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By Order of the Police Commissioner 

 
 
POLICY 
 

All Baltimore Police Department (BPD) employees have as their primary employment obligation a 
duty to serve the BPD and the public at large. The BPD permits employees to supplement their 
income through appropriate secondary employment, subject to approval by the BPD. 
 

 
PURPOSE 
 

The purpose of this policy is to establish guidelines that govern secondary employment and 
maintain accountability for the welfare of the agency, its members and the community. Because 
opportunities exist for BPD members to abuse overtime privileges, and for employers to take 
advantage of BPD services, strict oversight of secondary employment is essential to ensuring 
organizational integrity and public trust. 
 

 
DEFINITIONS 
 

BPD Secondary Employment Unit (SEU) – The BPD unit which advertises and schedules overtime 
opportunities, oversees the time worked (via Form 1119, Secondary Employment Verification 
Report), and submits the completed and verified Form 1119 to Fiscal Payroll, who then enters time 
worked into Workday. 
 
BPD Secondary Employment — Any employment beyond a member’s regular duties, scheduled 
and managed through the BPD Secondary Employment Unit (SEU), that is conditioned upon the 
actual or potential use of law enforcement powers by the member while in BPD uniform.  
 

EXAMPLES:  Foot races, Orioles/Ravens games, and holiday parades. 
 
Officers who work BPD Secondary Employment are paid via Baltimore City’s payroll, and must have 
time entered into Workday to receive their pay. BPD Secondary Employment can fall into two 
categories with respect to how the officer is paid: 
 
 1. City-Paid Secondary Employment: work in law enforcement or related activities for a 

Baltimore City entity performed at the employee’s option during off-duty hours (time is paid 
according to the overtime pay rules of the FOP MOU; FLSA rules apply and employee is paid 
as per their MOU). 

 
 2. Third-Party-Paid Secondary Employment: work in law enforcement or related activities 

for a separate and independent employer performed at the employee’s option during off-duty 
hours (costs are paid by a third party outside of Baltimore City’s payroll; FLSA rules do not 
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apply). 
 
Workday Overtime Request – Officers who are approved to work Secondary Employment 
assignments managed through the SEU must submit Overtime Requests in Workday (as per BPD 
Payroll Processes Manual) that correspond to the overtime to be worked. The Overtime Request 
must be approved by the SEU prior to the member working the Secondary Overtime Shift. 
 

Form 1119 Secondary Employment Verification Report – Officers who work Secondary 
Employment assignments managed by the SEU must record their time worked using this form and 
submit the completed and signed form to the SEU within the same pay period so that they may be 
properly paid.  
 

Uniformed Secondary Employment — Employment, not scheduled through the BPD Secondary 
Employment Unit, for an entity which has a Memorandum of Understanding (MOU) or agreement 
with the BPD to provide uniformed BPD members to perform law enforcement services. Time 
worked for this type of Secondary Employment is not entered into Workday. The member receives 
payment for services directly from the employer, not the BPD. 
 
EXAMPLES: Uniformed security for Loyola University or security services for a professional sports 
player, when the player is in town. 
 
Non-Uniformed External Employment —  Any non-uniformed employment that is not scheduled 
through the BPD Secondary Employment Unit. This includes employment for security services, 
employment for businesses unrelated to security/law enforcement services, and employees who 
operate independent businesses. Time worked for this type of Secondary Employment is not entered 
into Workday. The member receives payment for services directly from the employer, not the BPD. 
 

EXAMPLES:  Plainclothes security for a retail establishment such as a grocery store, or a  
landscaping or home improvement position. 
 

 
GENERAL 
 
1. Secondary employment is a privilege afforded to members in good standing with the 

BPD. Unsatisfactory performance of daily duties may constitute denial of approval for 
requests to work secondary employment.  

 
2. Members shall not engage in secondary employment without proper authorization as 

described in this policy.   
 
3. Members shall not disclose any confidential information obtained in an official capacity to any 

secondary employer. 
 
