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Subject: Authorized Leave Procedures

1.

Vacation Leave
A. Employees leaving the municipal service in good standing and having given proper
notice of termination of employment shall be compensated for vacation leave accrued
and unpaid, computed to the date of separation.
B. See the union contract for further detail.

2.

Rest Periods
Each member shall be allotted 75 minutes of break time during their duty shift. The time
can be broken down into varied time segments if the officer chooses.

3.

Sick Leave
See union contract for detail.

4.

Severance Pay
A. Severance pay, in the amount of 50 percent of the accumulated sick leave employees
have to their credit at the time of retirement, or death to a maximum of 50 days, shall
be paid to employees or their beneficiary who have been employed for at least ten
consecutive years. If discharged for cause, severance pay shall not be allowed.
B. In the case of death of an employee, his/her beneficiary shall be entitled to any
eligible vacation and severance pay benefits.

5.

Military Leave
Employees ordered by proper authority to National Guard or reserve military service in
time of war or other properly declared emergency shall be entitled to leave of absence
without pay during such service. Upon completion of such service, employees shall be
entitled to the same or similar employment of like seniority, status, and pay as if such
leave had not been taken, subject to the specific provisions of chapter 192 of the
Minnesota Statutes.

6.

Injury Leave
A. Leave of absence with pay shall be granted to regular employees who become
incapacitated as a result of injury or occupational disease incurred through no
misconduct of their own while in actual performance of assigned duties. Leave shall
be maximum leave with pay of 90 working days. The time shall not be charged
against the employee’s leave vacation or other accumulated benefits. The city agrees
to pay the difference, if any, between Workers’ Compensation benefits, insurance
coverage, including no-fault, and the employee’s regular weekly pay up to the

maximum leave with pay. The employer shall review each case and shall make a
determination on the employee’s eligibility for such leave.
B. Any employee who is receiving Workers’ Compensation benefits because of job
connected injury or sickness shall, if he/she assigns his/her check to the city, receive
full wages for the period. If an employee is receiving Workers’ Compensation
benefits and does not assign his/her check, he/she will be paid for the difference
between the Workers’ Compensation allowance and his/her regular weekly pay. Sick
leave shall be figured on a prorated basis with no deduction of leave being made for
that portion of the employee’s absence which is covered by Workers’ Compensation
insurance.
C. Injury leave shall extend for a maximum of 90 days, unless it is determined sooner by
competent medical authority that the employee can return to duty.
D. An employee who is physically incapacitated and who fails to report the injury within
48 hours followed by a written report within seven days, any injury, however minor,
to his foreman or supervisor and to take such first aid or medical treatment as may be
necessary, shall not be eligible for injury leave.
7.

Leave for Jury Duty, Attendance at Conventions and Other Meetings
When an employee performs jury duty or is subpoenaed as a witness in court, he is
entitled to compensation equal to the difference between his regular pay and the amount
received as juror or witness fees. Such time off shall be considered as time on duty.
Attendance at conventions and other meetings and visits to other cities shall be
considered as time on duty; provided, that such attendance is approved in advance and in
writing by the city administrator and is consistent with budget approval.

8.

Leave Without Pay for Employees
Special leaves without compensation include:
A. Personal Leave:
Upon the request of an employee, special leave of absence without pay may be
granted by the city administrator, who shall take into consideration good conduct,
length of service, the efficiency of the employee, and the general good of the city
service. Such leave of absence shall not exceed a period of 90 days, provided that the
same may be extended beyond such period if the leave of absence is for continued
disability or other good and sufficient reasons, but in no case shall the personal leave
without pay exceed one year.
During the leave period, the employee will not accrue or be able to use accrued
vacation, holidays and sick leave. Employees on special leave without compensation
shall have the option of continuing to participate in the city’s health, dental, life and
disability insurance by agreeing to pay the full premium of such coverage pursuant to
procedures established by the city administrator, but in no case shall this option
exceed 18 months.
B. Parental Leave:
All regular full-time and part-time employees, who work an average of 20 hours or
more per week and have successfully completed six months of employment, may be
granted a leave of absence from work by the city administrator, provided that the
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employee is a natural or adoptive parent in conjunction with the birth or adoption of a
child. The length of the leave shall be determined by the city administrator. Parental
leave shall in no event exceed 90 days, unless an employee is unable to return to work
at the end of 90 days due to the employee’s medical condition related to the birth. In
this case, the leave may be extended for a period of time, during which a doctor
certifies the employee is unable to return to work, but no longer than additional 90
days.
Parental leave time shall begin at the time requested by the employee. The leave may
not begin more than six weeks after the birth or adoption, except, that in the case
where the child must remain in the hospital longer than the mother; the leave may not
begin more than six weeks after the child leaves the hospital. The employee shall
notify his/her supervisor in writing at least 45 days before the expected
commencement date of parental leave. The leave shall be unpaid, except as follows:










