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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 is 125% (25% overage of full-time time base).

- Source of work limited to:
« (CSU campus
« CSU auxiliaries (e.g., TUC, Foundation/ University Advancement)
« Tseng College of Extended Learning

- Per CBA, work performed must meet the following criteria:
«  Consist of employment of a substantially different nature from the
primary employment; or
* Is funded from non-general fund sources; or
« Is the result of the accrual of part-time employment on more than one
campus (18.75 units - Lecturers)

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,
12-month Faculty/Chairs are further restricted on additional work



Additional Employment Availability

Additional Employment Availability
Fall 2019: 21.50 days total (25%)
Spring 2020: 21.50 days total (25%)

The number of days available each semester is the total across all
areas (State, ExL, TUC) combined.
State:
* 4660 — whole days (21 days)

2403 - time base (25%)
e 2356 — hours (170 hours)

ExL:

« 2323/2322 — units (3.75 units)

« 2363 — hours (170 hours)

* Also use 4660 and 2403 job codes

TUC.:
No job codes — uses partial and whole days (21.50 days)



ADDITIONAL EMPLOYMENT/PAY FOR
CHAIRS

« Allowed 10 hours per week on top of primary appointment (1 day per week)
« 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

Teach a Consulting / | Take Vacation
Term Notes
Course Grant Work Days
. Not h ti ilabl
Winter Not allowed Allowed N/A OF notign T avatab’e
to teach
Only one day |2-month faculty still
. work during Spring Break
Spring Break | Not allowed per week as N/A ” )
so no additional time
usual available
120 hours allowed during
e summer term. If going
Summer Allowed Allowed iy 1o over this amount teaching
courses taught class, use vacation time to
make up the difference




Additional Pay System Module

ADDITIONAL

PAY SYSTEM MODULE

Enables us to track additional
employment across all areas (State,
TUC, ExL)

Pre-authorization required for all
additional work

See handout tab 4



APPROVING ADDITIONAL PAY
REQUESTS

I’*_—H@_ Reply ff;—l Reply All Eﬂ, Forward
Wed 8/16/2017 12:05 PM

HNRPRD@calstate.edu
Ad

To Lichtscheidl, Carmen

itiona eeds Your Approval

This 15 a System-generated message: Please do not reply

Dear Carmen Lichtscherd],

An Additional Pay request for _ﬂs been approved by MAR/Designee in the State Pre-Authorization stage and
now requires vour approval. The request is for the term Summer Term 2017 during the period of 08/15/2017 to 08,/15/2017.

To access this request, log into the CSUN Portal. From the Faculty or Staff tab use the Additional Pay pagelet to access the item requining
approval.

For questions reparding additional pay email: additional pav(@ecsun.edu

Click on the link below to review this request:

https://auth.csun edu/cas /login?method=POST&service=httpsu3a%e2 %2 fmynorthridge. csun.edu%2 fpsp%2 fPANRPRD %
2EEMPTLOYEE%2{5A%2fc%2fNR HR MGR S5.NER FAC AUTH GBL%3fPage%3dNR FAC AUTH%26Action%e3dU




APPROVING REQUESTS

Additional Pay

State Pre-Authorization Once logged in to the CSUN Portal,

Exl Pre-Authorization ..
TUC Pre-Authorization locate the Additional Pay Pagelet.
State Payment Authorization
ExL Payment Authorization
TUC Payment Authorization

& &8 & &8 & @

Additional Pay

Then, select the appropriate link to _~ State Pre-Authorization

. . ExL Pre-Authorization
view the request pending your / TUC Pre-Authorization
approval.

State Payment Authorization
ExL Payment Authorization
TUC Payment Authorization

& e & & 8 8




APPROVING REQUESTS

Addtnl Pay State Pre-Auth

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Empl ID: beqins with »

Department: begins with » Q.
Job Code begins with v Q
Position Mumber: begins with » Q.
Term: begins with v Q
Start Date: = v [5]
End Date: = v [54]
Seq# = v

Mame: begins with »

Last Name: begins with «

First Name: begins with »

Status: begins with v Q

Action Level Description: | begins with »

Case Sensitive

-] .
Search Cl Basic Search = Save Search Criteria

Find an Existing Value | Add a New Value

1)

Once on the Search Criteria page,
ensure you stay on the “Find an
Existing Value” tab to look up your
pending requests.

