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INTRODUCTION

This manual has been prepared to assist hiring managers / supervisors with the hiring process and work flow
for Temporary and Student Employees. This manual will also provide a section on guidelines and rules for
the hiring process for temporary and student employment. The manual will provide hiring managers work flow
diagrams, standard operating procedures, and step-by-step instructions as well as screen captures to create
a better understanding of the hiring process. As a result, it will increase the workflow efficiency.

FAYETTEVILLE

STATE UNIVERSITY

1.1 MISSION

Fayetteville State University (FSU) is a public comprehensive regional university that promotes the educa-
tional, social, cultural, and economic transformation of southeastern North Carolina and beyond. The primary
mission of FSU is to provide students with the highest quality learning experiences that will produce global
citizens and leaders as change agents for shaping the future

of the State. Awarding degrees at the baccalaureate, master’s, and doctoral levels, FSU offers programs in
teacher education, the arts and sciences, health professions, business and economics, and unique and
emerging fields. FSU is an institution of opportunity

and diversity. Committed to excellence in teaching, research, scholarship, and service, the University ex-
tends its services and programs to the community, including the military, and other educational institutions
throughout North Carolina, the nation, and the world. (Approved by FSU Board of Trustees, Oct. 31, 2008)

1.2 VISION

“Fayetteville State University is a leading institution of opportunity and diversity committed to developing
learned and responsible global citizens.”
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STUDENT AND TEMPORARY EMPLOYMENT RULES

1. Students (non-work study) and temporary employees must not start work unless they have signed a Posi-
tion and Personnel Action Form (PPA).

2. ltis ILLEGAL for employees to start work without having their employment eligibility verified; and the uni-
versity would be subject to fines. Employees must complete the 1-9 Form with HR prior to starting work.

3. All student (non-work study, 21350 — FOAP Account) employees must not work over 20 hours in a work
week. They may work two different places, but the total hours may not exceed 20 hours. A PPA must be
submitted for each position.

3. All temporary (non-student) employees may work up to 40 hours. However, working more than 29 hours
per week may result in benefits eligibility.

4. Temporary and Student employees are not to work on an Additional Compensation (Extra Duty) Contract.

5. All temporary employees must take a 31-Day Break-in-service after 11 months of continuous
employment (this is 31 consecutive unpaid calendar days).

a. Employees do not have to wait for the end of the 11 months to take their break.
b. End date must be reflected on the PPA

c. The new PPA will have their return date as their start date

(0]

. Student (non-work study) and temporary employees are designated "at will" and the employment assign-
ment may be terminated at any time at the discretion of the department.

~

. All student (non-work study) and temporary employees must submit a timesheet based on FSU's time en-
try procedures and deadlines (not applicable for monthly/flat rate/one-time payments).

8. All flat-rate employees will be paid the entire amount for the month, regardless of their start date for the
month.

BUDGET INFORMATION (PPA-Section lll)
Grant Position Types/Position Pool Numbers/Banner Position Numbers

Grant / Position Type/ Pool Type Category Account
UGGRNT Student (Hourly) 21350
UFGRNT Student (Flat Rate) paid monthly basis 21350
SHGRNT Temporary (Hourly) biweekly basis 21310
TSGRNT Temporary (Flat Rate) paid monthly basis 21310

**Please make sure the FOAP coincides with the employee’s Classification Type for correct allocation!

If the employees are on a state-funded FOAP, the pool/position number should be as such: UG1234,
UF1234, SH1234, or TS1234.

If you do not know the state-funded position/pool type number, please contact your Department Budget or
one of the following:

State Budget: Ms. Lisa Bernard |bernard@uncfsu.edu or ext. 1082.
Title lll: Yolanda Bonnette - ybonnett@uncfsu.edu or ext. 2642.
Contracts and Grants: Chrystal Cooper - ccooper3@uncfsu.edu or ext. 1073
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PAYROLL / TIMEKEEPING

Time is reported using SSB (Self-Service Banner), not a paper timesheet. Paper timesheets are only used
for exceptional, emergency situations and will cause a delay in receiving pay. THIS IS NOT NEGOTIABLE.

BACKGROUND CHECKS

1.

Background Disclosure Forms are to be submitted to Legal by fax 910-672-2291 or
email: trobinson@uncfsu.edu at the time the Hiring Proposal/PPA is created.

Background Checks should be completed for all new Temporary Employees. Students who will work with
minors (under 18 years of age) are also required to submit a background check.

Student Employees will need to complete a background check disclosure form only if they are working
with minors on-campus (Special Programs, Summer Programs, Tutoring Services, efc...).

