



	DEPARTMENT OF CHILDREN AND FAMILIES
	Bureau of Human Resources
	Instructions
	Employee
	1. Review DCF Policy # 414 Code of Ethics and/or DCF Policy # 415 Outside Employment, as applicable to your request.
	2. Complete all required fields in the Demographic section, Section A, and Section B.
	3. Review Section C and check the box .
	4. Send to your supervisor along with any necessary attachments, explanations, or prior approvals.
	a. HR will combine the attachments provided with the form.
	Supervisor
	1. Review the paperwork submitted by the employee and add any applicable comments to the form in the spaces provided (for example, work to be done only on non-DCF work hours or no monitoring/investigation of ABC Child Care).
	2. Submit to your Human Resources Assistant for signature routing.
	Human Resources
	1. Review the form and ensure that it is fully completed.  Ensure all necessary supporting documents have been attached.
	2. Route through DocuSign with the below chain:
	a. Employee
	b. Supervisor
	c. Bureau Director
	d. Division Administrator
	e. Office of Legal Counsel
	f. Human Resources Director
	3. Once the document has been fully signed, upload to employee’s p-file.
	Important Note to all Approvers: Please ensure all approval boxes have been checked.
	DEPARTMENT OF CHILDREN AND FAMILIES
	Bureau of Human Resources
	Outside Employment/Conflict of Interest Approval Request

