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SUPERVISOR’S CHECKLIST

FOR HIRING NON WORK STUDY STUDENT WORKER
)) Post your vacant job on JobCat

Visit http://studentemployment.wcu.edu and click on For Employers and then Post a Job. Fill out
the form and email to cphachadurian@email.wcu.edu. Once your job has been posted in JobCat,
it is archived for future reference. To reactivate a job, email Carrie Hachadurian with new
application deadlines.

you have to fill with a student you haven’t employed before in that position. A student worker who
worked for your department in the Spring and wants to work in that same position in the Fall is
considered a rehire and a job posting is not necessary.

@ To ensure equal employment opportunity, all vacant jobs must be posted to JobCat. A vacant job is one

» Interview your applicants
Follow the tips for interviewing student applicants found on the For Employers page of the
Student Employment website.

Fill out a hiring form

» Once you have interviewed and selected a student employee, fill out the Non Work Study hiring
form. You will complete the middle section titled, For Employing Department, and the student
will fill out the top section.

If you do not know your department’s organization number or position number, please call the Budget
Office. Forms can not be processed without this information. Leaving these boxes blank may result in
a delay in the hiring process. Additionally, all forms must be signed by the budget accountable officer.
Forms which are not signed will not be processed.

Submit the original form to the Student Employment Office

» After you have completed the middle section of the hiring form and after the student has
completed the top portion, send the student to the Student Employment Office in Career
Services, 205 Killian Annex, to complete the hiring process. Scanned or faxed copies will not
be accepted. The student may need to complete a hiring packet if he/she has not worked on
campus before.

If the student has not worked on campus before, he/she will need to complete the new hire employment

@ packet, which includes FERPA and confidentiality agreements, tax forms, federal 19, and direct deposit
forms. The student will need to bring identification as listed on page 2 of the hiring form. The student
can either bring something from List A (which both proves their identity and ensures their eligibility to
work in the United States) OR something from List B (proves identity) AND something from List C
(proves their eligibility to work in the United States). These documents need to be in their original form;
scanned copies will not be accepted. This is a federal mandate and is NOT OPTIONAL. It is illegal to
allow a student to work on campus before he/she has completed this part of the hiring process.

) Wait for email confirmation
After the student has submitted the hiring form and, if necessary, completed the hiring packet,
his/her paperwork will be processed. Between 4 and 4:30 p.m. each weekday, scanned copies
of the approved hiring form is emailed to the approver listed. At this point, the student has
been checked for eligibility, finished paperwork, and is officially approved to work on campus.

. Do not allow a student to work until you have received an emailed confirmation from Carrie Hachadurian
or someone else in Career Services. There are a number of issues that could prevent a student from
working on campus, so please do not schedule a student to work until you receive confirmation.
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