Workflow for Supervisors Submitting New Hire Form for Vacant Positions (No Student Listed)

Supervisor
completes
New Hire Form

Specialist reviews S ===  Supervisorresubmits completed and
form accurate form

ﬁ * Inaccurate information
Accepted « Missing budget codes

l * Budget code not active

Student contacts Declined Supervisor communicates
supervisor for interview. (Not Hired) decision to student

Accepted

Once clearance is
signed by student
and supervisor,
student can start
working.

Supervisor completes Supervisor reminds student to

Action Form* complete the forms listed online: FA processes
1. Orientation/Certification Action Form &
2. Work Study Emp. Packet Clearance.
3. Schedule Appt for -9 Form

* 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 Supervisors Submitting New Hire Form Requesting a Specific Student
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signed by student
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complete the forms listed online: FA processes
1. Orientation/Certification Action Form &
2. Work Study Emp. Packet Clearance.

3. Schedule Appt forl-9 Form

* 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.



