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King County




Department of Adult and Juvenile Detention

516 3rd Avenue

(Mailing Address) 500 5th Avenue, M.S. KCF.AD.0600

Seattle, WA    98104-2683

OUTSIDE/SECONDARY EMPLOYMENT REQUEST

Complete one form for each secondary job including self-employment or military duty.

Name: _____________________________________
Classification: _______________

Facility: __________________
Shift: ________


Employees are bound by all provisions of the King County Employee Code of Ethics, King County Code Chapter 3.04.  Please note that requests for secondary/outside employment will be denied where a conflict of interest exists (see Addendum A, King County Code 3.04.030 “Conflict of Interest”).  Employees who accept another full-time primary position elsewhere may not retain their Department position.

Regular Duty Schedule 
S M T W T F S
From: ________ To: ___________

Secondary Work Schedule    
S M T W T F S
From: ________ To: ___________

Name of Secondary Employer: ____________________________________________






First


Middle

Last

Business Name: _________________________________________________________

Address: _______________________________________________________________

Duties to be Performed: __________________________________________________

Self-employed?  ____  Yes  ____ No 
Start date of secondary employment: __________
Does the employer have any contractual relationship with King County?


YES _____
NO _____ 


Does the employment relate to the protection of persons or property?


YES _____
NO _____


Is the use of a weapon authorized?


YES _____
NO _____


Are any of the persons associated with the outside employer known by you to be present or former inmates of the Department of Adult and Juvenile Detention or relatives/associates of an inmate?


YES _____
NO _____


If so, indicate names, relationships:

I certify that the above information is true, that I have read the Employee Code of Conduct Section 3.00.200, the King County Code of Ethics Chapter 3.04, that I am familiar with the Department and County rules pertaining to off-duty employment and that the above described employment does not conflict with those rules.

Signature of Applicant


Date of signature/submission
Date of Termination of Outside/Secondary Employment: ____________ (If this employment is for one day only, note the one day.)

Upon termination of this employment return this form forthwith via the chain of Command to Human Resources.

	ALL APPROVALS AUTOMATICALLY TERMINATE AT THE END OF THE CALENDAR YEAR.

Upon expiration, a new notification form must be submitted to your Major or Supervisor and will be forwarded up the chain of command for review and authorization prior to commencement of the outside/secondary work submitted for review.  


APPROVAL

Division Manager: 

__________________________________________________Date: _____________________
Human Resources Service Delivery Manager: 

__________________________________________________Date:  _____________________
Director: 

__________________________________________________Date:______________________
Distribution of copies

Signed original to Human Resources Service Delivery Manager

1st Copy – Director

2nd Copy – Personnel File

3rd Copy – Employee
(INFORMATION ON PAGES 3-5 IS TO BE RETAINED BY EMPLOYEE)

ADDENDUM A

3.04.030
Conflict of Interest

A. No county employee shall engage in any act which is in conflict with the performance of official duties. A county employee shall be deemed to have a conflict of interest if the employee directly or indirectly:
1. Receives or has any financial interest in any purchase, sale or lease to or by the county of any service or property when such financial interest was received or obtained with the prior knowledge that the county intended to purchase, sell or lease such property or service;
2. Is beneficially interested, directly or indirectly, in any contract, sale, lease, option or purchase that may be made by, through, or under the supervision of the employee, in whole or in part, or accepts, directly or indirectly, any compensation, gift or thing of value from any other person beneficially interested therein;
3. Accepts or seeks for others, directly or indirectly, any employment, travel expense, service, information, compensation, gift or thing of value on more favorable terms than those granted to other county employees or the public generally, from any person, doing business, or seeking to do business with the county for which the employee has responsibility or with regard to which he or she may participate, provided that this subsection shall not apply to the receipt by elected officials, or by employees who are supervised directly by an elected official, of meals, refreshments or transportation within the boundaries of the county when given in connection with meetings with constituents or meetings which are informational or ceremonial in nature;
4. Accepts, directly or indirectly, any gift, favor, loan, retainer, entertainment, travel expense, compensation or other thing of value from any person doing business or seeking to do business with the county when such acceptance may conflict with the performance of the employee's official duties. A conflict shall be deemed to exist where a reasonable and prudent person would believe that the gift, compensation, thing of value, or more favorable terms, was given for the purpose of obtaining special consideration or to influence county action. The financing of the conduct of county election campaigns shall continue to be governed by chapter 42.17 RCW and the provisions of the charter and ordinances;
5. Participates in, influences or attempts to influence, directly or indirectly, the selection of, or the conduct of business or a transaction with a person doing or seeking to do business with the county if the employee has a financial interest in or with said person;
6. Discusses or accepts an offer of future employment with any person doing or seeking to do business with the county if either:
a. the employee knows or has reason to believe that the offer of employment was or is intended, in whole or in part, directly or indirectly, as compensation or reward for the performance or nonperformance of a duty by the employee during the course of county employment or to influence county action pertaining to the business; or
b. the employee has responsibility for a matter upon which the person is doing or seeking to do business with the county unless the employee has first disclosed in writing to his or her appointing authority that the employee intends to discuss future employment with a specific person and the appointing authority has designated, in a memorandum filed with the board of ethics and a copy of which is maintained by the appointing authority, a method of providing for an alternative decision maker with regard to matters involving such person for which the employee otherwise would have responsibility;
7. Within one year of entering county employment awards a county contract or participates in a county action benefiting a person that formerly employed him or her, provided, that participation other than contract award may be authorized in a memorandum by the appointing authority following written disclosure by the affected employee and that such authorization shall be filed with the board of ethics and a copy maintained by the appointing authority;
8. Is an employee, agent, officer, partner, director or consultant of any person doing or seeking to do business with the county, unless such relationship has been disclosed as provided by this chapter;
9.
a. Engages in or accepts compensation, employment or renders services for any person or a governmental entity other than the county when such employment or service is incompatible with the proper discharge of official duties or would impair independence of judgment or action in the performance of official duties. In addition, the following employees must obtain the prior written consent of their highest ranking supervisor authorizing either new or continued employment, or the acceptance of any compensation or any thing of value for services performed outside King County government:
(1) the county administrative officer, the chief officer of each executive department or administrative office as defined by the provisions of the charter, the manager of each division of such department or office, and all persons who report directly to such individuals;
(2) all non-elected council employees, provided that the personal staff of each individual councilmember shall obtain such consent from such councilmember;
(3) all non-elected employees of the prosecuting attorney;
(4) all non-elected employees of the department of judicial administration; and
(5) all non-elected employees of the department of assessments.
b. If such employment or service is deemed by the highest-ranking supervisor to pose a conflict of interest, the employee immediately shall divest such employment and failure to do so shall be grounds for dismissal;
10. Enters into a business relationship outside county government with any other employee for whom he or she has any supervisory responsibility;
11. Enters into a business relationship outside county government with any

