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Aspects of ASE Employment

• Students first, employee second
• Must be a matriculated student and academically eligible
• Completion of specific coursework may be required to be qualified
• ASEs may not be simultaneously appointed to a staff or faculty position

– Can work in other ASE or Student Assistant positions
• ASEs are represented by the United Auto Workers (UAW) and follow the 

Unit 11 collective bargaining agreement



ASE Classifications

• Academic Student Employees consist of 3 classifications
– Instructional Student Assistants (ISAs)
– Graduate Assistants (GAs)
– Teaching Associates (TAs)

• Guidance for Choosing Student Appointment Classifications

https://docs.google.com/document/d/1GiVFTL7LUy9MD2fftAJ7GWgfVOKSPxGUIiMHYJ3IfuE/edit?usp=sharing


ASE Classifications

• Instructional Student Assistant

Topic Description

Duties Tutoring, grading, and/or limited teaching work in an academic department 
over the course of an academic term, on or off campus

Exemption Status Non-exempt

Appointment Type Monthly

Approved Hours Work no more than 20 hours per week; no more than 40 hours per week 
during breaks

Payment Hourly rate - Reports hours worked

Student Status Undergraduate and graduate students

Expertise Possess the ability to learn and perform assigned work

Enrollment Requirement Must be in enrolled status in an SJSU degree program

Job Codes 1150 on-campus, 1151 on campus work study, 1152 off-campus, 
1153 off-campus work study



ASE Classifications

• Graduate Assistant

Topic Description

Duties Supervise students in a classroom, workshop, or laboratory under faculty 
supervision; assist faculty with research; participate in the evaluation of 
students’ work; tutoring students; and other related work

Exemption Status Non-exempt

Appointment Type Academic Year or Monthly

Approved Hours Work no more than 20 hours per week; no more than 40 hours per week 
during breaks

Payment Monthly salary

Student Status Graduate students only

Expertise Must draw on expertise in field of study

Enrollment Requirement Must be in enrolled or admitted status in an SJSU degree program

Job Codes 2355 AY/semester, 2325 Monthly, 2326 on-campus work study



ASE Classifications

• Teaching Associate

Topic Description

Duties Classroom and laboratory instruction under direct faculty supervision

Exemption Status Non-exempt

Appointment Type Academic Year or Monthly or by Session

Approved Hours Work no more than 40 hours per week; no more than 20 hours per week if 
appointed to multiple SJSU positions

Payment Monthly salary

Student Status Graduate students only

Expertise Must draw on expertise in field of study

Enrollment Requirement Must be in enrolled or admitted status in an SJSU degree program

Job Codes 2354 AY, 2353 12 month, 2324 summer



Recruitment Process

• Departments post jobs on Handshake
• Students apply for position online
• Department selects a candidate after application screening and 

interviews
• Department ensures candidate is matriculated/enrolled and has meets 

degree program requirements
• Department gives candidate ASE Intent to Hire Letter 
• Department complete Non-CHRS Recruiting Onboarding: Form I-9
• Candidate receives EVC
• Department collects all required appointment forms on Checklist for 

Academic Student Employee
• Department uploads required appointment forms to OnBase
• DO NOT ALLOW EMPLOYEES TO BEGIN WORKING BEFORE THEY RECEIVE THEIR EVC 

– The recruitment process must be completed before work begins (including 
process for concurrent hires)

– Effective date of appointment must be the date of the EVC or later

https://sjsu.edu/up/docs/ase-intent-to-hire-letter.docx
https://docs.google.com/forms/d/e/1FAIpQLSfoDTAfSe-H67_ZYOKaJMwoU7S8o09V7U3HhRFLl9NWIwoupw/viewform
https://www.sjsu.edu/up/docs/checklist-for-academic-student-employee-appointment.pdf
https://www.sjsu.edu/up/docs/checklist-for-academic-student-employee-appointment.pdf


Required Documents

• Checklist for Academic Student Employee

Required Materials New Hire Rehire More or 
Concurrent Hire

Revision

Appointment Form (for GAs/TAs) or
Employee Profile (for ISAs)

X X X

Statement of Terms and Conditions X X X

Description of Duties X X X

Resignation Letter N/A N/A Required for resignation

Letter of Interest or Application Optional Optional Optional

TA Fee Waiver Optional for TAs only Optional for TAs only Optional for TAs only

CSU Employment Questionnaire Optional Optional Optional

https://www.sjsu.edu/up/docs/checklist-for-academic-student-employee-appointment.pdf


CSU Contract Data

• TA (job code 2354) - one semester
– Contract Type: Semester appointment
– Effective date should be semester start date
– Term End Date should be semester end date



CSU Contract Data

• TA (job code 2354) - Academic Year

– Contract Type: Academic Year Appointment

– “Save” fall semester row first, then add a row for the spring semester

– New row should have Effective Date of spring semester start

– Update Term to spring semester



CSU Contract Data

• GA (job code 2355)
– Can be hired in semester or AY only
– Effective date should be semester start date
– Term End Date should be semester end date



