
COE Student Assistant (SA) - Lecturer appointment process

Department Payroll 
Coordinator

Uses Employee Job History report in the Query 
Library to determine if student has/will have 
concurrent appointments and confirm with student. 
(Limited to 75% total appointments)

Determines if student qualifies for tuition remission and 
benefits (Recommend at least 33.325% total 
appointments)
Includes on TR report to Bursar

1. Prepares SA-Lecturer appointment letter. 
2. Enters appointment into JEMS-HIRE.
3. Requests CBC by email to COE-CBC@engr.wisc.edu
4. Requests I-9.

Receives HRS entry confirmation email from JEMS.

Enters payroll funding into HRS

Academic Year = 2 grad. credits 300 level or above
(Note: Minimum credits may vary by department)
Summer = No minimum credits/not required

Faculty proposes student for 
SA-Lecturer appointment

Checks ISIS or with Student Services to 
confirm enrollment for minimum credits.

Faculty confirms 
grad student will 

assume full 
teaching duties 

for a course.

Consider 
TA appt.

Faculty provides 
appointment %

No

Yes
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Faculty provides 
funding 
information

https://bi2.fastar.wisconsin.edu/workspace/index.jsp
https://bi2.fastar.wisconsin.edu/workspace/index.jsp
http://www.bussvc.wisc.edu/bursar/remismnu.html
https://orprd4.doit.wisc.edu/pvhrs/pvhrs.html
https://members.compli-9.com/login.aspx

