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We employ 1500+ student 
employees in over 2500
student jobs across 150
departments.

Student Employment



Overview of Session

• Job Description Updates

• Hiring New Student Workers - Compliance

• Updated EPAF for new hires 

• Overview of Pre-Employment Paperwork

• New Student Employee of the Year Program

• Question and Answer/Best Practices



Job Descriptions



Job Descriptions

• Departments determine the pay grade, level and rate 

by using the 4 generic job descriptions as a guide

Level 1 - $8.00 - $9.50
Level 2 - $8.80 - $10.50
Level 3 - $9.30 - $11.30
Level 4 - $11.05 - $13.50

• Promote student to a different level and/or change 

job title within Student Hourly Rate Change EPAF







Job Descriptions

• Departments are responsible for keeping job 

descriptions on file for each position and annually 

reviewing them for every student job in their 

department

**Annually submit student job descriptions using the 

online job submission form on the Supervisor page of 

the website**





Hiring New Student 

Workers - Compliance



Why do we require an I-9?

• Immigration Reform and Control Act of 1986 (IRCA)

• Enforced by DHS and USCIS

• Employment Eligibility

• Discrimination Prevention



Timeliness is Key

• Pre-Employment Paperwork MUST be completed by the 

employee’s first day of work.

• Always send students to the Office of Financial Aid (OFA).

• Obtain the Release to Work Form from OFA.



Consequences of Failing to 
Complete I-9 Paperwork

• Unlawful Employment

• Hefty Fines + Other Civil/Criminal Penalties

• Worksite Investigation

• ICE Audit Target



Updated EPAFs for New 

Hires



EPAFs for New Hires

Previous

• EPAFs do not provide feedback to supervisors when a student 

has not completed Employment Paperwork

• This may result in a student working before they are eligible

New for 2020

• EPAF will give you an error if a student has not completed 

paperwork



Old EPAF

New EPAF



EPAFs for New Hires
• Supervisor attempts to submit EPAF for new employee. If 

paperwork not completed EPAF can be saved but not 

submitted

• Supervisor contacts student to complete paperwork at 

Financial Aid, follow checklist on website for New Hires

• Student completes paperwork and receives release to work 

form, Financial Aid creates employee record

• Supervisor receives release to work form and submits    

saved EPAF with proper start date for job record



Demo



Pre-Employment 

Paperwork



Pre-Employment Paperwork

• Student Employment is a real job

• Empower students to understand what is expected of them in 
their role as an employee of the university

• Consider including this conversation in the interview or job 
offer process – “Let’s talk about the next steps…”

• Balancing the accountability expectation to fit your 
department’s need



• The Department of Homeland Security 
requires employers to verify each employee’s 
identity and their ability to work in the U.S by 
reviewing the following:

1. Documents that Establish Identity =        
Photo ID presented in person

2. Documents that Establish Employment 
Authorization = Citizenship or    
Residency forms

• List A documents do both of these things, so if 
they have one of these, that’s all we need

• Lists B and C each do one part so we need 
one from each column



Students  CANNOT legally work on campus 
prior to the date that they signed the I-9



National Student 

Employee of the Year



National Student 
Employee of the Year

• National program sponsored by the National Student 

Employment Association (NSEA)

• Nominations are due by 2/15 (one student per department)

• Campus winner will be announced in early March

• During National Student Employment week (April 12-18) we 

will gather to recognize the winner and all nominees



National Student 
Employee of the Year

• Nominations will require a completed nomination form and 

letter of recommendation from supervisor

• Student employees must have worked a minimum of six months 

part-time or three months full-time between June 2019 and 

May 2020

• A section will be added to the Student Employment website in 

January for submitting nominations



Nominations use NACE Core Competencies



Questions/Best Practices

Mike Pagano – mpagano@richmond.edu
Caitie Hoeckele – choeckel@richmond.edu
Rachel Weinberg-Rue – rachel.weinbergrue@richmond.edu


