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PURPOSE 
This direct ive establishes the Houston Independent School Distr ict  Police Department  
policies and procedures relat ing to extra employment. This directive appl ies to a l l  
Houston Independent School Distr ict  Police Department personnel .  
 

DEFINITIONS 
Sixteen (16) Hour Rule:  This is  defined as  the off icer’s  workday that starts at  the 
beginning of Their shi ft ,  seven days a week, and ends at the beginning of their shi ft  
the fol lowing day. Within that  twenty-four (24) hour cycle ,  the off icer may only work 
sixteen  (16) hours.  
 
Unscheduled Leave:   A leave event is  considered unscheduled if  the leave is  requested 
less than twenty-four  (24) hours before the start  of the leave unless approved by a 
superv isor as a scheduled leave event.  A superv isor may deny any request for  
unscheduled leave if  that supervisor bel ieves the reason given for the request does 
not just ify  unscheduled leave or i f  the unscheduled leave would jeopardize the delivery  
of necessary police services during that day and that shi ft .  
 

EXTRA EMPLOYMENT REQUIREMENTS 
Employees of the HISD Police Department may engage in extra employment that is  
within the boundaries  of Harris  County  and within the metropolitan Houston area ISDs 
in addit ion to their regular duties to pursue legit imate sources of  secondary income; 
however,  it  should be noted that  extra employment is  a  priv i lege, not a r ight,  and 
permission can be denied i f  there is:  
 

a)  Any interference with regular ly assigned HISD Police Department duties .   
Employees must be physical ly  f it  and mental ly  alert  when reporting to  
Duty.  

 
b)  An employee is  prohibited from working extra employment if  unscheduled 

leave is  taken for their  regular  tour of  duty because of i l lness  or has taken 
leave not approved by a supervisor as a scheduled leave event.  This  
prohibit ion begins at  the start  of the off icer’s  shi ft  for which the leave is  
taken and remains in effect for 24 hours.  

 
c)  Any appearance of impropriety.  
 
d)  For cause or at  any other t ime deemed necessary by the Chief of Police.  

 
There must be a minimum of an eight (8)  hour break before returning to normal work 
hours.  There shall  be a reasonable break,  usual ly  a  minimum of 15 minutes,  to al low 
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for travel  t ime between the end of your duty assignment and reporting for  an extra 
employment assignment.  
 
NOTE: Requests for ALL extra employment outside Harr is  County’s boundaries,  
including al l  other Pol ice ISDs,  must be approved by a Commander or above.  
 

LIMITATIONS 
Employees can agree to work extra employment without having al l  the job-related 
facts,  or s ituat ions may occur after an agreement to work has been made and approved.  
If  any of the fol lowing restrict ions occurs or becomes known to the employee, the 
employee wil l  immediately resign from the extra employment.  
 
Extra employment permits wil l  not be approved or wil l  be revoked if :  
 

a)  The extra employment involves hir ing off icers,  and the business’s primary 
purpose is  the sale and on-premise consumption of a lcoholic  beverages.  
This restrict ion may be waived i f  at  least  two uniformed off icers work 
simultaneously at  the establ ishment where 51% or more alcohol is  served.  

 
b)  The business al lows wet T-shirt  or bik ini  contests,  l ingerie  shows, or 

topless,  bottomless,  or nude performers (male or female) to appear on 
the premises,  including the park ing lot.  

 
c)  Requirements imposed on the business by l icenses or permits or  other 

regulations are  not complied with by the business  during the hours of  
extra employment,  or the business is  consistently or  frequently in  
violation of state or federal  law or city ordinance.  

 
d)  HISD considers the location or nature of the extra employment to be 

controversial  (e.g.,  labor dispute,  abortion cl in ics,  c iv i l  dispute) .  
 
e)  The work location is  considered foreign terr itory (e.g.,  an embassy).  
 
f)  The business expects the off icer to enforce house rules .  
 
g)  The business restricts the employee from areas the public has access to.  
  
h)  The establishment owns or operates amusement machines or s imilar  

devices currently defined by the state of Texas as i l legal  gambling devices  
(e.g.,  eight-l iners) .  

