
Student Employment 
Workshop



Student Affairs-Student Hires
• Reviews and approves job postings in Handshake, and assists with Handshake employer accounts
• Screen job postings for EEO compliance, Initiate Background checks if required
Department Contact: Gloria Quintana-Jimenez: studenthires@cpp.edu

Financial Aid-Federal Work Study Program 
• Advise students on FWS eligibility
• On-board Federal Work Study employers
Department Contact-Lupe Linares or Bettie Quiroz: workstudy@cpp.edu

HR Customer Service Center
• Process Rehires by verifying employment eligibility and I-9 compliance
• Schedule and conduct onboarding appointments for New Hires to complete required forms and I-9
Department Contact–HR CSC Team: hrscsc@cpp.edu

Payroll Services
• Process all student employees into CHRS
• Process all student pay rate changes, funding source changes
Department Contact-Veronica Nolasco: vtnolasco@cpp.edu
New Payroll Staff Member-Martha Bolton
• Oversee student timekeeping system
• Process all monthly student time and pay adjustments
Department Contact-Carlie Zamora: carliezamora@cpp.edu  

Student Employment Team and Responsibilities

mailto:studenthires@cpp.edu
mailto:workstudy@cpp.edu
mailto:hrscsc@cpp.edu
mailto:vtnolasco@cpp.edu
mailto:carliezamora@cpp.edu


• What’s new for Fall 2026?        
• What is Handshake? Overview       
• Step 1: Prepare and Post Job on Handshake      

• Student Background Checks, Federal Work Study Overview, Job Codes Overview
• Step 2: Interview and Candidate Selection      
• Step 3: Verifying Academic Eligibility in Tableau      
• Step 4: (NEW PROCESS) Submit Student Employment Request form/s via Smartsheet  

• Creating New Position Number, Position Titles, Hourly Pay Rate, and Salary Guidelines
• New Student Employment Request Form Demo      
• HR CSC-New Hire and Rehire Process Overview      
• Student Employment Confirmation Email-Payroll Processed     
• Student Timekeeper Training  Overview       
• Student Timekeeping Best Practices       
• End of Employment (via ServiceNow Ticket)      
• Student Accounting and Cashiering. Paycheck Pick up and Paydays     
• Workers Compensation        
• Confidentiality Statement        
• Miscellaneous Items        
• Important Dates         
• Questions         

Workshop Agenda



Federal Work Study Program 2026-2027 Academic Year
• FWS will pay 85% of student earnings and the department will pay 15%. (85/15). 

• Previously for 2025-2026 it was (75/25).

Modernization of the Student Hire Form Submission Process
• The new student hire submission process will be effective for Fall 2026 hiring.
• All student hire requests must be submitted through the new “Student Employment 

Request Form” in Smartsheet.
• We will no longer be using multiple paper/pdf forms
• Smartsheet provides automated notifications throughout the hiring process, 

allowing departments to track the status of each student hire.
• A demonstration of the new submission process will be provided later in today's 

presentation.
• The Student Employment Request Form is now live, and departments may begin 

submitting Fall 2026 student hire requests.
• Student Employment Request Form

What’s New for this Year?

https://app.smartsheet.com/b/form/019e4b80867b732b836cf7cea99a0123
https://app.smartsheet.com/b/form/019e4b80867b732b836cf7cea99a0123


Student Employment Request Form



What is Handshake?

• The primary career services platform at Cal Poly 
Pomona 

• Students can utilize this platform to search for 
opportunities from employers seeking Cal Poly 
Pomona students, on-campus jobs and internships, 
and RSVP for events

• Available to On-Campus and Off-Campus 
Employers

• Accounts are available for all students-they just 
need to login to activate!



