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STUDENT ASSISTANT EMPLOYMENT AGREEMENT 

In order to be employed as a Student Assistant at California State University, East Bay, I 

_________                                                          (Print your name) 

agree to maintain enrollment in at least 6 undergraduate semester-units or 4 gr aduate level 
semester-un its and to limit the hours that I am employed by the University to 20 hours per 
week when school is in session. During the breaks between the Fall and Spring semesters, I 
understand that I may work up to a maximum of 40 hours per week and I agree that I will NOT 
work over that limit. 

I understand that failure to maintain normal academic progress with at least 6 units per �•�‡�•�‡�•�–�‡�” 
(4 units for graduate students) or that failure to limit my work hours in accordance with this 
agreement can jeopardize my continued employment as a Student Assistant. I understand that 
pay for any work not consistent with this agreement w ill be subject t o mandatory 
retirement and Medicare deductions.  

Students that work in multiple positions, including 





https://connect.sco.ca.gov/
/myhr/
https://connect.sco.ca.gov/
https://connect.sco.ca.gov/faq
mailto:connecthelp@sco.ca.gov


Overview: This document provides an overview on how to report Student Employee work hours. Please 
ensure all work hours are reported by the end of the respective pay period. 

Log In 

1. Navigate to MyHR (https://www.csueastbay.edu/myhr/) 

2. 

3. 

4. 

5. 

6. 

http://www.csueastbay.edu/payroll/calendars.html
/myhr/
/myhr/
/mycsueb/
/mycsueb/


Enter Time 

7.   Select the Timesheet link located under the Student Assistant Time header. 

 Please note: if you have multiple jobs, please ensure that you’ve selected the appropriate position. 
 The Department Description, Position Description and Hourly Rate are displayed to assist you with your selection. 

8. Enter IN and OUT using PST or Military Time (ex. 1:00 pm or 13:00) 
Employees View By timesheet options: Day, Week or Time Period 

Click Submit 

9. Submit Confirmation page displays, please Click OK to proceed with submission of work hours. 

Whom to Contact for Help? 
For additional help or to report problems with this functionality, please refer to Knowledge Base or log a ticket via the Service Desk. 

https://csueastbay.service-now.com/sp

	SSA-1945
	Student Assistant Employment Agreement
	Emergency Contact
	tl-ss-enter-time-student2.pdf
	Log In


	List A: 

	Document Title 1: 