CSU Contract Data

• GA (job code 2355) - Academic Year

– Contract Type: Academic Year Appointment

– “Save” fall semester row first, then add a row for the spring semester

– New row should have Effective Date of spring semester start

– Update Term to spring semester



CSU Contract Data

• GA Monthly (job code 2325)
– Student can be hired at any time throughout the year
– Effective Date and Term End Date can be any dates



Appointment/Revision 
Form for GAs/TAs

• The Appointment/Revision form is generated for GAs/TAs after 
CSU Contract Data is created



Appointment/Revision 
Form for GAs/TAs

• Semester appointment
– First line of Action/Reason: 

Enter Action/Reason of fall 
semester; date auto populates

• Academic year appointment
– First line of Action/Reason: Enter 

Action/Reason of spring semester; 
date auto populates

– Second line of Action/Reason: 
Enter fall semester date and 
Action/Reason of DTA/APT



Statement of Terms and 
Conditions for GAs/TAs

• The Statement of Terms and Conditions can be generated for GAs/TAs 
after CSU Contract Data is created

• In the “TF Contract Total” tab on CSU Contract Data, the “Letter Code” 
should reflect CN1



Statement of Terms and 
Conditions for GAs/TAs



Employee Profile

• ISAs are appointed using an Employee Profile
• For students who have never worked in an ISA position: Employee 

Profile
• For students who have been employed in an ISA position: Generate 

an Employee Profile from SJSU@Work 
– Employe Profiles printed from SJSU@Work contain job history

https://www.sjsu.edu/up/docs/help/FR_Employee_Profile.pdf
https://www.sjsu.edu/up/docs/help/FR_Employee_Profile.pdf


Employee Profile

• For returning students to ISA positions, 
generate an Employee Profile

• Path: Main Menu > SJSU Human Resources 
> Workforce Administration > Employee 
Job Profile

• Enter Empl ID numbers
– Add rows for multiple ID numbers

OR
• Enter the Dept ID and select desired 

positions

• For new ISAs, download the Employee 
Profile and enter minimum information



Statement of Terms and 
Conditions for ISAs

• The ISA Terms and Conditions is a fillable PDF form that outlines the 
terms of the appointment

https://www.sjsu.edu/up/docs/statement-of-terms-and-conditions-of-employment.pdf


Description of Duties

• Description of Duties for each position can be found on the UP website
• Check off the options that best describe the job duties

– Use “Other tasks as assigned” section if job duty is not listed
• TAs require the checkbox “Attend Training ( including mandatory University TA training”

https://www.sjsu.edu/up/resources/onboarding/academic-student-employees/index.php


TA Fee Waiver

• Teaching Associate Fee Waiver 
Application is an optional form 
that is only applicable to 
Teaching Associates

• Refer to the Teaching 
Association Fee Waiver 
website for more information 
including eligibility 

https://www.sjsu.edu/up/docs/teaching-associate-fee-waiver-application.pdf
https://www.sjsu.edu/up/docs/teaching-associate-fee-waiver-application.pdf
https://www.sjsu.edu/up/mybenefits/tuition-fee-waiver/teaching-associate-fee-waiver.php
https://www.sjsu.edu/up/mybenefits/tuition-fee-waiver/teaching-associate-fee-waiver.php


Appointment Information

• GA vs. GA Monthly
– GA used when start date matches semester start and end date
– GA Monthly used when start and end dates do not align with semester 

start and end dates
• TA vs. 12-month TA vs. Summer TA

– TA used when start date matches semester start and end date
– 12-month TA used when start and end dates do not align with semester 

start and end dates
– Summer TA used only during summer

• Appointment duration:
– ISAs can be appointed for no more than the start and end dates of the 

academic year
• ISAs working in the summer require appointment paperwork to be 

submitted for summer dates
– GAs and TAs must be appointed based on their classification

• AY classifications must be appointed by semester/AY
• 12 month classifications must be appointed in 12 month job codes



Appointment Reminders

• Pay information:
– ISAs are paid on hourly basis; must be at least the minimum wage
– GAs/TAs are paid on salary basis
– Continuing ASEs should have a pay/salary rate that is the same as the prior 

semester’s pay/salary rate in the department or higher
– ASE Salary Schedule

• ISA appointments should have Appt End Date and position number that maps to an 
ISA position

• Students cannot hold an ASE position while active in a staff/faculty position
• Student employees cannot work more than 20 hours per week if appointed to multiple 

SJSU positions
– TAs can work no more than 40 hours per week if only holding a TA position

• Students who graduated cannot work in ASE positions
• Departments should run Active Position List to ensure that positions numbers are set 

up 
– Submit a Position Management Action Form (PMAF) to request new or make 

updates to position numbers

https://www.sjsu.edu/up/docs/academic-student-employee-salary-schedule.pdf?v=2.2
https://app.docusign.com/templates/details/756b3814-b9e2-4802-9e0b-0f5922c8cbf5


