


How to Hire Guide
Overview:
· Students are responsible for securing job opportunities that best fit their employment needs. This can be accomplished by accessing UNC’s job database, Handshake, attending the annual Student Employment Fair, and visiting the Center for Career Readiness for additional guidance. UNC does not assign jobs or guarantee that any individual student will be able to arrange a specific type or amount of work.
Work-Study:
Confirming Work-Study Eligibility
1. Check the Insight Report AID097 – Work-Study Award Information to review the student’s eligibility for work-study funding.




a. Work-Study Funds: This section tells the employer what type of work-study funding the student is eligible to receive, and it also indicates the type of EPAF needed.
i. Colorado Work-Study: 
1. SE50: Need-Based Colorado Work-Study Funding
a. On-Campus employers are eligible to utilize this funding when setting up the student’s EPAF.
2. SE65: No-Need Colorado Work-Study Funding
a. On-Campus employers are eligible to utilize this funding when setting up the student’s EPAF.
b. The Account Code 64530 must be used when setting up the EPAF.
ii. Federal Work-Study:
1. FE70: On-Campus Work-Study Funding
a. On-Campus employers are eligible to utilize this funding when setting up the student’s EPAF.
2. FE70G: On-Campus Graduate Work-Study Funding
a. On-Campus employers are eligible to utilize this funding when setting up the student’s EPAF.
3. FE71: Off-Campus Work-Study Funding
a. On-Campus employers are not eligible to utilize this funding when setting up EPAFs as this is only reserved for our off-campus partners. 
4. FE77: Off-Campus Work-Study Funding
a. On-Campus employers are not eligible to utilize this funding when setting up EPAFs as this is only reserved for our off-campus partners. 
5. FE81: On-Campus Sodexo (Dining) Work-Study Funding
a. On-Campus employers are not eligible to utilize this funding unless they are with dining services.

b. Amounts
i. This section will go over how much the student has been offered in work-study funding and how much they have accepted. Please note that this amount is for the full academic year. Therefore, the student can only work the accepted Fall portion of the amount during the Fall semester and the accepted Spring portion during the Spring semester. The student cannot work the full amount in one semester unless they have a 1 semester financial aid offer. This can be confirmed by the Student Employment Office.  

c. Paid Amount and Balance
i. This section will show how much the student has left in their entire work-study balance. Please note that this can change if students acquire more than one job. At that point, the employer is encouraged to monitor their student’s work-study earnings through the monthly Payroll Period Report sent out by Student Employment. 
Necessary Documentation
2. Once the student’s work-study funds have been confirmed, you will need to confirm the following information with the student.

a. New Hire Paperwork 
i. If the student has never worked before at UNC, they will need to complete new hire paperwork with the department. The new hire paperwork includes completing the Form I-9, W-4 Form, and UNC’s Authorization Agreement for Direct Deposit. Please note that the student will need to bring their original identification documents to the new hire appointment to complete the I-9 Form. The list of acceptable documentation is on the second page of the I-9 Form. The I-9 Form and a copy of the identification documentation will need to be sent to the Human Resources Office. The W-4 Form and the UNC’s Authorization Agreement for Direct Deposit will need to be sent to the Payroll Office. The Student Employment Office does not process these documents.
1. Form I-9: https://www.uscis.gov/i-9 
2. W-4 Form: https://www.irs.gov/forms-pubs/about-form-w-4 
3. How to Complete a W-4: https://www.unco.edu/payroll/pdfs-on-webpage-folder/procedures/how_to_complete_a_w-4_form.pdf 
4. UNC’s Authorization Agreement for Direct Deposit: https://www.unco.edu/payroll/payroll-forms.aspx 
ii. If the student has not worked at UNC within the last 12 months, they will need to complete a new I-9 Form while completing the W-4 Form is optional. The W-4 Form will only need to be completed if updates are needed from the last time the form was completed. Once this information has been completed, you will need to send the I-9 Form with a copy of the original identification documents to the Human Resources Office. If a W-4 Form was completed, the new form will need to be sent to the Payroll Office. Once you send the documents to the respective offices, you will need to contact the Student Employment Office with the date of the student’s completed I-9 Form, the student’s Bear Number, and the type of job you are wanting to activate in the system. Once the Student Employment counselor has this information, they will be able to reactivate the student in the system to allow the Electronic Personnel Action Form (EPAF) to be submitted.
iii. If the student has worked at UNC within the last 12 months, they will not need to complete the I-9 or W-4 forms.

