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NATNAVMEDCEN INSTRUCTION 5370.2C

Subj: OUTSIDE CIVILIAN EMPLOYMENT OF NATIONAL NAVAL MEDICAL
CENTER PERSONNEL

Ref: (a) DOD 5500.7-R of 30 Aug 93
(b) MANMED 1-22 as amended by BUMED Notice 6000 of
22 Aug 98

(c) MILPERSMAN 5370-010

(d) 5 U.S8.C. §5533-6

(e) DOD 6025.13-R

(f) ASD(HA) policy from 23 July 1996

(g) ASD(HA) policy from 10 December 1996

(h) BUMEDINST 6320.67(Series)

i) DOD 1334.01 (prohibiting wear of unifoxrm)

(

() 18 U.S.C. § 203

(k) 18 U.S8.C. § 205

(1) 18 U.S8.C. § 208

(m) 18 U.S.C. § 209

(n) 5 CFR 2635.502 (consultant)

(0) 5 C.F.R. 2635.703 (can’t disclose non-public info)
(p) FAR 3.104

(g) DoD 1400.25M

(r) DoD 1401.1M

(g8) 5 C.F.R. 2635.802 (conflict of interest)
(t) 5 C.F.R. 2635.805 (expert testimony)

(u) SECNAVINST 5820.8A (expert testimony)
(v) 5 C.F.R. 2635.807

{(w) DoD 5230.9 (Pub Clearance)

(x) BUMEDINST 5721.3(Series) (Pub clearance)

Encl: (1) Off-Duty Employment Request/Acknowledgement Form
(2) Off-Duty Civilian Employment Request (Healthcare)
(3) Off-Duty Civilian Employment Request (Non-Healthcare)
4) Employer's Acknowledgment Letter
5) Special Request Authorization NAVPERS 1336/3
Rev 8/05)
6) Monthly Off-Duty Employment Report
7) Annual Off-Duty Employment Statement
8) Publication Clearance Process Through IRBNet

(
(
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(
(

1. Purpose. To implement references (a) through (x) and to
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(paid) employment and outside activities (non-paid) of all
military and Government civilian personnel assigned to or
employed by the National Naval Medical Center (NNMC) and to
establish procedures for requesting, authorizing and monitoring
it.

2. Cancellation. NATNAVMEDCENINST 5370.2B.

3. Background. The above references provide policy and general
guidance for all government employees concerning standards of
professional and ethical conduct, particularly in off-duty
activities. The avoidance of conflicts of interest is of
paramount concern. This instruction now contains policy for
individuals to engage in off-duty work involving teaching,
writing, and publishing (“scholarly events”). Finally, it
provides guidance regarding outside activities.

4. Applicability and Scope

a. This instruction applies to all military and civilian
personnel assigned to or employed by NNMC. The majority of this
instruction will have special impact for active duty officer
personnel and their civilian equivalents who are healthcare
practitioners and/or professionals. However, portions of it
will impact all NNMC military personnel and civilian employees,
whether or not they are healthcare practitioners and
professionals. This instruction does not apply to NNMC
contractor employees unless the governing contract provides
otherwise.

b. Violation of these provisions may be cause for
disciplinary action under the Uniform Code of Military Justice
and forms the basis for appropriate disciplinary oxr
administrative action with respect to NNMC civilian employees.

c¢. These guidelines do not apply to the provision of
emergency medical assistance in isolated cases.

d. All personnel who engage in non-remunerative community
services or volunteer work, provided to benefit the community,
must also be aware of ethical rules that may impact their
outside activities.

e. Given the complexity of this instruction’s subject




NATNAVMEDCENINST 5370.2C

APR 2 1 2010

matter and to better assist all NNMC employees, the following
explains which sections in this instruction apply to given
individuals:

(1) For all healthcare practitioners and/or
professionals, military or civilian, see:

(a) Paragraphs 5 to 7, which contain definitions,
overall policy issues, and provisions applicable to all off-duty
employment and outside activities.

(b) Paragraph 8, which concerns procedures for paid
off-duty employment applicable to them.

(¢) Paragraph 12, which concerns infrequent
speaking, writing, and teaching engagements.

(d) Paragraph 13, which contains special provisions
applicable for outside activities done for no remuneration or

pay.

(2) For all military officers who are not engaged in the
provision of healthcare, see:

(a) Paragraphs 5 to 7, which contain definitions,
overall policy issues, and provisions applicable to all off-duty
employment and outside activities.

(b) Paragraph 9, which concerns procedures for paid
off-duty employment applicable to them.

(¢) Paragraph 12, which concerns infrequent
speaking, writing, and teaching engagements.

(d) Paragraph 13, which contains special provisions
applicable for outside activities done for no remuneration or

pay.
(3) For all enlisted members, see:
(a) Paragraphs 5 to 7, which contain definitions,

overall policy issues, and provisions applicable to all off-duty
employment and outside activities.
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(b) Paragraph 10, which concerns procedures for paid
off-duty employment applicable to them

(c) Paragraph 12, which concerns infrequent
speaking, writing, and teaching engagements.

(d) Paragraphs 13, which contains special provisions
applicable for outside activities done for no remuneration or

pay.

(4) For all civilian employees who are not engaged in
the provision of healthcare, see:

(a) Paragraphs. 5 to 7, which contain definitions,
overall policy issues, and provisions applicable to all off-duty
employment and outside activities;

(b) Paragraph. 11, which concerns paid off-duty
employment;

(¢) Paragraph. 12, which concerns infrequent
speaking, writing, and teaching engagements;

(d) Paragraph. 13, which contains special provisions
applicable for outside activities done for no remuneration oxr

pay;

5. Definitions: For purposes of this instruction, the
following definitions apply.

a. NNMC employee. This term includes: NNMC civilian
officers or employees, including non-appropriated fund
activities; any active duty regular or reserve military officer,
including warrant officers; any active duty enlisted member;
Public Health Service officers; and any Reserve or National
Guard member on active duty under orders issued pursuant to
title 10, United States Code.

b. Healthcare practitioner and/or professional. Any active
duty or civilian equivalent physician, dentist, or healthcare
practitioner of one of the professions whose members are
required to possess a professional license or other similar
authorization. These include DoD healthcare personnel who are
physicians, dentists, registered nurses, practical nurses,
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physical therapists, podiatrists, optometrists, clinical
dieticians, social workers, clinical pharmacists, clinical
psychologists, occupational therapists, audiologists, speech
pathologists, physician assistants, or any other person
providing direct patient care as may be designated by the
Agsistant Secretary for Defense, Health Affairs (ASD (HA)).

c. Off-duty Outside Employment. Services by a NNMC
healthcare practitioner (active duty, reservist on active duty
at NNMC, or civilian equivalent) during his or her off-duty time
for which compensation is received. This includes gelf-
employment.

d. Outside activity: Any activity not a part of the NNMC
employee’s official duties for which the individual receives no
remuneration (pay). This includes non-remunerative community
services operated by nonprofit organizations for the benefit of
all community and deprived persons, such as a drug abuse
program, program volunteer, venereal disease center, or family
planning center.

e. Official capacity: Generally, this means acting as part
of a Government employee’s (military or civilian) official
duties.

f. Personal capacity: This means acting as a private
citizen, not as a Government employee (military or civilian).

g. Self employment: A type of off-duty/outside employment
that includes the sale of insurance, stocks, mutual fundg,
cosmetics, household supplies, vitamins, and other consumer
goods and services, whether or not they are commercially
manufactured or made.

6. Policy. It is the policy of this command to ensure that all
NNMC employees comply with this instruction. All military
(officers and enlisted) and all NNMC civilian employees who are
healthcare practitioners and/or professionals will get written
permission to engage in off-duty employment beforehand. NNMC
civilian employees who are not healthcare practitioners and/or
professionals must still comply with references (a), (d), (3)
through (p), and (s) through (x) with respect to off-duty
employment. When necessary, all NNMC employees should consult
the Office of the Staff Judge Advocate to clarify questions of
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conduct and other ethical issues related to off-duty employment
and outside activities. Subject to the limitations contained
herein, NNMC employees normally will not be restrained from
engaging in off-duty employment or outside activities.

