On-Campus Student Employment
Supervisor Check List

Below is a list of procedures that should be followed by all student-employee supervisors.  Please refer to the OCSE Website at sou.edu/studentemployment/departments for more detailed information regarding these areas.

Recruiting students

 FORMCHECKBOX 

1.  Participate in the OCSE Supervisor’s Training. sou.edu/studentemployment/departments
 FORMCHECKBOX 

2.  Create position description. sou.edu/studentemployment/departments/ocsepostdesc
 FORMCHECKBOX 

3.  Post an on-campus employment opportunity through SOU CareerLink at https://sou-csm.symplicity.com/employers/index.php?signin_tab=0.
 FORMCHECKBOX 

4.  Collect resumes and interview candidates.

 FORMCHECKBOX 

5.  Hire student employee(s).

After you hire a student

 FORMCHECKBOX 

6.  Send student to Payroll to complete payroll forms. Forms can be printed from sou.edu/studentemployment/departments/ocseforms and filled out in advance but need to be verified by the Payroll staff (specifically, Section 2 of the I-9).
· Student Employment Data Form

· Form I-9, Section 1 (Employment Eligibility Verification) http://www.uscis.gov/files/form/i-9.pdf
· Form W-4 (Tax Withholding Allowances) http://www.irs.gov/pub/irs-pdf/fw4.pdf
· Student then receives Student Employment Referral Form to be completed by supervisor.

· Both student and department need to sign the Referral Form and Position Description before they are submitted back to the Payroll office for processing.

· Retain copy of Position Description for future evaluation.

 FORMCHECKBOX 

7.  Have student employee complete and pass the OCSE Student Training (web-based).
· Direct student to sou.edu/studentemployment/training.
 FORMCHECKBOX 

8.  Conduct your department’s student training.

· Includes policies, forms, technology.

While a student is employed

 FORMCHECKBOX 

9.  Supervise student employees.

· Provide feedback through regular meetings (check-ins).

 FORMCHECKBOX 

10.  Conduct performance evaluation by May 15 of each year or upon termination. 
· Review SOU Student Employee Self-Assessment Form with the student (have student complete and submit SOU Student Employee Self-Assessment one week prior to performance evaluation so that you may review with the student during the evaluation meeting.)

· Encourage students to incorporate current experience into their resume (recommend using Career Development Services for assistance.)

 FORMCHECKBOX 

11.  Retain a signed copy of the performance evaluation and self-assessment in student’s file.

· Provide student with copies

· Forward original forms to Career Development Services.
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