Handshake is free to all students
• Apply to jobs (part time and full time; on and off campus)
• View Internships and Volunteer opportunities
• Register for On-campus interviews, sign up for career fairs, information sessions and 

presentations

How do students gain access?
• Once they have completed orientation and class enrollment as a freshman or transfer student
• Log into Handshake with CPP email to finalize the creation of their account.
• Handshake Home 

How long does a student have access to Handshake?
• Students have access up to one year after they graduate
• If an alumni wants to continue Handshake access after that year, they will need to sign up for 

an Alumni account. 
• Alumni Career Services

Handshake Services for Students

https://app.joinhandshake.com/auth?auth=356
https://app.joinhandshake.com/auth?auth=356
https://careercenter.cpp.edu/channels/alumni/
https://careercenter.cpp.edu/channels/alumni/


Handshake is free for On-Campus Employers
• Post part-time student assistant/work study/instructional student assistant jobs
• Schedule On-Campus Interviews and Information Sessions
• Sign up for Career Fairs

Student Employment Guidelines for Handshake
• All student assistant jobs must be posted in Handshake
• Minimum of 3 business days and a maximum of one academic year
• Must include a detailed job description
• Students must apply to the position in Handshake
• These guidelines ensure compliance with Equal Employment Opportunity (EEO)

Handshake For On-Campus Employers

EEO is a fundamental principle that ensures all individuals are treated fairly and equitably 
in employment decisions; prohibiting discrimination based on protected characteristics 
like race, gender, religion, age, disability, and more, ensuring everyone has an equal 
chance.



Equal Employment Opportunity

CSU-Equal Employer Opportunity US EEOC

https://www.calstate.edu/csu-system/administration/chancellors-office-human-resource-services/Pages/policies/equal-employment-opportunity.aspx
https://www.calstate.edu/csu-system/administration/chancellors-office-human-resource-services/Pages/policies/equal-employment-opportunity.aspx
https://www.calstate.edu/csu-system/administration/chancellors-office-human-resource-services/Pages/policies/equal-employment-opportunity.aspx
https://www.eeoc.gov/overview


Handshake Roles

OWNER: 
Considered to be the Administrator 
of the Department/Company profile

• Primary staff member managing 
the recruitment of student 
employees for the department

• One owner per company page. A 
second can be added with special 
permission through Handshake

• Approves/removes access to staff 
in their department's company 
page

• Able to post/duplicate jobs and 
review student applicants

RECRUITER: 
Department Chair, Director and/or 
other staff members who might need 
to recruit students

• There can be multiple under one 
company page

• Able to post/duplicate jobs and 
review applicants for their 
company

• Cannot edit or update the 
company profile, or 
approve/remove access to staff

CONTACT: 
Faculty and staff who only need to 
review applications

• There can be multiple under one 
company page

• Manually added by a Staff 
Member or Recruiter

• Cannot post/duplicate jobs for 
their company

• Cannot log into Handshake

TIP: Make the owner email address of your department's company 
profile a general email address in the event of staff changes



Example of Handshake Roles



Confirm that you have an active account
• Be sure that you are connected to the correct company or department profile
• Confirm that you have the correct assigned role

If you are an Owner, you can update your company profile
• Confirm that your company or department name and email are correct
• Verify and/or edit staff roles
• Add/remove teammates/staff
• Upload/Update logo
• Upload documents, such as Student Application, Supplemental Form, etc.

If you are a Recruiter
• Begin Posting jobs
• Review student applicants

Verify Your Handshake Account



Handshake Access
To log into Handshake, sign in to your MyCPP Account > Online Services>Click on Handshake

Handshake Employer Step by Step Guide is available

https://support.joinhandshake.com/hc/en-us/articles/219133047-Create-an-Employer-User-Account-Join-a-Company-and-Connect-with-Schools


If you are new to Handshake or Cal Poly Pomona, you will need to create an Employer Account

• Log into Handshake through your MyCPP Account > Online Services>Click on app

• Select > Sign up

• Complete account information > Next

• Handshake Guideline > Select NO, not a 3rd party recruiter > Next

• Confirm your email

• Join a company-Request access to a department

• Join a school-Cal Poly Pomona

• Select > Finish

How to Log in to Handshake?



