Student Employment
Authorization (SEA)
Process



I San Diego State STUDENT EMPLOYMENT AUTHORIZATION FORM
SD SU San Diego State STUDENT EMPLOYMENT AUTHORIZATION FORM SDSU Univcrs?i%ty _ FEDERAL WORK STUDY
*

University -
5. Academic Year (Fall and/er Spring)
) Summer (61 -7/31)

Appointment Action

Appointment Action
New Appointment

Mew Appointment

Reappointment Reappointment

Additional Position Additional Position

7 Positi umbe: te changes can be effective on th
Pay Rate Change Paosition number or pay rate changes can only be effective on the ./ | Pay Rate Change ﬁm;:n Z_frhe rarpa::m For ‘_:J_m ":;Lr eff . mr =
first day of the pay period. For position number change, enter () | Pasition Number Ch (Funding Related) ¥ o pay period. pos change, ente
Position Number Change [Funding Related) | cyrrent pasition number: bl 'on Tumber Lhange trunding Red current position number:

Termination

Termination

Student Information

Student Information LaEtName:* First Mame: % Red ID #:*

Last Mame: % First Mame: % Red ID #: % E-mail Address: * Phone 1= %
[This must be the student’s SDSU email address) |

Department/Pesition Information

E-mail Address: % Phone =%
{This must be the student’s 505U emuail oddress) i

Department/Position Information

Desired Effective Date: %
[Students may not begin working wntil HR approval is received by Supervisor/ Coordinator]

- Where will the student live from June 1 to July 312
{Summer Appointrment] ‘with Parents off Campus

* Expected Hours/'\Week: *

Department Mame:* Dept. ID: * Division:® Eusiness & Fin... ¥

Expected End Date: *

Desired Effective Date: ™ -
5 mary mat . = Fn sved by A ) ] Expected End Date:

* Applicobie for Summer Appointments Oniy:

Check bou if Student is taking at least 3 wnits at SD5U

Classification: ¥ Selzct Haurly Rate: Expected Hours/Week: *

Position Number:

Position Number: Classification: * 1871 Student Trainee, On-Campus Haourly Rate:

Supervisor Mame: * Supervisor Email: *

Department Name:* Dept. ID: * Division:® Select

Dept. Coordinator: * Dept. Coordinator Email:*

Supervisor Name: * Supervisor Email:

Dept. Coordinator: & Dept. Coordinator Email:

* FWS/LAEF Job Title: *

Estimated Summer Earnings: June 5 July 5

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. Sensitive Position Test
For sensitive positions, a background check must be completed before an appointment is finalized and before an individual

CHECK ONLY ONE BOX BELOW: N o o ) i - - 8 y
begins work within the position. For more information on sensitive positions, please review the C5U Backsround Check Policy.
CHECK ONLY ONE BOX BELOW:

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

| Federal or state law requires a background chedk. Cite applicable law:
Position requires regular access to Protected Lewel 1 information. Please review SDSU Security Man-PL 1 Information. — . i i i . B .
Paosition requires regular access to Protected Level 1 information. Please review SDSU Security Plan-PL 1 Information.
Position requires direct comtact with minor children at CSuU-hosted recreational camps. Live Scan fingerprinting is required. =
The term “recreational” includes, but is not imited to, sports, dance, acodemic, ond other recrectional camps or
for o Bosstedt by the cx2) The term “recreational” includes, but is not limited ta, sports, dance, academic, and other recreational camps or dlinics
fior minor children hosted by the csu.

| Position requires direct contact with minor children at CSU-hosted recreational camps. Live Scan fingerprinting is required.