b. Student Eligibility Status
i. Work-Study students need to be enrolled in a minimum of 12 credits per semester and remain eligible for Satisfactory Academic Progress (SAP) to utilize work-study funds. Satisfactory Academic Progress is defined as maintaining a 2.0 cumulative GPA and a 67% completion rate for undergraduate students. For graduate students, they must maintain a 3.0 cumulative GPA and a 67% completion rate to remain eligible for Satisfactory Academic Progress Purposes. Please note that there are situations where the student’s program requires a higher cumulative GPA to remain eligible for the program. In that instance, the Office of Financial Aid is required to abide by the higher cumulative GPA requirement for Satisfactory Academic Progress. 
ii. If the student becomes ineligible for financial aid due to Satisfactory Academic Progress while working, their work-study job will be terminated. The student can begin working as a non-work-study student within the department until they are eligible for financial aid again. Please note that once the student becomes eligible for financial aid purposes, the department must reactivate the work-study job as it will not automatically be reactivated upon eligibility.
Electronic Personnel Action Form (EPAF)
c. Once the above information is obtained, an Electronic Personnel Action Form must be completed. An EPAF is created to create the student’s job in the system to allow the student to access their timesheet. 
i. If the student has not worked at UNC within the last 11 months, they will need to complete new hire paperwork. Please also be sure to send the student’s name, last four of their Bear Number, the date the new I-9 was completed, and the type of job the student will hold.
ii. Effective Dates will need to be either the 1st or the 16th date of the month when adding or reactivating positions in addition to changing the student’s pay rate, FOAP, and timesheet org. Please note that the End/Terminate Date will either need to be the 15th or the last date of the month to end the job. However, all hourly jobs must end by May 15, 20xx at the latest for all hourly positions.
d. Employers can create an EPAF to add or reactivate a job in the system for a student. EPAFs can also be used to update a student’s pay rate, Timesheet Organization Code, Fund Code, Account Code, Program Code, and terminating a job earlier than indicated on the original EPAF. For additional information on EPAFs, please visit the EPAF Training & Helps Section through the Payroll Website.
Course Schedule
e. Employers must obtain the student’s course schedule before scheduling the student’s work schedule. UNC’s work-study policy based on Federal regulation prohibits a student from working during a scheduled class session. However, there are two exceptions that will allow a student to work during a scheduled class session, (1) the class session was cancelled, or (2) the professor excused the student from attendance. When possible, the student should provide documentation to the supervisor prior to the beginning of the shift. A copy of the documentation must be maintained in the student-employee file.
Non-Work-Study Hourly
1. You will need to confirm the following information with the student:

a. New Hire Paperwork 
i. If the student has never worked before at UNC, they will need to complete new hire paperwork with the department. The new hire paperwork includes completing the Form I-9, W-4 Form, and UNC’s Authorization Agreement for Direct Deposit. Please note that the student will need to bring their original identification documents to the new hire appointment to complete the I-9 Form. The list of acceptable documentation is on the second page of the I-9 Form. The I-9 Form and a copy of the identification documentation will need to be sent to the Human Resources Office. The W-4 Form and the UNC’s Authorization Agreement for Direct Deposit will need to be sent to the Payroll Office. The Student Employment Office does not process these documents.
1. Form I-9: https://www.uscis.gov/i-9 
2. W-4 Form: https://www.irs.gov/forms-pubs/about-form-w-4 
3. How to Complete a W-4: https://www.unco.edu/payroll/pdfs-on-webpage-folder/procedures/how_to_complete_a_w-4_form.pdf 
4. UNC’s Authorization Agreement for Direct Deposit: https://www.unco.edu/payroll/payroll-forms.aspx 
ii. If the student has not worked at UNC within the last 12 months, they will need to complete a new I-9 Form while completing the W-4 Form is optional. The W-4 Form will only need to be completed if updates are needed from the last time the form was completed. Once this information has been completed, you will need to send the I-9 Form with a copy of the original identification documents to the Human Resources Office. If a W-4 Form was completed, the new form will need to be sent to the Payroll Office. Once you send the documents to the respective offices, you will need to contact the Student Employment Office with the date of the student’s completed I-9 Form, the student’s Bear Number, and the type of job you are wanting to activate in the system. Once the Student Employment counselor has this information, they can reactivate the student in the system to allow the Electronic Personnel Action Form (EPAF) to be submitted.
iii. If the student has worked at UNC within the last 12 months, they will not need to complete the I-9 or W-4 forms. 

f. Student Eligibility Status
i. Students can work as a non-work-study student if they are enrolled in less than half-time status. If the student is enrolled in less than 6 credits during the Fall/Spring semester, they will have Medicare (1.45%) and Student Retirement (7.5%) automatically deducted from their paychecks. Please note that this also applies to students enrolled less than 3 credits for the Summer semester. 
Necessary Documentation
3. Once the student’s work eligibility has been confirmed, you will need to confirm the following information with the student.

