City of Gaithersburg
Application for Secondary Employment

	EMPLOYEE REQUESTING OTHER EMPLOYMENT

	Employee Name
	Employee Department 

	
	

	Employee Address
	Employee Home Phone

	
	

	Description of Secondary Employment

	Type of Request 

	Work Schedule

	 FORMCHECKBOX 
 New
 FORMCHECKBOX 
 Renewal
	Days Worked      S  M  Tu  W  Th  F  S (circle all that apply)

Total Hours Worked Per Day 



Total Hours Worked Per Week



Total Hours Worked Per Month



	Employment Type
	

	 FORMCHECKBOX 
 Outside Employer    FORMCHECKBOX 
  Self Employed  

 FORMCHECKBOX 
 Secondary Gaithersburg Employment
	

	Length of time between completion of City Employment and beginning of secondary employment 


	Do you hold a financial interest in the employer/business?     FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	SECONDARY EMPLOYER’S INFORMATION (To be completed by secondary employer)

	Name of Employer
	Supervisor’s/Manager’s Name

	
	

	Employer Address
	Employer Phone

	
	

	Actual Location of Duties 

	

	Duties:  Describe in detail proposed duties for secondary employer 

	

	Anticipated Duration of Secondary Employment

	Beginning Date
	Ending Date
	Indefinite  FORMCHECKBOX 


	INSURANCE INFORMATION

	Liability Carrier Name and Address (Attach Certificate of Insurance Endorsement)
	Policy Number

	
	

	Worker’s Compensation Carrier Name and Address
	Policy Number

	
	

	 FORMCHECKBOX 

Secondary employer’s liability information attached (if applicable)  

 FORMCHECKBOX 

Secondary employer’s workers’ compensation information attached (if applicable) 


	EQUIPMENT/LICENSES TO BE UTILIZED FOR SECONDARY EMPLOYMENT   FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO   FORMCHECKBOX 
 N/A

	List City Equipment/Licenses to be Used (Non-Police Employees)



	THIS SECTION FOR POLICE USE ONLY

	Department Uniform
 FORMCHECKBOX 
 Yes     
 FORMCHECKBOX 

No          
 FORMCHECKBOX 
 N/A

	Department Firearm
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 N/A



	Approved Personal Firearm
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 N/A

	Department Vehicle
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 N/A

	Other City Equipment
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 N/A

	
Please list:


	Will the duties require the exercise of police powers including but not limited to making arrests, conducting investigations and otherwise enforcing the laws of the State?    FORMCHECKBOX 
 YES      FORMCHECKBOX 
  NO      FORMCHECKBOX 
 N/A

	AGREEMENTS AND APPROVAL FOR SECONDARY EMPLOYMENT SIGNED?  FORMCHECKBOX 
  YES     FORMCHECKBOX 
  NO    
(See Secondary Employment Agreement)

	The parties acknowledge that a situation may arise that will require the Employee to depart from his Secondary Employment, and resume his active duties as a City employee, away from the Secondary Employer’s premises.  The applicant understands that the City of Gaithersburg shall not be liable for any injury, damage, or civil action that may occur while performing Secondary Employment duties.  The applicant will not receive Worker’s Compensation through the City of Gaithersburg for any such related injuries.  It is further understood that the City of Gaithersburg will not compensate any employee for court appearances as a result of Secondary Employment.  Police applicants also understand that they cannot begin work for a Secondary Employer until the Secondary Employer and applicant have executed “Secondary Employment Agreement,” of which a copy is attached and the Secondary Employer has provided proof of liability and worker’s compensation insurance coverage.  


	TO BE COMPLETED BY ALL APPLICANTS FOR SECONDARY EMPLOYMENT



	I have read and understand the provisions of this application and the City’s Secondary Employment policy and will act in full compliance.  I further understand that it is my responsibility to submit a new application if the circumstances of this secondary employment change, and to advise my Department Head and the Human Resources Department upon termination of this secondary employment.
Employee’s Signature
Date




APPROVAL PROCEDURES:

	Supervisor:

 FORMCHECKBOX 

Proposed Employment Does Not Constitute a Conflict of Interest


Application is APPROVED

 FORMCHECKBOX 

Proposed Employment Does Constitute a Conflict of Interest


Application is DENIED
	Supervisor Signature:

Date:

	Department Head:
 FORMCHECKBOX 

Proposed Employment Does Not Constitute a Conflict of Interest


Application is APPROVED

 FORMCHECKBOX 

Proposed Employment Does Constitute a Conflict of Interest


Application is DENIED
	Department Head Signature:
Date:

