
Graduate Assistantship
Step by Step Guide

Human Resources Department 



Directions for Graduate Assistants Step by Step 

The supervisors should contact Human Resources advising that 
a offer has been made and provide HR with copy of signed 
letter, student contact information and advise the newly hired  
Graduate Assistant to contact HR with information that is 
required.  
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After offering the Graduate Assistant offer letter, 
Department Hiring Mangers and Students will follow the 
directions below. 

Human Resources will sent the Graduate Assistant a 
welcome email with the pre-employment requirements and 
new hire documents



Graduate Assistant must complete the HireRight email

2 GAs will complete the HireRight email to complete section 1 of the Form I-9 



International Graduate Assistants 

International students must submit to Human Resources the following items before the are 
authorized to work on campus:

Foreign Passport 
Form I-94 Arrival/Departure Record
I-20 Certificate of Eligibility for Non-immigration Student Status 
Visa with photo ID

Social Security-If students do not have a social security they need to partner with International 
Students Services to support them with the application to apply for a social security number.

Important: obtaining the social security card could take a couple weeks and graduate students should not begin 
working until they provide their social security number to HR and complete the I-9 paperwork. 



Graduate Assistants must submit identification documents.  
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One item from List A Or a Combination of 
List B and List C can be selected.

In order for Human Resources to verify 

authorization to work in the U.S. Graduate 

Assistant need to submit their identification 

documents as part of the Form I-9 



Background Check 

Pacific requires a Background Check for Graduate Assistant new hires. 

A direct link will be sent individually by HR, as part of the HireRight communication requesting the I-9 

documents, it is a 2 part process (Form 1-9 completion and Background check submission). 

Typical processing time for backgrounds is 5-7 days, GA’s may not begin work for the university until 

background check and form I-9 have been completed. 

Note: HR will follow up with the Department Hiring Manager once these steps are completed and authorize the student to 

work on campus while we are still working remotely.  



As supervisor you must send the completed Notice to 
Employee (California Labor Code section 2810.5) form to 
Human Resources.  

.

Important!
**Please put the 989 number, position number or the transaction number on top of this 
form and submit to HR after signed by employee and supervisor

The Law requires this within 7 calendar days of the start date.  

Notice to Employee



Graduate Assistants must submit Personnel Forms to HR 
Personnel Forms- (Includes Voluntary Self Identification Race/Ethnicity, Volunteer Self 
Identification of Veteran Status, Volunteer Self Identification Disability)

Note: These forms are attached to the welcome email sent to Graduate Students by HR, once 
the hiring department notifies HR of hire/offer 



Graduate Assistants must submit Confidentiality Acknowledgment 

Student should: sign, date, print name, enter 

student ID number and Department Name, 

Student Phone number.

This form should be returned to HR prior to 

the students first day of work 

Note: The confidentiality acknowledgement is attached to 

the welcome email sent to Graduate Students by HR, 

once the hiring department notifies HR of hire/offer 



Graduate Assistants must Submit the following forms to Payroll 

1 W4 Form

2
Direct Deposit Form and 
a void check or a direct 
deposit slip from your 
bank that includes your 
full name, account 
number and routing 
number

3 Ca State Tax Form 

For any questions, please contact 
payroll@pacific.edu Or 
call 209-946-2158

Forms must be sent to 
payroll@pacific.edu4
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Ready to submit EPAF

Since HR is working remotely, we are unable to provide the physical legal status to work card. HR will 
send the I-9 date to the supervisor so they can proceed with the Electronic Personnel Action Form 

When operations return to normal: an HR employee will present the graduate assistant the “Legal 
Status to Work Card.” Please have the graduate student scan or provide a copy of the Legal Status to 
Work Card to you.

While the University is closed, if Graduate Assistant currently lives locally, please have them set up an 
appointment with a Human Resources Representative to receive a physical legal status to work card.



Supervisor will generate an EPAF

Example of EPAF- Electronic Personnel Action Form (EPAF)

To start an EPAF:   
-Log into Inside Pacific, with your regular log-in.  
-Go to Administrative tab, under Administrative Services, 
-Click Employee, under “EPAF Main Menu” 
-Click “New EPAF” 

Once Human Resources has confirmed that all employment 
requirements have been completed, you are ready to start an 
Electronic Personnel Action Form (EPAF)

Important!
Do not hire an employee or start their EPAF until they have completed their I9 Human Resources will email the 
hiring manager with the I-9 date and when the  graduate assistant passes  the back ground screening.

Please visit the SharePoint Site for EPAF Hiring Materials.

https://share.pacific.edu/sites/HR/EPAFhiringmaterials/SitePages/Home.aspx


Once EPAF is applied Graduate Assistants  must complete their Timesheet.

Located inside pacific
Please note: Graduate Assistant will not be able to access their timesheet if the EPAF has not been 
submitted.



Training Required and compliance components

All graduate assistants must complete after hire:

Sexual Harassment Prevention and Title IX  training is required every two years. This includes all staff, 
temp/casuals and students. An automatic email will be sent to all employees within 30 days of start date, and 
can be completed directly from Learning and Development’s Bridge training website. 

FERPA Training if employee will be working with Student Records.  FERPA training is located on Inside Pacific, 
under the Administrative Tab.

IS – Mandatory - Security Awareness Training is required of all employees. This training can be found and 
completed directly from Learning and Development’s Bridge training website.

HIPPA training if employee will be handling medical files.  This is located under My Learning under Mandatory 
& Compliance folder.

OSHA training within 30 days of their employment. (See Risk Management for OSHA training). OSHA training 
can be found and completed directly from Learning and Development’s Bridge training website. 



Other Important Information 

• It is against the law to have employees work without paying them in a timely manner. 

• Terminate a position as soon as you know the employee will not be working with a job termination EPAF.

• Supervisors are responsible for ensuring graduate students are not scheduled to work during established class times or overlap hours 
with GA’s other jobs

• International Students may work a maximum of 20 hours per week.

• Graduate assistants are paid hourly through bi-weekly pay periods (per the University Payroll Calendar). Assistantships requirements may 
vary with a workload maximum of 20 hours per week. 

• If the EPAF includes a retroactive pay, please include this information in comments and request HR to notify Payroll Office

• If a GA should be hired in a secondary position (outside of their original GA award), the department will need to post and recruit for that 

secondary student position via Handshake. Additionally, a separate EPAF will need to be submitted using a student position number, in 

the comments of the EPAF please include the HandShake posting number. 



Questions?

Contact Human Resources

Human_Resources@pacific.edu

Main line (209)-946-2124

HR map 

Human Resources Representatives:

mailto:Human_Resources@pacific.edu

