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General Employment Policy
● Obtain Academic Home Department approval to hire 

students in other departments

● Check eligibility (academic and financial)

● Check work permit end date 

○ F1: see I-20

○ J1: see DS-2019

● More details on summer employment can be 
found on the Collab, 100% Employment During 
the Summer 

https://ucsdcollab.atlassian.net/l/cp/tdbPhPEf
https://ucsdcollab.atlassian.net/l/cp/tdbPhPEf
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General Employment Policy (continued)
● Only enter approved appointments into UCPath

○ What if the class gets cancelled? 

■ Student will move to a different job 

■ Student will not move to a different job (no 
employment) - Freeze unfilled position OR 
process termination template on the 
effective date of the hire (ex: 07/01 hire date 
and not going to work, use 07/01 as the 
termination date)
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Job Aid:  How to Process Payments for Graduate Students in Summer Session

https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EV8eutJsU_JNmb5k9UdK94gBsc_9XSpTEJyJNxFlHgLcIg


Choosing the 
Correct 
Template

● Full Hire
● Rehire
● Concurrent 

Hire
● Interlocation 

Transfer

https://ucsdcollab.atl
assian.net/l/cp/6HmP
1Nh0 

https://ucsdcollab.atlassian.net/l/cp/6HmP1Nh0
https://ucsdcollab.atlassian.net/l/cp/6HmP1Nh0
https://ucsdcollab.atlassian.net/l/cp/6HmP1Nh0
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A Few Notes on Short Work Breaks
● Should be used ONLY to bridge students between 

appointments
● SWB should be used for a maximum of 4 consecutive 

months
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Short Work Breaks 
Example: Spring appointment ends 6/30 and next 
appointment does not begin until Summer Session II. You 
want to put student on a SWB until Summer Session II; 
Summer Session II first day of classes is 08/07, but we’re 
using pay periods only in UCPath so the first day on pay 
would be 08/01

● Step 1: By 6/29, update the Expected Job End Date to 
07/31 to accommodate the SWB duration OR through 
the end of Summer Session II if they will be in the 
same position (must be approved locally by 06/29)

● Step 2: Add SWB effective 07/01 with expected return 
date of 08/01



Tips for Processing 
Summer 

Employment

● Gather data before you begin
○ Empl ID
○ Reports to (Position 

number from UCPath)
○ Chart String information
○ Your transactor role and 

the people in your AWE
○ Job aids

● Add Comments to all the 
Comment fields

● Start as soon as possible!



Position Management for Summer v. Academic Year
We recommend having different positions for Summer v. Academic Year due to 
the changes you need to make (i.e. funding, FTE, etc)

Example: 
1. Create Summer Session-specific positions for TAs/Associates who are paid 

via additional pay with FTE 0 and the appropriate Summer funding 
information.

2. Hire your TAs/Associates into these “Summer” Positions
3. Terminate from AY Positions or put on SWB during Summer months 
4. Freeze “Summer” positions during the AY when students are in their 

“normal” Positions

Tips for 
Processing 
Summer 
Payroll

Graduate 
Student 
Employment

Job Aid: How To Change Position Status On Vacant Positions 

https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EbLUTSzi_ClDse2PES0tmjMBvH1cIve69tbbQeer-tNwtQ


Additional Pay Tab Summer 
Session I

Summer 
Session II

Effective 
Date 07/01/2026 08/01/2026

End Date 07/31/2026 08/31/2026

Reason: 
New Additional Pay

Earnings Code:
ASN

Pay Period Amt: 
The amount that will be issued 
each month

Goal Amount: 
The total amount you want to pay 
over the earnings period (from 
begin to end date)

Initiator Comments: 
See Comment Template (be sure 
to include comments on Job 
Data tab as well)

FTE:
Change FTE to 0 on 
Position Data

Verify Position #, 
Dept, & Job Code

Data Entry Verify Data

$4,168.17

6/30/2026



Job Code 002310 Teaching Assistant (TA) at 50%
Summer Session 1 - Pay date 8/1/26



Job Code 001506 Associate Instructor at 50% 
Summer Session 2- Pay date 9/1/26



Job Code 002310 Teaching Assistant (TA) at 50%
Summer Session 1 Pay date 8/1/26 & Summer Session 2 Pay date 9/1/26



