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Additional Employment Request
FormInstructions

Information about Additional Employment

As a City and County of San Francisco (City) employee, you must obtain approval prior to engaging in any employment outside the City
department in which you are currently employed. This request and approval process is governed by San Francisco Campaign and
Governmental Conduct Code Article 3, Chapter 2 and by Civil Service Rule Series (CSR) 018, Conflict of Interest. The entire text of CSR
Series 018 can be found on the Civil Service Commission’s site.

Additional employment includes any employment, position or service—including business ownership, consulting, and working as an
independent contractor—for which you receive compensation in any form, including salary, wage, fee, commission, or emolument.

These instructions will help you correctly complete the Additional Employment Request form.

Your department and the Department of Human Resources (DHR) will review and evaluate the additional employment request for two
purposes:
1. To ensure there is no conflict of interest between your current employment with the City and the additional employment
2. To ensure the additional employment will not have a detrimental effect on your ability to perform the job duties of your City
position.

You must complete this form to request permission for additional employment before the employment begins, if there is a change in
the conditions of your additional employment, or 12 months after the date of your original approval. Each approval is valid for one
year. Your request may be denied if:!
e The additional employment interferes in any way with performance of your regular civil service employment
e Performance of the additional employment is inconsistent, incompatible or in conflict with your current duties or
responsibilities, or the responsibilities of your department or appointing officer
e Performance of the additional employment is contrary to the interests of City service in general, and will lead to situations
which would discredit the City
e The additional employment involves any duty whatsoever during your regular City work schedule
e The additional employment is in a hazardous occupation that would involve substantial risk of injury to you.

Section-by-Section Instructions
You must complete all sections of the form and obtain the necessary signatures.

Section | is about you, your current employment with the City and the proposed additional employment. Be sure to indicate
whether the request is new, a change in the additional employment conditions, or a renewal of a currently approved
request. Be sure to include how long you will be engaged in the proposed employment, where you will be working,
and the schedule. Be specific and thorough in the duties section, as this is vital to determining if the additional
employment is compatible with your City employment

Section Il is where the proposed additional employer indicates knowledge of your current City employment. Non-City employers
check the first box. Employers that include S.F. Unified School District, S.F. Community College District, or another
agency of the City check the second box. All employers complete the remainder of this section.

Section lll is where your department’s appointing officer indicates approval of your request.

Section IV is where DHR indicates approval of your request.

After completing Sections | and I, email or hand the form to your department’s Human Resources office for review and completion
of Section Ill. If approved, your department will submit the form to DHR. A copy of the Additional Employment Request form will be
returned to you and your department’s Departmental Personnel Officer, or designee, after DHR has concluded its review and
completed Section IV. A copy of the form will also be placed in your personnel file.

Any employee found to be out of compliance with these rules for additional employment is subject to disciplinary action as provided in
San Francisco City Charter Sections A8.341 and A8.342.

! CSR section 018.2.3 Conditions for Denial
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ADDITIONAL EMPLOYMENT REQUEST

Instructions: Complete Section I, have your proposed employer complete Section Il, then email or hand this form to your human
resources department.

SECTION | ADDITIONAL EMPLOYMENT PROPOSAL

Employee City
Name Department
First Last
City Email Jo%Cﬁﬂg
Request i
Duration q#ype CINew O 82?1 ions [JRenew
(1 Year Max) Self
e -
Start Date End Date Employed? [Cdves [INo
Buf\]'gﬁ]sé Worksite
Street Address
Employer
Type
City State Zip
Sun Mon Tue Wed Thu Fri Sat
Set Worl; [Cves Start Time
Scheduler [INo End Time
Amount or value of compensation: $ ClHourly Cweekly  CIMonthly [ Other

Job
Duties

| understand that any additional employment not in accordance with Civil Service Rule 118 will be deemed insubordination subject
to disciplinary action as provided in Sections A8.341 and A8.342 of the Charter.

Employee’s Signature Date

SECTION 1l ACKNOWLEDGMENT

For employees proposing self-employment and for employers that are not another City and County of San Francisco department

[J 1 know that the applicant is regularly employed by the City and County of San Francisco, and that | am employing the applicant
subject to compliance with Civil Service Commission Rule 118 and Charter Section C8.105.

For employers that areanother City and County of San Francisco department/agency
| know that the applicant is regularly employed by the City and County of San Francisco, and that | am employing the applicant
subject to compliance with Civil Service Commission Rule 118 and Charter Section C8.105.
(If the additional employment is subject to FLSA overtime requirements, notice will be sent to you after review by DHR.)

Name Title
First Last

Email

Employer’s Signature Date

SECTION Il DEPARTMENTAL PERSONNEL OFFICER OR DESIGNEE APPROVAL

| do not believe this additional employment is incompatible with this employee’s civil service duties and responsibilities.

