed to sign up for 18 hours of extra-duty during the initial 

sign-up period.  The initial sign-up period will be approximately 10 days 
before the month that jobs will be worked. Once all participating agents 



have completed the initial sign-up they can sign up for any jobs that 

have not been filled for that month.  Agents cannot exceed the weekly 
18 hours or monthly (64) hours per department policy. Should the 

availability of jobs change, the limit on the initial sign-up hours may be 
changed accordingly. 

  6. Since agents will have online access to sign-up for extra-duty, no one 
else will be authorized to sign up for them. 

  7. During the school year, any extra duty assignment at a school or on 

school property will automatically be assigned to that school’s SRO.  

However, if the school requests additional Agents or the SRO does not 
want to work the assignment, a broadcast message will be put out and 

the first Agent responding will get the job.  This rule does not apply to 
school events held at locations away from school. 

  8. Once a sworn employee accepts an assignment the following procedures 
will be in place: 

   a. The Agent can cancel the assignment using the online system if it is 

at least 7 days prior to the date to be worked. No further action on 

their part is required. 

   b. The Agent can “cancel-pending” the assignment using the online 
system if it is less than 7 days prior to the date to be worked but 

more that 48 hours. This means if no one applies for the job, the 

agent is still responsible for finding a replacement. If no one applies 
for the job, and the agent cannot work it, he must contact the extra-

duty Coordinator to advise of their reason for not being able to work.   

   c. The Agent cannot cancel an assignment using the online system if it 

is less that 48 hours prior to the date to be worked and must contact 
the extra-duty Coordinator to advise of their reason for not being 

able to work. In the event the Agent needs to cancel at the last 
minute, they must also notify the Vendor that they will be absent. 

(Note: a voice message left for the extra-duty Coordinator does not 

constitute notification; confirmation must be obtained).    

   9. An Agent can sign-up as a back up to no more than four assignments 
per month. Should they accept an assignment as a back-up they will be 

held to the same procedures as listed above.  

  10. Sworn employees engaged in extra - duty assignments (regardless of 

regular departmental assignment) shall be responsible for: 

   a. Either prior to or upon arrival at the place of assignment, 

notification to the Communication Section: 

    Location of assignment 

    Hours of assignment 



    Nature of duties 

    Personnel assigned 

   b. Notification to the Communication Section upon completion of 
the assignment.  For extra - duty assignments involving multiple 

sworn employees, the senior Agent or supervisor assigned shall 
be responsible for making such notification. 

   c. The Communication Section shall be responsible for notifying the 
on-duty watch Commander of extra-duty assignments. 

  11. Equipment for extra - duty assignment shall be subject to availability and 

need as determined by the on - duty Commanders.  It shall be the 

responsibility of the personnel receiving the extra-duty assignment to 
notify a commander of the need for equipment (marked vehicle) and/or 

supplies for an extra-duty assignment. 

  12. Sector Commanders shall be responsible for the functional supervision 

and security of all extra - duty assignments, which occur in their sector.  
The Sector Commander shall cause periodic checks to be made of all 

extra - duty assignments to ensure compliance with this order. 

 C. Rule 

1. Nothing in these procedures shall preclude any sworn supervisor from 

exercising command authority in the cancellation of extra - duty 
assignments when such action is in the best interest of the department. 

4205 EXTRA - DUTY VOUCHER FORM 

 B. Procedure 

  1. Upon receipt of a request for extra - duty police service by the 

Professional Standards Section, the following will occur: 

   a. The assignment will be created within the extra-duty software 

application by the extra-duty Coordinator. 

   b. The assignment will be made available to participating agents to 
select via the on-line system following the established rules. 

  2. Once an extra - duty assignment has been selected, the assigned 
employee shall: 

   a. Print a copy of the assignment details. 

   b. Upon completion of the assignment, ”Bill” the assignment (Job) 
within the extra-duty software application indicating the job was 

completed as assigned, or making any appropriate changes. If 



changes are made, comments as to why must be included in the 

appropriate field.  

   c. As needed have the outside employer sign all required copies of 
the printed assignment details.  

   d. Upon completion of the assignment, give a copy of the printed 
assignment details to the outside employer, if requested, and 

forward a copy to the Professional Standards Section. 

