CONCURRENT EMPLOYMENT INFORMATION FORM INSTRUCTIONS

Items needed before you begin:

v Acrobat Adobe Reader
If you do not have Acrobat Adobe Reader on your computer, you may download it free HERE.

v' CONCURRENT EMPLOYMENT INFORMATION FORM from the Human Resources webpage:
https://uca.edu/hr/files/2014/01/Concurrent-Employment-Information.pdf

Accessing the Concurrent Employment Information form on the Human Resources website:

¢ Go to the Human Resources website to locate the form:
https://uca.edu/hr/files/2014/01/Concurrent-Employment-Information.pdf

+ Download the form to your desktop (or other desired location) by clicking the download button.

UNIVERSITY OF CENTRAL ARKANSAS

CONCURRENT EMPLOYMENT INFORMATION

This form must be completed by the employee and attached to each PAF requesting appointment or change.
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CONCURRENT EMPLOYMENT INFORMATION FORM INSTRUCTIONS

Completing the Concurrent Employment Information Form:

¢ If you are NOT working concurrently in more than one position with the state of Arkansas. select NO.
¢ This will activate the signature and date boxes. Enter the date and sign.

¢ Tosign, click in the signature box. If this is your first time to sign a pdf in Adobe Reader, it will prompt you to
set up a Digital ID (This will serve as your signature).

UNIVERSITY OF CENTRAL ARKANSAS
CONCURRENT EMPLOYMENT INFORMATION

This form must be completed by the employee and attached to each PAF requesting appointment or change.

NAME|J0hn Smlth | EmPLOYEE ID # |BOOOO0000 |

CAUTION: under Arkansas Code 6-63-307 (b} Any employee knowingly violating the provisions of this section shall be subject to
immediate termination and shall be barred from employment by any agency or institution of the State of Arkansas for a period of not less
than three (3) years or until such employee shall repay to the State of Arkansas any sums received by such employee in violation of this
section, together with interest at a rate of ten percent (10%) per annum

Will you be employed during the period of this PAF in any other roles or assignments with UCA or with other State
Agencies or Institutions? Including additional teaching assignments, part-time work and temporary project assignments.

@ NO If no, please provide signature and date here:

S | .. 12/01/2020

IF NO, THIS FORM IS COMPLETE AND READY TO SUBMIT WITH PAF.

*OR*
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CONCURRENT EMPLOYMENT INFORMATION FORM INSTRUCTIONS

¢ Create a password. Select something easy for you to remember because you have to enter this pass-
word anytime you sign a pdf in Adobe Reader. Clive SAVE
Save the self-signed Digital ID to a file X L. .
¢ You now have a Digital ID that will serve as
N, Your Digital ID will be saved at the following location : your Signature' Enter your passwor‘d and it
the private key of the
[ERE R | CUocrevhaliS\ippDataRoaming\AdabelAcrabatiDg will sign in the Signature Box on the
Digital ID for signing
Save the Digital ID fle in > Apply a password to protect the Digital ID: concurrent form
e [ — ]
Confirm the password: Sig“ as "Rachel Hall" x
......... |
Appearance = Standard Text 2
Digitally signed
0 Rachel| ['92Ys9
by Rachel Hall
I Ia” Date: 2020.12.01
UNIVERSITY OF CENTRAL ARKANSAS
CONCURRENT EMPLOYMENT INFORMATION 1 2:35: 1 9 _06'00'
This form must be completed by the employee and attached to each PAF requesting appointment or change.
wane RAChET Hall cvpionse 10 # 300000000

CAUTION: under Arkansas Code 6-63-307 (b) Any employee knowingly violating the provisions of this section shall be subject to
immediate termination and shall be barred from employment by any agency or institution of the State of Arkansas for a period of nat less
than three (3) years or until such employee shall repay to the State of Arkansas any sums received by such employee in violation of this
section, together with interast at a rate of ten percent (10%) per annum

Will you be loyed during the period of this PAF in any other roles or assignments with UCA or with other State
Agencies or Institutions? Including additional teaching assignments, part-time work and temporary project assignments.