7. Provisions Applicable to All Off-Duty Employment and Outside
Activities Done By All NNMC Employees.

a. NNMC employees must understand that the Government
assumes no responsibility for the individual’s actions with
respect to off-duty employment or outside activities.

b. NNMC employees who engage in any outside activity or
off-duty employment may not:

(1) subject the Federal Government to any expense as a
result of this activity or employment; oxr

(2) use Government materials, equipment, or other
personnel in connection with this activity or employment.

c. Per reference (a), NNMC employees who are confidential
financial disclosure form (OGE 450/450A) filers must be certain
to report certain things on their forms:

(1) All off-duty employment that produces a salary, fee,
commission, and other earned income that is greater than $200,

(2) Honoraria greater than $200, and

(3) All positions outside the U.S. Government held at
any time during the reporting period, whether or not there was
compensation. Positions include an officer, director, employee,
trustee, partner, proprietor, representative, executor or
consultant for any political entity, corporation, partnership,
trust, or other business entity. NNMC employees do not need to
report any position with an entity that is, in nature,
religious, social, fraternal, or political. NNMC employees also
do not need to report on the form any position that is held as
part of the employee’s official duties.

d. Generally, NNMC employees may not do anything which
implies DoD or DoN endorsement of the outside employment or
activity. For instance, they may not refer to their official




NATNAVMEDCENINST 5370.2C
APR 2 1 2010

position at NNMC in connection with commercial enterprises, to
endorse commercial products or businesses, or in relation to
their outside employment or activities. Additiomnally, it is DoD
and DoN policy that the wearing of the uniform is prohibited
during or in connection with furthering private employment or
commercial interests, when an inference of official sponsorship
of the activity or interest can be drawn, per reference (i).
Off-duty employment that has the potential for recruiting or
public affairs benefit to the Navy must comply with reference

(c).

e. Consistent with references (t) and (u), NNMC employees
shall not provide opinion or expert testimony concerning
official DoD or DoN information, personnel, or activities
without proper authorization that is coordinated through the
Office of the Staff Judge Advocate. 1In private litigation, they
may discuss the treatment of their patients but must not respond
to hypothetical questions or requests for expert opinions.

f. Conflicts of interest are to be avoided. See also
references (n) and (s).

(1) Reference (1) applies to commissioned military
officers or Federal civilian employees and provides that if they
are participating personally and substantially, as part of their
official duties, in a particular government matter, then they
shall not work as an employee of a company or organization that
has a financial interest in that matter. Commissioned military
officers and Federal civilian employees may face Federal
criminal action if they violate this provision. There is a
similar provision that applies to enlisted military personnel in
reference (a); enlisted members may face disciplinary action per
the Uniform Code of Military Justice. See also reference (m).

(2) When an NNMC employee is working on a particular
government matter, and a company ig a party to the matter, the
NNMC employee should not have any type of business relationship
with the company (including as a consultant), unless the
employee has informed his/her supervisor about the situation,
and the supervisor has determined that the need for the employee
to work on the government matter outweighs the appearance
problems that would result from the employee simultaneously
working on the government matter and having an outside business
relationship with the company, per reference (a). The
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supervisor should consult the Staff Judge Advocate’s Office for
assistance.

(3) References (j) and (k) are Federal criminal
statutes concerning representational bans where a NNMC employee
wishes to engage in off-duty employment with a company and then
represent that company back to the Government. It is sometimes
difficult to draw a clear line between communications that will
violate the representation ban and those that will not. A
mistake in judging whether certain actions are permissible can
result in a Federal criminal prosecution of the NNMC employee.
For this reason, the prudent course may be to avoid in one’s
off-duty employment all types of representation of persons,
companies and non-Federal organizations before a Federal agency.
See para. 7(g) (2) below.

(4) References (a), (d), and (m) provide that NNMC
employees cannot receive any salary, or any contribution to or
supplementation of salary, as compensation foxr his or her
services to the Federal Government, from any source other than
the Federal Government.

g. Prior approval is needed for off-duty employment done
during periods of regular leave and terminal leave.

(1) Commissioned officers on transition leave are
prohibited from working for Government contractors in Government
workspaces until the officer’s actual retirement date because
this constitutes inappropriate representation of an outside
organization to the Government, per references (j) and (k).

(2) Because of potential representation issues, all NNMC
employees are discouraged from working as a Government
contractor in any Government facility.

h. Reference (o) provides that NNMC employees may not
disclose "non-public information" to further the private
interests of any individual, company or organization. As
defined in this reference, "non-public information" is
“information that the employee gains by reason of Federal
employment and that he knows (or reasonably should know) has not
been made available to the general public.”

i. Consistent with reference (a), NNMC employees may not
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sexrve, in their official capacity, on an advisory board or
advisory committee for a defense contractor. Employees who are
considering serving as an advisor to a defense contractor in
their personal capacity should consult the Staff Judge Advocate
office.

j. Reference (p) generally prohibits the Government from
awarding a contract to a NNMC employee or to a business concern
or other organization owned or substantially owned or controlled
by one or more government employees.

8. Off-duty Employment Provisions Applicable to all Healthcare
Practitioners and/or Profesgsionals (This Applies To Military
Officers and Civilians) (Per, in particular, references (b), (e),
(£), and (9))

a. Engaging in off-duty employment is a privilege, not a
right. Permission to engage in off-duty employment may be
withdrawn at any time by the Commander or the Commander's
designee. However, if the off-duty employment is in compliance
with the above references, does not interfere with the provisgion
of healthcare, and does not interfere with accomplishing the
mission, it should be approved.

(1) Permission shall be withdrawn at the beginning of
any inquiry into potentially reportable actions of misconduct or
professional impairment until the issues are resolved per
reference (h).

(2) Commanders shall ensure that the appropriate
officials at all civilian places of employment are immediately
notified whenever permission is withdrawn.

(3) If permission is withdrawn, the individual affected
will be afforded an opportunity to submit to the Commander or
the Commander's designee a written statement containing
information pertinent to the questioned employment.

b. Before starting off-duty employment, all active duty
military and civilian healthcare practitioners and/or
professionals shall obtain the written permission of the
Commander or the Commander's designee.

c¢. Active duty military and civilian healthcare
practitioners and/or professionals shall not engage in any off-




NATNAVMEDCENINST 5370.2C

APR 2 1 2010
duty employment which:

(1) by reason of the hours or nature of work, interferes
with the proper and efficient performance of their duties at
NNMC ;

(2) reflects discredit on the military service; or
provide such services on property owned, leased or under the
control of DOD;

(3) is otherwise inconsistent with the provisions of the
above references. '

d. No NNMC healthcare practitioner and/or professional will
accept employment by an organization at a location where a strike
has commenced or during the course of that strike. If employed
prior to the beginning of the strike, the employee may be permitted
to continue such employment. See para. 8s below.

e. Prior approval also includes off-duty employment that
does not involve the provision of healthcare. For instance, a
healthcare practitioner and/or professional who desgires to
engage in off-duty employment such as in marketing or direct
product sales must still get prior approval. The difference
lies in the documentation that must be completed.

f. Permission to engage in off-duty employment must be
approved annually. The individual engaged in off-duty
employment is responsible for initiating a renewal package 30
days’ prior to the expiration of the current approval date. If
interested in engaging in off-duty employment at more than one
location, the individual must submit complete justification with
his/her application. A new application is required for each
off-duty employment site for individuals who have been
previously approved to engage in off-duty work.

g. Active duty military are in a 24-hour duty status and
must be available to perform assigned duties at all times.
Military duties shall take precedence over off-duty employment.
Civilian health care providers must be available to perform
their Federal Government duties during their prescribed working
hours. All must advise their potential off-duty employers that
they will be subject to respond to NNMC alerts or emergencies
that may arise during their periods of off-duty employment.