person with regard to a matter for which the employee has responsibility as a county employee;
12. Appears on behalf of a person before any regulatory governmental agency, or represents a person in any action or proceeding against the interest of the county in any litigation to which the county is a party, unless the employee has a personal interest in the litigation and this personal interest has been disclosed to the regulatory governmental agency or adjudicating individual or body. A county council member may appear before regulatory governmental agencies on behalf of constituents in the course of his or her duties as a representative of the electorate or in the performance of public or civic obligations; however, no official or employee shall accept a retainer or compensation, or any gift or thing of value that is contingent upon a specific action by a county agency;
13. Directly or indirectly possesses a substantial or controlling interest in any person which does or seeks to do business with the county, without disclosing such interest as provided by this chapter. A substantial interest is an interest that exceeds one-tenth of one percent of the outstanding securities of the person; or, if the interest is in an unincorporated business concern, exceeds one percent of the net worth of such concern; or the financial interest of a person exceeds five percent of the net worth of the employee and his or her immediate family;
14. As a county council member has a financial or other private interest in any legislation or other matter coming before the council, and fails to disclose such an interest on the records of the county council. This provision shall not apply if the county council member disqualifies himself or herself from voting by stating the nature and extent of such interest. Any other employee who has a financial or other private interest, and who participates in an action or proposed action of the county council and fails to disclose on the records of the county council the nature and extent of such interest, shall be deemed in violation of this chapter;
15.
a. Has an interest in any property being considered for revaluation by the county board of appeals and equalization or has a personal interest or connection with another person's petition for revaluation while:
(1) an elected county official;
(2) the executive's administrative assistants and office manager;
(3) county council members’ executive secretaries;
(4) county administrative officer, the county administrative officer's administrative assistants and the county administrative officer's confidential secretary;
 (5) chief officer of each executive department, the chief officer's administrative assistants and confidential secretary,
(6) chief officer of each administrative office, the chief officer's administrative assistants and the chief officer's confidential secretary;
(7) council administrator, the council administrator's administrative assistants and the council administrator's secretary;
(8) the ombudsman and the ombudsman's staff;
(9) an employee of the department of assessments;
(10) an employee assigned to either the board of equalization or the board of appeals, or both; and
(11) any other county employee who has direct contact with the board of appeals and equalization in the carrying out of his or her duties;
(12) a member of either the county board of appeals or the board of equalization, or both; and
(13) clerk of the council and his or her secretaries.
b. All persons listed in subsection A.15.a.(1). through (13). of this section, who wish to appeal to the county board of equalization on a matter of property revaluation shall be governed by the procedure in K.C.C. 3.04.040;
16. As an appointive member of a board or commission, has a close relative serving on the same board or commission. For the purposes of this subsection, close relative is defined as:

	Husband
	
	Wife

	Father
	
	Father-in-law

	Mother
	
	Mother-in-law

	Brother
	
	Brother-in-law

	Sister
	
	Sister-in-law

	Son-in-law
	
	Daughter-in-law

	Niece
	
	Nephew

	Grandparent
	
	Grandchild

	Uncle
	
	Aunt

	Child
	
	Child of domestic partner

	Domestic partner
	
	


In addition, the relatives of a domestic partner shall be considered close relatives to the same extent such relatives would be included in this subsection if the employee and the domestic partner were married;
17. Discloses or uses for the personal benefit of the employee or his or her immediate family any information acquired in the course of official duties which is not available as a matter of public knowledge or public record; or
18. Acts as an accomplice in any act by an immediate family member which, if such act were performed by the employee would be prohibited by 1., 2., 3., 4., 5., 6., 7., 8., 10., 11., 13., 14., 15. or 17. of this subsection. However, it shall not be a conflict of interest for such family member to enter into a bona fide contract of employment which is not intended to influence the action of the county employee.
B. Subsection of A.2, 5, and 14 of this section is not violated by the possession by an employee of a financial interest in a person or other entity which is not a substantial interest as defined by subsection A.13 of this section.
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