Outside/Secondary Employment Request Form

REGUESTING EMPLOYEE
AGENCY NAME: ________________________________________________SECTION/DEPT:_________________________________________
AGENCY ADDRESS: _____________________________________________ TELEPHONE NUMBER: _________________________________
EMPLOYEE NAME: ______________________________________ SOCIAL SECURITY NUMBER: __________________________________
DESCRIPTION OF SERVICES TO BE PERFORMED: ________________________________________________________________________
________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________
DURATION OF SERVICES 

DATES
(MONTH/DAY/YEAR):

TIMES:

        





                           AM

FROM: ________________________   FROM: ________________ PM
       






          AM

TO: ___________________________ TO: ____________________  PM
       
TOTAL HOURS: ________________



       
I, ____________________________ agree to the terms and conditions of the Governor’s Office of Executive Policy and Programs Policy on Outside/Secondary Employment as listed below.
The employee  shall engage in the approved outside employment only during non-duty hours or when the employee is on pre-approved annual leave, compensatory leave, holiday leave, or leave without pay.  The employee shall not use Governor's Office facilities, funds, supplies, personnel, services, time or resources for the accomplishment of the outside employment. This provision in no way affects an employee's right to receive compensation for pre-approved annual leave, compensatory leave, or holiday leave. The employee shall not represent, nor purport to represent, the Governor's Office, its Directors, or employees while engaged in outside employment, nor will the employee purport to establish official Governor's Office policy or doctrine by his or her participation in any form of outside employment. Nothing contained in this provision shall prevent an employee, for purposes of a biographical sketch, resume, curriculum vitae or similar descriptive document, from listing his or her employment with the Governor's Office. Such a listing will not constitute an endorsement of the subject matter, content or validity of the outside employment activity in which it appears. The employee shall not engage in outside employment which interferes with the needs of the Governor's Office or which creates a conflict of interest with his or her full-time employment at Governor's Office. "Conflict of Interest" for purposes of this provision, shall mean: The outside employment activity has an objective contrary to the mission of the Governor's Office, or gives the appearance of having such an objective; or The outside employment activity is with an entity or person regulated by the Governor's Office, or with whom the Governor's Office has a business relationship; or The employee shall not engage in outside employment as a consultant to any person or entity in an attempt to circumvent the afore described conflicts of interest.  The employee shall not engage in outside employment which constitutes an unauthorized practice for full time state employees under the laws or policies of this state.  The employee shall not use his or her position with the Governor's Office, nor any information gained as a result of his Governor's Office position, to secure, continue, promote, or otherwise affect the outside employment.  Approval for dual employment may be withdrawn if the efficiency, effectiveness or productivity of the employee deteriorates.

_______________________________________________________
      __________________________________________________________


EMPLOYEE’S SIGNATURE                                                                              DATE
________________________________________________________
     ___________________________________________________________
DIVISION DIRECTOR’S SIGNATURE



     DATE
__________APPROVED
DISAPPROVED_________

_______________________________________________________
    ___________________________________________________________
DIVISION OF HUMAN RESOURCES



    DATE





