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Today’s conversation

• Renewed priorities for student employment 

• Process for recruiting student employees

• HR- & student payroll-related processes for hiring once you 
have selected student employees

• Best practices for onboarding student employees
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It’s a new day in student employment!
Fall Focus
• First-year students

• International students

• Students with a work award

• Supervisor support
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What are the facts?

• Work study is a component of need-based financial aid.

• Whitman’s work study-eligible student population has increased every year over 

the last several years (last year was 800).

• Approximately 896 of Whitman students have a work award this year:

-589 are domestic students & 207 are international students.

        -237 are first-year students (170 domestic & 67 international).

• Departments benefit from hiring students with work awards because you support 

one of the institution’s strategic priorities, and you receive reimbursements when 

you hire an eligible student as long as your position is work study approved.
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More facts

• Student employees work in nonexempt, temporary positions.

• They must be enrolled students, taking at least 6 credits, except for seniors in their 
last semester. They cannot work outside of the United States.

• How many hours can they work?
• Student employees with state or federal work study can work up to 19 

hours/week.
• Non-work study and international students can work up to 20 hours/week during 

the academic year.  
• Student employees can work up to 40 hours/week when classes are not in 

session for a full week such as spring, summer, and winter breaks.

• Student employees accrue paid sick leave at a rate of one hour of paid sick leave 
for every 40 hours worked. 5



Recruiting student employees
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How do I get a position approved for work 
study?

• Contact Student Payroll to check the status of your position(s)

(studentpayroll@whitman.edu).

• If your position hasn’t been approved, point us to your posting on 

Handshake or send us an updated position description, and we will 

review it (and likely approve it).
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It all starts with an inclusive position description
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It all starts with an inclusive position description
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Create a posting in Handshake

• All student positions must be posted in Handshake.

• Accessing Handshake

• Google “Whitman College Handshake” 
or visit: 
https://www.whitman.edu/career-prep/career-and-communit
y-engagement-center/handshake

• Log in using your Whitman ID and password
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Review applications

Determine which students are work study eligible at myWhitman.edu, 
and prioritize work study students. 
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Review applications

• Prioritize first-year students for entry level positions.

• Do an initial screening of applications by using the 
qualifications and required knowledge, skills, & abilities.

• If too many applicants remain, narrow the pool by asking 
students to verify that they can work during the hours you 
need.
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Interview students

• Prepare interview questions ahead of time that will help you 
measure how well applicants demonstrate they possess the skills, 
abilities & knowledge you indicate in the position description, and 
ask each candidate every question.

• Never ask questions related to a candidate’s age, race/ethnicity, 
national origin, citizenship, religion, sex, gender identity/expression, 
sexual orientation, health, pregnancy status, etc.

• Consider providing some questions ahead of time to the candidates.

• Ask all candidates the same questions & provide a consistent 
experience.
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Interview students

• Involve at least one 
other staff/faculty member
in the interview where 
possible.

• Use a rubric to evaluate 
candidates.

• Solicit feedback from 
everyone involved.
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Close out the posting

• Make an offer and include the hourly wage.

• If the student will be working with minors, work with the 
Office of Human Resources to facilitate a background 
check.

• Notify all students who applied for the position that you 
appreciate their time in the process and that you offered 
the job to someone else.

• Close the position in Handshake.
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Congratulations, you hired a student, 
what is next? 
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#1: Student work authorization
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● Three required forms (I9, W4 & Direct Deposit) that must be 
completed before the student works.

● Most commonly used forms of identification 
(must be actual documents, no copies)
○ Photo ID & Social Security Card
○ Photo ID & Birth Certificate
○ Passport
○ International students need: Passport, Form I-20 & Form 

I-94

● Washington Cares tax exemption application (if student lives 
outside of WA state).



