State Human Resources Policy #E24-105.02
Outside Employment

The language used in this document does not create an_employment contract between the
employee and the Agency. This document does not create any contractual rights or entitlements.
The Agency reserves the right to revise the content of this document, in whole or in part. No
promises or _assurances, whether written or oral, which are contrary to or inconsistent with the
terms of this paragraph create any contract of employment.

DEFINITIONS

Agency — The South Carolina Military Department/Office of the Adjutant General

POLICY

1. Employees of the South Carolina Military Department may accept outside (i.e., not with a State
agency), part-time employment providing they have the approval of the South Carolina Military
Department.

2. The employee may not begin the outside employment prior to receiving approval of the request for
outside employment.

3. The Chief of Staff for State Operations is designated as the Approval Authority for requests for
outside employment for employees of the Agency.

4. The request for outside employment is valid for twelve (12) months from date of approval. The
employee must recertify the request annually.

5. The Agency reserves the right to rescind or revoke the approval of an outside employment request at
any time.

6. Agency employees engaged in outside employment will satisfy all established work hours assigned to
their Agency position. The Agency will not, nor will its departments or programs, alter or revise an
employee’s work schedule to provide time to perform the outside employment.

7. Agency employee who are currently approved for outside employment and who accept a hew position

with the agency but in a different department or program must recertify their request for outside
employment with their new department or program management.

PROCEDURE

1. The requesting employee is responsible for initiating the request for outside employment by
forwarding a Request For Outside Employment Form though their chain of command to the SC Military
Department’s State Human Resources Officer (HRO).

2. The State HRO will review all Outside Employment Requests. The State HRO will forward the
request with a recommendation for approval/disapproval to the Chief of Staff for State Operations for
decision.

3. Outside Employment Recordkeeping

a. The State HRO will maintain the records for each outside employment arrangement.
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b. The records must contain a completed and approved Outside Employment Request Form.

ATTACHMENT: Request For Outside Employment Form
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REQUEST FOR OUTSIDE EMPLOYMENT

I, , request approval to engage in the following outside
employment. This employment will be on a part-time basis and will occur outside of my normal
working hours. | acknowledge that | may be ordered to terminate my outside job if it is
determined to violate agency policy or if it impacts upon the performance of my primary duties
assigned by the Agency.

| further understand | may be disciplined and may be terminated from my position with the
Agency if | refuse to quit my outside employment after being ordered to do so by the Chief of Staff
for State Operations or his designee. A description of the outside employment sought, including
the actual hours to be worked are as follows:

Description of duties:

Work hours: AM AM
Requesting Employee Signature Date
Recommend Approval Recommend Disapproval
Department Head or Program Manager Signature Date
Recommend Approval Recommend Disapproval
State HRO Date
Approved Disapproved
Chief of Staff for State Operatons Date

Revised: 30 July 2017
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