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Hiring an Undergraduate Student

Does the unit 
have a candidate 

selected?

USP creates and posts ads on various University websites.

Applicants submit resumes to USP; USP forwards resumes 
to unit.

USP coordinates interviews/hiring process if unit desires 
this service.

Unit selects candidate and notifies USP of name, UIN, start 
date, and supervisor.

Undergraduate student processor (USP) acquires the 
following information: CFOAP, rate, length of appointment, 
and job duties. Ensure that rate meets campus minimum.

No

Yes

Unit contacts ER/HR to hire an undergraduate student

Which campus?

A

Urbana

B

Chicago

C

Springfield
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Hiring an Undergraduate Student

USP sends student name, UIN, unit, supervisor, job duties, 
and start date to internship coordinator for possible 

inclusion in the Internship Program.

I-9 needed?*

Initiate new Form i-9 in Tracker.

Employee fills out and signs section 
I of i-9 on or before start date.

Employee presents necessary i-9 
documentation no later than three 

days after start date.

Yes

New hire?Yes

Initiate HRFE transaction (see 
Add a Job job aid).

No

Initiate Nessie New Hire and 
HRFE transaction (see New Hire 

job aid).

No

USP signs section II of i-9.

Send welcome email to 
student.

If student is new to UA, student 
must sign security compliance 

form.

Submit network access form to 
unit security coordinator in 

hiring unit.

Transaction applied in Banner.

When student has completed 
Employee Information Form, 

Ethics training, and I-Card 
Terms and Conditions, route to 

HRFE transaction applier.

*Note: New I-9 is required if employee has not previously been employed on the campus in the last 6 months or has been terminated. Be cognizant 
of visa status and rules regarding percentage of appointment if employee is on a visa; specifically those on an F-1 visa.

USP acquires the following information: name, UIN, 
supervisor, CFOAP, rate, length of appointment, start date, 
and job duties. Ensure that rate meets campus minimum.

A
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Hiring an Undergraduate Student

*Note: New I-9 is required if employee has not previously been employed on the campus in the last 6 months or has been terminated. Be cognizant 
of visa status and rules regarding percentage of appointment if employee is on a visa; specifically those on an F-1 visa.

USP sends student name, UIN, unit, supervisor, job duties, 
and start date to internship coordinator for possible 

inclusion in the Internship Program.

USP acquires the following information: name, UIN, 
supervisor, CFOAP, rate, length of appointment, start date, 
and job duties. Ensure that rate meets campus minimum.

USP completes employee requisition form.

Determine if student is eligible for Federal Works Study or 
if the position will be non work study.

If no position is already established, then USP submits 
position creation form to student employment for 

position assignment. Check NBAPOSN via BANNER for 
established position.

If position already 
exists, include the 

position number on 
the requisition form.

Position already 
established?

Yes No

Once the student is cleared the student employment office 
will email a clearance notice. Send the clearance to hiring 
unit and let them know the student has been cleared to 

work.

Student goes to student employment for clearance.

Submit HRFE transaction (see Add a Job or New Hire job 
aid) to complete the hire.

Transaction applied in HRFE.

B

If student is new to UA, student must sign security 
compliance form.

Submit network access form to unit security coordinator in 
hiring unit.
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*Note: New I-9 is required if employee has not previously been employed on the campus in the last 6 months or has been terminated. Be cognizant 
of visa status and rules regarding percentage of appointment if employee is on a visa; specifically those on an F-1 visa.

USP sends student name, UIN, unit, supervisor, job duties, 
and start date to internship coordinator for possible 

inclusion in the Internship Program.

I-9 needed?*

New hire?Yes

Initiate HRFE transaction (see 
Add a Job job aid).

No

Initiate Nessie New Hire and 
HRFE transaction (see New Hire 

job aid).

No

Send welcome email to 
student.

If student is new to UA, student 
must sign security compliance 

form.

Submit network access form to 
unit security coordinator in 

hiring unit.

Transaction applied in Banner.

When student has completed 
Employee Information Form, 

Ethics training, and I-Card 
Terms and Conditions, route to 

HRFE transaction applier.

USP acquires the following information: name, UIN, 
supervisor, CFOAP, rate, length of appointment, start date, 
and job duties. Ensure that rate meets campus minimum.

Work with UISHR and student to 
complete i-9.

Yes

C
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