Name:____________________


Empl. ID._____________

SAN JOSÉ STATE UNIVERSITY ♦ OFFICE OF FACULTY AFFAIRS

CHECKLIST OF REQUIRED DOCUMENTATION FOR

Instructional Student Assistant Appointment

(appointment cannot exceed .20 hours per week, includes all student’s concurrent positions)

Please attach a copy of this checklist to each appointment packet.  Additional copies of this form, as well as other Faculty Affairs forms, may be downloaded from the Office of Faculty Affairs Website at http://www.fa.sjsu.edu/forms/.  If you have questions or need further assistance please contact the Office of Faculty Affairs at (408) 924-2450.  

	New
	Re-Appt.
	Revised
	Required Items:

	
	
	
	Employee Profile

	
	
	
	Letter of Interest/Application

	
	
	
	Employment Questionnaire

	
	
	
	SC-1 (Statement of Professional Preparation & Experience) <original plus 1 copy>

	
	
	
	Original Transcripts (Current SJSU PeopleSoft Print out signed by Dept. Chair)


	New
	Re-Appt.
	Revised
	Additional Items:

	
	
	
	Terms & Conditions (Original Signature)

(Submit to Faculty Affairs no later than 6 weeks after start of term)

	
	
	
	Three (3) recent, original letters of recommendation  (optional)


ALL original documents will be placed in the Personnel Action File kept in the Office of Faculty Affairs.

Do not forward the packet until all the items on the checklist have been collected.  

Submitting an incomplete packet will result in a HOLD on the process and delay payments.  

IMPORTANT REMINDER:
There are additional forms that must be completed by NEW and/or returning faculty to complete the appointment process.  It is absolutely crucial to have each NEW or returning faculty with a break-in-service make an appointment with a Human Resources Representative.  The HR office is located on the 3rd Floor of the University Police Department Building and the HR phone number is (408) 924-2250. 
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