
Nuts and Bolts of Additional Pay and Leaves
Thursday, August 17, 2023

New Chair Orientation



Additional Employment/Pay



Additional Employment

Additional Employment – 125% Policy
- Per the Faculty Collective Bargaining Agreement (CBA) and the CSU System-Wide Additional  

Employment Policy (HR 2002-05) the limit of total workload and individual may have is 125% within 
the CSU system (25% overage of full-time time base).

- Per CBA, additional employment must meet the following criteria:
• Consist of employment of a substantially different nature from the primary appointment; or
• Is funded from non-general fund sources; or
• Is the result of the accrual of part-time employment on more than one campus

- Limitations apply to work performed for: 
• CSU campus
• CSU auxiliaries (e.g., TUC, Foundation/ University Advancement)
• Tseng College of Extended Learning 

Note: Substitute work (job code 2356) also falls under the category of “additional 
work”, thus only faculty who have less than a full-time time base can substitute. 

* FERP Participants, Rehired Annuitants, Faculty on any type of Leave of Absence, and 12-month 
Faculty/Chairs are further restricted on additional work.



Fall 2023: 21 days available for additional work (25%)
Spring 2024: 22.25 days available for additional work (25%)

Note: The number of days available each semester is the total across all 
areas (State, ExL, TUC) combined. 

State: 
• 4660 – daily job code (21 days)
• 2403 – paid based on time base (25%)
• 2356 – hourly job code (168 hours) for hours of instruction

ExL: 
• 2322/2323 – paid for units worked (3.75 units)
• 2363 –hourly job code(168 hours) 
• Also use 4660 and 2403 job codes 

TUC: 
• No job codes – uses partial and whole days (21 days)

Additional Employment Availability



• Allowed 10 hours per week on top of primary appointment
(as long as CBA conditions are met)

• Teaching allowed only during academic terms and summer* 
*chairs must have vacation days available for classes taught during 
summer term to subsidize the overage of time. Vacation hours will be 
automatically deducted by HR. 



Approving Additional Pay Requests
As an approver of Additional Pay Pre-Authorization and Payment Authorization requests, you 

will receive a system-generated email notification stating that either a Pre-Authorization or 
Payment Authorization in one of the three designated areas (State, TUC, or ExL) have been 

submitted for an employee, and that it requires your approval. 

 Job Code 2403 is the only one out of all the other job codes processed in the Automated Additional Pay system 
which does not require the Payment Authorization step. Because this is a monthly-appointment job code 
classification, when the Pre-Authorization request is approved at all levels and certified in Master Payroll 

Certification (MPC), the request will automatically begin the payment cycle. 



1.) Once logged in to the 
CSUN Portal, locate the HR 
dropdown and select Payroll

Approving Additional Pay Requests

2.) Select Additional Pay under the 
Payroll Resources Menu 



The following options will appear:

Select the appropriate link to view the request pending your approval.



1) Once on the Search Criteria 
page, ensure you stay on 

the “Find an Existing Value” 
tab to look up your pending 

requests. 

2) Best way to look up pending 
requests is to hit the 

“search” button at the 
bottom of the page without 
entering any information in 

the search fields. 

Approving Additional Pay Requests



Approving Additional Pay Requests

If you have any pending 
requests, you will see them 
populate under the “Search 
Results”, as shown below.



Approving Additional Pay Requests



 Requests must be approved by all those in the approval path prior to the 
additional pay approval deadline, in order for the employee to receive 
payment on time.

Additional Pay deadlines can be located in 
the Payroll Calendar.



Policy, Training Guides, Deadlines:

http://www.csun.edu/faculty-
affairs/additionalpay

Questions and Inquiries: 

additional.pay@csun.edu

Additional Employment/Pay Information

http://www.csun.edu/faculty-affairs/additionalpay
mailto:additional.pay@csun.edu


Faculty Leaves



• Memo for Sabbatical – July 11, 2023
• Applications due – September 22, 2023
• Applications through a two step process:

1. Google Form requesting Sabbatical or DIP
2. Interfolio.com – Case will be created for 

applicant to submit materials
• Eligibility  6 years+ of full-time service (Lecturers 

included)
• Eligibility for 1st DIP leave is after six years of full-

time service, the 2nd DIP leave requires 3 years of 
full-time service since last DIP or sabbatical.