a. New Hire Paperwork 
i. If the student has never worked before at UNC, they will need to complete new hire paperwork with the department. The new hire paperwork includes completing the Form I-9, W-4 Form, and UNC’s Authorization Agreement for Direct Deposit. Please note that the student will need to bring their original identification documents to the new hire appointment to complete the I-9 Form. The list of acceptable documentation is on the second page of the I-9 Form. The I-9 Form and a copy of the identification documentation will need to be sent to the Human Resources Office. The W-4 Form and the UNC’s Authorization Agreement for Direct Deposit will need to be sent to the Payroll Office. The Student Employment Office does not process these documents.
1. Form I-9: https://www.uscis.gov/i-9 
2. W-4 Form: https://www.irs.gov/forms-pubs/about-form-w-4 
3. How to Complete a W-4: https://www.unco.edu/payroll/pdfs-on-webpage-folder/procedures/how_to_complete_a_w-4_form.pdf 
4. UNC’s Authorization Agreement for Direct Deposit: https://www.unco.edu/payroll/payroll-forms.aspx 
ii. If the student has not worked at UNC within the last 12 months, they will need to complete a new I-9 Form while completing the W-4 Form is optional. The W-4 Form will only need to be completed if updates are needed from the last time the form was completed. Once this information has been completed, you will need to send the I-9 Form with a copy of the original identification documents to the Human Resources Office. If a W-4 Form was completed, the new form will need to be sent to the Payroll Office. Once you send the documents to the respective offices, you will need to contact the Student Employment Office with the date of the student’s completed I-9 Form, the student’s Bear Number, and the type of job you are wanting to activate in the system. Once the Student Employment counselor has this information, they will be able to reactivate the student in the system to allow the Electronic Personnel Action Form (EPAF) to be submitted.

Electronic Personnel Action Form (EPAF)
b. Once the above information is obtained, an Electronic Personnel Action Form must be completed. An EPAF is created to create the student’s job in the system to allow the student to access their timesheet. 
i. If the student has not worked at UNC within the last 11 months, they will need to complete new hire paperwork. Please also be sure to send the student’s name, last four of their Bear Number, the date the new I-9 was completed, and the type of job the student will hold.
ii. Effective Dates will need to be either the 1st or the 16th date of the month when adding or reactivating positions in addition to changing the student’s pay rate, FOAP, and timesheet org. Please note that the End/Terminate Date will either need to be the 15th or the last date of the month to end the job. However, all hourly jobs must end by May 15, 20xx at the latest for all hourly positions. 
c. Employers can create an EPAF to add or reactivate a job in the system for a student. EPAFs can also be used to update a student’s pay rate, Timesheet Organization Code, Fund Code, Account Code, Program Code, and terminating a job earlier than indicated on the original EPAF. For additional information on EPAFs, please visit the EPAF Training & Helps Section through the Payroll Website.
Course Schedule
d. Employers must obtain the student’s course schedule before scheduling the student’s work schedule. UNC’s work-study policy based on Federal regulation prohibits a student from working during a scheduled class session. However, there are two exceptions that will allow a student to work during a scheduled class session, (1) the class session was cancelled, or (2) the professor excused the student from attendance. When possible, the student should provide documentation to the supervisor prior to the beginning of the shift. A copy of the documentation must be maintained in the student-employee file.
Salary
2. You will need to confirm the following information with the student:

a. New Hire Paperwork 
i. If the student has never worked before at UNC, they will need to complete new hire paperwork with the department. The new hire paperwork includes completing the Form I-9, W-4 Form, and UNC’s Authorization Agreement for Direct Deposit. Please note that the student will need to bring their original identification documents to the new hire appointment to complete the I-9 Form. The list of acceptable documentation is on the second page of the I-9 Form. The I-9 Form and a copy of the identification documentation will need to be sent to the Human Resources Office. The W-4 Form and the UNC’s Authorization Agreement for Direct Deposit will need to be sent to the Payroll Office. The Student Employment Office does not process these documents.
1. Form I-9: https://www.uscis.gov/i-9 
2. W-4 Form: https://www.irs.gov/forms-pubs/about-form-w-4 
3. How to Complete a W-4: https://www.unco.edu/payroll/pdfs-on-webpage-folder/procedures/how_to_complete_a_w-4_form.pdf 
4. UNC’s Authorization Agreement for Direct Deposit: https://www.unco.edu/payroll/payroll-forms.aspx 
ii. If the student has not worked at UNC within the last 12 months, they will need to complete a new I-9 Form while completing the W-4 Form is optional. The W-4 Form will only need to be completed if updates are needed from the last time the form was completed. Once this information has been completed, you will need to send the I-9 Form with a copy of the original identification documents to the Human Resources Office. If a W-4 Form was completed, the new form will need to be sent to the Payroll Office. Once you send the documents to the respective offices, you will need to contact the Student Employment Office with the date of the student’s completed I-9 Form, the student’s Bear Number, and the type of job you are wanting to activate in the system. Once the Student Employment counselor has this information, they can reactivate the student in the system to allow the Electronic Personnel Action Form (EPAF) to be submitted.
iii. If the student has worked at UNC within the last 12 months, they will not need to complete the I-9 or W-4 forms. 

