	     
  
	SONOMA STATE UNIVERSITY
Appointment of Graduate Assistants 


Instructions:  Once you have completed the form, attach a copy of the job description/announcement and deliver the original to Faculty Affairs.  Give the student employee a copy, and direct him/her to Employee Services, located in Salazar Hall on the second floor, for sign-up and orientation.  Every student must complete the sign-up process in Employee Services prior to working.  Faculty Affairs will issue an appointment letter with procedural information attached.  If you have questions regarding use of this form, call 664-2192 (CRS 877-735-2929 TTY).  Open Hire positions will be posted on the SSU Website. (www.sonoma.edu/aa/fa/unit11jobs.shtml).   Please enclose a resume with  name, address, phone number, and education and work experience unless this is a reappointment.
*
Graduate Assistants may be appointed for an average of up to 20 hours per week when classes are in session and up to 40 hours per week during Intersession and summer.  Two appointment types are possible: semester/academic year or monthly.  Students on work-study are in a separate job code that is treated as a monthly appointment.
*
Semester/academic year appointments are always for the semester or year, with the work schedule falling within the semester(s); partial semester appointments may not be made through this job code.  Five monthly payments are issued per semester, starting with the September or February pay period.
*
A monthly appointment may begin or end at any time, as long as the Graduate Assistant is enrolled in classes throughout the period of appointment or, during the summer, is expected to return as a graduate student in the Fall. 
*
Graduate Assistants are non-exempt employees unless performing research related to their course of study.
*
Graduate Assistants may be appointed to other student classifications such as Teaching Associate or student assistant, but not to any staff or faculty appointments, including Special Consultant or Casual Worker, job codes commonly used for special intermittent work.
	HR Department Name:        
	HR Department Number:     

	Employee Name:*      
	Employee ID:       
	(not applicable for new employees)

	*As it appears on  the employee’s Social Security card or in PeopleSoft
	Employee Rec No.   
	

	Payroll Unit:      (Payroll unit is used for proper sorting of paychecks at distribution)
	PeopleSoft Position Number:      

	 FORMCHECKBOX 
 
Graduate Assistant, semester/academic year (Job Code 2355)  

for the (semester)              FORMDROPDOWN 
 , (year)               FORMDROPDOWN 
 semester or for the                 FORMDROPDOWN 
 academic year 

	 FORMCHECKBOX 

Graduate Assistant, monthly (Job Code 2325) or,  IF avehours > 20 "* Hours must be between 1 and 20 *" "" 
	from Start Date        to End Date      

	 FORMCHECKBOX 

Graduate Assistant, Work Study (Job Code 2326)
	

	Base pay rate* $     
	Average hours per week     or
	Approximate Net Monthly Pay $ 0.0 FORMTEXT 

0.00


	
	Fraction of appointment     /   
	Approximate Net Monthly Pay $ !Zero Divide FORMTEXT 

     


	*Base pay rate is the rate that would be paid if the individual worked an average of 40 hours per week.


 FORMCHECKBOX 
  This appointment is being made in fulfillment of a commitment of support made to the student at the time of admission.
 FORMCHECKBOX 
  This appointment is being made in fulfillment of a commitment of support made to the student under an existing advising relationship with a faculty member.

 FORMCHECKBOX 
  In performing this assignment, this student will be performing research related to his/her course of study.
	Distribution of Labor Cost
	Use this section to identify funds from which this position is to be paid.

	Acct
	Fund
	Finance Dept ID
	Program*
	Class*
	Project/Grant*
	Percentage applied to appointment

	601103
	     
	    
	     
	     
	     
	     %

	601103
	     
	    
	     
	     
	     
	     %

	*only if applicable; not required for all appointments                          Total:
	00.0000%  (must equal 100%)

	Financial Services Use Only
	 FORMCHECKBOX 
  Department
	 FORMCHECKBOX 
  Pool  ________________
	 FORMCHECKBOX 
  Appointment  ______________________

	Financial Services Director
	Date
	Keyed into PeopleSoft on


Review and approval:

Department Chair

Date

School Dean/Director

Date

(Faculty Affairs use only)   Approved and Keyed into Peoplesoft on_______________  Copy to Budget on________________

A copy of this document will be filed in the employee’s Personnel File
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Page 1 of 1

