Hiring Unit 11 Employees
Instructional Student Assistants (ISA), Graduate Assistants (GA), and Teaching Associates (TA)
Following is an overview of the documents and procedures required to hire Unit 11 employees.  Please contact Michelle Hunt, or Patricia Runzel with any questions.

	Michelle Hunt

Academic Labor Relations Manager
Office of Faculty Affairs
Tel: (760) 750-8362
mihunt@csusm.edu
	Patricia Runzel
Faculty Personnel Coordinator
Office of Faculty Affairs
Tel: (760) 750-8816
prunzel@csusm.edu



Posting New Positions
Please make sure all new positions are posted online with Cougar Jobs.
Documents, Applications & Forms (located at http://www.csusm.edu/par/uawunit11/forms.html)
The following documents must be completed when hiring a Unit 11 employee: 

1. Job Application

2. Job Description

3. Academic Transaction Form

4. Appointment Notification Letter (for ISAs and GAs) or Statement of Terms and Conditions of Appointment (for TAs) 

Procedures for Completing Paperwork

1. Student fills out the job application and is given a copy.  Please confirm the student is enrolled in at least one course at CSUSM.  TAs must be enrolled in at least one course towards the completion of their graduate degree.
2. Department fills out the Academic Transaction Form (ATF-printed on BLUE paper), the Appointment Notification Letter for ISAs and GAs or the Statement of Terms and Conditions of Appointment for TAs and the Job Description.  
a. For ISA appointments, please utilize the new ISA database!  If you have questions about the database please contact Tricia Runzel.
b. ALL employees must now be given a job description with every appointment.
3. Department obtains signatures on the ATF and Job Description from the Department Chair and Dean.  For TAs, also obtain the Department Chair and Dean signature on the Statement of Terms and Conditions of Appointment.

4. Department also obtains the employee’s signature on the Job Description. 
5. Dean’s Office (designated staff person) will route paperwork including the ORIGINAL Job Application, Job Description, ATF, and Appointment Notification Letter/Statement of Terms and Conditions of Appointment to Patricia Runzel (in Craven 5210-E).  She will obtain the Academic Labor Relations Manager’s signature.
6. Faculty Affairs will retain the ORIGINAL job application, job description, and ATF, then notifies the Department that original Appointment Notification Letter/Statement of Terms and Conditions of Appointment and copies of the job application, job description, and ATF are ready for pick-up. Faculty Affairs then forwards the ORIGINAL ATF to Human Resources.  
7. Department has Unit 11 employee sign the Appointment Notification Letter/Statement of Terms and Conditions of Appointment to acknowledge his/her acceptance of the appointment.
8. Department emails list of new Unit 11 employees to Receptionist in Human Resources.
9. Department makes two copies of the signed Appointment Notification Letter/Statement of Terms and Conditions of Appointment.  One copy is retained in the department and a copy is given to the student employee who will show the letter to Human Resources when he/she completes sign in documents prior to the start of work.  
a. Only new Unit 11 employees need to sign-in with HREO.   
10. Department forwards the ORIGINAL Appointment Notification Letter/Statement of Terms and Conditions of Appointment to Patricia Runzel in Faculty Affairs. 
11. Department retains a COPY of all documents: Job Application, Job Description, Academic Transaction Form, and Appointment Notification Letter/Statement of Terms and Conditions of Appointment for their records.  
Job Code
1150
-
INSTRUCTIONAL STUDENT ASSISTANT

1151
-
INSTRUCTIONAL STUDENT ASSISTANT – WORK STUDY

2355
-
GRADUATE ASSISTANT

2326
-
GRADUATE ASSISTANT – WORK STUDY

2354
-
TEACHING ASSOCIATE – ACADEMIC YEAR

2324
-
TEACHING ASSCOIATE – SUMMER TERM
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