[bookmark: _Toc50815845][bookmark: _Toc211140476]208 OUTSIDE ACTIVITIES AND ON-CAMPUS EXTRA COMPENSATION

[bookmark: _Toc50815846][bookmark: _Toc211140477]208.01 Conflict of Interest: Policy

Board of Regents Policy 802.16 Outside Activities: An employee of the University System of Georgia should avoid actual or apparent conflict of interest between his or her college or university obligations and his or her outside activities.

A conflict of interest is defined as a conflict between the private interests and the official responsibilities of a person in a position of public trust.  The first obligation of a University employee is always to Clayton State.  No University employee shall engage in any outside activity that competes or appears to compete with the interests of the University, and/or to inhibit the successful pursuit of University objectives, and/or to bring discredit upon the University.  Such outside activities are, by definition, a conflict of interest and will not be approved.

[bookmark: _Toc47489498][bookmark: _Toc50815847][bookmark: _Toc211140478]208.02 Occupational Activity and Consulting

[bookmark: _Toc47489499][bookmark: _Toc50815848][bookmark: _Toc211140479]208.02.1 Definitions

1. An outside activity is considered “occupational” if the employee must commit more than one full business day per week to the pursuit of the activity. Absences to engage in occupational activity must be requested using an “Employee Occupational and On-Campus Activities Approval Form.”  

2. “Ongoing occupational activities” are occupational activities that require the attention/time of an employee more than once in an academic year.

3. Single Occasion Occupational Activities are those activities involving only a few hours (generally fewer than 8) of faculty time and not recurring on a regular basis as part of an established pattern of consulting speaking or performing.

4. Extra compensation is defined as activities performed outside the frame work of the employee’s normal workload in which the employee is compensated through the University System of Georgia payroll system.

5. Consulting

Board of Regents Policy 802.1602 Consulting: Recognizing that teaching, research, and public service are the primary responsibilities of faculty members in the University System of Georgia, it shall be considered reasonable and desirable for faculty members to engage in consulting activities, which are defined for purposes of this policy as any additional activity beyond duties assigned by the institution, professional in nature and based in the appropriate discipline for which the individual receives additional compensation during the contract year…  

Board of Regents Academic Affairs Handbook Section 4.09.02 Consulting: The following disclaimer should be included in any written reports prepared by faculty members of the University System of Georgia for clients for whom they perform consultation services:

“This report represents the opinions of the author(s).  It carries no official endorsement by [Clayton State].” 

[bookmark: _Toc47489500][bookmark: _Toc50815849][bookmark: _Toc211140480]208.02.2 Policy

Board of Regents Policy 802.1601 Occupational:

1. An employee of the University System shall not engage in any occupation, pursuit, or endeavor, which will interfere with the regular and punctual discharge of official duties.  The Board may from time to time adopt additional restrictions and limitations on outside activities of employees as set forth in this Policy Handbook.
1. All full-time faculty, administrators, and other professional staff members employed by an institution of the University System are expected to give full professional effort to their assignments of teaching, research, and service.
1. Professional employees are encouraged to participate in professional activity that does not interfere with the regular and punctual discharge of official duties provided the activity meets one of the following criteria: (1) is a means of personal professional development; (2) serves the community, state or nation; or (3) is consistent with the objectives of the institution.
1. For all activities, except single-occasion activities, the employee shall report in writing through official channels the proposed arrangements and secure the approval of the president or his/her designee prior to engaging in the activities.  Such activities include consulting, teaching, speaking, and participating in business or service enterprises.

3. The use of University funds, facilities, materials, equipment, or supplies, in connection with outside occupational activities or consulting is strictly prohibited unless prior arrangements have been approved for reimbursing the University at the normal rates charged to outside users of University facilities. 

3. Missing class or other assigned duties to engage in approved outside occupational activities or consulting is strongly discouraged, and general approval of an activity does not convey specific permission to be absent.  If special circumstances appear to warrant absence (e.g., out-of-town consulting), the faculty member must secure prior written authorization.  The faculty member must specify what arrangements have been made to make sure that the absence will not interfere with the discharge of official duties.  In no case may class absence for occupational activity or consulting exceed 10 percent of the lecture/lab time for a semester.

[bookmark: _Toc47489502][bookmark: _Toc50815851][bookmark: _Toc211140481]208.02.3 Procedure for Obtaining Approval of Occupational Activity or Consulting

Before accepting outside occupational activity or consulting during the term of his or her contract or during summer if receiving compensation from the University, the faculty member must do the following:

1. A faculty member wishing to engage in outside occupational activity or consulting must first discuss the employment with his or her department head/associate dean or supervisor to determine if the employment is consistent with the University and Board of Regents’ policy.  

1. If this informal consultation indicates that the activity appears likely to be approved, then the faculty member should submit a completed Employee Occupational and On-Campus Activities Approval Form to the department head/associate dean or supervisor, who will forward it through the administrative chain of command for approval.  

Employees who wish to engage in on-going occupational activities or on-going consulting must submit a form at the start of each academic year.  Approval during one academic year does not necessarily ensure approval in subsequent years.  It is the employee’s obligation to report and request approval of any substantive change in the nature or extent of duties or obligations involved in outside occupational activities or consulting approved for the year.

Employees who engage in outside occupational activities or consulting on an occasional basis that is not amenable to long-term planning must submit an approval form for each occasion, and must not engage in the activity or activities until written approval is received. 