Job Posting Checklist:
 Prepare the Job Description (Sample on slide 16)
 Determine criteria and preferences (Major, class standing, etc.)
 Total number of positions available
 Determine if a background check is required
 Determine if you are hiring a student assistant (1860) or an instructional student assistant (1150). 
 If you are hiring for a FWS position (1861 and 1151) the student will also need to be hired as a 

stateside student assistant or stateside instructional student assistant. Having the additional 
1860 or 1150 appointment available, provides an alternate position to pay the student, should 
their work-study funds become depleted or there is a need to submit additional hours.

 Determine the Length of Employment (Academic Year, Fall only or Spring only)
 Effective start and end dates should be exact dates. 
 Determine the Rate of Pay
 Who will be the department contact. (Typically, the timekeeper)

Step 1: Prepare and Post Job on Handshake



Job Description-Sample



Student Background Checks
Does my student need a background check?

Positions in which background checks are currently required by law include, but are not 
limited to the following:

• Sworn CSU Police Personnel, Office Cadet or Dispatchers
• Positions with direct contact with minor children at a camp operated by the CSU
• Positions with access to patients, drugs or medication, controlled or hazardous 

substances
• Positions with access to stored criminal offender record information
• Students who have access to Level 1 Data



Student Background Checks-Continued
What is level 1 data? Confidential information such as:

• Passwords or credentials
• PINs (Personal Identification Numbers)
• Birth date with last four digits of SSN and name
• Credit card numbers with cardholder name
• Tax ID with name
• Driver’s license number
• State identification card (such as passports, visas, etc.) 
• Medical records or health related information
• Psychological Counseling records
• Bank account or debit card information
• Access codes or passwords
• Electronic or digitized signatures
• Law enforcement personnel records
• Criminal background check results



Student Background Checks-Continued
Does the student’s background check need to be renewed?

After the successful completion of a student background check, renewal is not needed unless:
• A student is hired into a new position requiring a background check and then has a break in service 

of one semester or longer after their original first twelve (12) months of employment.
• A student is rehired in the same position, and the student had a break in service for more than 12 

months, regardless of when the previous background check was done.
• A summer-only student employee is hired or rehired in the same position and has a break in service 

for an entire summer.
• If additional sensitive duties warrant a different type of background check that was not conducted 

previously, the appropriate background check should be conducted upon re-hire.

IMPORTANT! Please remind your students to be on the lookout for an email from ACCURATE that will 
require action and the submission of documents. Students only have 10 business days to complete the 
request, otherwise a new background check would need to be submitted. 

Hiring Dept_Background Checks

https://www.cpp.edu/eoda-hr/student-employment/hiring-departments.shtml
https://www.cpp.edu/eoda-hr/student-employment/hiring-departments.shtml
https://www.cpp.edu/eoda-hr/student-employment/hiring-departments.shtml


The Federal Work Study Program is a financial aid program that promotes part-time employment for 
undergraduate, credential and graduate students to help finance their education. By participating in the Work-
Study Program, your department can hire student workers and obtain a subsidy for a portion of the students’ 
wages.

Benefits to the Student
By participating in the Work Study Program, you can help students avoid increasing their student loans by 
earning part of their college costs. In addition to the financial benefits, students can gain valuable work 
experience and develop transferable skills while in school, putting them in a stronger position to pursue 
graduate school and /or employment opportunities when they graduate.

Benefits to the Employer
Departments can employ Cal Poly Pomona students for a portion of the cost with the Work Study subsidy! As 
an on-campus employer, you have access to a talented pool of job applicants that bring with them diverse 
personal, academic and career interests that can meaningfully contribute to meeting your departments 
business needs.

You can find more FWS information on Office of Financial Aid & Scholarships Website

What is Federal Work Study?

https://www.cpp.edu/financial-aid/federal-work-study/on-campus-employers-information.shtml


Division Allocation Model

1.  Department/Division Budgets
• Each division receives a portion of the campus-wide FWS funding.
• Division Vice Presidents (or their designees) determine how funds are distributed among departments.
• Departments are responsible for managing their allocations throughout the year.
• If a department exhausts its allocation:

• Request additional funding from the division, or
• Transition the student to a Student Assistant position.

