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Kean Student Eligibility 
• Undergraduate Students: Must be enrolled in classes to be employed. 

• Graduate Administrative Assistant (GAA): Must be enrolled in classes; 

assistantships begin in the Fall semester and continue through the Spring. 

Additional requirements may apply. 

• Graduate Research Assistant (GRA): Must be enrolled in classes; 

assistantships begin in the Fall semester and continue through the Spring. 

Additional requirements may apply. 

• Academic Specialists: Must have earned a bachelor's degree, but can be 

enrolled in a graduate program.
o Dual Titles Prohibited. Kean University prohibits Academic Specialists from holding two 

positions/titles on campus simultaneously.

o For example: Academic Specialists cannot work in two different departments at the same time even 

if the second position is sponsor funded.



Hiring International and Exchange Students: 

General Information

International and exchange students follow the same hiring process as other 

students but must complete some additional steps:

• International Students

– Must have appropriate work authorization to work in the U.S., such as an 

active F-1 visa.

– They must obtain a letter of approval from Kean University's Designated 

School Official (DSO).

– Once approved, the student can use this letter to apply for a Social Security 

Number (SSN).

• Exchange Students

– Depending on their visa type (e.g., M-1 or J-1), exchange students may also 

be eligible to work in the U.S.

– They must obtain approval from Kean's DSO before beginning employment.



Departmental Hiring Responsibilities 

• Principal Investigator/Project Director (PI/PD): Responsible for completing 

hiring forms and obtaining approvals. Ensure information aligns with funding and 

University payment schedules. 

• Grant-Funded Part-time Hiring Form, which is on the ORSP Post-Award 

webpage: Form link 

– *Important: Students/Candidates must not begin work without HR 

clearance. * 

• Inquiries 

– Grant funding for student hiring: postaward@kean.edu   

– HR documentation: studenthiring@kean.edu   

– Graduate Assistantship hiring: ga@kean.edu    

https://www.cognitoforms.com/KeanUniversity4/ExternalGrantFundedPartTimeHiring


Grant-Funded Student Position Titles 

• Graduate Administrative Assistant (GAA) & Graduate Research Assistant 

(GRA)

– Full-Time: 15-20 hours/week; full tuition waiver. 

– Half-Time: 7.5-10 hours/week; half tuition waiver. 

– Quarter-Time: 3.75-5 hours/week; one-quarter tuition waiver. 

– Appointment: Academic year (Fall-Spring, not including summer/winter). 

• Academic Specialist (Part-Time, Temporary Graduate student/Non-Kean 

Candidate) 

– Compensated on an hourly basis or an agreed upon flat rate contract and 

may only work a maximum of 15 hours per week.

• Student Research Assistants (Part-Time, Semester-Based) 

– Paid for hours worked from grant funds. Salary disbursed by HR/Payroll. 



How to Fill Out the Hiring Form

Locate the form on the ORSP Post-Award webpage

OR 

Go onto the ORSP webpage, find the "Forms" option 

from the side menu and scroll down to the "HR Support 

Forms" to find the link. 



How to Fill Out the Hiring Form

Read the student hiring 

requirements if applicable.

Scroll to the bottom of the 

form to begin entering the 

hiring information. 

*If hiring an Academic 

Specialist additional forms 

are required and must be 

prepared before filling out 

this form.*



Academic Specialist Forms

Complete the forms 

located on the first 

page of the form.

Step 1: Candidate completes (3 forms): Candidate's resume, 
academic specialist application, and acknowledgment form



Academic 
Specialist Forms

Step 2: PI/PD completes (3 forms):

Authorization to hire form should 
be filled up to #2 under approvals 
(ORSP is the budget approver).

Next, add the job description (PI 
creates), and the rationale for the 
Academic Specialist position (PI 
creates). 

https://www.kean.edu/media/academic-specialist-authorization-hire-form-oct-2019


Academic 
Specialist 
Forms

Step 3: PI/PD uploads 
the candidate's 
materials and PI/PD 
forms to this link

Step 4: All materials 
must be included
 



Academic 
Specialist Forms

If the student is already hired as 
an Academic Specialist, 
complete the following form 
Or if paying the student a flat 
rate.

Academic specialist contract, 
should also be included in the 
upload.



Understanding Kean’s 

Student Payment Types

• Definitions

– Employment: Compensation for assigned work (salary-based). 

– Participant Stipend: Not considered compensation, often lump-

sum, no specific tasks required. 

– Fellowship: Merit-based scholarships for advanced studies (paid 

via stipend). 

– Scholarship: Need/merit-based financial support (paid via stipend). 

– Internship: Program offered to potential employees, may be 

paid/unpaid. 





 

Student Participant Stipend 

Payments 

Must be requested using the electronic stipend form 

according to the request deadline schedule 

Students should be made aware that the stipend 

payment does NOT occur on a bi-weekly basis.

https://ku.co1.qualtrics.com/jfe/form/SV_cA4Nfh8Vl5OShiS


 

Student Participant Stipend 
Payments 

Must be requested using the 
electronic stipend form 

according to the request 
eadline schedule 

Students should be made 
aware that the stipend payment 
does NOT occur on a bi-weekly 

basis.

https://ku.co1.qualtrics.com/jfe/form/SV_cA4Nfh8Vl5OShiS


How to request a Kean 

Student Participant Stipend
Step 1:
The Principal Investigator (PI) or Project Director (PD) provides the Kean student with the Student Participant Stipend 
Appointment & Acknowledgement Form, CLICK HERE. ORSP will not accept stipend payment requests submitted 
via email.

Step 2:
The student and PI/PD complete the form. The PI/PD should reference the stipend deadline calendar to ensure the 
request is submitted in accordance with published deadlines.

Step 3:
Once submitted, the form is automatically routed to the ORSP Post-Award office. Post-Award staff will verify the 
information and submit the stipend request to the Office of Financial Aid based on the stipend deadline calendar.

Financial Aid and Student Accounting Responsibilities
All stipend requests are reviewed by Financial Aid and Student Accounting to ensure they contain the necessary and 
appropriate information for payment. If approved, Student Accounting processes the payment accordingly.
More information about Financial Aid Disbursement

Inquiries:
ALL inquiries related to student stipend payments should be directed to the Office of Student Accounting, located on 
the 3rd Floor of the Administration Building on the Kean University Union campus.
For General Inquiries: stuactg@kean.edu

https://www.cognitoforms.com/KeanUniversity4/ExternalGrantFundedStipendAppointmentLetterAndAgreementForm
https://www.kean.edu/offices/financial-aid/disbursements-and-adjustments
mailto:stuactg@kean.edu




 

For any questions, please feel free to 
contact at:

Email: postaward@kean.edu

ORSP staff are available 

Monday – Friday 

9:00am-5:00pm

Thank You!
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