Workflow for Students looking for Available/Vacant Position

Student contacts
Financial Aid.

FA checks Pre-eligibility. Not able to work through work study
program.

Yes

Student is provided:
* List of available positions.
 Dept. Contact Info.

Student contacts supervisor

: : Student continues through
for interview.

list of available positions.
Yes

Supervisor Completes Student MUST complete online: Once clearance is
Action Form?*. 1. Orientation/Certification FA processes signed by student
2. Work Study Packet Action Form & and supervisor,

3. Schedule Appt for I-9 Form Clearance. student can start
working.

* If Fingerprinting and/or TB Testing is required verification is needed to complete hiring process. Email from HR will suffice.
Financial Aid does not oversee Fingerprinting or TB Testing.



Workflow for New Hire Student Being Requested by a Supervisor/Department

Student contacts
Financial Aid.

FA checks Pre-eligibility. |—;“_> Not able to work through work study

program.

Student MUST complete online: Once clearance is
1. Orientation/Certification FA processes signed by student

2. Work Study Packet Clearance. and supervisor,

student can start

3. Schedule Appt for -9 Form working.

* If Fingerprinting and/or TB Testing is required verification is needed to complete hiring process. Email from HR will suffice. Financial Aid does not oversee Fingerprinting or TB Testing.