e. Student Eligibility Status
i. Students can work as a non-work-study student if they are enrolled in less than half-time status. If the student is enrolled in less than 6 credits during the Fall/Spring semester, they will have Medicare (1.45%) and Student Retirement (7.5%) automatically deducted from their paychecks. Please note that this also applies to students enrolled less than 3 credits for the Summer semester. 
Necessary Documentation
4. Once the student’s work eligibility has been confirmed, you will need to confirm the following information with the student.

a. New Hire Paperwork 
i. If the student has never worked before at UNC, they will need to complete new hire paperwork with the department. The new hire paperwork includes completing the Form I-9, W-4 Form, and UNC’s Authorization Agreement for Direct Deposit. Please note that the student will need to bring their original identification documents to the new hire appointment to complete the I-9 Form. The list of acceptable documentation is on the second page of the I-9 Form. The I-9 Form and a copy of the identification documentation will need to be sent to the Human Resources Office. The W-4 Form and the UNC’s Authorization Agreement for Direct Deposit will need to be sent to the Payroll Office. The Student Employment Office does not process these documents.
1. Form I-9: https://www.uscis.gov/i-9 
2. W-4 Form: https://www.irs.gov/forms-pubs/about-form-w-4 
3. How to Complete a W-4: https://www.unco.edu/payroll/pdfs-on-webpage-folder/procedures/how_to_complete_a_w-4_form.pdf 
4. UNC’s Authorization Agreement for Direct Deposit: https://www.unco.edu/payroll/payroll-forms.aspx 
ii. If the student has not worked at UNC within the last 12 months, they will need to complete a new I-9 Form while completing the W-4 Form is optional. The W-4 Form will only need to be completed if updates are needed from the last time the form was completed. Once this information has been completed, you will need to send the I-9 Form with a copy of the original identification documents to the Human Resources Office. If a W-4 Form was completed, the new form will need to be sent to the Payroll Office. Once you send the documents to the respective offices, you will need to contact the Student Employment Office with the date of the student’s completed I-9 Form, the student’s Bear Number, and the type of job you are wanting to activate in the system. Once the Student Employment counselor has this information, they will be able to reactivate the student in the system to allow the Electronic Personnel Action Form (EPAF) to be submitted.

Electronic Personnel Action Form (EPAF)
b. Once the above information is obtained, an Electronic Personnel Action Form must be completed. An EPAF is created to create the student’s job in the system to allow the student to access their timesheet. 
i. If the student has not worked at UNC within the last 11 months, they will need to complete new hire paperwork. Please also be sure to send the student’s name, last four of their Bear Number, the date the new I-9 was completed, and the type of job the student will hold.
ii. [bookmark: _Int_2rF4ErXO]Effective Dates will need to be the 1st date of the month when adding or reactivating positions in addition to changing the student’s FOAP and timesheet org. Please note that the End/Terminate Date will need to be the last date of the month. However, all salaried positions must end by May 31, 20xx for an academic year. 
c. Employers can create an EPAF to add or reactivate a job in the system for a student. EPAFs can also be used to update a student’s Timesheet Organization Code, Fund Code, Account Code, Program Code, and terminating a job earlier than indicated on the original EPAF. For additional information on EPAFs, please visit the EPAF Training & Helps Section through the Payroll Website.
Course Schedule
d. Employers must obtain the student’s course schedule before scheduling the student’s work schedule. UNC’s work-study policy based on Federal regulation prohibits a student from working during a scheduled class session. However, there are two exceptions that will allow a student to work during a scheduled class session, (1) the class session was cancelled, or (2) the professor excused the student from attendance. When possible, the student should provide documentation to the supervisor prior to the beginning of the shift. A copy of the documentation must be maintained in the student-employee file.
Additional Resources
· Student Employment Handbook: https://www.unco.edu/financial-aid/types-of-financial-aid/work-study.aspx 
· Student Employment Office: 
· Phone: 970-351-2628
· Website: https://www.unco.edu/financial-aid/types-of-financial-aid/work-study.aspx
· Payroll Office:
· Phone: 970-351-2700
· Email: payroll.office@unco.edu 
· Website: https://www.unco.edu/payroll/ 
· Human Resources:
i. Phone: 970-351-2718
ii. Email: human.resources@unco.edu 
iii. Website: https://www.unco.edu/human-resources/ 
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