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Form and Instructions

SDSU San Dicgo State
University

Appointment Action

Mew Appointment

Reappointment

Additiomal Position

Position number or pay rate changes can only be effective on the
first day of the pay period. For position number change, enter
Position Number Change (Funding Related) current position number:

Pay Rate Change

Termination

STUDENT EMPLOYMENT AUTHORIZATION FORM

SDSU San Diego State
University

Appointment Action

New Appointment

Reappointment

Additional Position

Pay Rate Change Position number or pay rate changes can anly be effective on the
first day of the pay period. For position number change, enter
Position Number Change (Funding Related) | _,rrent position number:

Termination

Student Information

Student Information

Last Name: % Red ID #: *

Last Name: % Red ID #:

E-mail Addrass: %
(This must be the student’s 505U email address)

Phone # %

E-mail Address: %
(This must be the student’s SDSU eman oddress)

Phone # %

Department/Position Information

Department/Position Information

Desired Effective Date: %

may not . - Expected End Date: ™

by Supervisor/Coordinatar)

Desired Effective Date:

may not beg . Expected End Date:*

Applicable for Summer Appointments Only:

N *
Position Number: Check box if Student is taking at least 3 units at SO5U

Position Number: "

Classification: ¥ Select Hourly Rate: ™ Expected HnursteElc*

=

Classification: ~ Select Hourly Rate: * Expected Hours/Week: ™

Department Name:*

Dept. ID: * Division: ¥ Select .
®

Supervisor Mame: * Supervisor Email:

Department Name: = Dept. ID:'JT Division: % Select

*

Dept. Coordinator: Dept. Coordinator Email:

2enzitive Positon Test

For sensitive positions, a background check must be completed before an appointment is finalized and before an individual
begins work within the position. For more information on sensitive positions, please review the C5U Background check Policy.
CHECK ONLY ONE BOX BELOW:

l_ Federal or state law requires a background chedk. Cite applicable law: _
l_ Position requires regular access to Protected Level 1 information. Please review SDSU Security Plan-PL 1 Information.
Position requires direct contact with minor children at CSU-hosted recreational camps. Live Scan fingerprinting is required.

The term “recregtional” includes, but is not imited to, sports, dance, ocodemic, and other recregtional camps or
clinics for minor chitdren hosted by the C5U.

l Position work is not sensitive.

Authorization

Authorizing Department Signature Date

L : -
Click here to sign Apr10, 2023

Supervisor Name: % Supervisor Email:'iF

STUDENT EMPLOYMENT AUTHORIZATION FORM

Dept. Coondinat:m* Dept. Coordinator Er|'|ail:'Jr

FWS Job Titie:*

T = p—— — Test
For sensitive positions, a background chedk must be completed before an appointment is finalized and before an individual
begins work within the pasition. For more information on sensitive positions, please review the CSU Background Check Policy.
CHECK OMNLY ONE BOX BELOW:

Federal or state law requires a background check. Cite apphcable law: )

Position requires regular access to Protected Level 1 information. Please review SD5U Security Plan-PL 1 Information.

PPosition requires direct contact with minor children at csu-hosted recreational camps. Live Scon fingerprinting is required.

Tha term “recreational’™ includes, but i not imited to, sports, donce, ocodemic, ond other recreational comps or oiinics for minor

Pasition work is not sensitive.

'I..

Authorizing Department Signature Division Coordinator Signature

* Click here to sign

SEA (FWS)




Form and Instructions



https://sdsuedu.sharepoint.com/sites/BFA/HR/employment/Pages/Student-Hiring.aspx

Background Check

» If a background check is required,
department coordinators will be nofified

Protected Level 1 information 1s information primarily protected by statutes, regulation, . . R

other legal obligation, or mandate. The CSU has identified standards regarding the VI emdi | \V,V} h en | 1' h as b een se nT O U'I'

disclosure of this type of information to parties outside the University and controls
needed to protect the unauthorized access, modification, transmission, storage, or other

use. Included in this level are: > BOCkgrOUnd CheCkS Ore Only reCIUired

O Paszswords or credentials. °f.
0 PINs (Personal Identification Numbers). fo r S T U d e n TS I f .
O Private key (digital certificate).