10
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This may delay the individual in reporting for off-duty
employment or could require the individual to leave the off-duty
employment without warning.

h. Absent a waiver from the cognizant director, no active
duty NNMC employee will be granted permission to engage in off-
duty employment unless he or she meets current R-Status and
Physical Readiness requirements.

i. Off-duty employment shall not exceed a total of 16 hours
per week, unless in an authorized leave status. The commanding
officer can authorize exceptions to the 16-hour per week rule
only after finding that special circumstances exist which
indicate there is no conflict with official duties,
notwithstanding the additional hours. Supervisors will not
grant permissive temporary duty (TAD), pass, or compensatory
time off for the primary purpose of engaging in off-duty
employment. Ordinary leave may be granted in connection with
authorized off-duty employment. There shall be a period of at
least 6 hours rest between ending an off-duty employment work
shift and beginning military or civilian employee duties. Hours
worked "on call" or on a "pager watch" must be included in the
total hours worked and count against the 16 hours per week
maximum. Hours worked while on leave will not count toward the
weekly 16 hours, but still must be reported. A week will be
deemed to begin on Monday (0001) and end on Sunday (2400) for
the purposes of determining the amount of hours per week.

j. Requests to engage in off-duty employment that require
in excess of 2 hours driving time will not be approved unless
the requester is seeking permission to work during an authorized
leave period.

k. NNMC employees engaged in graduate training programg are
prohibited from engaging in any off-duty employment. Violation
of this prohibition may result in disciplinary action and
disenrollment from the training program.

1. NNMC healthcare practitioners and/or providers will not
engage in a personal private medical practice.

m. NNMC healthcare practitioners and/oxr providers shall not
assume primary responsibility for the medical or dental care of

11
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any patient on a continuing basis at the site of off-duty
employment.

n. NNMC healthcare practitioners and/or providers engaged
in off-duty employment may not solicit or accept compensation,
directly or indirectly, for care rendered to any DOD beneficiary
or Department of Veterans Affairg beneficiaries. The one
exception is with dental services (Reference (b)). References
(e), (£), and (g) prohibit NNMC health care providers from
acting as TRICARE providers.

o. NNMC healthcare practitioners and/or providers cannot
refer beneficiaries seen pursuant to their official duties to
facilities with which the provider maintains an off-duty
employment relationship.

p. Compliance with applicable local, state or Federal
regulations (particularly those of the Federal Drug Enforcement
Administration) is the responsibility of the individual health
care practitioner and/or provider. Off-duty employment is not
within the scope of any NNMC health care practitioners’ and/or
providers' official duties or responsibilities. Accordingly,
Federal law provides no personal liability protection for
. providers while engaged in off-duty employment. Providers
engaged in authorized off-duty employment are strongly
encouraged to obtain appropriate professional liability
insurance.

g. NNMC healthcare practitioners and/or providers will
apply for annual leave for any obligation (e.g., court
appearances or testimony before a compensation board) arising
out of off-duty employment where these obligations require
absence during duty hours. There is no guarantee leave will be
granted, but it should be if the leave does not interfere with
the healthcare practitioner’s and/or provider's responsibilities
at NNMC.

r. NNMC healthcare practitioners and/or providers engaged
in off-duty employment should not interfere or unfairly compete
with local civilian healthcare practitioners. The approval
authority must assess the off-duty employment local impact,
taking into consideration assessment statements from the
employer, local medical or dental society, and NNMC healthcare
practitioner and/or provider when deciding the impact level.

12
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s. Authorization Procedure

(1) All NNMC healthcare practitioners and/or providers
(military officers and civilian employees) seeking permisgsion to
engage in off-duty employment involving healthcare activities
shall submit enclosures (1), (2) and (4), which will go through
the chain of command. These must be routed through the Staff
Judge Advocate’s Office.

(2) All NNMC healthcare practitioners and/or providers
(military officers and civilian employees) seeking permission to
engage in off-duty employment that does not involve healthcare
activities shall submit enclosures (1) and (3), which will go
through the chain of command and also routed through the Staff
Judge Advocate’s Office. NOTE: If the off-duty employment
involves infrequent speaking, teaching, or writing engagements,
follow paragraph 13 below and not the provisions in this
paragraph. If the speaking, teaching, or writing is more
regular (for instance, teaching a semester’s class at a local
college), follow the provisions here.

(3) Submission shall be made to Commander, NNMC, via
appropriate chain of command, and Head, Medical Staff
Credentialing and Privileging Office. A separate application
package is required for each prospective employer. If the
proposed employment will occur at multiple locations, each
location will be noted on the request. Any changes in the
status of an individual's off-duty employment shall be reported
to his or her department head and the Medical Staff
Credentialing and Privileging Office. Unless there has been a
material change in circumstances, annual renewal requests need
only include enclosure (2).

t. Regorts

(1) All NNMC healthcare practitioners and/or providers
who engage in off-duty employment of any kind are responsible
for submitting enclosure (6) to the Medical Staff Credentialing
and Privileging Office within 10 days of the beginning of each
month (for the previous month’s work). They must also submit
employer verification of that information. K Failure to make
timely submissiong of enclosure (6) is grounds for revocation of
off-duty employment privileges and may lead to disciplinary or

13
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administrative action. Once off-duty employment privileges are
approved, this monthly report must be submitted even if no hours
were worked in a particular month.

(2) All NNMC healthcare practitioners and/or providers
who engage in off-duty employment of any kind must certify their
compliance annually with applicable policy and regulatory
guidance. This statement must be filed with the Medical Staff
Credentialing and Privileging Office during the month of
January. Enclosure (7) provides the appropriate format.

(3) Whenever there is a change in the off-duty
employment status, the NNMC healthcare practitioner and/or
provider must update the paperwork before the inception of such
a change.

u. The Medical Staff Credentialing and Privileging Office
is responsible for maintaining off-duty employment records for
all NNMC health care practitioners and/or providers engaged in
off-duty employment of any kind. Records shall be maintained as
discussed below. Department Heads shall be informed of
violations of this instruction and shall commence appropriate
disciplinary or administrative action. Each off-duty employment
file, maintained by the Medical Staff Credentialing and
Privileging Office, must contain the following, as applicable:

(1) The Off-Duty Employment Acknowledgement (enclosure
(1)),

(2) Off Duty Civilian Employment Request, (enclosures
(2) or (3)),

(3) Original, Employer’s Acknowledgement Letter
(enclosure (4)),

(4) Monthly Off-Duty Employment report’s (enclosure (6))
and

(5) Annual Off Duty Employment Statement (enclosure (7).

9. Certain Provisions Applicable to NNMC Military Officers Who
are Not Engaged in the Provigion of Healthcare

a. NNMC military officers who are not healthcare

14
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practitioners and/or professionals, as defined above, must still
comply with references (a), (d), (j) through (p), and (s)

through (x) when it comes to their off-duty employment. This
information is further delineated in paragraph 7 above and
paragraphs 12 and 13 below. For instance, if a NNMC military
officer who is not engaged in the provision of healthcare but
wishes to speak, teach, or write, the employee would need to
comply with the approval and publication clearance provisions
outlined in paragraph 12. As another example, if such a NNMC
military officer is an OGE 450 filer and wishes to get an
outside job, the employee will still need to properly annotate
the OGE 450 form.

b. NNMC military officers who are not engaged in the
provision of healthcare must submit NAVPERS 1336/3 (Special
Request/Authorization) (enclosure 5) via their chain of command
and the Staff Judge Advocate. The request needs to detail what
the off-duty employment will entail.

c. If the off-duty employment involves the provision of
healthcare (for instance, an officer wants to perform off-duty
employment as an emergency medical technician), the officer must
comply with the provisions in paras. 8(n), (o), (p), (q), and
(r) above. '

d. Approval and recordkeeping.

(1) Final approval shall be the responsibility of the
requester's department head. No further delegation is
authorized. Unless there has been a material change in
circumstances, annual renewal requests need only include
enclosure (5).

