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	CAREER/JOB PLACEMENT CENTER (CJPC)

	800 South College DriveREQUEST AND AUTHORIZATION
TO HIRE A STUDENT WORKER (RTH)

Student Service Building A, Rm. A207
Santa Maria, CA 93454-6399
(805) 922-6966, ext. 3374/FAX (805) 347-1256
www.hancockcollege.edu/CJPC
	
	Lompoc Valley Center
1 Hancock Drive, Bldg. 2, Rm. 111
Lompoc, CA 93436
(805) 735-3366, ext. 5374/Fax (805) 737-1667

	
	
	


	PLEASE REVIEW THE INSTRUCTIONS ON BACK OF THIS FORM BEFORE COMPLETING.

	SECTION I:  EMPLOYER/COMPANY INFORMATION


	Employer/Company Name:       
	Phone/Extension:       

	Address:       
	City/State/Zip:       

	Department/Office:       
	[bookmark: Text1]Assigned Work Location (Bldg./Rm.):       

	STAFF
	TITLES
	SIGNATURES
	DATE

	Administrator:       
	     
	
	     

	[bookmark: _GoBack]Department Contact:       
	     
	
	     

	Department Contact:       
	     
	
	     

	Grant Administrator:       
	     
	
	     

	Grant Administrator:       
	     
	
	     


	SECTION II: STUDENT WORKER INFORMATION

	Name: (If Determined)        
	Student ID:       

	Address:       
	City/State/Zip:       

	AHC Email:       
	Phone:       

	Personal Email:       
	Cell:       

	Signature:  
	Date:       
	Current Units:       

	SECTION III:  SALARY, FUNDING, TYPE, AND BUDGET INFORMATION/BUSINESS SERVICES VERIFICATIONS


	STUDENT WORKER CATEGORY:
|_| Student Worker 1 ($9.00 per hour)
|_| Student Worker 2 ($9.25 per hour)
|_| Student Worker 3 ($9.50 per hour)
|_| Student Worker 4 ($10.25 per hour)
|_| Student Worker 5 ($9.00 per hour and up)   Rate: $      
	FUNDING SOURCE(S):
[bookmark: Check1]|_| Categorical Funds
|_| Trust Account
|_| Restricted Account
|_| District Funds
[bookmark: Check8]|_| Grant Funds
|_| Federal Work Study (FWS)
|_| CalWORKs Work Study (CWS)
	Fiscal Year:     

	
	
	Anticipated Start Date:      

	
	
	|_| Summer Session
|_| Fall Semester
	|_| New 
|_| Continuing

	
	
	|_| Spring Semester
	|_| Replacement 


	TYPE OF WORKER:
|_|Clerical 
|_| Media Services 
	|_| Tutor
|_| Reader
|_| Children’s Center 
	|_| Peer Advisor
|_| Lab Assistant
|_| Cashier

	|_| Custodial 
|_| Maintenance 
|_| Grounds 
	|_| Peer Educator
|_| Cafeteria 
|_| Grant Tutor

	|_| Facilitator
|_| Learning Facilitator
|_| Other:      

	BUDGET INFORMATION
	BUSINESS SERVICES ONLY

	ALL PROGRAM/OBJECT CODE(S)
	CATEGORY(IES)
	SALARY/FUNDING
REQUESTED
	
BENEFIT COST
	GRANT’S ENDING DATE
	BUDGET
VERIF
	PCN(S)

	#1:       
	     
	$     
	$     
	     
	
	

	#2:       
	     
	$     
	$     
	     
	
	

	#3:       
	     
	$     
	$     
	     
	
	

	#4:       
	     
	$     
	$     
	     
	
	

	#5:       
	     
	$     
	$     
	     
	
	

	#6:       
	     
	$     
	$     
	     
	
	

	#7:       
	     
	$     
	$     
	     
	
	

	SECTION IV:  FEDERAL WORK STUDY (FWS) AWARD


	Award Letter:       
	FWS Award:  $     
	Pay Rate:   $     
	Hours/Week:        
	Total Hours:       

