
College Assistant Appointment Process

Dept identifies CA for hire
Dept asks the CA to fill out 

Basic Personnel form 

Dept enters the 
appointment into e-
Appointments using 

“College Assistant/Student 
Aide Processing Schedule”

Budget reviews the dept 
funding and submits the 

appointment to HRS

Dept sends the CA the 
“College Assistant 

Appointment Letter 
Template & Instructions” 
and sends Job Description 

to HRS

CA prints and completes the 
packet on the “New 

Employee Resource Center” 

CA goes to the On-Boarding 
Center of HRS office

HRS reviews and processes 
the appointment

HRS Submits to Data 
Validation Unit and 

submission to Payroll

Package
Complete

HRS follows up with the 
department

Package 
Incomplete
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