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Work Study
• Student Employment Authorization to Hire Form

• Student completes first section
• Department completes second section
• Student takes completed form to Financial Aid
• Financial Aid reviews & sends to HR
• Student completes Employment paperwork with 

HR if necessary. 
• HR signs off on form and distributes back to 

Department & Financial Aid

Student cannot begin working until Dept. receives form back from HR





Regular Full Time and Part Time
• Department completes Position Request Form
• Once Position Request form is received by HR, HR will contact 

department regarding posting of the position and timelines
• Once Position is posted, HR will forward resumes to Hiring 

Manager for review.
• Interviews
• Hiring Manager contacts HR with top candidate(s)
• HR starts Hiring Process

• Contacts top candidates with application and background 
check forms & processes

• Once background check and references are completed, HR 
reviews and extends offer to candidate

• If accepted, HR schedules orientation / first day. (usually, 2-
3 weeks from accepted offer)

New employee starts working 



What are temporary employees?
• Intended to work less than 6 months 
• Weekly hours do not exceed 28
• Department does not have a continuous 

need for the position
• Needs to be paid hourly, time gets recorded 

in TimeClock Plus



Special Assignments / Additional Positions

• Examples:
• Sponsored Projects
• Workshops 
• One / two day events

• Usually these are already current 
employees

• Cannot be paid with a stipend, needs to be 
paid hourly with hours recorded in 
TimeClock Plus





Take-Aways:
• Do not have an employee work without 

going through the process
• HR needs at least 2 weeks for processing
• Employees must be paid through payroll- No 

Gift Cards! 
• Temporary & part time employees need to 

be paid hourly – not with a stipend.
• All hours should be recorded & approved in 

TimeClock Plus
• If you have questions, call HR!
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