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COLORADO COMMUNITY COLLEGE SYSTEM

ADMINISTRATIVE EMPLOYEE DISCLOSURE OF OUTSIDE EMPLOYMENT

	Secondary employment* is defined as follows:  Any activity an individual engages in, that provides said individual with financial compensation/gain.  Employment requires the use of an individual’s time, skills, abilities and talents to perform work related functions.  (For example: consulting or instructional positions, property manager, writing/editing a book, etc., is considered outside employment).  Employment is not personal investments or income derived from rental properties.

Instructions: Complete and send to your supervisor and vice president for signatures. Signed form must be sent to CCCS/HR for inclusion in the employee’s personnel file.

	Employee Name


	Employee Department 


	Supervisor Name


	Vice President Name

	Outside Employer/Business Name



	What are the hours you intend to work?  (List Days of Week and Times)                   
Total # of hours per week you intend to work?
What is your anticipated total compensation?

  

	What type of work does the employer perform?



	

	Describe the type of work you will perform for the employer.



	Disclosure of outside employment listed above effective: __________, 20__
	Employee Signature                                                         
Date
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[image: image2.wmf]See supervisor regarding possible conflict of interest
	Supervisor Signature                                                        
Date
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	Vice President Signature                                                  
Date


Please note:  No employee is allowed to engage in any outside employment or other activity that is directly incompatible with the duties and responsibilities of the employee’s state position, including any business transaction, private business relationship, or ownership. The employee is not allowed to accept outside compensation for performance of state duties. This includes acceptance of any fee, compensation, gift, reward, gratuity, expenses, or other thing of monetary value that could result in preferential treatment, impediment of governmental efficiency or economy, loss of complete independence and impartiality, decision making outside official channels, and disclosure or use of confidential information acquired through state employment.  Incompatibility includes reasonable inference that the above has occurred, may occur, or has any other adverse effect on the public’s confidence in the integrity of state government.

CCCS, Board Policy 3-70, outlines the following related to outside employment:

“All employees of the State Board for Community Colleges and Occupational Education:

(h) Shall not perform work for individual benefit when the work in question falls within the regular assignment of the individual; 

(i) Shall not engage in outside employment unless: (1) the outside employment is disclosed to the employee's immediate supervisor; and (2) the outside employment does not interfere with the performance of State duties; 

(j) Shall not use state time, property, equipment, or supplies for personal benefit or the benefit of outside employers or activities; 

(k) Shall not engage in a substantial financial transaction for his or her private business purposes with a person the employee inspects, regulates, or supervises in the course of his or her official duties; 

(l) Shall not assist any person for compensation or a contingent fee in obtaining any contract, claim, license, or other economic benefit from the State; 

(m) Shall not perform an official act directly and substantially benefiting a business or other undertaking in which the employee either has a substantial financial interest or is engaged as counsel, consultant, representative or agent; 

(n) Shall not use state time, property, equipment or supplies for private purposes or any other purpose not in the interests of the State of Colorado; 

(o) Shall not knowingly engage in any activity or business which creates a conflict of interest or has an adverse effect on the confidence of the public in the integrity of government;”
In addition, it is important to note the following section of BP 3-70:


“Financial Transactions:  No State Board member or employee of the Board may be an executive officer of, or own or control substantial interest in, a nongovernmental entity which enters into a transaction with the Board or a state system community college, unless written disclosure of such is made to the Secretary of State and to the Board 72 hours in advance and approval of the Board is obtained prior to completion of the transaction.”  
I acknowledge that I have read and understand Board Policy 3-70 and System President Procedure SP- 3-70b as it relates to outside employment .By signing below I affirm that I am in compliance with BP 3-70.  In addition, I agree to update this disclosure form should the conditions of my outside employment change or present a potential conflict of interest.
Signature:






Date:
4/8/2013
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