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Okaloosa County Sheriī’s Oĸce 

General Order:  09.02  
Subject:  Extra Duty Employment 

Revised:  06/02/2025 

This General Order consists of the following secƟons: 

A.  Purpose 

B.  Policy 

C.  Discussion 

D.  DeĮniƟons 

E.  Procedure 

A.  Purpose 

The purpose of this General Order is to establish the administraƟve parameters of extra duty worked by 
members of the Sheriī’s Oĸce. 

B.  Policy 

It is the policy of the Okaloosa County Sheriī’s Oĸce to regulate extra duty to ensure an employee’s Įtness for 
duty and to prevent conŇicts of interest which might result because of a member’s employment with the 
Sheriī’s Oĸce and any other employer.  Extra duty, including secondary employment and special detail 
assignment, is a privilege considered secondary to duƟes performed for the Sheriī.  The Sheriī’s Oĸce may 
revoke, deny, or restrict parƟcipaƟon if it is deemed to be in the best interest of the agency, or if the 
parƟcipaƟon interferes with the member’s primary duƟes as a law enforcement oĸcer. 

C.  Discussion 

It is the Sheriī’s desire that all members enjoy Įnancial stability and eīorts are made to ensure compeƟƟve 
wages, working condiƟons, and beneĮts to that end.  Therefore, members are cauƟoned not to base personal 
Įnancial stability on income derived from extra duty employment.  Earning ability through extra duty is not 
guaranteed to any member.  Many factors may restrict or jeopardize in whole a member’s ability to work extra 
duty such as shiŌ assignment, rank, and/or disciplinary acƟon. 

D.  DeĮniƟons 

1.  Secondary Employment – Employment of sheriī’s depuƟes, during oī-duty hours, for private or public 
security services that is condiƟoned on the actual or potenƟal enforcement of criminal, traĸc, or penal laws of 
the state.  Florida State Statute (FSS) 30.2905 authorizes the Sheriī to operate or administer a program to 
contract for the employment of sheriī’s depuƟes, during oī-duty hours, for public or private security services. 

2.  Special Detail – A law enforcement detail assigned by the agency such as, but not limited to: football game 
security, parades, specialized enforcement details, spring break details, or other assignments beyond normal 
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staĸng, over and above a member’s normal scheduled shiŌs.  These duƟes are compensated per exisƟng 
contracts, MOUs, or Green Sheet and are managed as sƟpulated by contract, MOU, and/or agency direcƟve. 

3.  Oī-Duty Employment – Employment that is not of a law enforcement nature, in which vested police powers 
are not a condiƟon of employment, requiring no real or implied law enforcement service to the employer.  Oī-
Duty employment is regulated by General Order 09.01 - Oī-Duty Employment. 

4.  Extra Duty – Duty outside of a member’s normal assignment and responsibiliƟes including Special Details, 
Secondary Employment, and Oī-Duty employment.  Extra duty does not include work directly related to a 
member’s normal assignment such as required court appearances, supervisor meeƟngs, etc. 

5.  Secondary Employment Coordinator (SEC) – A Sheriī’s Oĸce member who has been authorized by the 
Sheriī or designee to coordinate the involvement of agency members in secondary employment. 

6.  Secondary Employer – Any person, government enƟty, or private business or enƟty that hires an agency 
member for employment for any secondary job. 

7. RollKall – A second party vendor used for the intaking, scheduling, invoicing, payment, management and 
monitoring of secondary employment within the agency. 

8.  Green Sheet – A Ɵme sheet separate from a normal duty Ɵme sheet or a pay type code in a digital Ɵmecard 
system, used to record special overƟme and special pay hours.  Time recorded and approved is paid at one and 
one-half the employee’s hourly rate.   

9.  Self-CancellaƟon Period – A Ɵme period within RollKall, deĮned by the agency administrator and/or SEC, 
which allows a member to self-cancel from a job.  This period has been deĮned as Įve (5) or more days before 
the start Ɵme of an assigned job. 