[bookmark: _Toc47489503][bookmark: _Toc50815852][bookmark: _Toc211140482]208.02.4 Occupational Activities Resulting in Extra Compensation

The following guidelines must be met for outside activities that result in extra compensation:

1. Compensation made through the college payroll system will be subject to the following limitations:
0. The compensation will not exceed the fair market value for the work performed.
0. During that part of the year when a faculty member is under contract as a full-time employee of the college, the compensation will not exceed 20% of the faculty member’s base pay as indicated in the contract.
1. Faculty members on a fiscal year contract may be compensated up to an additional 20% of their base pay during the fiscal year.
1. Faculty members on an academic year contract may be compensated up to an additional 20% of their base pay during the academic year contract period.  They may be compensated for an additional 33.3% of their academic year base pay during the period following the academic year contract period.  If a project resulting in extra compensation generates funds in excess of this limit, the funds will be used to “buy” a portion of the faculty member’s time; the faculty member will be released from an appropriate portion of his or her responsibilities as a full-time faculty member.

1. Any faculty member receiving compensation from a corporation that has a contract with the University must disclose and receive prior approval from the President or his designee for that compensation. 

1. A faculty member who participates in an outside activity during the summer semester is not subject to a compensation limit provided that the faculty member is not under contract during the summer semester.  

1. If a faculty member, while under contract for the summer semester, wishes to participate in an outside activity, the approval process as outlined in section 208.02.3 must be followed.

[bookmark: _Toc47489504][bookmark: _Toc50815853][bookmark: _Toc211140483]208.02.5 Approval Procedures for Outside Activity Involving Georgia State Agencies (including other institutions of the University System of Georgia)

The following steps must be completed for outside activities involving Georgia state agencies:

1. Employees of Clayton State who desire to perform paid services for another state agency should arrange an informal consultation with their department head/ associate dean, director, or dean, and vice president, as applicable, and discuss the proposed arrangements in detail.  No commitment of any kind to another state agency should be made by a Clayton State employee until and unless informal approval is obtained in Step 1.

2. The chief executive officer of the department or agency desiring the services of a person at this University who falls in one of the eligibility categories mentioned above should address a letter to the President of the University, certifying the need for the Clayton State employee’s services and explaining why the best interests of the state will be served by obtaining the part-time services of a Clayton State employee, rather than obtaining the same services from a person(s) not presently employed by the State of Georgia.

3. The President of the University may approve or disapprove the request.  In order to approve the other agency’s request for a Clayton State employee’s services, the President must certify in writing, to the requesting state agency or department, each of the following:
(1) The person whose services are desired is available to perform such services.
(2) The performance of the requested services will not detract from, or have a detrimental effect on the Clayton State employee’s performance of obligations to the University.
(3) The part-time employment of the employee will be in the best interests of the State.

4. The two departments or agencies involved must then reach an agreement about the procedures under which the Clayton State employee shall perform the additional services.  The agreement shall specify the means of employment (whether as a part-time employee or as a consultant), the compensation involved, and other pertinent details and conditions.  The agreement may be terminated at any time by either party.

[bookmark: _Toc47489505][bookmark: _Toc50815854][bookmark: _Toc211140484]208.02.6 Professional Liability Insurance

Employees should be aware that they are not covered by The Board of Regents Professional Liability Insurance Plan when engaged in outside occupational activity or consulting.  Liability coverage for such activities was specifically excluded by the Board of Regents in 1987.  This exclusion specifically extends to “Participation in consultation practice in the employee’s discipline or related subject areas, when such consultation is for the employee’s personal gain and where the contract for the service is between the employee and the third party benefiting from the consultation.” (Board of Regents action Jan. 14, 1987)  

[bookmark: _Toc47489506][bookmark: _Toc50815855][bookmark: _Toc211140485]208.03 On-Campus Activities For Extra Compensation (Personal Services)

Faculty members are, of course, expected to devote a full workweek to their regular duties and responsibilities to the University.  Occasionally, special activities, above and beyond the normal workweek, will be performed for which extra compensation may be provided. 

[bookmark: _Toc47489507][bookmark: _Toc50815856][bookmark: _Toc211140486]208.03.1 Procedure for Approval

Any faculty member intending to perform on-campus activities for extra compensation must complete the Employee Occupational and On-Campus Activities Approval Form.  The form requires the signatures of the immediate supervisor and other administrators. 

[bookmark: _Toc47489508][bookmark: _Toc50815857][bookmark: _Toc211140487]208.03.2 Continuing Education 

The most common type of extra compensation is that provided when the faculty member teaches or performs other services for the office of Continuing Education above and beyond the faculty member’s normal workweek.  The approval procedure explained in 208.03 must be followed for Continuing Education compensation. 



[bookmark: _Toc211140603]Employee Occupational and On-Campus Activities Approval Form

[bookmark: Grade]Employee Name:	      		Department:	      	

School/College:	      		Date of Request:	      	

Activity Type (Check all that apply):

|_|	Outside Activity involving monetary compensation above expenses 

|_|	Outside Activity involving more than one business day of time commitment in a week

Activity Terms:

|_|	On-Campus Activity involving more than one business day of time commitment in a week
Beginning Date and Time:       		Ending Date and Time:       	

Frequency of Activity: (one time, once per month, etc.):       	

Total Time Commitment (hr.):       	

	Activity Description (including dates that the employee will be away from duties):

     



Certification:

I certify that the activity:

1. will not constitute a conflict of interest for Clayton State; 
2. will not interfere with the punctual discharge of my official duties; and
3. meets one of the following criteria: (a.) is a means of personal professional development; (b.) serves the community, state or nation; or (c.) is consistent with the objectives of the institution.

		     	
	Employee Signature	Date

Approvals: (Please secure signatures before returning to the Office of Academic Affairs.)

		     	
	Department Head	Date


		     	
	Academic Dean	Date
[bookmark: _Change_of_Grade_Form]

