¢4 SCIENCE

BIOLOGICAL SCIENCES

HOW TO HIRE AND TERMINATE UNDERGRADUATE STUDENT WORKERS

Before you hire, check that you have funds available and permission (if needed) to use them. Robert Robinson can
advise you - send him the hourly pay rate, anticipated hours/week and your project number. Undergraduate student
fringe is 1.8%.

One you have interviewed and selected your student hire, send the following information to the Administrative
Coordinator to begin the hiring process:

e Name and email address of the student to be hired

e Anticipated start and end dates

e Hourly pay rate (see pay scale at end of document)

e Number of hours/week the student will work (may not exceed 28 hrs/week — if the student holds another

job on campus, the combined hours may not exceed 28 hrs/week)
e The complete account number (CUBS chart string) to be charged

The Administrative Coordinator will make an appointment with the student to complete the necessary paperwork
(employee data sheet and Form 1-9).

The required 1-9 (employment eligibility and identification) documents frequently prove to be a delay as students usually
have to make a trip home or send for the documentation. The day the student can show the Admin Coordinator the
identification documents and complete the I-9 form is the day the student can begin work.

A list of the acceptable forms of identification is at the end of this document.

TIMESHEETS: Student workers must keep timesheets and turn them in to the Admin Coordinator to be paid (timesheets
are usually due the day after the pay period ends). Timesheets can be downloaded from
https://www.clemson.edu/employment/payroll/index.html (click on Employee Timesheet link the margin). As
supervisor, you must also sign the timesheet.

UNDERGRADUATE STUDENT WORKERS MUST BE TERMINATED OR PLACED ON LEAVE
AT THE END OF THE ACADEMIC YEAR

Notify the Admin Coordinator anytime a student is nearing the end of their employment with you as their HR record
must be updated and removed from our pay roster.

Students that will return to work for you after a summer break must be placed on leave before the end of the spring
semester. Otherwise, they will be terminated and will have to repeat the hiring process in the fall.
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