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APPOINTMENT NOTICE, 2014-2015 AY
INSTRUCTIONAL STUDENT ASSISTANT (ISA)
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[Date]

[Name]

[Address]

[Address]
Dear     :

I am pleased to offer you an appointment as an Instructional Student Assistant (with the Job Code checked below) at California State University, Northridge for the period indicated below: 


□  1150  – Instructional Student Assistant (ISA), On Campus 



□    1151 – Instructional Student Assistant (ISA), On Campus Work Study


□    1152 – Instructional Student Assistant (ISA), Off Campus


□    1153 – Instructional Student Assistant (ISA), Off Campus Work Study

This appointment automatically expires at the end of the period stated and does not establish consideration for a subsequent appointment. No other notice shall be provided. This appointment is conditioned upon budget or enrollment. No Fee Waiver is associated with this appointment. ISAs are paid on an hourly basis, based on the needs of the department.
The particulars for your Instructional Student Assistant appointment include the following:


College:

[College]




Department:
[Dept/Dept ID]

Session: [Session]
Begins: [Start Date]
Ends: [End Date]
General Duties:


Time-Base or Range of Hours:
Up to XX Hours (not to exceed 20 hours per week if enrolled in classes)

Gross Pay:


Supervisor:




Contact #:


A Description of Duties Form for this appointment is enclosed. Should you have any questions regarding your assignment or the terms of this appointment, please contact your supervisor as noted above.  Additional terms and conditions of this appointment are covered by the Collective Bargaining Agreement (CBA) between the CSU and the UAW.  For further information regarding the UAW, please refer to the UAW website:  http://www.uaw4123.org.  The Collective Bargaining Agreement (CBA) may be referenced at: http://www.calstate.edu/LaborRel/Contracts_HTML/CBA_Contract/. Information regarding the California Loyalty Oath can be found at http://www.csun.edu/hr/loyalty-oath.
For your appointment to be processed, you must sign and return this letter to your department office no later than 14 days from the date of this letter.  You may wish to make a copy of this letter for your records.
Sincerely,



Dean





□  I accept the above offer of employment               □  I do not accept this offer of employment

_______________________________
   ______________________
     ________________
Signature



   CSUN ID#

     Date

Academic Year 2014 – 2015
Instructional Student Assistant
SIGN-IN AND IRCA VERIFICATION
If this is your first employment appointment at CSUN or if you have had a break in service of 18 months or more, you must complete the Sign-In Process in the Office of Human Resource Services, University Hall 165, (818) 677-2101.  Please obtain a New Employee Sign-In Form (Employee Authorization Form) from your Department.  All new employees must establish identity and work authorization under the Immigration Reform and Control Act of 1986 (IRCA) by presenting the required documents listed on the back of the I-9 Form on or before the effective date of this appointment.  The completion of the Sign-In Process is required on or before the effective date of the appointment and necessary before any payment can be made.
SALARY PAYMENTS
Compensation for the duties of the appointment will generally be paid as follows; Pay dates may vary based on the timing and particulars of your appointment. 

Instructional Student Assistants are classified as hourly employees and are paid for the work reported on the timesheet.  Consult with your supervisor/manager to determine if you are a self-reporter.  If you are a self-reporter, report time worked on the online timesheet.  If you have more than one student job, double check to ensure that you enter and record your time against the appropriate record/position.   If you are not a self-reporter, submit your paper timesheet to your department Timekeeper or Coordinator.   Consult with your department to obtain time reporting and timesheet submission deadlines as the dates may vary by department.
Pay warrants are issued on or about the 15th of the month following the end of a pay period.  Specific dates may be found on the Payday Calendar located on the Human Resources Payroll webpage or at: http://www.csun.edu/payroll.
BENEFITS   (http://www.csun.edu/benefits)

Instructional Student Assistant classifications are not eligible for CSU provided core benefits.

If while you are employed as a Instructional Student Assistant you are not enrolled in a minimum of four units during an academic period (Fall, Spring, or Summer), you will not be eligible for the Student FICA exemption per Internal Revenue Service Code session 3121 (b)(10) and the CSU Student Employment Program.  As a result, 1.45% of your gross earnings would automatically be deducted for Medicare Tax.  In addition, you will automatically be enrolled in the Part-Time/Seasonal/Temporary (PST) Retirement Plan and be required to contribute 7.5% of your pre-tax gross pay each applicable pay period.  If you are an active member in the California Public Employees’ Retirement System (CalPERS), you will not be required to participate in the PST Retirement Program.

The funds deposited into the Part-Time/Seasonal/Temporary (PST) Retirement Plan are fully vested upon enrollment; you are entitled to 100% of your account 90 days after you separate from service.  The PST program is a qualified 457 plan under the Internal Revenue Service Code and is administered by Savings Plus.  For additional information including designating a beneficiary and obtaining access to your funds, please visit the PST website at: https://www.savingsplusnow.com/pst/plans/whats_pst.html. 
WORK LOAD
Students appointed solely into an Instructional Student Assistant classification are limited to a maximum of 20 hours per week of total employment while enrolled in classes.  Instructional Student Assistants employed for less than 20 hours per week may be appointed concurrently to other student classifications up to a combined total of 20 hours per week.  Students hired into a student classification may not be hired into a non-student classification such as staff, consultant, or emergency hire.

If you have any questions regarding your appointment or this letter, please contact your supervisor or department coordinator.
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