0 Name with credit card number. (Credit card mumbar with axpiration date nd/or card verification code is 2lso

Do b et » Federal or state law requires it. You

0 Name with Tax ID. i o .

=] l?Iame with government i.ssued document qumpers s_uc.h a::: er's li-:_‘.ensg nun_lber: ‘ m U S‘I‘ C | 'I'e 'I'h e | O W re q U | rl n g | 'I' :
passport number, identification card number, immigration visa number, immigration card

number, etc.

O Name with birth date combined with last four digits of SSN. 141

0O Medical records related to an individual (including disability information). > P OS l TI O n O C C e SS es P L ] D O TO

O Psychological counseling records related to an individual.

0 Name with bank account or debit card information with any required security code, 1+ 1 1
access code, or password that would permit access to an individual's financial aceount. > P OS I TI O n re q U I re S C O n TO CT WI T h O

3.1.1.1 Protected Level 1 Information

0 Name with personally identifiable information:

s Mother’s maiden name. m I ﬂ O r

e Employee net salary.
- Do oo e momation) » This requires both a live scan and
Electronic or digitized signatures. a bac kg round check

Do i o s member :

Race and ethmicity. » Live scan forms can be found on
Gender. &

Marital status. SharePoint under CSU

Personal characteristics.

Physical deseription. B O C kg rO U n d C h e C k P O | i Cy




SEA Facts

» SEA forms cannot be processed with errors

» Red ID number and student name must match Enrollment Services system (enim@yaname
on my.SDSU)

» Position number, job code, and department ID must be correct
» You will receive an error message and will need to re-submit the caorrected SEA
» If the start date is more than 90 days in the future or retroactive

» Student email address must be @sdsu.edu

TIME SENSITIVE - Student Employment Authorization Form Error nbex x

no-replyCHR@sdsu.edu Wed, Apr 26, 9:5TAM (2daysago) Y €

Due to an incorrect name or Red ID number, the Student Employment Authorization (SEA) form you submitted for Judy Student with Red 1D (800000000) cannot be processed. You must submit a new SEA form with the corrected last name and/or Red ID number to

process the student appointment,
The name must be entered exactly as it appears on the Red ID card.
As a reminder, students are not authorized to begin work until you receive an email notification from the Center for Human Resources stating that employment has been established and the student is eligible to work.

Should you have any questions, please contact the Center for Human Resources, Employment Services at extension 4-7901.




Prelbboarding Proc.




Pre-boarding Notification/CHR
Processing

~ no-replyCHR@sdsu.edu Wed, Apr19,10:30AM (7daysago) Y& €
to

Congratulations on your offer of employment! The Center for Human Resources will assist you with the next steps of the hiring process.

Federal and State law, and university policy mandate that certain pre-employment requirements be met prior to you beginning work. You are not authorized to work until you receive
an email notification from the Center for Human Resources stating that your employment has been established and you are eligible to work.

You must take two steps to satisfy your pre-employment requirements:

1. Initiate New Hire Documents

For your ease and convenience, all new hire documents may be completed electronically using the encrypted Adobe Document Cloud. To initiate new hire documents, click the
following link: SDSU Pre-boarding Packet. Also, please review SDSU Policies and Procedures. You will be asked to sign a letter acknowledging receipt of this information. After

2. Finalize Pre-Employment

Once you have completed your Preboarding packet, please email CHR@sdsu.edu. An HR Services team member will contact you to schedule a time for you to present
documentation to establish your identity via a Zoom meeting. Please review the Form |-9 Acceptable Documents and be prepared to show them during your meeting.

You must complete the foregoing two steps.