Position work is not sensitive.
— I. Position work is not sensitive.
Authorization B

Authorization

Authorizing Department Signature Authorizing Department Signature Division Coordinator Signature

* Click here to sign * Click here to sign

SEA (FWS)




Form and Instructions

» https://hr.sdsu.edu/

SDSU SO TN B PeopleSoft HCM  Careers @ SDSU  Virtual Front Desk

LA

University

Employment Information > Payroll Information > Resources

+ Position Classification « Payroll Calendar o Work/Life Resources
¢ Employee Self-Service ** ¢ Cal Employee Connect ¢ Student Employment
¢ Employment Verification ¢ Payroll Technicians ¢ Student Time and Labor

¢ Direct Deposit
**Login Required




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 notified

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

other legal obligation, or mandate. The CSU has identified standards regarding the VIid emdi | \V,V} h en | 1' h as b een sen 'I' ou '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

uze. Included in this level are: > BOCkgrOUnd CheCkS Gre Only rGQUired

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

D LS » Federal or state law requires it. You

0 Name with Tax ID. i . .

0 Name with government i.ssued document qumpers s_uc.h as 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' d
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




Background Check

» Background check notifications

» Only department is notified when the background check has been sent out and when it is
cleared

» Background checks will expire after 10 days if the student does not take action

€« B O ® 5 O m D

Background Check Request Received for Jane Smith

o no-replyCHR@sdsu.edu

The SEA you submitted for Jane Smith  indicates that the position is sensitive and requires a background check. An email will be sent to the student from ACCURATE Background to initiate the background check process. Please instruct

the student to initiate the background check within 10 days or the request will be automatically cancelled.

" & Reply :'fl ( « Replyall ) . ~ Forward )



SEA Facts

» SEA forms cannot be processed with errors

» Red ID number and student name must match Enrollment Services system (primary name
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 corrected SEA
» If the start date is more than 920 days in the future or 45 days retroactive

» The student must complete pre-boarding within 60 days of the desired effective date,
otherwise the SEA will be deleted

» Student email address must be @sdsu.edu

TIME SENSITIVE - Student Employment Authorization Form Error nbex x

no-replyCHR@sdsu.edu

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.




Pre-boarding Process



re-boarding Nofification/CHR
rocessing

SDSU Pre-employment Requirements for Jane Smith  ncox

no-replyCHR@sdsu.edu

. » Reappointments will
not be reviewed for
e B pre-boarding and
= saing It your employment nas oee instead go to Payroll
1. Initiate New Hire Documents Ser\/ices for
se and convenience. all new hire documents mav be comoleted cle ! voted Adobe Document Cloud. To . process]ng

You must take two steps to satisfy y

(st Confiin yout e onk S il ot s S s e ousGoruménts o e Cenes o Human e » Pre-boarding
2 Finalize Pre-Employmant instructions are sent
e e sy i seee 23 e repere o snow e to both the
T e, o 7es570 department and the
You must complete the foregoing_two steps. STU d e ﬂT

Should you have any g S or co s, pl
« Virtual Front C

« Email




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 reviews documents, signs and subbmits
pre-boarding packet and Form I-9 during in-
person appointment

» Documents import into imaging system and
PeopleSoft

» Once reviewed and entered by Payroll
Services, an “Action 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 visit 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 in-
person 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 1o safisfy
work eligibility requirements (Form I-9) and
a receipt from the Social Security
Administration

THIS NUMBER HAS BEEN ESTABLISHED FOR

» Payroll processing will not occur unftil HR
receives the social security number

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 Reminders



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




Important Dafes:

December 11: last day graduating federal work study students can
work

December 29: last day graduating seniors (hon-federal work study)
December 31: last day for all other students

April/May 2024: re-evaluate students for summer “
CALENDAR

1T 2 3
4 5 6 7 8 910

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’ spring status
and submit @

Student Employment Authorization Form

SEA can be found under Student Hiring
on the CHR welbsite



https://sdsuedu.sharepoint.com/sites/BFA/HR/employment/Pages/Non-Federal-Work-Study-Student.aspx
https://hr.sdsu.edu/hiring-tools/student-employment-authorization

Time & Labor Reports:

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

» T&L Reported Hours Report includes the following files:

iew Log/Trace

Report

Report ID 639986 Process Instance 1012730

Name SDTL006 Process Type SQR Report - > Sfep by Sfep
L:js‘t'HT - instructions for running
Distribution Details The T&l_ STUdeﬂT
Distribution Node HSDPRD Expiration Date 08/04/2023 ReDorTed Hours
File List Y Rr— Report are available
o on SharePoint.