• Departments are responsible for 100% of wages that exceed their approved FWS allocation.

2.  Department Cost Share (Match)
• For 2026-2027, models requires a 15% departmental match to maximize the use of FWS funding. FWS will pay 85% of 

student earnings and the department will pay 15% (85/15). Previously for 2025-2026 it was (75/25).

3.  Timeline & Funding Process
• End-of-Summer:  Initial division allocations are distributed
• Departments submit FWS hire forms based on their available funding (submitted via Smartsheet process)
• Unused funds may be reallocated during the academic year to support departments with additional hiring needs

The Division Allocation Model distributes Federal Work-Study (FWS) funding across campus divisions 
(e.g., Academic Affairs, Student Affairs, Administrative Services) to ensure equitable funding and 

maximize student employment opportunities.

Campus FWS Allocation → Division Allocation → Department Hiring → Allocation Reallocation



Job Code/Position Type

Currently enrolled students who meet the eligibility requirements may be hired 
as a student assistant.

Student Job Classifications                    Job Code
Student Assistant    1860
Federal Work Study      1861
Non-Citizen (International Student) Student Assistant    1868
Instructional Student Assistant   1150
Instructional Student Assistant/FWS (On campus)  1151

 



International Students: Job Code 1868
Employment Requirements:
International Students have F-1 and J-1 student visas and are eligible to work on campus if they: 
• Meet the GPA minimum requirement (2.0) and are enrolled in 12 units or more.  
• May work only 20 hours a week while classes are in session but may work full-time during semester 

breaks or during the summer.

To be employed, the student must provide the original documents that demonstrate identity and work 
authorization:
• Current I-20/DS 2019 form
• Passport
• Visa
• I-94

PLEASE NOTE:  In addition, all employees are required to provide an original Social Security card.  To 
apply for a Social Security card, the student assistant must provide the local Social Security 
Administration office with an original job offer (letter) from the campus employer. (This is provided by 
the hiring department.)



Individuals who are granted work authorization will be issued an Employment Authorization 
Document (EAD) Card.

Under no circumstances may an employer ask a student about their citizenship status. This is 
determined at the time the student completes the hire process in Human Resources. 
 
If it is determined that the student is a Non-Citizen Student Assistant, Payroll Services will verify 
eligibility to work in this classification.  
• If eligible, Payroll Services will contact the employer for a Non-Citizen Student Assistant position 

number.
• If not eligible, Payroll Services will notify the employer.  The student may not work beyond the 

date of notification, and the hours worked must be reported to Payroll Services for payment to 
the student.

DREAM Act (Non-Citizen) Students: Job Code 1868



CSU Classification and Qualification Standards
For Student Assistants (1860) and International/NC Assistants (1868) CBA Unit 15



CSU Classification and Qualification Standards
For Student Trainee, On Campus Federal Work Study (1861) CBA Unit 15



CSU Classification and Qualification Standards
For Instructional Student Assistants (1150), ISA, On Campus FWS (1151) CBA Unit 11



• Review applications and select candidates for interviews

• Begin Conducting Interviews
• In-Person
• Virtual-Zoom or Microsoft Teams

• Select your candidate (s)
• Prepare to send an offer of employment
• Email or Written Letter

• Highly recommended interviewing at least 3 candidates per job posting

• Once you have selected the candidates that you are going to hire, please make sure 
to log in to Handshake and change the student’s status from “reviewed” to “hired”. 
(Example on following slide)

Step 2: Interview and Candidate Selection



Handshake Reminder!

Don’t Forget to Change the Status on Your Handshake Posting!



Step 3: Verify Academic Eligibility in Tableau
To log into Tableau:  My CPP > Online Services > Tableau> Student Employment Eligibility

Enter the Student's BID number
Green check marks = Eligible to work

Please Note: Work Study information is no longer available in 
Tableau, however the Tableau screenshot is required with each 
hire form.



