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                      Notification of Outside Employment
Step 1: DIRECTIONS: If you are engaged in employment outside the University for compensation during your contract period (“Outside Employment”), you must complete this form once each year on or before October 1.  Any change in Outside Employment during the year must be reported utilizing this form at the time the change occurs.  Outside Employment does not include routine professional and academic activities that are typically considered as part of position expectations such as scholarship, research, publications, or presentations; site visits; program reviews; recruiting; journal and book editing; or other comparable professional activities.
	Employee Name:


	NAU ID Number:

	Dept./Unit:

	Supervisor:


Step 2: I will engage in the following Outside Employment during my contractual period:
	Employer Name:   


	     Inclusive Dates

       to


	Hours per week


	No. of Weeks
	Total No. of Hours

	Nature of Outside Employment:


	While engaged in Outside Employment I will ensure that my regular university responsibilities will be fulfilled in the following way:



My statement is true, correct, and complete.  I understand that: 1) I must report any change in my Outside Employment when it occurs; 2) for any Outside Employment, no University owned/operated facilities, supplies, equipment, vehicles, and/or resources (including personnel time or effort) may be utilized; 3) Outside Employment may not in any way interfere or be incompatible with University duties; 4) I must avoid conflict of interest as defined by the laws of the State of Arizona; 5) I may not supply equipment, material, supplies, or services to the University through a business in which I or a relative has a substantial interest unless I have completed a disclosure of substantial interest and the University has conducted a competitive bidding process, 6) this Notification may be subject to public disclosure under Arizona law; and 7) failure to comply with the Conditions of Faculty Service and the requirement to report Outside Employment may result in disciplinary action up to and including termination. (References: A.R.S. 38 -501-511, COFS 1.7.4, Purchasing Policy and Procedure #102.)

Signature _______________________________________________________________________Date __________________________
Step 3: Forward to Supervisor/Department Chair.  Report any changes in Outside Employment as they occur.
Step 4: As supervisor, I have reviewed this Notification.  As indicated below, I believe the Outside Employment will or will not adversely effect or otherwise be incompatible with the employee’s University duties.  If any adverse effect is possible, I have attached any additional documentation, including measures taken to avoid or correct special areas of concern.
___ No adverse effect.

___ Adverse effect possible.  Requires further review by Dean.

Signature of Supervisor/Department Chair/Director_______________________________________Date_________________________
Signature of Dean indicating approval   ___________________________________Date______________________________________
Signature of Provost/designee acknowledging receipt______________________________Date________________________________


Additional copies of this form are available at: http://home.nau.edu/provost/faculty_info.asp
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