  3. In the event a sworn employee is requested by the outside employer to 

work over the projected time period, the outside employer shall be 
required to pay for the additional time.  If the sworn employee is 

required to work over the projected time period due to department 
requirements (i.e., report completion, etc.), the City shall pay for the 

additional time. 

  4. Upon receipt of the printed assignment details by the Professional 

Standards Section, the following occurs: 

   a. The forms will be maintained by the extra duty Coordinator as a 

backup to the online tracking of the assignments. 

   b. On a bi-weekly basis that coincides with the payroll entry period 

the extra-duty Coordinator will enter the total hours worked into 
the JD Edwards payroll system to be retrieved by the Department 

of Finance.  

  5. Upon receipt of the JD Edwards extra duty time entry data the 

Department of Finance will bill the outside employer as indicated in the 
fee section of the form. 

  6. When payments are more than 30 days in arrears, the Department of 

Finance will notify the outside employer and the Commander of the 

Professional Standards Section who shall suspend further extra - duty 
police service pending settlement of account. 

 C. Rule 

  1. Agents shall be paid at their current hourly, straight - time rate. 

  2. Sergeants may be assigned extra - duty employment at their request but 
shall be paid at the top Agent rate unless assigned as a supervisor. 

 

4206 CHARGES FOR EXTRA - DUTY SERVICE 

 B. Procedure 



  1. Hourly rates charged for each Agent to outside employer shall be 

determined by the Police Department in conjunction with the director of 
the Department of Finance.  The minimum charge for any extra duty 

provided shall be the amount applicable for 2 hours of service at the 
appropriate rate. 

  2. There will be an additional charge for the use of a marked or unmarked 
police vehicle as determined by the Commander of the Professional 

Standards Section. 

  3. Hourly charges for assignments shall be made from the starting place 

and time specified by the outside employer to the ending time and place 
of assignment.  Travel time to and from shall not be included.  The 

geographical points at which an extra - duty assignment commences and 
terminates shall be established at the time of the request. 

 C. Rule 

 1. A sworn employee and the outside employer shall not agree to a pay 
rate different from the fee schedule.  Personnel fulfilling extra - duty 

assignments shall be compensated on the regular payroll and shall not 

accept any compensation in any form directly from the outside employer. 

4210 SWORN ON - CALL ASSIGNMENTS  

 B. Procedure 

  1. Sworn personnel may be assigned on - call duty for a period of time.  

During the assigned on - call period, personnel shall be assigned a pager 

for contact purposes. A department vehicle may be assigned to on-call 
personnel.  

  2. It shall be the responsibility of the assigned on - call personnel to keep 

the Communications Section informed of where they can be contacted 

during other than normal duty hours. 

  3. When notified of a response situation, on - call assigned personnel shall 
respond to the scene of the event within the shortest possible time. 

  4. On - call personnel shall be responsible for responding to any situation 
as directed by a division supervisor or at the direction of the Sector 

Commander. 

 C. Rule 

  1. Compensation for time spent on-call is established by City Administrative 

Regulation II/D. 

  2. Employees who are called back to perform work will be compensated for 

two hours of overtime or the actual time worked whichever is greater.  
Overtime compensation will be paid in addition to the compensation 



received for being "on-call."  Compensation shall commence at the time 

the employee begins work.  If the employee travels to a location other 
than his/her regular City work place, compensation shall include travel 

time to and from the designated location. 

4211 OVERTIME 

 A. Policy 

  It is recognized working overtime and non-standard hours is inherent to police 
work. Employees are frequently expected to holdover at the end of their tour of 

duty to complete an assignment, attend court or training when off duty or be 
called back to duty for an emergency. The department compensates employees 

for overtime worked in accordance with applicable state and federal regulations, 
Federal Fair Labor Standard Act (FLSA) and the City of Lakewood Administrative 

Regulation II/A. 