(2) Department Heads are responsible for maintaining
off-duty employment records for all NNMC officers not engaged in
the provision of healthcare. Department Heads will track
violations of this instruction and shall commence appropriate
disciplinary or administrative action as needed. Each off-duty
employment file, must contain the following:

(a) Original NAVPERS 1336/3 (enclosure (5)),

(b) Original, Monthly Off-Duty Employment Report
(enclosure (6)), and

15
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(c) Original Annual Off-Duty Employment Report
(enclosure (7)).

10. Certain Provisions Applicable to Enlisted Members

a. Enlisted members who are seeking permission to engage in
off-duty employment shall submit NAVPERS 1336/3 (Special
Request/Authorization) (enclosure (5)) via their chain of command
and the Staff Judge Advocate. The request needs to detail what
the off-duty employment will entail.

b. References (q) and (r) provide that active duty enlisted
members may be employed as part-time or flexible employees
during off-duty hours in DoD non-appropriated fund
instrumentalities.

c¢. If the off-duty employment involves the provision of
healthcare (for instance, an enlisted member wants to perform
off-duty employment as an emergency medical technician), the
individual must comply with the provisions in paras. 8(n), (o),
(p), (gq), and (r) above.

d. Approval and recordkeeping.

(1) Final approval shall be the responsibility of the
requester's department head. No further delegation is
authorized. Unless there has been a material change in
circumstances, annual renewal requests need only include
enclosure (5).

(2) Department Heads are responsible for maintaining
off-duty employment records for all enlisted members.
Department Heads will track violations of this instruction and
shall commence appropriate disciplinary or administrative action
as needed. Each off-duty employment file, must contain the
following:

(a) Original NAVPERS 1336/3 (enclosure (5)),

(b) Original, Monthly Off-Duty Employment Report
(enclosure (6)), and

(c) Original Annual Off-Duty Employment Report
(enclosure (7)).

16
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11. Certain Provisions Applicable to NNMC Civilian Employees
Who are Not Engaged in the Provision of Healthcare

a. NNMC civilian employees who are not healthcare
practitioners and/or professionals, as defined above, must still
comply with references (a), (d), (j) through (p), and (s)
through (x) when it comes to their off-duty employment. This
information is further delineated in paragraph 7 above and
paragraphs 12 and 13 below. For instance, if a NNMC employee
who is not engaged in the provision of healthcare but wishes to
speak, teach, or write, the employee would need to comply with
the approval and publication clearance provisions outlined in
paragraph 11. As another example, if such a NNMC employee is an
OGE 450 filer and wishes to get an outside job, the employee
will still need to properly annotate the OGE 450 form.

b. NNMC employees who are not engaged in the provision of
healthcare are encouraged, but not required, to inform their
Department Head of their off-duty employment that falls outside
the purview of paragraphs 7 and 12 of this instruction.

¢. NNMC employees who are not engaged in the provision of
healthcare but who wish to seek off-duty employment may contact
the NNMC Staff Judge Advocate’s Office for assistance, if
needed.

12. Special Provisions Regarding Speaking, Teaching, and
Writing Engagements

a. This paragraph outlines requirements for getting
permission to speak, write or teach on an infrequent basis and
applies to any NNMC employee, military and civilian, whether or
not engaged in healthcare. If the speaking, writing, or
teaching is on a regular basis (for example, teaching a
semester’s class at a local college), refer to the provisions
above for obtaining permission for off-duty employment. Per
references (a) and (v), NNMC employees may speak, teach, and
write for publication. However, if the teaching, speaking, or
writing relates to the employee’s official duties, as defined
here, the NNMC employee cannot receive compensation from any
gsource other than the Government for the outside speech,
training, or writing.

b. References (w) and (x) require NNMC employees to submit
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any proposed talk, article, or publication through the
publication clearance process using enclosure (8).

¢. A NNMC employee can receive compensation for teaching,
speaking or writing on a subject within the employee's
discipline or inherent area of expertise based on his or her
educational background or experience even though the teaching,
speaking or writing deals generally with a subject within the
agency's areas of responsibility. For instance, a general
surgeon can still receive compensation from an outside source
for giving a talk on general surgery, so long as the talk is
just about general surgery and does not relate to his official
duties, as defined below.

d. The following are pertinent definitions for this
section, per reference (v):

(1) “Relates to official duties” means that one of the
following criteria are met:

(a) The activity is undertaken as part of the
employee's official duties;

(b) The circumstances indicate that the invitation
to engage in the activity was extended to the employee primarily
because of his official position rather than his expertise on
the particular subject matter;

(c) A person who has an interest that may be
affected substantially by the NNMC employee’s performance or
non-performance of official duties extended the invitation,
directly or indirectly, to engage in the activity or the offer
for compensation for the activity; ’

(d) The information conveyed through the activity
draws substantially on ideas or official data that are nonpublic
information; or ‘

(e) The subject of the activity deals in significant
part with any matter to which the employee presently is assigned
or to which the employee had been assigned during the previous
one-year period or any ongoing or announced policy, program or
operation of the agency.
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(2) “Compensation” includes any kind of income,
remuneration, or consideration, including royalties. It

includes offers to pay for transportation, lodgings and meals.
It does not include offers that can be accepted‘by the Federal
Government, such as gifts of travel; items that an individual
can accept from a prohibited source through the gift provisions
of 5 CFR 2635; meals or other incidental expenses like waiver of
attendance fees or course materials given as part of the event
where the talk or speech takes place; or copies of any
publications, books, and tapes that provide a record of the
event.

e. In some circumstances, an NNMC employee may be able to
conduct outside teaching even though it relates to the NNMC
employee’s official duties when either (i) The circumstances
indicate that the invitation to engage in the activity was
extended to the employee primarily because of his official
position rather than his expertise on the particular subject
matter or (ii) The subject of the activity deals in significant
part with any matter to which the employee presently is assigned
or to which the employee had been assigned during the previous
one-year period or any ongoing or announced policy, program or
operation of the agency. In these instances, an employee may
accept compensation for teaching a course, even if it requires
multiple presentations, so long as the course is offered as a
part of a regularly established curriculum of an institution of
higher education, an elementary school, a secondary school, or
an education or training program sponsored by a local, state, or
the Federal Government (reference (v)).

f. TIf one performs outside teaching, speaking or writing,
the NNMC employee shall not use or permit the use of official
title or position to identify the employee in connection with
the outside teaching, speaking or writing activity or to promote
any book, seminar, course, program or similar undertaking.
However, per reference (a):

(1) A NNMC employee can include his/her title or
position as part of biographical information, but it cannot take
any more prominence than other biographical details; and

(2) The title or position may be used in connection

with an article published in a scientific or professional
journal so long as there is a reasonably prominent disclaimer
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that states that the views expressed in the article do not
necessarily represent the views of the Department of the Navy or
the United States.

g. Additionally, per reference (a), NNMC employees
generally are not to use normal duty hours or DoD facilities,
property, or personnel to prepare for an outside teaching,
speaking, or writing event. They are also not to use official
DoD information generally not available to the public and which
would not be released under the Freedom of Information Act
(reference (0)).

h. The online publication clearance process through IRBNet
(Enclosure (8)) serves as the approval process for all
infrequent writing, teaching, and speaking engagements. If the
NNMC employee receives pay for the speaking, teaching, or
writing engagement, the NNMC employee must specifically disclose
this information when submitting the publication for clearance.
For regular, reoccurring teaching and speaking engagements, off-
duty employment permission must be obtained as outlined in
paragraphs. 8 through 11, as applicable.:

13. Provisions Applicable for Outside Activities (No
Remuneration/Pay) .

a. NNMC employees who wishes to participate in outside
activities for no remuneration (i.e., volunteering or no pay)
are encouraged to seek additional guidance from the Staff Judge
Advocate’s Office to make certain he or she is complying with
all rules of ethical behavior.

b. For instance, whether or not the individual needs to be
in a leave status when participating in these activities is
going to be case specific.

c. Generally, when NNMC employees engage in an unpaid
outside activity, where there is no connection to the employee’s
duties to and at NNMC, the employee is likely not considered a
Federal employee for purposes of portability of licensure and
liability protection.

