Steps for Hiring A Student Employee 

at California State University San Marcos
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	Job
Code/

Class
	NON-UNIT 11

Regular, Bridge & Federal Work Study Student Assistants
Use PAN to process
1870 – Student Assistant (SA)
1871 – Student Trainee - On Campus FWS
1872 – Student Trainee – Off Campus FWS
1874 – Bridge Student
1875 – Bridge Student – On Campus FWS 
1876 – Bridge Student – Off Campus FWS
1868 - NRA Student
	UNIT 11

Instructional Student Assistants,
Teaching Associates & 

Graduate Assistants

Use ATF to process
1150 – Instructional Student Assistant
1151 – Instructional Student Assistant – FWS
2353 – Teaching Associate – 12 mo
2354 – Teaching Associate – Academic Year 
2355 – Graduate Assistant – Academic Year
2325 - Graduate Assistant  - Monthly

2326 – Graduate Assistant – on campus FWS

	Step 1
	Hiring department (HD) develops job description based on department need
	Hiring department (HD) develops job description and forwards completed document to Academic Resources (AR) for review and verification that requirements are within Unit 11 contract criteria.  

	Step 2
	NA
	AR will return the job description back to the HD.

	Step 3
	HD identifies funding source  and length of employment
	HD identifies funding source. Length of employment for Unit 11 must be for periods up to one semester.

	Step 4
	HD sends job description to Career Center and posts the listing directly to the internet.
	HD sends job description to Career Center and posts the listing directly to the internet.

	Step 5
	Students contact hiring department for interview.
	Students contact hiring department for interview.

	Step 6
	HD conducts interviews and selects final candidate.
	HD conducts interviews, selects final candidate and prepares the appointment notification letter and the Academic Transaction Form (ATF).  

	Step 7
	NA
	The appointment notification letter along with the completed ATF is then forwarded to AR for signature by the AVP Academic Resources or designee.

	Step 8
	HD completes Student Employment Information Sheet. HD notes correct job code/title on the top of the form which will assist in signing the new student on to the payroll system.
	HD also completes Student Employment Information Sheet. HD notes correct job code/title on the top of the form which will assist in signing the new student on to the payroll system.

	Step 9
	HD gives student copy of Student Employment Information Sheet and directs the student to take it to the HREO department for sign-in. Student Employment Information Sheet also outlines documents that will be required at the time student sign-ins with HREO. 
	HD gives student copy of Student Employment Information Sheet and directs the student to take it to the HREO department for sign-in. Student Employment Information Sheet also outlines documents that will be required at the time student sign-ins with HREO.

	Step 10
	The generation of an ESP is only required in the event a new student employee needs phone and/or computer access.  (Under normal circumstances, the ESP will not be needed when hiring student employees.)
	HD initiates an e-mail to HREO [aserhije@csusm.edu] providing advance notice of a newly hired, Unit 11 employee.  The         e-mail should contain the employee’s name, department number and job code and/or position title.

	Step 11
	NA
	HD picks up paperwork from AR.



	Step 12
	NA
	HD ensures Unit 11 employee signs the required Appointment Notification letter; sends original to AR; provides the new employee with a copy; and maintains a copy for their records.


	Step 13

	HD completes Personnel Action Notice (PAN) form.  PAN’s for FWS students must first be routed to the FWS Coordinator for verification of funding.
	NA

	Step 14
	Student takes Student Employment Information Sheet and goes to HREO to complete sign-in documents for student employees. HREO provides compliance information to student employee.
	Student takes Student Employment Information Sheet and goes to HREO to complete sign-in documents.  HREO provides compliance information to Unit 11 employees including any mandated, bargaining unit information and enrollment forms.

	Step 15
	NA
	HD must forward the completed, original ATF to HREO with a copy to AR once the appointment letter is signed by the student employee.

	Step 16
	HD orients student employees.

	HD orients student employees.



	Changes 

in Status

 
	Any change in a student’s status requires the initiation of a PAN; signed by appropriate administrator & sent to HREO.

For example, a PAN is required if:  

· the student’s rate of pay changes

· the student’s assigned department changes

· the student’s appointment is extended

· the student’s appointment ends prior to the original end date 

· the student’s funding source changes

· the student’s job classification changes

· A student is automatically separated on the date listed as the employment end date on the original PAN.

The HD is responsible for collecting any university property issued to the student during their employment.
	Any change in a student’s status requires the initiation of an ATF; signed by appropriate administrator and sent to HREO.

For example, an ATF is required if:  

· the student’s rate of pay changes

· the student’s assigned department changes

· the student’s appointment is extended

· the student’s appointment ends prior to the original end date
· the student’s funding source changes

· the student’s job classification changes

· A student is automatically separated on the date listed as the employment end date on the original ATF.

The HD is responsible for collecting any university property issued to the student during their employment.

	Please visit our website for additional information on new employee processes:

http://www.csusm.edu/HR/employment/NewEmployees.htm                                                          
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