Step 4: Submit Employment Request form/s
Student Employment Request form (Required Fields)
 Requesters Name and Email Address
 Select the correct Employment Type (1860, 1150, etc.) and Term for which you are hiring (Fall and Spring, Fall Only, etc.)
 Student Employee’s Name, Bronco ID (do not use CHRS ID) and Students CPP Email Address
 Rehire? Yes or No
 Background check required? Yes or No
 Will this student be hired under a FWS appointment? Yes or No (For Federal Work Study hiring-All students hired in a FWS 

position, must also be hired in a stateside position)
 Select Job/Position Title from Dropdown List (Department Position Title)
 Enter Handshake #
 Enter CHRS Position # (If you are hiring for both stateside and FWS positions, an additional CHRS Position # box will appear)
 Select Division Name from Dropdown List
 Select Department Name and ID number from Dropdown List
 Enter Effective Start Date and Effective End Date (Effective date should be within the pay period or in the future) 
 Hourly Pay Rate and Total Weekly Hours
 Enter Job Duties and Responsibilities
 If FWS, Enter the Work Study Term and Award Amount
 Heera Managers Name and Email Address, and Timekeepers Name and Email Address
 Upload Screenshot of Tableau Eligibility
 Certify and Submit

Incomplete information and/or missing Tableau eligibility will be rerouted to Requester for revision and will not be processed

Student Employment Request Form

https://app.smartsheet.com/b/form/019e4b80867b732b836cf7cea99a0123


Creating a New Position Number
Reasons for requesting a new position number:

• Change in chartfield string
• New student assistant position

Instructions:

• Complete and submit form to Budget Planning 
Services for processing. A copy will be returned to the 
department with the new position number.

New Student Assistant Position Number Request

Budget Forms Submission Process

https://www.cpp.edu/eoda-hr/departments/payroll/docs/studentasst_08.25_revised.pdf
https://www.cpp.edu/fas/budget/budget_forms.shtml


Job Position Titles
The job/position title is the actual position that the student is 
performing within the department.

Important Note!  Student job/position titles may not conflict 
with represented job classifications. In addition, students are 
not to be given the title or role of supervisor as this is a 
violation of Title 5. 



Determining the Hourly Pay Rate
• Hourly rate for student assistants should be based on the overall complexity and scope of 

assigned duties.

• There are no official CSU classification levels for student assistants; however, there is a 
general guide available on the Payroll Services website for establishing hourly rates. 

• Student Employment Salary Guidelines

• Students are hired into a specific position at an established rate of pay. Pay rates may not be 
increased or decreased while performing the duties assigned to that position.

• Minimum wage is currently $16.90 per hour for SA and FWS. Minimum wage for ISA’s is 
$17.86.

• Please Note: Students may only be asked to perform tasks in the pursuit of the student's 
education goals and support the mission of the unit, department, and/or University. This 
does not include running personal errands as a part of the job.

https://www.cpp.edu/eoda-hr/student-employment/docs/employer-resources/3_student-employment-salary-rate-guidelines.pdf
https://www.cpp.edu/eoda-hr/student-employment/docs/employer-resources/3_student-employment-salary-rate-guidelines.pdf


Student Employment Salary Guidelines



Student Employment 
Request Form Submission 

Demo



Subject Line: Student Employment Form has been submitted, {{Student Employee Name}}

Approval Notification Example

Hello {{Student Employee Name}},

A Student Employment Appointment request has been submitted for processing. To continue the workflow, please review and confirm that all submitted 
information is accurate.

Employee Name: {{Student Employee Name}}
Bronco ID: {{Student Bronco ID}}
Email Address: {{Student CPP Email}}

Student Employment Type: {{Type of Student Employment}}
Handshake #: {{Handshake #}}
Position #: {{CHRS Position #}}
Position Title: {{Position Title}}

Department Name: {{Department Name}}

Start Date: {{Effective Start Date of Appointment}}
End Date: {{Effective End Date of Appointment}}

Hourly rate: {{Hourly Pay Rate $}}
Total Weekly Hours: {{Total Weekly Hours}}

HEERA Manager: {{HEERA Manager Name}}
Timekeeper: {{Timekeeper Name}}

If you identify any issues or corrections needed, please contact the appropriate department representative or reply to this email for assistance.

