SOUTHEAST ARKANSAS COLLEGE POLICY

5.05

Concurrent Employment

Concurrent employment exists when a state employee receives compensation from (1) two
different state agencies/institutions or (2) from the same institution/agency for additional duties
over and above those of the employee’s primary position and regular work schedule and where
such duties are clearly not a part of the employee’s primary job.
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The primary employer is defined as the agency/institution employing the employee in a
full-time appointment, the employer paying the greater salary, and/or the employer
with the longest duration of employment.

The secondary employer is defined as the agency/institution employing the employee on
an adjunct or part-time basis, the employer that is paying the lesser salary, and/or the
employer with the shortest duration of employment.

The Arkansas Department of Higher Education (ADHE) requires all forms be submitted
to ADHE at least five (5) days prior to the intended start date.

To ensure Human Resources has time to verify the information, work with the departments,
and to make any necessary corrections, the Concurrent Employment Request Form should
be submitted to Human Resources at least ten (10) working days prior to actual start date
for the secondary appointment.

Requests not submitted to ADHE five working days prior to the planned start date will
require written justification from the department as to why the documents were not
received within the timeframe required.

All full-time faculty are required to obtain written approval from their supervisor prior to
accepting adjunct teaching assignments.

Faculty are to submit all documents to Human Resources prior to commencing concurrent
employment.

No duties related to the adjunct teaching position may be completed during the employee’s
primary work hours without a plan to account for those hours approved in advance by the
department Vice President.



9.0  Anyemployment with another State of Arkansas agency, college, university or school
must be disclosed on Employment Disclosure Forms to ensure that state salary
maximums are not exceeded.

Approved:



