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Procedures for Approving Outside Employment 
Contents 

1. Purpose
2. Authority
3. Coverage
4. Definitions
5. Delegations
6. Principles
7. Applications to engage in outside employment
8. Consideration of applications by delegates
9. Change in circumstances
10. Outside employment while on leave
11. Review of Employment Actions
12. Need further assistance?
13. Related Information

1. Purpose

This guide provides advice to DSS managers and employees and outlines procedures to be 
followed in circumstances where a DSS employee wishes to concurrently take up other 
employment outside the Australian Public Service. 

2. Authority

Section 20 of the Public Service Act 1999. 

3. Coverage

This guide applies to all employees engaged under the Public Service Act 1999 in DSS. 

4. Definitions

Outside Employment:  Paid work and other remunerative activity such as holding a directorship 
or working as a tax agent .  Outside employment can also be unpaid work, including community 
volunteering. 
Conflict of interest:  A situation in which an employee has a financial, personal or private interest 
which may influence or appear to influence the performance of their official duties.  Where this 
interest may conflict or appear to conflict with an employee’s official duties, the interest should be 
disclosed and if necessary steps taken to remove or avoid the conflict from arising or continuing. 

DSS - LEX 57183 - Document 1

D
ocum

ent release under the Freedom
 of Inform

ation Act 1982 (C
th) by the D

epartm
ent of Social Services



5. Delegations 
 
Applications for outside employment can be approved by Branch/STO/ICC Managers. 
 
6. Principles 

• Outside employment is to be performed wholly in an employee's own time;  
• DSS employees may not accept outside payment for activities which would be regarded as 

part of their official DSS duties;  
• employees do not disclose or use any information gained during their employment with 

DSS  in the course of their outside employment; 
• DSS employees should not seek to engage in outside employment if that employment 

would place them, or lead to the perception that they have placed themselves, in conflict 
with their official duties; and 

• DSS employees should not seek to engage in outside employment if it is likely to affect 
their efficiency in the performance of their official duties.  

7. Applications to engage in outside employment 
 
DSS employees wishing to engage in outside employment must seek approval, prior to 
commencing, if they believe that the intended employment may contravene one or more of the 
above principles.   
 
In these instances, DSS employees wishing to engage in outside employment, including voluntary 
work, should apply in writing through their manager, to the delegate.  The application must provide 
details of the proposed outside employment including the nature and proposed times and hours. 
 
An application form is available for use. 
 
A manager should request an employee who has not sought approval for outside employment to 
do so, where the manager believes that the outside employment contravenes one or more of the 
above principles. 

 
8. Consideration of applications by delegates 
 
When considering applications for permission to engage in outside employment, delegates should 
look to strike a balance between the interests of DSS as an employer and the rights of an 
employee to lead their private lives free of unnecessary restrictions.  
 
Delegates should consider the application to determine whether the outside employment would: 

• adversely affect the efficiency and effectiveness of the employee in the performance of 
official duties;  

• cause any conflicts or difficulties in relation to departmental requirements for overtime, 
"restriction" situations, rostered shifts, etc;  

• be related to confidential, proprietary or particular information to which the employee has 
access by virtue of his or her employment with DSS; or  

• reasonably be seen by the public or other interested parties as involving a real or perceived 
conflict of interest.  

In considering whether a conflict of interest may exist/or appear to exist, particularly in relation to 
directorships, delegates should consider, among other things, whether:  

• the company is already in, or is in the process of entering into, a contractual relationship 
with DSS or its agencies;  
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• the company is in receipt of Commonwealth Government assistance;  
• the company's primary purpose is to lobby ministers, members of Parliament or 

government departments and authorities on matters related to the applicant's official duties;  
• DSS is in a regulatory relationship with the company; or  
• granting approval could give a rival business, including a government business enterprise, 

reasonable grounds for perceiving a conflict of interest to exist. 

The effect that performance of outside employment may have on the employee's ability to 
undertake his or her normal duties should also be assessed.  Applications may be approved on the 
condition that the employee will continue to satisfactorily perform their DSS duties. 
 
If, following approval, the delegate considers that a real or perceived conflict of interest has 
subsequently arisen, or that the outside employment is impacting on performance, approval may 
be withdrawn. Good management practice would dictate that discussions must be held with the 
employee before any action is taken to withdraw approval. 
 
9. Change in circumstances 
 
DSS employees are required to inform their managers where there is a change in the nature or 
circumstances of the outside employment or any change in their official duties which could place 
them in a situation where there is a real or perceived conflict of interest. 
 
10. Outside employment while on leave 
 
DSS employees wishing to undertake outside employment while on paid or unpaid leave need to 
comply with these guidelines and submit an application if appropriate. 
 
11. Review of Employment Actions 
 
Where an employee disagrees with a decision or action in relation to their employment, the 
employee may seek a review of that decision or action under section 33 of the Public Service Act 
1999 and the Department’s Review of Employment Actions Policy. 
 