Restrictions on the Nature of Secondary Employment 
 
1. Secondary employment shall not constitute a threat to the status or dignity of law 

enforcement as a professional occupation. Examples of employment that constitute such a 
threat, and will be denied, include but are not limited to: 
 

1.1. Establishments that sell pornographic books or magazines, sexual devices or videos, 
or that otherwise provide entertainment or services of a sexual nature; 
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 1.2. Any employment involving the sale, manufacture, or transport of alcoholic beverages 
as the principal business unless the establishment has a current and standing 
MOU or agreement with the department; 

 
 1.3. Any gambling establishment, including any establishment operating bingo, carnival or 

gaming devices, that does not have a current and standing MOU with the 
department. 

 

2. Employment shall not present a potential for conflict of interest, or the appearance of a conflict 
of interest, between a member’s duties as a law enforcement officer and duties for the 
secondary employer. Some examples representing a conflict of interest include, but are not 
limited to: 

 
2.1. Working as a process server, re-possessor, or in-person bill collector or any other 

employment in which police authority might be used to collect money or merchandise 
for private purposes; 

 
2.2. Bail bond involvement; or 
 
2.3. Owning, operating, managing, or having a financial interest in a business where the 

employee uses their official capacity, position of employment, or access to Department 
information, files, records, or services for private or business gain. 

 
Secondary Employment Outside the City of Baltimore 
 
1. A member may obtain secondary employment outside the city of Baltimore, as long as the 

member: 
 
1.1. Is acting as a private citizen, without exercising powers and duties of a police officer; 
 
1.2. Is not using BPD credentials or equipment; 
 
1.3. Is not acting as a special police officer or private detective, except when employed in 

accident reconstruction or arson investigations; 
 
1.4. Is not operating a private detective agency; and, 
 
1.5. Is not working at a government site. 

 
Restrictions on Scheduling for All Types of Secondary Employment 
 

In an attempt to enhance alertness and focus, for the safety of the member and others, members 
shall abide by the following departmental professional work week standards except by order of 
the Police Commissioner or his/her designee: 
 

1. No member shall work in excess of 75 hours per work week (regular duty plus secondary 
employment), 

 
2. No member shall work in excess of 18 hours per calendar day (regular duty plus secondary 

employment), 
 

3. No member shall work in excess of 32 cumulative secondary employment hours during any 
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one week period. A week is defined as a seven day period beginning on Sunday and ending 
on Saturday. 

 
4. No more than 20 hours shall be worked in assignments outside those administered by the 

SEU unless work through the SEU is not available. 
 
5. No member shall schedule secondary employment such that they will not have at least 

seven hours of consecutive non-employment within any 24-hour period. 
 
Revocation 
 
1. Authorized secondary employment will not be suspended or revoked for disciplinary reasons, 

unless the suspension and revocation is the result of an underlying secondary employment 
violation. 

 
2. The secondary employment may be suspended or revoked if: 
 

2.1. The employment is determined to fit in any of the restricted categories of employment 
listed above under Restrictions on the Nature of Secondary Employment. 

 
 2.2. The employment exceeds the hours permitted, as outlined above under Restrictions 

 on Scheduling for All Types of Secondary Employment. 
 

2.3. The employment does not align with the above section entitled, Secondary 
Employment Outside the City of Baltimore. 

 
2.4. The employment is determined to otherwise compromise the member’s integrity, 

fitness or effectiveness as a BPD employee. 
 
 
BPD SECONDARY EMPLOYMENT / UNIFORMED SECONDARY EMPLOYMENT - GUIDELINES 
 
Restrictions 
 

1. The following members shall not work BPD Secondary Employment: 
 
 1.1. Members without police powers;  
 
 1.2. Police Officer Trainees/Police Cadets; and 
 
 1.3. Personnel on medical leave. 
 
2. Limited-duty members requesting to work BPD secondary employment shall submit an 

Administrative Report, Form 95, via official channels, to their commanding officer, who will 
forward the request to Human Resources for approval on a case-by-case basis. 