Parents who have not themselves given birth to a child may use up to three days
sick leave for the birth of their child or arrival of their adopted child. Sick leave
beyond three days may be used by a father for a doctor-verified incapacitation of
the mother resulting from the birth.
An employee who gave birth may use accrued sick leave for the period of time
certified by a doctor that the employee is unable to return to work because of
medical reasons. An employee may use accrued vacation and floating holiday
leave during the parenting leave.
The city will continue to provide the employee with full benefits when an
employee uses sick leave, vacation, or floating holiday(s) during the approved
leave.
Leave without pay for parental purposes shall be considered medical leave only
for that portion of the leave which the employee is medically unable to return to
work, as certified by a licensed medical doctor.
An employee on parental leave who is not using sick leave, vacation or floating
holidays, shall not be eligible to receive any benefits during the leave, but shall
have the option of continuing to participate in the city’s health, dental, life and
disability insurance by agreeing to pay the full premium of the coverage pursuant
to procedures established by the city administrator, but in no case shall this option
exceed 18 months.

C. Conditions governing all leaves without pay:
(1)

With the return from unpaid leaves, employees shall be entitled to all sick
leave and vacation leave accrued prior to the leave which was not used
during their absence.
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(2)

Failure of an employee to request an extension before the expiration of
leave shall be considered a voluntary resignation.

(3)

An employee granted unpaid leave of absence shall have the right to return
to employment in the original job or position of like status and pay, unless
the employee’s position has been discontinued or the employee would
have been laid off if such employee had not been on the leave. The city
administrator shall have the right to place said employee in a position
which most efficiently promotes the city welfare.
An employee returning from a leave of absence longer than 30 days must
notify his/her supervisor at least 14 days prior to return from leave.

(4)
(5)

The employee returning from a leave is entitled to retain all unused
accrued pre-lease benefits of employment and seniority as if there had
been no interruption in service.

(6)

An employee, by agreement with the city administrator, may return to
work part-time during the leave period without forfeiting the right to
return to employment at the end of the leave period.
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Subject: Awards/Commendations
I.

Introduction
The purpose of this policy is to establish review and criteria for awards and level of
awards. The Department understands the importance of recognizing and responding to
incidents where employees exceed standard performance levels.

II.

Commendation Classifications
A. Medal of Valor: Awarded to an employee who knowingly and purposefully
exposes themselves to an extraordinary risk of personal harm to accomplish a
meaningful humanitarian goal. This award is also awarded by the Minnesota Chiefs
of Police Association, and should the employee receive that award (submitted by
the Bayport Chief of Police), it will take the place of a department level award.
B. Commendation Ribbon: Awarded to an employee for an incident or incidents
which clearly show an extraordinary level of expertise, thoroughness,
conscientiousness, or determination for achieving a superior level of job
performance and maintaining that level for a period of time.
C. Letter of Commendation: Awarded to an employee for outstanding performance on
a single event or for situations that demonstrate the competent application of an
employee’s job skill under difficult conditions.
D. Letter of Appreciation: Awarded to an employee for outstanding performance. It is
for competent application of an employee’s job skill, usually under difficult
conditions.
E. Letter of Recognition: Awarded to an employee for outstanding performance on an
event or incident that demonstrates superior tasks, tasks that are above and beyond
the call of duty. These tasks are often a testament of the officer’s devoted
dedication to the success of the agency and community.

III.

Recommendations for Commendation
A. Any citizen or police employee may initiate an award recommendation.
B. Verbal compliments from citizens received by employees will be forwarded to
supervisors.
C. Written compliments from citizens will be forwarded to supervisors.
D. Any employee may submit a recommendation for an award for the actions of
another employee. The recommendation shall be submitted in written form and
need not be signed.

IV.

Selection and Review Process
All recommendations for Valor or Commendation will be reviewed by a panel, consisting
of, but not limited to, City Administrator, Chief of Police, Sergeant, and Police Officer.
They will decide upon reviewing the recommendation and the level of award.

V.

