
PROCESS MAP FOR HR.01.00 
RECRUITMENT AND HIRING OF STUDENT WORKERS (STW) 

Expected Time for Hiring a Student Worker Employee:
10 Business Days 
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Start Here

Dept identifies the
need for a student

worker.

End Here
Student Worker starts
first day of work with

Faculty / Hiring
Official.
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O Review / Complete the

Sciences Student Hire Form
with Hiring Official & deliver

Process Map to set
expectations with Hiring

Official.

NOTE: Delays may be incurred
based off Bi-Weekly Payroll

Schedule deadlines

HR Partner should ensure the
student start date is no less
than 10 days from receiving

request to hire.

Enter JAR Hire action. Start
date must include time for

section 1 of I9 to be
completed on or before the

1st day work. 

Initiator receives
auto-email when JAR

hire action is
approved.

Upon notification that
JAR action is approved,

Department sends
"Student Worker

Welcome Email"1 and
follows instructions in

template. 
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) COS HR review & approve
JAR action.

COS HR users Guardian Dashboard to
follow I9 Hub scheduling I9 appointment to

complete section 1 on or before the
effective date. Section 2 must be

completed within 3 days of employment.
Section 2 must be completed within 3 days

of employment.

Associated Links & Footnotes 
1. Student Worker Welcome Email

2. HR.01.00 COS Recruitment and Hiring of Students Temporary 
Workers SOP

3. Biweekly Payroll Deadlines
Last Updated: 1/19/2023 

https://docs.google.com/document/d/1crbsly4MPOjqTMcuKq4-KUAjddERlGJgMTqTZYlLMME/edit?usp=sharing
https://docs.google.com/document/d/19wPuG0wBYlNuO2m1YDSYSDApl8PS0riS15Q7quFLQ-c/edit?usp=sharing
https://controller.ofa.ncsu.edu/payroll-and-employment-tax/for-employees-and-students/payroll-schedules/
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