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SAMPLE 

 Outside Employment Policy 

 

POLICY 

(Facility name) employees may be allowed outside employment provided that such employment: 

1. in no way interferes with the performance of the employee’s duties, including CACFP-related duties or 

responsibilities; and 

2. is performed outside the employee’s approved work schedule and off (facility name) premises. 

 

SCOPE 

The Policy applies to all employees of (facility name). 

 

INFORMATION 

For purposes of this Policy, “outside employment” includes self-employment, consulting activities and 

volunteer activities that, if compensated, could be considered outside employment. An example of a volunteer 

would be a bookkeeper who volunteers as a treasurer for his/her church. 

1. The outside employment policy is to be reviewed with all (facility name) employees at least once 

annually. New employees are to be instructed on the outside employment policy during their first 

month of employment. 

2. Employees are not required to notify their supervisor of outside employment if it is conducted outside 

of regular work hours, off premises, and does not require the job skills and/or qualifications used in 

his/her employment at (facility name). 

3. Employees are required to request approval for outside employment if the outside employment is 

conducted during regular work hours, on premises, or if it requires the same job skills and/or 

qualifications used in his/her employment at (facility name), includes activities regulated by CACFP, 

or if it presents a real or perceived conflict of interest. 

4. When required, requests for approval of outside employment are to be submitted to a supervisor prior 

to beginning that employment. 

5. Each employee’s request for outside employment is to be reviewed and decided on its own merits, 

considering such factors such as the type of work to be done, the type of business and the duration of 

employment. 

6. Approval for outside employment is valid for one calendar year or until the outside employment 

changes. Each change in outside employment meeting the guidelines outlined in 3, above, requires 

specific prior approval. 

7. If the outside employment negatively impacts on the employee’s work at (facility name), a supervisor 

may withdraw approval for that outside employment. The employee and Human Resources office are 

to be notified if approval for outside employment is withdrawn. This notification should provide the 

reason(s) for this action. 

8. Failure to obtain prior approval for outside employment, or engaging in outside employment when 

such approval has been denied, may result in disciplinary action. 

9. The decision to approve or deny the outside employment rests with the (facility name) not with 

CACFP. 

10. The (facility name) is to maintain documentation of outside employment requests on file, but does not 

send them to CACFP. This documentation may be reviewed during on-site CACFP administrative 

reviews. 