 B. Procedure 

  1. Definitions: 

   a. Overtime Pay is payment in cash for all time recorded over forty 
(40) hours in a workweek or, for Police Agents and Police 

Sergeants only, for all hours recorded over eighty (80) in a two 

week pay. The overtime rate is one and one-half times an 
employee's hourly base rate. 

   b. Compensatory Time is the accrual of time at the rate of time and 

one-half for all time recorded over forty (40) hours in a 

workweek or, for police Agents and police Sergeants only, for all 
hours recorded over eighty (80) in a two-week pay period in lieu 

of overtime pay.  When used, this time will be paid at the 
employee's hourly base rate.  It is the City's policy to have the 

ability to utilize compensatory time in lieu of overtime at 
management's discretion. 

   c. Hours Recorded, for purposes of computing overtime, are hours 
worked and/or hours paid in a workweek or, for police Agents 

and police Sergeants only, in a two-week pay period.  This 
excludes hours paid for on-call hours not worked.  At 

management discretion, paid time off, if not already taken, may 

be rescheduled or flextime utilized, when reasonably possible, to 
avoid or minimize overtime. 

   d. Non-exempt Employees are employees who occupy positions, 
which are eligible for overtime pay and/or compensatory time, 

according to the Fair Labor Standards Act. 

   e. Exempt employees refers to an employee who occupies a 

position as defined by the City which is not eligible for overtime 
compensation. 



  2. Non-exempt employees shall be eligible for overtime pay or 

compensatory time as defined above. 

  3. Non-exempt, regular part-time employees shall be eligible for overtime 
In accordance to Administrative Regulation II/A.   

  4. Overtime should be restricted to situations where it is required in order 
to complete necessary work assignments.  Every effort will be made to 

schedule work in such a manner as to avoid or minimize overtime. 

  5. When overtime is necessary, supervisors will attempt to schedule it with 

employees who volunteer for the overtime; however, overtime may be 
mandatory if no such qualified volunteers are available. 

  6. Under normal circumstances, employees are expected to work all 
assigned overtime.  Employees who refuse to work overtime may be 

subject to disciplinary action. 

  7. Employees must have approval from a supervisor, prior to working 

overtime.  Employees working overtime without approval will be paid or 
receive compensatory time, but may be subject to disciplinary action.  

Additionally, supervisors may be subject to disciplinary action for failure 
to properly monitor overtime. 

  8. Employees accruing compensatory time do so with the understanding of 
the following conditions: 

   a. The maximum balance of compensatory time for regular full-

time employees is one hundred twenty (120) hours.  The 

maximum balance of compensatory time for regular part-time 
employees is sixty (60) hours.  Any overtime in excess of that 

amount will be paid as overtime pay. 

   b. Once compensatory time is earned, there shall be no cash 

payment of that time except upon movement to an exempt 
position or termination. 

   c. Employees must have prior approval by management before 

using accrued compensatory time.  Such factors as work load, 

scheduling, and resource availability shall be taken into account 
prior to granting approval. 

   d. Employees, upon notice of resignation, may be directed or 

allowed to utilize all or part of their compensatory time balance 

at the discretion of the supervisor after consultation with Human 
Resources.  Any remaining compensatory time will be paid on 

the employee's final paycheck. 

   e. Compensatory time shall not be used for imposing or effecting 

disciplinary action. 



  9. Employees holding more than one position for the City may be subject to 

certain overtime restrictions.  Supervisors should contact Human 
Resources before appointing an employee to an additional position. 

  10. Employees must record all overtime/compensatory time earned in the 

workweek in which it was worked.  Police agents and police sergeants 

must record all overtime/compensatory time earned in the pay period in 
which it was worked. 

  11. Employees, including supervisory employees, must comply with these 

policies in recording all overtime and compensatory time.  Failure to do 

so may result in disciplinary action. 

  12. Supervisors may deny overtime and compensatory time requests if they 
believe that the requested compensation does not conform to the 

promulgated policies and procedures of this department. 

 13. All overtime requests shall be in quarter of an hour increments, rounded at 

the halfway point (6 minutes).  

  14. On - call compensation for court. 

   Police personnel should confirm with the lead prosecutor or victim 

witness the day court is scheduled to confirm they can be placed on-call.   

   a. Police personnel shall contact the courts no later than 1200 

hours on the date court is scheduled to confirm the need to 
remain on-call. 

    (1) While on call, an employee shall be able to be contacted 
by either telephone, radio, and be able to respond to the 

court within 1 hour of notification. 

    (2) Employees shall be compensated for the on-call status 

and should document this in their JDEdwards.  
Employees placed on-call will be compensated at the 

rate of $3.00 per hour, regardless of their base pay. 

