
San Bernardino Community College District 
REQUEST FOR CLASSIFIED STUDENT HOURLY EMPLOYMENT 

Fiscal Year July 1, _______ - June 30, ______ 
BOARD POLICY 1540 STUDENT EMPLOYEES 
BOARD POLICY 1545 CalWORKS EMPLOYEES 

 
ALL INFORMATION MUST BE TYPED 

(Use object code 2380, 2383, 2400, or 2403) 
 

Social Security Number _______________  Birth Date_____________  Sex:      Male      Female 
Name  (Last, First, Middle)________________________________________Telephone_________________ 
Address  _________________________________________________________________________________ 
Account Number 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
Job Title _____________________________________________  Salary per Hour  $ _______________ 
Describe Job 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
Actual Beginning date of this employment  __________________  Termination Date__________________ 
Department working for  _______________________  Telephone Extension  ______________ 
Have you ever been or does this district currently employ you?         Yes         No 
I
 
f yes, when?  ___________________________________   Where?__________________________________ 

Ethnic Codes (Select One) 
AC - Chinese A - Asian Indian AJ - Japanese AK - Korean PH - Hawaiian 
AM - Cambodian AV - Vietnamese AX - Other Asian B - Black X - Unknown 
PS - Samoan PX - Pacific Islander W - White AL - Loatian  
F - Filipino H - Hispanic N - American Indian PG - Guamanian  

 
I am currently enrolled in ______ Units as San Bernardino Valley College and/or Crafton Hills College.  I understand 
falsification of any information on this form constitutes perjury and will be grounds for immediate termination.  The 
supervisor and employee are mutually responsible for the accuracy of ALL information and timely submission of the 
TIME SHEETS.  I have read the attachment to this form and understand my responsibilities as an hourly employee of the 

BCCD. S
 
Employee Signature _________________________________________________ Date _____________________ 
Non Hourly Supervisor’s Signature _____________________________________ Date _____________________ 
Responsibility Center Manager ________________________________________ Date _____________________ 
Vice President’s Signature ___________________________________________ Date _____________________ 
President’s Signature ________________________________________________ Date _____________________ 
Vice Chancellor Fiscal Services _______________________________________ Date _____________________ 
Vice Chancellor Human Resources _____________________________________ Date _____________________ 

 
For Office Use Only 

JUL  JAN  
AUG  FEB  
SEP  MAR  
OCT  APR  
NOV  MAY  
DEC  JUN  
 
Distribution  Human Resources  Payroll  Department  CBO/CC 



STUDENT EMPLOYEES  
 
The district provides employment opportunities for its students through various federal, state, and locally funded programs 
(i.e., College Work Study, EOPS, Disabled Students.) 
 

A. Definition 
Student may be hired as Student Employees or as Short-Term Employees.  Student employees and Short 
Term employees work under different authorization, different working requirements and limitations, and 
different budget allowances.  Students shall not be shifted from one category of employment to another 
without authorization. 
 

B. Enrollment 
A Student must be continuously enrolled in six (6) or more units of credit classes during a regular session or 
three (3) or more units during a summer session in a college of the district in order to qualify for employment.  
Enrollment must be maintained at or above the minimum level throughout the period of employment.  Units 
which are “challenged” for credit do not count toward meeting the minimum. 
 

C. Authorization 
Student employment must be approved by the Chancellor or his/her designee before any pay warrant is 
issued.  Authorization for employment is obtained through the Career Center at SBVC and the Campus 
Business Office at CHC.  All authorizations expire at the end of the fiscal year on June 30 and must be 
renewed if the student works into the new fiscal year. 
 

D. Limits 
A student employed under this policy is limited to a maximum of fifteen (15) hours of employment per week 
in the district exclusive of recesses when classes are not in session.  A student may work for only one 
department at a time. 
 

E. Benefits 
Student employees do not qualify for district-paid health and welfare benefits, social security, Medicare, or 
retirement benefits, nor are they paid a shift differential. 
 

F. Rate of Pay 
The Human Resource Office shall maintain a list of board approved positions and rates of pay. 
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