12. Need further assistance? 
 
Further assistance in relation to issues surrounding outside employment is available by contacting 
the Workplace Relations Section in People Branch.  
 
13. Related Information 
 
People Guide:  Conflict of Interest 
Fact Sheet:  Conflict of Interest 
Fact Sheet:  Community Volunteering 
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Applying for approval to engage in Outside Employment   
 
What is Outside Employment? 
 
Outside Employment occurs where a DSS employee engages in paid, unpaid or voluntary work, including 
directorships and community volunteering outside of normal working hours.  For more information refer to the 
Procedures for Approving Outside Employment: 
 
Do I need to tell DSS about any Outside Employment I intend to undertake? 

No, you only need to apply for approval to engage in outside employment where: 

• the activity may affect your efficiency, effectiveness and/or availability to perform your DSS duties – 
e.g. working a midnight to dawn shift as a taxi driver 

• the proposed employment could reasonably be regarded by the public or other interested parties as 
involving a conflict of interest – e.g. you propose working for a community organisation that your work 
area funds; and/or 

• the activity relates to confidential, proprietary or particular information to which you access by virtue of 
your DSS employment – e.g. you propose to work for a community organisation in the field that your 
work area develops policy for. 

Can I undertake Outside Employment while on leave? 
 

Yes, you only need to seek approval to engage in outside employment where it will involve one of the 
situations outlined above. 

 
If my Outside Employment may involve one of the situations outlined above, what is the process for 
seeking approval to engage in Outside Employment? 
 

1. Complete the attached application form prior to commencing any outside employment activity. 
2. Submit the completed form to your manager for endorsement. 
3. Your Manager refers the completed form to your Branch/STO/ICC Manager for approval. 
4. If approved, the completed form is forwarded to the Personnel Section and retained on your personnel 

file. 
5. If not approved, the Branch/STO/ICC Manager advises you of the reason for non-approval and your 

right of review. 
 
Need more information? 
 
Contact the Workplace Relations Section in People Branch. 
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Applicant details 

Surname 
 
 

Given Names 

Classification 
 
 

Branch/STO/ICC 

Section 
 
 

Location 

Manager 
 
 

Phone No 

 
 Is the work:  paid  unpaid    voluntary  
 
 
 Please provide a brief description of the outside employment including roles, duties and hours per week. 

 
 
 
 
 
 

 
 

To what extent will your outside employment limit your availability for overtime or additional hours? 
 
 
 
 

 
  

Is your outside employment relevant to confidential or particular information which you require in the course of your duties? 
 
  Yes   No   
 
If Yes, please give details 

 
 
 
 

 
 
 Describe any real or perceived conflict of interest which may impact on your official duties in DSS. 
 

 
 
 
 
 
 

 
 

Signature: 
 
 
 

Date: 
 

 
  

Application to Engage in Outside Employment 
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Manager to complete 
 
Do you consider the outside employment will place the applicant in a real or perceived conflict of interest with their DSS official duties? 
 

Yes    No   
 
If yes, please comment 

 
 
 
 
 
The conflict of interest should be declared and managed using the DSS Disclosure of Interest Policy and Form and the People Guide:  
Managing Conflict of Interest. 

 
 
Do you consider the outside employment will adversely impact on the applicant’s performance of their official duties? 
 

Yes    No   
 
If Yes, please comment 

 
 
 
 

 
 
Do you recommend approval of this application? 
 

Yes    No   
 
If No, please comment 

 
 
 
 
 
 
Name: Signature: 

 
Position: Phone: 

 
 

Delegate to complete 
 
Does application meet the requirements of the Secretary’s Instructions: Engagement in Outside Employment? 
 

Yes     No    
 
Approved     Not Approved   

 
Reasons for Non-approval 

 
 
 
 
 
 
Name: Signature: 

 
Position: Phone: 

 
 

Employee advised in writing Date 
 

Name Signature 
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Conflict of Interest Policy 
Policy information Details 
Policy No: DSSCorp-094 

Purpose: To outline the expectations and requirements for identifying, 
disclosing and managing conflicts of interest. 

Category: Human Resources 

Applicable to: All workers engaged by the Department, including SES and non-
SES employees, contractors, consultants, board, committee and 
panel members. 

Relevant Authority: Public Service Act 1999 
Public Service Regulations 2023 
Criminal Code Act 1995 
Public Governance, Performance and Accountability Act 2013 
Public Governance, Performance and Accountability Rule 2014 

Related 
Documents: 

Secretary’s Instructions 
Conflict of Interest Disclosure Form (SES and APS employees) 
Procurement Confidentiality and Conflict of Interest Deed 
APS Values and Code of Conduct in Practice – Section 5: Conflict 
of Interest 
Recruitment Policy 

Outside Employment Guide and Application Form 

Policy Statement: Workers are required to disclose, and take reasonable steps to 
avoid, any conflict of interest (real or apparent) in connection with 
their APS employment.  

