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Additional work 
identified by 
department

Is work 
temporary?

Work with UP to create 
permanent job description 

and recruitment
No

Yes

Do you have a 
candidate 
selected?

Is the candidate  a 
current CSU 
employee?

Yes

Is work exempt‐
level work?

No
Work with UP on options 

which could include 
emergency hire

Yes

No
Work with UP on 
recruitment plan

Yes

Is the employee 
exempt?

No
Work with UP on 
new hire process

No
Employee cannot be 
hired for additional 

work

Yes

Complete and submit 
Additional Employment 
Pre‐Approval Form for 

eligibility

Is the employee 
full‐time?

Yes

No

Work with UP to 
explore options

Is work unrelated to 
current assignment?

No

Additional Employment Decision Tree

Is the employee 
full‐time?

YesYes

No

Work with UP to 
determine additional 

work eligiblity

Is the employee a 
faculty member?

No

Yes


