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Changes to the online Student Hire Application 
1. Due to continued confusion with the Hrs/Bi-Weekly field, it has been changed to Hrs/Week.  Please be sure to accurately reflect the number of hours per week the student will work. These are hours entered into Banner and are used to determine if the student employee is eligible for benefits under the Affordable Care Act. 
2. Users will now select the type of action being requested: New Hire, Rehire, Hourly Rate Adjustment, Start Date Change. 
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2. Action Requested


3. Offer Letter Attachment: An official GW Student Employee Offer Letter or Rate Increase Letter must be attached to all hires. Student Employment will reject any hires submitted without a properly completed official offer/rate increase letter. In accordance to the DC Wage Theft Presentation Amendment Act, the offer/rate increase letter must be signed and returned prior to the start date. 
4. Background screening language and options have changed to properly reflect GW’s policy on background checks for all staff. There is no longer an option to select that the background screening is not required. 
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3.  Offer Letter Requirement

5. I9 Verification Email: Any hire request submitted for a student that does not have a valid I-9 form on file will continue to receive an email with instructions to complete their I-9. By law, employees must complete their I-9 within three (3) days of their start date. To help clarify this to the student the hire date will be listed in the subject line of their email. 5. Hire Date Addition
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Student Hire: Assign Student to an Open Position

SelectPosition | Assign Student | Review, Print

for Hire to Position & Submit

Please enter the GV of the student you wish {0 hire nto the previously selected postion. Whe the students personal nformation is

isplayes, please verify and correct the data i necessary. I the 19 status is not vald, you wil aiso need to confim that you have seen
 vaiig 1 receip,

Student GWid Last Hame, First Middle.
L

Wa Address Birth Date Gender

No Ws address avalable 1001891 Female

Gwid Last Hame, First Middle.
WMDY

Supervisor wil eceive notfcations concerning this student

ie: pdf,doc, bt etc
You must upload an Offer Letter
ie: pdf,doc, bt etc.

19 Status 19 Description 19 Expiration Date
Invalid - Proceed with hire. The student will receive further instructions.
Background checks are required for al student positions. Verify completion status:
[ es, a background check has been completed

fa background check has not been completed your hi request cannot be completed and your student cannot
begin work. Resubmit i hire request onc the background screening process has been fuly conciuded

Please contact your Human Resources Client Pariner to nfiate a background check.f your area s not served by a Human
Resources Clent Partner, please connect wilh your Human Resources Staff Recrutmen st 202-954-9610.

Ex

SAVE & EXIT ‘SAVE & CONTINUE
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Student Hire - 19 Verification Information Hire Date: 03/01/2015 = linbox x

gwse@gwu.edu
to

Dear

Congratulations on your student employment job offer. You are not yet officially hired and may not et begin working. This message spells out what you need to o before you are legally
allowed to begin working

Step 1: COMPLETE THE EMPLOYMENT ELIGIBILITY VERIFICATION FORM ('1-9°)
The Employment Eligibility Verification Form (‘the I-9 form") is federally mandated by the U S. Department of Homeland Security. You must complete part of this form online (as follows)
and then proceed to the Center for Career Services (CCS) within 72 hours of your start date. This 72 hour deadiine is federally mandated.

Visit http:/fursnw newi9 com_ Enter employer code 14290, Complete Section 1. Once you have completed Section 1, you vill see a list of acceptable documents that you must present
at the CCS so that Student Employment can complete Section 2

Bring the original version (by law, copies are not acceptable) of your approved document(s) to the CCS for verification. Intemational students must bring their 1-20, passport, and a
printed copy of their I-94 from wiw chp govii9d.

Step 2: COMPLETE TAX FORMS AND THE GW DIRECT DEPOSIT FORM
You can download federal and state tax forms and the GW Direct Deposit form from the CCS website or obtain these forms when you come to the CCS. If you download and print the
forms, bring them to the CCS.

Step 3 AWAIT EMAIL NOTIFICATION THAT YOU HAVE BEEN HIRED BEFORE YOU START TO WORK
You vill receive an email message from GW's Oracle system stating that your employment record has been modfied. This means that you may now legally report to work

The GW Center for Career Senvice's Student Employment team is located in Colonial Crossroads on the 5th floor of the Marvin Center at 800 21st Street, N-W., Washington, D.C.
Business hours are Monday - Friday from 9:00 am until 5:00 pm. Summer hours may vary.

Contact us at fws@gwu_edu or 202.994 8046 with questions.

With regards,
GW Student Employment
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Review, Print
& Submit

Search for positons by Home Orgn and whether the ob s funded by Federal Work Study or not. When the positons dropdown
ox appears, select the appropriate postion fromthe It and speciy the Start Date, and Wage/Hr Rate.

Search for open position by:
Home Orgn  Federal Work Study Position?

Position Search Resuls
Organization Description

COMMENCENENTMONUMANTAL CELEBRAT

Position - Description Start Date (mmiddlyyyy) Hrsieek WageHr Rate:

< w2

“Please be advised: the wae rate cannot be below 9.50 /i, and wage rates above 25.00 . wil requie fiscal manager approval
Retroactive Hire Justification Notes

Select the type of action requested:
© New Hire

© Renire

© Hourly Rate Adjustment

© Start Date Change.
NOTE: If requesting a rate decrease, use the Notes section below to justify.
Labor Distribution

ECLS. Index Fund Orgn Acct Prog Percent ‘

wi 10100 s1228 Act 100

Notes

Ex SAVE & EXIT ‘SAVE & CONTINUE
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