Student Employment

Student Workers - Employees who are actively enrolled for the current semester and whose primary purpose for being at Tennessee Tech is to be
enrolled in an academic program of Tennessee Tech.

Student Employee Form - Form used to establish a student as a TTU employee. The form is valid for one academic year.

Summer Student Employee Form - Form used to establish a student as a TTU employee for the Summer.

Student Employee Termination Form - Form used to termination employment with a student within the academic year.

HIRING STUDENT WORKER

During Academic Term

Is student registered, at minimum, for 6
credit hours in the academic term?

During Summer & Official School Breaks

Was the student registered, at minimum, for
6 credit hours in the previous academic term

YES

Has student worker completed I-9 process?

YES

Department to prepare a Student Employee
Form for submission to Human Resources.

Due_1 week prior to student working.

The student may work no more than 29 hours
per week during the academic term.

AND registered for the following academic
term?
I NO I
YES
Has student worker completed I-9 process?
| NO YES

Student is not eligible
to work as a student
worker.

Department to prepare Summer Student
Employee Form for submission to Human

Resources.

Due 1 week prior to student working.

The student may work up to 35 hours per week
provided that the average weekly hours of the
total hours worked does not exceed 29 hours.

Human Resources will enter the student employee information
into Banner and TimeClock Plus systems. Once completed, the
student employee can begin work using TimeClock Plus to clock

in and out.

ENDING STUDENT EMPLOYMENT

Is Student planning on returning the next
semester/academic term?

NO

Department to
prepare a Student
Employee
Termination Form for
submission to Human
Resources if during
the academic year.

YES

Complete Hiring
Student Worker
Process

Is Student graduating?

YES

Does Department
want to continue to
employ the
Student?

| YES

Student must now be
employed as a
Temporary Employee
and a Temporary PAF
must be completed to
begin the hiring
process

NO

Complete Hiring
Student Worker
Process

NO

Department to prepare
a Student Employee
Termination Form for
submission to Human
Resources if during the
academic year.




