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Purpose: 
 
This policy is provided to establish additional requirements and guidance to Wildlife Resources 
Division staff in support of the Department’s SOP HR203 – Secondary Employment 
(Attachment 1). For appropriate forms, visit Office of Human Resources Standard Operating 
Procedures on the DNR Intranet.  
 
Policy: 
 
Wildlife Resources Division employees will be permitted to engage in Secondary Employment 
and/or Extra-Duty Employment, provided that it is not a conflict of interest with departmental 

employment, violation of law, rule or regulation and it does not impede or conflict with the 
employee's ability to perform his or her duties and responsibilities with the Department. WRD 
employees holding POST certification through July 31, 2018 must adhere to the LED Secondary 

Employment policy for the time period they remain POST certified and work for the 
Department. 
 

The Director of the Wildlife Resources Division will have the final authority in decisions of 
conflict of interest with secondary or extra duty employment. The following procedures will 
apply to all requests for secondary employment: 

 
1. A Secondary Employment Request Form (Attachment 2) will be submitted through 

the chain-of-command to the Region Supervisor for initial approval. Memos 
containing additional details may be attached to the form when needed for 

clarification.  
2. All requests will be reviewed by the Immediate Supervisor (initials to indicate 

approval), Regional Supervisor, Section Chief (Manager, first signatory on the form), 

Division Assistant Director, and OHR. The reviewing individuals will initial the form 
that they have reviewed and recommend approval or denial of the request. The 
Region Supervisor shall have primary responsibility for evaluating initial Secondary 

Employment requests and ensuring that conflicts with DNR responsibilities do not 
occur if Secondary Employment is approved. After recommending approval or 
denial, the Region Supervisor will initial the application that they have reviewed and 

recommend the request and will forward the request to the appropriate Section 
Chief. The Section Chief will review, sign the Secondary Employment Request Form 
and forward to the Assistant Director for Director’s Office approval. 

3. Secondary Employment on scheduled state work days must be outside of scheduled 
state work hours. Requests will be specific that the secondary job will not 
conflict with normal work hours or expectations and explicitly indicated 

in the description of job responsibilities on the Request for Approval of 
Secondary Employment. 
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4. POST certified associates must have served a minimum two years, successfully 

completed the Field Orientation Program / Field Training Program and received a 
minimum “Successful Performer” rating on the last Annual Performance 

Management Evaluation to be eligible for secondary employment associated with 
using their POST certification in their secondary employment. 

5. No secondary employment will be approved for providing services that the employee 

may normally provide free of charge to the public as a normal course of business in 
their Department employment.  

6. Approval of secondary employment may be withdrawn at any time if it is determined 

by the Section Chief or Division Director that such employment has interfered with 
the associate’s Division responsibility. Region Supervisors should prepare a 
revocation memo for the Director’s signature outlining the reasons for the action. 

7. Associates who have an approved secondary employment request on file shall submit 
a new request for approval at any time there is a significant change in the status of 
such employment and when the secondary employment is terminated. 

 
 

Attachments  
 
Attachment 1 – DNR SOP HR203 
Attachment 2 –Request for Approval of Secondary Employment Form 
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Office of Human Resources 
Standard Operating Procedure 

HR SOP #203 

 

Subject:  Secondary Employment  

Effective Date: June 1, 2017  

Policy Statement: 
Agency employees must avoid secondary employment activities and/or relationships that 
conflict with the State’s interests; create a perception of impropriety; or adversely affects the 
State’s or DNR’s reputation.  

Employees must obtain permission for a secondary job whether self-employed or employed by 
another prior to accepting such employment. New employees, who are engaged in secondary 
employment at the time of their employment with the Department, must request permission to 
continue such employment. 

Definitions: 
Secondary Employment:  Another job or position held concurrently while employed full-time or 
part-time with the Georgia Department of Natural Resources, and for which the individual 
receives additional salary/compensation; including self-employment, contracting to provide 
services for a fee, serving as a consultant for a fee and any elected or appointed public office or 
a position in a political party or organization. 

Prohibited Public Employment:  Any full-time elective or appointive public office of the state or 
political subdivision of a state, civil office of the federal government, office of a political party or 
political organization, or any other office is prohibited if the duties or responsibilities of such 
office conflict with the employee’s State employment. Employees are prohibited from holding 
office or being employed in the legislative or judicial branch. Note: An exception is that an 
employee who has taken a leave of absence without pay may serve in the legislative branch 
while the Georgia General Assembly is in session.  

Procedure: 
Requesting Permission: 

Current DNR employees who wish to have a second job, and new DNR employees who are 
engaged in a secondary employment and wish to continue in such employment, must submit 
the Request for Approval of Secondary Employment (Attachment 1) to their supervisor. 
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Employees are personally responsible for informing their supervisors about secondary 
employment in a timely manner. To help avoid unforeseen conflicts or work impediments, 
employees should actively seek the advice of their supervisor before accepting a secondary job. 

Division Directors will forward the Approval of Secondary Employment (Attachment 1) to the 
DNR Human Resources (HR) Director with a recommendation for approval or denial.  

The DNR HR Director will make the final decision and notify the employee by letter, copied to 
the applicable Division Director. A copy of the completed form with approval or denial will be 
placed in the employee's official personnel file.  

Secondary Employment Changes: 

DNR employees who subsequently obtain, change, or end secondary employment relationships 
(with other employers) must complete the Request for Approval of Secondary Employment 
(Attachment 1) within 15 calendar days after the occurrence. 

Hourly Employees: 

Secondary Employment approval from the DNR HR Director is not required for hourly 
employees. Division Directors are responsible to ensure that hourly employees meet the other 
provisions of this procedure. A Request for Approval of Secondary Employment (Attachment 1) 
for hourly employees should be kept in the employee’s management file and not forwarded to 
the Office of Human Resources. 