10.  Memorandum of Understanding (MOU) – A type of agreement between two or more parƟes.  It expresses 
a convergence of will between the parƟes, indicaƟng an intended common line of acƟon with clear and explicit 
excepƟons of all parƟes. 

E.  Procedures 

1.  Secondary Employment Coordinator (SEC) 

a.  The SEC shall be a member of the Oĸce of Professional Standards and designated by the Sheriī or 
his/her designee to coordinate the involvement of agency members in secondary employment. 

b.  The SEC will be the agency administrator and the point of contact for RollKall.  He/she will assist, as 
needed, with the coordinaƟon of secondary employment involving agency members.  

c.  SEC duƟes include the following: 

I.  Assist RollKall, as needed, with posƟng announcements of approved secondary employment 
opportuniƟes using the RollKall plaƞorm and/or agency email. 

II.  Resolve conŇicts arising from secondary employment.  

III.  Review secondary employment acƟvity rouƟnely to discover trends or potenƟal issues. 

IV.  Review circumstances regarding requests for the Tier 4 rate of pay. 

V.  Be available to persons or businesses wishing to speak with an agency representaƟve 
regarding issues with secondary employment. 

2.  RegulaƟons on Extra Duty 

a.  Prohibited Extra Duty 
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I.  Any employment that presents a threat to the status or dignity of the Sheriī’s Oĸce, such as: 

i.  Modeling or posing in nude or semi-nude photographs, videos, or recordings for 
Įnancial gain or where the media would idenƟfy the employee as a member of the 
agency. 

ii.  Establishments whose primary purpose is to engage in the sale of pornographic 
media and/or sexual devices, or businesses which provide entertainment or services of a 
sexual nature. 

II.  No member will work for a secondary employer that has been placed in revoked status.  A 
secondary employer may be placed in revoked status for any of the following reasons: 

i.  Failing to remit payment of administraƟve fees and/or deputy payment(s) in a Ɵmely 
fashion. 

ii.  Placing any restricƟons on who may work the job based on race, color, gender, or 
naƟonal origin.  Assignments for secondary employment are to be made on a non-
discriminatory basis. 

iii.  RequesƟng an agency member to perform a funcƟon not allowed by policy.  

iv.  Any other reason deemed in violaƟon of secondary employer criteria (see 2.a.I). 

 III. Revoked Status 

i.  To place an employer in revoked status, the SEC must be noƟĮed, via memorandum, 
of the violaƟon perpetrated by the member.  The memorandum must include the job 
number, employer name, and the act that consƟtutes a violaƟon.   

ii.  The SEC will review the circumstances surrounding the incident to determine if the 
employer will be placed in a revoked status, and noƟfy the AdministraƟve Bureau Chief 
or their designee.  

iii.  If placed in a revoked status, the SEC will noƟfy the employer in wriƟng.   

b.  PermiƩed Secondary Employment 

I.  Sworn members, holding the rank of lieutenant or below, are permiƩed to engage in 
secondary employment where the secondary employer has received prior approval to employ 
depuƟes to exercise their law enforcement powers.  Examples of the types of enforcement 
related secondary employment authorized are as follows: 

i.  Traĸc control and pedestrian safety. 

ii.  Crowd control. 

iii.  Security and protecƟon of life and property. 

iv.  Exercise of rouƟne law enforcement powers. 

v.  Civil standbys.  Any details involving court orders (civil standby, civil maƩers, etc.), 
shall have the paperwork aƩached to the job posƟng.  Prior to accepƟng and scheduling 
these type of details, all associated paperwork will be reviewed by either the Captain or 
the Lieutenant assigned to supervise the Judicial Process Division. 
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II.  Secondary employment at premises licensed for the sale or consumpƟon of alcoholic 
beverages shall be governed by FSS 561.25 and this direcƟve.  Approved secondary employment 
at these premises will be subject to the following condiƟons: 

i.  A minimum of two (2) depuƟes must be on the premises throughout the period of 
secondary employment.  In no event will a deputy work alone. 

ii.  Members are restricted to law enforcement acƟon. 

iii.  Members shall not screen patrons or act as bouncers. 

iv.  Members shall not remain within the establishment unless taking law enforcement 
acƟon. 

c.  Approved secondary employment jobs will be published in RollKall for all eligible members to 
consider. 

