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[bookmark: _Toc212210983]Recruiting and hiring
College of Liberal Arts and Sciences Human Resources (CLAS HR) is available to assist in hiring student employees. Please refer to this manual, or this one-page resource on student employee hiring, and contact your HR representative with any further questions.
[bookmark: _Toc212210984]Types of student positions
[bookmark: _Toc212205720][bookmark: _Toc212210985]Biweekly continuous/part-time hourly 
The appointment continues until it is terminated by the department, or the student no longer is enrolled at the University of Iowa. Students are allowed to work 20 hours/week in total, except for during summer and other breaks. Please visit Hours Per Week Limitations for more details. 
[bookmark: _Toc212205721][bookmark: _Toc212210986]Work-Study (academic year)
If a student has a work-study award, the department will only need to pay 50% of the student’s wages up to $12/hour. The work-study program pays the remaining 50% until the student has earned the amount of the Work-Study award. Please note that we can’t award someone a work-study award at the College of Liberal Arts and Sciences; student must apply for financial aid each year by completing the Free Application for Federal Student Aid (FAFSA) and requesting Work-Study on the FAFSA. In order to be offered and utilize the Work-Study offer, a student must be a U.S. citizen or eligible noncitizen, be meeting Satisfactory Academic Progress (SAP), not have a University bill from a prior session and be registered for at least half-time hours (academic year: six hours undergraduate or five hours graduate per semester; summer: six hours undergraduate or three hours graduate). 
Websites providing additional information:
· Work-Study
· Federal Work-Study Partners 
[bookmark: _Toc212205722][bookmark: _Toc212210987]Summer (not Work-Study)
The employer pays 100% of the wages. During the summer, students are allowed to work up to 40 hours/week and UI employers can hire students using three appointment types:
1. Students enrolled in summer UI classes may be appointed using the biweekly student continuous option. This appointment type has a start date, but no end date. The appointment remains in effect as long as the student is enrolled for at least one semester hour.
2. Students enrolled in spring UI classes, but not summer, may be appointed using the biweekly student summer option. This appointment type has a start and end date. If the student continues UI enrollment in the fall, the employer can appoint them under biweekly student continuous for the fall.
3. Students enrolled at a college/university other than the University of Iowa or a high school during the prior spring session or for the current summer session can be appointed using the professional and scientific appointment and the subtype of biweekly non-student ("non- student" means non-UI student). Employers should use a Job Code of PZ07. This appointment type has a start and end date. The job must be posted under the Temporary/Other option in Jobs@UIOWA for the required three-day time period unless the student meets the internal hire rules of being employed by the University in the last 24 months.
If your work-study employee will continue working during the summer, or if you plan to hire a student enrolled at another college/university, please contact your HR rep for further details and posting requirements.
[bookmark: _Toc212210988]Job description
A student job description should describe the duties and responsibilities of the student position, including the work that will be done, as well as the knowledge, skills, and abilities needed to be successful. Job descriptions can be used for recruitment, communicating the duties of the position, setting performance expectations, and evaluating job performance for pay increases.
