








I. GENERAL
The Human Resources section of the Business Manual titled Policy Statement 2: Employment Policies (SPA/CSS) includes the following provisions regarding secondary employment and dual employment. 
Secondary Employment 

An employee may hold a second job with a private employer or enter self-employment during off duty hours only if approved in writing by the department head through the completion of Approval for Secondary Employment (Form P-87). If approved, the department head should periodically review the situation to insure that there are no adverse effects during the time of secondary employment. The second job must not be connected in any way with the employee's University job or be in conflict of interest with the University. Also, outside employment must not in any way interfere or hinder the job performance of the employee as judged by the supervisor or department head. Approval of secondary employment may be withdrawn at any time should such employment prove to adversely affect an employee's performance or be in conflict of interest to the University. Any employee requests for approval of secondary employment and support documentation therein shall be treated confidentially for all purposes. 
Dual Employment 

1. Employment of a University employee by another N. C. State agency or institution is considered "dual employment," and it must meet certain guidelines as prescribed by the Office of State Personnel and Office of State Budget. The University Comptroller is the coordinator for "dual employment." Specific responsibilities are as follows: 

2. The borrowing agency or institution must secure written approval from the employee's department head for that individual to perform services elsewhere for pay. 

3. Likewise, if the University wishes to secure the services of someone employed by another state agency or institution, written approval must be received from that employee's department or employing institution. 

4. In any case of services performed for pay for a borrowing agency during an employee's "own time," the employee's immediate supervisor must certify in writing that (1) the actual work and any related travel time will be performed outside of regularly scheduled work hours, and (2) the employee will not use "company or University time" to prepare for the services rendered to the borrowing agency. 

5. All payments for services must be made by the borrowing agency to the University and not to the employee. The University will in turn make disbursement to the employee for services rendered. 

II. PURPOSE

The purpose of this COSP is to outline responsibilities for following University policy associated with secondary employment and dual employment.   
III. RESPONSIBILITIES

Campus Operations Directors are responsible for implementing this policy and oversight of potential conflict of interest for the units under their control.   

IV. PROCEDURES

A. In July of each year, Director, Resource Management – Campus Operations shall issue the following email to all Campus Operations employees.

It is time to review University policy regarding secondary employment and dual employment in the Human Resources section of the Business Manual titled Policy Statement 2: Employment Policies (SPA/CSS).   Any SPA employee with a second job or dual employment is required to complete appropriate documentation as specified in the University policy.   Please notify your Supervisor or Assistant Director of a second job or dual employment immediately. 
The ECU Approval for Secondary Employment form (Form P-87) is available in COSP 100-0076.1 at http://www.ecu.edu/facility_serv/cosp/10000761.doc .

The CP-30 Dual Employment Certification Form is available in COSP 100-0076.2 at 

http://www.ecu.edu/facility_serv/cosp/10000762.doc .
B. Annually, Campus Operations Directors shall review the University’s policy regarding secondary employment and dual employment with Assistant Directors and Supervisors.  Campus Operations Directors shall instruct Assistant Directors and Supervisors to review the University’s policy regarding secondary employment and dual employment with staff and complete the appropriate documentation for any SPA employee with a second job or dual employment.  Employees with secondary employment shall complete a form each year regardless if there are no changes since the form was completed last year.  Copies of the documentation shall be maintained in the employee’s departmental personnel file indefinitely.
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