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1. Purpose: This policy and these procedures governing the approval of outside employment by employees of the Virginia Department of Health are designed to prevent conflicts of interest, the appearance of conflicts of interest, and to prevent the deterioration of employee performance. 

2. Background: The Code of Virginia, State and Local Government Conflict of Interests Act and the Department of Human Resource Management (DHRM) policy number 1.60, Standards of Conduct, provides the state-wide policy requirements related to outside employment.  This VDH policy supplements the DHRM policy and specifies procedures for the review and approval process within VDH. 

3. Policy:  All VDH employees who desire to engage in any other employment in other state agencies, outside of state service, in any private businesses, or in the conduct of professions shall obtain the prior approval by VDH of the outside employment in accordance with procedures specified herein.   
a. Employees shall not engage in any outside employment during their hours of VDH employment.

b. Employees shall not engage in any outside employment if the employment poses a conflict of interest or the appearance of a conflict.

c. The outside employment must not interfere with the employee’s ability to adequately perform VDH work assignments, his/her ability to work overtime, or interfere with his/her “on-call” schedule.

d. No property belonging to or under contract to the Commonwealth may be used for outside employment activities.

e. Employees who violate this policy may be subject to disciplinary action.


4. Procedures:

a. The employee shall request approval for proposed employment outside his/her scheduled work hours by completing an “Outside Employment Form” (see attached) and forwarding it to his/her supervisor prior to beginning the outside employment.  

b. The supervisor shall consider whether the outside employment will interfere with the employee’s normal work hours, will affect his/her ability to adequately perform VDH work assignments, or may pose a question of conflict of interest or an appearance of a conflict.

c.  Conflict of interest issues will be referred to the Office of Human Resources (OHR) for consultation with the Office of Attorney General.

d. If the Office of Attorney General finds that the proposed outside work does not create a legal conflict of interest, but the supervisor feels that there is an appearance of a conflict that may be detrimental to the agency, the supervisor may disapprove the proposed outside work. 

e. If the proposed outside work is approved, the supervisor will forward the signed form to the District or Office Director for review and concurrence.  Requests approved by the District or Office Director will be forwarded to the Deputy Commissioner for review and approval prior to the employee engaging in outside employment.

f. If the proposed outside work is disapproved by the supervisor, the employee may request a review of the decision by the District or Office Director.  If the requesting employee reports to a District or Office Director, the review will be made by the Deputy Commissioner.

g. When final approval or disapproval has been obtained, the supervisor shall forward a copy to the OHR and to the employee.  The original, signed copy shall be retained by the employee’s work unit.  

h. Annually, during the month of December, all Requests for Outside Employment will be updated and submitted to the appropriate Deputy Commissioner for review and approval.

5.  Rescissions:  VDH Policy # 1.60 dated February 8, 2001 is rescinded.

6.  Effective Date: This issuance is effective on June 1, 2008.



Approved: 			Original Signed by				       May 29, 2008	
				Rebecca E. Bynum					Date
			Director, Office of Human Resources
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VIRGINIA DEPARTMENT OF HEALTH
Request for Outside Employment 

This form is to be completed and signed by an employee requesting permission to secure outside employment.  If the supervisor approves, it is to be forwarded through the management levels indicated on this form for their approval.  After approval, the original form is retained at the work unit.

	Employee Name
	
     
	Employee ID Number
	
[bookmark: Text14]     
	Position Number
	
[bookmark: Text2]     

	District or Office
	
[bookmark: Text15]     
	Work Unit 
	
[bookmark: Text4]     

	Role Title
	
[bookmark: Text3]     
	Position Work Title
	
[bookmark: Text16]     

	Current Duties

	[bookmark: Text17]     

	Name of Prospective Employer
	[bookmark: Text5]     

	Title of Position
	[bookmark: Text6]     

	Working days and hours
	[bookmark: Text7]     

	Duration of Employment
	     

	Duties of position
	     


	I understand VDH duties must take priority in the case of a conflict. I understand that my primary work responsibility is with the Virginia Department of Health (VDH) and that VDH policy provides that I may not engage in outside employment during the hours for which I am employed to work at VDH; and that this approval may be revoked if my supervisor determines that my outside employment negatively affects my work performance.

	
Employee Signature ______________________________________________________
	
Date:
	
[bookmark: Text12]     

	[bookmark: Check1]Approved      |_|
	
Supervisor Name
	
     

	[bookmark: Check2]Disapproved  |_|
	
Supervisor Signature:
	
Date:
	
     


	Approved      |_|
	District or Office Director Name
	
     

	Disapproved  |_|
	District or Office
Director Signature:
	
Date:
	
     

	Approved      |_|
	Deputy Commissioner Name
	
     

	Disapproved  |_|
	Deputy 
Commissioner Signature:
	
Date:
	
     

	
Remarks (Enter special conditions or reason for disapproval)
	     



[bookmark: Text18]This approval expires December31, 20  
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