A job description typically includes the following:
· Student Hourly Job Work Codes
· Responsibilities/job duties
· Qualifications
· Pay rate
· Days/hours needing to work
Job description template: Attachment A
[bookmark: _Toc212210989]Job code and classification
Select the appropriate job code from the student job classification list.
Common job codes in CLAS
· S708 – Office Support Assistant
· S916 – Academic Research Assistant
· S928 – Laboratory Research Assistant
When determining the appropriate level (i.e. Assistant, Associate, Lead, etc.) within each classification, consider the level of complexity, supervision required, and how frequently the student will use independent judgment.
If wondering if a new job classification is warranted, please visit Student Job Classification Guidance.
If wanting to proceed with reclassification, please visit Student Employee Reclassification Guidance.
[bookmark: _Toc212210990]Determining pay rate
A position’s pay rate is based on job duties, qualifications, difficulty in filling the position, and the department’s budget. Please visit Student Position Wage Determination Guidance for more details. 
[bookmark: _Toc212210991]Pay increases
It is recommended that student pay be increased by .50/hour every semester following a positive performance review. However, this is not a requirement. If a department is unable to afford a pay increase, the student may remain at the same pay. If providing a pay increase, CLAS HR should be notified prior to communicating the raise to students.
The University wage survey provided by Office of Student Financial Aid may also be helpful in deciding on pay. Follow the links below for more information.
· Part-Time Wage Survey
· Work-Study Wage Survey
[bookmark: _Toc212210992]Recruitment
If you do not have a student in mind, begin by posting a job ad on Handshake. This is UI’s primary recruiting system. To post a position, follow this link to register: Handshake Employer Registration.
[bookmark: _Toc212210993]Interview
[bookmark: _Toc212205729][bookmark: _Toc212210994]Interview questions
Using behavioral questions that are prepared prior to the first interview is recommended. In order to remain consistent and fair to all candidates, it is best practice to ask the same questions to all students interviewed.
Sample interview questions: Attachment B
[bookmark: _Toc212210995]Selection
Once you’ve identified a student to hire, notify CLAS HR to process the employment paperwork by submitting the online request form on the CLAS HR page under “Submit a transaction request”. Please use the one-page student employee hiring guide as a resource.
To submit a transaction request, please include the following required information:
· Basic information: Start date, supervisor, MFK, hourly rate (at least $8.50/hour), brief description of duties.
· MFK, including the Institutional Account (IACT): For a biweekly non-work-study student, use IACT 5940. 
· If the student is international with F-1 status, upload a copy of their I-20 to the transaction request form.
Note: If the student is eligible for work-study, CLAS HR will automatically use the IACT 5945 for a work-study position.
[bookmark: _Toc212210996]Student onboarding
[bookmark: _Toc212205732][bookmark: _Toc212210997]Required
[bookmark: _Toc212210998]I-9 employment eligibility verification
For your new student employee to begin working, they will need to complete a Form I-9, followed by scheduling an appointment with the CLAS HR Hub to provide identification. All employees, including student employees, are required by law to verify their eligibility to work. CLAS HR is responsible for completing this verification with student employees and will send the student instructions for completing this process once the hiring request is received.
[bookmark: _Toc212210999]