Hame

SOTLO06_ 20230427 1_Summary. pdf

SDTLO006_20230427_2 Reported_Time_Detail.csv 7 » Please contact yOour
SDTLO06_20230427_3_Future_Job_Transactions.csv 2,65 .: 25AM P a vro | | Te C h nician for
assistance.

SDTLO06_20230427_4_Active_Positions_Data.csv

SOTLO06 20230427 5 Students Exceed 20 Hours 20230129 20230304 csv



https://hr.sdsu.edu/pay-and-information/student-time-labor
https://hr.sdsu.edu/pay-and-information/student-time-labor
https://hr.sdsu.edu/pay-and-information/student-time-labor
https://hr.sdsu.edu/pay-and-information/student-time-labor
https://hr.sdsu.edu/pay-and-information/student-time-labor
https://hr.sdsu.edu/pay-and-information/student-time-labor
https://hr.sdsu.edu/pay-and-information/payroll-technicians
https://hr.sdsu.edu/pay-and-information/payroll-technicians

RedID

Time & Labor Reports - Summary:

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

» To assist with evaluating spring SEA Subbmission the TL
Reported Hours Report Summary includes the current
appointment end date.

San Diego State University
Report: SDTLO06 Time and Labor Student Reported Hours Page: 11 of 12
Deparmment: Pay Period End Date: 11/30/2023

Job Hourly Total Cale Pay Period Last Hire HR Term Approver
EmplID-RCD Name Position  Position Title Deptid Code Rate Hours Gross Status End Date  Date End Date | Status Date Name
B e 3.50 § 66.50 Approved 2772023 | 05/3072024 | Active
Sub-Total 3.50 § 66.50

BN 70 B 3100 S 589.00 Approved 08/022023 | 12/31/2023 | Active
Sub-Total 3100 § 589.00

BN s I 850 S 16150 Approved 05302024 | Active
Sub-Total 850 § 16150

B 20 Bl 850 S 16150 Approved 112772023 | 05/302024 | Active
Sub-Total 8.50 § 161.50




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 at SDSU.
Desired effective date for contfinuing students will be 01/01/24 - 05/30/24.
Otherwise desired effective dates will vary - 05/30/24.

*NOTE* If the non-federal work study student was hired for the academic year (AY)
23/24, please do not submit a spring SEA.

Please be advised in 2024, 05/31 is the first day of the June pay period.
1871/1872 FWS: Desired effective date for cont. students 01/01/24 - 05/30/24.

My V V

vy



Bridge Student Assistant
1874

» Students that graduated in fall/23 and are not enrolled in spring/24 classes with SDSU.
» You will receive a rejection email for bridge SEA’s. Please forward the rejection email to
chr.hris@sdsu.edu for graduation verification & to manually route forward the SEA.

» Retirement (7.5%) and Medicare (1.45%) will be deducted.
Desired effective date for continuing students will be 01/01/24 — 05/30/24.
» Otherwise desired effective dates will vary - 05/30/24.

v


mailto:chr.hris@sdsu.edu

Instructional Student Assistant (ISA)

1150/1152 (1151/1153 - FWS)

» Desired effective date for continuing students will be 01/01/24 —05/30/24.
» Otherwise desired effective dates will vary - 05/30/24.
» 1151/1153 FWS: Submit SEA effective 01/01/24 — 05/30/24.



Noncitizen Student Assistant
1868

» All Noncitizen Student Assistants (excluding DACA) need to register for Sprintax
Calculus as a pre-boarding requirement.

» Desired effective date for continuing students will be 01/01/24 - 05/30/24.
» Otherwise desired effective dates will vary - 05/30/24.