Should you have any questions or concerns, please contact the Center for Human Resources:
o Virtual Front Desk: https://bfa.sdsu.edu/hr
e Email: CHR@sdsu.edu

e Phone: (619) 594-6404

Reappointments will
not be reviewed for
pre-boarding and
instead go to Payroll
Services for
processing

Pre-boarding
instructions are sent
to both the
deparfment and the
student



Pre-boarding Notification/CHR
Processing

» Upon completing the electronic pre-
boarding packet, the student must email
chr@sdsu.edu to schedule a pre-boarding
appointment

» CHR virtually reviews documents,
electronically signs and subbomits pre-
boarding packet and Form I-9 during Zoom
appointment

» Documents import into imaging system and
PeopleSoft

» Once reviewed and entered by Payroll
Services, an “YAction Complete” email is sent
to the department

» Employee is able to work after receipt of
this email


mailto:chr@sdsu.edu

Noncitizen Employees

» Students without an SSN may contact CHR to request
an employer letter and instructions for applying for a
Social Security Number with SSA

» Departments may provide an offer letter or submit
SEA prior to having the student contact CHR to
obtain a letter for social security purposes

» Students will need to visit the International
Student Center for a second letter before
being able o visit the SSA to apply for an SSN

» Once the student has applied for an SSN, they
can reach out to CHR to schedule their pre-
boarding appointment

» No need to wait for SSN card to arrive




Noncitizen Employees

» After pre-boarding, an email from Sprintax
will be sent to the student’s SDSU email to
complete Sprintax Calculus

» Employees can be authorized to work
without a Social Security Number (SSN), as
long as they have documents to satisfy
work eligibility requirements (Form 1-2) and
a receipt from the Social Security
Administration

THIS NUMBER HAS BEEN ESTABLISHED FOR

» Payroll processing will not occur until HR

receives the social security number P

SIGNATURE




SEA Action Complete

» Authorization for a student to begin Do-replyCHRPocau.ds
work comes from CHR via email to
the “Reports to” supervisor, and

The requested student appointment action has been processed. Please see below for details:

Appointment Action: New Appointment

de Pdad rtment coordinator Efiective Date: 04/26/2023
. o v . Student Name: Joe Smith
» The “Signed and Filed” email from D Nt 800000000
Adobe does NOT authorize a student Position Number: 100000000
to begin working Job Code: 1871
Dept. ID: 63006
» Students should not work until this Hourly Pay Rate: 16.00

emalil is received Reports To Emait

Dept. Coordinator Email:

» If students report completion of Div. Coordinator Email
both pre-boarding steps and the Fall Allocation: 0
authorization email has not been Spring Allocation: 2500
received within 5 business days, e g
please contact Payroll

The above referenced student has satisfied all pre-employment requirements. Accordingly, this student is now eligible to work




Payroll

Student Payroll Update and Re




Newly hired student assistants are NOT eligible
work until their department receives emai
confirmation that all pre-employment
requirements have been met.




Important Dafes:

May 4: last day graduating federal work study stud
Auqgust 16: last day graduating seniors (non federg
May 31: last day for all others with an active spring

CALENDAR

1T 2 3
4 5 6 7/ 8 910

June 1:re-evaluate students summer status

11 12/ 13 14 15/ 16 17
18/ 19 20 21 22 23 24

25 26| 27 28 29 30 31



Please verity your students’ summer
status and subbmit o

Student Employment Authorizat

SEA can be found under Stude
on the CHR website



https://sdsuedu.sharepoint.com/sites/BFA/HR/employment/Pages/Non-Federal-Work-Study-Student.aspx
https://sdsuedu.sharepoint.com/sites/BFA/HR/employment/Pages/Student-Hiring.aspx

Time & Labor Reports:

Main Menu > Workforce Administration > SDSU Reports > TL Student Reported Hours

» T&L Reported Hours Report includes the followin@ files:

iew Log/Trace
Report

Report ID 639986 Process Instance 1012730

Name SDTLOO0G Process Type SQR Report >
Run Status Succ

L Student Hourly Report
Distribution Details

Distribution Node HSDPRD Expiration Date 08/

File List

Name : Datetime Created

SOTLO0G [ 1_Summary.pdf

SDTLO06_ Reported_Time_Detail csv 174,007 >

SOTLOOG . 3 Future_Job_Transac

27_4 Active_Positions_Data.csv

5 Students Exceed 20 Hours 200



https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Time-and-Labor.aspx
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Payroll-Technician.aspx

Time & Labor Reports - Summary:

Main Menu > Workforce Administration > SDSU Reports > TL Student Reported Hours

» To assist with evaluating summer SEA Submission ghe T&L
Reported Hours Report Summary includes the current
appointment end date.