FERPA training 
FERPA training is only required for students with access to student records. 
Instructions for completing the training online: FERPA training
[bookmark: _Toc212205733][bookmark: _Toc212211000]Optional
Supervisor Orientation Checklist (Attachment D)
Student Employee Expectations (Attachment E)
Discipline Overview (Attachment F)
[bookmark: _Toc212211001]Student development
[bookmark: _Toc212205735][bookmark: _Toc212211002]Steps program
Supervisors may encourage (or require) student employees to take the UI STEP- Workforce Development Program. The STEP (Student to Employed Professional) Program provides professional and development training for students. The two-hour session is free and offered five times a semester (students only attend one). It is recommended that students are paid for the time spent at the session. RSVP to Josh Frahm to attend a session.
[bookmark: _Toc212211003]Performance evaluations
A formal performance review is recommended to be conducted twice a year and prior to a pay increase.
In addition to formal performance reviews, best practice is for supervisors to have ongoing communication with their student employees and and provide consistent feedback and performance coaching.
Student employee performance evaluation template: Attachment G.
[bookmark: _Toc212211004]Student employment policies and procedures
Terms and Conditions
[bookmark: _Toc212205739][bookmark: _Toc212211006]Discipline
Student employees will know their supervisor’s expectations for performance but still may not meet the expectations. When this happens, they should be given an opportunity for improving their performance. However, when discipline is necessary due to inadequate employee performance, a series of progressive penalties should be followed.
1. Simple oral warning
2. Written warning noted in student’s file
3. Termination
[bookmark: _Toc212205740]Note: There may be instances when immediate termination without progressive discipline is appropriate but is limited to severe behavior such as physical/verbal abuse, theft, or the falsification of work hours.
[bookmark: _Toc212211007]Student Grievance Procedure
Students have the right to use the Student Grievance Procedure for a difference, complaint, or dispute in regards to the interpretation or application of policies and/or procedures governing the terms of employment, working conditions, hours of work, or compensation. 
[bookmark: _Toc212205741][bookmark: _Toc212211008]Work-related injuries
Medical care must be received at UI Occupational Health. For emergencies and/or treatment during non-clinic hours, student employees should use the UIHC Emergency Room.
[bookmark: _Toc212211009]Terminating student employee appointments
HR processes a termination form when an employee resigns, withdraws from courses/graduates, or is terminated by the department. This termination ensures removal of access to sensitive documents in the shared drives and the building. To ensure quick processing, send a request to the CLAS HR Hub. 
[bookmark: _Toc212211010]Supervisor training
Supervisors are encouraged to enroll in the Supervising Today’s Students (STS) series offered through Learning Development. This is a certificate program for individuals who supervise and/or represent undergraduate students. Supervisors may also take individual courses without enrolling in the certificate series.
Some of the courses offered in the STS series include: Pre-Employment Process Coaching, Successfully Training Student Employees, Effectively Leading Students, Creating an Effective and  Positive Workplace Culture
Questions should be directed to Josh Frahm.
In addition, supervisors are encouraged to enroll in Supervisor Training @ IOWA. 
Online courses include: 
· WSPR00 – Supervisor Training@Iowa: Overview
· WSPR01 – Supervisor Training@Iowa: Recruiting, Hiring, and Onboarding
· WSPR02 – Supervisor Training@Iowa: Engaging and Retaining Employees
· WSPR03 – Supervisor Training@Iowa: Facilitating Performance, Coaching, and Documentation
[bookmark: _Toc212211011]Additional information and contacts
[bookmark: _Toc212205745][bookmark: _Toc212211012]CLAS Human Resources contacts
[bookmark: _Toc212205746][bookmark: _Toc212211013]Senior HR Director
· Neda Barrett, MBA, SHRM-CP | neda-barrett@uiowa.edu | 319-335-7438
[bookmark: _HR_Manager_Contacts][bookmark: _Toc212205747][bookmark: _Toc212211014]HR Managers
· Chris Crawford, MEd, SHRM-SCP | chris-crawford-1@uiowa.edu | 319-467-4822
· Kellie Kucera | kellie-kucera@uiowa.edu | 319-335-1606
· Vance Morris, SHRM-CP | vance-morris@uiowa.edu | 319-335-1690
· Seton Vinsand, MBA | seton-vinsand@uiowa.edu | 319-353-9650
[bookmark: _HR_Hub_Contacts][bookmark: _Toc212205748][bookmark: _Toc212211015]HR Hub
· Merry Aamodt, Senior HR Specialist | merry-powell@uiowa.edu | 319-335-3402
· Nancy McCallister, HR Specialist | nancy-mcallister@uiowa.edu | 319-384-3253
· Lee Surma, HR Specialist | lee-surma@uiowa.edu | 319-335-1295
[bookmark: _Toc212205749][bookmark: _Toc212211016]HR Coordinator
· Abigail Floryanovich | abigail-floryanovich@uiowa.edu | 319-335-1189
[bookmark: _Toc212205750][bookmark: _Toc212211017]Student Financial Aid
For Federal Work-Study questions.
· Phone: 319-335-2764 | Email: finiad-workstudy@uiowa.edu
[bookmark: _Toc212205751][bookmark: _Toc212211018]Pomerantz Career Center 
For Job postings, Student Job Fair, employee and supervisor recognition programs, and developmental programming questions.
· Phone: 319-335-102 | Email: pcc-student-employ@uiowa.edu



