


TOWN OF LONGBOAT KEY

NOTICE OF OUTSIDE EMPLOYMENT

EMPLOYEE:  _____________________________ EMP. #:  ______________

In accordance with the Personnel Rules and Regulations, Section 3.05(A-F), of which I have read and understand, this is to notify the Town that I wish to engage in outside employment which will not in any way interfere with my primary employment with the Town of Longboat Key.

NAME OF OUTSIDE FIRM OR INDIVIDUALLY OWNED BUSINESS:

________________________________________________________________

ADDRESS:  ______________________________________________________

________________________________________ PHONE:  () __________
TYPE OF BUSINESS:  _____________________________________________

________________________________________________________________

WORK SCHEDULE:  _______________________________________________

DUTIES:  ________________________________________________________

________________________________________________________________

I understand that my primary employment is with the Town.  If and when the Town calls me for service, I will respond immediately regardless of schedules with my secondary employer. If in the judgment of the Town Manager, the employee’s other employment causes or may cause absences, tardiness, or otherwise interferes or may interfere with the operations of the Town or his responsibility as an employee of the Town, including but not limited to availability for scheduled and unscheduled overtime an/or call-ins, the employee may be required to quit the other job or leave Town employment

Signature:  _________________________________ Date:  ______________

Routing:  To Department Head
Director Recommendation

Date Received:  ____________________
[   ] Approve
      [   ] Deny

Comments:  ______________________________________________________

Signature:  _________________________________ Date:  ______________

Routing:  To Town Manager
Town Manager Approval

Date Received:  ____________________
[   ] Approved       [   ] Denied

Comments:  ______________________________________________________

Signature:  _________________________________   Date:  ______________

Routing:  To Personnel


   Personnel:  Original to Employee File

                Copy to  Employee
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OUTSIDE EMPLOYMENT PERSONNEL RULES AND REGULATIONS

Section 3.05 Outside Employment

A. Subject to paragraphs B-E below, employees are discouraged but not prohibited from engaging in other employment, including individually owned businesses, during their off-duty hours.  However, Town employment shall be considered the primary employment and no employee may engage in outside employment which interferes or tends to interfere with the interest of the Town or the duties for which the employee is responsible as a Town employee.

B. Employees who have other jobs or who seek to have other jobs must immediately notify their immediate supervisor

C. If in the judgment of the Town Manager, the employee’s other employment causes or may cause absences, tardiness, or otherwise interferes or may interfere with the operations of the Town or his responsibility as an employee of the Town, including but not limited to availability for scheduled and unscheduled overtime an/or call-ins, the employee may be required to quit the other job or leave Town employment.

D. If permission to engage in other employment is granted, it may be withdrawn at any time if in the opinion of the Town Manager the responsibilities of the job are inconsistent with the employee’s responsibilities as an employee of the Town.

E. Equipment, facilities, vehicles or property of the Town shall not be used by employee for other jobs.

F. Employees who are injured while working another job or jobs are required to notify their Director, or his designee, immediately.

OUTSIDE EMPLOYMENT - CONFLICT OF INTEREST 

 Certified Police Officers 

CITY POLICE OFFICERS PRIVATELY EMPLOYED TO SERVE CIVIL PROCESS

A prohibited conflict of interest would be created under Code of Ethics for Public Officers and Employees Section 112.313(7)(a) and Section 112.313(8), Florida Statutes, were a municipal police officer to be employed privately to serve subpoenas and other forms of civil process, as the officers would have access to information unavailable to the general public which could benefit their private employers.

Notice of Outside Employment – Conflict of Interest added 12/03
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