Temporary Employees are required to submit a Background Check Disclosure form every 12 months.

Background Check Disclosure Form:
file:///C:/Users/trobinson/Downloads/EmploymentiBackgroundChecksFinal%20(2).pdf
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STUDENT AND TEMPORARY EMPLOYMENT GUIDELINES

. Recommendation for employment:

a. Hiring manager assesses Student/Temporary employment need.

b. Hiring manager obtains approval from office head/department budget for available funding. (If funding
is not available then employment is denied.) Make sure that the FOAP (Line of Accounting) is correct
and reflects the employee’s status: student (code: 21350) or temporary (code: 21310)

c. (Student) — Hiring Manager contacts student to complete an application online in the applicable Stu-
dent Employment Pool posting. If the candidate is a Rehire, you will need to contact HR to request
that the previous application be reactivated.

d. (Temporary) — Hiring Manager screens and selects applicant from the applicable temporary pooled
posting. If the candidate is a Rehire, you will need to contact HR to request that the previous applica-
tion be reactivated.

e. Hiring Manager completes, prints, scans, and saves Position and Personnel Action Form (used for
students also).

f. Hiring manager should obtain office department head/supervisors signature on recommendation form
before scanning and saving the applicable document.

e. Hiring Manager obtains a completed Background Authorization Form from all Temp candidates and
submits form to the Office of Legal Affairs (consult Legal to determine requirements for students).

f. Create Hiring Proposal in the PeopleAdmin recruitment system. (step-by-step procedures
on page 9)

Il. Signatures/approvals:

a. Recommendation for hire should be submitted to the Office of Human Resources (HR) no later than
10 working days prior to the requested start date.

b. After all approvals are received the offer of employment is formalized in HR through the signing of the
approved contract. Contracts can only be signed in HR. Do not have employees sign contracts in the
department.

c. The hiring manager will be notified of the new employee’s start date.

d. New Student/Temporary employees cannot legally begin work prior to approval from HR and
completion of required personnel, payroll, and FEDERALLY REQUIRED
Employment Eligibility Verification Form I-9. HR will schedule all new employees for Student/
Temporary Employee Orientation.
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lll. New Student/Temporary Employee Orientation:

a. All new employees are required to attend orientation to complete necessary employment forms.

c. Student/Temporary employee reviews and signs various key policy forms.
d. Payroll and Web-Time Entry Guidelines are provided.

IV. Payroll Process:

a
b
C.
d

f. Each pay day the student/temporary employee receives a direct deposit notification in his/her email

. HR enters all personal and job information in Banner.
. Web Time Entry account is established in Banner.

. Web-time entry for Student/Temporary Employee and approval by the supervisor must take place pri-

. Non-Resident employees also have to submit the NRA-4 Form with a copy of their Visa, Passport,

Temporary employees are provided their Banner ID number via email to their manager/supervisor
within 24-48 hours of contract signing (students already have a student Banner number issued).

All payroll documents collected during orientation are provided to the Payroll Office for processing.
or to each approval deadline date for payment to be made on the assigned pay date.
(Payroll Bi-Weekly Pay and Web Time Entry Calendar)

Payment will be made via direct deposit into the student/temporary employee’s bank account.

account. The email is password protected. The password to access the document is the first 4 letters
of the employee’s last name and the last 4 numbers of his/her social security number.

Social Security Card, and 1-94 to the payroll office.
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STUDENT AND TEMPORARY EMPLOYMENT WORKFLOWS
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STUDENT AND TEMP EMPLOYMENT PEOPLEADMIN HIRING GUIDE

All student and/or temporary employment recommendations/hires must be processed using the online re-
cruitment system. Please follow the step by step “Student and Temporary Employment Guidelines” to en-
sure no steps are missed with hiring your new student/temporary employee. Below you will find the step by
step process of how to create your hiring proposal in the PeopleAdmin system.

Screening/Finding Student and Temporary Applicants

Log into People Admin using the link found on the FSU Employment Website

Select the Applicant Tracking module

Select the Hiring Manager role

Click on the Postings Tab at the top of the page and select category of employee (SHRA/Student/
D | PeopleAdmin Temp)

* & o o

T~ FAYETTEVILLE

STATE UNIVERSITY Watch List APPLICANT TRACKING

Postings Hiring Proposals | My Profile Help
SPA / Student / Temp

Ronnean Collins. you have 0 messages. _ Hiring Managers [=] & iogout
EPA (Non Faculty)
EPA (Faculty)
Welcome to your Online Recruitment System
Shortcuts

