
SPECIAL CONSULTANT PRE-HIRE WORKSHEET

PAYEE INFORMATION:
Individual Name (required):	 	Email:	 
Employee ID:	 	Current FTE:	 

HIRING DEPARTMENT INFORMATION:
Requestor’s Name:	 	Department:	 
Contact Information:	 	College/Division:	 

SPECIAL CONSULTANT CLASSIFICATIONS:
Job Code	Classification Title	Pay Rate Type	Additional Form Required	Additional Form Due	Report Hours into Time & Labor	Report Leave Usage into Absence Management
4662	Special Consultant – Hourly	Non-Exempt	CalPERS retired annuitants must be hired as hourly classification	Hourly	Employee Transaction Form (ETF)	Submit with pre-hire worksheet	Yes	No
4760	Special Consultant – ACA	Exempt	Works 30+ hours per week	Eligible for health benefits	Monthly	Employee Transaction Form (ETF)	Submit with pre-hire worksheet	No	Yes
8380	Special Consultant – ACA	Non-Exempt	Works 30+ hours per week	Eligible for health benefits	Monthly	Employee Transaction Form (ETF)	Submit with pre-hire worksheet	No	Yes

REQUIREMENTS:
Retired annuitants must report hours by the end of every pay period. Failure to do so may incur CalPERS payroll reporting fines. Fees will be charged to department accounts.	Submit online regular separation for hourly and monthly employees before the end of the temporary appointment.

EXCLUSIONS:
Students are ineligible to perform work in this classification.	FERP participants are ineligible to perform work in this classification. 

LIMITATIONS:
The work performed is non-bargaining unit work.	CSU academic retirees may not exceed 960 hours of work in a fiscal year or 50% of the hours the member was employed during the last fiscal year prior to retirement, whichever is less.	All other retired annuitants may not exceed 960 hours of work in a fiscal year	Retired annuitants must wait a minimum of 180 days before employment. The period begins effective the CalPERS retirement date.
SCOPE OF WORK:
Detailed Description of Work to be performed/provided as Special Consultant
	 
Date(s) of Special Consultant Assignment – should be a future period
	 
Special Consultant Work Schedule
	 
Special Consultant Rate of Pay – include rate and anticipated number of hours per week
	Rate Frequency:	☐	Hourly (4662)	Number of Hours per Week:	 
		☐	Monthly (4760 or 8380)	Number of Hours per Week:	 
	Rate of Pay:	$	 	Based on a selected rate frequency
	Refer to CSU Salary Schedule for minimum and maximum salary rates

SPECIAL CONSULTANT ASSESSMENT:
Is this individual a current CSU employee?	Yes	☐	No	☐
If no, please contact Workforce Planning at (323) 343-3668 for assistance.				
If yes, please continue with this assessment.				

Did the individual provide the same or similar services while an employee?	Yes	☐	No	☐
If yes, please contact Workforce Planning at (323) 343-3668 for assistance.				
If no, please continue with this assessment.				

Is this individual retired from the CSU or is the individual a student?	Yes	☐	No	☐
If yes, please contact Workforce Planning at (323) 343-3668 for assistance.				
				
Will this special consultant assignment exceed 30 hours per week for the duration?	Yes	☐	No	☐
If yes, please contact Workforce Planning at (323) 343-3668 for assistance.				

SUBMITTED BY:

 		 
Department Administrator (Print Name)		Department Administrator Title

		 		 
Signature		Date		Department Extension

FOR HUMAN RESOURCES MANAGEMENT USE ONLY:
☐	Approved:
	☐	After-the-fact submission

☐	Denied:
	Information does not support the Special Consultant Classification by Department Administrator or the Employee has exceeded the allowable additional employment.

☐	Returned:
	Not enough information has been provided to support the Special Consultant Classification by Department Administrator.  This request is being returned for additional information noted below.
	
	Explanation:
	 

 				 
HRM Administrator (Print Name)		Signature		Date

☐	Copy Fiscal Officer


Updated 10/2025
