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VI. POLICY
VI. It is the policy of the Helena Police Department to compensate employees for work-related tasks that exceed their normal work shift hours, or which occur during their scheduled leave periods.  Compensation shall be made in accordance with current City of Helena Personnel policies and the current labor agreement in place between the City of Helena and unionized Police Department employees.  Any overtime or leave-related issues not covered in this policy are governed by those documents.

VI. The Helena Police Department shall make reasonable efforts to accommodate employee leave and sick requests in accordance with current City of Helena Personnel policies and the current labor agreement in place with covered employees.

VI. In the event of a conflict between the provisions of this manual section and those of an authorized labor agreement, the provisions of the labor agreement shall prevail insofar as members of the bargaining unit covered by the agreement are concerned.

VI. All Department employees may be required to work hours in excess of their official work period when necessary and as determined by Department management.

VII. DEFINITIONS

VII. Overtime definitions

VII. Court Overtime – normal off-duty time where an employee is required to respond to an official court notification that relates to duties performed as an employee of the Department.  

VII. This may include criminal, civil or small-claims actions. 

VII. Sergeants not covered by a labor agreement are entitled to a minimum of 2 hrs of overtime for court appearances outside his/her normally scheduled shift.  For appearances immediately contiguous to the employee's shift, he/she is entitled to overtime for time actually worked.

VII. Other employees not covered by a labor agreement are entitled to overtime for time actually worked.
VII. Hours worked for court overtime are eligible, with supervisor approval, for compensatory time.
VII. Call-out Overtime – overtime that is authorized when an eligible employee is called in or ordered to duty, while on authorized leave or time off.  

VII. Employees covered under an authorized labor agreement are entitled for compensation as outlined in the current agreement.
VII. Employees not covered by a labor agreement are entitled to overtime or, with supervisor approval, compensatory time for the hours actually worked by the employee.

VII. Regular Overtime – authorized time worked by an eligible employee that exceeds the employee’s normal work hours (hours in excess of a scheduled 8 or 9 hour work shift).  

VII. Training Overtime – time worked by employees during authorized department training events, sponsored schools and other educational training paid by the department in excess of the employee’s regularyly-scheduled work shift.

VII. Extra Work Overtime – time worked outside the employee’s normal work hours for special events, special details, and other work contracted by the Department.  Extra work overtime is not eligible for compensatory time.

VII. Holiday Overtime – employees required to work on designated holidays, or days designated for the employee in lieu of a designated holiday, receive, in addition to regular holiday pay for the shift, overtime in an amount as may be described in the current labor agreement.
VII. FTO (Field Training Officers) Overtime – officers designated as Field Training Officers, for the period of time they are performing their training duties, are entitled to overtime at a rate of pay equal to one-and-one-half times their normal rate of pay, which includes any pay incentive negotiated in a labor contract, for all hours worked in excess of their regularly-scheduled shift.

VII. Compensatory Time – may be accrued in lieu of regular or callout overtime, however an officer may be required by a supervisor to take regular overtime rather than compensatory time for time worked.

VII. Other overtime categories may be added by the department for special units (such as MRDTF, HIDTA, etc) or for special details (such as K9s, Downtown details, etc) as the need arises.

VII. Leave definitions

VII. Holiday leave – The City Human Resources Office provides a list of authorized holidays each calendar year for which, depending on their work assignment, employees are granted time off or are eligible for holiday pay for working this day.  

VII. Compensatory leave – may be used as leave by officers, rather than vacation or holiday leave.  Supervisors may require that compensatory leave be taken at a time that does not interrupt operation of the Department.

VII. Sick leave - Employees earn 12 (8 hour) working days for each year of service or approximately 3.7 hours per bi-weekly pay period (96 hours annually) if scheduled to work full- time. Credits are pro-rated for part-time employees.  Sick leave may be used for approved purposes, as outlined in City Personnel Policy 81-2.

VII. Military leave – eligible members of the National Guard and Reserves are eligible for 120 hours of leave per calendar year, which may be used for military service (federal duty pursuant to issued orders) or state active duty (including duty performed during a declared disaster or emergency).  