14. 1Internal Review. - The Head, Command Evaluation and
Investigation shall conduct an annual review of the off-duty
employment activities of NNMC personnel to ensure compliance

20




NATNAVMEDCENINST 5370.2C
APR 2 12010

with the provisions delineated in this instruction and will
address the adequacy of existing internal controls.

15. This instruction is effective upon receipt. All previously
granted off-duty employment requests will remain in effect;
however, Monthly and Annual Off-duty Employment Reports are
required.

ZINDER

Distribution:
NNMC Intranet
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OFF-DUTY EMPLOYMENT ACKNOWLEDGMENT

This form will be completed and signed by all staff personnel
requesting permission to engage in off-duty employment,
regardless of the nature of such employment. '

I hereby acknowledge that I have been notified of and have had
available to me the NNMCINST 5370.2C. I am aware and have
knowledge of the contents of this instruction and understand
that any action by me that violates or is contrary to the
provisions of the instruction may result in disciplinary action
in accordance with the Uniform Code of Military Justice, or the
appropriate administrative or employment actions.

CONSENT AND RELEASE FROM LIABILITY:

I authorize the Commander, National Naval Medical Center,
Bethesda and their legal representatives, for the purpose of
overseeing my off-duty employment, to contact and receive copies
of all records, documents, and information concerning my off-
duty employment from my employer. This includes, but is not
limited to, all pay records, IRS reports, logs, time sheets,
Quality Assurance Reports, and credentialing matters.

I release from liability all individuals and organizations who
respond to inquiries regarding my off-duty employment.

Signature Date
FOR HEALTH CARE PROVIDERS:

I hereby acknowledge that I am aware that when I engage in off-
duty remunerative civilian employment, I do this apart from my
assigned government duties. I also am aware and acknowledge
that in the off-duty employment, I will not be working for the
United States Navy and, therefore, will not be covered for
medical malpractice liability under 10 United States Code,
Section 1089 ("Gonzales Act") or any other statute or
regulation. Any claim or lawsuit involving an allegation of
medical malpractice on my, or my employer's behalf will be my,
or my employer's gole responsibility and not that of the United
States Government.

Requesting Provider/Date

Enclosure (1)
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OFF-DUTY CIVILIAN EMPLYOMENT REQUEST—FOR HEALTHCARE

PRIVACY ACT STATEMENT: Social Security Numbers are requested under the authority of
Executive Order 9397 for the purpose of identifying the requester. Disclosure is
voluntary, but failure to do so may result in the delay or denial of your request.

Section A.

From:

(Name, rank/grade/social security number)
To: Command Officer, National Naval Medical Center
Ref: (a) 5 U.S.C. sec. 5536

(b) DOD 5500.7-R

(¢) DOD 6025.13-R

(d) HA Policy 96-050, “Policy for Off-Duty Employment by DOD Health Care
) Practitioners”

(e) ASD(HA) Memorandum of 23 July 1996

(f) MANMED Article 1-22

(g) NNMCINST 5370.2C

1. Per the above references, I request permission to engage in off-duty employment.

a. My proposed employer is:

b. My proposed worksite is located at:

¢. My proposed worksite telephone number is:

d. My proposed work hours are:

e. My proposed duties will include:

£f. I believe the impact my off-duty employment will have on the local community is (explain
how it will benefit or otherwise effect the civilian community and practitioners and/or attach a
statement from the local professional society):

g. I do/do not have permigssion to engage in other off-duty employment (state details on
separate sheet, if applicable).

h. T will submit not later than the 10th of each month a report detailing the number of
hours worked during the previous month, including employer verification of that information. I
also understand that it is my obligation to inform my chain of command in writing of any change
in my proposed off-duty employment, as set forth in this memorandum, before the inception of such
change.

2. I acknowledge the following limitations on my off-duty employment and have explained them to
my proposed employer:

a. The site of my off-duty employment must be located within 2 hours travel time, by land,
of the site of my military duties.

b. I must have a period of at least 6 hours between the end of my off-duty employment and
the start of my military duties and must not work more than 16 hours per continuous 7-day period

without specific approval of my commanding officer.

c. As part of my off-duty employment, I must not assume primary responsibility for the
medical or dental care of any patient on a continuing basis.
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d. My off-duty employment must not be performed on military premises; involve expense to the
Federal Government; or involve use of military personnel or supplies.

e. As a military member, I may be required to respond immediately to calls for military
duty, or
i
As a civilian officer equivalent healthcare practitioner, or contract healthcare
practitioner, I may be required to respond immediately to calls for duty. My obligation for such
recall is as follows:

£. I am responsible for compliance with all local licensing, Federal Drug Enforcement
Administration, and personal medical liability coverage requirements.

g. I must take annual leave for any obligations (e.g., court appearances or testimony before
a compensation board) arising out of off-duty employment when these obligations require absence
during duty hours. There is no guarantee that the leave request will be approved by my command.

h. I must not refer patients from the military treatment facility to my prospective
employer’s facility.

i. I must not solicit or accept a fee directly or indirectly, and my prospective employer
must not charge, for my care of a Department of Defense (DoD) healthcare beneficiary (i.e.,
member, retired member, or dependent of such member) of the Uniformed Services. TRICARE payments
shall be disallowed in any claim from a TRICARE provider in those instances when a Navy
healthcare provider renders services to such a person, for the services provided by the Navy
healthcare practitioner. This restriction does not apply to dental services provided to CONUS
enrollees of the TRICARE Family Member Dental Plan. TRICARE payments for services I provide a DoD
health care beneficiary during my off-duty employment shall be disallowed.

Signature Date
Section B.
From: Authorized Representative of Proposed Employer
To: Command Officer, National Naval Medical Center

Subj: OFF-DUTY EMPLOYMENT OF

1. I am the authorized representative of

2. I have read and accept the foregoing limitations, including the compensation and availability
limitations, on the off-duty employment of

3. I certify that this facility will not seek payment from a DoD beneficiary, TRICARE, or the
Federal Government for health care provided by

to DoD
beneficiaries except to dental services provided to CONUS enrollees of the TRICARE Family Member
Dental Plan.

(Name/Title/Date)
Recommend approval/disapproval. Recommend approval/disapproval.
Name/Grade of Immediate Supervisor & Date Name/Grade of Department Chief & Date
2
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Recommend approval/disapproval. Recommend approval/disapproval.

Name/Grade, SJA Office Date Name/Grade, SJA Office Date

Section C.

From: Command Officer, National Naval Medical Center
To:

1. The above request is approved/disapproved.

{Name/Date)

Enclosure (2)
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OFF-DUTY CIVILIAN EMPLYOMENT REQUEST—FO%PBO%—%égugHCARE

PRIVACY ACT STATEMENT: Social Security Numbers are requested under the
authority of Executive Order 9397 for the purpose of identifying the
requester. Disclosure is voluntary, but failure to do so may result in the
delay or denial of your request.

Section A.

From:

(Name, rank/grade/social security number)
To: Command Officer, National Naval Medical Center
Ref: (a) 5 U.S.C. sec. 5536

(b) DOD 5500.7-R

(c) DOD 6025.13-R

(d) HA Policy 96-050, “Policy for Off-Duty Employment by DOD Health Care
Practitioners”

(e} ASD(HA) Memorandum of 23 July 1996

(f) MANMED Article 1-22

(g} NNMCINST 5370.2C

1. Per the above references, I request permission to engage in off-duty employment.

a. My proposed employer is:

b. My proposed worksite is located at:

c. My proposed worksite telephone number is:

d. My proposed work hours are:

e. My proposed duties will include:

f. I do/do not have permission to engage in other off-duty employment (state details on
separate sheet, if applicable).

g. I will submit not later than the 10th of each month a report detailing the number of
hours worked during the previous month, including employer verification of that information. I
also understand that it is my obligation to inform my chain of command in writing of any change
in my proposed. off-duty employment, as set forth in this memorandum, before the inception of such
change.

