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What we are going to
cover:

e Student Hiring Process and Timeline
* Student Employment Eligibility

* Foreign National Student Employees
* Compensation & Work Hour Limits

» Academic Student Employee (ASE)
Notification & Salary Schedule

* Work Study Process
* Stipends

 Required Trainings for
Student Employees
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Hourly Student Hiring Process & Timeline

Department will identify the candidate and confirm student employment eligibility.
o Units can post positions and recruit students via Handshake.
Determine if a Sexual Misconduct Declaration (SMD) and/or Background Check are required.

Please send HR the student’'s name, UW Net ID, and funding work tags to initiate an SMD or
background check process.

Complete Student Employment Form and submit to UWT HR.

If a background check is required — once the screening clears, HR will enter the hire into
Workday.

Once the hire is approved in Workday — the student will receive Workday Onboarding emails;
this does not include “Additional Jobs”. It is best practice for the student employee to complete
Workday Onboarding tasks prior to their start date.

Please note: 1-9 work authorization must be completed in person within
the first 3 days of employment. If the action is not completed, the
student employee cannot perform work until the verification is complete
in Workday. The student may be terminated after 7 days, if the work
authorization is not complete.
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Timeline Example

After the student employee is selected and you're planning for the start date,
please keep in mind:

* If a background check or SMD are required & you'd like to have a student
employee start on June 1st - submit paperwork to HR by May 1st.
o 2 weeks allow for SMD & background check
o 1 week for Workday entry & ISC approvals
o 1 week for student Workday Onboarding tasks

* If screenings are NOT required & you'd like to have a student employee start
on June 1st - submit paperwork to HR by May 15th.

o 1 week for Workday entry & ISC approvals
o 1 week for student Workday Onboarding
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Student Employment Eligibility

* Undergraduate students Student employees who do not meet the credit
must be enrolled in a requirements have the option to use their “on leave”
minimum of 6 credits. quarter or transition to non-permanent staff position.

 Graduate students in hourly Otherwise, the appointment needs to be ended
positions must be enrolled immediately.

in a minimum of 5 credits. “On leave” quarter can only be used if:

e Graduate students in * Undergraduate met the credit requirement during the
salaried positions (ASEs) previous quarter unless the student has graduated.
must be enrolled in at least
10 credits.

e Graduates are allowed to request “on leave status”
from the Dean of the School.
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Foreign National Student Employees

e Student employees with F-1 visas can only be employed at their
school's campus due to different exchange visitor school codes for
each campus. On-Campus Employment for F-1 Students

* Foreign Nationals (staff and student employees) are required to
complete Glacier Tax Information and mail the paperwork to the
Payroll Office. HR audits and will reach out to employees with
reminders. Getting Started in Glacier Tax Compliance
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Compensation & Work Hour Limits

Hourly Student Assistant —-minimum wage $16.66/hour, effective 01/01/25.

ASE job profiles — hourly Undergraduate positions (Grader/Reader, Tutor, Research
Assistant, Teaching Assistant) minimum $21.57/hour, effective 07/01/24. During Summer
Quarter only: Graduate Research Student Assistants (GRSA), who are not enrolled in at
least 10 credits, are paid an hourly amount.

ASE Salaried profiles — see Salary Schedule for monthly salary amount.

Work Hour Limit — hourly student employees are limited to working 19.5 hours per
week. If a student holds multiple student jobs, the 19.5-hour limit applies to the totality
of all hours worked.
o Unless they are “on leave” or during school breaks, at which time, they can work up to 40
hours per week.

Another exception to work over the hourly limit, is if the student
meets the enrollment criteria for the next quarter and would like
to work during the prior quarter.
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Academic Student Employee (ASE)

* ASE appointments follow payroll quarter dates; these are
different than academic quarter dates. Payroll quarters are six pay periods, and the dates
are as follows:

Autumn: September 16 - December 15
Winter: December 16 - March 15
Spring: March 16 - June 15

Summer: June 16 - September 15

Per Article 4 of the UAW Local 4121 ASE contract:

e Continuing students whose appointment begins Fall Quarter must be notified by
June 1%t with 2 weeks to respond.

e Continuing students whose appointment begins any other Quarter, must be
notified at least 30 days prior to the start of work, and have 1 week to respond.

https://hr.uw.edu/labor/academic-and-student-unions/uaw-ase/ase-
contract
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*%2024-2025 salary schedule pending update** ASE Sala ry SChEd U Ie

Academic Eligibility Level:
* Premaster — usually someone who has not yet received
a master's degree.