San Diego State University
Report: SDTLO06 Time and Labor Student Reported Hours Page: 2eof 2

Department: _ Pay Period End Date: 04/30/2022

RedID EmplID-RCD Name

16002 1150 [ 7500

Sub-Total 76.00

Sub-Total 40.00

so02 1570 (I >

Sub-Total 3

46002 1870 - 64.00 2400 Approved 04302022 03/16/2022) 033172022 | Active

14 .I-.'l.
Sub-Total 64.00 $1,024.00




Student Job Codes

1870 - Student Assistant

1871 - Student Trainee, On Campus Work Study

1872 - Student Trainee, Off Campus Work Study

1880 - Student Trainee, LAEP On-Campus Work Study
1881- Student Trainee, LAEP Off-Campus Work Study

1868 - Student - NonCitizen Student

1874 - Bridge Student Assistant

1875 - Bridge Student Trainee, On Campus Work Study

1876 - Bridge Student Trainee, Off Campus Work Study

1882 - Bridge Student Trainee, LAEP On-Campus Work Study
1883 - Bridge Student Trainee, LAEP Off-Campus Work Study

1150 - Instructional Student Assistant

1151 - Instructional Student Assistant, On Campus Work Study
1152 - Instructional Student Assistant - Off Campus

1153 - Instructional Student Assistant - Off Campus Work Study



Student Assistants
1870 (1871/1872 - FWS)

» Students taking at least 3 units in any summer s
» 1870: Submit an SEA effective 06/01/23 — 08/01/

» *NEW* If the non-federal work study student will
for the academic year (AY) 23/24,the effective date should be
06/01/2023 — 05/30/2024.

» 1871/1872 FWS: Submit an SEA effective 06/01/23 -7/31/23.



Summer Bridge
1874 (1875/1876 - FWS)

» Students that are not enrolled in summer cl
» Students enrolled in classes through Global
» Retfirement (7.5%) and Medicare (1.45%) wi
» Submit SEA effective 06/01/23 — 08/01/23

» Students that graduated in the spring may only work until
8/16/2023

» 1875/1876 FWS: these students are subject to summer bridge
rules.

> Submit SEA effective 06/01/23 -07/31/23




Instructional Student Assistant (ISA)
1150/11562 (1151/1183 - FW

» Check the box on the SEA indicating wh
taking SDSU summer session classes.

» If not enrolled in summer classes, retireme
Medicare (1.45%) will be deducted.

» 1150: Submit SEA effective 06/01/23 -08/01/23
» 1151/1153 FWS: Submit SEA effective 06/01/23-07/31/23



Noncitizen

1868

» Are not subject to the summer bridge rul
» Submit SEA effective 06/01/23 — 08/01/23



Work Schedule/Status:

» Per CSU policy, student employees are NOT authoriz
overtime.

» Bridge students can work 40 hours per week, all oth
hours while classes are in session. Otherwise, they ¢
hours.

» Please make sure your student employees are not working more
hours than are allowed during the week/month.



Newly Hired non-FWS students

May not begin working prior o August
the tall 2023 semester.




Concurrent Positions

» Due to different classification and qualification sta
assistants may not work concurrently in the same
outside of a student classification (i.e. 1150, 2355,

» |In the event of an audit we would need to sho
positions are separate with different job respon



Pay Rate Change
Position number change

» The effective date will always be
the first day of the pay period.

» When processing a position
number change, please submit a
termination form for the old
position AND submit a new form
for the new position.

S D S U San Dicgo State STUDENT EMPLOYMENT AUTHORIZATION FORM
University

Peia rmer e py et hages cn oy be ffcie n e
Jiest day af the pay peviag, For pasition aumber changs, enter
Pasitian Numbsr Change (Funding Related] | et position number-

[ stwent iformanion ]
Last Marma: ¥ Marilvn <% MID*-‘S23123455
E-mad Address:® mymnster!234@sdsu.edu

(This musst be the ctudent's SDS4T nunm"ivs@ Phane #: 75195845500

Desired Ef_'::::‘“;""ﬂ E_;:':QJ!-"E UE':L ity ot J Expoctad End Dare: )5 /37224

Appicabie for Suramer AppeNCMants anky
Check b if STudent i 1aking at Bast § units a1 L0580