    (3) All overtime requests related to compensation for court 

appearances shall be administered according to the 
procedures identified in Section 7, procedures relating to 

compensation for court appearances. 

  15. Compensation for emergency call - outs. 

   Travel time, as it relates to an emergency call - out, shall be included as 

part of the overtime request. 

  16. Procedures relating to compensation for training. 



   a. Travel time, as it relates to scheduled training, shall not normally 

be included in an overtime request. 

   b. Overtime compensation shall not be paid for training-related 
meal breaks. 

   c. Unless approved otherwise, employees who attend schools shall 
not be entitled to training-related overtime compensation. 

   d. Travel time will be paid in accordance with F.L.S.A. 
requirements. 

  17. Compensation for range qualifying. 

   a. Range related overtime, including the time required to travel to 
and from the range and the cleaning of departmental as well as 

off-duty weapons, shall be paid a standard rate of one hour of 
overtime compensation for personnel shooting for qualification 

with one weapon. Personnel shooting for qualification with more 

than one weapon (shotgun, rifle, off-duty weapon) shall be paid 
a standard rate of two hours overtime compensation. 

   b. Whether the agent or sergeant qualifies shall have no bearing on 

the request for overtime compensation. 

  18. Compensation for court appearances. 

   a. Any court appearance scheduled to begin within 2 hours prior to 

the beginning of the nonexempt employee's scheduled workday 

shall be compensated at a minimum of 2 hours, provided that 
the 2 - hour minimum would not result in double compensation. 

   Examples are as follows: 

    (1) A nonexempt employee shall be scheduled to begin his 
workday at 1500 hours, and has a court appearance 

scheduled for 1300 hours.  The employee is in court 
from 1300 hours through 1500 hours and shall be 

entitled to 2 hours of overtime. 

    (2) A nonexempt employee is scheduled to begin his 

workday at 1500 hours and has a 1300 hours court 
appearance.  The employee is only in court from 1300 

hours to 1330 hours.  The employee shall be entitled to 

overtime compensation for 2 hours or up to his 
scheduled "on - duty" time. 

    (3) A nonexempt employee is scheduled to begin his 
workday at 1500 hours and has a 1400 hours court 

appearance.  The employee is in court from 1400 hours 
through his "on - duty" time of 1500 hours.  This 



employee shall be entitled to overtime compensation for 

1 hour only.  The employee is compensated for 1 hour 
only because additional compensation, such as the 2 - 

hour minimum, would double compensate the employee 
by paying overtime during the employee's regularly 

scheduled duty time. 

    (4) A nonexempt employee is scheduled to begin his 

workday at 1500 hours and has a court appearance at 
1400 hours.  The employee is in court from 1400 hours 

to 1430 hours only.  The employee shall be entitled to 

overtime compensation of 1 hour from the beginning of 
the court appearance to his "on - duty" time.  The 2 - 

hour minimum cannot apply here as in Example C, 
because it would double compensate the employee for 

on - duty time. 

   b. Any court appearance prior to 2 hours before the beginning of a 

nonexempt employee's workday shall be compensated by a 
minimum of 2 hours of overtime.  Example as follows: 

    A nonexempt employee is scheduled to begin his workday at 
1500 hours and has a court appearance at 1100 hours.  The 

employee is in court from 1100 hours to 1200 hours.  The 
employee is entitled to overtime compensation of 2 hours based 

on the provision that guarantees a 2 - hour minimum. 

    Note:  The 2 - hour minimum payment for court shall apply to all 

appearances that: 

    (1) Occur 2 hours or more after getting off duty. 

    (2) Are completed more than 2 hours before going on duty. 

    (3) Are spaced at least 2 hours apart, otherwise, actual time 

shall apply to off - duty court or hearings. 

     Off - duty court or hearings that occur within 2 hours of 

each other, and do not occur within 2 hours of the 
beginning or end of watch, shall be reported and paid as 

a continuous block of time with the minimum payment 

being 2 hours, more if that is in fact exceeded. 

   c. Court appearances beginning during a workday and continuing 

into off - duty time shall be compensated by the actual time 
spent in court. 

