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CACFP: IMPLEMENTING LEGISLATIVE REFORMS TO STRENGTHEN PROGRAM INTEGRITY
67 FR 124: JUNE 27, 2002

Outside Employment Policy

Section 226.16(b)(7): Each sponsoring organization is required to submit to the Child and
Adult Care Food Program office all information required for its approval and the approval of
all child care and adult day care facilities under its jurisdiction, including a copy of their
outside employment policy. The policy must restrict other employment by employees that
interferes with an employee’s performance of Program-related duties and responsibilities,
including outside employment that constitutes a real or apparent conflict of interest.

Attached are prototype forms to assist your agency in meeting this requirement.
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CACFP SAMPLE OUTSIDE EMPLOYMENT POLICY
(NAME OF AGENCY)

OUTSIDE EMPLOYMENTPOLICY

Subject: OUTSIDE EMPLOYMENT Page: 1 of 2
Approval: Effective Date:
PURPOSE

To establish guidelines governing outside employment by employees of (Name of
Agency) :

AUTHORITY

A. Employee Pamphlet
RESPONSIBILITY

Employees are responsible for good faith compliance with this pqglic ach. yee must obtain

‘ ' rest* in a firm,
ew employee
¢ld. Directors

association, partnership or corporation, or to hold art
must report to the Director any office or positig

DEFINITION
Outside emplo ‘ \emplo m’ént, to include an interest in a firm,
association, ] i : g of another office or position by an employee

of this agen

Interest - Me‘ -
the ownership | of more than 1% of the profits or stock in any business.

POLICY

A. No employee of the agency shall hold outside employment, to include an interest* in a firm,
association, partnership or corporation or hold another or position without the prior approval
of the Director and the concurrence of the Board. (*See definition of interest.)

B. Outside employment may be authorized by the Director and the concurrence of the Board if
it will not:

1. Constitute a conflict of interest of the agency or the agency’s Employee Code of
Ethics.
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(NAME OF AGENCY)

POLICY

Subject: Outside Employment Page: 2 of 2

2. Interface with or infringe on the employee's working hours.

3. Interfere with or detract from the employee's performance or efficiency in the position.

C. Outside employment initially determined not in conflict with the employee's position of
employment with the agency is exempt from future annual disclosure requirements.
Whenever the conditions under which the outside employment was initially approved have
changed (i.e., outside employment was terminated, employee wants to seek other outside
employment, or employee's job has changed, etc.) the employee must notify the Director.

D. Willful violations of this policy shall be cause for disciplinary action. Such actions include
fines, prison terms, removal or suspension from office, ineligibility for future employment,
and disciplinary action by the agency.

Vi PROCEDURE

A.

Each employee seeking approval for outside employment must complete an Outside
Employment or Business Approval Request form (Exhibit A) and submit it to the Director
for approval.

After the Director has reviewed, acted upon, and signed the Requ itwill be forwarded
to the Ethics Officer for review. '

After review (within one week), the Ethics Offi
Board, the Director, and the employee.

Employees whose outside emp g ’ ‘ atrray proceed on
the basis of the agency detert nles: « is Yater

olicy on outside employment, and as
ODutside Employment or Business Approval

ge.
OutS|de Employment Approval Request
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CACFP SAMPLE OUTSIDE ACTIVITY APPROVAL REQUEST

(Name of Agency)
Name of Employee (Last, First, Mi): Mailing Address Division:
Address of Official Work Station: : Telephone:
Job Duties:
1. Are you currently engaged or plan to engage in any business, trad time employment outside of,

or in addition to your employment with the day care?

Clyes [C] No (if Yes, you must answer quest]

2, Name of Outside Employer(s) or Businegs F r corporate officer:

Address:

Outside Employment (Pl¢
Days Worked per Week:

M Ot Ow [dT1h

['] Indefinite  [JTemporary

Job Start/Date
Job End/Date

Is your employment or busigesa

[JYes [INo If Yes, Name

Does your outside employment or by ﬁess require/cause you to have contacts with NJ State agencies, vendors,

consultants or casino license holders?

(OYes [ No If Yes, explain:

3. Do you hold a license issued by a State agency that entitles you to engage in a particular business, profession,
trade or occupation?

[ Yes ] No if Yes, type of license:

When was license issued? Active or inactive?

4. Do you currently hold or plan to hold outside voluntary position(s) which could, under certain circumstances,
present a possible conflict with your official duties?

[ Yes [JNo IfYes, explain:

5. Are you an officer in any professional organization?

[yes [ No if Yes, explain:
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6. Are you serving in any public office, or considering appointment or becoming a candidate for any public office?
[(yes [INo If “Yes” term expiration date:
What is the nature of elective/appointive position?

What are your duties?

Days worked per week in elective/appointive activity [ M [JTu [JW [JTh OF Os OSu

Work Hours: Evenings: Weekends:

7. Are any members of your immediate family employed by or, through partnership or corporate office, hold an

interest in any firm performing any service for the State of New Jersey or directly or indirectly receiving funding from the
State?

[ Yes [No

Family Member’s Name:

Nature of Employment:

B

Duration: v : émporary
I certify that this request cof ilifiil issta fact or omission of material act and that after it is submitted,
any future activity subject i ’ 1 engage in such activity.

9. Signature of employee:

will Outéide Embloyment or business interfere with employee's work

] Approval ] pisapproval
performance? [ _Yes [ INo

Signature:

if "Yes,” explain below
“Date:

If “Disapproval,” explain below
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