Cath(_)l_ic
Charities Outside Employment

of Los Angeles, Inc.

The primary employment obligation of all Catholic Charities employees is to Catholic Charities. It
is the responsibility of all employees to avoid actual or potential conflicts of interest while being
employed by Catholic Charities of Los Angeles, Inc. Please refer to the Employee Handbook

for guidance as to what constitutes a conflict of interest.

If you are a new employee, and you have outside employment, you must provide the requested

information below. Current employees should provide the information before starting the outside
employment.

Name:

Department:

Region:

Job title:

Supervisor:

Name of outside employer:

Address of outside employer:

Start date of outside employment:

Days worked per week: Hours worked per day:

Please describe your job responsibilities with outside employer:

I understand that Catholic Charities of Los Angeles, Inc. prohibits me from engaging in any form of outside
employment or business opportunity, for myself or another employer, which would conflict or interfere with
my job. | understand that in order to engage in outside employment, | must provide my supervisor with a
written statement in advance of performing such outside employment. | also understand and agree that
my outside employment must be suspended if my work status reflects sick leave, workers’ compensation
leave or restricted duty.

Employee Name (Print):

Employee Signature: Date:

Supervisor’s Signature: Date:

Note: Provide copies to the following: Employee, Supervisor & Human Resources Department