Position Mumber: ™ {11234

Classifiation: ¥54870) Sty dent A
Department Name: "HUMan Reso

supersisar Nama- " \arsha Brady

pept. Cooraimatar; [ aith Partridge

FOF Sensitne porsitiont, a background check must be conpletad batore an appointment & finalized and bedora am ind vdual

begins work within the position. For marne information on sensitive positions, please review the CSU Backzround Check Palicy.
CHECE CARLY CINE BOE BELLW

Federal or state lew requires a background check. Cite applicable law: —

Position requires regular access to Protected Level 1 information. Please review SDEU Security Plan-FL 4 information.
Position requines dract CoNTCT with mimar children ar CRU-hocted recreatsnnal camps Live Seewn fimgerpriating & fevquined

The e “frecreotional” iecludes, bu is not imited to, sports, dence, acodemic, and other recrestional oamgs o
chinice for mémor ceifdren bosted by e CSL

Pasition work is mot sennitive

*I:_I ck here to sign




Submitting a Termination SEA

» Approve reported student hours.
» Submit the termination SEA.

» Notify the Payroll Technician of total
hours worked up to separation.

It is crifical to complete these
steps so that the final paycheck
can be issued on time.

Students that have resigned must receive their
pay within 72 hours from the resignation date.

Dismissed students must receive their pay on

Per California Labor Codes 201 & 202.

San Diego State STUDENT EMPLOYMENT AUTHORIZATION FORM
University

- .
: ,r'r rday frhpo:. p«m‘ Far pasitian number ¢ mngv enner
Fasition Number Change (Funding Related) | et position number__

E—m-ﬂMﬁ'Eﬁ.‘l* 3 ':||:; c o
e et b mn unmnfuan11gru4@__._+j_u._+ju

Desined Efie Date g
m:-e;_:lw - Uﬁﬂégﬁ &2 recoived By Seperwson Conrdinator]

" Applicabie for surmmer Appeinrments onky
Position Number: = 1()()01234 Eheck bax if Student is taking at 1east 3 unics a8 S50

* Marsha E|r.ad1,-r
Bapt. Coordinatar: Keith Partridge Dapt Coordinator Em:lﬁﬁ}ar[ridge@?:;;dE;u_edu

For concitive positiant, 3 hackgroumd check must be complotad bators an appointment k finalized and bedors an ind idual
begines weork within the position. For more information on sensitive positions, please review the C5U Backzround Check Policy.
CHECE DOHLY ONE BOE SBELCW

Federal or state lew requires a backgrounsd chedk. Cite applicable law: B

Position requires regular access to Protected Level 4 informartion. Please review SDSU Secyrity Plan-5 3 information.

Position redquines Sract contact with minar childen at CSU-hosted recreational camps. Live Somn fingerprniating & reqained
The b “recregtional” includes, but is not limited to, sports, denor, coodemic, and other recrestion camps oF
chinics for mieor civifdren hoshed By the CSLL

Pasition work i mot sensitive




Quick Recap

» Students enrolled in 3+ units in ANY summer session are 1870
summer.

» Submit Termination SEAs as soon as possible and notify th
» End of appointment does not require termination SEA.

» Students enrolled in thesis course 799 (A, B ,or C) are eligib
» These SEAs will error and require manual routing.

» |f an SEA returns with an error and the student is enrolled ONLY in course
/99, please contact payroll to verify this information. Once verified
payroll will request for the SEA 1o be routed forward.

» Students working for different supervisors (same position # and pay rate)
submit only one SEA.

D> IS\/I\EiRimum wage changes are processed by mass update. Do not submit an



Federal Work S’r.




Where to Go & How to Get Started
Hirng FWS Students

From the Center for Human Resources website

on Student Hiring
SDSU Student Employment Handbook

for a step by step hiring process

Hiring a Student

Step 1 Hiring Department identifies hiring need for a student assistant.