Thank you,
Cal Poly Pomona

Additional Info when FWS is required
FWS Award Allocation Per Semester:
Fall $: {{FWS Award Fall $}}
Spring $: {{FWS Award Spring $}}



IMPORTANT REMINDERS!

 Remind your student employees, student timekeepers and Heera 
managers, to check their email notifications regularly. They will receive a 
Smartsheet notification to their CPP email, and they will need to select 
OPEN REQUEST. 

 They should review the information is correct, and then select APPROVE. 

 Each approval step must be APPROVED otherwise the process will not 
move forward to the next step!



EODA/HR Operations 
Customer Service Center

• Ready to have your student 

employees onboarded?

• What happens when your  student 

hire form is received at the HR 

Customer Service Center?



HR CSC checks CHRS to confirm if the student is a New Hire or Rehire, and 
verifies Academic Eligibility in Tableau

CSC-Process Overview for New Hires and Rehires

For New Hires

• Student is contacted to schedule appointment (department included on email notification) 
• HR CSC host hire new paperwork session and I-9 verification process.
• Hire form and completed new hire package with documents forwarded to Student Payroll. 

Student and department notified via email. 

For Rehires

• Verify if valid I-9 is on file.
• If updated I-9 or documents are needed, a notification is sent to schedule appointment. 
• Hire form is forwarded to Student Payroll when I-9 process is complete and the student and 

department are notified via email 



HR CSC tips to help your student hires complete the process

Student's Bronco number on hire 
form & remind them to check 
their email.

Prepare your student hires on what 
to expect from the HR CSC, 
including required documents to 
provide in-person. 

Social Security number 
verification is required and 
separate from the I-9 process. 

The department is included on 
notifications for your student, 
help us follow up with them. 



EODA/HR Customer Service Center

In-person Monday-Friday 8 a.m. – 5 
p.m. Building 121-West, 2nd floor, Lobby 
2700

(909) 869-3733

hrscsc@cpp.edu

Does your department hire large groups of 
student employees? Connect with us to 

coordinate a group hiring session. 



Student Employment Payroll Confirmation

 After Payroll has processed the 
student employee into CHRS, a 
system generated email will be 
sent to the student. (Sent out 
the evening after the student 
was processed).

 Access to the Employee 
Center/Timesheet is available 
the next day after overnight 
system updates



Student Timekeeper Training
Student timekeepers are required to review the “Timekeeping Training for Student 
Employees” to be able to request access as a timekeeper.  

This is a self-service training guide and is available on the Student Timekeeper and Approver 
Webpage

After reviewing the Timekeeping Training guide, please use the link below to request access.

ServiceNow_Timekeeper HR Access Request

https://www.cpp.edu/eoda-hr/departments/payroll/time-keeping/students/index.shtml
https://www.cpp.edu/eoda-hr/departments/payroll/time-keeping/students/index.shtml
https://cpp.service-now.com/ehelp?id=sc_cat_item&sys_id=5e5adbaedb4c0450e00f785e0f9619fd&sysparm_category=d2f7cae4c611227a018ddc481b34e099
https://cpp.service-now.com/ehelp?id=sc_cat_item&sys_id=5e5adbaedb4c0450e00f785e0f9619fd&sysparm_category=d2f7cae4c611227a018ddc481b34e099


 Establish a review, audit, and approval process that aligns with your department or 
college’s business model.

 Establish a practice and expectation that students record time as it is worked. Time 
must not be submitted in advance.

 Encourage student employees to access training materials on the Student Time 
Reporting Website

 Student Timekeepers should review submitted time each week to identify and 
correct errors or missed hours. Reviewing time weekly reduces the amount of 
auditing needed at the end of the pay period and provides enough time to make 
necessary corrections.

 Student Timekeepers must communicate with your Student Time Approvers that 
payable time is ready for approval

 Approvers must approve payable time within five days following the close of the pay 
period and adhere to all deadlines to avoid delays in paying student employees.