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 REQUESTS

Addtnl Pay State Pre-Auth

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Empl ID:
Department:

Job Code
Pasition Number:
Term:

Start Date:

End Date:

Seqg#

Name:

Last Name:

First Name:
Status:

Action Level Description:

Case Sensitive

Search Clear

Search Results

Empl ID Organization Department Job Code
10068 4560 09744595
10068 4560 09744595
4660 99741066
4560 00741244
4560 0974459
4560 0974425

View All
000231183 State
007145259 State
008352059 State
002420753 State
003740995 State
002957977 State
1 ]

begins with v

Basic Search [

o

(==
=1k=
ra

C

(== = ]
=1 =1 ey
& o onononon oo

s

Add a New Value

begins with v
begins with v
begins with v
begins with v
begins with v

L

ki

T

begins with v
begins with v
begins with v
begins with v

[

2

8

g

9 4660 99744,
g 4660 99744
] 4560 ]

] 4660 997

8 4660 9

Position Number Term Start Date End Date  Seq# Name

en

oo

o oo

a,

a,

a,

a,

a,

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

as shown below.
a

Save Search Criteria

College Status Ac

2175 08/16/2017 D&/22/2017 1 ACAD_TECH P ean/Chair/Dir.
2175 08M6/2017 D&/22/2017 ACAD_TECH P 3 Dean/Chair/Dir.
2175 08M17/2017 D&/22/2017 CAMC P 3 Dean/Chair/Dir.
2175 07272017 D&/22/2017 2 EDUCATION P 3 Dean/Chair/Dir. A
2175 08r Bi22/2017 2 ACAD_TECH P 3 Dean/Chair/Dir. A
2175 08/ 2017 1 P 3 Dean/Chair/Dir. A
2175 087 2017 P 3 Dean/Chair/Dir. A
2175 08&r 2017 P 3 Dean/Chair/Dir. A
2175 08r 2017 SCI_MATH P 3 Dean/Chair/Dir. A
2175 08/ 2017 SCI_MATH P Dean/Chair/Dir.
2175 08/ /2017 ACAD TECH P 3 Nean/Chair/Dir. A

n Level Description

4 1a3of2z ‘B Last

Last Updated User Name Last Updated Date-Time Stamp
08/15/2017 4:4%:19.000000PM

5.0000

7 10:12:48.000

17 2:48:47.0000




APPROVING REQUESTS

Request For Additional Pay Pre-Authorization

Primary Job and Current Status of Candidate Application Status

Empl ID 102617578 MName _ Empl Rcd 0 Emp Sts  Active Status In Process. Approved By Employee

College CSBS Dept 410176  Psychology-8255 Union Cd RO32 Full/Part Full-Time Level 3 Dean/Chair/Dir. Approval
Job Cd 2360 Title  Instr Fac AY FLSA Exempt Faculty View Approval History

Pre-Authorization

Sponsoring Organization: Cal State University (State) Dept 10058 IT Acad Technology - 8223
Appontment Details Job Code 4680 Special Consultant For Term  Summer Term 2017
Position 00744505 Special Consultant “Start Date 03/18/2017  "End Date 03/22/2017
Comp Type DLYRTE CSU Immediate Pay, Daily Rate Comp Rate 1141.600( Nbr Of Days  2.00

*Description of Work: eLearning Institute part one payment

FTE Counts (Max FTE Allowed is 1.25)
Assigned by Job: 0.000000 This Request: 0.033334 Other Requests: 0.033334 Total Assigned and Requested: 0.066662 Available: 1.183332
Funding Information

College/Dept Use Only: No action will be taken with funding information on this form. Please update funding via Manager's Workbench by the monthly deadline.
Fund DeptlD Description Program: Fund Class Project/Grant Job Code
a @ a Q Q a

Notes And Comments

College ACAD_TECH

Est. Comp 223

g

3.20

Available Days

Percent

(]

=

]

=]
=

=

View All Notes | Comments

Faculty Affairs Internal Comments

Add To Notes [ Comments

View All Infernal Comments

Application Update Information

Created On 03/15/2017 submitted By: [N Last Updated By:_
Save | Approve | | Deny |

[Er Return to Search =] Previous in List = Nextin List

&:25:05.000000PM

Add To Internal Comments




ADDITIONAL EMPLOYMENT/PAY
INFORMATION

Policy, Training Guides, Deadlines:

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

Questions and Inquiries:

additional.pay@csun.edu



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

FACULTY LEAVES




SABBATICALS &
DIFFERENCE-IN-PAY LEAVES

Memo for Sabbatical —August 2,2019
Applications due — September 27,2019

Eligibility = 6 years+ of full-time service
(Lecturers included)

Eligibility for 15t DIP leave is after six years of
full-time service, the 2" DIP leave requires 3
years of full-time service since last DIP or
sabbatical.