Sabbaticals & 
Difference-In-Pay Leaves

https://docs.google.com/forms/d/e/1FAIpQLSfEvDywoaC7GRBPxLp8vJsbdo-oQongtOU5pParzp2oWlAczQ/viewform


Interfolio Preview 



New Application 
Update:

Candidates will now upload 
past report of sabbatical 
activities if they have 
previously taken a sabbatical. 

They will also certify they 
understand the application 
length requirements and 
guidelines.



There are two sabbatical/DIP options to choose from; one-semester 
or two semester at half pay. 

It is important to note that when choosing which sabbatical option on 
the application, only the one-semester regular sabbatical leaves 

come out of the centrally funded sabbaticals. 

If a faculty member applies for a one-year sabbatical or DIP leave, 
they cannot convert later to a one-semester sabbatical.



• Chair sabbaticals can vary, please contact FA.
• PERS service credit is pro-rated on two 

semester at half pay Sabbaticals. 

Sabbatical Leaves



• DIP leaves do not count as part of the centrally funded sabbaticals. 

• Salary on DIP leave is current earned base salary – current minimum at 
instructor rank (as of 7/1/22=$4,530)

• PERS service credit is pro-rated on difference in pay leaves. 

Example: 
Professor earns $8,500 monthly as their salary. On DIP leave they would earn 
the following: 

$8,500- $4,530= $3,970 monthly salary for one semester of DIP leave they 
would earn a total salary of $23,820 

Difference-In-Pay Leaves



Personal Leaves:

• Can be with or without pay (LWOP)

• Without Pay - granted for up to 2 years. 
Full time faculty can apply for one-year 
at a time. Part time faculty can apply for 
one-semester at a time. 

• LWOP need to complete Faculty Affairs 
form on FA website.
https://www.csun.edu/sites/default/files/lwop_ap
pl_REV032010.docx

• Paid Leaves are handled with HR 
department and require documentation.

Professional Leaves:

• Can be without Pay unless applying for 
Sabbatical leave 

• Leave for research or professional 
development that benefit campus

• Can negotiate service credit towards 
tenure/sabbatical credit 

Faculty Leaves
Personal and Professional

https://www.csun.edu/sites/default/files/lwop_appl_REV032010.docx


The Bottom Line
Do:

• Be supportive of your 
faculty member 

• Listen 
• Be flexible, leaves are 

temporary
• Keep your Dean informed 

Don’t: 
•Make any promises
•Dismiss their needs 
•Assume what their plan is
•Forget their rights, consult 
with FA and HR

Personal and Professional Leaves



The form is located on the 
Faculty Affairs website.

Application needs to be 
signed by applicant and 
forwarded to Chair and 
Dean for appropriate 

approvals. 

For Part-Time faculty taking a 
LWOP can serve as a placeholder 

for entitlement purposes. The 
lecturer needs to be offered an 

appointment to take a leave from 
and number of units needs to be 

included. 

Personal and Professional Leave
Without Pay Application



Information on Parental Leaves can be found in Article 23 of the 
Faculty Collective Bargaining Agreement. 

Faculty have a lot of flexibility on Parental Leaves:

• 30 days of Parental Leave, OR,

• Leave Sharing with Spouse or Partner who is also Faculty Unit 
Employee, OR,

• Reduction in Workload (40% Reduction or 6 WTUs if Full time) 
for one semester for academic-year appointments.

***All options need to be approved by appropriate Administrator and the 
Parental Leave application completed, signed and authorized.

Parental Leave



The Parental Leave 
application can be 

found on the Faculty 
Affairs website. 

Questions: 

Please call/email 
Yesenia Estrada in 

Faculty Affairs. 

Parental Leave



Faculty have 
lot’s of 

flexibility.

Parental Leave Application
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