2. I acknowledge the following limitations on my off-duty employment and have explained them to
my proposed employer: ’ :

a. The site of my off-duty employment must be located within 2 hours travel time, by land,
of the site of my military duties.

b. I must have a period of at least 6 hours between the end of my off-duty employment and
the start of my military duties and must not work more than 16 hours per continuous 7-day period
without specific approval of my commanding officer.

c. My off-duty employment must not be performed on military premises; involve expense to the
Federal Government; or involve use of military personnel or supplies.

d. As a military member, I may be required to respond immediately to calls for military
duty, or

As a civilian officer equivalent healthcare practitioner, or contract healthcare

practitioner, T may be required to respond immediately to calls for duty. My obligation for such
recall is as follows:

Enclosure (3)




NATNAVMEDCENINST 5370.2C
APR 2 1 2010

e. I may not use other Government resources, equipment, or employees in the performance of

my off-duty employment.

f. I must take annual leave for any obligations (e.g., court appearances or testimony before
a compensation board) arising out of off-duty employment when these obligations require absence
during duty hours. There is no guarantee that the leave request will be approved by my command.

Recommend approval/disapproval.

Signature Date

Recommend approval/disapproval.

Name/Grade of Immediate Supervisor & Date

Recommend approval/disapproval.

Name/Grade of Department Chief & Date

Recommend approval/disapproval.

Name/Grade, SJA Office Date

Section B.

Name/Grade, SJA Office Date

From: Command Officer, National Naval Medical Center

To:

1. The above request is approved/disapproved.

(Name/Date)
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Employer: _ APR 2 1 2010
Address:

City/State:

Date:

Commandexr

National Naval Medical Center
8901 Wisconsin Avenue
Bethesda, MD 20889-5600

Dear:
SUBJECT: OFF-DUTY EMPLOYMENT

This letter is to acknowledge the compensation and
availability limitations applicable to the employment of
military health care providers.

a. As a condition of off-duty employment, I accept the fact
that a Department of Defense (DOD) military healthcare
practitioner/provider may not solicit or accept compensation,
directly or indirectly, from the appropriated funds of any .
Federal agency or department for care rendered to any patient.
This restriction applies to payments received from the TRICARE
and the Veterans Administration. Furthermore, TRICARE payments
will be disallowed in any claim from a TRICARE provider in those
instances when a DOD healthcare practitioner/provider provides
direct health care services to the DOD beneficiary regardless of
the intended disbursement of such compensation.

b. I further certify that this facility will seek no direct
payments from DOD healthcare beneficiaries for serviceg provided
by DOD healthcare practitioners/providers and will not hold any
CHAMPUS or TRICARE recipient liable for any disallowance made
because of the application of provisions herein.

c¢. The DOD healthcare practitioner’s/provider's off-duty
employment will be limited to 16 hours per week unless
authorized by the Commander, National Naval Medical Center.
Additionally, scheduling of off-duty employment must allow for a
6-hour rest period between the end of the off-duty employment at
the civilian health care facility and the beginning of military
duties.

d. I understand that a DOD healthcare practitioner/provider
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may not assume, on a continuing basis, the primary
responsibility for the medical or dental care of any patient at
any off-duty civilian health care facility.

e. A military healthcare practitioner/provider is required
to respond immediately for military duties that may arise during
the scheduled off-duty employment. A civilian healthcare
practitioner/provider must also timely respond.

f. This health care facility will notify within 72 hours the
Commander/Commanding Officer of the DoD healthcare
practitioner/provider of any derogatory professional
incident (s), which may occur concerning such
practitioner/provider.

g. A DOD healthcare practitioner/provider may not refer
patients from a military treatment facility to facilities with
which the practitioner/provider maintains off-duty employment.

h. A DoD healthcare practitioner/provider must comply with
local licensing requirements and the requirements of the Federal
Drug Enforcement Administration, and is responsible for the
maintenance of personal medical liability insurance coverage.

i. A DOD healthcare practitioner/provider must apply for
annual leave for any obligation (i.e., court appearance or
testimony before a compensation board) arising out of off-duty
employment when these obligations require absence from the
military command during normal duty hours.

j. Understanding the above, (name of employer) accepts the
compensation and availability limitations placed on (name of
employee) and requests that he/she be permitted to engage in
off-duty employment with (name of employer).

Sincerely,‘

(Employer's Signature)
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SPECIAL REQUEST/AUTHORIZATION SURPORTNG THRELTIVE MLPERSUMAN ATTLAEY

G0 AN A EREE

PRIVACY ACY STATEMENT

FHE AUTHORITY 7O REQUEST THIZ INFORMATION 15 CONTAIKED 1M SU0SC 301, AND FRIM EO. 5357 DEPARTMENTAL RESULATIONS.
THE PRENCIMLE PURPOEE OF THE INFORMATION 18 TO ENABLE YOU TD MAKE KNOW YOUR DEIRE FOR TEMS LISTED OR FOR SOME
OTHER BPECIAL CONSIDERATION OR AMUTHORIZATION. THE INFORMATION WILL BE USED TO ASRIST OFFICIALS AND EMPLOYEES OF
THE DEPARTMENT OF THE NAVY IN BETERMINING YOUR ELIGIBLITY FOR AND AFPPROVING OF DISAFPROVING THE SPECIAL
CONSIDERATION OR AUTHORIFATION BEING REQUESRTED. COMPEETION OF THE FORM 15 MAKDATORY, FEILURE TO PROVIBE
REQUIRED WHORMATION MAY SESULY I DELAY IK REZPONIE TO OF DISAPPROVAL DF YOUR REGUEST.

NAME: RATE: B3N
SHIP R BEATION: DATE OF REGUEET:
DEPARTMENTIRIAISION: DUTY SECTIONIGROUP:
HATURE OF REGUEST. , SPECIME J—_— COMRUTED OTHER

L] teave O LIBERTY [ seciacrar [] RATINS {EELOWY
NO.OF DAYS REQUETED: TROM (OXTE AND TIMER TO [DATE AND: TIME]:
DIETAMNEE e ESE MICDE OF FRAVEL!

1 car [ s [ mwram [ sus

LEAVE KBDRESS: TELEPHONE NUMBER:
REAZON FOR REGUEET:
BIGHATLURE OF APPLICANT:

FAMELIGIELE ANDHDELIGATE MYSELF TOPERPORM ALL DUTIES OF PERSOMN MAKING APPUZATION.
SIGHATUIRE OF 8TANDAY: DUFEY STATION.

BIGHATURE ARD RANICRATEFTLEDATE

LOHT A i BISHATURE AND REMKRATETLEDATE
O yes [Ouo

RECOMIENDED APFAOVAL BIEHATLURE AN RARICRATEMITLEMATE
Cyes [0

| PR HEED RFPACEL SIGHATURE AND RENKIRATETITLEDATE

L BIGNATURE AND RANKIRATEMTTLEMATE

[ ves D

FECOMEMDED RFPACAL BIGHATURE ANE RANKRETEFRTLUEDATE
[ s [ no

BIGHATURE

[] zepROVED [ozarerovER

RENEGH FOR GISAPPROVEL

FOR OFFICIAL USE DMLY
WHENFRELIFDIN
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MONTHLY OFF-DUTY EMPLOYMENT REPORT

CIVILIAN EMPLOYMENT

WEEK TOTAL HOURS DURING LOCATION(S)
WEEK

to

to

to

to

to

TOTAL HOURS:

I verify this information is accurate and complete.

Print Name: Last, First, MI Signature/Date
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ANNUATL. OFF-DUTY EMPLOYMENT STATEMENT
for
NNMC HEALTH CARE PROVIDERS
PRIVACY ACT STATEMENT

1. Authority: DOD 5500.7-R.
2. Principal Purposes: The information solicited is intended

principally for the purpose of monitoring the off-duty
employment status of NNMC and subordinate command health care
providers to ensure compliance with requirements imposed by
higher authority and local directives.