    Example as follows:  A nonexempt employee is scheduled to end 

his workday at 1400 hours.  While on duty at 1300 hours, the 

employee appears in court.  The court appearance extends 
beyond the end of the employee's workday to 1500 hours.  The 

employee shall be entitled to overtime compensation of 1 hour 



only since the time in court was an extension of the employee's 

workday. 

   d. Scheduled court appearances beginning at the end of an 
employee's workday shall be compensated from the end of 

watch through the time the employee is in court.  Examples as 

follows: 

    (1) A nonexempt employee ends his workday at 1400 hours 
and is scheduled for a court appearance at 1430 hours.  

The employee is in court from 1430 hours to 1500 

hours.  The employee shall be compensated for 1 hour 
of overtime. 

    (2) A nonexempt employee ends his workday at 1400 hours 

and is scheduled for a court appearance at 1500 hours.  

The employee is in court from 1500 hours to 1600 
hours.  The employee shall be compensated for a 

minimum of 2 hours of overtime. 

   e. Scheduled court appearances beginning over 2 hours after the 

employee's workday shall be compensated by either the 
minimum 2 - hour compensation rule or the actual time the 

employee spends in court, whichever is greater.  Examples as 
follows: 

    (1) A nonexempt employee ends his workday at 1400 hours 
and is scheduled for a court appearance at 1600 hours.  

The employee is in court from 1600 hours to 1650 
hours.  The employee shall be entitled to the 2 - hour 

minimum compensation. 

    (2) A nonexempt employee ends his workday at 1400 hours 

and has a court appearance scheduled for 1630 hours.  
The employee is in court from 1630 hours to 1730 

hours.  The employee shall be entitled to the 2 - hour 

minimum compensation. 

   f. Overtime compensation shall be based on need.  Should both 
the prosecutor's office and the court excuse an employee from 

further testimony, the continued presence of an employee in the 

court proceedings shall not be compensated. 

   g. Overtime compensation shall not include court - related meal 
breaks. 

   h. Employees shall submit their overtime reports as soon as 
possible. 

 
4212 MAXIMUM WORK HOURS 



 

A. Policy 
 

It is recognized that, due to the nature of police work, one must be at all times 
physically competent and mentally alert.  

 

B. Procedure 
 

1. Continuous duty hours shall be limited to allow for a sufficient daily 
resting period to prevent physical and/or mental exhaustion. 

 
2. Absent emergency operations or approval of a supervisor, employees 

shall be provided a mandatory period of at least eight (8) consecutive 

hours’ time-off during any twenty-four (24) hour period. The mandatory 
rest period may not be waived by the employee, and no secondary 

employment shall be engaged in during the rest period. 

a. Limitations on the number of hours worked apply to shift 
changes, shift trades, rotation, general overtime, training, on-call 

(called out), off-duty employment (second jobs) and extra-duty 
employment. 

 

3. Time for which employees are called out for specialized teams or task 
forces shall be factored in to total time worked and mandatory rest 

periods shall apply. Hours worked should never exceed sixteen (16) 
continuous hours. 

 

a. If employees are called out for such details and expect to come 
into a conflict, the on-duty shift supervisor shall be contacted 

and made aware of the situation. Arrangements for shift 
coverage shall be made to ensure that proper rest periods are 

observed. 
 

4. If an employee volunteers for additional duty hours to fill a department 

need, it is the employee's responsibility to make sure the approving 
supervisor is aware of any and all hours the employee has worked since 

his/her previous rest period. The hours worked shall include all hours 
described in 2.a.  

 

a. Supervisors should give consideration to reasonable rest periods 
and are authorized to deny overtime or relieve to off-duty status 

any employee who of has exceeded the above guidelines. 
 

5. Any employee who believes he/she cannot continue to properly perform 

assigned duties due to physical and/or mental exhaustion shall notify a 
supervisor immediately. It shall be the supervisor's responsibility to make 

sure such an employee is replaced without undue delay. 
 

6. Notwithstanding anything to the contrary herein, no employee shall 
leave an assigned post until properly relieved. 

 



7. Employees are responsible for ensuring that any extra-duty or off-duty 

employment is scheduled to not to interfere with regular scheduled work 
hours and the eight (8) hour rest period. 

 
C. Rule - None 

 

 
 

 