See tab 5 in binder




Sabbatical
Application

Page 1 =)

See tab 5

Application:
7 pages
long, print
from FA
website

Type: Years af Credital Service:

Termys }: Recommendad ian:

FOR PROVOST AND VICE PRESIDENT'S OFFICE USE ONLY'}

CALIFORNIASTATE UNIVERSITY, NMORTHRIMGE
APPLICATION FOR 2020-21 SABBATICAL LEAVE OR DIFFERENUE-IN-PAY LEAVE

This application is to be completed by the applicant and submitted to the Department Chair (or equivalent), no laber
than September 27, 2009, for transmittal to the appropriate Depanment Commitiee,  Applicants must have
completed a minimum of six (6) full scademic years of credited service hefore o regular snbhatical leave or
difference-in-pay leave can be granted. To be eligible for a subsequent sabbatical leave, applicants must have served
full time at least six (6) full scademic years after any previous leave with pay. Applicans must have comp leted o
minimum of three (31 full scademic years of credited service after the last leave with pay to be eligible for a
difference-in-pay leave, Applicants should be familiar with Article 27 (Regular Sabbatical Leaves) or Article 28
{ DNfference- In-Pay Leaves) of the Faculty Collective Bargaining Agreement, and with the CSUN Sabbatical Leave
Faolicy, found in Section 672 of the Administrarive Manwal,

All sabhatical leave applications, accompanied by the written evaluntions from the Department level, shall be
forwarded 1o the College Personnel Committee or College Professional Leave Committee if one has been elected,
no later than October 18, 2009, All difference-in-pay leave applications shall be forearded to the Col lege Dean no
later than October TR, 2009, Applicants should inguire if they have not received a wrtten evaluation from the
Department Committes on or before October 11, 200%, The appropriate College Committee shall forwand all
snbhatical leave applications tothe Caollege Diean no Later than Movembor 19, 2009, The Caollege Diean shall forward
allapplications and accompanying materials to the Office of Faculty Affaira no later than Novem ber 25, 2009, The
Fresident (or designee) shall notify all applicants of the decision on granting the professional leave no later than
Junuary 9, 20210,

I, Mame of applicant:
Last First Middle Initial

b

[epartment; College:

3, Date of Most Recenmt Leave of Absence with Pay;
{Regular Sabhatical or Difference-In-Pay Leavel  Semester Year

4, I you trans ferred to CSUN directly from another CSU campus, and have not been granted a sabhatical leave at
CSLUN, indicate campus: : indicate years of full-time service at that
CSL campus:

5. 0 Yes O No Do wou |r|..||| o holal amy 1'||||r|1|'.|||1'||l (CSUMN o othert while onesablatical "}'L'i. submit
with your application a separate memorandum to the Provost and Viee President for Academic AfTairs
thut requests approval and provides a written justification of the need for the additional employ ment,



6. Type of Leave Requested:

Sabbatical . | | | -
Please note the following: Applicants not awarded a sabbatical leave will have an opportunity to transfer their

Appllcatlon request to a difference-in-pay leave. Since regular one-year sabbatical leaves at half salary are not included in the
college allocation of centrally funded sabbatical leaves, they cannot be converted at a later time to one-semester

Page 2 ‘ fully-funded, centrally-funded sabbatical leaves. If you have questions about possible conversion of leave requests

or postponement of leaves, please contact the Office of Faculty Affairs prior to selecting a choice below.

MARK ONE CHOICE ONLY.

T Regular Sabbatical Leave
It 1S Important to _nOte Fall 2020 semester at full pay (centrally funded)
that When ChOOS”’]g Spring 2021 semester at full pay (centrally funded)
. . . 2020-21 academic year at half salary* (not centrally funded)
Wthh Sabbatlcal OptIOn Other - identify which two semesters from the 2020-21 and 2021-22 academic years you
on the appllcatlon that request sabbatical leave at half salary* (not centrally funded)
Only the one_semester Difference-In-Pay Leave (all not centrally funded)
. Fall 2020 semester at difference-in-pay*
regu Iar Sabbat|ca| Sprng 2021 semester at difference-in-pay®
2020-21 academic year at difference-in-pay ™
|eaveS come OUt Of the Other - identify which two semesters from 2020-21 and 2021-22 academic years you request
difference-in-pay leaves®
42 centrally funded
I *As described in Government Code 21008, faculty members on difference-in-pay leaves or reduced pay
Sabbatlcals ’ If a faCUIty sabbatical leaves carn prorated PERS retirement service credit. Faculty members on full-fime pay sabbatical
eaves receve credit for retirement service.
member applies for a I ive full credit for reti i

