
Student Placement Guide
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How to Find a Placement
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Step 1: Login to SJS4

NOTE: Login will ask 

for your MySJSU ID & 

password

Log in via this link: https://app.calstates4.com/sjsu
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https://app.calstates4.com/sjsu


Step 2: Browse

4



Step 3: Search By Site
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Step 4: Click Site

NOTE: Select your program 

under the program site field. If  

your program is not listed, select 

“Service Learning”
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Step 5: Review Site Information
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Contact Organizations

BE PREPARED TO PROVIDE:

• First Name

• Last Name

• University Name

• Major

• Course you are enrolled in that requires service hours

• Semester you are taking the identified course

• How many hours you need to complete for the course

• Date you are able to start

• Date by which you need to complete your hours

ASK
• If  placements are available 

for the required time frame. 

• What the next steps are to 

get started. 
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Tips for Finding Your Placement

THINGS TO CONSIDER:

• Partners receive a large number of  emails, sometimes the best option is to call the community partner.

• Be prepared to ask what the process is to get started. Some sites require a Livescan or TB test. Not all 

sites cover the cost of  these requirements.

• Start looking for placements early.

• Contact your instructor or your department for any course related questions and deadlines.

AFTER a site has confirmed that a placement 

is available for you, then proceed to logging 

your placement in SJS4.
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Student Request for New Site

• If  you wish to complete your hours at a site not listed in SJS4, you must 

complete the Student & Faculty Request for a New Site.

• If  you choose to pursue the Student Request for a New Site, it may take 

over a month to complete the process.

Student Request for a New Site Link: https://app.calstates4.com/sjsu/request-for-a-new-site
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https://app.calstates4.com/sjsu/node/240155
https://app.calstates4.com/sjsu/request-for-a-new-site


How to Log a Placement
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Step 1: Login to SJS4

NOTE: Login will ask 

for your MySJSU ID & 

password

Log in via this link: https://app.calstates4.com/sjsu
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https://app.calstates4.com/sjsu


Step 2: Place
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Step 3: Search By Site
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Step 4: Click Site

NOTE: Select your program 

under the program site field. If  

your program is not listed, select 

“Service Learning”
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Step 5: Select This Site
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Step 6: Review Opportunities

NOTE: You may be asked to choose an opportunity, 

if  the opportunity does not apply, click Skip this step
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Step 7: Review Site Staff

NOTE: You may be asked to identify site staff, if  the 

person who appears is not your site supervisor, click 

Skip this step
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Step 8: Review Health & Safety Info

Note: Click here to 

continue to the next 

page
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Step 9: Enter Term & Hours of Service
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Step 10: Complete Placement Forms

Note: You MUST

complete both forms 

before you begin 

working at your site.
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Step 11: Complete Learning Plan
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Step 12: Complete 

Participation Guidelines
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Step 13: Sign Release Forms

Note: Once you click 

‘submit’ it will lead you 

to a different page
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Step 14: Finish Placement
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Placement Complete!

Note: At the end of  the semester 

you will be asked to log back into 

SJS4 to submit your final hours.
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