	FALL SEMESTER
	SPRING SEMESTER
	FWS%:       

	Start:       
	End:       
	Start:       
	End:       
	Employer%:        


	SECTION V:  CALWORKS WORK STUDY (CWS) AWARD


	CWS Referral:        
	CWS Award:  $      
	Pay Rate:  $      
	Hours/Week:       
	Total Hours:        

	FIRST SESSION
	SECOND SESSION
	CWS%:       

	Start:       
	End:        
	Start:       
	End:       
	Employer%:       

	THIRD SESSION
	FOURTH SESSION
	CWS%:       

	Start:       
	End:       
	Start:       
	End:       
	Employer%:       




	
INSTRUCTIONS (Please follow instructions provided below):

	Complete the appropriate sections on this form. 
Route for all necessary signatures; and
Route completed and signed form to:
Business Services if your budget source is from restricted, categorical, or grant funds for budget verification and Position Control Number (PCN) assignment; and/or
Administrative Services if your budget source is from unrestricted funds for budget verification and PCN assignment.
After PCN assignment, your original RTH will be sent to CJPC.
CJPC will email or mail you a copy:
Retain a copy for your department and your student.
Student workers may not receive an Authorization to Work form until this process is complete.
Make sure all necessary program/object codes are on listed this form.
If you add program/object codes to your student worker’s assignment during the fiscal year, you must complete a new RTH form following the same listed instructions.

	SECTION I:  Employer/Company Information

	1) Must complete the necessary information.

	SECTION II: Student Worker Information

	1) Complete Section II (if determined)
a) Have student worker fill out necessary information and sign document.

	SECTION III:  Salary, Funding, Type, Worker’s Compensation (Benefits), Budget Information, & Verifications

	1) Program/object code(s), salary/funding amount(s) requested, and Worker Compensation (WC) benefits for the entire fiscal year. 
2) Complete necessary information in Section III (refer to Student Worker Salary Schedule SS85):
	· Check appropriate student worker category(ies);
· Check salary/funding source(s);
· Check student worker type(s);
	· Enter the fiscal year this RTH represents; and
· Enter an anticipated start date.


3) In Section III, budget information:
	· List all program/object codes to be used;
· List the appropriate student worker category that correlates with each program/object code;
· You may have duplicate program/object code entries
	· Calculate and enter the salary/funding requested for each program/object code; and
· Calculate and enter the benefit cost WC to be used for each program/object code including FWS and CWS funding sources.





	SECTION IV:  FEDERAL WORK STUDY (FWS)  ELIGIBILITY, AWARD, AND INSTRUCTIONS

	Federal Work Study Eligibility
1) The student is eligible to participate in the Federal Work Study program under the Higher Education Act of 1965 (Pl 89-329) and as amended by Higher Education Amendment 1992.
2) When the student has earned the maximum federal work study allocation, he/she will cease to be a participant whether or not the academic year has been completed.  
3) The federal work study allocation may change due to other financial aid awards, academic progress, enrollment status, and student loans.  Compensation beyond established eligibility constitutes an over award which is prohibited by law.
4) Please keep track your student workers allocation spend down.  Your department will be responsible for any overage.
5) Complete Section IV if student worker is eligible for FWS funding:
6) Contact the CJPC to receive verification, funding allocation, and other necessary information needed to complete section(s).

	SECTION V:  CALWORKS WORK STUDY (CWS) ELIGIBILITY, ALLOCATION, AND INSTRUCTIONS

	CalWORKs Work Study Eligibility
1) The student is eligible to participate in the CalWORKs work study program.
2) The CalWORKs Work Study allocation may change due to academic progress, employment performance, CalWORKs welfare-to-work eligibility, and available funding.
3) Funding is based on state grants; therefore, additional funds may be allocated and dates may be extended.  Percentages may be adjusted and hours decreased accordingly.
4) Please keep track your student workers allocation spend down.  Your department will be responsible for any overage.
5) Complete Section V if student worker is eligible for CWS funding.
6) Contact the CJPC to receive verification, funding allocation, and other necessary information needed to complete section(s).
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