#2: Required trainings

• Required trainings
• Harassment prevention 
• Working with youth (if they are very likely 

to work with youth, you should notify HR so we can 
assign them a more in depth training)

• Title IX (more to come)*

• Students must complete trainings within 30 days of employment

• Students should log the time it takes to complete the training and be paid to 
complete the training.
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#3: Adding and managing students’ 
payroll positions

• After the student is hired, complete the Student Employment 

Request Form. (If creating a new position, use the Position 

Change/Creation Form).

• To change a student employee’s pay rate, complete the Student 

Employment Pay Rate Change Form.

• Once the student employee has concluded their employment, 

complete the Student Employment End-Date Form.
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Student Payroll processes
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Student pay period information

• The student pay period runs from the 9th of a month through the 

8th of the following month. Supervisors approve the 10th of the 

month. Pay day is the 18th of the month. 

• All hours worked in all jobs (including sick leave) are included in total 

hours worked in a week. Remember a work week is Sunday to 

Saturday.

• Timesheets open for the pay period the day after the last pay period 

timesheets close, usually the 11th or 12th.    
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Approving student payroll

• Review and approve timesheets in MyWhitman.edu under Staff Tools > Student Worker 

Time Approval. Supervisor Instructions for Student Payroll Self Service can be found on the 

Student Payroll website.

• Students have until 11:59pm, one day after the end of the pay period to submit 

timesheets. 

• Supervisors have until 11:59pm, two days after the pay period approve timesheets. 

• Once students have entered and submitted time, supervisors receive an email.

• Supervisors can delegate a Proxy to approve timesheets if you are unavailable. 

• Late timesheets are not accepted once student payroll is processed to the point of upload. 

• Timesheets received after payroll is processed will be paid the following pay period. 23



Student payroll resources

● Additional  instructions and links 

can be found on the 

Business Office website. 

● Please email 

studentpayroll@whitman.edu 

with any questions.
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Effectively onboarding student employees
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Why is it sometimes so hard to be a 
new student employee?

• They lack relationships in your department.

• They often feel vulnerable and isolated.

• They are likely making a significant transition and this is one more.

• They may find our culture to be confusing, hard to discern,and different from 
anything they have experienced.

• They may be afraid to ask questions.

• They may not know how to act in an office setting.

• This may be their first job. 

• They may be challenged to balance work with their coursework and other student 
commitments. 26



What is onboarding?

• Strives to make new employees feel included, valued, and at home 
where they can feel safe being their authentic selves.

• Emphasizes learning versus doing in the early days.

• Warmly welcomes new employees to the department and people.

• Shares the what is important to the department (values).

• Provides practical information, training, and tools needed to get 
the job done.
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When done well, onboarding…

• Shows you care.

• Creates a sense of belonging & psychological safety.

• Improves engagement, productivity, and retention.
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Supervisor responsibility: 
Before the employee begins

• Consider individual or group onboarding

• Request access to email, Colleague, other electronic accounts, 
K drive, Google shared drives, etc. & connect with WCTS on 
technology needs. 

• Prepare workspace.

• Inquire about accessibility needs.

• Have a checklist and plan drafted, and check-ins scheduled 
with you; assign pieces of their training to different staff.
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Supervisor responsibility: 
The early days

• Introduce them to other employees.

• Review expectations of the position.

• Discuss basic office decorum, and don’t be afraid to state 
things that may seem obvious to you.

• Devote time & attention to them early on.

• Ensure they have complete their required trainings.
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Supervisor responsibility: Ongoing   

• Provide strong direction & 
clear instructions.

• Ask them how they like to 
receive feedback & provide 
consistent feedback.

• Create opportunities for early 
wins.

• Ask them about their 
strengths, and enable them to 
find ways to use their 
strengths often.
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• Make them feel a part of the 
team.

• Remember they are students 
first.

• Recognize that you could 
become a strong support to 
them.



Supervisor responsibility: Ongoing   

• What do you like about your position so far?

• What’s been going well for you?

• What still might not make sense do you?

• What support or direction might you need?

• Do you have access to the resources & tools you need?
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Student employee job fair (new format)

Friday, August 30

8:30-9:50 a.m.

Reid Campus Center, Young Ballroom
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