I.  Short noƟce requests for deputy coverage by a previously approved employer may be 
adverƟsed and Įlled prior to publicaƟon in RollKall if Ɵme is of the essence. 

II.  Job publicaƟon and personnel assignments will be handled in a manner aīording equal 
opportunity to all eligible members. 

III.  Nothing herein prohibits a secondary employer from requesƟng a speciĮc member; 
however, it is strictly prohibited for any member to acƟvely solicit or negoƟate a secondary 
employer for work or for any free or reduced rates for services, such as free or reduced rent for 
an apartment.  Any such solicitaƟon shall be viewed as abuse of the member’s posiƟon. 

IV.  There are Ɵmes when special training and/or sƟpulaƟons are required to be met prior to 
working a speciĮc detail.  In the event a vendor requests training or issues sƟpulaƟons, the SEC 
will be noƟĮed and provided the informaƟon for review and approval.  These situaƟons will be 
handled on a case-by-case basis. 

d.  Members engaged in secondary employment shall be in uniform unless otherwise approved by the 
AdministraƟon Bureau Chief or his/her designee.  Unless speciĮcally stated, the duty uniform for all 
secondary employment will be either the Class A, modiĮed Class A, Class B or Class C. 

e.  Members working secondary employment are subject to agency recall. 

f.  Members engaged in secondary employment or special details shall monitor their agency issued 
radio. 

g.  Members are prohibited from parƟcipaƟng in secondary employment and special details when: 

I.  The member has not successfully completed the Field Training and EvaluaƟon program 
(except for Booking/DetenƟon DepuƟes fulĮlling prisoner security and/or transport roles). 

II.  The member has been relieved from duty while under invesƟgaƟon (criminal or 
administraƟve) or discipline. 

III.  The member is on Light/Restricted Duty or receiving Worker’s CompensaƟon beneĮts. 

IV.  The member has called in sick for his/her normal assignment within twenty-four (24) hours 
of the secondary employment job or special detail.  This does not include a member uƟlizing 
PTO to take care of a family member who is ill. 

V.  The member is on illness-related PTO or Leave Without Pay. 
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VI.  The member is on Family Medical Leave, unless approved by the AdministraƟon Bureau 
Chief or his/her designee prior to the secondary employment job or special detail. 

VII.  The member is on Disciplinary ProbaƟon. 

h.  Reserve DepuƟes and Posse members 

I.  Reserve I depuƟes are allowed to work secondary employment for pay only if they meet the 
same minimum requirements of a full Ɵme deputy and will be provided access to RollKall. 

II.  Reserve II depuƟes and Posse members are prohibited from working enforcement related 
secondary employment for pay unless authorized by the AdministraƟon Bureau Chief or his/her 
designee. 

i.  Posse members authorized to perform law enforcement related employment will be 
subject to the same requirements and condiƟons as full-Ɵme, sworn members. 

ii.  Posse members may work traĸc control related secondary employment for pay if 
supervised by a full-Ɵme or reserve deputy who is also working the detail (05.01 - 
Sheriī's Reserves and Posse). 

III.  No Reserve deputy or Posse member shall be approved for secondary employment if 
he/she has not met his/her hourly obligaƟon to the Sheriī’s Oĸce for the preceding 
month. 

IV.  Any Reserve or Posse member found to be using his/her posiƟon for the primary purpose of 
working secondary employment will be subject to terminaƟon from the Sheriī’s Oĸce or the 
Sheriī’s Posse. 

i.  Rest periods and maximum allowable hours - It is the intent of the Sheriī to ensure 
members have opportunity for adequate rest and are duty-ready for every assignment 
regardless of type.  Therefore, the following restricƟons are applicable to all work above 
and beyond normal assignments to include: secondary employment, oī-duty 
employment, special details, and/or other assignments/engagements wherein 
compensaƟon is derived from the service. 