MNeed for Student If necessary, request a new position number by submitting a Position Action Request (PAR)

Position Identified through Budget & Finance.
by Department

Step 2 Determine type of student employment:
ep « Student Assistant/MRA Student Assistant (Non-Work Study)

Determine Type of *  Work 5tudys
Student Assistant * Instructional Student Assistant

Needed See Student Classifications




Department and Student Allocations

THERE ARE TWO ALLOCATIONS YOU WILL MONITOR

First - FWS budgeted to your department from your Division

Second - the student’s FWS award in their financial aid package

|

: In the Fall Semester students cannot |

|

I earn more than their fall award. I
However, in the Spring Semester, |
students can earn any amount of |

| Unused Fall award. :

| OR LESS |

L



Monitoring Earnings

© Run the TL Allocation report to check balances monthly and more often near the ep@ of @ term
© The “Nearing Earning Limit” message will appear when the student is within $700 of their limit

© Have the student check with OFAS to see if the FWS award can be increased

Beport Date  05/1072022 San Dhegp Siade Unkrersnty
Tinue amd Lahor Werk Study Studend Allocation Summary
Beperted Howrs from 06012021 to 05 102022

§00100200 100200300 Johnuy Onthespot £ 000 B 0 4 om
16500 1500 7 4T

42 50000 16500 0 4251 Mearing E arning Lint
13200 $1500 I
120 198000 §500

297.00 $545)  Mearing Earning Linds AWARD UMIT

AHEAD

B00300400 100500600 Sally Hardworker £ 0o
18090 £14 00
Fall 2021 $2.500 00 VED 50
30000 $1500
Spring 2022 4, 50000 30010
Emploves Total  §7,00000 45200 104900 §-43.  Excesded Totd AY (see appendix)




Monitoring Earnings

We would suggest creating a spreadsheet to track hours & award balances and to
estimate student’s earnings

Student Information - FWS FWS Fall 2022 - Student Balances

CERTDATE| DEFTD

JOB
CODE
(class
code)

REDID

FALL
AWARD

SEP
HOURS

WAGE

SEP

EARNINGS

ocT
HOURS

WAGE

800100200
200100200
200100200
800100200
800100200
800100200

100200300
100200300
100200300
100200300
100200300
100200300

3,675.00
2,500.00
3,000.00
2,500.00
2,500.00
2,500.00

1900 51,43830
1800 5114120
- s -

s -
1500 § 75750

2,052.00
E28.00

s

1.431.00

LB B U

0.40
379,60

240807

1,672.00
422,50
247375

£

NON-FWS Fall 2022 - Student Balances

SEP
HOURS

WAGE

SEP oCcT
EARNINGS | HOURS

WAGE

ocT
EARNINGS

NOV
HOURS

WAGE NOW
EARNINGS

WAGE

DEC
EARNING

EARNINGS
TOTAL

FALL
SEP - DEC

AVERAGE
HOURS

-1 -
$ 1,438.30 6260
3 - -

5 -
5 673.00 36.90
5 163590 11020

1,189.40

553.50
2,093.80

5
]
5 -
5
5
]

72380
1.200.80

-1 -
5 1,046.90




Tips for Staying w/in FWS Award Limits

Hame Insert Page Layout Far

ABC = o
v B 0 &
Spelling Thesaurus =~ Smart  Translate New

Lookup Comment
Insights ' Language

&£ @

Proofing
H -
E12

A B C
Jake, below is a record of hours you have avai
inyour FWS job this Spring semester.

Enter your total number of hours each month.

E Data

View

[ Show All Comments

Comments

Je

D
lable to work

DYMO Label Q Tell me what you want to do...

Protect Protect Share
Sheet Workbook Workbaok [+ Track Changes ~

Changes

Number of Hours Worked So Far

l:c_‘ Ig LJ Protect and Share Wo

55 Allow Users to Edit Ra

Fall Award
Divided by
Hourly Wage

Total Hours
Available to
Work for the

Semester

Hours Remaining

J. Musgrove 32,500 $16.00

156

A

B

€

D

Inform students on how
many hours they have
available to work

3

Have students enter
hours each day they
work

Jake, below is a record of hours you have available to work in
your FWS job this Spring semester.

Formulas

Enter your total number of hours each month.

