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POLICY

POCATELLO-CHUBBUCK HEAD START

POLICY REGARDING OUTSIDE EMPLOYMENT

An employee of Pocatello-Chubbuck Head Start may hold a job with another organization as long as he or she satisfactorily performs the duties assigned as employed with Head Start.  Written notice of outside employment must be given to the employee’s supervisor prior to starting outside employment (for those employees already working in outside employment at the time this policy is adopted, notification must be made within one month).  All employees will be judged by the same standards regarding evaluation, regardless of the outside work requirements, and without discrimination on any basis, including race, color, national origin, age, sex, or disability.
If Pocatello-Chubbuck Head Start determines that an employee’s outside work interferes with performance or the ability to meet requirements of this job, the employee may be asked to terminate such outside employment or Head Start may take action as necessary, up to and including termination of employment. 

Outside employment may not present a conflict of interest for the employee or Pocatello-Chubbuck Head Start.  This would include direct or indirect financial interest in or personal business relationships with any firm or person with who Head Start does business, or engage in any other activity which would conflict with the interests of Pocatello-Chubbuck Head Start.
PROCEDURE

Any employee of Pocatello-Chubbuck Head Start wishing to accept additional employment while continuing to work with Head start will complete the approval/notification form 21a in it’s entirety prior to beginning such other work.  Failure to do so may result in disciplinary action, up to and including termination of employment with Head Start/SD #25.
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OUTSIDE EMPLOYMENT

I, __________________________, an employee of Pocatello-Chubbuck Head Start, have 

accepted supplemental employment as of this date: _______________ with the following 

employer: 

Company Name _____________________________________________________

Address ____________________________________________________________

Phone ___________________________  Alt # _____________________________

My proposed schedule will be: (circle) M    T    W    TH    F    S    Su

Hours of work will be:  ________________________________________________

Other Information as necessary: _________________________________________

If it becomes necessary to request a change in my work schedule with either employer, I will give first priority to fulfilling my obligations as employed with Pocatello-Chubbuck Head Start.

_________________________________                                               ______________

Employee Signature                                                                                      Date

_________________________________                                               ______________

Supervisor Signature                                                                                     Date

_________________________________                                               ______________

Human Resources (as needed)                                                                      Date
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