Awards will be presented by the Chief of Police to the department member receiving the
award at a City Council Meeting. The Chief of Police will handle all media releases.
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Subject: Break/Rest Time
I.

Introduction
It is recognized that law enforcement officers need rest and meal breaks over the
course of their shift for biological and psychological reasons. However, the member
must realize that they are on duty at all times during their shift, and that their top
priority is meeting the public safety needs of the community.

II.

Time Length
Each member shall be allotted 75 minutes of break time during their duty shift. The
time can be broken down into varied time segments if the officer chooses.

III.

Locations
Officers may break in any location approved by the Department. This is generally
any eating establishment. However, any location that serves primarily as an alcohol
service/entertainment establishment is not a permissible break location. A member
may check with a supervisor or senior officer if unsure whether a location is
permissible or not.
A long-running issue is whether officers can break outside of the City, as citizens see
it as leaving the City unprotected while the officer is at break outside of Bayport.
Officers are strongly encouraged to alter their break locations and times, not only to
insure the appearance that they are not breaking out of the city, but also to break up
any patterns of break activity that may be noticed by others, especially the criminal
element. If there are two officers on duty, they should never break together at the
same time or same place.

IV.

Responsibilities
Members shall notify the Communications Center of their break location. This can
be done via radio, MDC, or cellular phone. While the member is encouraged to
utilize their break time, any and all calls for service shall be promptly answered by
the member, and the member shall leave their break location to respond, whether
emergency or non-emergency.
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Subject: Drug and Alcohol Testing in the Workplace
I.

Standard
Purpose: Employees are expected and required to report to work on time and
in appropriate mental condition.
All new employees will be required to have a drug screening completed, prior
to receiving employment with the city.
The purpose of drugs and alcohol is a nationwide problem, affecting persons
of every age, race, sex, and ethnic group, and poses a risk to the health and
safety of the employees of the City of Bayport. This policy is designed to
reduce those risks concerning drugs and alcohol affecting the workplace.

II.

Definitions
A. Alcohol: means ethyl alcohol
B. Confirmatory Test and Confirmatory Retest: means a drug or alcohol test
that uses a method of analysis approved by the commissioner as being
reliable for providing specific data as to the drugs, alcohol, or other
metabolites detected in the initial screening test
C. Commissioner: means the Commissioner of the Minnesota Department of
Health.
D. Drug: means a controlled substance as defined in Minnesota State Statue
152.01, Subd. 4.
E. Drug and Alcohol Testing, Drug or Alcohol Testing, and Drug or Alcohol
Test: mean analysis of body component samples approved by the
commissioner, including; blood, breath, and urine for the purpose of
measuring the presence of drugs, alcohol, or their metabolites in the
sample tested
F. Drug Paraphernalia: has the meaning set forth in Minnesota State Statute
152.01, Subd. 1a
G. Employee: for the purposes of this policy, refers to those employees
subject to possible testing
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Subject: Personnel Records
I.

Introduction
The use and potential abuse of personnel records is a serious concern for both the
employee and the employer.
Our intention is to provide a process that clearly specifies the management of
personnel records. Unfortunately, continuous changes with regard to Data
Privacy will cause this procedure to be frequently modified. Every effort will be
made to keep departmental personnel apprised of these changes and to maintain
this procedure in substance, as is.

II.

Record Location
The City of Bayport will maintain a personnel record that contains the original
employment application; disciplinary actions that require City Council action; and
other items regarded as essential to the record.
This record is kept secured (under lock and key) by the City Administrator, and is
available for inspection by the employee during normal business hours, under
management supervision.
The police department will maintain the full and complete personnel record for
each police employee.
The records will be maintained in the Chief’s office, and will be completely
accessible only to supervisory personnel. Each employee shall be allowed to
review their own personnel record by appointment, during normal business hours.

III.

Record Entry
A. Employees shall receive a copy of any item placed in their personnel file.
B. Any employee may request that a relevant item be placed in their personnel
file.
C. All items entered in a personnel record will, whenever possible, be the
original document. If the employee requests an item be entered which did not
originate within the department, they may determine whether the original or
copy is entered.

IV.

Information Removal or Release
A. Any request for information from a person or agency other than the City
Council, City Administrator, or City Attorney shall be obtained with a court
order, or a department approved release form signed by the employee. The
exception will be basic employment information (starting/ending date, salary,
current rank).
B. The department’s authorized employees may use the contents for any internal
functions, as needed.
C. The employee may request a copy of any item in their personnel record during
business hours, by appointment. Supervisory staff will make the copies.
D. Any non-basic information released outside the department will require a
record entry. This entry will include who released it, when it was released, to
whom it was released, and circumstances of the release.

