Instructions for the State Dual Employment Request Form
This form is to be used to request additional compensation for any current Tri-County Technical College employee for work at any other state agency (including other technical colleges and universities but not school districts) regardless of the source of funds.  Approval must be obtained PRIOR to the beginning of the work.  

The employee should initiate the form by completing their name, social security number, state job title and date and forward to their primary supervisor for further processing.

Section I is to be completed by the Primary Supervisor of the employee performing the additional work and should be signed by the Supervisor and their next level Supervisor.  If you do not know the Annualized Salary, FLSA status and the Class code/slot number, Personnel will be happy to fill it in for you.

Section II is to be completed by the Supervisor requesting the additional work and signed by the Requesting Supervisor and their next level Supervisor.  All parts must be completed to include:  Agency, Dept/Div, FLSA, Description of Services, Dates, Times, Pay Rate, Total Hours and Total Compensation.  The Personnel Office will be happy to complete the FLSA code if you do not know it.

The Employee must sign and date the bottom of the form indicating that this work will be done outside of their normal 40.00 hours workweek.  Should the work occur during their normal work hours, they must attach leave requests for leave without pay that have been approved by the President.

All sections must be completed and submitted to and approved by the Personnel Office prior to the work beginning.  The employee shall be notified of the approval or disapproval either via e-mail or copy of the form.

As a reminder, the “normal” work schedule for a Faculty member will be based on their teaching load, and posted office hours for that semester.  Any days in which there are no classes, Faculty are considered to be on a normal work schedule of 8:00 am – 5:00 pm.
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