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Outside Employment FAQs 

1. Q: Why is this now a requirement? 
A: Article 35.3 of the current Unit 3 contract (September 18, 2012 – June 30, 2014) includes a new 
requirement for full-time faculty to report outside employment.  Because this contract was ratified 
after the start of Fall Quarter 2012, Winter Quarter 2013 is the first quarter in which faculty have a 
requirement to report outside employment. 
 

2. Q: What constitutes "outside employment"?  Does this include independent contracting, self-
employment, volunteer employment, etc.? 
A: Outside employment would be any form of employment not associated with Cal Poly.  So yes, this 
would include independent contracting, self-employment, and work for industry.  Work as a 
volunteer would not be counted. 
 

3. Q: Who is required to report outside employment? 
A: This requirement applies to all Unit 3 employees with a full-time appointment who work for 
outside sources.  These employees are required to report outside employment if the outside 
employment exceeds 110 hours of outside work per academic quarter, or 120 hours per three-
month period for Unit 3 employees on a 12-month appointment.  For 12-month employees, 
reporting periods are Jan-Mar, April-June, July-Sept and Oct-Dec. 
 
If you receive a full-time appointment for any term (15 WTU, 1.0 time-base) and work more than 
110 hours outside of Cal Poly, you will be required to report.  Your time-base is noted on your 
appointment letter, so you can determine if you are full-time for any term or part-time when you 
receive or review your appointment letter. 
 

4. Q: Do part-time Unit 3 employees need to report outside employment? 
A: If a part-time Unit 3 employee has multiple appointments that total 1.0 FTE (15 WTU/1.0 time-
base) and works more than 110 hours of outside work per academic quarter, or 120 hours per 
three-month period for Unit 3 employees on a 12-month appointment, a statement of outside 
employment is required.  Otherwise, part-time employees working a total less than 1.0 FTE are not 
required to report. 
 

5. Q: Who is responsible for reviewing outside employment? 
 A: Department chairs conduct an initial review of Outside Employment Disclosure Forms submitted 
to ensure that outside employment does not conflict with an employee’s ability to meet his/her 
responsibilities to the CSU and at all times act in the best interest of CSU.  Department deans 
conduct the final review before having them placed in the employee’s PAF. 
 

6. Q: Does this apply to faculty on sabbatical? 
A: Yes, faculty on sabbatical are still considered to be on full-time work status and are required to 
report outside employment using this form, even if they are on a multi-quarter leave with a 
reduction in salary.  In addition, faculty must have advance approval of the Provost to engage in 
outside employment while on sabbatical leave per provision 27.18 of the Collective Bargaining 
Agreement: 

 
27.18 A faculty unit employee on sabbatical leave shall not accept additional and/or 
outside employment without prior approval of the President. 
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7. Q: If an employee is on an unpaid leave of absence for the purpose of outside employment, is the 
employee required to file an Outside Employment Disclosure Form?   
A: In this situation, the outside employment is adequately documented on the AP190, Faculty 
Request for Leave of Absence Without Pay; therefore, an additional statement of outside 
employment is not required. 
 

8. Q: Does "extra pay" work for the Cal Poly Corporation (on a grant) have to be reported?  I have a 
number of Cal Poly Sponsored Program grants.  Does this requirement apply to those grants that I 
am working on? 
A: No, work through Cal Poly Corporation or Extended Education is not considered outside 
employment, even if it is for extra pay. 
 

9. Q: Does this include honoraria for talks, etc.? 
A: The requirement is for hours worked, and an honorarium is like a stipend for hours worked.  
Faculty members have to be full-time at Cal Poly their total outside employment would have to 
exceed than 110 hours in one quarter to have to report, so someone giving a few talks, even if it was 
compensated, would not trigger the need to report if they were not working in addition to this.   
 

10. Q: Does external work have to be reimbursed on an hourly basis to be counted, or does fixed price 
consulting count?  
A: All hours of employment need to be reported including hours worked that are compensated per 
hour or on a fixed amount for a job.   
 

11. Q: Do textbook authors need to report outside employment?  What about work done for non-cash 
compensation? 
A: The distinction with textbooks really depends on the agreement with the textbook publisher.   If a 
publisher hires a person to write a textbook and provides salary (hourly or a lump sum amount) for 
the author’s time, then it is considered outside employment and must be reported.  
 
If it is difficult for a faculty member to determine if they are working, then they should report 
outside employment, even stipends or honorarium that they receive, if their combined outside 
employment exceeds the 110-hour or 120-hour limit.   
 

12. Q: What is the scope for reporting outside employment--the five day week, weekends, midnight, 
etc.? 
A: Total hours worked over the duration of the academic quarter or 3-month period must be 
reported.  It doesn’t matter what time of the day the hours were worked, or whether it was during 
weekdays or weekends. 
 

13. Q: Where do I send my completed outside employment form? 
A: Send your completed form to your college chair and dean for review and a copy will be placed 
into your personnel action file (PAF). 