£ InboXx (0 items need your attention)
Create New SPA / Student / Temp Posting
Displaying items for group "Hiring Managers". Create New EPA (Non Faculty) Posting
Create New EPA (Faculty) Posting
Postings (0) Hiring Proposals (0) Actions (0)

Job Title Type Current State Owner

My Links

Useful Links
Help

Vouir Annlicant Bartal

+ Click on the appropriate blue hyperlinked Temporary/Student Pooled posting

{Student Employment Pool is used in this example, but the process is the same for all temporary hires}

.
SPA / Student / Temp Postings
Open Saved Search v Search: Search Hide search options

Add Column: | Add Column
ARRA -
Academic Affairs L
Admissions

Aerospace Studies -
Draft -
Req Returned to Hiring Mgr for Review v
Department Authority

Budget Review

Department:

Ad hoc Search L x ] Weekly Report SPA
Ad hoc Search (5 Items Found) Save this search? Actions
Position IR
Active Budgeted Workflow
Title: Position Posted Closing  Department  Workflow . Hiring Range:
Ponhon, Applications PO Sles ok Amount: State Owner
Student Employmen s =
Student Employment ___ o 09/05/2012 Temporary Posted T — HR Actions
Pool 12:03 AM Pools Administrator
Temporary Poal-- -
E '|:n Y 09/01/2012 Tempora WEIROERT 0 e
i
St TEMP-BEST 1 ROy, Posted determined by
Environmental 12:57 AM Pools Administrator

duties.
Sarvicas Tachnician

+ The posting you selected will open to that postings Summary tab
+ Click on the blue hyperlinked Applicants tab
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Watch List APPLICANT TRACKING ¥

PeopleAdmin

w1\ FAYETTEVILLE
{ 282 /STATE UNIVERSITY
Postings

Hiring Proposals | My Profile

Help

Ronnean Collins, you have 0 messages.  Hiring Managers ¢ logout

Postings / SPA / Student/ Temp / Student Employment Pool (Posted) / Summary Search Results: Next
\i ] Posting: Student Employment Pool (SPA / Student /
-~ Temp) . .
Current Status: Posted . See how Posting looks to Applicant
Position Type: SPA / Student/ Temp Created by: Ben Simmons /= Print Preview (Applicant View)
Tier 1: Temporary Pools Owner: HR Administrator & Print Preview
Summary History Applicants Reports Hiring Proposals Associated Position Description

W Request for Posting

Posting Details

0400978

Posting Number:

+ Screen available applicants to find your top choice candidate
¢+ To open each individual applicant’s application you must click on the applicant’s blue hyperlinked

last name.
T TeTin
Current Status: Posted See how Posting looks to Applicant
Position Type: SPA / Student / Temp Created by: Ben Simmons = Print Preview (Applicant View)
Tier 1: Temporary Pools Owner: HR Administrator &L Print Preview
Summary History Applicants Reports Hiring Proposals Associated Position Description
Open Saved Search v Search: Search Hide search options
Add Column:  Add Column [=]
Draft Application?: I
Inactive
Activefinactive:
Draft -
. Under Review by HR L
IS B Under Review by Department (Temp/Pocl Positions)
Under Review by Manager
Ad hoe Search o
Ad hoc Search (2 ltems Found) Save this search? Actions_ |
Last First Application Workflow State Workflow State {Actions)
Name: Name: Documents Date (internal) (External)
September 10, 2012 at 02:04
’ Mouse Mickey Sprember h Under Review by Manager In Proaress Actiensy

(Screening Applicant Tip)

When postings have supplemental questions you can export the results/ answers to the questions to assist in your
screening process. To complete this action:
Click on the Actions button

+ Click on Download Supplemental Question Answers

¢ The exported document is typically downloaded into excel format. You can use this excel document to filter by re-
sponses to the positions preferred experience, education, etc. This screening process prevents the Hiring Manager
from opening every application to find the most qualified pool of candidates.
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Position Type: SPA / Student / Temp Created by: Ben Simmons &=t Print Preview (Applicant View)
Tier 1. Temporary Pools Owner: HR Administrator M Print Preview
Summary History Applicants Reports Hiring Proposals Associated Position Description
Open Saved Search v search: | | | search | Hide search options
Add Column: | Add Column =]

Draft Application?: ‘ I |

Inactive
Active/lnactive:

Draft -
Under Review by HR L]
Under Review by Department (Temp/Pool Positions)
Under Review by Manager

Workflow State:

Ad hoc Search o
Ad hoc Search (2 Items Found) Save this search? Actions
GENERAL
) Last First Application Workflow State Wor  Review Supplemental
Name: Name: Documents Date (Internal) (Exti Question Answers
B Mouse Mickey September 10. 2012 at 02:04 |, 1er Review by Manager InP gﬁ\é’;'iﬁ:dAi:Ef‘;fsme"'a'

pm
Export results

Hiring Choice Applicant/Candidate

Hiring Manager must complete, print, scan and save the “Positions and Personnel Action Form”
Hiring Manager must obtain a completed Background Authorization Form and submit to the Office of Le-
gal Affairs.

