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

Department/Unit 
identifies the need for a 

Student Worker and 
initiates funding 

approval.

Collects information 
using the Student 

Worker Hire Process 
Tools to complete the 
Student Worker Hire 

Form

Hire date must accommodate the 
student's ability to complete section 
1 on or before the first day of work.  
Section 2 must be completed within 

3 days of employment.

Review & approve JAR action.  The 
JAR Initiator will receive email 

confirmation the hire is approved.

NOTE: Approval delays may be 
incurred based off Bi-Weekly 
Payroll Schedule deadlines.

Upon notification that 
JAR action is approved, 

the department HRP 
sends the Student 

Worker Welcome Email 
with CC to the COS HR 

email.

With receipt of the "Student 
Worker Welcome Email", the 

hiring official/supervisor 
should follow-up with the 
student to set the work 

schedule.

Last Updated 09/02/2026

Funding 
request 

required if any 
distribution is on 

L5.

If funding is 
100% on 

non-L5, move 
to next step.

Enter JAR Hire Action.

Expected Timeline for Hiring a Student Worker:  For this process, each step in COS HR could take up to 3 business days for review. 

*If there are concerns with the JAR action, JAR attachments, or JAR start date, the action is pushed back to Department Representative which could add delays.  The overall timeline is 
driven by Hiring Official.
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