 
Appearance 
 
When working in uniform, members shall maintain a clean and neat appearance and shall wear 
all issued equipment in keeping with Policy 1504, Uniforms and Equipment. 
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Requesting BPD Secondary Employment 
 
Member 
 

1. Complete and submit a Request for BPD/Uniformed Secondary Employment, Form 445 to 
your immediate supervisor. 

 
NOTE:  Renew the Request for BPD/Uniformed Secondary Employment, Form 445, in January of 

each calendar year for each approved employer. Failure to do so will result in termination of 
approval for secondary employment, effective the first day of February each calendar year. 

 
2. Limit secondary employment to the place of employment and/or service to be performed as 

specified in the approved request. Members must submit a new Request for 
BPD/Uniformed Secondary Employment, Form 445 prior to engaging in employment or 
services not specified in a previously approved request. 
 

3. Once approved to work Secondary Employment assignments managed by the SEU, the 
member must submit a Workday Overtime Request (as per the BPD Payroll Processes 
Manual) that corresponds with the time to be worked.  

 
Member’s Supervisor 
 
1. Indicate recommendation for approval/denial for BPD Secondary Employment in the 

appropriate section on the member’s Request for BPD/Uniformed Secondary Employment, 
Form 445. 

 
2. If approved, forward Request for BPD/Uniformed Secondary Employment, Form 445, to the 

submitting member’s commanding officer, via official channels. 
 
3. If denied, return to the submitting member the Request for BPD/Uniformed Secondary 

Employment, Form 445, with a concise statement supporting the reason for denial in the 
space provided. 

 
4. For Secondary Employment managed by the SEU, review the member’s Overtime Request in 

Workday to determine if it meets applicable BPD policy, and reassign the request in Workday 
to the SEU for final review and approval. This step is necessary so that the member is paid 
properly for the work.  

 
Member’s Commanding Officer 
 
1. Approve/deny Request for BPD/Uniformed Secondary Employment, Form 445. 
 
2. If approved, forward Request for BPD/Uniformed Secondary Employment, Form 445 to the 

Secondary Employment Unit. 

 
3. If denied, return to the submitting member the Request for BPD/Uniformed Secondary 

Employment, Form 445, with a concise statement supporting the reason for denial in the 
space provided. 
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Secondary Employment Unit  

 
1. Approve/deny Request for BPD/Uniformed Secondary Employment, Form 445 and renewal 

requests. 
  

2. If approved, forward a copy of the approved Request for BPD/Uniformed Secondary 
Employment, Form 445 and renewal requests to the Commanding Officer of the requesting 
member and the Human Resources Section. 
 

3. If denied, return denied Request for BPD/Uniformed Secondary Employment, Form 445 and 
renewal requests, with a concise statement supporting the reason for denial in the space 
provided to the Commanding Officer of the requesting member. 

 
4. Review Workday Overtime Requests for Secondary Employment managed by the SEU and 

approve for members who have followed applicable BPD policy governing overtime and 
secondary employment. This step is necessary for the member to be paid properly for the work.  

 

 

NON-UNIFORMED EXTERNAL EMPLOYMENT - GUIDELINES 
 

Restrictions 
 
1. Pursuant to Policy 302, Rules and Regulations, members working within the city on approved, 

Non-Uniformed External Employment are not acting in the capacity of a police officer but 
as an employee for the private employer.  

 
2 .  Members working for a private employer must give on-duty officers (within and outside of 

the city) first consideration before taking any law enforcement action unless exigent 
circumstances exist. 

 
3. In cases of emergencies, day or night, always be prepared to report for duty if called upon. 
 
4. Do not engage in any private or public investigative activity as a secondary employment 

endeavor unless it is a requirement of an approved security-related position. 
 
5. Do not wear the BPD uniform for any Non-Uniformed External Employment without prior 

approval of the Police Commissioner. 
 
