GGSE Employment Request/Modifications Guidelines
Winter 2026


Appointment Offer Letters for GSRs
1. Failure to comply with the new Graduate Student Researchers (BR) Contract can lead to employment or union grievances. 
2. Appendices from AP are now required. Appendix C will be sent to you on a quarterly basis not the length of the appointment via DocuSign during the hiring process to track quarterly duties/tasks of the GSR and not beyond. Please fill this out in a timely manner and to the best of your capability to avoid any delays in your hire. 
3. All Appointment Offer Letters are completed by Employment Analyst (staff).
4. Appointment letters must be provided to GSRs one month before the start date (by staff). 
5. Step scale can be found on AP Salary Scale page (Table 22).
6. GGSE GSR Hiring Procedures state:
a. Salary Point 1: First year of full-time UCSB graduate study
b. Salary Point 2: Second year of full-time UCSB graduate study 
c. Salary Point 3: Third year+ of full-time UCSB graduate study

How to Prepare to Employ a Student
1. Confirm how much available funding you have for hiring by contacting the account manager: C&G at CG.Team@education.ucsb.edu and other funds (Clinics and Centers; Start-up; or Deans) at BPalencia@ucsb.edu. 
2. Please refer to the GGSE Hiring Procedures (Employment Section) on GSR and Student Assistant details on job titles and pay rates. 
3. Discuss and be aware of the full employment picture for any student you wish to have employed because combined employment: 
a. Determines eligibility for fee remission (GSR and ASE [TA] combined 25% or more),
b. Determines responsibility of your funding source for contributing to fee remission, and
c. Request for Exception to Employment form for total employment requests that go above 50% FTE. 

How to Submit an Employment Modification or Request
1. [bookmark: _Hlk146796290]The AY 24-25 forms are posted on the GGSE Resources page - please do not use old versions of the forms you may have saved in the past. It is best to use an Incognito Tab when downloading these forms from the website.
2. The AY 25-26 forms will be available once we know the GSR rates. 
3. Complete an Employment Modification if you are changing employment.  Examples include changing a funding source, extending an end date, or changing a percent time.
4. Complete an Employment Request if you are adding employment. Examples include hiring a student for the first time or adding a new funding source and additional FTE to their employment -- and not modifying any existing employment duties. 
5. It is preferred to use full quarter dates for employment purposes. For Winter, this would be 1/1/25 – 3/31/25. Please refer to the 2025-2026 Maximum Employment matrices to determine if you want to hire at different FTE rates during the breaks. 
6. Submit the form via email to CG.Team@education.ucsb.edu or BPalencia@ucsb.edu – the team can also help answer any questions you have about completing the form.
7. Please do not sign the employment forms – you will be asked to DocuSign the request after it is reviewed by staff. 

Approval Process
1. Please do not add any signatures to your employment request forms. 
2. Staff will review, obtain clarification if needed, ensure all fields are complete and THEN route via DocuSign for all necessary signatures/approvals. 
3. Employment does not begin, and work cannot begin, until you and the student are notified by email that the appointment has been processed by the Employment Team (staff). An Appointment Offer Letter will be sent out to you and GSR’s a month prior with the future start dates.
4. If there is any gap in employment, a student will need to go through a rehire process, which will delay the process. If your student anticipates a break in employment, please work with staff to use a "short-work-break" to keep a position open but inactive to avoid the need to redo the full employment procedure.
5. Requests are reviewed and processed in the order received, so timely submissions are appreciated! If requests for Spring employment are not received by the Staff between April 25th and May 2nd, employment may not be able to begin on the requested start date and fee remission, if applicable, could be withheld or delayed.

Faculty Role in Supervising Employment
1. GSRs are salaried Academic Employees that are Unionized. That means they get paid their FTE no matter how much they work. It is up to supervisors to make sure their employees are completing the expected tasks. Failure to comply with the new Graduate Student Researchers (BR) Contract can lead to employment grievances. 
2. Faculty must track PTO. Refer to GGSE Personal Time Off document for details on GSR PTO. The PTO balance is earned up front and non-transferable to other or future different appointments. The total allotted PTO for the contracted period and funding source will be provided in each Appointment Offer Letter.
3. Refer to the 9/27/23 Academic Personnel Memo for Kronos Timekeeping expectation for all hires: Timekeeping and Leave Reporting for ASEs and GSRs - Technical Guidance and Resources.
4. Student Assistants are Hourly Employees. Their “FTE” is only an estimate. Students document the hours they actually worked on their time cards. Supervisors need to monitor time cards for hours to make sure their employees bill the anticipated amount and not more than the grant can fund.

Reminders and tips to help the processing go smoothly:
· [bookmark: _Hlk146797062]If combined requests for employment exceed 50%, there is a Request for Exception to Employment form approval process that is needed from the student’s home department. This process adds steps and time to the hiring process. International students cannot work more than 50% -- this is US Federal Law. Permanent Residents, Green-card holders, and DACA students are allowed to work up to 75% in the academic year with an approved Request for Exception to Employment form. 
· Consider requesting employment for Winter (’26), Spring (’26), Summer (’26) and Fall (’26) at the same time. This will save additional steps later for you, staff, and students.
· Please do not ask your students to work if they are not yet employed.
· [bookmark: _GoBack]If a background check is required for the position, more lead time will be necessary and will delay the start of employment. Background check fees will be charged to the project code that the employment is requested on (unless specifically requested otherwise).