VII. Leave may be used for inactive training duty and weekend drills.  Military leave may be carried over year-to-year, however employees may not carry a balance of more than 30 days.  

VII. Refer to Military Leave Guidelines for Montana Public Employees for further guidance permissible use of military leave.

VII. Leave without pay - is any approved period of time an employee is away from City service for any reason and is not in pay status.  Leave without pay will only be granted with prior approval from the Chief of Police.

VII. Vacation leave – leave that is accrued by an employee each biweekly pay period, as indicated below:

	Years of Employment
	
	Days Earned Per Year
	
	Total Hours Earned Per Year
	
	Hours Earned Per Bi-Weekly Pay Period (rounded)

	1 day – 10 yrs
	
	15
	
	120
	
	4.6

	11 yrs – 15 yrs
	
	18
	
	144
	
	5.5

	16 yrs – 20 yrs
	
	21
	
	168
	
	6.5

	Over 20 yrs
	
	24
	
	192
	
	7.4


City of Helena Personnel Policies Handbook, 2004

VIII. LEAVE PROCEDURE

VIII. Leave requests

VIII. Department employees are responsible, prior to requesting vacation, holiday or compensatory leave, to ensure sufficient staffing levels to accommodate the request.  If there is insufficient staffing, members may attempt to arrange workday swaps with other members.  Employees of supervisory rank (Corporals or higher) may only exchange work shifts with other supervisory members.
VIII. Overtime pay will not normally be authorized to cover employee leave requests.
VIII. Sick leave requests

VIII. When calling off sick for a scheduled work shift, employees will attempt to make such requests as early as possible before the start of the shift to accommodate filling staff shortages if necessary.

VIII. Members will contact the current on-duty OIC and report their sick leave request.  Members are responsible for providing the OIC a reason for the sick request (headache, flu, injury, etc).  This information must be included on the leave request.

VIII. The on-duty officer in charge will record the sick leave request in the schedule and ensure a sick leave request is completed for the officer.

VIII. Sick leave requests will be forwarded through the requesting member’s supervisor to department payroll.

VIII. Any pre-planned sick leave requests, such as for medical appointments, funerals, parental leave, etc, will be made as far in advance as possible, to accommodate scheduling.

VIII. Pre-planned sick leave requests will be submitted through the member’s immediate supervisor.

VIII. Military leave

VIII. Leave requests meeting federal guidelines for military leave will not be denied by the department or supervisors.

VIII. Employees submitting requests for military leave are encouraged to do so as far in advance as possible to allow time to cover staff shortages, if necessary.

VIII. Employees requesting military leave from their work assignment are to submit an electronic leave request, as they would any other leave request, to their immediate supervisor.

VIII. Duty orders from the employee’s military assignment will be required before granting leave for any extended periods of time.  Extended leave is normally viewed as any leave period beyond normal weekend Guard or Reserve drills, or anytime the employee is issued duty orders from his or her military assignment.

VIII. Leave without pay

VIII. Employees may request time off without pay from their supervisors in the same manner as sick or vacation leave by submitting the appropriate written electronic email request. 

VIII. The Chief of Police may, at his discretion, approve an absence without pay for a period of five days (40 hours) or less. Any leave of absence without pay in excess of five days (40 hours) must be approved by the City Manager, in advance if possible.

VIII. General Provisions

VIII. All leave requests will be submitted through the City/County E-mail service. 

VIII. All leave requests must include dates, hours and type of leave to be used. (i.e. Annual, Holiday, Comp, sick)

VIII. Members required to attend court hearings and trials on a regular basis (generally officers assigned to the patrol division) must have clearance from Municipal Court when submitting pre-planned sick leave requests or other requests for leave.

VIII. The requesting employee will submit the leave request on the Department email leave request form to Municipal Court.

VIII. Municipal Court will return the request indicating approval, denial or information regarding scheduled court appearances.

VIII. If denied, officers will not be able to continue with the process until other necessary arrangements can be made with court for approval.

VIII. Requests to a prosecuting attorney to reschedule or change a trial appearance due to a leave request conflict will only be made through the requesting officer’s supervisor.