	Human Resources:

 FORMCHECKBOX 

Employee is working in a different capacity from any capacity in 
which the employee is regularly employed with the City of 
Gaithersburg.
	Human Resources Director Signature

Date:




Distribution:  
Original Personnel File


Copy Employee


Copy Supervisor
SECONDARY EMPLOYMENT AGREEMENT

(Police Use Only)


THIS AGREEMENT, made this _______ day of ___________________, 20_____, between the City of Gaithersburg (hereinafter referred to as “the City”), Officer ______________________________  (hereinafter referred to as “Employee”), and ___________________________ (hereinafter referred to as “Secondary Employer”).


WHEREAS, Secondary Employer desires to retain the services of Employee, who is a sworn law enforcement officer of the City, and the Employee desires to work for the Secondary Employer while off duty from the City’s police department;


WHEREAS, Secondary Employer understands that Employee may be required to exercise his/her law enforcement powers while working secondary employment.  Secondary Employer further understands that members of the public may perceive Employee as exercising his/her law enforcement powers while working Secondary Employment;


WHEREAS, this Agreement is intended to set forth the rights and obligations of the City, Secondary Employer and Employee.


NOW, THEREFORE, in consideration of permission granted by the City to Employee to work for Secondary Employer while off duty and while under contract with Secondary Employer, and in consideration of the wages to be paid by Secondary Employer to Employee, the parties agree as follows:
1. The City hereby authorizes Employee to work for Secondary Employer while off duty from the City’s police department and perform such lawful duties and functions as required by Secondary Employer.
2. Secondary Employer shall compensate Employee for services rendered while working for Secondary Employer.  The Employee shall negotiate with Secondary Employer the terms of Employee’s compensation.  The City will incur no expenses as a consequence of Employee working for Secondary Employer.

3. Employee shall be under the direct supervision and control of Secondary Employer while in the service of Secondary Employer.

4. The parties acknowledge that a situation may arise that will require the Employee to depart from his secondary employment, and resume his active duties as a police officer, away from the Secondary Employer’s premises.  In such circumstances, the Employee’s active duties as a police officer will take precedence.

5. Secondary Employer shall defend, indemnify, and save the City and Employee harmless from all losses, damages, attorney’s fees, expenses, claims, lawsuits, and judgments where it is alleged that the Employee was a dual agent, servant and/or employee of the City and the Secondary Employer, or where it is alleged that the Employee was solely an agent, servant and/or employee of the Secondary Employer.

6. Secondary Employer will add, and will pay whatever premiums are required, to add the City and Employee as additional insured on its liability insurance policy.  The liability insurance policy will 

provide an endorsement specifically providing insurance coverage for law enforcement activities.  The Secondary Employer shall provide within ten (10) days from the date of the execution of this Agreement a certificate of insurance, evidencing that the City and Employee have been listed as additional insured on Secondary Employer’s liability insurance policy.  If the City and Employee are not added to the Secondary Employer’s liability insurance policy as additional insured as provided herein, the Employee is prohibited from performing any services for the Secondary Employer.

7. Secondary Employer will add and will pay whatever premiums are required to add Employee to Secondary Employer’s worker’s compensation insurance policy.  If the Employee is not added to the Secondary Employer’s worker’s compensation insurance policy as an additional insured as provided herein, the Employee is prohibited form performing any services for the Secondary Employer.

8. Permission granted to Employee to work for the Secondary Employer may be revoked by the City at any time if the City determines, in its sole discretion, that the Employee’s work for the Secondary Employer is in conflict with or inconsistent with his/her duties as an Employee of the City.

9. Secondary Employer acknowledges that it has received and reviewed Employee’s Application for Secondary Employment, and agrees with the representations contained therein regarding the Employee’s job duties and responsibilities.  Secondary Employer further acknowledges that it understands the terms and conditions imposed on the Employee, as contained in the Application for Secondary Employment.
In witness whereof, each party accepts the terms of this contract and acknowledges same by their signatures below.

Employee Signature
Date: 

CITY OF GAITHERSBURG

Human Resources Director Signature
Date: 
 


SECONDARY EMPLOYER BUSINESS NAME:
BY: 

TITLE: 

Date: 


State of 


County of 


Subscribed and sworn to (or affirmed) before me this _____day of ____________, 20____.
By: 

              Notary Public (please print name)

(Notary Public Signature)

My Commission Expires: 


Please complete reverse side.