Name Title
First Last

Email

Appointing Officer’s Signature Date

SECTION IV DHR APPROVAL

| do not believe this additional employment is incompatible with this employee’s civil service duties and responsibilities.

Name Comment
First Last

Director/Designee’s Signature Date
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Rule 118: Conflict of Interest
Applicability: Rule 118 shall apply to employees in all classes; except the Uniformed Ranks of the Police and Fire
Departments and MTA Service-Critical classes.

Sec. 118.1 Charter Restriction

118.1.1 No officer or employee of the City and County may engage in any employment, activity, or enterprise that
the department, board, commission, or agency of which he or she is a member or employee has identified as
incompatible in a statement of incompatible activities adopted under Section 3.218a of the Campaign and
Government Conduct Code. No officer or employee may be subject to discipline or penalties under this Section
unless he or she has been provided an opportunity to demonstrate that his or her activity is not in fact inconsistent,
incompatible or in conflict with the duties of the officer or employee. (Campaign and Government Conduct Code
Section 3.218a)

118.1.2 The Ethics Commission is charged with administering and enforcing the governmental and ethics laws of the
City and County of San Francisco. (Charter Section 15.100 - 15.102)

Sec. 118.2 Additional Employment

118.2.1 Requirement of Approval Except with the approval of the Human Resources Director/Designee as herein
provided, no person holding an appointment with the City and County of San Francisco, shall engage in any
employment, position or service (including business owners, consultants and independent contractors), hereinafter
for purposes of this section referred to collectively as "employment" in or out of the service of the City in which the
employee is required to perform any duties related to or in furtherance of that employment, position or service, and
for which the employee is to receive compensation in any form, including salary, wage, fee, commission, or
emolument.

118.2.2 Procedures for Approval

Approval of the Human Resources Director/Designee, in accordance with the provisions of this Rule, shall be
requested on a form provided by the Department of Human Resources. Such form shall include the following:

1) Approval of the appointing officer;

2) A statement reporting the nature of the other employment;

3) The usual place of such other employment and the work schedule and number of hours of service required
of the employee per day and per week;

4) The signature of the official or person for whom or under whom the employment is to be performed, and a
statement by such person that it is understood that the employee is regularly employed in the City service
on a full-time basis; and

5) A statement that approval, if granted, shall not be for more than twelve (12) months, and if extension is
desired, a new request form must be submitted.

118.2.3 Conditions for Denial
Requests to engage in additional employment under the provisions of this Rule will not be approved by the Human
Resources Director/Designee unless there is compliance with the following condition:
1) That the employment will not impair the efficiency or interfere in any way with the full and proper
performance of the employee's regular civil service employment;
2) That the performance of such employment is in no way inconsistent, incompatible or in conflict with
assigned civil service duties or responsibilities of the employee's department or appointing officer;
3) That the performance of such employment will not be contrary to the interests of the City service generally
and will not lead to situations which would reflect discredit on the City service;
4) That such employment will not involve any duty whatsoever of the employee during the employee's regular
City work schedule; and
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5) That the employment will not be in a hazardous occupation that would involve a substantial risk of injury to
the employee. The Human Resources Director/Designee will determine whether such employment is unduly
hazardous and will be guided in making a determination by the Manual of Rules, Classifications and Basic
Rates for Workers' Compensation Insurance as published by the California Inspection Rating Bureau.

Sec. 118.3 Activities as Independent Contractor Performing Services for the City
118.3.1 Definition of Independent Contractor

1) Anindependent contractor is as defined by the Internal Revenue Service, and one who is performing services
for another, and the person for whom the services are performed, have the right to control or direct only the
result of the work and not the means and methods of accomplishing the results.

2) For purposes of this Rule, the determination of an individual's status as an independent contractor is based
upon a review of the person's income from the secondary activity, i.e., if deductions are made for income
tax, Workers' Compensation, Social Security and Medicare, or Unemployment Insurance, then the person is
not considered to be an independent contractor.

118.3.2 Requirement of Approval Prior to Accepting Work with the City as an Independent Contractor Officers or
employees who offer their services to the City as independent contractors are also required to obtain the approval
of the Human Resources Director/Designee prior to accepting work with the City.

Sec. 118.4 Human Resources Director/Designee to Act on Requests

The Human Resources Director/Designee is authorized to consider and act on requests for approval of employment
or work as an independent contractor with the City in addition to City and County of San Francisco employment in
accordance with the provisions and requirements of this Rule and subject to the appeal provisions as provided
elsewhere in these Rules.

Sec. 118.5 Activities Other Than Employment Where Income, Profit, or Other Gain is or May be Accrued

118.5.1 No officer or employee shall participate in any activity or enterprise where income, profit or other gain is or
may be accrued, which could reflect on the honor or efficiency of the City service, or be contrary to the best
interests of the City service in any respect.

