REQUEST FOR PERMISSION FOR

OUTSIDE EMPLOYMENT

Full-time permanent and permanent part-time employees of the City of Helena who wish to work at jobs outside of their City employment must submit the following written request to their supervisor, Department Head and Human Resource Manager for their approval and then to the City Manager for final approval. Please refer to Personnel Policy Section 50-4 for all rules regarding Outside Employment.
Employee Name (print)
     

Proposed Employer
     

Employers Address
     

Employers Phone No.
     

	Day
	# hours
	Start time
	End time

	 FORMCHECKBOX 

	Sunday
	      
	      
	      

	 FORMCHECKBOX 

	Monday
	      
	      
	      

	 FORMCHECKBOX 

	Tuesday
	      
	      
	      

	 FORMCHECKBOX 

	Wednesday
	      
	      
	      

	 FORMCHECKBOX 

	Thursday
	      
	      
	      

	 FORMCHECKBOX 

	Friday
	      
	      
	      

	 FORMCHECKBOX 

	Saturday
	      
	      
	      


Description of work to be done
     


Supervisor Approval
Date

 Department Head Approval
Date

Personnel Approval
Date

 City Manager Approval
Date


The employee must also sign the following waiver:

LIABILITY WAIVER FOR OUTSIDE EMPLOYMENT
I hereby waive and release the City of Helena from any liability because of any injury or sickness which would appear to have been caused by my outside employment. I also waive any claims against the City for wages or benefits if it would be necessary to be absent from City work because of an injury caused by outside employment. I understand that I am entitled to use previously accrued sick leave.

Employee’s Signature
Date
Department
rev. 9/09