[bookmark: _Toc212211019]Index
[bookmark: _Attachment_A_–][bookmark: _Toc212211020]Attachment A: Student job description
Title/Job Code
[bookmark: _Toc209537084][bookmark: _Toc212205754][bookmark: _Toc212210492][bookmark: _Toc212211021]General responsibilities
 


[bookmark: _Toc209537085][bookmark: _Toc212205755][bookmark: _Toc212210493][bookmark: _Toc212211022]Supervision received
 


[bookmark: _Toc209537086][bookmark: _Toc212205756][bookmark: _Toc212210494][bookmark: _Toc212211023]Qualifications
 


[bookmark: _Toc209537087][bookmark: _Toc212205757][bookmark: _Toc212210495][bookmark: _Toc212211024]Salary
___ per hour
[bookmark: _Toc209537088][bookmark: _Toc212205758][bookmark: _Toc212210496][bookmark: _Toc212211025]Work hours


This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty.


[bookmark: _Attachment_B_–][bookmark: _Toc212211026]Attachment B: Sample interview questions

1. Tell us briefly about your work background and then describe how it prepares you for this position.
2. Why are you interested in this position and the College of Liberal Arts and Sciences?
3. Describe your experience performing 	.
4. What skills do you bring to the position? What skills would you like to learn?
5. Describe how you have learned a new skill.
6. What computer software applications are you proficient in and how have you utilized them previously (i.e., Access, Excel, Outlook, PowerPoint, Word, etc.)?
7. Describe a time when you have been a member of a team, include your specific responsibilities. What did you like and dislike about the experience?
8. If given a task that you don’t know how to complete, what do you do?
9. Tell us about an accomplishment you are particularly proud of in your work history.
10. Tell us about a time when you had a frustrated customer. What was the situation and what actions did you take?
11. If we were to ask a former supervisor or teacher what your greatest strengths were, what would they say?
12. In what kind of work environment do you feel you are the most effective?
13. Tell us about a time you made a consequential mistake. How did you handle it?
14. How do you prioritize your tasks?
15. What questions do you have for us?


[bookmark: _Attachment_C_–][bookmark: _Toc212211027]Attachment C: Offer letter template
Please note that this is only a recommended template. If your department already has a template offer letter, you may continue to use that offer letter.


Dear , :
I am pleased to offer you the  position, () in  at the University of Iowa. 
This position is [type of appointment i.e. University part-time hourly, work-study, summer employment] and is subject to satisfactory performance of your duties, and availability of work and departmental funding. You are responsible for maintaining eligibility for student employment and any other requirements for the position, as set forth in the position description. 
The mutually agreed upon start date for your position is . Please report to . 
Your hourly pay rate is . You will be paid bi-weekly (every other Tuesday) and you may expect your first paycheck on . As a student employee, you are exempt from paying the 7.65% FICA tax (Social Security, Medicare, etc.) during periods of enrollment of six credit hours or more. If you continue in your position during the summer and are not enrolled in classes, FICA charges will be deducted from your bi-weekly paycheck. 
Departmental Position Requirements and Performance Expectations
In compliance with federal law, we must verify the identity and work authorization of all new employees using the USCIS Form I-9. Please log into the online portal to initiate the process. Please be prepared to show acceptable documentation on your first day of employment. State agency employers in Iowa are required to use E-Verify to confirm employment eligibility.
Please sign and date this letter indicating that you have read and fully understand the provisions of your employment as explained above. We look forward to working with you!
Sincerely,
 
 

I accept the position of  in  and the terms and conditions of employment described in this letter. 
	
	
	

	Student Employee signature
	
	Date

	
	