Work Schedule:

» Per CSU policy, student employees are NOT authorized to work overtime.

» Bridge students can work 40 hours per week, all others can work 20 hours while
classes are in session. Otherwise, they can work up to 40 hours during winter/spring
break(s).

» Please make sure your student employees are not working more hours than are
allowed during the week/month. If the student is working in multiple positions, it is
their responsibility to tfrack their hours accordingly.

e T&L Reported Hours Report > Students_Exceed_20_Hours



Concurrent Positions

» Due to different classification and qualification standards, student assistants
may not work concurrently in the same department outside of a student
classification (i.e., 1150, 2325, 2354 etc.).

» |n the event of an audit, we would need to show that these positions are
separate with different job responsibilities.



Pay Rate Change
Position Number Change

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

» Minimum wage changes are
processed by mass update. Do
not submit an SEA.

» Do not use a Position Number
Change SEA acftion when
changing student classifications.
l.e., 1874 to 1870

» Position Number Changes are
used specifically for funding
purposes, in the same
classification.

SD SU San Dicgo State STUDENT EMPLOYMENT AUTHORIZATION FORM
University

Appointment Action

oy Crngs | Peston eyt cranges con oy e v e
— fiirst day of the pay period. For position number change, enter
Position Number Change [Funding Related) | cyrent position number-_CUMeNt position no.

Student Information

LastMame® N)gp Fest Mhamee: SN [t .
E-mail Address:* e 1234@sdsu.edu =
mmumemdmjzlr;lsam h;umgj ! Phone #

Desired Effective Date: *  (11/01/2074 *
{Sewdenes may not begin woriiag warl HR aparoval & received by Supervisor Coordinator] Expected End Date:
* . Applicable for Summer Appointments Only.
Position Number: “haw position no. same class Check box if Student is taking at least 3 units at SDSU
. Weainet 4o . *

=

Department Name: ~ H;man Resources

. ! *

Supervisor Name: = Marsha Brady

Dept. Coordinator: *  Keith Partridge Dept. Coordinator Email: ™ kpartridge@sdsu.edu
- .

For sensitive positions, a background check must be completed before an appointment is finalized and before an indnadual

beging work within the pasition. For more information on sensitive positions, please review the CSU Background Check Policy
CHECK ONLY ONE BON BELOW.

Federal or state law requires a background check. Cite apphicable law:

' Position requires regular access to Protected Leved 1 information. Please review SDSU Secyrity Plan-9) 1 information.
Position requeres direct contact with minor children at CSU-hosted recreational camps. Live Scan fingerprinting is required.

The term “recreational” includes, but is not imited to, sports, donce, oondemic, and other recreqtiongl camps or
clinics for minor childenn hosted by the CSU

Position work i not sensitive

e
Click here to sign




Submitting a Termination SEA

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

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

It is critical 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.

SD SU San Diego State STUDENT EMPLOYMENT AUTHORIZATION FORM
University

Appointment Action

vt nes | Pstonrumoer ooy e changes con any e e o e
= first day of the pay period. For position number change, enter
Position Number Change (Funding Related] | cyrrent position number:

Student Information

E-mail Address:*  idne1234@sdsu.edu *
mmkmemmjm SDSU ama address) Phane &

Desired Effective Date: *  14/15/2023

(Students may not begin working waed HR aparoval is received by Supervisos/Coordinator)

Applicabie for Summer Appointments Qnly.
Check box if Student is taking at least 3 units at SDSU

Expected End Date:

Sweﬂisurﬂime:* Tinker Bell Slq:enrisanmai:* th”@!E:dE:U.EdU

Dept. Coordinator ™ Peter Pan Dept. Coordinator Email: " ppan@sdsu_edu

Senutive Position 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 CSU Background Check Policy
CHECKE ONLY OME BOX BELOW:

Federal or state law requires a background chedk. Cite appficable law:

' Position requires regular access to Protected Leved 1 information. Please review SDSY Security Plan-pL 1 information.
Paosition requires dinect contact with minos children at CSU-hosted recreational camps. Live Scan fingerprinting is required.