TAIRAISA * Intermediate — usually a doctoral student who has not

yet received candidacy.

UNIVERSITY ¢

2023-2024 BASE RATE SALARY SCHEDULES

Hal-Time (50% FTE) Monthly Rates * Candidate — usually a doctoral candidate.
[ r | Schedules:
TR | v | s | emes  Schedule 1 - for those employed at least 50% FTE for five

108 PROFILE | DriotSepilorcten | iarn | nWorn | e out of the six pay periods (or two consecutive pay periods
Teaching Assistant PREMASTER | $2664 | $4552 | $2,664 in summ er)
Predoc. Teaching A i | INTERMEDIATE $2,863 $4.751 $2,863 .
reror Teorme TeRoree | e Schedule 2 - is for those employed less than 50% FTE
Predoc. Teaching Associate Il | CAMDIDATE $3,076 | $4,964 | $3,076 . . .

: and/or for less than five out of the six pay periods (or two
Research Assistant PREMASTER $2,664 £4,552 $2,664 . . .
Predoc. Research Associate | INTERMEDIATE $2,863 $4.751 $2,863 ConSECUtlve pay perIOds In Summer)
Predoc. Research Assotiate | CANDIDATE | 3076 | s4964 | $30% ° M’ - is for those employed at least 50% FTE for five
Staff Assistant PREMASTER s | ss2 | ses out of the six pay periods (or two consecutive pay periods
Predoc. Staff Associate | INTERMEDIATE | os28 | sa7s1 | 52863 in summe r), onIy to be used where an outside funding
Predoc. Staff Associate I CANDIDATE | s30% | sasea | $30%6 agency will not allow tuition to be charged to a project
TEACHING SERVICE ONLY budget.
Predoc. Instructor INDIVIDUALLY DETERMINED $3,076 %4964 $3,076

#schedule 3 also recetve h quarter equivalent to the resident aperating fee of their specific tuition tier. l | N I s’ E R S I I Y 0 WA S H I N G I O N I A C O M A
Amount will vary by respective tier, and appaintees should verlfy the amount with their hirng unit.



Work Study

1. Submit Job Description Form to the Work Study Office for approval.

. After the student is selected, submit Work Study Hiring Form prior

to the student's first day.

. Once the Hiring Form email is received, send the information to HR
to input the Work Study flag into Workday.

https://www.washington.edu/workstudy/on-campus-employer-guide/
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Stipends

Must meet DOL criteria — trainee position vs employment

Requires Workday Onboarding task completion (1-9 work
authorization, W-4, etc.)

Submit Stipend Trainee Memo to HR prior to appointment/training
start date

Two-step process:
o Enter stipend appointment to hire student in Workday
o Once appointment is approved - request Period Activity Pay
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Stipend Criteria

Trainee/Learner criteria:

The training, even though it includes actual operation of the employer’s facilities, is similar to training that would be
given in a vocational school.

The training is for the benefit of the student.
The student does not displace regular employees but works under the close observation of a regular employee.

The employer provides the training and derives no immediate advantage from the activities of the
student.* Occasionally, the operations may actually be impeded by the training.

The student is not necessarily entitled to a job at the conclusion of the training period.

The employer and the student understand that the student is not entitled to wages for the time spent training.

* If the internship is more of a training/learning experience, as opposed to a job, it is typically acceptable if the
employer derives some advantage from the student’s service. The internship must be predominantly for the benefit of
the student and not the employer.

https://isc.uw.edu/your-pay-taxes/stipend-payments-explanation/
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Required Training for Student Employees

* Violence Prevention & Response
* Husky Prevention & Response (Title IX)

* Asbestos Awareness
* Reporting Suspected Child Abuse and Neglect
* Hazing Prevention Training

Must be completed within 31 days from the start date

https://hr.uw.edu/studentemployment/getting-started/required-trainings/
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Questions?
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