6. Limit secondary employment to the place of employment and/or service to be performed as 

specified in the approved request. Members must submit a new Request for Non-
Uniformed External Employment, Form 446 prior to engaging in employment or services not 
specified in a previously approved request. 
 
 

7. Handguns — Members shall obtain a handgun permit from the Maryland State Police 
when required to carry a  handgun as a condition of employment by their secondary 
employer. In this case, officers will be armed under the authority of the secondary 
employer. 
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Requesting Non-Uniformed External Employment 
 
Member 
 
1. Complete and submit a Request for Non-Uniformed External Employment, Form 446, to your 

immediate supervisor. 
 
NOTE:  Renew the Request for Non-Uniformed External Employment, Form 446, in January of each 

calendar year for each approved employer. Failure to do so will result in termination of 
approval for secondary employment, effective the first day of February each calendar year. 

 
2.  Requests to perform private security duties must be site-specific as to the address, type of 

business, trade name, dates and duties to be performed for each location. This will 
apply even if the employer is a private security agency that assigns security details to off-
site clients. 

 
Member’s Supervisor 

 

1. Inspect the Request for Non-Uniformed External Employment, Form 446 for accuracy and 

completeness. 
 
2. Forward the Request for Non-Uniformed External Employment, Form 446 to the requesting 

member’s Commanding Officer. 
  
Member’s Commanding Officer 
 

1. Inspect the Request for Non-Uniformed External Employment, Form 446 for accuracy and 

completeness. 
 
2. Forward the Request for Non-Uniformed External Employment, Form 446 to the requesting 

member’s Division Chief. 
 
3. Receive the decision on the member’s Request for Non-Uniformed External Employment, 

Form 446 from the Police Commissioner or his or her designee.  
 
3.1. Forward a copy of the approved request to the submitting member. 
 
3.2. Maintain a copy of the approved request in the member’s command personnel jacket. 

 
3.3. Forward a copy of the approved request to the Human Resources Section to be 

maintained in the member’s personnel jacket. 

 
Division Chief of Requesting Member’s Division 

 
1. Indicate recommendation for approval/denial of the member’s Request for Non-Uniformed 

External Employment, Form 446.  
 
2. Forward recommendation to the Chief, Special Operations Division for review and 

recommendation. 
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Secondary Employment Unit 
 
1.  Conduct a background investigation on employers/businesses/business owners for all types of 

Non-Uniformed External Employment. 
 
2. Determine if a handgun permit is a condition for Non-Uniformed External Employment. 
 
3. Provide as much detail as possible to the Chief, Special Operations Division, about the 

employer and duties of the secondary employment. Secondary employment may not conflict, 
compete, or interfere with the duties and responsibilities of any member of the BPD. 

 
4. Forward information and recommendation for approval or denial to the Chief of the Special 

Operations Division for final review. 
 

5.  Conduct annual site visits and verify that the business is in good professional and 
community standing for Non-Uniformed External Employment of BPD members. 

 
Chief, Special Operations Division 
 
1. Direct an appropriate investigation/vetting of the employer to be conducted by the Secondary 

Employment Unit, when the validity of the employment/employer is not known.  This 
information shall be used to determine if the request shall be approved or denied. 

 
2. Indicate recommendation for approval/denial of the member’s Request for Non-Uniformed 

External Employment, Form 446. 
 
3. Forward recommendation for approval/denial to the Police Commissioner and/or his designee.  
 
Police Commissioner and/or Designee 

 
1. Approve or deny the member’s Request for Non-Uniformed External Employment, Form 446. 
 
2. Forward approved and/or denied Request for Non-Uniformed External Employment, Form 

446 to the member’s commanding officer.  
 

 
GENERAL RESPONSIBILITIES OF OTHER UNITS / MEMBERS 

 
Secondary Employment Unit 
 
1. Conduct annual audits, each January, of Requests for BPD/Uniformed Secondary 

Employment, Forms 445, and Requests for Non-Uniformed External Employment, Forms 446 
to ensure that they are current. 
 