I.  Members may not work for at least eight (8) hours prior to beginning their regularly assigned 
shiŌ. 

II.  Members may not work more than twelve (12) hours of combined duty (normal shiŌ plus 
any other) on any regular workday, aside from the member’s “Friday.” 

III.  Members may not work more than sixteen (16) hours during any twenty-four (24) hour 
period. 

i.  A member’s division commander may provide a wriƩen waiver to any of the restricƟons listed in 
SecƟon i, if deemed to be in the best interests of the Sheriī. 

I.  A copy of secondary employment waivers should be forwarded to the AdministraƟon Bureau 
Chief or his/her designee as authorizaƟon to override established restricƟons in RollKall. 

II.  A copy of secondary employment waivers should be forwarded to HR and placed in the 
member’s personnel Įle in accordance with General Order 09.01. 

III.  A copy of all other secondary employment waivers should be maintained by the aīected 
member. 
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3.  Conduct during Extra Duty 

a.  Although agency members have certain consƟtuƟonally protected rights while oī-duty (e.g. the 
right to privacy and freedom of associaƟon), any conduct deemed so open and notorious to 
signiĮcantly tarnish the Oĸce of the Sheriī shall be considered Unbecoming Conduct and be dealt with 
accordingly. 

b.  Members parƟcipaƟng in extra duty are governed by all applicable agency direcƟves.  Any violaƟon 
of an agency direcƟve while performing law enforcement related extra duty shall be treated in the 
same manner as if the member was on-duty at the Ɵme of the violaƟon. 

c.  When exercising law enforcement powers, members shall strictly adhere to the direcƟves related to 
those powers, as established by statute and the Okaloosa County Sheriī’s Oĸce. 

d.  Agency members shall not follow any policy, procedure, or direcƟve of a secondary employer that is 
inconsistent or conŇicts with any Okaloosa County Sheriī’s Oĸce direcƟve or procedure.  Any member 
obeying instrucƟons or orders in conŇict with those of the Sheriī’s Oĸce shall be deemed 
insubordinate. 

4.  Secondary Employment Job Process 

a.  Persons or businesses soliciƟng members for secondary employment should be directed to the 
OCSO Internet page where the Oī-Duty Detail portal is located. 

I.  Members who are personally solicited may contact the SEC to begin the applicaƟon approval 
process or refer the requestor to the OCSO Internet page. 

b.  Once the applicaƟon is received, RollKall will review the applicaƟon for completeness.  If there are 
any deĮciencies in the applicaƟon, RollKall will contact the requestor for the required informaƟon.  If 
further issues arise, RollKall will noƟfy the SEC and request guidance. 

c.  RollKall will review the requirements of the request and determine if they conform to agency policy.  
If the request falls within the parameters of this direcƟve, it will be approved and the job(s) posted in 
RollKall. 

d.  Requests for approval of a secondary employer and/or job should be made at least three (3) 
business days prior to the oĸcial start Ɵme.  Those jobs requiring Įve (5) or more depuƟes at a speciĮc 
Ɵme shall be submiƩed for review and approval at least ten (10) days prior to the oĸcial start of the 
job. 

e.  Appropriate Staĸng 

I.  For every Įve (5) depuƟes required at a speciĮc Ɵme and locaƟon, at least one (1) supervisor 
holding the rank of sergeant or above shall be required. 

II.  For every two (2) supervisors at a speciĮc Ɵme and locaƟon, at least one of the supervisors 
will hold the rank of lieutenant. 

III.  In extraordinary circumstances where manning in excess of 12 depuƟes/supervisors is 
needed, a Sheriī’s Oĸce Captain (or above) will be assigned to oversee the operaƟon as part of 
his/her normal duƟes without addiƟonal compensaƟon. 