One-year Sabbatlcal ol PLEASENOTE: The entire application packet (pp. 1-7) should be forwarded to each

D I P Ieave th ey can not subsequent level of review.
Convert Iater to a one- 7. In support of this apphcation, I submit the followmg proposal: (the proposal, which shall not exceed three
Semester Sabbahcal . pages, should include a statement of the purpose of the sabbatical leave; a detailed outline of the plan of study,

research, travel or service to be performed dunng the penod of the leave; a statement of the resulting benefits
which will accrue to the Umiversity and its students; the CSU resources, if any, necessary to complete the project;
and the nature, amount and source of anticipated supplemental support, if any.) Letters of support or
recommendation from colleagues will be included as part of the three-page imit on the length of the proposal.
Letters of support or recommendation that result in a proposal of more than three pages will not be considered.



SABBATICAL LEAVES

Only the one-semester sabbaticals are part
of the centrally funded sabbaticals.

There are two sabbatical options to choose
from; one-semester or two semester at half

pay.
Chair sabbaticals can vary, please contact FA.

PERS service credit is pro-rated on two
semester at half pay Sabbaticals.




DIFFERENCE-IN-PAY 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

7/1/19=%$4,229)

PERS service credit is pro-rated on two semester at
half pay Sabbaticals

Example:
Professor earns $7,980 monthly on DIP
$7,980- $4,229= $3,75| monthly salary




PERSONAL AND PROFESSIONAL

FACULTY LEAVES

Personal Leaves: Professional Leaves:

Can be with or without Pay (LWOP) Can be without Pay unless

Without Pay - granted for up to 2 yrs

LWOP need to complete Faculty
Affairs form on FA website.

https://www.csun.edu/sites/default/files/Iwop_a

applying for Sabbatical leave

Leave for research or
professional development that
benefit campus

ppl_REV032010.docx

Can negotiate service credit
towards tenure/sabbatical credit

Paid Leaves are handled with HR

department and require
documentation.


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

The Bottom Line
Personal/Professional Leaves

Do: Don’t:

Be supportive of your faculty Make any promises

member Dismiss their needs

Listen Assume what their plan is

Be flexible, leaves are temporary Forget their rights, consult with FA
and HR

Keep your Dean informed

http://www.asklatisha.com/wp-content/uploads/Emotional-Roller-Coaster-Ride.jpg



Personal and
Professional Leave
without Pay

Application m—)

On FA 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.

AFPLICATION FOR LEAVE OF ABSENCE WITHOUT PAY

Wame of Applican
Drepestriam College
Period of Leave Eequesied-  Fall Sprimg or Academic Tear
{Lesves may be requesoed [year) [year]
far np tn two vears)
aliT
Chesk Oma: Cherk Cea:
D Pemcnal Leare |:| Professional Legre*® D Frall-time Leace
**Sratement i suppor: of request regedred. Indicate bew [] Par-time
the Jerve will ke wtilized, wiat poals will be porued, and (% of Lezve Bequested)
b e
to apphication.
For Professional Loxves sf nve or more prars {including axtensions) TES
Credif towand Tenure; Request for one (1) vezr extension of
proatienzry peeiod (0] [H}

/

 redit cantingent wpan filing “Repare af Accvities Toring Gerve o8 emee Wiliomt Fay” Sarm upan remen Bram lenve.

NOTE: [fLROP cccarr daring Fall semerser, applicant will mor razene a pavekeck for the jblleeing Awgust. Consult Humas
Rercurcas, Brmefits Adwieinrarmon Qffica for gifec on rubreguent Septevber drwafits ona’ bewefits wiktle an fneve. §Fa full-wee TFOP
i raguasted, applleany should be aware that aairh demafits will ondy be evattable or o selfpay Sarls

Sazaature of applican

(Farward oo Department Chair)

=
o

Leave Rocommended:  Yes_

Samaature of Deparaent Chair

[Forward to Cuollege Dean)

Lesve Cramed:  Yea Ko

[fleave denind state reasons

Sagmature of College Dean.

(Tf besve pequest granied by Dean, forward 1o Asseclare Viee Presideat for Feealry Affales for grancing of eredizgg

BECOMMENDATION OF ASS0CIATE VICE PREEIDENT FOR FACTILTY AFFAIRS

Credat toward 551 Credrl toward Temsce Cradil loward Sabbatical

Sdzaature of Assordate Vier President, Faculty Affaira

Leave Beport Neaded

Deate

Ce




PARENTAL LEAVES

Article 23 of the Faculty Collective Bargaining Agreement. Faculty have a
lot of flexibility on Parental Leaves. Options include;

*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, OR,
*|ntermittent Leave

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



PARENTAL LEAVES

Parental Leave
application
foundonthe L——
Faculty Affairs
website.