The term “recreational™ includes, but is not imited to, sports, donce, oordemic, and other recreational camps or
clinics for minar children hosted by the CSU

Pasition work is not sensitive.

authorzing Department Sgnawee ___ Towe |

L3
Click here to sign




Quick Reminders

» End of appointment does not require a termination SEA.

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

» Position change should only be selected if the effective
dafte is the first day of the pay period and the student
classification Is the same.

» Minimum wage changes are processed by mass update.
Do not submit an SEA.




Federal Work Study
&
The New Learning-Aligned
Employment Program



What is the Learning-Aligned Employment Program (LAEP)?

d LAEP is a new Cadlifornia Student Aid Commission-funded program available to interested
departments that can provide students with a research internship in alignment with the
student’s area of study

A Career Services will host an information session for any interested campus departments.
The session will take place this Friday, December 8™ at 12:00 p.m., Zoom ID Link: 86542464914

A LAEP is similar to FWS. Interested and approved departments will be allocated funds to hire
students and students will have a LAEP award on their financial aid package

d The hiring process will proceed in the same manner as FWS and the tracking of student
earnings is now available on the TL Allocation Report

Join us tomorrow for more information...


https://sdsu.zoom.us/j/86542464914

Where to Go & How to Get Started Hiring
FWS & LAEP Students

From the Center for Human Resources website:
on Student Employment
a step by step hiring process in the SDSU Student Employment Handbook

the Student Employment Authorization (SEA) form by selecting Hire a Federal Work Study Student

Hiring a Student

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

Meed 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:

€p « Student Assistant/NRA Student Assistant (Non-Work Study)
Determine Type of +  Work Study8
Student Assistant L Instructional Student Assistant

Needed See Student Classifications




Academic Year & Summer FWS / LAEP SEA

There is one SEA used to
hire both a FWS or a LAEP
student

The class codes for both
FWS and LAEP positions are
listed in the Classification
pull down

STUDENT EMPLOYMENT AUTHORIZATION FORM

FEDERAL WORK STUDY
*

* ) Academic Year {Fall and/or Spring)

Appomtment Act () Summer [Bf1-7/31)
PO e tion

Pay Rate Change 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) | .. position number:
Student Information

i -
E-rr_mll Address: ) Phone #:*

(This must be the student’s SDSU email cddress)

Department/Position Information

Desired Effective Date: % %

[Students may not begin working until HR approval is received by Supervisor/ Coordinator) Expected End Date:

Position Numbar- +* Where will mg studentjive l‘ru_m June 1 gp lukr 317
(Summer Appointment) Wwith Parents Off Campus

udent Tra

*
*

Sensitive Position Test

For sensitive positions, a background chack must be completed before an appointmant is finalized and before an individual
begins work within the position. For more information on sensitive positions, please review the £SU Backzround check Policy.
CHECK OMLY ONE BOX BELOW:

Supervisor Name

|__ Federal er state law requires a background chedk. Cite applicable law:; "
|_ Position requires regular access to Protected Level 1 information. Please review SDSU Security Plan-PL 1 information.
|_ Paosition requires direct contact with minor children at csU-hosted recreational camps. Live Scan fingerprinting is required.

The term “recreational” includes, but is not limited to, sperts, dance, academic, and other recreational camps or dinics
for minor children hosted by the csu.