 
i )  The business is  involved in playing bingo unless the employer is  l icensed 

in accordance with the Bingo Enabling Act.  (When submitt ing an 
applicat ion for  extra employment at these establ ishments,  the employee 
wil l  include the establishments’  bingo l icense number on the request  
form);  and 

 
j )  Al l  employees must consult  their  supervisor or an on-duty supervisor 

before submitt ing an extra-job request for the above-l isted l imitations.  
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NON-POLICE-RELATED EXTRA EMPLOYMENT 
Non-police-related extra employment is  employment in which the use of law 
enforcement powers is  not ant icipated. An Extra Duty Form is required to work this 
off-duty job;  however,  permiss ion may be denied for an off-duty job if  there is  a 
possible confl ict  of interest or i f  the extra job would tend to discredit  the HISD Police  
Department. Restrict ions to off-duty employment wil l  al ign with HISD Board Policies 
and Procedures and HISD Human Resources  Department directives.  The sixteen (16) 
hour-a-day rule appl ies to non-police-related employment.  
 

POLICE-RELATED EXTRA EMPLOYMENT 
Police-related extra employment is  secondary employment in which the actual  or  
potentia l  use of law enforcement powers is  ant icipated. Restrict ions to this type of  
extra employment wil l  be in accordance with the fol lowing rules:  
 

a)  Assistant Chief or des ignee wil l  oversee adherence to the departmental  
polic ies,  processes,  and other matters deemed appropriate by the 
department.  

 
b)  Officers must  receive by procedure permission to  engage in extra  

employment. Officers  must submit the HISD PD Extra Employment 
Request to their immediate supervisor.  

 
c)  Once the supervisor s igns off  on the permit ,  the request wil l  be sent to 

the designee for the permit number. The Extra Job Coordinator wi l l  return 
the signed lower port ion to the submitt ing off icer .  

 
d)  If  an off icer  receives an extra job offer at  the last  minute,  the off icer shal l  

contact the on-duty superv isor for approval.  Once the extra job is  
approved, the off icer shal l  submit Form #0041 on their next working day.  

 
e)  Al l  pol ice-related extra employment shal l  be performed within the 

boundaries of Harris  County. Exceptions may only be approved by  a  
Commander or above.  

 
f)  Extra employment us ing motorcycles in  a  police-re lated funct ion is  

prohibited.  
 
g)  Police-related extra employment shall  be performed while wearing the 

standard departmental ly  issued uniform. Generic  pol ice uniforms wil l  not 
be authorized.  

 
h)  The permission to perform extra employment wil l  be rev iewed 

periodical ly  by  the Commander or designee and may be revoked or  denied 
by the Chief of Police or his designee without pr ior notice. Violat ions of  
any policy provision may result  in an immediate suspension of any 
employee’s extra employment priv i leges and discipl inary action.  

 



420-024 Extra Employment  Page 4 of 6  

i )  Off icers who are assigned posit ions of transit ional,  l ight duty,  or unpaid 
health leave in accordance with references (b)  and (c)  shal l  not be 
approved for extra employment and shal l  not  work extra employment jobs  
unti l  a return to normal duty status.  

 
j )  An employee wil l  honor al l  subpoenas,  even when they create a 

scheduling confl ict  with secondary employment.  
 
k)  The Houston Independent  School Distr ict  shal l  not compensate an 

employee for t ime spent handling court cases result ing from extra 
employment not init iated at a distr ict-related event.  If  an off icer is  
required to attend a c iv i l  case or a case related to an action taken while  
working an extra job, the off icer shal l  be required to use compensatory 
t ime, vacation, or unpaid leave.  

 
l )  Documentation concerning al l  aspects of an off icer’s  extra employment 

shal l  be submitted as required;  this includes the extra-job permit readily  
avai lable with the off icer at  the extra- job si te.  

 
m) Al l  employees performing extra employment police-related duties outside 

the scope of their normal duties are subject to the same rules and 
regulations as if  they were on duty,  i .e. ,  arrest procedures,  completion of 
the body is  worn cameras,  use of force reports,  and or s ignif icant event 
forms and or supervisor notif ication procedures.  

 
n)  Transports were uti l i zed by the jur isdict ion the arrest was made in.  The 

on-duty supervisor may approve except ions.  
 
o)  The renewal date for al l  extra- job permits shal l  be the off icer’s  birthday 

month.  
 
p)  Officers suspended from duty (with or without pay) shal l  not work extra 

employment jobs unti l  being returned to normal duty status.  
 
q)  The applicant may NOT be entit led to Workers’  Compensation coverage 

from HISD if  the applicant should be injured while working for another  
employer or as an Independent contractor.  The employee shall  notify 
their  immediate supervisor or injury immediately.  

