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Training Items

Student Employment procedures:
 Student Assistant Requirements 

 Non-Resident Alien (NRA)Requirements 

 Review Hiring Summer Dates 

 Bridge Process

 Separation/Dismissal Process 

 Updates & Reminders

 June Pay Period 



Job Codes 1870 & 1874 Requirements

 Enrollment Status: minimum of halftime 6 
units (undergraduate) or 4 units (Graduate) 
each quarter during the regular academic 
year.

 SA's are permitted to work a maximum of 20 
hours per week when classes are in session. 
During academic breaks, SA's may work up 
to 40 hours per week. NO OVERTIME!

1874 – Bridge Student Assistant

 Enrollment Status: Less than 6 units. 

 40 hours. NO OVERTIME!

 Must be eligible to work in the United States

 Must maintain a minimum 2.0 GPA cumulative and quarterly (supervisor responsibility to verify 
GPA) 



Non Resident Alien (NRA) Student 
Requirements

Students under Job Code 1868 require the following: 

 NRA students are hired on an annual base 7/01/2019 - 6/30/2020.

 Non Resident Alien (NRA) student must be eligible to work in the United States.

 Classified under Job Code 1868 on the student listing form.

 Must maintain a minimum 2.0 GPA cumulative and quarterly (supervisor responsibility to verify quarterly). 

 Enrolled in fulltime courses of 12 units (Undergraduate) or 8 units (Graduate) each quarter.

 NRA students are authorized to work a maximum of 20 hours per week and 40 hours during academic 
breaks.  

 Summer – NRA students must follow Bridge track sheet but must remain in class code 1868. 

 Must validate employment eligibility and obtain NRA form (Access to these forms are provided at the 
College of Education 356 or by contacting 909-537-5193).

 Complete Employee Action Request form (EAR) by appointment (Access to these forms are provided at 
Chaparral Hall 106 or by contacting 909-537-3988 or 909-537-7575).





Bridge Examples 
• Ex 1: 0 units enrolled total.

• Ex 2: 
• Regular Session (10 week) 4 

units
• Session I & II – 0 units

• Ex 3: 
• Session I – 4 units, 
• Session II – 4 units

• Ex 4: 
• Session I – 4 units,
• Session II - 0 units

• Ex 5: 
• Session I – 0 units, 
• Session II – 4 units



Student Assistant 
Examples
• Ex 1: Regular Session (10 week)- 6 

units or more.

• Ex 2: 
• Regular Session (10 week)- 4 

units & 
• Session I -2 units or more & 
• Session II- 2 units or more.

• Ex 3: 
• Regular Session (10 week)- 2 

units & 
• Session I- 4 units & 
• Session II- 4 units. 

• Ex 3: 
• Regular Session (10 week) 0 

units & 
• Session I- 6 units & 
• Session II- 6 units.



Student Assistant  
Session I
Bridge Session II
• Ex 1: 

• Regular Session (10 week)- 4 
units, 

• Session I- 2 units, 
• Session II- 0 units.

• Ex 2: 
• Regular Session (10 week)- 0 

units, 
• Session I- 6 or more units, 
• Session II- 0 units.



Bridge Session I
Student Assistant  
Session II
• Ex. 1: 

• Regular Session (10 week)- 4 
units, 

• Session I: 0 units, 
• Session II- 2 units.

• Ex. 2: 
• Regular Session (10 week)- 0 

units, 
• Session I: 0 units, 
• Session II- 6 or more units.



Summer routing Slip 



Why is Enrollment Verification 
Important for Summer Appointments?

 Enrollment Verification before completing Student hiring paperwork is 
extremely important because Bridge Students are not FICA exempt and 
their pay will be subject to Retirement contribution deduction Medicare 
tax withholding.

 Failure to hire students under correct enrollment statues could result in 
retroactive accounts receivables (overpayments) for the students. 