	Student ID number
	



[bookmark: _Attachment_D_–_1][bookmark: _Toc212211028]
Attachment D: Supervisor orientation checklist
[bookmark: _Toc209537091][bookmark: _Toc212205761][bookmark: _Toc212210500][bookmark: _Toc212211029]Hiring Paperwork
Once hired, the student will need to complete the following:
· Form I-9: part one completed by the student online (complete here), part two requires in person meeting with CLAS HR hub to verify documents
· Form W-4: completed by the student on Employee Self Service
· Authorization for Direct Deposit: completed by the student on Employee Self Service
[bookmark: _Toc209537092][bookmark: _Toc212205762][bookmark: _Toc212210501][bookmark: _Toc212211030]Workspace & Technology
· Obtain technology access and accounts (network access, email, etc.)
· Determine need for computer equipment, Skype for Business, keys, files, supplies
· Building/Office Access
[bookmark: _Toc209537093][bookmark: _Toc212205763][bookmark: _Toc212210502][bookmark: _Toc212211031]Welcome
· Send an email to department employees introducing new student employee
· Schedule sufficient uninterrupted time and space for review and training
[bookmark: _Toc209537095][bookmark: _Toc212205765][bookmark: _Toc212210504][bookmark: _Toc212211032]Introduce Department Functions
· Organization, structure, and mission of the department (organizational chart if necessary)
· The student’s role in relationship to other roles in the department, who to contact with issues, etc.
· Goals, current priorities and operational activities of the department
· Tour of department, introductions, supply cabinet, copy/fax machines, etc.
[bookmark: _Toc209537096][bookmark: _Toc212205766][bookmark: _Toc212210505][bookmark: _Toc212211033]Review Job Duties & Responsibilities
· Current job description, initial goals, expectations
· Performance standards, evaluation procedures, and addressing common problems
· Daily work hours, Midterm/Finals schedule expectations, overtime needs and extra assignment requirements
· Provide employee with job training and cross training
[bookmark: _Toc209537097][bookmark: _Toc212205767][bookmark: _Toc212210506][bookmark: _Toc212211034]Policies & Procedures
· Policies & Procedures unique to job and/or department (not conflicting with university policies and procedures)
· Time reporting, breaks, lunch duration/time (see Biweekly Hourly Employee Time Records for more details)
· Voicemail, E-mail, Private and Public network drives, University Directory
· Rules for down time/any additional unwritten rules
[bookmark: _Toc209537098][bookmark: _Toc212205768][bookmark: _Toc212210507][bookmark: _Toc212211035]Office of Student Employment
· View Office of Student Employment Policies & Procedures
· View UI programs and others resources you can take advantage of to assist with career development


[bookmark: _Attachment_D_–][bookmark: _Toc212211036]Attachment E: Student employee expectations
You might be surprised by how even the littlest things can create a wedge between you and your co-workers. Multiple days of watching you show up late, or too often having to listen to you take personal calls, can drive coworkers to the brink. They may not know how to communicate the problem to you, so they act out with rudeness or avoidance. By following these rules, you will do your part to reduce conflict at work.
[bookmark: _Toc209537100][bookmark: _Toc212205770][bookmark: _Toc212210509][bookmark: _Toc212211037]Do
· Treat your superior with respect, but do not act submissive or afraid. Treat all people with respect.
· Show a positive attitude. Avoid complaining and gossiping. Be cheerful and constructive in your dealings with others.
· Listen: When you are talking to people, make solid eye contact. Show interest in the other person by using open-ended questions and acknowledging what you are hearing.
· Be friendly and cooperative.
· Dress for success. Dress neatly and appropriate for the job. Observe how other staff members dress and follow suit. Dress for the job you want, not the job you have.
· Watch your language. Learn the office jargon. Refrain from using profanity or slang both in verbal and written communication.
· Be willing to learn new skills.
· Whenever you are without an immediate assigned task, offer to assist others where needed.
· Keep your supervisor informed of the status and completion of your work. Periodically, ask your supervisor, “How can I improve?”
· Learn, follow, and respect all departmental rules.
· If you don’t know, ask! Respect the time and commitments of others and wait for an appropriate time to ask for assistance.
· Network. Get to know the people you are working with.
[bookmark: _Toc209537101][bookmark: _Toc212205771][bookmark: _Toc212210510][bookmark: _Toc212211038]Don’t
· Bring up controversial topics, i.e. religion, politics, etc.
· Complain or be negative.
· Use crude language or slang.
· Interrupt people when they are speaking.
· Invade others’ personal space.
· Be late for work. Call if you must be late. Consistent lateness can be grounds for dismissal and will not sit well with co-workers that have to cover your slack.
· Talk about personal issues (boyfriend/girlfriend, parties, etc.) in the workplace.
· Engage in excessive socializing, which would limit your productivity and that of your co-workers.
· Have unrealistic expectations. Realize that if you are new to a job, you may need to be patient and prove yourself before you get higher responsibilities.
· Use your cell phone while at work. This goes for other personal business as well.

