Secondary Employment

It is the state’s policy that an employee shall not engage in outside employment or other activity which is not compatible with the full and proper discharge of his/her duties and responsibilities, or which tends to impair the employee’s capacity to perform them in an acceptable manner.

Secondary employment refers to any job, contract or work agreement made by any employee of the department with any other party, including this or any other state agency.

All employees must disclose their intent to hold any part-time or full-time employment in addition to their existing position, whether inside or outside of state government.  This includes self-employment.

In addition, employment with another State agency where provisions of the Fair Labor Standards Act (FLSA) would require payment of overtime by the agency is a consideration which is subject to review.  (Under FLSA, all State agencies are looked upon as one employer.  Under certain circumstances, hours worked at a second agency would be added to hours worked at the first agency and would require overtime compensation.)

Employees must submit a Notification of Secondary Employment form to their supervisor.  

The supervisor will indicate whether the outside employment would conflict with or impair the employee’s position, based on such considerations as conflict of interest, adverse impact on the department and consistence with Personnel Rules.  If the finding is that a conflict exists, the supervisor shall document on the form the reasons for reaching that conclusion.  The final decision rests with the appropriate Assistant Director.

When it is determined that outside employment would conflict with or impair the employee’s capacity to perform his/her job duties or adversely impact the agency, or if at any time the outside employment does so, the department shall advise the employee and the employee shall decide which job the employee desires to retain, the primary employment with the department or the outside employment.

The employee must communicate the decision to the supervisor within three working days.  If a decision is not made within that time or the employee refuses to choose between the two jobs, the department will take appropriate disciplinary action up to and including dismissal.

Failure to give prior notification of outside employment may result in disciplinary action up to and including dismissal.
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NOTIFICATION OF SECONDARY EMPLOYMENT
INSTRUCTIONS: Send original and one copy of this form to your first line supervisor.
	PRIVATE 
Employee's Name


	Current Employing Agency
	Date

	Current Classification/Job Title


	Work Phone No.



	Name & Address of Secondary Employer
	Supervisor's Name (Secondary Employer)



	
	Is This A State Agency?

(  YES          (  NO

	PRIVATE 
My duties are (Or Will Be):

	

	

	

	

	My Hours of Work Will Be:

	Saturday - From          To           
Tuesday - From          To           

	Sunday   - From          To           
Wed.     - From          To           

	Monday   - From          To           
Thurs.   - From          To           

	




Friday    - From          To           

	SUPERVISOR'S DETERMINATION:

	( APPROVE.......Secondary Employment does not conflict with the employee's State employment.

	( DISAPPROVE..Secondary Employment does conflict with the employee's State employment for the following reasons:

	

	

	

	

	


(Signatures)
                                                                           

                                                                  





Supervisor



Assistant Director

                                                                           

                                                                  





Date




Date

Employee notified as to determination on (Date):                                                       
	PRIVATE 
References: ARS Sections 38-501, 23-391, and 23-392.  DOA Personnel Rule R2-5-501.C(6) 


DOA-5250.1 (Revised 2005)

