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Policy Statement: 
South Central Louisiana Human Services Authority (SCLHSA) shall not hire or continue to employ any 
employee that has any outside employment, or who engages in business transactions or professional 
activities paid or unpaid, which: 
 

A. Interfere with the performance of officially assigned duties; or, 

B. Create a conflict of interest as prohibited by the Louisiana Governmental Code of Ethics; or, 

C. Require or appear to require use of information obtained in connection with SCLHSA official 

duties which is not available to the public; or, 

D. Conflict with Civil Service Rules and Regulations or state statutes. 

Rationale: 
To avoid the appearance of impropriety in connection with outside employment and to establish 
guidelines under which engaging in outside employment may be prohibited. 

 
Procedure: 
SCLHSA employees and contractors will be given this policy information during Onboarding as part of 
General Orientation, and shall review it annually as part of the SCLHSA Annual Policy Review. 
 

A. Disclosure of Outside Employment 
All SCLHSA employees and contractors who is presently engaged in, or who plans to engage in, 
outside employment with any person or entity that derives revenue or financial aid from 
SCLHSA/LDH, including by not limited to Medicaid, state general funds, federal or state grants; 
and/or licensed or regulated by LDH, must complete the Disclosure of Outside Employment 
form, and submit to his/her supervisor. The Disclosure of Outside Employment form must also 
be completed upon hire, annually, and upon any formal outside job offer or ending of outside 
employment. The completed form must be submitted to the Human Resources Director for 
review and approval. Employees should not accept outside employment until they are notified 
that the outside employment has been approved. Should a determination as to whether the 
disclosed outside employment is a conflict of interest be unable to be made by SCLHSA Human 
Resources or the Executive Director, a recommendation will be made to the employee to contact 
the Louisiana Ethics Commission for an Advisory Opinion.  

 



Page | 2 

The Disclosure of Outside Employment form and the Ethics Commission’s Advisory Opinion, if 
applicable, shall be filed in the employee’s Personnel File, and will be subject to the Public 
Records Act as is everything in the Personnel File unless specifically exempted.  A copy shall be 
maintained in a separate centralized file by the Human Resources Office. 

 

B. Disciplinary Action 
It is the employee’s and contractor’s responsibility to adhere to this policy and to submit 
Disclosure of Outside Employment forms if his/her individual situation requires such submittal 
under the above guidelines to ensure compliance with this policy. Failure to submit the form may 
result in disciplinary action. 

 
Compliance Requirement: 

 Louisiana Ethics Commission 

 
Attachments: 

 Disclosure of Outside Employment Form  

 
Linkages: 
There are no linkages for this policy.  

 

 