VIII. After obtaining approval from Municipal Court, the email request will be forwarded to the requesting employee’s immediate supervisor.

VIII. Supervisors are responsible for determining if it is appropriate for leave to be approved.

VIII. If approved, the supervisor will make the necessary adjustments to the work schedule indicating the leave.

VIII. Leave requests will be returned to the requesting officer with approval or denial.  If approved, the supervisor will also forward approval to Department payroll.

VIII. It is the direct responsibility of the requesting employee to ensure that he/she has sufficient accumulated leave to cover a submitted leave request.  Failure to do so may result in the employee receiving leave without pay for that portion of a request not covered by accumulated leave.

VIII. Supervisors will approve or deny leave requests from employees in a timely manner.  Corrections and adjustments to the work schedules will be done in a timely manner after approval of leave requests in order to facilitate proper staffing levels.

VIII. Employees may not expend leave during the same pay period in which it was accumulated.

IX. OVERTIME & COMPENSATORY TIME PROCEDURE

IX. Overtime & compensatory time will be accrued at a rate of time-and-one-half beyond the employee’s regularly scheduled workday.

IX. For example, 1 hour of overtime will be compensated at time-and-one-half of the employee’s rate of pay.

IX. 1 hour of overtime worked and requested as compensatory time will be accrued as 1.5 hours of compensatory time off.

IX. Compensatory time may be requested in lieu of overtime, however the officer may be required by a supervisor to take regular overtime rather than compensatory time for time worked.

IX. Employees may accrue up to 80 hours of compensatory leave.  Balances beyond this are credited as regular overtime.

IX. Accrued compensatory time will only be paid out:

IX. For any hours earned that exceed the maximum accumulation allowed;

IX. At the time an employee terminates employment; or

IX. In an emergency situation with written approval of the Chief of Police.

IX.  Compensatory time does not apply to extra work (special funded details) or special detail overtime (DUI/Seatbelt enforcement details, etc).
IX. Travel Provisions

IX. Employees’ work schedules will normally be adjusted to provide travel time to and/or from work-related meetings, training, etc outside the City of Helena.

IX. Overtime may be authorized for travel time at the discretion of the Training Coordinator and/or the Chief of Police.
IX. Overtime may be authorized for all employees (driver and passengers) in a vehicle who are traveling in excess of their scheduled work day (typically time in excess of the employee’s normally-scheduled work day). 
IX. Employee responsibility

IX. Each Department employee is responsible for the accurate and timely submission of overtime and compensation time claims.

IX. The employee claiming overtime compensation shall appropriately complete the electronic overtime request form and submit it electronically to his/her immediate supervisor for approval.

IX. Claims for reported overtime that has not been paid, or any challenge to the accuracy of overtime compensation received shall be made in writing by the employee to their immediate supervisor before the end of the next pay period.

IX. Employees will submit all overtime requests to their supervisor, or in that supervisor’s absence, to the on-duty officer in charge, without delay; preferably immediately after completing the overtime work period. Delays in submitting overtime requests may result in the overtime pay not being included in the current payroll period.

IX. Supervisor responsibility

IX. Each Division Commander will be responsible for organizing and managing the work of his assigned personnel in a manner to minimize accumulation of overtime.

IX. First line supervisors shall be diligent and attentive to the work of the employees they supervise, to manage and minimize the accumulation of overtime.

IX. Supervisors will process overtime requests from employees in a timely manner, so as to meet payroll timelines and ensure employees are paid for time worked.  

IX. Approved overtime and compensatory time requests will be forwarded electronically to Department payroll, and the requesting officer and his/her supervisor will be cc’d the approval.

X. HOLIDAY PROCEDURE

X. The holiday pay procedures applicable to employees covered by a labor agreement are detailed in that agreement.
X. Shift supervisors are required to downsize shift staffing on designated holidays in the event more officers are scheduled to work than are needed.  This staffing level is determined by the Patrol Division Commanding Officer.

X. Officers entitled to overtime pay (in addition to holiday pay for designated holidays/substituted days) shall submit requests for this holiday overtime through their supervisors as any other overtime request (See Section IV(E) above).
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