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Process



Form and Instructions 



Form and Instructions 
► https://hr.sdsu.edu/



Form and Instructions

Links to SEA forms and detailed instructions can be found on the CHR 
website under "Student Employment"

Department coordinator/supervisor will complete and sign the SEA via 
Adobe Sign

SEA will be automatically routed for additional signatures if necessary 
(the number of signers will vary by department/division)

SEA will then automatically be routed to CHR and enter automated 
workflow process

We will review for pre-boarding and background check if necessary

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 
via email when it has been sent out

► Background checks are only required 
for students if:

► Federal or state law requires it. You 
must cite the law requiring it.

► Position accesses PL1 Data

► Position requires contact with a 
minor

► This requires both a live scan and 
a background check 

► Live scan forms can be found on 
SharePoint under CSU 
Background Check Policy



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



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 90 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



Pre-boarding Process



Pre-boarding Notification/CHR 
Processing

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

► Pre-boarding 
instructions are sent 
to both the 
department 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 reviews documents, signs and submits 
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 to 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 to satisfy 
work eligibility requirements (Form I-9) and 
a receipt from the Social Security 
Administration 

► Payroll processing will not occur until HR 
receives the social security number



SEA Action Complete
► Authorization for a student to begin 

work comes from CHR via email to 
the “Reports to” supervisor, and 
department coordinator

► The “Signed and Filed” email from 
Adobe does NOT authorize a student 
to begin working

► Students should not work until this 
email is received  

► If students report completion of 
both pre-boarding steps and the 
authorization email has not been 
received within 5 business days, 
please contact Payroll



Payroll
Student Payroll Update and Reminders



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



Important Dates: 

December 11: last day graduating federal work study students can 
work
December 29: last day graduating seniors (non-federal work study)
December 31: last day for all other students
April/May 2024: re-evaluate students for summer



Please verify your students’ spring status 
and submit a

Student Employment Authorization Form

SEA can be found under Student Hiring
on the CHR website

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:

► Step by Step 
instructions for running 
the T&L Student 
Reported Hours 
Report are available 
on SharePoint.  

► Please contact your 
Payroll Technician for 
assistance.

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


Time & Labor Reports - Summary:
Main Menu > Workforce Administration > SDSU Reports > TL Student Reported Hours

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



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 continuing 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.



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.

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 track their hours accordingly.

● 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.).
► In 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 action when 
changing student classifications. 
i.e., 1874 to 1870

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



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

Dismissed students must receive their pay on 
their last day.

Per California Labor Codes 201 & 202.

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 critical to complete these 
steps  so that the final paycheck 

can be issued on time.



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 

date 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)?

❑ LAEP is a new California 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

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

❑ 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

❑ 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:

Click on Student Employment

View a step by step hiring process in the SDSU Student Employment Handbook

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



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

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

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



Department and Student Allocations

THERE ARE TWO ALLOCATIONS YOU WILL MONITOR

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

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

NOTE:

In the Fall Semester students cannot 
earn more than their fall award.  
However, in the Spring Semester, 
students can earn any amount of 
unused Fall award. 



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
◎If not eligible for an increase have the student stop working or appoint them on a non-FWS appointment



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



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

J. Smith

Use Excel or Google Sheets to share 
balances one on one with students.



Career Services for All Student Job Postings

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

sdsu.joinhandshake.com

◎ 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

PLEASE REMEMBER:

No FWS / LAEP work on 
May 31, July 31 and 
August 1

Students cannot begin 
working until the 
department receives 
a CHR email stating 
that work can 
commence



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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