New Work Study Hiring Workflow
Beginning on September 1, 2026, the following workflow will go into effect for reviewing resumes/hiring.
Only refer to this document if you have submitted a job creation request that has been approved and posted in TAM.
Step one: Supervisor Reviews Applicants
According to their own schedule, the supervisor/hiring manager for the department will log into TAM and review applicants.
Step two: Supervisor Completes Request to Interview Form
Upon finding candidates they are interested in interviewing, the supervisor/hiring manager will need to complete a Request to Interview form that lists the names of the candidates they would like to interview.
Important: This must be completed BEFORE ANY INTERVIEWS TAKE PLACE.
Step three: Initial Eligibility Check by Work Study Coordinator (WSC)
The Work Study Coordinator will review the list of potential interviewees to verify that they are eligible for work study as of the day of the review.
Please note: Work study eligibility is dependent on a multitude of factors and can be in flux day to day, if not hour to hour (depending on the student and situation). Because of this, there is a high possibility that the student’s eligibility could change at any time during the process outlined in this document or afterward, if the student is hired.
Step four: Supervisor Conducts Interviews
After receiving the determinations regarding potential interviewees eligibility, the supervisor/hiring manager can conduct interview for students who are eligible for work study.
This process can result in two outcomes:
Interest in Moving Forward
The supervisor/hiring manager will find a candidate they are interested in moving forward with. If this is the case, please move to step five.
No Interest
The supervisor will not find a candidate they are interested in moving forward with.
In this case, please keep an eye on TAM.
Step five: Supervisor Makes Verbal Offer to Student
Upon finding a candidate they would like to move forward with, the supervisor/hiring manager will make a conditional offer via phone/email.
This process can result in two outcomes:
Student Accepts Offer
The student provides verbal or written acceptance of the conditional offer. In this case, please move to step six.
Student Declines Offer
The student does not accept the verbal or written conditional offer.
In this case, the supervisor/hiring manager can make a conditional offer to another student they are interested in.
If there are no other students the supervisor/hiring manager is interested in the previous batch of applicants, please keep an eye on TAM for new applicants.
Step six: Supervisor Initiates TAM Prepare Job Offer
Upon verbal or written acceptance of the conditional offer, the supervisor/hiring manager will initiate the Prepare Job Offer process in TAM.
Step seven: Secondary Eligibility Check by Work Study Coordinator (WSC)
A secondary eligibility check must be completed by the WSC to determine whether the student is still eligible.
If the student is still eligible, the supervisor will receive notification and can move to step eight.
Please note: Work study eligibility is dependent on a multitude of factors and can be in flux day to day, if not hour to hour (depending on the student and situation). Because of this, there is a high possibility that the student’s eligibility could change at any time during the process outlined in this document or afterward, if the student is hired.
Step eight: Pre-Employment Background Check
If the student passes the second eligibility check by WSC, HR will initiate the pre-employment background check. This is a criminal background check, and starting employment is contingent upon a satisfactory result.
The supervisor is responsible for communicating with the student to let them know that they will receive an email from the vendor Accurate, and that the background check form needs to be filled out ASAP.
This process can result in two outcomes:
Satisfactory Results
The pre-employment check comes back clear; move to step nine.
Unsatisfactory Results
The pre-employment check does not come back clear.
In this case, HR will contact the supervisor to discuss.
Once the student has successfully completed their background check and filled out their New Hire paperwork, the job will be closed.
Step Nine: Finalizing Hiring
If the student’s pre-employment check comes back clear, the supervisor/hiring manager will be made aware that the job offer has been approved, and an official start date can be determined*.
HR will then ‘post’ the job offer in TAM for the student to accept. The student will then formally accept the offer, complete and upload their hiring paperwork into TAM, and meet with the HR Consultant to verify their work authorization.
Once the student has successfully completed their background check and filled out their New Hire paperwork, the job will be closed.
*Important: Work study start dates do not coincide with the beginnings of quarters! This is because the pay periods do not coincide with the beginnings and ends of quarters. Instead, please follow the following guide to know what is the first day, thus the absolute soonest, a student can work depending on what quarter their eligibility begins.
Summer quarter: July 1
Fall quarter: October 1
Winter quarter: January 1
Spring quarter: April 1
Please note: These dates only reflect when the new pay periods for a quarter begin. They do not take into account weekends or holidays.
Work study student absolutely cannot work on holidays that the college is closed. Nor can they work on weekends unless they work for a department that conducts outreach or other events and they have supervision during all hours worked.
Step ten: Eligibility is Monitored
As stated previously in this document, work study eligibility is dependent on a multitude of factors and can be in flux day to day, if not hour to hour (depending on the student and situation). Because of this, there is a high possibility that the student’s eligibility could change at any time.
With this being the case, the WSC will recheck the student’s eligibility throughout their time working as a work study as often as possible. However, it is not feasible to check eligibility every single day.
At minimum, once a student is hired, eligibility is rechecked before each timesheet is due. Appropriate notice will be given to a supervisor when any changes in a student’s eligibility are found.
Important: If it is determined that a student is no longer eligible, then the student must stop working or be paid from the department’s funds.
In some cases, it can be determined that a student was incorrectly awarded when they were not eligible for aid. If this is the case, and the student has worked, work study funding cannot be used to cover their earned funds, and so the WSC will send an email to HR, Payroll, Finance, and the supervisor to make them aware of the changes.
Step eleven: Review Student’s Timesheets
It is the supervisor’s responsibility to review all of their work study student’s timesheets for accuracy and keep track of their actual earnings versus the offer amount that the student is able to work up to.
As a reminder: a student may only work a maximum of 19 hours per week and earns $19 per hour.
The WSC will also monitor the actual earnings as well, and attempt to give notice to a supervisor as a student is close to reaching their offer limit, but with the nature of when payroll reports can be pulled from the system, the WSC might not have the ability to notify a supervisor in time before a student’s offer is exhausted.
Regardless, once the WSC is aware that the student has reached their potential funding cap for the quarter, a message will be sent to the supervisor. If the student has gone over their offered amount, the department will need to cover the balance.
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