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S out her n Pi nes P oli c e De part ment

E xtr a -D uty E m pl oy me nt A pplic a ti on

The following application must be completed by any company, firm, organization or individual (herein after referred
to as “applicant”) requesting Southern Pines Police Department personnel for police related services as an extra-duty
assignment. Extra-duty is defined as: “Employment which is within the employee’s Town of Southern Pines job
classification, performed for and paid by the Town of Southern Pines (funded/reimbursed by the hiring party) which
includes as a condition of employment the actual or anticipated use of police authority or the duties for which the
employee is certified as part of their Town of Southern Pines job classification. Employees working in this capacity
must comply with all policies, procedures, rules and regulations of the Town of Southern Pines and the Southern Pines
Police Department, including but not limited to appearance, conduct and reporting requirements.” This completed
application will be submitted to the Deputy Chief of Police, or designee, for approval prior to the event. Unless
otherwise approved by the Chief of Police or Deputy Chief of Police, payment must be made to the Town of Southern
Pines Finance Department using F305D – Extra Duty Fee Sheet with the applicant retuning the Finance Department
receipt to the Deputy Chief of Police. The Southern Pines Police Department will be the sole authority in granting the
request.    T he  a ppl ica nt  a gr ees  t o  a bi d e by t he f oll owi ng t er ms  a nd c ondit ions  ( i nit ia l  ea ch l i ne) :

T he S out her n P i nes P ol ic e D epa r t ment emp l oyee is r egu la t ed b y a l l pol ic i es, pr oc edur es, r ules
a nd r egu la t i ons of t he T own of S out her n P i nes a nd t he S out her n P i nes P ol ic e D epa r t ment a nd
r ema i ns  under  t he dir ect  c ont r ol  of  t he C hi ef  of  P ol ic e or  his  desi gnee.

T he  emp l oyee  is  subj ect  t o  i mmedia t e  r eca l l  t o  depa r tment  dut y  a t  a ny  t i me  a s  nec ess it a t ed  b y 
t he publ ic sa fet y needs  of  t he T own of  S out her n P ines.

T he ext r a -dut y a ss i gnment is i n a loca t ion wit hi n t he j ur isdi ct i on of t he S out her n P i nes P oli c e
Depa r t ment or , if out si de t he jur is di ct i on, t her e ex ist s a va li d Mut ua l Ai d a gr eement b et wee n
t he S out her n P i nes P ol ic e D epa r t ment a nd t he la w e nf or c ement a genc y ha vi ng jur is dict i on
pur sua nt  t o NC GS 160A-288.

T he  emp loyee is  not  per mit t ed t o  enga ge i n a ny i l l ega l  a ct ivit y  or  funct i on  i n a ny  wa y or  a t a ny 
l oca t i on whic h  woul d:
a . C onst it ut e a  t hr ea t  t o t he st a t us  or  di gnit y  of  t he p ol ic e a s a pr ofess iona l  occupa t i on ;
b. Br ing  dis cr edit  upon t he empl oyee or  t he depa r t ment ;
c. P r esent  a  confl ict  of  i nt er est .

T he a ppli ca nt a gr ees t o t he c ondit i ons wr it t en i n t his docu ment r ega r di ng a ppr ova l, r evi ew a n d
r evoca t ion of t he r equ est a nd ha s, or a gr ees t o ma ke p a yment t o t he T own of S out her n P i nes
F ina nc e D epa r t ment  i n t he a mou nt  indica t ed on F 305D Extra  Dut y F ee S heet . 

T he  a ppli ca nt  a gr ees  t o  ma ke  a ny  a ddit i ona l  pa yment s  t o  t he  T own  of  S out her n  P ines  if  t h e 
emp l oyee is  r equ ir ed t o  wor k a ny  a ddit i ona l t i me  not  init ia l l y l ist ed on t he a ppli ca t i on.

T he a ppl ica nt a gr ees t o c or r ect a ny pr obl em br ou ght t o t heir a t t ent ion b y t he emp loyee.
F a ilur e t o do s o wi ll ca us e t he emp l oyee t o i m media t el y c ea s e a ny a nd a l l wor k a nd t o not if y
t he on-dut y,  depa r t ment  wa t ch c omma nder .

T he  a ppli ca nt  a gr ees t o meet  t h e  empl oyee  fi ft een (15)  mi nut es  pr i or  t o  t he  t i me  of  t he 
a ss ignment  t o  exp la i n t he dut i es  of  t he a ss ignment .
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E xtr a -D uty E m pl oy me nt A pplic a ti on
Applicant

Name of Individual or Organization: ____________________________________________________________________

Person completing application: _______________________________________    Telephone #: ____________________

Email: __________________________________________________________

Address: __________________________________________________________ ____________________

Street P.O. Box

               _________________________________________ ___________________ ____________________

City State Zip Code

Assignment Information

Number of Employees Needed:     ________           __________ ________

       Officer(s)             Telecommunicator(s)      Other: _____________________________

Date(s) Requested: _______________________________________ Hours of Assignment: ______________________

Location(s): ______________________________________________________________________________________

______________________________________________________________________________________

Cost

Please note: The cost for Extra-Duty officers is fifty-five dollars ($55.00) per employee/per hour with a two (2) 
hour minimum for each employee requested.  When possible, payment should be made in person (prior to the 
event) to the Town of Southern Pines Finance Department, 180 SW Broad Street, Southern Pines, NC 28387.  
Unless otherwise approved by the Chief of Police or Deputy Chief, the receipt issued by the Finance Department 
must be returned to the Deputy Chief of Police to ensure further processing of this application.  If the listed event 
is cancelled, without a minimum of eight (8) hours notice prior to the scheduled start time, the applicant is 
responsible for payment under this agreement and can be subject to legal penalties for failing to do so.

Requests for Police Officers

Does Officer Need to Be In Uniform?: Yes No 

Will Marked Patrol Car Be Required?: Yes No

Will Officer Need Any Special Equipment Other Than Uniform?:  Yes             No

If “Yes”, Describe:

__________________________________________________________________________________________________

Describe Nature of Assignment (include specific duties, expectations and instructions):
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__________________________________________________________________________________________________

__________________________________________________________________________________________________

I, ______________________________, as a representative of the applicant agree to abide by the provisions of Extra-Duty 
Employment as outlined in this application. 

_________________________________ __________________________________ ____________________

           Signature           Name (Printed)    Date

Review:

R ec omm end  Appr ova l : Yes No Adva nc e P a yment  Ma de T o F ina nc e: * Yes No

Deput y C hi ef Dat e

C omment s :

*If  no  advance payment  was  made t o  Fi nance,  i ndi cat e reason  why i n  t h i s comment  sect i on.

F ina l  Appr ova l: Yes No

C hi ef  of  P ol ic e Da t e

  C omment s:                                                                                                                                                                                  

Emp loyee( s)  Assign ed :                                                                                                                                           

Comm en t s at  Conclu sion  of Assign men t
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NOT E :   At t he co nc lus io n o f t he as s ig nme nt , t he ass ig ned e mp lo yee ma y be r equest ed to make wr itt en co mme nt s
r egar d ing t he as s ig nme nt .   Whe n co mp let ed, t his fo r m w il l be fo r war ded t o t he Ad min ist r at ive T echnic ia n fo r
fil ing.