Student Timekeeping Best Practices

https://www.cpp.edu/eoda-hr/departments/payroll/student-time-keeping.shtml
https://www.cpp.edu/eoda-hr/departments/payroll/student-time-keeping.shtml


End of Employment (Separations)
Types of Separations:
• Resignation
• Graduation
• Lack of Funds
• Involuntary Separation
• Separation by Payroll

Employer-Initiated Separations:
All separations initiated by the employer must be handled by a HEERA Manager, regardless of the reason.

Final Pay Requirements (California):
Under California Labor Code, separating employees must receive their final paycheck on their last day of work 
if the employer was provided at least 72 hours’ notice of resignation.

Notice Guidance:
Supervisors should advise and mentor employees that it is a best practice to provide at least two weeks’ notice 
prior to their final day of work.

End of Employment-Servicenow

https://cpp.service-now.com/employee_services?id=sc_cat_item_es&sys_id=b7ebbf7a1bf16d908e3ca602b24bcb27
https://cpp.service-now.com/employee_services?id=sc_cat_item_es&sys_id=b7ebbf7a1bf16d908e3ca602b24bcb27
https://cpp.service-now.com/employee_services?id=sc_cat_item_es&sys_id=b7ebbf7a1bf16d908e3ca602b24bcb27


End of Employment (Separations)
ACTION REQUIRED: 

For students graduating at the end of the Summer term or Fall semester:

• Submit an “End of Employment” ticket at least 10 days prior to the student’s last day of work.
• Since pay is not automatically generated at the campus level, submitting the ticket in advance 

ensures:
• The student’s final paycheck is accurate
• Payment is processed and issued on time

Time Reporting Requirements:

• Students must enter their time as soon as possible.
• The Timekeeper must verify hours for accuracy.
• The Time Approver (Reports to/HEERA) must review and approve time promptly.

• Delays in time entry or approval may result in delays or inaccuracies in final pay.

End of Employment-Servicenow

https://cpp.service-now.com/employee_services?id=sc_cat_item_es&sys_id=b7ebbf7a1bf16d908e3ca602b24bcb27
https://cpp.service-now.com/employee_services?id=sc_cat_item_es&sys_id=b7ebbf7a1bf16d908e3ca602b24bcb27
https://cpp.service-now.com/employee_services?id=sc_cat_item_es&sys_id=b7ebbf7a1bf16d908e3ca602b24bcb27


CA Department of Labor Code 201

• The University was required to appear at the Department of Labor 
Commission’s Office for a hearing to review evidence.

• University owed 3-times the original amount. 

• This case is now on file for the University with the Department of 
Labor.

• All penalties and wages were charged to the hiring Department. 



Student Accounting and Cashiering Services
Paycheck Coordinators: 
• Will need to pick up paychecks from 9:00 a.m-10:00 a.m. Checks will be available at window 4.
• Ensure you and/or your backup are available to pick up all checks
• Checks not picked up from the department within 30 days can be returned to the Cashier’s office with documentation of 

attempts to reach the student.
• Once checks are picked up by the department, they can be released to the employee

Reminder to your Student Employees: 
• Ensure students update their mailing address before the semester ends.



Workers Compensation
Student employees who are injured while working 
and require medical assistance should not be 
referred to Student Health Services on campus. 
(This will only delay getting the student the medical 
assistance they need).

Reporting, forms and additional information are 
available here Workers Compensation Webpage

Emergency: Dial 911 from any campus phone or 
call 909-869-3070 from any campus phone to 
reach the University Police dispatcher.

Non-emergency: Complete a medical authorization 
form and provide the form to the injured worker 
for treatment at one of these Industrial Clinics

Please contact the Workers' Compensation Office 
via workerscomp@cpp.edu or call 909-869-3725 
for assistance (or campus police if after hours)

Workers Compensation Forms

Workers Compensation Manager Resources

https://www.cpp.edu/eoda-hr/departments/wc/index.shtml
https://www.cpp.edu/eoda-hr/departments/wc/other-resources/industrial-clinics.shtml
mailto:workerscomp@cpp.edu
https://cpp.service-now.com/employee_services?id=sc_category_es&sys_id=a3b4107c1bb2d1108e3ca602b24bcb3f
https://www.cpp.edu/eoda-hr/departments/wc/managers.shtml


Confidentiality Statement for Student Workers

• Login into Identity Management Services

• Click on “User Control Panel”

• Log In (If not already logged in to mycpp)

• My Control Panel-Find User

• Enter Bronco Name, BID, First and Last name

• Under the Summary Tab, go down to Policies 
and click on the document (SOCstudent, 1.0) 
Policy is clickable for student to accept

• Students should provide proof of policy 
acceptance to the department. 

