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Office of Research and Sponsored Programs 

OFFICE OF RESEARCH AND SPONSORED PROGRAMS (ORSP) 

STUDENT ASSISTANT AND INSTRUCTIONAL STUDENT ASSISTANT (ISA) 

HIRING REQUEST FORM 

INSTRUCTIONS FOR  HIRING A STUDENT ASSISTANT:  

	Principal Investigator (PI) Responsibility: 
All Principal Investigators (PIs) must complete this form and submit to the ORSP Office in

ADM 471 at least one week prior to hiring a student assistant.

There are two types of Student Assistants:   

a) Regular Student Assistants are engaged primarily in Administrative, Clerical, Technical, Custodial, Laborer, or Lab/Research work.  

b) Instructional Student Assistants (ISA) are engaged primarily in tutoring, grading, and/or teaching work.   The Instructional Student Assistant classification is covered by a collective bargaining agreement between the California State University and United Autoworkers, Unit 11.  An appointment letter will be given to all Student Employees who are hired in the ISA Classification.

Please check the appropriate Student Assistant Classification in box #4 below.  

Student Responsibility:

Once this form is submitted to the ORSP Office, all Student Employees must go to the

Office of Financial Aid to obtain an Employment Eligibility Verification (EEV) Form.  The Office  

of Financial Aid is located in the Student Services Building (SSB) First floor.

Students will be asked to complete an I-9 form and show proof of identity. 

For a complete list of acceptable I-9 Documents, please go to the Office of Financial Aid

website at:  http://www.sfsu.edu/~finaid/Stu-Assis.html.

Monthly Time Reports:
All Student Employees must submit Monthly Time Reports.  The Time Reports may be   obtained from the ORSP Office in ADM 471. 




1.   PRINCIPAL INVESTIGATOR (PI) INFORMATION:


	PI NAME:       ___________________________________________________________

PI E-MAIL:     ____________________________________________________________

PI PHONE:     ___________________________________________________________


2.   SUPERVISOR INFORMATION:  (if other than PI) 

	SUPERVISOR NAME:       __________________________________________________

SUPERVISOR E-MAIL:    __________________________________________________

SUPERVISOR PHONE:     __________________________________________________


3.  PROJECT INFORMATION:

	PROJECT ID NUMBER:       _________________________________________________

PROJECT NAME:                 _________________________________________________


4.  JOB INFORMATION:

	STUDENT NAME: ____________________________________________________________

BEGIN DATE OF APPOINTMENT: ______________________________________________       

END DATE OF APPOINTMENT: ________________________________________________

ISA PAY RATE ($8.50 to $15.33) PER HOUR: $___________

REGULAR STUDENT ASSISTANT PAY RATE ($8.50 to $16.17) PER HOUR: $_________

WORK LOCATION:  __________________________________________________________

PLEASE CHECK ONE OF THE BOXES BELOW:

· 1)  I am hiring a Student Assistant who will be primarily engaged in clerical, technical, 
           custodial, laborer, or lab/research work.  Students(s) will be hired into the Regular 

           Student Assistant Classification.

· 2)  I am hiring a Student Assistant who will be primarily engaged in tutoring, grading,

           and/or teaching work.   Student(s) will be hired into the Instructional Student

           Assistant Classification.
Is the Student Assistant holding a J-1 or F-1 Visa?

·  Yes

·  NO 




5.   If you checked Box # 2 (Instructional Student Assistant), please provide a detailed job  

      description below.  Please include specific job responsibilities.

	JOB DESCRIPTION FOR INSTRUCTIONAL STUDENT ASSISTANT:

Duties and responsibilities typically include teaching, grading, and/or tutoring in addition to other work as assigned.  Please make any additions, deletions, modifications to the job description as necessary).   Please use separate sheet if necessary.



6.  SEO USE ONLY:   (STUDENT ENRICHMENT OPPORTUNITIES) 
	IS THE STUDENT A BRIDGE STUDENT?

· Yes

· No 

OTHER COMMENTS:   _______________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________




POSTING REQUIREMENTS (FOR REGULAR STUDENT ASSISTANTS AND INSTRUCTIONAL STUDENT ASSISTANTS):
All Student Assistant positions should be posted, except when:

a) There is an existing advising relationship between the Principal Investigator (PI) and the student, e.g. the student is enrolled in classes taught by the PI, or is enrolled in the PI’s program.

b) The Student Assistant is named in the grant, or 

c) There are certain terms and conditions for student hires outlined in the grant, e.g. minority support grants, or grants that support students in specific academic disciplines.

EVALUATION REQUIREMENTS (FOR INSTRUCTIONAL STUDENT ASSISTANTS ONLY):

If an evaluation will be done in the course of the appointment, written notice of such, the criteria, evaluation date, and procedures must be provided to employee within the first 14 days of appointment period.

ORIENTATION (FOR INSTRUCTIONAL STUDENT ASSISTANTS ONLY):

The University shall notify the Union in writing of all Campus-wide, college-wide and tutoring center orientations along with contact information at least 10 days prior to the commencement of each orientation.

The following Employment Documents are required for all Student Assistant Classifications and must be submitted to the Office of Research and Sponsored Programs (ORSP) prior to the first day of work. 

The Following Forms may be obtained from the ORSP Office:

· Student Payroll Action Form (SPAR Form) 

· SSA 1945 Form – Employment Not Covered by Social Security.  

· Non Disclosure of Employee Home Address.
· Student Time Report  
· Employment Action Request Form – this form is used for Student Assistants who work in the BRIDGE Classifications (more than 20 hours per week). This form is used in lieu of the SPAR Form (listed above). 
· UAW LOCAL 4123 Membership Form – for students hired into Unit 11 (Instructional Student Assistant Classification).  
MAXIMUM HOURS OF WORK FOR STUDENT ASSISTANTS: 

· Undergraduate Students must be enrolled in at least 6 units during the Academic Year.

· Graduate Students must be enrolled in at least 4 units during the Academic Year.  

· Student Assistants CANNOT work more than 20 hours per week during the Academic Year. Student Assistants may work up to 40 hours per week during the Summer, Spring Break and Winter Intersession if the Student Assistant is enrolled in at least 3 units.  However, retirement taxes will be withheld from Student pay during these time periods.

 If you have any questions regarding hiring a Student Assistant, please contact Jenny Chau at 415-338-1862 or jchau@sfsu.edu.
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