V.

Working Personnel Record
A. The department will maintain a working personnel record for each employee
that contains routine information or contacts that have not been entered into
the permanent record.
B. The same criteria for release of information from the permanent record shall
also apply to the working record.
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Subject: Promotion Eligibility and Procedure
I.

Introduction
It is extremely difficult to establish criteria for any position or promotion in which
all personnel feel it is a perfect format.
The department, based upon the limited number of personnel and limited
promotions we have, must allow for the broadest reasonable range of candidate
participation. It is the desire of the department to have the best possible candidate
available to fill the position for which they are qualified.
Therefore, the goal is to establish basic mechanics for a promotional process
without identifying specific formats or instruments.

II.

Promotable Positions
At this time, the following licensed positions, within the agency shall be
considered promotions: Sergeant, Investigative Sergeant.

III.

Promotional Considerations
Each candidate competing for a position in a promotional process can expect that
any or all of the following criteria will be considered as part of determining the
candidate’s promotability.
A.
B.
C.
D.

Contents of the candidate’s personnel records, including awards,
commendations, disciplinary actions, attendance records, performance
evaluations.
Departmental contributions and range of experiences, training, and
education.
Current or previously held rank, positions, and assignments.
Scores acquired through the determined testing process (oral board, in-box
exercise, etc…).
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Subject: Residency, Telephone, and Personal Data Requirements
I.

Introduction
In an effort to facilitate the needs of the department, requirements with respect
to residency, telephone access, and personal data records have been
established as follows.

II.

Residency
The department does not require a specific residency requirement with respect
to the location of a member’s residence. It is encouraged, however, that a
member be able to respond to the City within a thirty (30) minute time from
their residence should the need arise.
Each member is required to provide the department with a complete and
accurate address, and shall notify a supervisor of any change in address within
24 hours.

III.

Telephone
All members must have an operational telephone available to them in their
residence and must provide the telephone number to the department. If the
number is changed, they must notify a supervisor within 24 hours.

IV.

Personal Data Records
All members are required to provide accurate personal data on a form
proscribed by the department. Data collected will not be released to any other
party outside the department without a signed release form from the
appropriate member.
This data is collected for use in an emergency situation and must be updated at
least one time per year.

Bayport Police Department Policy and Procedure Manual
Policy #

PE-9

Pages: 2

Date: 01-06-05; Revised 3-18-09

Subject: Responsibility and Authority of Senior Officers
I.

Introduction
The following procedure is intended to provide direction with respect to the
responsibilities and authority borne by a senior patrol officer, in the absence of a
scheduled supervisor.
It is acknowledged that senior officers will not, in all situations, have the same
level of experience or expertise in a given skill or situation as an officer with less
seniority. However, it stands to reason that an officer with more work experience
will have had more exposure to a variety of situations and circumstances and
should be respected for the advice and direction that can be shared as the result of
those experiences.

II.

General Responsibility and Authority
A. Senior officers shall provide advice and direction as needed in those
situations in which the senior officer recognizes, through experience and
training, that a more appropriate course of action may be taken in the
resolution of a given incident. This advice and direction is not considered to
be an order, and the compliance with this advice or direction remains the
discretion of the officer initially responsible for a given incident, regardless
of seniority status. Exceptions to this provision are outlined in this
procedure.
B.

All members of the department shall be required to intervene in any situation
in which they are physically present, or in which they possess direct
knowledge, that a violation of law or policy is being committed by another
member of the department. If the officer witnessing or bearing direct
knowledge of the incident is senior to the member involved in the violation,
the senior officer’s direction to discontinue the activity shall be considered a
lawful order, just as if it had been given by a supervisor.

C.

Field Training Officers shall be considered responsible for monitoring and
directing the conduct and behavior of their trainees, and as such shall have
the full authority to direct all legally and procedurally correct conduct and
behavior of the trainee. The failure of the trainee to comply with express
direction shall be considered insubordination.

D. Full-time officers will always be considered “senior” to part-time officers
and will have the authority to direct the use of break time, make assignments,
and delegate authority as needed to insure that a shift is run properly. They
will be considered a designee of the Chief as described in AD-20.
E.

All officers, regardless of rank or seniority, shall, at all times, be personally
responsible for their own conduct and actions.
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Subject: Uniforms and Personal Appearance
I.