Approved by: Group Manager, Corporate 

Review Date: TBC 2025 

Policy Owner: Integrity Unit - Governance, Litigation and Legislation Branch 

First Issued: June 2017 

Document Change 
Control: 

Updated October 2018 
Updated May 2026 to reflect change of ownership 
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1. Policy 

A conflict of interest is a circumstance that places a worker in a position where their 
personal interests could compromise their ability to undertake work impartially and without 
bias. This includes the personal interests of their immediate family (as defined in the APS 
Values and Code of Conduct in practice, section 5.2), to the extent known. 

Situations where a worker has private interests that improperly influence, or may be seen 
to improperly influence the performance of their public duties and responsibilities, could 
be considered a conflict of interest. A conflict of interest can also arise from gaining a 
personal advantage or avoiding personal loss, whether financial or otherwise. 

A conflict of interest can be real or apparent: 

1. A real conflict of interest occurs where there is a clear conflict of interest between 
the public duty and the personal interests of a worker that improperly influences the 
worker in their duties. 

2. An apparent conflict of interest occurs where it appears a worker’s personal 
interests could potentially improperly influence the performance of their duties, 
regardless of whether it actually does. 

Apparent conflicts of interests may be appropriately managed through mitigating 
strategies, whereas real conflicts of interests may need to be avoided entirely. 

2. Authority 

The APS Code of Conduct (section 13 of the Public Service Act 1999) requires all 
employees to: 

(a)  take reasonable steps to avoid any conflict of interest (real or apparent) in 
connection with the employee’s APS employment; and 

(b)  disclose details of any material personal interest of the employee in connection 
with the employee’s APS employment. 

Failure to disclose a known conflict of interest may be a breach of the Code of Conduct and 
subject to a formal investigation. 

The Criminal Code Act 1995 (part 7.3) covers a range of offences about knowingly providing 
false or misleading information to a Commonwealth agency. Failure to disclose a known 
conflict of interest may also be considered providing false or misleading information. 

The Secretary’s Instructions 1.5 places a duty on all workers to disclose interests relating to 
the affairs of the Department so as not to undermine the confidence and trust in dealings with 
the Department and the APS more broadly. 

3. Common conflicts of interest 

It is not possible to anticipate all circumstances that may be considered a conflict of 
interest, however, the following examples may assist workers to assess their own 
personal situation in connection with their official duties: 
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• engaging in outside employment or volunteering for a community organisation 
• participating in an employment selection panel or procurement process/evaluation 

panel 
• accepting a gift or benefit 
• taking up employment after separation from the Department, where the knowledge 

gained by working in the APS could give the worker and/or that organisation an 
unfair benefit/advantage or loss/disadvantage 

• having a financial stake or a relationship with a business who is delivering, or 
seeking to deliver, services to the Department 

• having a personal or intimate relationship with another staff member in the 
Department or external stakeholder with a business relationship with the 
Department 

• attending a function with a service provider of the Department, or a service provider 
seeking to provide services to the Department 

• participating in political activities, such as demonstrations, protests, campaigning or 
fundraising. 

If an employee is uncertain about the possibility of a real or apparent conflict of interest, 
the employee should discuss the circumstances with their manager. 

3.1. Outside employment and volunteering 

Some outside employment could pose a conflict of interest with a worker’s official duties. 
Workers would need to assess their own situation on a case-by-case basis, discuss with 
their manager and put in place strategies where appropriate to mitigate or avoid any 
conflicts of interest.  

Workers should refrain from engaging in outside employment that may lead to a real 
conflict of interest with their official duties.  

Workers who engage in outside employment (including running their own business or 
volunteer work) must seek approval from the Delegate by completing an Application for 
Outside Employment and, if required, Conflict of Interest Disclosure form. Workers should 
have their application approved before engaging in the work, unless it is not practicable to 
do so.  

3.2. Lobbyists 

If dealing with lobbyists, workers are required to pay particular attention to conflict of 
interest and other declaration requirements in accordance with the government guidelines 
covering the Lobbying Code of Conduct.  

3.3. Relations (personal and professional) 

In carrying out their duties, there may be situations where workers need to make a 
decision or take some sort of action that would directly affect a person with whom they 
have a relationship or have had a relationship with in the past.  
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While it is not prohibited for family members or spouses to be working in the same 
Department, it is not appropriate for one family member to have any line management 
responsibility for another. It is not appropriate for a supervisor to be in a personal or 
intimate relationship with someone who they supervise, directly or indirectly or for a family 
member or spouse to approve an entitlement (financial or otherwise), regardless if the 
approver has a direct supervisory role. 