 

PROBATIONARY OFFICERS – EXTRA EMPLOYMENT AND OVERTIME  
During the f i rst  s ix  months of employment,  off icers are prohibited from any police-
related extra employment without prior law employment experience.  
 
During the second six months of employment,  off icers may work extra with a veteran 
off icer with prior law enforcement experience.  
 
Off icers with two years pr ior law enforcement experience may work extra employment 
upon complet ing the F ield Training Program.  
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Probationary off icers have l imited authorization for working overtime assignments.  
The fol lowing condit ions apply:   
 

a)  During the F ield Training Program, probat ionary off icers wi l l  work under 
the supervis ion of their  respect ive Field Training Off icers.  They shall  only  
work overtime in situations where pol ice  reports are required to be 
completed before going off  duty or in late  transport s ituat ions.  If  the 
Field Training Program is extended for any reason, this restr ict ion shal l  
remain in force.  
 

b)  Probationary off icers  may work distr ict-related overt ime while on 
probat ion and participating in  the F ield Training Program or with the 
approval of a Commander. The assignment must include partnering with 
an off icer who is  off  probation.   

 
EXTRA DUTY OVERTIME REQUESTS 
To central ize  and more closely monitor the overtime and extra-duty work act iv ity of 
al l  HISD employees,  employees wil l  submit  an Extra Duty Overtime Request Form via 
Axon Standards before working the assignment. Off icers with a recurr ing assignment 
must f i l l  out the request form only once at the beginning of the school year or when 
notif ied of the permanent assignment,  i .e. ,  Campus, Athletics,  Board Meetings,  etc . 
Officers working on a f i l l - in or temporary basis wil l  complete the form per event.    
 
An employee’s immediate supervisor must approve al l  overtime (paid or compensatory 
t ime) requests for the HISD Police Department or non-HISD Police departments before 
the employee begins the assignment. This includes any overtime hours funded through 
other departments,  schools,  etc.  An on-duty superv isor may approve the request if  the 
employee’s supervisor  is  unavai lable.  
 
Off icers wil l  not be permitted to volunteer or work overtime that the location 
administrator or designee has not requested. In  most cases where individuals request 
a specif ic  off icer,  that off icer wil l  be al lowed to perform the overtime assignment 
unless they have already scheduled too many hours dur ing that t ime period or there is  
an administrat ive reason for not al lowing that off icer to work the overtime.  
 
Employees shall  not be al lowed to work overtime or extra jobs on days on the day they 
have cal led in sick .  Employees shall  not work extra jobs for 24 hours after returning to 
duty. Employees shal l  not be al lowed to work overtime while on vacation;  however, 
they may work extra jobs.  I f  it  i s  shown that the extra job program is causing an 
employee to cal l  in s ick,  the employee may be barred from the Extra Job program. 
 

MAXIMUM HOURS WORKED IN A GIVEN DAY 
HISD Police Department employees shal l  not  work more than sixteen (16) hours  on any 
given day of the week unless directed by the Chief of Police or designee. This appl ies 
to both overtime and extra employment.  When an employee has worked sixteen 
consecutive hours,  there must be a minimum of an eight (8)  hour break before 
returning to work. Officers working more than 16 hours a day must contact a supervisor  
and inform them of the reason for the occurrence.  
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The off icer’s  workday starts  at  the beginning of  their shift ,  seven days a week,  and 
ends at the beginning of their  shift  the fol lowing day. Within that twenty-four (24) 
hour cycle,  the off icer  may only work sixteen (16) hours.  The 16-hour rule applies to  
weekends and hol idays and covers e leven (11) and twelve (12) month employees. (Any 
police-related funct ion).  
 

MANAGEMENT RIGHTS 
The Chief  of Police  or designee reserves the right to approve, deny, prohibit ,  or restrict  
off-duty or extra-job employment for cause.  
 
 
 
 
 

Approved By  
 Pedro Lopez Jr. ,  Chief  of Police 
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