118.5.2 Appointing officers shall report to the Commission those activities or enterprises which, in accordance with
the provisions of this section, should be prohibited to specific classifications or positions or departmental units under
their jurisdiction.

118.5.3 The Commission shall calendar such report of the appointing officer for hearing and shall give notice of such
hearing to parties of interest. If the report, or any part of the report, of the appointing officer is approved by the
Commission, the appointing officer shall make such information concerning the approval by the Commission known
to each employee affected, and the engagement in any such activity or enterprise shall thereafter be prohibited.
118.5.4 No officer or employee shall be involved through secondary parties in the engagement of any activity or
enterprise which the employee is prohibited from engaging in directly, nor in that connection shall the employee
lend, convey, or authorize the use of any information or resources under the employee's control.

Sec. 118.6 Penalties

118.6.1 Violation of this Rule shall be deemed insubordination, subject to disciplinary action as provided in Charter
Sections A8.341 and A8.342.

118.6.2 Failure to report or engaging in activities identified as incompatible in the department’s adopted statement
of incompatible activities may subject an officer or employee to discipline, including removal from office, as well as
to monetary fines and penalties.
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San Francisco Charter
Appendix A: Employment Provisions

A8.341 REMOVAL OR DISCHARGE OF PERMANENT, NON-PROBATIONARY EMPLOYEES

A. Any person employed under the civil service provisions of this Charter, exclusive of members of the uniformed ranks of the
police and fire departments as provided under Section 8.343 hereof, in a position defined by the commission as "permanent" may
be removed or discharged by the appointing officer for just cause, after being provided with written notice of the charges, copies of
all documentation upon which the charges are based and after an opportunity to respond to the charges before the appointing
officer or his or her designee. Pending investigation of conduct involving misappropriation of public funds or property, misuse or
destruction of public property, drug addiction or habitual intemperance, mistreatment of persons, immorality, acts which would
constitute a felony or misdemeanor involving moral turpitude, or acts which present an immediate danger to the public health and
safety the appointing officer may place the accused person on unpaid administrative leave for no more than 30 days unless the
investigation shall be delayed beyond such time by the act of the accused person. When the appointing officer imposes discharge or
removal he or she shall, in writing, notify the person removed or discharged of the right to appeal the discharge or removal by
mailing such statement to his last known address. The employee shall have thirty days from the date of mailing of the notice to file
an appeal of the matter in writing with the appointing officer. Upon receipt of a timely appeal, the appeal shall be conducted
forthwith by a qualified and unbiased hearing officer who shall be employed under contract by the City and County and selected by
procedures set forth in the rules of the civil service commission. The hearing officer shall publicly hear and determine the appeal,
and may approve the discharge or removal, or exonerate, or suspend the accused.

If the employee is exonerated the hearing officer may, at his or her discretion, order payment of salary to the employee for the
period of the discharge or removal or unpaid administrative leave, and the report of such period of discharge or removal or unpaid
administrative leave shall thereupon be expunged from the record of service of such employee.

The civil service commission shall immediately be notified of the charges when made, of the action of the appointing officer to
remove or discharge, of the appeal, and of the finding thereon. The finding of the hearing officer shall be final.

The civil service commission may remove or discharge an employee for any charge filed by a citizen or by any member of or
authorized agent of the commission when the appointing officer neglects or refuses to take such action against the employee within
30 days of notification to the department head of the occurrence or event giving rise to the charge. Removal or discharge may be
made for any cause after the employee is provided with written notice of the charges, copies of all documentation upon which the
charges are based and after the employee has had the opportunity to respond to the charges before the civil service commission or
its designee. The decision of the civil service commission shall be final.

Nothing in this section shall limit or restrict rules adopted by the commission governing dismissal of probationary employees, lay-
offs or reduction in force or providing for the removal of any appointee who has abandoned his or her position as defined by civil
service commission rule.

B. Notwithstanding the provisions of Subsection A above, a recognized employee organization and any affected City department
may agree to alternative procedures, including final and binding arbitration by a neutral arbitrator jointly selected by the employee
organization and the City, to deal with charges brought against individual employees, the resolution of such charges and the
appropriate discipline, if any, to be imposed on the employee. Said alternative procedures shall be included in a Memorandum of
Understanding between the City and the employee organization which shall be effective when ratified by the Board of Supervisors.

A8.342 DISCIPLINARY SUSPENSIONS

The appointing officer may, for disciplinary purposes, suspend a subordinate for a period not exceeding 30 days; and suspension
shall carry with it the loss of salary for the period of suspension. The suspended employee shall be notified in writing of the reason
for such suspension, and if the suspension be for more than five days the employee shall, at his request, be given a hearing by the
appointing officer. The decision of the appointing officer in all cases of suspension for disciplinary purposes shall be final.
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