3. Routine Uses: The information will be used within the
Departments of Defense and Navy in order to monitor off-duty
employment by Navy Health Care Providers.

4. Mandatory/Discloge: Disclosure of off-duty employment

status is mandatory under DOD and DON directives. Refusal to
disclose such information or providing false information will
subject you to possible disciplinary or criminal proceedings.

LAST NAME, FIRST, MI RANK/RATE
Initial applicable paragraph:

a. I am presently participating in off-duty employment
and have an approved request for such off-duty employment on
file with the command.

OR

b. I am not presently participating in off-duty
employment. I acknowledge that prior to engaging in off-duty
employment I must request and receive prior- approval from the
Commander/Commanding Officer (as applicable) in accordance with
NNMCINST 5370.2C.

SIGNATURE DATE
PRINTED NAME PHONE #
PAGER # DEPT

Enclosure (5)




NATNAVMEDCENINST 5370.2C
APR 2 1 2010

Publication Clearance

You must first obtain an account through AKO/DKQ and then submit
it through IRBNet, which is accessed using this account.

To Obtain your AKO/DKO Account to access DMRN/IRBNet (DKO and
AKO used synonymously) :

1) Proceed to AKO/DKO Login screen (https://www.us.army.mil)
2) Click "Register for DKO" which opens window to right (see
below)

If Military members and DOD civilians, register for DKO
unsponsored account:

3) If Army related, select “Create Army Account”, otherwise,
select "Create Joint Account™"

4) Enter SSAN and Date Of Birth

5) Complete registration

7 MO13:C6:
Joracomiade i catting:
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i
foe ZHE » Lriny Ratead
e Army, Army esarve, Narional “lemr RO O Cadigadiand v
& Ciliary, Retred 4rmy,’and Aimy Cuests

Bradelny Dadel

L3 ow Denphwcttn

e Jalny tive. ity M S0 1S cevs member s of o
et s el | A £ 0o, ot Hid, Mating i Joint e ot re A sl bl for
5 LR (e SRR ROn R B,

Sl : i SRQUIOE eralians. £ 2ok e

GAG Logii to AKD/DKO

F-1.0@ Hendwrith; CAC Login

Rpemsar e dar s e adible it
Ay lekios Hid | s biston abnve o e te s

imphy wik:iha Tarens of Uix lE1d SUha Dotemm of . (3’ Refiee

i 3 * il . aiier (W2 ard I

Gther Dob Service Portals * Canity Marber of Uiaponsored &0
; nleriise Purld ~ Cwiiy SLunt

2gister accouhts SHLY far thermen voz_ Medze donotfegizizran dicont oh
i

CAC Registration: To use your CAC card, you will need to
register it in DKO (See directions below). CAC and/or
username/password allows you to use DMRN/IRBNet.
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Beforeatternpting to logiin to AKO/DK O Gxing your CAC, please ensure that your CAC has been
registered with AKO/DRO first, Click Here for instricticding on how to reqaister your CAC with the
CAKRYEKD partal, '

Lugmlnhaaﬁnfnﬁnnmthyourtﬁt
Follow the followingtnstructions to log into your AKO/DEO am.ount l.f-uth your CAI

1. Gotn httgs, Low e army mil, "

2. Clickthe (CAC Login® button, .

5. Select vonr 111 cerbiticate,. This carn be identified by you Cﬁ,l; USEFRACTE .
LASTFIRST ML XAXENXEX S where the :«. 5 reprasent your C8C s EDIPL.. Click Here tolearn
miore onEDIPT:

4, Click 'Ok, » -

S Enter your CAC PIN, If you have already logaed in to vour local compoter using wour CAC and
PIN, then ALOJ/DEO may:not reguire any of this. mformatmn, as it wadld be stored locally by your
LF«C authentication softwars,

6. The systemoill thien validate your IR n‘eﬁ;mcatﬁ’ and Ir-g T mto the AKO/DKD partal,

Yalidate AL Login

To validate that vou have performed.a CAC login, look at the login fasssage inthe upper right-harnd
corner of the SKOBK O homepage which should read Welcome [your Name] {(CAC Session)™,

Hewcﬁt i E
If yod bave beenissusd a new G, ¥ou will need to register the new CAC with AKD/DKO befare you
are abls to log in-with it Click Here for instroGtions onchow to reqgister vour newly issusd S,

Helpdesk: If have issues, help resources are available on the
DKO/AKO login screen or by calling 703-704-4357. To verify
account, you should be able to get the DMRN web page below at
https://www.us.army.mil/suite/page/596540

Enclosure (5)




NATNAVMEDCENINST 5370.2C

APR 2 12010

Flle: “Edit - View ' Eavorites” “Tools'. Help

AR Roran > ﬁﬁf?

Welcome to l:!efense Medlcal Research Network {DMRN}!

s

e foWoliEiso of [RENSE pionss teke the short customer seficta iney bilisim cehte
e DL() biEi3 60 .M;mzwmiw SE mﬂ gt
%Qﬂ%ﬁ% gﬁ i‘f {22000 5 1200-1300 EST: Wahéss g
- ;y IRHNet Trairiing Slides for Basedarchers & Commities Membere

’ N initial Shady Subrolssiety Trabiing
DRRH Retated Loptent: ]

N Sebseguent Kty 5o T
Related Content

BBHEL Web:hised Sousi
S aardinutors

Bae DOO:
4

R fo o dabaniathre
Diak 4-650-429-3300;
& SHROTAABREST, Wighiv

N Cowmmittan Member Franing

Othier Reguirend Researcher Trainiy

i Pages ; Ligoning

G E1TE Resmarchi Lourse

Link= to Member Site institutivns & Support ‘

Y DBEAME-DLT Dwight Do AL
Helpdésks (706) 787-4273; | MEF (0730-1600)

Pyt

5
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DMRN/IRBNet Login, Registration, and Activation in DKO
1) Click on https://www.us.army.mil/suite/page/596540 Login

AKU “&%?%

New User?

s Paaggiahe i AKG
Eligibility:: Active Army,. Army-Reserve,: National
Guard, DA Civilan, :Retired Army, -and Aty Gliests

- R ‘t:er mr R

By.clickirig the: bogint button ahove, you:
agree to comphy with the Tetmns of Liseé
listad ak thi:battorn 'oF this:page.

AL Login to-AKO/DKO . Terinassee Titans Running Back €hiris J0hrison takes part in-a
o . working dog demanstration’ by Sgt.Nicholas Briggs, 13th:Miit
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agree to comiply wﬂh the Teinds of Use k
listed st the botom of thic paga. !
» Beareh Al iin(jzs

2) éiickvbn the IRBNet Entry on the top left (highlighted in
yellow)

File B MowliliFevorites #iToos - Help

1R Wol Giaviad Sension for Researchiare B Goraritias Marubiars
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DMI 1 0‘6 420 2300
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sedmeyueat Shedy Solitaiseinn Toefig
fapmten Momboy Yealning

WANEL B SISy
| Relaled content s sordinators:

HepNe Fraining v Sukavdenitrs
bR ARtIYY

onrdeahon, Sobofizgon
Trssaiag

Losyehnalor Subaidssii.

< 1 | - N
gFagcs Foigs | Tiey i&’.m.am.e ‘

B e s

i Links 1o uemea £ Sile Insttitions S SUnH0rS

B DIFAM DY {12, Simenlinger 08T Mg !
Relivlnse: (DAY TETAZYEL 1 M (700D Loedisatar, e

LR
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3) You are at the IRBNet Registration page. You will only see
this once. Complete the Reglstratlon page.

T

Reglistration

Hew Baer Actotind ifovmaition
Welciinn 1 IRRNat an the Nefanse Madical Ragearch: Natwaik.
Begislralion is-4 simiple we-slep prutess:

1 'Completeths registration page. Uponcompleting tais page yau wil:automaticaly b sent-ar-astivat ohvemail 1
verfy that ycur email addressis'valid.

