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I. PURPOSE

II. REQUESTING PERMISSION TO                     WORK OFF-DUTY

III. GUIDELINES FOR OFF-DUTY                         EMPLOYMENT

I. PURPOSE

To establish departmental policy and procedure for all employees wishing to engage in off-duty employment.
II. REQUESTING PERMISSION TO                     WORK OFF-DUTY

A. All department personnel who engage in off-duty employment must submit a request on the proper “Request for Permission for Outside Employment” department form. (See attached).  Request forms will be forwarded for approval to the requesting officer’s supervisor, along with the Chief of Police and City Manager.

B. Request forms must be submitted and approval obtained before the employee commences the off-duty employment.

C. The Request form must be completed in its entirety, including information on all outside employment, the dates, times and place of employment along with a description of the work to be performed.

D. Limitations on off-duty employment

1. In order to be eligible for off-duty employment, a police employee must be in good standing with the department.  Continued approval of an employee’s off-duty employment is contingent on such good standing.

2. Officers who have not completed their probationary period, or who are on medical or other leave due to sickness, temporary disability, or an on-duty injury shall not be eligible to engage in off-duty employment.

3. An officer engaged in any off-duty employment is subject to call-out in case of emergency, and will be expected to leave his off-duty employment in such situations.

III. GUIDELINES FOR OFF-DUTY                         EMPLOYMENT

A. Employees will not engage in off-duty employment that meets the following criteria:

1. Employment that presents a potential conflict of interest between the duties as a law enforcement officer and duties for the secondary employer.  Some examples of employment representing a conflict of interest include, but are not limited to, the following:

a. Work as a process server, repossessor, or bill collector; towing of vehicles; or any other employment in which police authority might be used to collect money or merchandise for private purposes.

b. Work involving personnel investigations for the private sector or any employment that might require the officer to have access to police information, files, records or services as a condition of employment.

c. Employment using the police uniform unless approved by the Chief of Police.

d. Employment that in any manner assists a case in preparation for the defense in any criminal action, or for either side in any civil action or proceeding.

e. Employment that constitutes a threat to the status or dignity of law enforcement as a professional occupation.

2. Any employee whose position of employment requires that they not leave a post until relieved (e.g. security at a bank) must note this in their request for outside employment.

B. The primary duty and obligation of each employee is to the Department.  Members of the department who are directed to report for duty, or are required to appear in court, or are required to work overtime, will do so regardless of the fact that such activities may interfere with their outside employment.

C. Abuse of sick time by an employee may result in the refusal of a request for outside employment or the revocation of an existing permit.

D. Personnel who engage in any off-duty employment after being denied permission to do so will be subject to discipline for insubordination.

E. Personnel who violate department employment guidelines are also subject to having current and future work permits revoked.

F. The City of Helena and the Helena Police Department will not be liable for:

1. Any court appearances resulting from off-duty employment

2. Injury and workman’s compensation claims arising from off-duty employment

3. Legal actions arising from off-duty employment.  The officer and the off-duty employer bear this responsibility.

G.  All outside employment by Helena Police Department employees has a potential impact on the operation efficiency and public image of the Department.  In cases of actual or potential conflict of interest, the Chief of Police will act to restrict outside employment.  Restrictions on such employment are not intended to prohibit secondary employment, but to insure that members’ performance is consistent with the primary duty and obligation to the Department.  

H. In addition to conditions set forth in this policy document, members have the affirmative responsibility for making sure their outside employment complies with the “Outside Employment” policy outlined in the City of Helena Personnel Policy Section 50-4.

_______________________________________

Approval



Date

REQUEST FOR PERMISSION FOR

 OUTSIDE EMPLOYMENT

Full-time permanent and permanent part-time employees of the City of Helena who wish to work at jobs outside of their City employment must submit the following written request to their supervisor, Department Head, and Human Resource Manager for their approval and then to the City Manager for final approval.

(Please Print)

Employee Name:












Proposed Employer:












Employers Address:











Employers Phone No.: 











Proposed hours to be worked: 










Description of work to be done: 




































Supervisors Approval     Date


Department Head Approval    Date

Personnel Approval        Date


City Manager Approval          Date


The employee must also sign the following waiver:

WAIVER FOR OUTSIDE EMPLOYMENT

I HEAREBY WAIVE AND RELEASE THE CITY OF HELENA FROM ANY LIABILITY BECAUSE OF ANY INJURY OR SICKNESS WHICH WOULD APPEAR TO HAVE BEEN CAUSED BY MY OUTSIDE EMPLOYMENT.  I ALSO WAIVE ANY CLAIMS AGAINST THE CITY FOR WAGES OR BENEFITS IF IT WOULD BE NECESSARY TO BE ABSENT FROM CITY WORK BECAUSE OF AN INJURY CAUSED BY OUTSIDE EMPLOYMENT.  I UNDERSTAND THAT I AM ENTITLED TO USE PREVIOUSLY ACCRUED SICK LEAVE

Employee’s Signature        Date


Department Head Approval    Date
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