ASE Submission in OnBase

• Academic Student Employee Submission [OnBase]
– Do no use the Student Assistant Appointment Form in OnBase for 

submitting ASE appointment paperwork

• Select College and Department Name

https://ecm.sjsu.edu/appnet/UnityForm.aspx?d1=AZy8CkIDquWIJacowBuK5hXrb%2f3yqYMXuDf9KowqZ4n9wZxZtMM%2fyDTKfqlafEsNx0oI767eiFTHCiKqWwfsN5DtfygpLw6dwzGR7QY%2b1VqUTSmxL9hn%2boeywoTsLSvRVwkOFuUsGI%2bp6p7QbL86hMORi93pZsbmWmCGp8x6DDYSV7BIfTX3uE5wcrrww40DE%2bFhGctRc3uS4Ch6ppxvaAvTVT9PYFfRYY1TlQV8Te8jir5dNBx8nYhn6%2bVW8E0%2fuw%3d%3d


ASE Submission in OnBase

• Input SJSU ID to auto populate first and last name
– If name does not appear, faculty newly created. Enter name in 

Comments
• Select Request Type
• Select Appointment Type
• Enter Appointment Effective Date

– Should match the Effective Date on the Appointment Form 



ASE Submission in OnBase

• Request Type
– New Hire: first time working as an ASE at SJSU
– Re-Appt or HIR/CON: 

• Re-Appt: ASE previously worked in the department until the end of 
their contract and will get another subsequent contract without a 
break in service

• HIR/CON: ASE already works on-campus and will work in a different 
department as a new ASE

– Revision: use when a change needs to be made to an appointment that 
has already been submitted

– Separation: use when an ASE will not work and has an active position



ASE Submission in OnBase

• UP Student Work Category
– Add rows and input the categories that best describes the ASE’s work
– Total Workload Percentage must add up to 100%

• Categories: 
– Classroom Support, Evaluating, Grading, Instruction, Required Training, 

Research Support, Tutoring



ASE Submission in OnBase

• Based on the selected Request Type and Appointment Type, the form will 
display various attachment boxes 
– Refer to the Checklist for Academic Student Employee for the required 

documents to upload

https://www.sjsu.edu/up/docs/checklist-for-academic-student-employee-appointment.pdf


ASE Submission in OnBase

• Attachments can be removed by 
clicking on the “Remove” link

• Optional documents can be added 
to the attachment box titled 
“Attach Other Documents”

• More than one document can be 
added to the “Attach Other 
Documents” box



ASE Submission Reminders

• Check in with your Dean’s Office for your college’s process

• Use the Academic Student Employee Submission [OnBase] to only submit 
appointment paperwork for ISAs/GAs/TAs

• Input the Appointment Effective Date on the OnBase form, which should match the 
effective date on the Appointment Form/Employee Profile

• Ensure that documents are being uploaded for the student listed on the OnBase form
• Ensure that all required documents are submitted for the Request Type
• Upload documents for AY 2025-2026
• Required documents should have valid signatures
• Forms are filled out completely 
• Appointment Form and Statement of Terms and Conditions for GAs/TAs must match 

the information in CSU Contract Data
• Rank should match the prior semester; Salary should match the prior semester or can 

be higher
• If an appointment is returned for edits, use the link in the email to return to the 

appointment in OnBase and make the necessary changes
• Review email notifications for appointments that have been submitted so that 

duplicate appointments are not submitted

https://ecm.sjsu.edu/appnet/UnityForm.aspx?d1=AZy8CkIDquWIJacowBuK5hXrb%2f3yqYMXuDf9KowqZ4n9wZxZtMM%2fyDTKfqlafEsNx0oI767eiFTHCiKqWwfsN5DtfygpLw6dwzGR7QY%2b1VqUTSmxL9hn%2boeywoTsLSvRVwkOFuUsGI%2bp6p7QbL86hMORi93pZsbmWmCGp8x6DDYSV7BIfTX3uE5wcrrww40DE%2bFhGctRc3uS4Ch6ppxvaAvTVT9PYFfRYY1TlQV8Te8jir5dNBx8nYhn6%2bVW8E0%2fuw%3d%3d


Notifications

• The initiator of the form will receive emails from OnBase after submission of the 
appointment 

• Keep the Document ID number handy
• Receive email upon: submission of appointment, approval by Faculty Services, 

approval by Payroll/Personnel 



Notifications

• Faculty Services will return the 
appointment to the department for 
updates if errors prevent the appointment 
from moving forward
– Common reasons: Required 

documents are missing, no signatures, 
need an updated form

• Initiator will receive an email with the 
reason and a link to the form
– Click on the link to the OnBase form 

within the email and upload 
requested items

– Do not create a new appointment in 
OnBase



Questions

• Email up-faculty-appointments@sjsu.edu

• Attend Open Labs

mailto:up-faculty-appointments@sjsu.edu
https://docs.google.com/document/d/1gzzV8F3vh4mS0vFrqLIDnHBucZEiRkNOaGQdbZqXH0o/edit



