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Td: All Department Empla~ee~

FROM: Chief of Police

SUBJECT: DEPARTMENT EMPLOYEES' COMP~,IANCE WITH THE FAIR LABOR
STANDARDS AGT

The Federal Fair Labor Standards Act (FLSA) applies to every employee of the Department.
Every employee has an obligation to assist the Department in complying with FLSA. Althoughsome FLSA regulations are complex, there are certain simple rules that the Department must
impose on all employees to assure the Department's compliance with FLSA.

The City can incur enormous liability for violating the F~,SA. The Department therefore willtake action against any employee who knowingly engages in a violation of the rules designed fehelp the Department comply with FLSA, whether the employee is sworn or civilian, line or
supervisory, in every rank, title and position.

Fir sworn employees at the rank of Lieutenant end below (including those with supervisory
responsibilities) and civilian. employees who are eligible for overtime, these rules include, but ~r~riot limited to, the following:

i No work maybe done outside the employee's scheduled work hours unless approved in
advance byhis/her immediate supervisor. Court appearances and emergency situations
requiring immediate law enforcement intervention a~-e exceptions. In emergency situation,
the employee must notify a supervisor of his/her overtime status as soon as the incident
allows the employee to do sa.

• The employee may not perform Department duties outside his/her scheduled work hours
without promptly submitting an overtirrie report. Overtime reports are to be submitted in ~.timely manner:

Employees must take his/her Code-7 or similar time off during hislher watch. Employes
who submit daily logs (i.e., Daily Field Activity Reports or Sergeant's Daily Legs) are to
document the time of their Code-7 or when Code-7 was requested and denied. Brnplo~eeswho do not submit daily logs are to document the time of their bode-7, as well as their stdand end of watch times on their divisional or ~~ct on sign- n/out leg. If na such log exists,the employee i~ to notify hislh~~ su~~rvisor: '~h~ supervisor i~ to irntnedi~t~ly ~l~t~~~t--log if Brie dae~ riot ~~ist anci previi~~ a ropy to his/her ~orr~m c~ ng officer.

civil ~ e~ployee~ ~ig~ecl t~ the ~/~0 ~~h~dule ~n~~ ~~t move e~ ~dju~t them ~=hoii~"~oc~ ~~~" day ofd: ~~e~ ~ele~tin~ that ~~h~~le, tie e~npl~~~~ nab n~~~ m~v~ ~r ~~j~s~ ~li~ir~-I~~~r (~tm~~ifi~d"} ~~y aft
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+~ Employees must not begin wot~k prior to the start of their work schedule or watch to preparefor roll call ar any other Department business unless directed to do so by their cainmandingofficer or immediate supervisor.

~ Under no circumstances may the employee record ar maintain overtime hours in an informalmanner commonly referred to as "white time" (informal timekeeping method) or any othermethod that is inconsistent with established Department policies and procedures.
Additionally, all supervisors (including sworn personnel at the rank of Captain and above andcivilian employees who are not eligible for overtime} must monitor the activities of theirsubardinates at the rank of Lieutenant and below and civilian employees who are eligible fogovertime to ensure those employees are not working unapproved or uncompensated overtime.This includes making reasonable inquiries to determine whither their ernplc~yees are takingDepartment work home to complete without compens~tian and supervisory approval, t€i.~ ngthe appropriate Code-7, or otherwise working t~~~sir~e the scheduled sluff 6r` watEh.

Any knowing violatit~n of the foregoing rules, or any other knowing vi~l~tian t~f the FLSA, b~any employee, regardless of rank; title or position is mis~onti~~~ and will result ri t~ s~ p~ ri~ryaction, up to and including termination.

Commanding officers are to ensure every e~cn~~ilay~e under tl~~i~ com~~d ~~ceiv~s ~ ~o~y ~~ t~ii~~Vbtic~ and signs the attached "Acknou~l~dg~m~nt o~'l~~c~ p~". Thy i~~~ pt shall be pla~~~ in the— _ 
_ _ --

___..___._ ~mptayee s I3~~ar~iiei~ p~r~o~el ~~lc~ d a co~Y ~~~~~t~ ~ sl~~~ ~i~visiona~ ~~rsi~rin~l 
___~falder. This i5 ~a tie comple~~~ by April ~~, ~~0~.

I~' you have any quest a~i~ r~~~=~~~~ t~~ ~~;;~.~ ~~ti~~; ~l~~s~ ~~~t~~t the st~~~' ~t ~~~l~y~~R~l~t ~n~ Group ~t ~~1~) ~~~-~~~~.
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I have received a copy of the Office of the Chief of Police Notice dated January 30, 2009, titled"FAIR LABOR STANDARDS ACT COMPLIANCE."

I have read and understand the Notice. I will agree to the rules set forth in the Notice, and willadhere to the provisions of the FLSA as detailed in the Notice. I understand that any knowingviolation of these rules or other violation of the FLSA is misconduct and will subject me todisciplinary action.

Employee's Name and Serial Number (Printed)

Employee's Signature " Date

Signature and Serial Number of Supervisor DateServing this Notice upon Employee

Distribution
Original - Employee's Department Personnel Folder
Copy - Employee's Divisional Folder




