

The following are guidelines to assist you in streamlining your process of hiring student employees:
1. It is helpful to include the duration of employment when you advertise  your student positions to accurately reflect your department’s need and to communicate this to students as their availability changes throughout the academic year and during breaks.
2. During the interview, be sure to provide the student with a written job description, rate of pay, and expectations unique to your department (i.e., dress code, attendance, timesheets, use of department equipment, etc.).  Clearly explain the essential functions and responsibilities of the position.
3. Once hired, be sure to reaffirm the responsibilities of the job and any expectations.  Include absenteeism, lateness, standards of conduct, appropriate dress, etc.  We highly recommend that you have students sign a copy of your guidelines to indicate that they have read and understood your policies and procedures.  Students should be informed that their failure to adhere to these expectations may or WILL result in dismissal.
· Clearly explain and review the work schedule
· Be sure to identify the supervisor with whom they will directly report.
· Provide the proper training and supervision necessary for adequate job performance.
4. Immediately upon hiring a student, submit all necessary paperwork.  Refer to the SWEC website under Supervisors for a paperwork check list for new hires and re-hires.
· New Hires – are not in the Payroll system
· Re-Hires – are in the Payroll system; have been previously employed in any department other than the Bookstore and Dining Services
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