Qs please call
Michelle
Kilmnick in
Faculty Affairs.

TALITORE T
UN STATE U HIFL RALTY
HORTERIZOE

Application for Paid Parental Leave
Cifce of Farnlty &fTwirs

AFPLICATION FOMR PALDY PARENTAL LEAVE (Faculty)
D aximum of 30 Workdays)

Flagss peyeew Secpioas A, B O, and D when coesplacing this fons

Az

Pea

Appluess CELUM [
FEaneal Adkdrras Degmrtment “edlepe
0 Dy Peried of Lagres Raguasted: O Completr Section O balow.

Deapi [ba v Linte

Articipated date of irth (or arrval] of child

dacling B
Parenial Leaves are rafepspesd s Artielss 23 4-23 6 of the Facalyy Cellective Bargaecing Agresment (CRAS
wa alkow T Blexibahty in o qovenial leses e entetl. The CSILC
3wt Ty Fiaeadlly el
soermnilele b el o em

.s:l;l.dm. the follonicg cptions are avatlable:

g fhal P
silizenc b

o them e (15

< ibsenptes ol the acabome: gropiam aml onpects oe

2 Imtenines: (pen-cousscuence workday) Leave, “4 bargaining unit employes shall be soncded rooa
i of thiry 30 days of pacessal leave | Soech lrave shall be faken cossecmiveh:, nolacs
mumalby xaread othermize by the amploves and the approprizee sdminiserator. Thes Jsave shall
o vt o one hundrad e tary-feee (1927 dey pered Sepnnmng sy (600 daye proon ta the
anrszipated arreval dine of & sew clutd and sadeg sevesey.five (73] days after the arnval of @ new
shild ~ (Artele 23 4

T Lenwe Benme “When o lhediy wenlarmgrioyes 1 cheldie loe o procntal Tevos anl loe®as sgeonees
partner i5 also 3 Baculhy noit ecoplovee, one spousepaciner pmay donzee all or part of bisher parenial
learye o the ctber spoose or partnes with the appeoval of the appropriate sdmamistrabec] 53" [Article
2185

. Wockload Paduction in le=u of parsacal lsare. “Ulpon request of tos Excalty unit smployes amd approval
al’lie mpeeopmiele whimnsleetn, n ey ol
eiver areduced ecngnment over oo pidenine leng m hes of & iy (30 dey parental lzave, an
fellowe: A worklopd redsction of Forty percent (0% (6 WTT for one semester].” Clrsicle 23 6 10

mpilayae wath s pendemne yea epposdanenl soy e




PARENTAL LEAVE APPLICATION

PAGE 2

Faculty have a /<

lot of flexibility

ed)  Legve Flexibalioy Bagossied:

Leave Shagmp (Mone spousepartoer, conpes, ol describe dedanls ol Lo Shomyp, tis:
with Dwan’s approval}

g Sigrrad I

Weckload Fadoction (Dhescribe reduced assignmeps, scademic term; artach 3 sigoed memo with Dean's
approvall

N

on parental
leaves under
Section B.

of Probatianary Period:

Iz applicant a probarisnany faculty member? Yes

If Mo, skap 10 Section 1

IE X, does agmlicant wari bo e comadered for extenseam ol probsthessary prerwod ! Yos _ Bo
(1€ Yes, Apolicant mus: reqoest an extensicn separately froem this foms, ses Article 138 below]

Extenzion
1

M

Articke 13 &

Uguont thi: rrapuzt of & faradty wrr o1 1 T Pressiddent made e ater than tharty (300 dava geinm
iz the: begeseny of the academae ter whirh sk ia acheduled ro reoeen in ek, hisher
prebatiomry pened may be extended for ome (1] wcademee vear B a leave of absence for
prepmancy buth o sdophon

Sectian Tk
Signature of applicant Date
IF orwvard to Department Chair{si]
Signamre of Deparoment Chairis) Dharte
1F orwmrd to College Deanis)|
Signatmre of College Deanis) Diate
(Fomwmd b Asaeembe Ve Pt e Fuelly &0 Tars]
Signatore of AVE, Faculty Affairs Date
Comments:
Dhatribinies  Homan Ressses Seraees Focalty & i Applicesit

College Deardsh Departmemt Chaurds)



Department Chair
Appointments

Earn 2 days (16 hours) of vacation per month.
Must take a minimum of 40 hours per year of
vacation

Chairs are in Faculty status (Unit 3 CBA)

Transitioning back to AY faculty from |2-month
Chair --- be aware of implications.
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