I understand that failure to meet these expectations may result in discipline up to and including termination.
[bookmark: _Attachment_E_–][bookmark: _Attachment_F_–][bookmark: _Toc212211039]Attachment F: Discipline – student employees
Student employees at the University of Iowa are expected to abide by University policies, procedures, rules, and regulations and will be held accountable for their actions.
Employment may be terminated for a variety of reasons such as:
· Class conflicts or a new job opportunity
· Withdrawal from University classes
· Departmental budget constraints or inadequate performance on the part of the student
· Employment eligibility (320 hours during the semester) has been earned
If a student employee is not meeting the job expectations, disciplinary action will normally begin at the lowest step in the progressive discipline process but may be advanced dependent upon the seriousness of the performance issue or offense. There may be cases when immediate termination without progressive discipline is appropriate, such as, but not limited to, physical or verbal abuse, theft, falsification of work hours on the Employee Time Record, etc.
The chart below is a visual map of the possible steps of discipline for student employees
	Counseling and Restatement of Expectations
	Counseling by the immediate supervisor is the initial step to mentor or coach performance. This is similar to a verbal warning that performance must be corrected immediately.

	Written Reprimand
	A letter of written reprimand will be provided to the student employee and a copy retained in the student employee’s personnel file.

	Termination of Employment
	Termination of employment may be necessary when discipline is not successful; or the performance issue or offense is serious. A letter of termination of employment will be provided to the student employee and a copy retained in the student employee’s personnel file.


Students have a right to use the Student Employee Grievance Procedures for a difference, complaint, or dispute regarding the interpretation or application of established policies and/or procedures governing the terms of employment. 
Students also have the right to seek the advice of staff in the Office of the University Ombudsperson for employment concerns such as perceived unfair working conditions, inappropriate discipline, or termination procedures.


[bookmark: _Attachment_G_–][bookmark: _Toc212211040]Attachment G: Student employee performance evaluation template
[bookmark: _Toc209537105][bookmark: _Toc212205774][bookmark: _Toc212210513][bookmark: _Toc212211041]Student/Employee information
	Name of student

	Department
	Review Period
From	                                          To

	Student’s job title
	Classification level
     ☐ Exceptional   ☐ Successful   ☐ Needs Improvement

	Brief description of duties


[bookmark: _Toc209537106][bookmark: _Toc212205775][bookmark: _Toc212210514][bookmark: _Toc212211042]Performance factors 
(evaluate the student employee for each criterion shown below)
	[bookmark: _Toc212210515][bookmark: _Toc212211043]Duties
	Exceeds Expectations
	Meets Expectations
	Does Not Meet Expectations

	DEPENDABILITY & COOPERATION
Trustworthy, punctual, reliable, responsible, able to work well with fellow employees and supervisor, etc.
	☐
	☐
	☐

	QUALITY OF WORK
Work is accurate, thorough, and acceptable
	☐
	☐
	☐

	QUANTITY OF WORK
Uses materials and time efficiently. Has ability to do a comparatively large amount of work at above-average quality
	☐
	☐
	☐




	PROFESSIONALISM
Has ability to work under pressure, dresses appropriately for the position, demonstrates self-control, communicates professionally, and has the ability to make sound decisions
	☐
	☐
	☐

	ATTITUDE
Is courteous, motivated, and interested, willing to work on difficult or challenging tasks, and takes instruction well
	☐
	☐
	☐

	MOTIVATION/INITIATIVE
Is motivated to finish work on time and properly, takes initiative to start new tasks, comes up with new ideas, and asks what he/she can do to help when work is finished
	☐
	☐
	☐


[bookmark: _Toc209537107][bookmark: _Toc212205776][bookmark: _Toc212210516][bookmark: _Toc212211044]Overall assessment
[bookmark: _Toc212210517]Supervisor comments
(strengths, weaknesses, areas of improvement, next semester goals, etc.)

[bookmark: _Toc209537108][bookmark: _Toc212205777]

[bookmark: _Toc212210518]Student employee comments


This evaluation has been explained to me, and I understand the contents. I also understand that my signature does not necessarily indicate my agreement with the above evaluation.
	Signature of Employee
	Date

	Signature of Supervisor
	Date












The University of Iowa prohibits discrimination in employment, educational programs, and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual. The university also affirms its commitment to providing equal opportunities and equal access to university facilities. For additional information on nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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