Transaction Comments Template - Monthly
Scenario Associate Instructors

Full Hire /Rehire /Concurrent Hire

[Hire] effective 07/01/26
Summer Session I, Salary Point 5, 50.00% (0.00% FTE, flat-rate paid on Add’l Pay) 
Course Dates: 06/30/26-08/02/26
Course Payment: $9,174 (course 3 units or more)

Extend End Date + FTE Change 

(Use these comments if you will enter Additional 
Pay at a later time or submit for mass upload 
action)

Extend End Date effective [06/30/26] to [07/31/26]
Change FTE effective [07/01/26] from [50.00%] to 0.00%.

Extend End Date + FTE Change + Additional 
Pay

Extend End Date effective [06/30/26] to [07/31/26]
Change FTE effective [07/01/26] from [50.00%] to 0.00%.
Additional Pay effective 07/01/26-07/31/26
Pay Period/Goal Amount: $9,174

Additional Pay

(Use these comments if you have already 
extended the end date and changed the FTE at an 
earlier time OR have already completed a 
Hire/Rehire/Concurrent Hire action)

Additional Pay effective 07/01/26-07/31/26
Pay Period/Goal Amount: $9,174



Transaction Comments Template - Hourly
Scenario Reader Tutor

Full Hire /Rehire /Concurrent Hire
[Hire] effective 06/30/26
Summer Session I, Reader, 25.00%
Course Dates: 6/29/26-8/1/26

Extend End Date + FTE Change Extend End Date effective [06/30/26] to [08/02/26]
Change FTE effective [06/30/26] from [50.00%] to [25.00%]

Extend End Date + FTE Change + Additional Pay N/A N/A

Additional Pay N/A N/A



Additional Pay Mass Upload
Resource: Graduate Student Employment: Summer Session Pay 

Use of Mass PayPath upload is highly encouraged if you have a large quantity of TAs and Assoc. Instructors being hired. 

You will need to create the Position, hire the student, and update funding ahead of submitting your upload request.

Due Dates (Positions created, people hired, funding added, Google Forms submitted): 

○ Summer Session 1: 07/06/26

○ Summer Session 2: 08/05/26

○ Summer Session 3: Varies (need at least 10 business days prior to applicable payroll deadline for Employee 

Data Changes)

https://ucsdcollab.atlassian.net/l/cp/PiGWfgTS




Additional Pay Information

● Additional Pay cannot be manually entered in UCPath until the appointment is active
○ Example, a Summer Session 1 TA appointment is entered into UCPath with a start date of July 

1st.  The Department cannot manually enter Additional Pay until July 1st or after.  Additional 

Pay cannot be entered until the employee’s start date.  

● You cannot delete a pending one-time payment or completely stop a new recurring 

additional pay on your own. 
○ If you need to cancel an Additional Pay that has already been approved locally, you must submit 

a case to UCPC. 

https://ucsdcloud.sharepoint.com/:b:/r/sites/GraduateStudentEmployment378/Shared%20Documents/General/JOB%20AID%20-%20How%20to%20Process%20Payments%20for%20Graduate%20Students%20in%20Summer%20Session.pdf?csf=1&web=1&e=NfKZJE


Experience Based Salary - Associate Instructors
Effective October 1, 2023, Associate Instructors with:

● Six (6) quarters of University teaching experience at 
UC San Diego

● During Academic Year terms (October 1 - June 30)
○ Fall: 10/1 - 12/31
○ Winter: 1/1 - 3/31
○ Spring: 4/1 - 6/30

● Appointment at 25% FTE or more - only a maximum 
of one experience count can be earned per quarter

● Who have not advanced to candidacy shall be 
placed at Salary Point 3

● Who have advanced to candidacy shall be placed at 
Salary Point 5

Placement on the Salary Scale

● Experience in the Teaching Assistant (Job Code 
002310), and Associate Instructor count towards 
University teaching experience.

