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ST. PETERSBURG POLICE DEPARTMENT 
 
 
GENERAL ORDER 
 
 
 
 
 
 
 

Subject: EXCHANGE OF DUTY TIME  
 
 
Index as: Duty Time, Exchange of Recipient 
 Exchange of Duty Time Substitute 
 
 
Accreditation Standards:  

Cross Reference:  

Replaces: G.O. II-28, Exchange of Duty (September 6, 1994) 
 
 
This order establishes the Department policy regarding exchange of duty. It consists of the following sections: 
 

I. Policy 
II. Definitions 
III. Procedures 

 
I. POLICY 
 
Employees who are within the same classification and have the same qualifications may be permitted to exchange duty 
assignments with other employees. 
 
II. DEFINITIONS 
 

A. Recipient – an employee who is being replaced on a duty assignment. 
 

B. Substitute – an employee who agrees to fill the duty assignment. 
 
 
III. PROCEDURES 
 

A. The exchange will be strictly a voluntary/mutual agreement between affected employees. 
 

B. The exchange of duty must be at no additional cost to the City of St. Petersburg or the Police Department. 
 

C. The exchange shall be limited to a minimum of one (1) complete shift. 
 

D. The exchange must be with the approval of both employees’ immediate supervisors, and classification for 
classification exchanges will be determined by these supervisors. If applicable, other specific requirements may be imposed 
by the supervisor to meet operational needs. 
 

E. An Exchange of Duty Request forms must be submitted as far in advance as possible, but no later than forty-eight 
(48) hours before the affected shift. The approved Exchange of Duty Request forms must be on file with both immediate 
supervisors prior to exchange. 
 
 

DATE OF 
ISSUE 

EFFECTIVE DATE NUMBER 

August 2017 Immediately II-28 

Distribution:  All Employees 
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F. The supervisor or personnel clerk will record the exchange of duty in the comment section of both employees’ pay 
cards, e.g. Smith in for Jones 1700 - 1500, 10/02/2017. 

 
G. The overtime pay for the exchange of an overtime assignment will be paid to the substitute. If, while substituting on 

an exchange of duty, an individual needs to be held over, the resulting overtime will be paid to the substitute. 
 

H. Any shift differential earned during the time period of the exchange will be paid to the recipient. The “regular” hours 
associated with the exchange will be credited to the recipient. 
 

I. If the recipient fails to report for duty, the recipient will be charged with the “appropriate leave.” If the substitute fails 
to report for duty when scheduled, the substitute will be charged will the “appropriate leave.” Failure by either party to report 
to work as scheduled may result in disciplinary action. The supervisor will adjust the appropriate employee’s pay by entering 
a Pay Code 920 (Vacation) or Pay Code 974 (Unscheduled Personal Leave) in the “adjustments” section of the pay 
computer screen. 
 

J. If the first party to the agreement fails to report for duty, the exchange of duty agreement is considered null and void 
 

K. .The recipient/substitute is responsible for prompt attendance and proper conduct. The same rules would apply as 
a normal scheduled shift. 
 

L. Abuse of this Order may result in withdrawal of privileges. This abuse shall be determined by the employee’s 
supervisor. 
 

M. The work periods involved in an exchange of duty do not have to occur in the same pay period. 
 

N. An exchange of duty requiring the substitute to work for sixteen (16) hours in one twenty-four (24) hour period may 
be approved; however, an exchange that would require a substitute to work sixteen (16) hours per day for more than one 
(1) day will not be approved. 
 
 
 
__________________________ 
Anthony Holloway 
Chief of Police 




Accessibility Report



		Filename: 

		ii-28ExchangeOfDutyTime.pdf






		Report created by: 

		


		Organization: 

		





[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 2


		Passed manually: 0


		Failed manually: 0


		Skipped: 1


		Passed: 29


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Needs manual check		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Needs manual check		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