Evaluating the Request: 

The supervisor/manager and division director will use the criteria below to review the request, 
and to formulate his/her recommendation. DNR employees will be permitted to engage in 
secondary employment, provided it is; 

 Not a conflict of interest or does not appear to be a conflict of interest with their 
employment with DNR, for example: 
o Is the secondary employer a current or potential competitor, customer, supplier or 

contractor of DNR/EPD?  
o Is the secondary employment serving as a member of the Board of Directors or 

serving as a consultant, or advisor to management or the board of a business that is 
a competitor, customer, supplier or contractor of the State? 

o Does the employee hold a 5% or more financial interest in a competitor, customer, 
supplier, or contractor of the State? 

 Not as a corporate officer or director of any for-profit or publicly held company;  

 Not a violation of law, rule or regulation; 

 Not engaging in any transactions involving the state from which the employee can 
benefit, financially or otherwise; 

 Not prohibited public employment or political appointment; 
 Not an impediment to or conflict with the employee's ability to perform his or her duties 

and responsibilities with the Department; 
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o Would the secondary employment activity interfere with the performance of the 
employee's duties or conflict with any regular or anticipated overtime required by 
the DNR/EPD job? 

o Would the secondary employment use the State’s time, equipment, or other 
resources in pursuing outside business activities? 

 Approved by the DNR supervisor/manager, division director and the DNR HR Director via 
Attachment 1; and 

 Approved in writing by DNR and the secondary State of Georgia employer prior to 
commencing the secondary employment. 

Confidential, unpublished information obtained in connection with an employee’s State 
employment cannot be for the employee’s personal benefit or for disclosure by the employee 
to a third party. 

Voluntary, pro bono services on behalf of non-profit organizations may be permitted, so long as 
services to such organizations would not have the potential to create a conflict and do not 
impair the employee’s ability to discharge his or her public duties fully, faithfully, and 
impartially. 

Exempt Employees: 

DNR employees who are exempt from the Fair Labor Standards Act (FLSA) requirements will be 
permitted to work with other state agencies, commissions or authorities, provided the 
employee meets the criteria above and if applicable, in the Approval for Employees with 
Advanced Degrees section. 

Nonexempt Employees: 

DNR employees who are nonexempt from the Fair Labor Standards Act (FLSA) requirements are 
prohibited from working with other state agencies, commissions or authorities. 

Approval for Employees with Advanced Degrees: 

A DNR employee with a doctoral or master's degree from an accredited college or university 
may not be employed by another state agency unless: The Chief Executive of the department, 
the agency, commission or authority that wishes to provide secondary employment to a DNR 
employee, certifies in writing the need for the services and sets forth why the best interest of 
the state will be served by obtaining the part-time services of such a person in lieu of obtaining 
such services from a person not presently employed by the state; and 

 The DNR Commissioner certifies in writing that the person whose services are desired is 
available to perform such services, that the performance of such services will not 
detract or have a detrimental effect on the performance of said person's employment 
and, where appropriate, that the part-time employment of such persons, by the 
department, agency, commission, or authority that wants to obtain the services, will be 
in the best interest of the state; and 

 After having complied with the above, DNR and the secondary employer shall, by 
agreement, establish the procedures under which the employee shall perform the 
additional services. The agreement shall specify the means of employment either as a 
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part-time employee or as a consultant, the compensation, and other pertinent details 
and conditions of the employment relationship. The agreement shall be terminable at 
any time by either of the departments, agencies, commissions, or authorities. 

Consequences: 

Failure of the employee to provide initial or updated secondary employment verification in a 
timely manner may result in disciplinary action. 

Attachments: 
Attachment 1 - Request for Approval of Secondary Employment 

 



DNR SOP – HR203 Attachment #1 

Retention: Retain in the official personnel file.  6/17 

 Request for Approval of Secondary Employment  
Employee/Position Information 

Name:        Employee ID:         

Home Address:        

Job Title:        Division:         

Secondary Employment Information 

 Check Here if Secondary Employment.     Check Here if Employment is ‘Extra Duty’ (POST Certified LE employees 

only).  (See Law Enforcement Division Policy No. S-6, Secondary Employment Policy.) 

Secondary Employer:        

Type of Business:        

Business Address:       Work Schedule/Hours:         

Supervisor’s Name:        Business Phone #:        

Description of Job Responsibilities:        

Secondary Employment with the State of Georgia 

 I have a Masters or Doctoral degree     Not applicable   (Skip this section if you do not have an advanced degree.) 
 Degree held: ____________College/University:         
 My secondary employment is with the State of Georgia and my signature below certifies that I have declined all State 
health and flexible benefits, Workers Compensation, and retirement benefits associated with my secondary 
employment position. 

 I have attached a written request from the chief executive of the secondary employer that identifies why the best 
interest of the state to obtain my services in lieu of obtaining such services from a person not presently employed by 
the State of Georgia. 

 My signature below indicates that I have complied with the Approval for Employees with Advanced Degrees section 
of SOP HR203, Secondary Employment.  

Employee’s Signature: Date:       

Notice of Secondary Employment Ending 

   Check Here if Secondary Employment Has Ended.    
Date Secondary 
Employment Ended:       

Secondary Employment Recommendation 
My signature below indicates that I have reviewed the criteria for secondary employment in SOP HR203, Secondary 
Employment, and based on the criteria, reflects my recommendation regarding the secondary employment of this employee.   

   Approve     Deny 

Signature of Manager/Supervisor: Date:       

   Approve     Deny 

Signature of Division Director: Date:       

   Approve     Deny 

Signature of DNR HR Director:  Date:       
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