IV.  When calculaƟng the number of depuƟes requested or needed for a parƟcular funcƟon or 
event, the Sheriī’s Oĸce reserves the right to deny any applicaƟon if, in the opinion of the 
OCSO, operaƟng with the requested manpower would consƟtute a public safety or deputy 
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safety risk.  The SEC or designee will communicate requirements and risk miƟgaƟon opƟons to 
the employer should a disagreement arise. 

f.  Members are restricted/prohibited from selecƟng more than two jobs in a 24 hour period.  Once the 
24 hours has passed, the member will be eligible to select addiƟonal jobs. 

g.  Members are not permiƩed to select jobs they do not intend to work themselves. 

h.  Members are not permiƩed to access RollKall using another member’s login credenƟals. 

i.  Repeated job selecƟon and cancellaƟon and/or transfer to another member is prohibited. 

j.  Members not closing out jobs within 24 hours of compleƟon will not be able to select new jobs in 
RollKall unƟl doing so. 

k.  The review process performed by the SEC is an ongoing process and issues will be addressed at the 
Ɵme they arise. 

5.  Sheriī’s Oĸce Equipment 

a.  Sheriī’s Oĸce equipment, including vehicles, may be used by Sheriī’s Oĸce members performing 
secondary services only under the following condiƟons: 

I.  Such use has been approved and the addiƟonal equipment is listed in the job announcement 
in RollKall. 

II.  Sheriī’s Oĸce equipment which is damaged or lost in the course of secondary employment 
is subject to review in accordance with General Order 22.06 - Agency Vehicle Crashes / Loss or 
Damage to Agency Equipment. 

III.  When damage occurs which is not during an enforcement related acƟon, the costs to 
recover, repair, or replace shall be the responsibility of either the secondary employer or the 
agency member. 

6.  Liability While Working Secondary Employment 

a.  Members engaged in secondary employment are not covered by the provisions of the Sheriī’s 
Oĸce Worker’s CompensaƟon Plan or Liability IndemniĮcaƟon porƟons of the self-insurance program 
except in the event the deputy is injured while enforcing criminal, traĸc, or penal laws of the State, FSS 
30.2905(2). 

I.  The term “enforcing criminal, traĸc, or penal laws of the State” shall be interpreted to 
include, but is not limited to, providing security, patrol, or traĸc direcƟon for a private or public 
employer. 

b.  Members injured while performing secondary assignments may be eligible for the agency’s short-
term disability insurance for injuries not occurring on the job in accordance with General Order 36.09 - 
Short-Term Disability Insurance. 

c.  Members accepƟng secondary employment will ascertain whether the secondary employer provides 
Worker’s CompensaƟon coverage or liability insurance or will assume individual responsibility as an 
independent contractor, in the event an injury is non-enforcement related.  Members must understand 
that if such coverage is not provided, an injury that is non-enforcement related will not be covered 
because the member’s status is that of an “Independent Contractor.” 

7.  Rate of Pay and Billing for Secondary Employment 
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a.  The hourly rate of pay for secondary employment will be determined by the Sheriī.  The Sheriī shall 
review and adjust the rate of pay as deemed appropriate.  Ordinarily, the rate will become eīecƟve on 
October 1st and remain in eīect for one year before change. 

I.  To eliminate bidding wars during periods of high demand and potenƟally discriminate against 
persons or businesses unable to economically compete, the rate will be strictly enforced. 

II.  Members are prohibited from negoƟaƟng the rate of pay for secondary employment. 

III.  Any deputy found to be negoƟaƟng hourly rates of pay will immediately be banned from 
secondary employment and subject to disciplinary review in accordance with OCSO GO 11.03. 

b.  Each job will require a minimum four (4) hour rate charge unless stated otherwise. 

c.  The Sheriī’s Oĸce will collect an administraƟve fee of $2.00 per hour per deputy working secondary 
employment.  The administraƟve fee is in addiƟon to the hourly rate paid to the deputy working and is 
used to oīset the cost of fuel, uniform use, vehicle wear and tear, and fees associated with 
administering the program. 

d.  The current rate of pay for secondary employment is based on a three (3) Ɵer system.  The agency 
recognizes all job requirements are not the same, as some require greater eīort to complete.  An 
assessment of each secondary employment detail will determine the rate of pay based on the job 
requirements and whether the date of service encompasses a holiday. 