Graduating Seniors 
 Must start Bridge appointment immediately. Appointment dates: 

6/19/2019-9/07/2019

 Separation Process:

Must have pay available on last day worked. Please coordinate with Student   
Employment Office and Payroll to have pay ready.

 Graduating student assistants may be granted an additional quarter depending 
on department’s budget. Student may work one term immediately following 
graduation hired only under a bridge appointment. 

 Must only work up to last the day of finals. 

 NRA Students (1868) – May or may not be eligible to work an additional term 
after graduating unless authorized by the International Center (program dates). 



Handshake Update 

 Job Summary:

 Job Description:

Minimum Qualifications: 

 Skills/Abilities preferred:

 Supplemental:

Other Department Information (if needed): 





Mass Termination 

 For all students ending appointments on 6/30/2019  
Job Codes 1870 and 1868.

 For all students ending appointments on 9/10/2019 
Job codes 1874.

 No Termination forms needed if student will be 
rehired as bridge over the summer or rehired when 
Fall quarter begins



Reminders! 

New hires need to report to Student Employment Office prior to 
beginning their employment to complete the federal I-9 form. This 
form establishes employment eligibility and must be completed in 
Student Employment within three business days of intended start 
date. 

Full name on provided identification documents must match exactly.

 Example of required I-9 documents (cannot be copies): 
Photo ID and Social Security Card

OR 

Photo ID and Birth certificate  



Reminders!

Supervisors are responsible for keeping track of their 
student employee(s)! 
 Hiring documents completed/accurate

 Supervisors of students in concurrent positions on campus need to 
communicate to ensure students do not exceed max hours per 
week/per month

 Separation/Dismissal Requests

 General updates to position (pay rate change/supervisor change)



Reminders! 

Separation/dismissal process Per AB 2410, which amended 
Section 220 of the Labor Code:

 Separations – Resignation (Separation) : 
– An employee who resigns must be paid no later than 72 hours from date of separation
– If the employee provides at least 72 hour notice of their separation, they are entitled to owed wages 

at the time of separation. 
– The 72 hours is a continuous period that includes weekends and holidays. EX: if an employee resigns 

without prior notice on a Friday at 5:00 p.m., the employer has until 5:00 p.m. the following Monday to 
pay owed wages. 

 Separations – Dismissal: An employee who is discharged must be paid wages 
earned immediately. 



Reminders! 

 Student Evaluations Due 5/31/2019!

 Future wages: 



June Pay Period 

1870 & 1874 Student Listing 
Up until the 18th of June 2019, a student employee may 
be classified as a student assistant with an 1870 job 
code. On June 17 and June 18, these active student 
assistants are eligible to work full time as classes are no 
longer in session. The bridge date begins 06/19 if the 
student is enrolled in less than 6 units or no units during 
the summer. 

This means you would need to report time on two listings 
1870 and 1874:

 May 31 – June 7 – 24 hours total 

 June 9 – June 15 – 20 hours total 

 June 16 – June 22 – 40 hours total , report hours for 
1874 starting on June 19. 

 June23 – June 29 – 40 hours total 

1870 Student Listing
Those students confirmed to be enrolled in 6 units or 
more during summer session one would need to report 
hours under only one student listing. They are able to 
work fulltime hours during the following two dates June 
17 and June 18. 

 May 31 – June 7 – 24 hours total 

 June 9 – June 15 – 20 hours total 

 June 16 – June 22 – 28 hours total 

 June23 – June 29 – 20 hours total 



If You Have Any Questions Regarding 
Training Please Contact:

Rodrigo Mercado

Student Employment Lead, Human Resources 

rmercado@csusb.edu  (909) 537-7254 Direct Line (909) 537-7019 FAX

Joseph Ornelas

Student Employment ASC, Human Resources

Joseph.Ornelas@csusb.edu (909) 537-3437 Direct Line (909) 537-7019 FAX

Department Location:

Sierra Hall, Room 119

Office Hours:  Monday-Friday 8AM-5PM

Summer Hours: Monday-Thursday 7:00AM-5:30PM
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