● Returning Associate Instructors (students who were 
appointed as Associate Instructors prior to AY 
2024-2025) should be hired at Salary Point 7, 
regardless of their experience

● Effective Fall 2023, new Associate Instructors may 
start at Salary Point 1



Experience Based Salary - Teaching Assistants
Effective October 1, 2023, Teaching Assistants with:

● University teaching experience at UC San Diego
○ During Academic Year terms (October 1 - 

June 30)
■ Fall: 10/1 - 12/31
■ Winter: 1/1 - 3/31
■ Spring: 4/1 - 6/30

○ Summer does not count towards the 
experience count

● Appointment at 25% FTE or more - only a maximum 
of one experience count can be earned per quarter

● 3 quarters of experience shall be placed at Salary 
Point 2

● 6 quarters of experience shall be placed at Salary 
Point 3

Placement on the Salary Scale

Experience in the Associate Instructor and 
Associate-in-lieu-of Teaching Assistant (Job Code 001506) 
count towards University teaching experience.



ASEs’ Experience-Based Salary
Reference Information for Associate 
Instructors

On the Collab:
Chapter 4: Guide for Associates

In the Contract:
Article 32A – General Wages

Reference Information for Teaching 
Assistants

On the Collab:
Chapter 5: Guide for Teaching Assistants

In the Contract:
Article 32A – General Wages

General reminder:
● Summer quarters do not count TOWARD experience
● Summer quarters do not count AGAINST experience (i.e. they don’t influence 

the 18-quarter limit or limit of 3 UD classes allowed to be taught)

https://ucsdcollab.atlassian.net/wiki/x/eQs6Aw
https://ucnet.universityofcalifornia.edu/labor/bargaining-units/bx/docs/bx_32a-general-wages_2022-2025.pdf
https://ucsdcollab.atlassian.net/wiki/x/BgQ6Aw
https://ucnet.universityofcalifornia.edu/labor/bargaining-units/bx/docs/bx_32a-general-wages_2022-2025.pdf


Help for Graduate Student Appointments

● Graduate Student Employment
● UCPath for Graduate Student Employment

○ Graduate Student Employment: Summer Session Pay 

Where to Find 
UCPath Help

https://ucsdcollab.atlassian.net/l/cp/kJTpPg9M
https://ucsdcollab.atlassian.net/l/cp/w6ZacMoW
https://ucsdcollab.atlassian.net/l/cp/5uXpNAJ7


Summer Session

Lisa Bargabus 
summer-payroll@ucsd.
edu jimenez@ucsd.edu We are happy to 

help!

Questions? Academic Personnel

Heather Zion
hzion@ucsd.edu 

GEPA
                                         

Courtney Aguila
grademployment@ucsd.edu

Dimple Bhatt
grademployment@ucsd.edu

Join us for 
conversations, quick 
questions, moral 
support, and more on 
Microsoft Teams!

Click this link to join 
the Graduate Student 
Financial Support 
Channel on MS Teams 

mailto:summer-payroll@ucsd.edu
mailto:summer-payroll@ucsd.edu
mailto:lajimenez@ucsd.edu
mailto:hzion@ucsd.edu
mailto:grademployment@ucsd.edu
mailto:grademployment@ucsd.edu
https://teams.microsoft.com/l/team/19%3a4840e7091b0f4fd7822e7b8650384dd1%40thread.tacv2/conversations?groupId=56d780f5-30f1-401c-94e3-693480756b0c&tenantId=8a198873-4fec-4e76-8182-ca479edbbd60
https://teams.microsoft.com/l/team/19%3a4840e7091b0f4fd7822e7b8650384dd1%40thread.tacv2/conversations?groupId=56d780f5-30f1-401c-94e3-693480756b0c&tenantId=8a198873-4fec-4e76-8182-ca479edbbd60
https://teams.microsoft.com/l/team/19%3a4840e7091b0f4fd7822e7b8650384dd1%40thread.tacv2/conversations?groupId=56d780f5-30f1-401c-94e3-693480756b0c&tenantId=8a198873-4fec-4e76-8182-ca479edbbd60
https://teams.microsoft.com/l/team/19%3a4840e7091b0f4fd7822e7b8650384dd1%40thread.tacv2/conversations?groupId=56d780f5-30f1-401c-94e3-693480756b0c&tenantId=8a198873-4fec-4e76-8182-ca479edbbd60



