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Concurrent Employment Authorization
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. 
City School Districts are NOT considered State institutions.
NOTE: Concurrent employment does not differentiate between funding sources; therefore any position requiring an Extra Compensation EPAF for employees working for two different departments or the same departments must have an approved concurrent employment form before the services are to begin and before the EPAF is submitted to the Department of Human Resources. 
Employee’s Responsibility/Liability

The UA Little Rock employee (originator) is responsible for the completion and submittal of the Concurrent Employment Request Form. The employee should work with his/her hiring departments at both the primary and secondary employers to ensure the form is properly submitted. 
It is acceptable for the UA Little Rock administrative staff of the hiring department to submit the concurrent employment form to Human Resources on behalf of the employee. 

Penalties for non-compliance are outlined in AR Code Annotated §6-63-307 (2011).
Defining Primary versus Secondary Employer

The Primary Employer is defined as the agency/institution employing the employee in a fulltime 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.
Additional Information Pertaining to Concurrent Employment
Full-time faculty members teaching an overload course through an extra comp assignment are exempt from concurrent employment if the overload course is within the employee’s primary department. Comments must be entered in the EPAF to note (“overload for primary department”). 

If the overload is performed for a secondary department a concurrent employment form must be submitted to Human Resources. 

A concurrent form will need to be completed each academic semester for faculty/employees with course schedules that fluctuate each semester. The only exception will be for those teaching all online courses. For non-teaching assignments, a concurrent employment form may be active for the entire fiscal year (07/01-06/30).
· Please make sure all additional duties performed for the secondary employer/department by the employee do not interfere with the proper and required performance of the employee's primary duties (days and times should not conflict or overlap). 
· Please make sure all wages paid to the employee will be in compliance with applicable provisions of the Fair Labor Standards Act. This includes but is not limited to the over-time provision. The employee will be required to take accrued annual leave for any secondary hours worked which are in conflict with primary work hours. For classified employees, accrued compensatory time will be used before annual leave is docked. 
· The combined salary payments from the primary and secondary employers shall not exceed the larger maximum annual salary of the line-item position authorized for either agency/institution from which the employee is being paid (unless the employee is secondarily employed in a teaching position pursuant to Arkansas Code Annotated §19-4-160(b) which allows employees to teach temporarily. 
· ADHE requires that all forms be submitted to ADHE at least five (5) days prior to the intended start date for the secondary appointment. To ensure Human Resources has time to verify the information and to work with the departments to make any necessary corrections, the Concurrent Employment Request Form should be submitted to UA LITTLE ROCK’s Human Resources at least ten (10) working days prior to actual start date of the secondary appointment. Requests not submitted to ADHE five days prior to the intended start date will require written justification from the employing department as to why the documents were not received within the established timeframe. 
· UA LITTLE ROCK benefits eligible employees cannot teach at any other institution of higher education within the state of Arkansas. Requests for an exception should be submitted to the employee’s Vice Chancellor for approval by the Chancellor.
