OFF DUTY EMPLOYMENT

All military and civilian personnel assigned to Air Force Space Command (AFSPC) who seek to engage in off-duty employment are now required to obtain the approval of their supervisor and unit commander (or equivalent).  This is pursuant to AFSPC Instruction 51-4, effective 1 February 2001, implementing the Join Ethics Regulation (JER).  AF Form 3902, Application for Off-Duty Employment, will be used for this purpose.  Military and civilian personnel who fail to obtain proper approval subject themselves to disciplinary action.  This requirement applies to those who are already engaged in off-duty employment on the effective date of the new instruction.

AFSPC personnel, both military and civilian, must not engage in off-duty employment that is prohibited by statute or regulation, would detract from readiness, or would pose a security risk.  Off-duty employment would include business activities and compensated outside employment, including self-employment.  Examples of self-employment include the sale of insurance, stocks, mutual funds, real estate, cosmetics, household supplies, vitamins and other goods or services.

Personnel who intend to seek off-duty employment, including employment while on terminal leave, shall submit an AF Form 3902 to their first-level supervisor at least two weeks before beginning employment (except in cases where tow weeks notice is not possible).  Final approval must be obtained prior to starting off-duty employment.  There are special requirements for off-duty employment of medical service personnel and Judge Advocate personnel.  A new AF Form 3902 must be submitted whenever the type of employment or the employer changes, the individual’s Air Force duties change significantly, or the number of regularly scheduled off-duty hours increases.

In those cases where the military member/employee is required to file an OGE Form 450, Confidential Financial Disclosure Report, or where the off-duty employment will be with a prohibited source, Office of the Staff Judge Advocate (JA) review of the AF Form 3902 is required.  A prohibited source includes any person or company that does business or seeks to do business with the DoD, regardless of the dollar amount of the contract or purchase.  In other cases, JA review is not required unless requested by the employee’s immediate supervisor or by the unit commander (or equivalent).

The approval authority is the unit commander or the first person in the member’s/employee’s chain of command or supervision who is a commissioned military officer or a civilian GS-12/WS-14 or above, and who supervises the member’s/employee’s immediate supervisor.