*Eli-::l-: here

SEA (FWS)

One SEA for year-round
employment. Selecting
the term will determine
which fields will need to
be completed



Academic Year & Summer FWS / LAEP SEA

There is one SEA used to
hire both a FWS or a LAEP
student

The class codes for both
FWS and LAEP positions are
listed in the Classification
pull down

STUDENT EMPLOYMENT AUTHORIZATION FORM

FEDERAL WORK STUDY
*

* ) Academic Year {Fall and/or Spring)

Appomtment Act () Summer [Bf1-7/31)
PO e tion

Pay Rate Change 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) | .. position number:
Student Information

i -
E-rr_mll Address: ) Phone #:*

(This must be the student’s SDSU email cddress)

Department/Position Information

Desired Effective Date: % %

[Students may not begin working until HR approval is received by Supervisor/ Coordinator) Expected End Date:

Position Numbar- +* Where will mg studentjive l‘ru_m June 1 gp lukr 317
(Summer Appointment) Wwith Parents Off Campus

udent Tra

*
*

Sensitive Position Test

For sensitive positions, a background chack must be completed before an appointmant is finalized and before an individual
begins work within the position. For more information on sensitive positions, please review the £SU Backzround check Policy.
CHECK OMLY ONE BOX BELOW:

Supervisor Name

|__ Federal er state law requires a background chedk. Cite applicable law:; "
|_ Position requires regular access to Protected Level 1 information. Please review SDSU Security Plan-PL 1 information.
|_ Paosition requires direct contact with minor children at csU-hosted recreational camps. Live Scan fingerprinting is required.

The term “recreational” includes, but is not limited to, sperts, dance, academic, and other recreational camps or dinics
for minor children hosted by the csu.

*Eli-::l-: here

SEA (FWS)

One SEA for year-round
employment. Selecting
the term will determine
which fields will need to
be completed



Department and Student Allocations

First — FWS/LAEP budgeted to your department from your Division

Second - the student’s FWS/LAEP 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. :

ORLESS




Monitoring FWS & LAEP Earnings

© Run the TL Allocation report to check balances monthly and more often near the end of a term

© The “Nearing Earning Limit" message will appear when the student is within $700 of their limit

© Have the student check with the Financial Aid Office to see if the FWS award can be increased AWARD Limit
©If not eligible for an increase have the student stop working or appoint them on a non-FWS appointment AHEAD

Heport Date: 1206023 San Diego State University Division:
Hepaeri: SIVTLINSR Time and | aher YWark Stmdy Stdent Allocatian Summary Page: Hia
Reparied Hours from GR01072025 to 12062023

Studemi Remamning
RodIDr Emglll}  Mamc Pos. Nbr  Depisd  Semesber Allocation Hours Raic Cobe Gross  Amount

| I 15210 $1630  $2479.23

Fall 2023 §2 5000 () 13210 247923 5207 Nearimg Earning 1imi

Spring 2024 b2 S (Nl Y DMk 520 5 1
Samaser 2024 § D S 0 S0m

Emsployee Todsl 55, DL} 15210 2 AT 23 52,5007
I 50 5iss0 S5

Fall 2023 52, S0} 163 50 v 5-32

Spring 2014 52 50000} 5 0.00 52,500.00

Summscr 2024 LT % [N % 00

Emuployves Todal S5 00D (M) 825134 25 LI ARL T




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

ocT

WAGE

EARNINGS

HOURS

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

6260

114,00
456.00

52.00

2,052.00
E28.00

s

1.431.00

LB B U

0.40
37960
24050

1,672.007
42250

247375

NON-FWS Fall 2022 - Student Balances
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Tips for Staying w/in FWS Award Limits

1. Inform students on how many hours they have
available to work

2. Have students enter hours each day they work

3. 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
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Jake, below is a record of hours you have available to work

in your FWS job this Spring semester.
Mumber of Hours Worked So Far

Enter your total number of hours each month.
=

Total Hours
Fall Award .
.. Available to
Divided by

Work for the
Hourly Wage
Semester

Hours Remaining

52,500 $16.00

Use Excel or Google Sheets to share

balances one on one with students.
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for All Student Job Postings

If you haven't had a chance to set up a account for your area, no problem...

© Handshake allows you to post and take down your customized FWS Job descriptions
© 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

© Contact Patricia Nieves in Career Services for questions regarding Handshake



FWS / LAEP Start and End Dates for the Year
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* May 30 is the last day of spring term that FWS and LAEP students can work. If a student n i n May 31 ey will need t on a non-F appointment.




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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