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DETERMINING WHO TO HIRE 

 

Financial Aid determines student eligibility for participation in the Student Employment 

Program.  Placement services are not offered by Financial Aid. 

 

The employing department makes the decision as to which student applicant best meets 

the job requirements.  Employing departments may not discriminate in their hiring, 

promotions or termination practices on the basis of race, color, religion, sex, national 

origin, age, disability, sexual orientation, or marital status.  

 

 

STUDENT EMPLOYMENT REFERRAL 

 

The Student Employment Referral indicates student eligibility for student employment 

and provides other important information for Financial Aid Student Employment 

Services.  Students must obtain a Student Employment Referral at the Financial Aid 

Service Center, online through their personal SalukiNet account, (or the International 

Students and Scholars Office if an international student) before an employing department 

may hire the student.  It is important to check the Referral before interviewing the student 

to determine Federal Work-Study (FWS) eligibility and the amount of the work award.  

 

Delays in the system due to processing time may make the Financial Aid Office unaware 

that the student has applied for or accepted other aid at the time the Student Employment 

Referral is issued.  Therefore, if a Student Employment Referral is greater than thirty (30) 

days old, you should have the student obtain a new work referral online through their 

personal Saluki Net account, (or the International Students and Scholars Office if an 

international student) to ensure that the information reflected on the Referral is still 

accurate.   
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INSTRUCTIONS FOR COMPLETING THE STUDENT EMPLOYMENT 

REFERRAL: 
 

SECTION 1 Completed at the Financial Aid Service Center or anywhere a non-

International student can access their personal SalukiNet account to obtain a Student 

employment Referral.  International Students will need to go to the International Students 

and Scholars Office.  This section is used to inform the department of when the student is 

eligible to begin work, the student’s base wage rate and the student’s FWS eligibility. 

   

If the box, "Student is eligible for regular student employment only." is checked: 

 

The student has either not filed a financial aid application or has filed a financial aid 

application and is not eligible for FWS.  The student will be paid from Regular Student 

Employment funds.  If the student files a financial aid application and is determined later 

to be eligible for FWS and they sign and return an Award Notice choosing to work FWS, 

they will be automatically converted to FWS.    
 

If the box "Student has accepted a Federal Work-Study Award." is checked: 

 

The student has signed and returned an Award Notice choosing to work FWS.   

 

All FWS students have been determined to have financial need based on the information 

provided by the student and spouse or parents (if applicable) on the Free Application for 

Federal Student Aid (FAFSA) and the student has accepted a FWS award on their 

Financial Aid Award Notice.  The "Current Balance of Work Award" on the Student 

Employment Referral is the amount of the student's FWS award that has not been earned.  

This amount may change if information or financial aid awards change the student's 

eligibility for financial assistance.  The change in work award will be reflected on the 

Student Employment Payroll Certification report under the column "Remaining FWS 

Award". 
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SECTION 2 Completed by the employing department.  This section will supply 

information needed for the student’s employment and payroll record. 
 

 Position Number – The position number that has been assigned by Student 

Employment Services for the specific job within your department in which the 

student is being employed. 

 Begin Date – The date the student is to begin work.  (This date should not be 

prior to the date identified in Section 1 as the date the student is eligible to 

work.  If it is noted that the student is eligible to begin work “Immediately” 

the Begin Date should not be prior to the date the Referral is completed.)  If 

you have allowed a student to begin work prior to a Student Employment 

Referral being processed, please attach a letter of justification to the 

completed Referral. 

 Job Classification – The job classification for the applicable position number. 

 Employing Department – The department for the applicable position number. 

 Contact Person – An individual who can be contacted if there are questions 

concerning the Referral. 

 Phone Number – Phone number of the contact person. 

 Mailcode – Mailcode for the employing department. 

 Community Service Job Number (if applicable) 

 Excess Qualifications/Market Adjustment Increase Amount (if applicable) 

 AIS Accounting Flexfield (AFF).  Since HRMS does not automatically 

generate the segments of the AFF based upon the budget purpose, the form 

preparer must provide:  
 

AFF Required Fields 

 -Budget Purpose Description 

 -Fund 

 -Unit 

 -Budget Purpose  

 -Function 

 -Natural Account 

   Use “50000” if this is an account with a line item expenditure budget. 

