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Welcome to Cal State LA, and congratulations on your student employment offer!

As a new student employee candidate, you are required to complete paperwork as
part of the pre-hire process. This guide is here to help you complete the required
sections of the forms highlighted. We encourage you to review all forms carefully
so you understand the information being requested. 

If you need additional assistance at any point, please contact Student Employment
at studemp@calstatela.edu.

Pre Hire Paperwork Overview

Pre Hire Forms

1. Student Payroll Action Request Form (SPAR)

2.  Social Security Administration Form 1945 (SSA)

Additional Online Submissions
Student employees can add or update the following information at any point during their

employment on their CHRS Employee Self Service Homepage.

1.  Contact Details

2.  Emergency Contacts

3.  Personal Address

For more information and quick access to CHRS training materials for student employees,

visit the Student Assistants Quick Links webpage.

https://csula.sharepoint.com/sites/HRM/SitePages/CHRS-Student-Assistants.aspx?csf=1&web=1&e=mfhWHk&CID=4c7623dd-caeb-425b-99ef-2b997c20e55f


Get Ready!

Note

Note: As you fill out the SPAR form,
please be sure to review the general
information and instructions on page
two of the packet—they’ll guide you
through each step of the process.

Everyone’s tax situation is a little different, so we encourage you to speak with a tax
professional if you have questions about your withholding options. While our office
isn’t able to offer tax advice, please know that you can update your tax withholding at
any time by submitting a revised SPAR form.

Student Payroll Action Request
(SPAR) Form

Open the webform link below to access
the form.

SPAR Form Link

https://calstatela.na4.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhA9xE_Guv0BiybMq2Tz_WNg_dI9LLzNoc8v2VwSjoSj5Jv9RUxwfXhWw3ABTKnEJTg*


Section C

Type your Social Security Number, Legal Last and First Name along with middle
initial (if applicable) as it is shown on your Social Security Card.

SPAR Form

Section E

Address – Please provide your mailing address. The address you provide is
where your W‑2 tax information will be sent in January of next year.

Section F

Enter Birthdate. Enter numerically the month, day, and year of your birth.

Section J

Designate a person who is 18 years of age or older and lives in the United States to
receive your last paycheck if you were to pass away during your employment with
the University.

Let’s Get Started!



Section G

Completing Section G (Withholding
Certificate) lets your employer know
how much money to withhold from
your paycheck for federal and state
taxes. Accurately completing Section
G can help you avoid an outstanding
balance at tax time.

SPAR Form

Part I
In addition to page two of the SPAR packet, use
the IRS Form W-4 worksheets included to
complete your federal withholding allowances.
The green labels on the IRS Form W-4 correlate
to the fields on the SPAR form.

Note

If you do not complete Section G. If you are new to State service and you fail to
complete Section G, you will be treated (for withholding tax purposes) as a single
person with standard deduction with no other entries

In addition to page two of the SPAR packet, use
the California Form DE-4 included to complete
your state withholding allowances.  The green
labels on the California Form DE-4 correlate to
the fields on the SPAR form.

Federal Withholding

State AllowancesPart II



You will complete Part 1
or Part 2 of Section K. See
the instructions for each part
and complete the one that
pertains to you.

SPAR Form
Section K

Every State employee, except legally employed noncitizens, must sign the Oath
(Part 1).

Oath of Allegiance

Note

Part I

 The Declaration of Permission to Work (Part 2), is required of noncitizens.

Declaration of Permission to WorkPart II

Section H

Employee Certification - You must sign your name, certifying to the accuracy of
information entered on the form.



SPAR Form

Assign to Next Participants
After completing the form, you will be prompted to assign the next participant for
signature. 

Enter Your Information

Please route this form to the next
recipient by entering the following
information exactly as shown below:

First Name: Student
Last Name: Employment
Email Address: studemp@calstatela.edu

After entering the information, continue to
send the document for signature
processing.

After assigning the next participant, you will be prompted to enter your Cal State
LA student email. 

Please enter your Cal State LA
student email and Click to Sign.



SPAR Form
Confirm Your Email
After entering your email, you will be prompted to confirm your email address by
opening the verification link sent to your student email.

Note: The form will not be
routed to the next participant
for signature until you’ve
confirmed your student email.

You’re finished with the SPAR Form

Upload Your SPAR Form
After the form has been signed by all parties, you will receive a finalized copy in
your student email inbox. Please be sure to upload the completed form by
following the instructions below.

Open the link below to access the SPAR
form submission webpage.

Upload the SPAR Form Link

Complete the Student Information
section, attach the completed form, and
click Submit.

Note: The department refers to the
department that offered you the student
employment position.

https://onbase.calstatela.edu/appnet/UnityForm.aspx?d1=AVOZkVlcLiJj3dzl8u3QsPLx1cychZXOGmxJ8zGCEQZH5rBNpq1XZ3r3O2TLvOIHocA3b1HLaG5qqRrr9w%2fGI3KgGVs%2fzegOdGJhL0suakIBZzbaLdHw2pUC3bNP1dPgtUVe21AyF73LYLinrXmc9xfAkZ%2fhwrXwHGPcFnQbykpvx87cAqbjOWtQgwiLnA9NvvujbiZalWTelWXsQPtxvEY%3d


Get Ready!

Let’s Get Started!

As part of your hiring process, we
need you to complete the SSA-1945
form. This form explains how
working in a job that doesn’t pay into
Social Security (like this one) might
affect your future Social Security
benefits. It’s important information
for your retirement planning.

Please review the form carefully, complete the required sections, and sign it.

Social Security Administration
Form 1945 (SSA)

Open the webform link below to access
the form.

SSA 1945 Form

https://calstatela.na4.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhAgJoG4rwegM_ZRi8CPYONytrudwWCc-zv_rF5VYM-M3RN0fosyH8Qj8htSQ41yL_E*


SSA 1945 Form
Enter Your Information
After completing the form, you will be prompted to enter your email. 

Please enter your Cal State LA
student email and Click to Sign.

Confirm Your Email
After entering your student email, you will be prompted to confirm your email
address by opening the verification link sent to your student email.

Note: The form will not be
signed and finalized until you’ve
confirmed your student email.

Upload Your SSA 1945 Form
After you have signed the form, a finalized copy will be sent to your student email
inbox. Please be sure to upload the completed form by following the instructions
below.

Open the link below to access the SPAR
form submission webpage.

Upload the SSA 1945 Form Link

Complete the Student Information section, attach the
completed form, and click Submit.

You’re finished with the SSA 1945
Form

https://onbase.calstatela.edu/appnet/UnityForm.aspx?d1=AWNIV1kmehw%2fy5EnejRX7awptxatwuiZIld1qBU7LCs5vVN8PyJN5%2f08z8SH7iEO5pmoMPj4rTrxuLqDrah1%2b5EdjiEZrAqkzKEpvgrqtpt8VBrTVxYeoyZKjHzvr5KgvaQPrVHrhxjo9K%2f3Sf8eJq4iuqk4FbYDaXs4iMZm7jum9VQBfusonUTbsm6CxsApoW68fs7pTqAbHtVRWfrtpnw%3d


Contact
Information

323-343-3293

studemp@calstatela.edu

www.calstatela.edu/careercenter

StudentEmploymentEmail
https://www.calstatela.edu/careercenter
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