
UW – La Crosse Student Employment
Instructions for the
Student Payroll Record

This form will be completed by the student and the student supervisor when:

■ The department hires a student.
■ The student has two rates of pay for different positions performed 
in the same department. 
■ Additional funding is needed for the same appointment.
■ Rate changes occur.

INSTRUCTIONS
1. The student completes the top portion of the form.  The student’s signature and date are required.

2. The student supervisor states the semester, academic year and the departmental coding, including the appropriation (fund) and IBAC.
3. Write the appointment ID number after entering the student information into SAS. For newly hired students, you will not be able to enter the student information into SAS until Human Resources has processed all the required forms.   An appointment number will be created specific to each student position.  
4. The hire date is the first day the student will be working in your department.

5. Write the date you entered the student information into SAS.

6. The termination date is the date the student ends employment for your department.  The appointment must be terminated in SAS when the student is no longer working for the department.  State the date you terminated the student in SAS.
7. Identify the student employment type.  Check all that apply.
8. State the hourly rate and the effective date (begin date). 
9. Indicate the level classification.  The student’s hourly rate will be in one of those levels stated. The employee’s hourly rate is determined by the tasks performed. Refer to UWL’s Student Classification & Wage Scale to determine the level.
10. Complete the required forms sections indicating they have been completed and reviewed by you.  Send all the required forms grouped together to HR. Human Resources staff will then process the forms within 24 business hours. Then you will be able to enter the appointment information into SAS. 

11. State the date the required forms were sent to HR.
12. When the student has a rate increase, state the new hourly rate and the effective date of the increase.  
13. Supervisor signature and department should be stated.  
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