        Use “60000” if this is an account with a pooled expenditure budget. 
 

AFF Optional Fields 

 -Dept Activity 1 

 -Dept Activity 2 

 (If left blank, the default value of “00000” will be assigned.) 

 

You should provide all AFF numbers from which a student is likely to be 

paid for this assignment; there is no longer a limit of three accounts.  

Space has been provided for up to three accounts.  If additional accounts 

are needed, complete the Student Employment Change in Assignment 

Costing E-Form and attach it to the Student Employment Referral. 
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 Obtain Fiscal Officer Signatures 

 

If the Student Employment Referral contains accounts in which there are different fiscal 

officers, the signatures of all fiscal officers are required. 

 

Departments should maintain a copy of the Student Employment Referral for their 

records once section 2 has been completed.  

 

SECTION 3  
 

Signed and dated by the student when he/she returns the Student Employment Referral to 

either the Financial Aid Service Center or the Nonresident Alien Tax Specialist. 

 

SECTION 4   Completed by Financial Aid Student Employment Services.  

 

Upon receiving a completed Student Employment Referral, Student Employment 

Services will ensure the student is still eligible for employment and will calculate the 

appropriate rate of pay.  Hiring information will be entered into HRMS, and the 

assignment number determined.  This number will appear on the Student Employment 

Time Entry report and will be required when completing most student employment E-

Forms. 

  

 

 

 

 

 

 

 

 

 
NOTE: 

 
Please remember that many accounts are designated as having multiple-
function capabilities for indirect cost purposes.  These accounts require an 
A-21 Form (Student Employees Effort Distribution Form A-21).  If your 
account is a multi-function account, the completed A-21 Form should be 
stapled to the back of the Student Employment Referral so that the student 
can simultaneously return the forms to Financial Aid.   
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EMPLOYMENT ELIGIBILITY VERIFICATION (I-9) FORM 

 

All students must comply with the Immigration Reform and Control Act of 1986.  Each 

employer must verify the identity and work eligibility of all student employees at the time 

of hire.  Candidates that are unable to provide the necessary documentation are not 

eligible to work.  The verification must be documented by the hiring department on the 

Employment Eligibility Verification form (I-9), which is available at 

http://www.uscis.gov/files/form/i-9.pdf 

   

 

Section 1: Completed and signed by the student employee by the first day of 

employment. 

 

Section 2: Completed by the hiring department upon verification of the student's 

identity and work eligibility within three business days of the first date of 

employment. 

 

 The hiring official must check complete information for List A  or 

BOTH Lists B and C. 

 Verification requires view and documentation of identification 

numbers and/or expiration dates where applicable. 

 Sign and date the certification section (name, title and department). 

 

(See EMPLOYMENT ELIGIBILITY VERIFICATION (I-9) form on the next pages.) 

 

 

 

 

 

 

 

 

 

 

 

http://www.uscis.gov/files/form/i-9.pdf
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* NOTE:  Under list A: # 2, 3, 8 and 9 are no longer acceptable 

documents. 
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INSTRUCTIONS FOR DIRECTING THE STUDENT AFTER THE 

STUDENT EMPLOYMENT REFERRAL AND I-9 ARE 

COMPLETED 

 

When a department hires a student employee, they must determine where to send the 

student for completion of the hiring process.  If the student marked "An alien authorized 

to work until __/__/__" on the I-9 form, the student must return their completed Student 

Employment Referral and I-9 form in person to the Nonresident Alien Tax Specialist.  

All other students should return their completed Student Employment Referral and I-9 

form in person to the Financial Aid Service Center.   

 

Return of the Student Employment Referral and I-9 form MUST be done by the student; 

the student CANNOT return the Student Employment Referral via Campus Mail. 
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AUTHORIZATION TO BEGIN EMPLOYMENT 
 
All of the above must be done BEFORE A STUDENT BEGINS EMPLOYMENT.  If 
a student does not bring a Supplemental Payroll Time Card on the first day of 
employment, do not allow the student to work.  Send the student directly to the Financial 
Aid Service Center or the Nonresident Alien Tax Specialist to obtain proper 
authorization.  These cards indicate that a student has completed the appropriate papers to 
allow the student to be paid, and that the student is an authorized student employee. 
 

 
 
 


