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TODAY’S AGENDA
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• Changes to Student Employment
• Dynamic Forms:  New Hire Paperwork 
• Background Checks
• Required comments in the ePAF 
• Job Posting Template - revised

• Review the new hiring work flow 
document

• SkillSurvey Recap



Change is the law of life. 
And those who look only 
to the past and present are 
certain to miss the future. 
– J.F.K
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Over that past 5 ½ years there have been several 
changes to on-campus student employment.  
Hopefully you have found them to be positive.  



GOING DIGITAL
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We are happy to announce that many of the new hire 
documents have been moved to a new digital format.
• Students will now be able to complete the following forms 

online. 
• Personal Information Form – MC and HSC
• Fraud Form – MC and HSC
• Ethical Conduct Statement - HSC Document
• Expected Behaviors of Employees – HSC Document
• Impaired Licensed Independent Practitioners – HSC Document
• Invention Reporting and Assignment Agreement – HSC Document

• Once each form is completed and submitted it is sent 
directly to Student Employment.



HOW TO COMPLETE 
A DIGITAL NEW HIRE FORM
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Due to federal regulations pertaining to completing the            
I-9 Employment Eligibility Document, this document will 
remain in paper form and the process will remain the same.

• Students will still complete page one.
• The student will meet with the hiring department to provide 

them with their original ID’s for verification.
• Departments will complete page two and sign the document.
• Once the I9 has been completed it is sent to Student 

Employment through on-campus mail.
• We will not accept emailed copies.



CHANGES TO THE 
BACKGROUND CHECKS
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Currently background checks are only performed for on-campus 
student employees who are working with minors, money or on the 
HSC.  

Departments initiate the background check process by having the 
students complete a background authorization form.  That form is 
then sent to Student Employment and they complete the 
background check. 



NEW BACKGROUND CHECK PROCESS
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1. Departments will determine if their students are required to have a 
background check for their position.

2. The hiring department will have the student complete the 
background authorization form.

3. *New* Departments will now be responsible for initiating the 
background check in Intellicorp.
1. A Student Employment account already exists with Intellicorp.  Each department who will 

require background checks will be able to have a user added to our account.

2. Users will have access to initiate the background check but due to compliance they will not be 
able to look anything up.

3. Each department will also be billed for the background checks they initiate.   

4. In the comments section of the ePAF you must indicate if a 
background check was completed for the student.
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ADDITIONAL POSITIONS WILL 
REQUIRE BACKGROUND CHECKS.
(i)  Responsibility for care of children or minors, such as child care workers, camp counselors, etc. in 
compliance with all applicable laws, regulations and standards. 
(ii) Care of patients in health care settings such as hospitals, dental clinics, clinics, mental health 
facilities, etc. in compliance with all applicable laws, regulations and standards. 
(iii) Access to "select agents and toxins," or "controlled substances" as defined under state and 
federal law.
(iv) Access to master keys, electronic access, or key access to residences and areas requiring a high 
level of security, such as those that store controlled substances or money, research facilities, etc. 
(v) Entrustment of university vehicles when proof of a valid driver's license is a job requirement.
(vi) Students hired into supervisory, resident hall, or teaching responsibilities involving 
unsupervised, direct contact with students. 
(vii) Public safety enforcement support.
(viii) Access to student/employee personally identifiable information including but not limited to 
access to the Human Resources Information System. 
(ix) Handling of financial matters; can be limited to those positions with approval authority or access 
above a set dollar amount. 
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SUBMITTING A BACKGROUND CHECK 
(OVERVIEW)

1. Sign in to your Intellicorp account

2. Select Perform Search
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SUBMITTING A BACKGROUND CHECK CONT. 
3.  Enter the student’s information from their authorization release form.

4.  Verify the information and submit the request.



JOB POSTING TEMPLATE
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We developed and launched the current job description template 
for fall 2019.  This was based on an outside audit that had found 
many of our on-campus job descriptions were incomplete. 

Student Employment is a high impact practice and to help bring 
this idea to the forefront we have added additional section 
template.  

Starting for Spring 2021 all job descriptions will now list at least 2 
NACE Career Competencies students can expect to gain 
experience in developing.    
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REQUIRED COMMENTS IN THE ePAF’S
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In order to maintain an efficient approval period, ePAF’ s lacking the following 
information will be returned for correction.



WORK FLOW 
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Reference Guide
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Fall 2020
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We would like to thank everyone who completed the 
surveys for their student workers and encouraged their 
students to complete the surveys this past fall.



HOW OUR STUDENTS RATE 
OVERALL
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HOW OUR STUDENTS RATE BY CATEGORY
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Coming Spring 2021
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The projected period for the spring assessment is 
the end of March. We appreciate your support and 
participation with SkillSurvey.  

We are always happy to meet with you to discuss 
SkillSurvey.      



Joshua Vail
December 1, 2, and 3, 2020
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