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16
STUDENT EMPLOYMENT FORM (for current UW students only)
	 FORMCHECKBOX 
 Undergraduate 
	Academic program enrolled in*:
	Concurrent employment***:  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	 FORMCHECKBOX 
 Graduate student
	# of credits enrolled in**: 
	Job class code: 

	*For graduate student employees who are TAs/RAs, the academic program in which the student is enrolled may affect the pay rate. Consult the appropriate Variable Rate Salary Schedule.
**For hourly student appointments, UGs must be enrolled in 6 credits; Grads and Professional students, 5 credits; Ph.D candidates, 2 credits.  Graduate students in salaried appointments must be enrolled in at least 10 credits during the regular academic year or 2 credits in the summer.  Graduate RAs can only be hourly in the summer, if they are not enrolled in any credits.
***Student is limited to working 19.5 hours for all hourly student appointments combined. Multiple appointments for salaried graduate ASEs may affect the salary schedule used.

	Legal Employee Name


	Student ID Number (REQUIRED) 
	Email Address



	Supervisor

	Campus Box No:

	Supervisory Organization (name or number)


	Citizenship:  FORMCHECKBOX 
 US Citizen   FORMCHECKBOX 
 Foreign National  FORMCHECKBOX 
 Permanent Resident  FORMCHECKBOX 
  Other (please explain): 

	Appointment Start Date


	Appointment Ends On/Before


	Weekly Work Schedule/Average # of hours/week



	Job Description – attach additional pages if necessary. If hiring a Teaching Assistant or Research Assistant, you can use and attach the appropriate Job Description Template.


	Consult ASE Contract Article 15 to determine the appropriate Job Profile for any student who is a grader, tutor, RA or TA.  For the Student Assistant job profile, use Student Assistant, UWT for undergraduate students or Student Assistant – Grad, UWT for graduate students.
	Job Profile


	
	Business (Working) Title


	ESSENTIAL SERVICE STATEMENT – REQUIRED FOR ASEs ONLY

	Explain how the position provides essential services and significantly contributes to achieving the University’s mission.  If applicable, please also indicate how the position meets one of the following criteria: 1) The position performs a requirement the institution has a legal liability to fulfill; 2) Not filling the position poses a potential life or safety threat, 3) The unit size is small such that not filling the position could jeopardize operations, or 4) Filling the position is mission-critical.   (Attach additional pages as necessary.)    

	Describe alternative options to filling this position and explain the impact to your departmental operations if this position remains unfilled.  

	Clearly state how the unit will ensure they remain within budget while filling this position. 

	Confirmation has been received that a Sexual Misconduct Disclosure has been completed prior to offer being made.  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 N/A 

[All student hires EXCEPT for UNDERGRADUATE STUDENT ASSISTANTS must submit this disclosure before they can be offered the position.]

	If needed, has a criminal background check been completed?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 N/A    [If yes, provide worktag(s) below]
[Note: Students may not perform safety/security sensitive job functions until the background check has cleared.]

	COMPENSATION: GRADUATE RA/TAs have fixed salary rates based on the Graduate Student Salary Schedules.  The pay rate of a graduate RA/TA is determined by various factors, including the academic program the student is enrolled in, academic level of the student and the FTE of the appointment. All undergraduate student employees are paid on an hourly basis.
Effective January 1, 2025 Hourly pay range for UWT Student Assistant: $16.66 - $75.
Effective July 1, 2024 Minimum rate for hourly ASE: $21.57/hr  

	Cost Center: 

	Costing Allocations (Please identify funding. Funding work tag/s should equal 100%)

Program (PG) 
Example: Program (PG) PG123456 50% + Cost Center (CC) & Resource (RS) CC100000 & RS100123 50% = 100%
Can the above funding worktag(s) be charged for the background check, if applicable?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

If no – please provide the appropriate worktag(s) for the background check charge: 

	For Period Activity Pay jobs only (not hourly/salaried positions): 

	Total Payment Amount: 
	Service Period: 
	Number of Payments: 

	· Forward form to your department HCM2 or UWT HR.  Ensure that all departmental approvals are obtained prior to forwarding forms.
· Appointment letters should be provided to the ASE. Sample appointment letters are provided online: ASE Forms and Templates. 

· Stipend appointments for trainees/learners should meet the DOL criteria: https://isc.uw.edu/stipend-payments-explanation/ and are not processed using this form.  Please contact HR for more information. 
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