Student Employment Procedures
Step 1:
(3 to 7 days before employment is expected to begin) Email Morgan Conner (mconner@frc.edu) with a request for student employment.  This request must include:



-Student Name (first and last)



-Desired dates of employment (Please plan ahead, at least 3 – 7 days!)


-Total hours for employment period (Please review your allocation to ensure that you do not exceed your allocated amount)

A “Pink” student hire form will then be created and sent to your office for student and supervisor signature.  If the student is a “new” hire, a student hire packet will be sent, along with the “pink” hire form.
Step 2: Once the student and supervisor signatures are received, please forward the “pink” hire form to the HR Office.  The “pink” student hire form will then be forwarded around campus for necessary signatures.  Upon receipt, and the completion of ALL hire paperwork, we then move to step 3.

Step 3: Copies of the “pink” student hire form (one for you: the supervisor, and one for the student worker) will be provided to reflect an APPROVED START DATE.
NOTE:  A student must have an APPROVED START DATE before beginning employment!!  The approved start date (noted on the bottom of the “pink” hire form) will reflect the date that all paperwork and candidate/ supervisor signatures were received.  If your student worker begins employment prior to the approved start date, their work will be considered voluntary and unpaid.

As the supervisor, you are responsible for ensuring that your student does NOT begin work prior to approval.  The safest way to ensure “approval” would be to wait for copies of the student hire form to arrive.

For questions please contact the HR Office at ext. 257.  Thank you.

