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+OUTSIDE EMPLOYMENT/ACTIVITIES

I. PURPOSE:

The Department recognizes that its employees may engage in additional or outside employment/activities.  The Department also recognizes that each of its employees has a responsibility to avoid any situation that creates a “conflict of interest.”  This policy describes the provisions to avoid conflict of interest with any non-Department of Health and Senior Services’ employment or activity.

II. SCOPE:

Department wide.

III. POLICY:

Employees may not have other employment or provide a service voluntarily which conflicts with official duties or decreases their ability to effectively perform Department duties.

Employees of the Department shall not engage in any activity or employment in which there is significant potential for or the appearance of a conflict of interest with functions of the Department.  Conflict of interest is any activity or employment which would tend to influence a decision; create a bias or prejudice which would favor one side or the other in conflict with the employee’s duties; or which conflicts with the accomplishment of the Department’s mission or goals.

For purposes of this policy, “conflict of interest” describes any circumstance that would cast doubt on an employee’s ability to act with objectivity in the performance of Department duties.  Activities which could raise a question of conflict of interest include, but are not limited to, the following:

· Conducting business on behalf of the Department with a member of the employee’s family or a business organization in which the employee or a member of his/her family has a significant association.

· Serving in any advisory, consultative, technical, or managerial capacity for any organization, which does significant business with, is in competition with, or which receives funding or services from the unit of the Department for which the employee works.

To ensure that an opportunity is provided to review potential outside employment, all employees will be required to inform management of current and anticipated employment that is in addition to their state employment.  An Outside Employment Request PF-56 (Attachment A) shall be completed and routed through administrative channels prior to accepting outside employment.

Any employee who holds outside employment without formal approval may be required to leave their outside employment in order to continue employment with the Department.

Outside employment requires the approval of the Appointing Authority.  Prior to accepting such employment, the employee shall submit a written request through administrative channels to OHR describing the position and hours of work.  If an employee has outside employment at the time of employment with the Department, approval must be obtained in the same manner in order to continue the outside employment.  The determination as to whether there is a conflict of interest between the two (2) responsibilities will be made based on the duties of the Department position and the duties of the outside employment.

The factors which may be considered in rendering any decision regarding outside employment include consideration of the presence of:

· an actual conflict of interest would be presented by the outside employment in light of the duties of the person’s employment with the Department and/or functions of the division or Department;

· the appearance of a conflict of interest would be presented by the outside employment in light of the duties of the person’s employment with the Department and/or functions of the division or Department;

· the existence of laws and/or regulations which prohibit the outside employment; and when applicable, the employee’s past history concerning outside employment issues.

(Also see Administrative Manual Policy 7.3, Overtime, relating to additional employment with other state agencies and overtime considerations.)

Once approved or disapproved, the employee will receive written notification (Attachment B) which outlines the conditions that must be met.  

In the event of a disapproval at the Department level, the affected employee may submit a request through the DHSS Chief, Office of Human Resources to have their request evaluated by the Office of Administration (OA) Director of Personnel.  Additionally, the DHSS Chief, Office of Human Resources or designee may request an opinion from the OA Director of Personnel in advance of approving or disapproving an employee’s request.  If the decision is based upon an advance review by OA, the employee may not request additional review.  A decision by the OA Director of Personnel, whether in advance of or following a DHSS decision, is final.

Annual Update or Position Change Update:

Employees who have been previously approved for outside employment/activities must complete the Annual Update-Outside Employment Request PF-61 (Attachment C) and have this form signed by their supervisor annually and when an employees changes positions.  The request is approved by the immediate supervisor and sent to the Office of Human Resources.  This is to assure that current information is maintained and that there continues to be no conflict of interest.  
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