I.  Tier 1 rate of pay is $37.00 per hour for each deputy assigned to the job, plus the 
administraƟve fee. 

II.  Tier 2 rate of pay is $47.00 per hour for each deputy assigned to the job, plus the 
administraƟve fee. 

i.  Any secondary employment job believing to fall in the Tier 2 category will be 
evaluated by the AdministraƟon Bureau Chief or his/her designee to determine 
qualiĮcaƟon.  The reviewing party will consider the following criteria when making 
his/her decision: 

1.  Type of entertainment. 

2.  Number of expected parƟcipants. 

3.  Whether alcohol is served or available. 

4.  PotenƟal degree of liability imposed on the agency.  

III.  Tier 3 rate of pay is $52.00 per hour for each deputy assigned to the job, plus the 
administraƟve fee. 

IV.  Tier 4 rate of pay is a negoƟated rate that must be approved by the Sheriī or Undersheriī 
via wriƩen memorandum and is handled on a case-by-case basis.  Any and all requests for the 
Tier 4 rate will be forwarded to the SEC for veƫng and approval.  At no Ɵme should any 
member, outside the SEC or his/her chain of command, negoƟate the Tier 4 rate of pay with any 
person or business.  Any member discovered to be in violaƟon of this direcƟve will be subject to 
disciplinary sancƟons consistent with General Order 11.03. 

i.  The Tier 4 rate of pay includes, but is not limited to, the following circumstances: 

1.  The matching of an exisƟng or prospecƟve state contract rate of pay that has 
been or could be negoƟated with a state agency for a given job.   
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2.  A detail, either previously scheduled or prospecƟve, wherein the person or 
business responsible for rendering payment has requested to pay a rate higher 
than the rates outlined in this general order.   

3.  For the Tier 4 rate, members will be paid the total amount minus the 
administraƟve fee.  Example: If Tier 4 rate is determined to be $65.00 an hour, 
then the member will be paid $63.00 an hour with the other $2.00 going towards 
the agency administraƟve fee. 

e.  When the secondary employment job requires a supervisor because of the use of Įve (5) depuƟes, 
the supervisor shall receive an addiƟonal $3.00 per hour from the secondary employer for funcƟoning 
as a supervisor.  When the job requires a lieutenant or above (over ten depuƟes), the supervisor shall 
receive an addiƟonal $6.00 per hour from the secondary employer. 

f.  To aid in coverage for secondary employment jobs aīected by holidays, and to properly compensate 
members working these jobs, the rate of pay for holiday jobs will be at the Tier 3 rate. 

I.  Prior to the beginning of each new year, the AdministraƟon Bureau Chief or his/her designee 
will ensure a list of eligible holidays, with dates and Ɵmes, is published in PowerDMS and on the 
OCSO website for reference.  (See Secondary Employment Holiday Rate Guide) 

g.  Short NoƟce Requests 

I.  Secondary Employment jobs requested inside of the three or ten business day minimums 
established in SecƟon 4.d above will be charged a convenience fee to compensate depuƟes for 
changing their schedules on short noƟce to support the request.  These short noƟce request 
jobs will be billed as follows: 

i.  Tier 2 rates will be applicable for all non-holiday dates of service. 

ii.  Jobs will be billed for a minimum of four (4) hours regardless of duraƟon. 

iii.  Holiday service dates will be billed at the Tier 3 rate and for a minimum of Įve (5) 
hours. 

h.  Short NoƟce CancellaƟons 

I.  Employers canceling a job 24 hours or less before the scheduled start Ɵme will be billed the 
applicable rate for the established minimum duraƟon of four (4) hours, except for the following 
exempƟons: 

i.  If the job venue is weather-dependent (road construcƟon, surveying, etc.), the 
AdministraƟon Bureau Chief or his/her designee may waive this requirement.  All 
weather-dependent jobs should communicate this sƟpulaƟon in the job descripƟon, 
thereby informing depuƟes considering the job of the possibility.  In no case will the 
minimum billing Ɵme be waived for short-noƟce job requests. 