PLEASE DO NOT FORWARD THIS CERTIFICATION/ACCEPTANCE NOTICE TO PAYROLL SERVICES.

https://apps.cpp.edu/idm/


Confidentiality Statement for Student Workers



Employment Eligibility Exceptions:  Low GPA-VP approval required. Please contact Veronica Nolasco for more details. 
vtnolasco@cpp.edu

Students Driving on University Business:  Before authorizing a student assistant to drive any vehicle on university business 
they must comply with the following requirements/steps:
• Possess a valid California Driver's License
• Enroll in the Employer Pull Notification Program
• Complete Defensive Driver Training
• Complete Authorization for Use of Personal Vehicle 

o Please note that 'vehicle' includes but is not limited to the employee's personal vehicle, rental vehicle or state 
vehicle (ie. car, truck, van, electric cart, farm equipment, etc.)

• Driving on University Business

Environmental Health and Safety Training:  Student may be required to complete trainings.
• EHS Student Safety Training

Document Retention:  All student employment documents (job offer forms, work schedules, timesheets, etc.) are retained 
for a minimum of ten years in the department.

W-2’s:  Issued and mailed directly to the student from the State Controllers Office in January

Miscellaneous

mailto:vtnolasco@cpp.edu
https://www.cpp.edu/rms/driving.shtml
https://www.cpp.edu/rms/driving.shtml
https://www.cpp.edu/ehs/manual-policies-resources/student-safety-training.shtml
https://www.cpp.edu/ehs/manual-policies-resources/student-safety-training.shtml


Miscellaneous
Holidays:  Not eligible

Jury Duty:  For Instructional Student Assistants only. Student employees who are under bargaining unit 15 are not eligible.

Meal Periods (Employer Responsibilities)
• Relieve the student assistant of all duties for the period
• Permit the student assistant a reasonable opportunity to take an uninterrupted meal period
• Student assistants must be provided a meal period before the end of the 5th hour of work, if applicable. 

Breaks and Meal Periods
• Students working more than 4 hours must be given a paid 15-minute break
• Students working less than 6 hours must be given a paid 15-minute break and a 30-minute unpaid lunch break. The 

meal period may be waived by mutual consent of both the employer and employee. (This can be documented in an 
email communication between the department and the student employee in case an issue arises.)

• Students working 6 hours or more, must be given a paid 15-minute break and a 30-minute unpaid lunch break
• Students working 8 hours must be given 2 paid 15-minute breaks and a 30-minute unpaid lunch break
• Supervisors may determine when breaks are to be taken. However, lunch period should be taken mid shift. For example, 

the student is scheduled to work from 8am to 3pm. They should take their lunch between 11:30 and 12:30pm.
• Unused breaks are not cumulative or eligible for extra pay

Absences:  The department provides instructions to the student for reporting absences according to procedures 
established by the department. 



Summer Employment End Date for All: 8/31/2026
Summer 2nd 5 Week Session Finals: 8/10/2026-8/11/2026

Summer 10 Week Session Finals: 8/10/2026-8/14/2026

Academic Year 2026-2027
Fall Semester begins 8/20/2026
Fall Semester ends 12/6/2026

Fall Semester Finals 12/7/2026-12/13/2026

Employment Start Dates for Fall:
For those who worked in the Summer-9/1/2026

For New Hires or those who did not work in the Summer-8/10/2026

FWS Employment-9/1/2026 through 5/21/2027

Important Dates



Questions?

Thank you for 
Participating!
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