Where a worker is required to participate in a selection process (including for an 
employment position or contract for services) and has a personal relationship with an 
applicant, they must immediately advise the delegate and remove themselves from the 
assessment of that particular candidate. 

If a worker has a professional relationship with an applicant that might give rise to a 
conflict of interest, they must immediately advise the delegate and may need to remove 
themselves from the assessment of that particular candidate. This would depend on 
individual circumstances and could be managed with appropriate mitigation strategies. 

All workers involved in procurement or contract management, including preparation and 
assessment of tenders and general purchasing, are required to declare any conflicts of 
interest. The worker may need to remove themselves from the process if they have a 
professional relationship with a current or potential tenderer. The worker must remove 
themselves from the process if they have a personal relationship with the tenderer.  

In any of these situations, the worker must complete a Conflict of Interest Declaration. 

3.4. Gifts and benefits 

As a general principle, to avoid a conflict of interest, employees should not accept gifts or 
benefits. When an employee is offered a gift or benefit, they should consult the Accepting 
Gifts and Benefits Policy.  

3.5. Post-separation employment 

On leaving the Department, all workers are reminded of their obligations under the APS 
Code of Conduct not to misuse inside information obtained as a result of their 
employment in the APS. The Australian Public Service Commission provides specific 
advice in respect of these issues in Chapter 5 of their APS Values and Code of Conduct 
in practice publication. 

Workers intending to leave the Department to take up employment in private, not-for-profit 
or other government sector areas will still be required to take all reasonable steps to avoid 
conflicts of interest while they continue to work for the Department.  

4. Responsibilities 

4.1. Workers 

All workers have an obligation to notify their managers of private interests, both financial 
and personal, that present a real or apparent conflict with their official duties.  
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On commencement with the Department, employees are required to complete a Conflict 
of Interest Disclosure form and contractors are required to complete a Procurement 
Confidentiality and Conflict of Interest Deed form. 

If a worker is uncertain about the possibility of a conflict of interest, the worker should 
discuss the circumstances with their manager. 

In addition, workers are required to: 

• immediately notify their manager if they believe that a conflict of interest exists, or 
will arise, with their official duties and their financial or personal interests by 
completing the Conflict of Interest Disclosure form 

• take immediate action to mitigate or remove themselves from the conflict of interest 
situation, including removing themselves from involvement in any related 
recommending, approval or decision-making process. Workers may need to be 
assigned different duties on a short or long-term basis to ensure the conflict is 
avoided 

• advise their manager of any future change in personal circumstances that may 
affect the action already taken 

• review and update conflict of interest declarations, as required and at least 
annually, to ensure currency 

• take reasonable responsibility for their own health and safety and reach out for 
support if they are emotionally impacted by a conflict of interest process. For further 
information, see section 6. 

4.2. Managers 

Managers must provide workers with the relevant declaration forms and related policies on 
commencement or during the onboarding process.  

Managers are responsible for working with the worker to manage any conflicts of interest 
through the completion of the relevant conflict of interest disclosure form referred to in 4.1. 

Managers have the responsibility to decide whether: 

• there is, or could be, a conflict of interest 

• it is reasonable and necessary to ask the person to divest the interest 

• to change the person's duties or to transfer the person to other duties where there 
is no conflict 

• it is appropriate to allow the person to continue their current duties with or without 
some modifications 

• to terminate a contract, noting that legal advice should be sought prior to making 
this decision. 

Managers must discuss the issue with, and advise the worker of the action to be taken and 
the reasons for the decision.   

Managers must ensure any conflict of interest declarations are reviewed and updated, as 
required and at least annually. 
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Managers must ensure staff mental wellbeing during any conflict of interest process and 
provide support resources as required. For further information, see section 6. 

4.3. SES employees 

All SES employees are required to provide an annual written declaration of their own or 
immediate family’s pecuniary and/or personal interests, and to provide written advice as 
conflicts arise. 

5. Review of employment actions 

If an employee is dissatisfied with the outcome of an employment related decision or 
action they may have the right to request a review of that action or decision in line with  
section 33 of the Public Service Act 1999. 

Further information is available in the Review of Employment Actions Policy. 

6. Wellbeing 

If during any conflict of interest process a worker becomes emotionally impacted, 
managers should refer the affected worker to the Department’s mental health and 
wellbeing resources, including the Employee Assistance Program (EAP), Mental Health 
Information Line, Lifeline and/or Beyond Blue.  

A full list of the Department’s mental health and wellbeing resources is available on the 
mental health support and resources STAFFnet page. 

7. Sanctions for non-compliance 

Failure to comply with this policy and requirements under the Public Service Act 1999 
may be considered misconduct and may result in a breach of the APS Code of Conduct. 

8. More information 

For more information, please contact the Integrity Unit in Government, Litigation and 
Legislation Branch via email @dss.gov.au. 
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