3l

Clirk-n7 tarcdink-contanad within yanrarfivatiancemaititnoverify tal yautt mmail aferassiavalid andt zetieata oo
acccunt:

Flaase ndte:: I your AQ/CKU User Hame has changed sinca you org hally registered, do, not régiste’ dain. veu mist
coftact YoLr tocal ‘cocrdinator tohave:your exisiing accouit neved 1 yolrnew User kame;

4) An email will be sent (ﬁgﬁaiiy—w1thin 30 mins) to the email
entered in IRBNet:

Welconme to IRBNet

Youraccount has not yet been activated. To-activate your account; click on the link in the activation:éimail that has been
sent-to your contact email address.

Click here to change your contact email address or to make other updates to your User Profile.

You must activate. your account 16 access IRBNet,

IRBHex Horie
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Go to Outlook or your AKO email.
5) Open the Activation Email and click on the link in the email

 IRBHet Acthatinn Required

IRBNat Actiatinn <dratn no rep y@}rbnei amedd army mil=
vTuesda\_.r, ‘March 17, 2009 1614

markhiesenbacheus. army.mil

Welcome to IRBNet!

Please confirm your affiliation with Walter Reed Army Medical Center (WRAMC) by clicking on the following link:
hitps:/firbnet. amedd army. mil44 3/releaselpublic/act. sp1i=835841&a=PG1ViLUaow

Ifyou cannot click on'the above link, you may copy. atid paste the link into your browser to confirm your affiliation.

Thank You,
The IRBNet Support Team

www.irtbnet org

6) Then click the “IRBNet Entry” link in yellow upper left side
of page

Flle - Edit Tools:: Help.

n Ka BEFiﬂSE
KNGHLEDGE
ONLINE

Hume: SlteMap: | My Atcounit¥ S favorites «

IRB_HH:W&@’::I;&ZEW Senginng for
pripet Ao Rl TR 155020 L INal 1 6H0-19-3300; saftitoandinators
=t AR F R R T R bR e i Ume i
eshai pel diiidod,
l'hdl l $50.422-3360;
& 92009 AHOA L0 EST Py

ot Statning
% ¥ iy S Eyasng

IRENe Fraining Slides fde:

Conroiios Yiseder Teainiag ST rdilans:

oerdinator Subrdsdun
Prakpwmn L y

ERREANE-DET Dvighi D Eisanliver MO Hrodpae
Felpdesk (POB) ZE2-4273 3 M0 (0730-1600)

Lanredivgto L pvels -2
¥ Fooics
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7) If you are activated in IRBNet, you should see your name in
the top left corner under ‘Welcome to IRBNet’. “LOGOUT” or click

“USER PROFILE” to update your registration information.

o
Sudy Managsr

Fomigits tal enufume wrsated vy tad S boer shaoed with oy

Thonaare o profocks i Jesdie

1) Click on https://www.us.army.mil/suite/page/596540 Login
AKO/DKO

2) Click on the IRBNet Entry on the top left (highlighted in
yellow) ,

3) You are at the IRBNet Registration page. You will only see
this once.

Complete the Registration page.

4) An email will be sent (usually within 30 mins) to your
entered address in

IRBNet:

5) Open the Activation Email and click on the link in the email
6) Then click the “IRBNet Entry” link in yellow upper left side
of page:

7) If you are activated in IRBNet, you should see your name in
the top left corner under ‘Welcome to IRBNet.’

DMRN/IRBNet Instructions to Request a Publication
Clearance

Found at https://www.us.army.mil/suite/page/596540 ; click yellow

to begin.

1. “"The views expressed in this article [lecture, etc] are
those of the author and do not necessarily reflect the
official policy or position of the Department of the Navy,
Army, Department of Defense, nor the U.S. Government”

2. "I/We certify that all individuals who qualify as authors

have been listed; each has participated in the conception

Enclosure (5)




NATNAVMEDCENINST 5370.2C
APR 2 1 2010

and design of this work, the analysis of data (when
applicable), the writing of the document, and the approval
of the submission of this version; that the document
represents valid work; that if we used information derived
from another source, we obtained all necessary approvals to
use it and made appropriate acknowledgements in the
document; and that each takes public responsibility for it”

a. Before submitting ensure Publication Material are signed
by Authors, and
Department Head.
b. Submit to NNMC Publication Clearance

a) Click Create New Project In left menu,

b) Enter the required Title of your manuscript along with the
first author’s First and Last Names (Tip: Keywords can be
entered as search criteria to help quickly find projects
later), click Continue.

a. ONLY TF you have patient identifiers in your publication &
need to download DD 2870 for patient consenting in Step 1
select as the Library; i.e., NNMC Publication Clearance
(PubC) , which shows NNMC form DD2870 in window, click
Download to store the template to print, sign, scan to pdf
later for upload;

b. Add Disclaimers to Publication Material in Step 1 select as
the Library; i.e., NNMC Publication Clearance (PubC), click
Download to store and open the template, copy and paste
disclaimer to publication material.

¢. Download Publication Material in Step 2 by clicking Add New
Document which presents a new page to upload required
review materials.

d. First, at page bottom make sure the DMRN Publication
Clearance Project Cover Sheet is windowed as the On-Line
Document; then click Add, note instructions, click Next to
begin. Complete all sections & applicable fields (Note:
Page to page auto saves, only use the Update pencil next to
cover sheet to reopen this on-line, dynamic data entry
form, click Next to proceed.) Click Save and Exit; then
again click Add New Document.

*If it relates to an open protocol make sure to note it on

the DMRN online document.
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Second, to upload documents to be a@fgc%e% Zfacl review, at
page top as Document Type, select Publication Material,
click Browse to select the document to upload. If you want
a description other than the filename, enter Description.
Click Attach to upload. '

If you have more than one document to attach, again click
Add New Document and repeat process above until all
documents are attached.

ervic A
In left menu, click Share this Project; click the blue
Share on next page. Scroll down to locate the name of
the affiliated organization (i.e., NNMC), Click Select
Organization and on the following page search for the
designated staff member by using a space or “*” to see
all listings or “kl*” to see any content with “k1” in
the string (Note: If cannot find person in list, they
may be affiliated under a different organization or
they have not registered/affiliated and need to be
informed to do so.). Click Search, on next page
select person by clicking the radio button for
permission access to grant. At base of page enter
your comments/instructions, click save which adds them
to your collaborative research team as shown in next
screen & sends them a related message with your
comments/instructions.

. To sign for approval, click Sign this Package in left

menu & on next page click dropdown to identify title
(if do not see correct titling use Other Signatory);
click Sign. Email notifications are received for each
signature made. Once all have signed off, you are ready
submit ’

. Before submitting ensure documents are sign by

Buthors, and their Department Heads.

o

ance

d. Click Submit This Packaée in left menu to prompt a new'paée
e.

In the Selected Board window, highlight to choose; NNMC
Publication Clearance. DO NOT SELECT RESPONSIBLE CONDUCT OF
RESEARCH SERVICES (RCRS) for Publication Clearances.

. In the Submission Type dropdown, choose ‘Publication’,

insert any comments you have to the coordinator or review
committee, then click ‘Submit’

10
Enclosure (5)




NATNAVMEDCENINST 5370.2C
APR 2 1 2010

g. The project/package is locked and the status goes from Work
in Progress to Pending Review and later you will receive
email notifications on status of review.

h. If documents requesting PAO clearance were submitted
missing any information, call the RCRS office and have the
documents unlock in order to be able to add any additional
d t i t

eco
s Grante& ogMback into IRBNet, click Study
Manager, click on approved publication, click review detail
in the middle of the page, and last click in the blue link
under board documents.
b. Change the library recommendation at your discretion.

For questions regarding IRBNet contact the NNMC IRBNet
Coordinator:

Luis Calvo

Responsible Conduct of Research Services
301 295 2269

Luis.calvof@med.navy.mil
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