2. Send requests for updated Forms 445 or 446 to each member’s Administrative Unit in 
January of each year.  

 
2.1. If a member fails to update and return the proper form, terminate secondary 

approval effective February 1st and send a copy to the Commanding Officer indicating 
the member’s secondary employment has not been renewed. 
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3. Supply Uniformed Secondary Employment Agreement, Form 208 and Employment Liability 
Agreement, Form 209 to employment entities wishing to employ BPD members.  

 
4. When an approved Uniformed Secondary Employment Agreement, Form 208 is received from  

Legal Affairs, ensure that the employment entity completes an Employment Liability 
Agreement, Form 209. Maintain both forms on file for the duration of the employment 
agreement. 
 

5. Conduct a background investigation on employers/businesses/business owners for all types of 
Non-Uniformed External Employment. 

 
6. Ensure members are not employed at businesses or establishments that dispense or sell 

alcohol and/or alcoholic beverages unless the establishment has an active and standing 
MOU or agreement with the agency. 

 
7. Suspend or revoke secondary employment privileges when a secondary employment 

violation has occurred. 
 
Director, Human Resources Section 
 
1. File each Request for BPD/Uniformed Secondary Employment, Form 445, and Request for 

Non-Uniformed Outside Employment, Form 446, in the corresponding member’s personnel 
jacket. 

 
2. Approve/deny requests to  work  BPD secondary employment, submitted by members in a 

limited duty status, on a case-by-case basis. 
 
Legal Affairs 
 
1. Upon receipt of a completed Uniformed Secondary Employment Agreement, Form 208: 

 
1.1. Review the  form for legal sufficiency and make a recommendation for approval/denial; 
 
1.2. Forward the form to the Police Commissioner or his/her designee for final action; 
 
1.3. After final action by the Police Commissioner, retain the original and send a copy to the 

Administrative Sergeant/Lieutenant of the district of origin. 
 
1.4. Send a copy to the Secondary Employment Unit. 

 
2. Maintain a file for all original completed Employment Liability Agreement, Form 209, and 

Uniformed Secondary Employment Agreement, Form 208. 
 
Administrative Sergeant/Lieutenant 
 
Maintain a file for the following: 
 
1. Copies of approved Uniformed Secondary Employment Agreements, Form 208, for 

employers located within your district. 
 

2. Copies of Requests for BPD/Uniformed Secondary Employment, Form 445, Requests for 
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Non-Uniformed External Employment, Form 446, and Employment Liability Agreements, 
Form 209, completed by members of your district. 

 
 
ASSOCIATED POLICIES 
 

Policy 302,  Rules and Regulations 
Policy 409,  Firearms Regulations 
 
 

APPENDICES 
 
A. Uniformed Secondary Employment Agreement, Form 208. 
B. Employment Liability Agreement, Form 209. 
C. Request for BPD/Uniformed Secondary Employment, Form 445. 
D. Request for Non-Uniformed External Employment, Form 446. 
E. Secondary Employment Verification Report, Form 1119. 
 
 

RESCISSION 
 

Remove and destroy/recycle Policy 1702, Secondary Employment, dated 18 March 2018.  
 
 

COMMUNICATION OF POLICY 
 

This policy is effective on the date listed herein. Each employee is responsible for complying with the 
contents of this policy. 
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APPENDIX A 

 
Uniformed Secondary Employment Agreement, Form 208 
 

 



Policy 1702 SECONDARY EMPLOYMENT Page 12 of 16 
 
 

APPENDIX A 

 
Uniformed Secondary Employment Agreement, Form 208 (Page 2) 
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APPENDIX B 

 

Employment Liability Agreement, Form 209 
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APPENDIX C 

 

Request for BPD/Uniformed Secondary Employment, Form 445  
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APPENDIX D 

 

Request for Non-Uniformed External Employment, Form 446 
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APPENDIX E 

 

Secondary Employment Verification Report, Form 1119 
 

 


