
POLICY ON SECONDARY EMPLOYMENT (Dual Employment)

Purpose and Scope
(1) Purpose
The purpose of this policy is to define a uniform practice for the reporting and approval of secondary employment. This includes any employment with St. Mary’s College of Maryland that is in addition to the primary state position or external to St. Mary’s College of Maryland.

Scope
(A) This policy applies to:
(i) Permanent (PIN) St. Mary’s College of Maryland (“the College”) employees who are paid through the Central Payroll Bureau of the Comptroller.
(ii) Appointment letters for full-time Contractual employees (non-Pin) require approval. 
(B) This policy does not apply to:
(i) Part-time Contractual employees (non-PIN).
(ii) Vendor contractors (1099 workers contracted through the Business Office).

Definitions
(1) Unit Vice President (VP) — For units, the head of the unit where the employee works.

(2) Employment – Any activity which generates or seeks to generate financial compensation or reward of any kind, including, but not limited to, bonuses, commissions, fees, salary, sales, tips, or wages that is secondary to an employee’s primary job duties and permanent (PIN) employment functions.

(3) Office of Human Resources (OHR) – The department within Business and Finance that is responsible for, but not limited to, the following functions for State employees at St. Mary’s College of Maryland (hereafter referred to as “the College”): human resources policy development, administration, and interpretation; payroll; talent acquisition; employment and orientation services; employee benefits; position classification and salary administration; and employer-employee relations, including labor relations.

Policy Statement
The College recognizes that employees may seek additional employment outside their normally scheduled workday to earn additional income or to develop new skills and experience. Upon request, and receipt of written permission from the employee’s supervisor*, department head, unit VP and President, an employee may engage in limited self-employment for remuneration outside of the College, provided that such activities on the part of the employee do not overlap or interfere with the employee’s primary duties at the College.

Despite any secondary employment, a St. Mary’s College of Maryland employee’s permanent job should be their primary employment responsibility. The College does not consider other employment to be an excuse for poor performance, tardiness, absenteeism, or refusal to work overtime or travel when required.

*Note: An employee’s supervisor may or may not be a department head, unit VP, or President.

General Provisions
(2) [bookmark: _ecc18d448a50]An employee requesting employment other than their permanent position with the College either at the time of hire or any time throughout their employment must obtain prior/advance authorization from the College prior to accepting any secondary employment as defined within this policy. It is the employee’s responsibility to notify the Office of Human Resources by completing the Request for Review of Secondary Employment which requires approvals from the department head and unit Vice President (VP) or, in case the employee is the vice president or the director of HR, approval must be sought from the President.
[bookmark: _y47gfabzqzhl]
(3) The Office of Human Resources will consult with employee’s supervisor, department head and the unit’s VP to ascertain whether or not the other employment may violate Section (d)(4) of this policy. The State Ethics Commission will be contacted, if necessary, to determine whether the employee’s other employment meets all the provisions.

(4) An employee (faculty or staff) who has other compensable employment with the College that is not included in the description of their permanent position, and requires them to be away from their permanent position during business operation hours of the College (for example such as teaching adjunct classes), must adhere to the following:
(A) Complete all requirements set forth in this policy and
(B) Use, and document on the timesheet, annual leave when working during normal business operation hours.
Note: Employees who work outside of their regularly assigned work schedules are not required to use leave. However, regardless of when the work is performed, secondary employment must not create a conflict of interest or interfere with the employee’s responsibilities to the College.

(5) An employee is prohibited from engaging in any business, trade, occupation, profession, or activity that the College determines will:
(A) Bring the College into disrepute;
(B) Discredit the individual as an employee of the College;
(C) Interfere with the performance of the employee’s College duties;
(D) Present a real or perceived conflict of interest (see St. Mary’s College of Maryland Policy and Procedures);
(E) Result in misuse of College property or funds;
(F) Violate College policy or procedure.

(6) An employee may not use College property in the pursuit of non-college business or other employment.

(7) Secondary employment or outside employment that does not meet the provisions of this policy will require the employee to discontinue, either their secondary employment or their primary employment with the College.

(8) Violation of any of this policy may result in disciplinary action and possibly termination from the College.


Exceptions
The College’s Senior Administration may make exceptions to any provision of this policy. All exceptions must be documented in writing and approved by the unit Vice President and College President, or designee. 

Not a Contract
This policy does not constitute or create an express or implied contract. It is not intended to, and does not, create contractual obligations with respect to any matter it covers.
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Ethics Commission
To complete this process employees must complete the Request for Review of Secondary Employment then submit the completed form to Human Resources. In situations where the proposed secondary employment may present a potential or perceived conflict of interest, Human Resources may consult with the Ethics Commission for guidance.
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Request for Review of Secondary Employment

	Date:
	Click or tap here to enter text.

