00 ABC External Work Approval Request

External work undertaken by ABC workers requires approval in accordance with the ABC Conflict of
Interest Policy, the specific guidelines for External Work and, where applicable, the guidance on External
Work and Editorial Conflicts. This form should be completed and submitted to your Manager or a more
senior manager. This form will be reviewed and approved by the Manager you select and then be sent to your

divisional director for approval. Prior approval is not required to undertake voluntary work.

* denotes mandatory fields

Employee Approvals

T
o]

—Employee

Title | 94

Section s 22

Form of ABC employment s 22

Who is the work for? *

Nature of External Work? *

Location *

Date *
(dd/mm/yyyy)

Payment *

Other material benefits (i.e. travel, accommodation) *

Any other benefits to you, the ABC
or the community? *

Details of any ABC resources or ABC confidential information required?

Will there be publicity/promotion of your involvement? *

Will this work require you to take leave or
otherwise restrict your availability to perform your ABC duties? =

Advice obtained from Editorial Policy Advisor? *

Name * | SSp4 Payroll Number

Division *

Location *

*

Duration *

OUnpaid  (O$1-$500 (O $500-$5000 (O $5,000 - $15,000

ONo

ONo

ONo

ONo

O $15,000 - $25,000

O Yes

O Yes

O Yes

O Yes

S 22 -


https://myrequests.aus.aunty.abc.net.au/Requests/_catalogs/masterpage/#
https://myrequests.aus.aunty.abc.net.au/Requests
https://myrequests.aus.aunty.abc.net.au/Requests/Lists/External%20Work%20Approval%20Request
https://intranet.abc.net.au/know-the-abc/all-policies/conflict-of-interest-policy
https://intranet.abc.net.au/know-the-abc/all-policies/conflict-of-interest-policy
https://intranet.abc.net.au/assets/documents/howto/peopleandlearning/palguidelines/ConflictofInterestExternalWorkINS.pdf
https://edpols.abc.net.au/guidance/external-work-and-editorial-conflicts/
https://edpols.abc.net.au/guidance/external-work-and-editorial-conflicts/
https://intranet.abc.net.au/everyday-tasks/download-forms/myrequests-employment#help

Could the work have any bearing on your ability to do your job (for example,

if you are a journalist, could it have any bearing on perceptions of your ONo O Yes
imnartialihn? *

Could the work damage the ABC's reputation for impartiality and

independence? * ONo  OYes

Describe any real, potential or perceived conflicts of interest and how they will be managed. You should include all
possible conflicts, no matter how remote the risk of them occurring.*

Is there is any other relevant information? Please enter details below

Please attach any relevant documents @ add Attachment

H Next >> ‘| |‘ Save to complete later
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PURPOSE OF THESE GUIDELINES

This is a guide on how employees who wish to undertake external work can satisfy their
obligations to disclose and effectively manage conflict of interests in accordance with the
ABC’s Conflict of Interest Policy.

Employees who are considering undertaking external work must ensure that they are fully
aware of and understand their obligations as outlined in this Guideline. Failure to comply with
this Guideline constitutes a breach of the Conflict of Interest Policy.

Itis critical to uphold the integrity, independence, impartiality and high standards of the
ABC by ensuring effective management of conflicts of interest including the undertaking of
external work.

WHO THESE GUIDELINES APPLY TO

These guidelines apply to all ABC employees.

EXTERNAL WORK DEFINITION

e Externalworkis employment or the conduct of a business, trade or profession that an
employee undertakes for another business, organisation or for themselves.

e External work can be paid or unpaid.

e Employees are responsible at all times for managing any actual, potential or
perceived conflict of interest that exists between their external work and their
employment by the ABC or the ABC’s editorial independence and ensuring that such a
conflict is immediately notified to their manager.

APPROVAL AND DISCLOSURE

In addition to the general disclosure procedures outlined in Conflict of Interest Policy,
employees who wish to undertake external work must obtain prior written approval from the
relevant Divisional Director(s) (or another appropriate person who holds a position which has
the necessary delegation) before undertaking or engaging in any external work.

This should be done by completing the External Work Approval Form.

Employees should be aware that conflict of interest is one of several factors that will be taken
into account when considering a request for external work approval. If there is any doubt
about whether the external work may create an actual, potential or perceived conflict of
interest, the matter must be referred up to the next most senior person for advice or decision.


https://intranet.abc.net.au/know-the-abc/all-policies/conflict-of-interest-policy
https://nucpntxapp01.aus.aunty.abc.net.au/Requests/Lists/External%20Work%20Approval%20Request/NewForm.aspx?source=/Requests/SitePages/Home.aspx
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Employees need to obtain approval for external work regardless of whether or not the
external work will be undertaken whilst the employee is on leave.

At the time of seeking approval for external work, the employee must disclose whether or not
the external work will be paid.

Any employee who has engaged in external work and has not obtained the required approval
prior to the commencement of the Conflict of Interest Policy must do so as soon as
practicable

VOLUNTARY OR CHARITY WORK

The ABC does not wish to unnecessarily intrude upon or restrict its workers’ personal lives
and social activities and understands that some may wish to volunteer their services to
charitable or other community based organisations. However, given the reputation of the ABC
within the community and the important role it plays in Australian life, it's important that
even when undertaking voluntary or charitable work that this does not create a conflict of
interest or damage the ABC’s reputation.

On this basis prior approvalis not required to undertake voluntary or charitable work where
there is no actual, potential or perceived conflict of interest.

Employees must always ensure, when undertaking voluntary or charitable work that no
actual, potential or perceived conflict arises. If a conflict does arise then it must be
immediately referred in writing to their manager, prior to undertaking or continuing that
work.

CONSIDERATION OF REQUESTS

In considering requests to undertake external work, the delegate must be confident that the
outside work will not result in an actual, potential or perceived conflict of interest or
adversely affect the employee’s employment with the ABC.

Approval for external work will not be unreasonably withheld. Where an employee believes
that approval has been unreasonably withheld the normal referral upward mechanisms apply
and the issue can also be raised via the Workplace Behaviour Policy.

ACCEPTANCE OF GIFTS AND HOSPITALITY

If there are any free and/or discounted services or products provided to ABC employees
undertaking external work the approval process detailed in guidance on Gifts and Hospitality
must be followed.

COPYRIGHT

Any approval for external work shall not be taken to waive ABC Copyright. If any external
work involves use of ABC copyright material, it must be subject to a separate written
application to the relevant Director or nominated delegate.

CONSEQUENCES OF BREACH

Breaches of this guideline will be dealt with in accordance with the relevant ABC
employment agreement and may lead to disciplinary action including possible termination of
employment.
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https://intranet.abc.net.au/know-the-abc/all-policies/Gift-and-Hospitality-Guidelines.pdf
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