
Guidelines for Completing Appointment of
Instructional Student Assistants Form

Complete fields as follows:
Employee ID Employee’s identification number assigned in PeopleSoft
Effective date of employment or change First day the appointment will take effect
Expected termination date (End of) Check the box of the semester that appointment will end
Hourly rate Minimum rate is $16.00/hr

Subject to change See the CSU Salary Schedule
Requisition Number Use the requisition number corresponding to the number on the

position announcement. Example: WC_ISA_2223
Individuals may be hired without such a posting if they meet either one of
these 2 exceptions:
• Appointment is being made in fulfillment of a commitment of
support made to the student at the time of admission
• Appointment is in fulfillment of a commitment made to the student
under an existing advising relationship with a faculty member

If exceptions are met, Academic Personnel must receive a copy of the
admission letter or grant related documents along with this appointment form

Department Name Respective department name that coincides with the HR department number
Department Number Respective department number in PeopleSoft
Expected number of hours per week The expected amount of hours per week that student will work

Academic Personnel 7.22

https://www2.calstate.edu/csu-system/careers/compensation/Pages/salary-schedule.aspx