Review document content that may affect signing

View Certificate Details

te here:

Rachel Hall . [12/01/2020

IF NO, THIS FORM IS COMPLETE AND READY TO SUBMIT WITH PAF.

Digitally signed by Rachel Hal

SIGNATURE Date: 2020.12.01 13:2751 -0600"

+ Every time you sign a pdf, it will prompt you to save the file. Add your name as the employee at the

end of the file name.

[ZIENMEERC oncurrent-Employment-Information - Rachel Hall

¢ SAVE.

Save as type: | Adobe PDF Files (*.pdf)

lide Folders

Cancel

Save

¢ If you ARE working concurrently in more than one position with the state of Arkansas. select YES.

@ YEs

Please list your UCA work schedule as well as your CONCURRENT EMPLOYMENT schedule.

Briefly explain how the duties performed for secondary employer will not interfere with primary duties. Specify if you will take
accrued leave, or work make-up time for any secondary hours worked that are in conflict with primary hours worked.

*If yes, please provide specific information and signatures below.

PrimaRY EMPLOYER

UALR

SecONDARY EMPLOYER

*EmpLover *EmpLover

University of Central Arkansas

*EMPLOYMENT PERIOD 08/16/2005 - present * EMPLOYMENT PERIOD 01/16/21 - 05/15/21

*Work Davs Monday - Friday *Work DaYs Tuesdays
*\WoRk TIMES 8:00am - 4:30pm *Work TIVES 6:00pm-8:00pm
* ASSIGNMENT SALARY $50,000 NVIENT SALARY $2,000

*ExpLanaion/ ||t€@ch full time

JusTIFIcATION

*ExpLanaTion/
JUsTIFICATION

teach one class on Tuesday
levenings. After primary work
hours so no conflict.

I understand that concurrent employment must be approved by the Arkansas Department of Higher Education (ADHE)

prior to my beginning employment.
0u[12/01/2020

Rachel Hall
As Chair/Dean/Dept. Mgr., | acknowledge that | am aware that the above-mentioned person is employed elsewhere and

that there is no conflict with the assigned work schedule at UCA.
| Date

Digitally signed by Rachel Hall

*SIGNATURE Date: 2020.12.01 13:42:06 -06'00'

*CHA\R/DEAN S\GNATURErJ

This will activate the bottom section
of the form. Enter all required data,
sign, and date. See above for signing
instructions. Once you have estab-
lished the Digital ID you will only
need to enter your password and
continue to sign in the future.

Save the file and email it to your
Chair/Dean for their signature

PAGE 3 OF 4



CONCURRENT EMPLOYMENT INFORMATION FORM INSTRUCTIONS

When Chair/Dean Signature is required:

¢ Email concurrent form completed by the employee to the appropriate chair/dean for their signature.
¢ Chair/Dean will need to open the file in Adobe Reader (see above for instructions on how to do that)

+ Follow the same procedure described above to set up Digital ID if required and sign

JusTIFICATION

JUSTIFICATION
hours so no conflict.

evenings. After primary work ‘

I understand that concurrent employment must be approved by the Arkansas Department of Higher Education (ADHE)
prior to my beginning employment.

*sonarune RAChEl Hall 0880505 Geoo 12/01/2020

DaTe

As Chair/Dean/Dept. Mgr., | acknowledge that | am aware that the above-mentioned person is employed elsewhere and
that there is no conflict with the assigned work schedule at UCA.

Jannette Nance gl it | pare|12/02/2020

* CHAIR/DEAN SIGNATURE

+ Save the file

¢ Email the CONCURRENT EMPLOYMENT INFORMATION form, completed and signed by all parties, to your
department’s designated person that will be filling out the PAF so they can attach the form in DocuSign

IMPORTANT INFORMATION:

¢ A CONCURRENT EMPLOYMENT INFORMATION form must be attached to ALL PAFs
Does not apply to termination or leave of absence PAFs

+ DO NOT start the PAF until you have the concurrent form completed and signed by all required
parties. Once the concurrent form is attached to the DocuSign envelope it cannot be edited or
signed. It has to be done in Adobe Reader BEFORE it is attached in DocuSign!
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