Table 1 - Date

	To:
	Human Resources

	From:
	Click or tap here to enter text.
	Supervisor:
	Click or tap here to enter text.

Table 2 - Recipient and Sender Information
SUBJECT: Request for Permission to engage in secondary employment pursuant to Public Ethics Law § 5-502, I am submitting my request to engage in secondary employment.

1.	Identifying Information:
	Name:
	Click or tap here to enter text.	Position Title:
	Click or tap here to enter text.
	Department:
	Click or tap here to enter text.	Office Phone No.:
	Click or tap here to enter text.
	Agency:
	St. Mary’s College of Maryland
	Email Address:
	Click or tap here to enter text.
	Employee Mailing Address:
	Click or tap here to enter text.
	State Supervisor’s Phone No.:
	Click or tap here to enter text.	State Supervisor’s Email Address:
	Click or tap here to enter text.

Table 3 - Identifying Information
2.	Brief description of employee’s duties and responsibilities at St. Mary’s College of Maryland:
	Click or tap here to enter text.

Table 4 - Description of Duties at SMCM


3.	Proposed Outside Employer:
	Name of Entity:
	Click or tap here to enter text.	Phone No.:
	Click or tap here to enter text.
	Supervisor’s Name:
	Click or tap here to enter text.	Supervisor’s Title:
	Click or tap here to enter text.
	Entity Mailing Address:
	Click or tap here to enter text.
	Brief description of Business Conducted by Entity:
	Click or tap here to enter text.

Table 5 - Outside Employer Information
4.	Position title, duties and responsibilities of secondary employment:
	Click or tap here to enter text.

Table 6 - Secondary Employment Information
5.	Hours per week to be spent with secondary employment:
	Click or tap here to enter text.

Table 7 - Secondary Employment Hours per Week
6.	Work schedule (specific hours of work for secondary employer):
	Click or tap here to enter text.

Table 8 - Secondary Employment Work Schedule
7.	Will any of the work hours of the secondary employment overlap with the primary work
	hours/schedule at the college? (Select only one.)
	· ☐Yes
	· ☐No


Table 9 - Potential Overlap of Secondary Employment with Primary Employment
8.	If yes to #8, what form of paid or unpaid leave is being requested? (Select only one; N/A if no to
	#8.)
	· ☐Annual Leave
	· ☐Unpaid Time Off
	· ☐N/A; No Overlap


Table 10 - Leave Requested (If Applicable)
	
	

Table 11 - Employee Signature
Employee Signature

Recommendation of Department Head:
	· ☐Approve

	· ☐Disapprove (state specific reasons for denial)


Table 12 - Department Head Approval or Disapproval
Comments:
	Click or tap here to enter text.

Table 13 - Department Head Comments
	
	

	Department Head Printed Name
	

		Click or tap here to enter text.
	Department Head Signature
	Date


Table 14 - Department Head Name and Signature

Recommendation of Unit Vice President or College President:
	· ☐Approve

	· ☐Disapprove (state specific reasons for denial)


Table 15 - Unit Vice President/College President Approval or Disapproval
Does the entity do any business with or is it regulated by your Department/Agency? Please check the Maryland Funding Accountability and Transparency website at https://vendorpayments.maryland.gov/#!/year/default - Vendor Payments Portal. Please explain the nature of any business or regulatory relationship between the outside employer and your agency. The Public Ethics Law prohibits a State employee from holding secondary employment with an entity that does business with or is regulated by the employee’s agency unless the Commission grants an exception. If the agency does not provide information about the relationship, the Commission cannot grant an exception and the secondary employment is prohibited.
	Click or tap here to enter text.

Table 16 - Business or Regulatory Relationship Information (If Applicable)
Comments:
	Click or tap here to enter text.

Table 17 - Unit Vice President/College President Comments
	
Click or tap here to enter text.
	

	Unit Vice President or College President Printed Name
	

		Click or tap here to enter text.
	Unit Vice President or College President Signature
	Date


Table 18 - Unit Vice President/College President Name and Signature


Request will NOT be considered unless both current and requested position descriptions are attached.
image2.png




image1.jpeg
S I I\ / I A RY,S OFFICE OF HUMAN RESOURGES www.smem.edu
~ 17645 College Drive TEL: 240-895-4309
COLLEGE of MARYLAND St. Mary’s City, MD 20686 FAX: 240-895-4997

The National Public Honors College