Introduction
All officers representing the Bayport Police Department shall maintain a well
groomed, professional appearance. It is imperative to provide a proper image
while serving the public. Well groomed, professional appearing officers are a
direct reflection on a professional police department.

II. Personal Appearance and Grooming
A certain amount of latitude will be allowed in regard to personal grooming.
However, officers will be required to maintain an overall, general military
appearance.
A. Male Officers’ Hair:
Hair will be neat, clean and well groomed at all times. Hair may not extend
beyond the collar of the shirt. It shall not lap, curl over or cover any part of the
ear, with the exception of closely cut hair on the back of the neck. Officers shall
be clean shaven, with the exception of a mustache worn neatly trimmed and not
extending past the corner of the mouth. Sideburns shall not extend below the
bottom of the ear opening and shall be neatly trimmed.
B. Female Officers’ Hair:
Hair shall be worn in a professional style. Long hair shall be worn pulled back
and secured so as not to obstruct vision in any way. The bulk or length of hair
must not interfere with the wearing of department issued headgear.
C. Jewelry:
• Staff may wear one set of earrings while on duty provided they are
professional and non-offensive in appearance and do not create a risk to
officer safety.
• Necklaces shall be worn inside the uniform shirt.
• Hand and arm jewelry are allowed, unless it is in excessive amounts or if
worn in a manner that may impede an officer’s performance.
• Jewelry or personal ornaments shall not be affixed to any part of the uniform
or equipment, unless authorized.
D. Miscellaneous:
• Tattoos shall not be visible.
• If worn, cosmetics shall be used in moderation.
• Fingernails shall be neat, clean, and trimmed to such a length as to not
interfere with the performance of the officer’s duty or pose a risk to
safety.
• If worn, nail polish shall present a professional appearance.

The acceptance and compliance of an officer’s appearance shall be at the sole
discretion of the Police Chief.
III. Uniforms and Equipment
The department shall issue the following uniforms and equipment to all new fulltime employees:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

3 short sleeve shirts
3 long sleeve shirts
3 pair of pants
1 Blauer jacket with removable liner for all season wear
1 badge
1 name tag
1 pants belt
1 duty/equipment belt with the following accessories: holster, dual magazine
holder, handcuff case, chemical agent holder, protective glove holder, ASP baton
holder, radio holder, 4 belt keepers and flashlight holder
1 pair of handcuffs
1 unit of chemical agent
1 ASP baton
1 sidearm – as determined by department standards
3 magazines for issued sidearm
50 rounds of ammunition
body armor

Upon resignation or termination of employment, all equipment will be returned
directly to the Police Chief.
Uniforms, equipment and patches shall remain the property of the city. It shall be
the employee’s responsibility to maintain and replace any items needed with a
uniform allowance as outlined in the current labor agreement. If the city orders a
mandatory change in uniform, which is different from the employee’s original issue
of uniforms, the city will be responsible for the cost of replacement or exchange. If
the Police Chief authorizes a new style of uniform, that is not immediately
mandatory, the employee is responsible for the cost of the new uniform if purchased.
In addition, it will be the employee’s responsibility to purchase the new style of
uniform as items need replacement due to wear. In the absence of a uniform
allowance in the current labor agreement, the city shall be responsible for the cost of
replacement due to wear. Any uniforms or equipment damaged in the line of duty
will be replaced by the city, at no cost to the employee at the discretion of the Police
Chief. All items issued by the city shall be returned by the employee upon separation
with the city. The Police Chief shall have discretion in determining an items
serviceability and adherence to standards and may order an officer to replace such
item if needed.
The Police Chief shall determine what the current uniform will be. All uniforms and
equipment must be approved by the Police Chief. All uniforms shall have the current
Bayport Police Department patch on both shoulders. The badge shall be worn over
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the left breast pocket and when possible on the outermost garment. Name tags shall
be worn on or above the right breast pocket.
All employees will be responsible for keeping their uniform and equipment neat,
clean and operable.
Part-time officers will be responsible for purchasing and maintaining their own
uniforms and equipment, with the exceptions of the sidearm, chemical agent and
ASP baton. These items shall be issued by the department.
IV. Wearing of Uniforms
The following items shall be required to be worn as part of the uniform in the
appropriate manner while on duty:
• Uniform shirt and pants
• Badge and name tag
• Black boots or shoes
• Firearm with 3 loaded magazines
• Handcuffs
• Chemical agent
• Portable radio
• ASP baton
• Protective gloves
All officers will be required to wear a uniform to court appearances. The uniform
shall only be used for official business and may not be worn off duty or given to a
person who is not a member of the Bayport Police Department. Officers may wear
civilian clothing for special assignments as directed by the Police Chief.
V. Uniform Purchases
Officers requesting replacement of a uniform or piece of equipment damaged in the
line of duty shall submit the request in writing to the Police Chief. The officer shall
not replace the item prior to approval from the Police Chief.
Officers making purchases with their uniform allowance, as determined by the
current labor agreement, shall make said purchases at a retailer that the city has a
current account with. The officer will advise the retailer to make a note on the
invoice identifying the officer making the purchase. All receipts shall be given to the
Police Chief. If the officer wishes to place an order with a vendor the city does not
have a current account with, the officer shall get a purchase order from the city prior
to ordering the item. If an officer purchases an item with his/her own funds, they will
submit a written request for reimbursement, along with the receipt. Officers who
exceed their uniform allowance as outlined by the current labor agreement shall be
responsible for the overage. All items purchased must have final approval from the
Police Chief.
Any item purchased by an officer using his/her uniform allowance, shall be the
property of the officer, as the uniform allowance is part of the officer’s
compensation.
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Subject: Work Scheduling Practices
I.