ii.  When a job is canceled due to an act of nature (severe storm, hurricane, tornado, 
etc.), and it's canceled through RollKall (or SEC) at least two (2) hours before the 
established start Ɵme, the employer will not be billed the four (4) hour minimum.  The 
circumstances surrounding the cancellaƟon will be reviewed by the SEC before refunding 
the employer. 

i.  Job DuraƟon 
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I.  The job posƟng in RollKall shall reŇect the duraƟon requested by the employer.  Absent 
speciĮc language in the descripƟon noƟfying depuƟes of the possibility of a decrease in 
duraƟon (with approval of the SEC), the employer will be expected to compensate the deputy 
for the number of hours contracted/adverƟsed and in no case less than the four or Įve hour 
minimums stated above.  ExempƟons to this are as follows: Local, State, Federal enƟƟes and/or 
any enƟty holding an executed contract with the Sheriī's Oĸce.  Prior to the exempƟon being 
authorized, the facts surrounding the cancellaƟon will be reviewed by the SEC. 

j.  The informaƟon contained in this secƟon (Rate of Pay for Secondary Employment) shall be included 
with, or as part of, the secondary employment applicaƟon provided to employers. 

8.  Volunteering Services for Charity 

a.  Nothing in this direcƟve, pertaining to rates of pay, shall apply if the deputy is volunteering his or her 
Ɵme to perform secondary services for a charity organizaƟon. 

b.  Nothing in this direcƟve, pertaining to rate of pay or negoƟaƟon for rate of pay, shall apply if any 
monies that would normally be paid to the deputy as an hourly wage are donated to the charity for 
which services are being rendered. 

c.  Sworn members of any rank may volunteer services for charity. 

9.  ReporƟng For and Performing Secondary Employment and Special Detail Assignments 

a.  Members accepƟng secondary employment and/or special detail assignments shall be responsible 
for promptly reporƟng to and faithfully performing all authorized duƟes. 

b.  When reporƟng for assignments, depuƟes must contact the CommunicaƟons SecƟon and advise the 
locaƟon of the assignment and its expected duraƟon. 

I.  The CommunicaƟons SecƟon will log the detail per Standard OperaƟng Procedure 33.73 - 
Special and Oī Duty Details. 

II.  DepuƟes shall advise the CommunicaƟons SecƟon when they are clear from the assignment. 

c.  Late arrival to secondary assignments will not enƟtle the member to the minimum pay for that job.  
Members arriving late to a job must document the actual Ɵme of arrival within RollKall when closing 
out the job.  Members must also forward a memorandum, via chain of command, to the SEC outlining 
the reasons for arriving late to the speciĮc job. 

d.  Transfers and CancellaƟons 

I.  If aŌer selecƟng a secondary assignment in RollKall the member determines he/she cannot 
work, it is the assigned member’s responsibility to Įnd a suitable replacement or, if sƟll in the 
self-cancellaƟon period, cancel the assignment in RollKall. 

II.  If not in the self-cancellaƟon period, the assigned member must request transfer, in the 
RollKall app, or request a cancellaƟon through the SEC. 

III.  In an emergency, when the assigned deputy is unable to Įnd a suitable replacement, the 
deputy must contact the on-duty patrol supervisor at least one hour prior to the beginning of 
the job to noƟfy of the absence of coverage.  The deputy must also noƟfy the SEC and a RollKall 
administrator by email. 

IV.  If the cancellaƟon pertains to a special detail, the assigned deputy must contact the 
supervisor of that detail in advance. 
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V.  Only reasons which would exempt a member from his/her regular duty assignment will be 
considered valid for not working a secondary employment assignment or special detail. 

e.  Appropriate documentaƟon must be completed when, during the course of any secondary 
employment or special detail assignment, a deputy becomes engaged in any incident that involves the 
use of law enforcement authority, injury to the assigned deputy or others, Įling of a complaint, or any 
other event in which a deputy would be responsible for reporƟng during the normal course of duty. 

