Williams College Hiring Questions
2012-13 Academic Year

SOME IMPORTANT QUESTIONS TO ASK PRIOR TO HIRING ANY STUDENT
Have you completed the payroll paperwork?
· If not, direct them to the HR office to do so; IT IS ILLEGAL TO WORK WITHOUT COMPLETEING THESE FORMS. Information about the required forms can be found at http://hr.williams.edu/student-employment/guidelines/#payroll
· If they’re not sure it can be verified in PeopleSoft by supervisors: PS>Manager Self Service>Williams Employment>Student Employment Inquiry. 
· The student can also verify under their PS accounts.
Do you receive Financial Aid through Williams?

· Hiring Priority is given to students who receive financial Aid. Running a Student Employment Inquiry in PS will tell you if they are a high, or low hiring priority. 
· If they’re not an aid recipient, and you have other viable candidates who are, they should be given preference.
Are you the recipient of a special scholarship: Tyng, Mellon Mays, or Williams Undergraduate Research Fellowship?

· The student must get written permission from Paul Boyer (Tyng) or Molly Magavern (Mellon or Williams) to work for you.  An email from either will suffice.  Request that Betsy Hobson and Danielle Gonzalez be copied on the email.

What is your earnings limit for the current academic year?

· Verify that the student has enough earning potential to meet the hours you require him/her to work. You can find out by doing a Student Employment Inquiry. 

· The student can also find their earnings limit, and how much they’ve earned to date through their PeopleSoft account.
Are you working anywhere else on campus, or have you received any paychecks from Williams?

· Sophomores, juniors, and seniors may work up to 10 hours per week, on average.  They are not allowed to work more than that on a regular basis without permission from the Office of Financial Aid and Human Resources.  
· You can see if they have any other active positions on campus by running a (you guessed it) Student Employment Inquiry
WHAT TO DO UPON HIRING A STUDENT

Hire them through the Manager Self Service Menu in PeopleSoft. If you do not have access to it, please contact HR to set up a training time so that you may be given access. DO NOT LET THEM WORK UNTIL THEY HAVE A JOB# that you can put on their timecard. The Mod will give you this 3 digit number as soon as you hire them. 
Complete timecards, and turn them in on time to the HR office. 

DISCIPLINARY ACTION
Notify StudentEmployment@williams.edu as soon as possible with any behavioral, or other concerns that could lead to penalization in, or termination from, employment. 