Introduction
Work scheduling practices and policies in this department will conform to all
lawful obligations created under labor contracts, city ordinances, and/or state and
federal regulations. With consideration for these factors, as well as overall
mission of the agency, every reasonable effort will be made to implement
scheduling principles that meet the needs of both the department and the
employee.
This policy attempts to identify general scheduling practices and principles.
Additional scheduling and/or time-off requirements are discussed in greater detail
in policy PE-8 Authorized Leave Procedure.

II.

Scheduling Philosophy
Every effort will be made to honor the shift schedule as established or bid by
employees; however, the department realizes there are occasions that may
necessitate the temporary modification of shift schedules/hours. As such, the
department reserves the right to make adjustments to the work schedule as
reasonably required in order to meet the needs of the department and the
community.
The department also realizes that with a smaller agency such as ours, flexibility
by both the department and the officers is key, since even minor adjustments,
injuries, illnesses, shortages, etc., can affect the entire work rotation, and to
remain inflexible is counterproductive to everyone.

III.

Scheduling Authority
The department retains the right to determine shift lengths in terms of both hours
and days worked; beginning and ending times of shifts; length of specific shift
terms or cycles; and shift posting/bidding practices, provided there is no conflict
with the existing labor agreement.
Work scheduling shall be arranged to provide for 2,080 hours scheduled hours per
calendar year, per full-time employee.

IV.

Shift Schedule Bidding
Shift bidding shall be done one time per calendar year, beginning approximately
during the preceding August of the year to be bid. These available shift bids will
be posted in the squad room. In accordance with the terms of the existing labor
contract, bidding shall be done by seniority, with exception made for rank
classification, in which the highest rank will bid first.
While currently officers are bidding to stay on the same shift year round, should
patterns of behavior and work product consistent with long and unvarying work
hours come into existence, the department can and will change the rotation to
ensure this does not happen.

V.

Schedule Adjustments
A. Full-time officers will be paid overtime for any schedule adjustment that
occurs as the result of an uncontrollable staffing shortage. Examples of these
types of shortages would include filling out full or partial shifts due to
injuries, illnesses, vacancies, and unexpected incidents that would require
additional personnel.
B. Full-time officers will be paid overtime for special events to which the
employee is assigned outside the employee’s scheduled work shift.
C. Paid overtime will not be used to facilitate the use of employee benefit time
unless such payment would benefit the work scheduling practices of the
department with respect to the safety of other officers or the community.
Employees are able to seek shift-switches, slot part-time officers, etc., if they
are unable to obtain a day off through customary request processes.
D. Paid overtime will not be used to facilitate employee training unless the
overtime is both necessary and specifically budgeted for such a purpose.
Examples of pre-budgeted training include firearms and defensive tactics
training. Shift adjustments using part-time officers will be utilized to
accommodate training days for full-time officers.

VI.

Shift Exchanges
A. Employees may initiate shift exchanges (switch shifts with another employee)
provided the request is made within the parameters of the rules governing this
process, and the request is submitted on the department form for this purpose.
B. The failure to report for duty as scheduled and required will subject the
employee to potential disciplinary action, as well as the loss of future
exchange privileges.
C. Paid overtime will not be used to facilitate staff day exchanges.
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