MNumber of Hours Worked So Far

Total Hours

Available to

Work for the
Semester

Fall Award
Divided by
Hourly Wage

=

Fall Award

Hours Remaining

4 |1. Musgrove =B4/C4

=D4-E4-F4-G4-H4-14

2

Provide student with
way to track their
monthly hours

4

Supervisors, before
approving hours,
check the student’s
hourly balances.
Move hours that
exceed the students
financial aid award




for All Student Job Postings

If you haven't had a chance to set up a Handshalke account fory,

sdsu.joinhandshake.co

© Handshake allows you to post and take down your customized FW
© You can review, sort, download lists and respond to applicants in Handshake
© Add “Federal Work Study” to the title to make it easier for students to find your job posting

© Patricia Nieves is the Career Services contact for questions regarding Handshake. As a
backup you are welcome to also contact Dannie Schwarz at ddschwarz@sdsu.edu



Summer 2023 - FWS Hiring

Announcement:

Starting Summer 2023 FWS
summer appointment dates will
change. The change is based
on calendar dates, and will
remain the same every year

Summer appointments
will run from
June 1 - July 31

Fall term appointments
will run from
August 1 - December 31

1. OFAS will start to process Su earlier in
the month of May, date T

However, keep in mind t
have posted we may fin
not eligible for summer
notify departments

2. For now, the Summer SE
May 15

We will send FWS Coordinators notification of date
changes

3. WE HIGHLY SUGGEST that departments appoint
students on both a non-FWS position as well as a
FWS position, submitting the non-FWS SEA first



Academic Year vs. Summer FWS SEA

STUDENT EMPLOYMENT AUTHORIZATION FORM STUDENT EMPLOYMENT AUTHORIZATION FORM
SUMMER 2018 - FEDERAL WORK STUDY

Appointment

New Appointment
Reappointment Reappointment
Ad n

al Pos Addi it

Position number or pay rate changes can enly be effective on the
first day of the pay period. For position number change, enter
current position number:

first day of the pay period. For position number change,
current position number;

Student Information
Last Name: Iium—m First Name: EE—— Red ID & S—

E-mail Address: I —
(This must be the student’s SDSU email address)
De

Desired Effective Date:
(studernts may not begin working until HR approval is recefved by Supervisor/Coordinator]

8 i
Position Number: 100 i lassi ion: Hourly Rate: 11.50

Classification: 1 Student Trainee, On-Campus Hourly Rate: 11.50 Expected Hours/Week: 20 !
Department Name: Marisela Cruz Dept. ID: 50040 54

Supervisor Name: Marisela Cruz




Awarding Summer FWS

© Departments submit SEAS first, then FWS award

© Student must have both the 2022-23 and the Z

completed with no incomplete financial aid It
"To Do" tile in their my.SDSU account

© Students can be enrolled or not enrolled in summer courses

...more on enrollment...




Students Enrolled or Not Enrolled

IF A STUDENT IS ENROLLED
IN SUMMER COURSES

© OFAS will determine what remaining summer eligibility the stude
after grants and loans are awarded

IF A STUDENT IS NOT ENROLLED
IN SUMMER COURSES

© If the student earned their maximum amount of FWS in 2022-23 they will
not qualify for FWS in summer, if they are not enrolled

NOTE: A portion of what the student earns in summer will be added to the
fall package, possibly reducing their fall loans or FWS




FWS Start and End Dates for the Year

© May 15 - Summer SEA is available

© July 17 - Fall SEA is available

© Please remember: Students cannot begin working until the depar
email stating that work can commence

_ SPRING 2023 | SUMMER 2023 FALL 2023 SPRING 2024

START DATES

August 1 for students January 1
that were enrolled
Spring or Summer 2023

August 21 for
new-to-S0D5U students
that were not enrolled

prior to Fall term

END DATES

Continuing Students May 31 July 31 December 31 May 31

Graduating Students May 4 The last day of classes December 11 May 2
of the student's last
SUMMEr course



Service Area Contact Information

HR Services
(619) 594- 6404
chr@sdsu.edu

Payroll Services

(619) 594-5251
chr.payroll@sdsu.edu

Federal Work Study
workstudy@sdsu.edu



Questions?
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