I.  In the event a deputy is requested to invesƟgate a complaint which requires follow-up 
invesƟgaƟon, leaving the assignment, or deparƟng from the assignment’s speciĮed duƟes, the 
deputy will coordinate the incident with the on-duty patrol supervisor to determine whether 
the invesƟgaƟon should be reassigned.  If the deputy working the assignment can resolve the 
complaint on-scene by taking a minor report, he/she will complete the report at the conclusion 
of the assignment. 

II.  DepuƟes are expected to appear, if necessary, at all judicial proceedings which arise as a 
result of any oĸcial acƟon taken during the course of performing a secondary employment or 
special detail assignment.  As is the case with any other judicial proceeding which requires the 
appearance of a deputy, compensaƟon will be made in accordance with exisƟng guidelines 
whenever depuƟes must aƩend such proceedings as part of their customary duƟes and 
responsibiliƟes. 

f.  Members will close out completed secondary employment jobs in RollKall within 24 hours of 
compleƟon with appropriate informaƟon. 

I.  Job closure screens will be properly completed to include the actual Ɵme worked and reasons 
for any overage or shortage, idenƟfying the person authorizing deviaƟons.  See secƟon E.7.i.I of 
this General Order.  Absent speciĮc language in the descripƟon, if the employer ends the detail 
earlier than contracted/adverƟsed, the detail will be closed showing the contracted/adverƟsed 
Ɵme.  In the note secƟon, the member will notate the actual Ɵme the detail ended. 

II.  For most jobs, rounding to the quarter hour when recording Ɵme is appropriate.  For 
employers who uƟlize a computerized clock-in/clock-out system, the member should mirror the 
Ɵme to ensure accurate billing of administraƟve fees and simplify audiƟng. 

III.  Any oīense numbers or unusual events, which could assist in future staĸng levels, should 
be noted in the job closure screen. 

10.  Failure to Report to Secondary Employment Assignments 

a.  If a member fails to appear for a secondary employment assignment or a special detail, the 
member’s supervisor shall address the incident in accordance with General Order 11.03 - Disciplinary 
Procedures and Standards of Conduct, paragraph E (18) ReporƟng for Duty.  The supervisor shall review 
the incident to determine whether exigent circumstances existed or other legiƟmate reason for an 
excused absence. 

b.  While the maƩer is being invesƟgated, the member may conƟnue to work jobs already assigned; 
however, the member is not permiƩed to select new jobs unƟl the maƩer is resolved. 

c.  Any disciplinary acƟon imposed for a sustained violaƟon of ReporƟng for Duty to secondary 
employment or special detail assignments may include being suspended from either program. 
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d.  Members whose disciplinary acƟon includes being suspended from duty or being placed on 
disciplinary probaƟon are not permiƩed to work secondary employment or special detail assignments 
unƟl the period of suspension or probaƟon is completed. 

I.  In regards to special detail assignments only, a Bureau Chief may provide wriƩen 
authorizaƟon for a member on disciplinary probaƟon to work if the needs of the agency require 
the addiƟonal manpower. 

11.  Rent Free or Reduced Rent Residences (Courtesy Oĸcer) 

a.  Rent free or reduced rent residences, or other related forms of compensaƟon in exchange for 
security or vandal watcher services, are considered to be enforcement related secondary employment 
and are permissible only with prior wriƩen approval of the member’s respecƟve Bureau Chief and only 
under the following condiƟons: 

I.  The wriƩen agreement has been reviewed and approved by the member’s Bureau Chief.  The 
deputy shall ensure any agreement sƟpulaƟng the condiƟons for receiving rent free or reduced 
rent for security or vandal watching will be in wriƟng and outline what services are expected. 

II.  A copy of the lease agreement and any other related documentaƟon or agreement has been 
reviewed by the agency Staī AƩorney. 

b.  The approved agreement will be forwarded to the Human Resources Unit for inclusion in the 
member’s personnel Įle. 

c.  All IRS reporƟng requirements must be complied with concerning this type of compensaƟon. 

d.  Reserve II DepuƟes, Posse members, and Full-Ɵme members who have not successfully completed 
the Field Training and EvaluaƟon Program may not accept rent free or reduced rent residences. 

 

  

 