¢ Log into the PeopleAdmin system, Open Temporary/Student Employment Pool you are hiring from and
open the choice candidate’s application.

(Note: In this example we will be using a test application for Mr. Mickey Mouse who has applied to the Stu-
dent Employment Pool.)

w PeopleAdmin
FAYETTEVILLE

APPLICANT TRACKING -
STATE UNIVERSITY Watch List

Postings Hiring Proposals Help

| My Profile

Ronnean Collins, you have 0 messages Hiring Managers [~] €& 1ogout

Postings / ... / Student Pool ( y 1A ! Mickey Mouse Under Review by Manager Search Results: Next

l-' I Job application: Mickey Mouse (SPA / Student /
Temp) ’
Current Status: Under Review by Manager View Posting Applied To

Application form: SPA Application Preview Application

Full name: Mickey Mouse Created by: Mickey Mouse View Completed Hiring Proposal

Address: Owner: Hiring Managers
Disney Chanel Lane

Disney World , FL

Username: mickeymouse

Email: rcollind@uncfsu.edu

Phone (Primary): 234-567-8901

Phone (Secondary):

Position Type: SPA / Student / Temp

Tier 1: Temporary Pools

Recommendations (0 of 0)

Summary

History

+ Click on Take Action On Job Application
+ Click on Recommend for Hire — 1st Choice (move to Recommend for Hire — 1st choice)
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G Inttpa:/ o bs uncluuedu/ e/ job_spRiCRtCL T35
eetp

- @ x| G U ik Sae = o spplicatio..

e
e ] F3 Banner (B Guogle 5] ety @) FRU Home [55] Camps Daectory Loskup [55] Weltome o Mansged Re...

ot Veews  Facorites  Tosis

Hiring Proposals 1

) O Postal i) Calendar Adeinisteation ) Rannesn =

PeopleAdmin

My Profile Help

Ronnean Collins, you have O Hiring Manag logeut

=lie

L L

Pool (Posted) /| Applicant Review / Mickey Mouse Under Review by Manager

Search Results: Next

Job application: Mickey Mouse (SPA / Student /
Temp)

Current Status: Under Review by Manager
Application form: SPA Application

Fuil name: Mickey Mouse
Address:

Disney Chanel Lane

Disney World . FL

Username: mickeymouse

Email: reellind@uncfsu.edu

Phone (Primary): 234-567-8901
Phone (Secondary):

Position Type: SPA / Student / Temp
Tier 1: Temporary Pools

Created by: Mickey Mouse
©wner: Hiring Managers

v (0 of 0) History

+ Click submit when ‘Take Action’ box pops up

Take Action

Recommend for Hire - 1st Choice
(move to Recommend for Hire - 1st

Choice)

+ Click on ‘Start Student/Temp Hiring Proposal NO PD.

FAYETTEVILLE

STATE UNIVERSITY’

P
(%)

Postings

Current Status: Recommend for Hire - 1st Choice
Application form: SPA Application

8 Most Visited €% FSU HR Site :: User Ho... ©® RD Web Access pj] Web Slice Gallery «% Attachment D_- FY 1.. €% Oracle Fusion Middle... P E-Yen

Hiring Proposals

Postings / ... / Student Employment Pool (Posted) / Applicant Review / Mickey Mouse Recommend for Hire - 1st Choice

D Job application: Mickey Mouse (SHRA / Student / Temp)

Take Action On Job Application »

WORKFLOW ACTIONS

Keep working on this Job
application

Interview Pending (move to
Interview Pending)

Recommend for Hire - 1st Choice
(move to Recommend for Hire - 1st
Choice)

Recommend for Hire - 2nd Cholce
{move to Recommend for Hire - 2nd
Choice)

Recommend for Hire - 3rd Choice
(move to Recommend for Hire - 3rd
Choice)

Mot Hired - Pooled Posting (move to
Mot Hired - Pooled Posting)

MNot Hired (move to Not Hired)

Sui:mit ]\ Cancel

A

Watch List

APPLICANT TRACKING VvV

Go to Employee Portal

| My Profile o\

Tanya Simpson, you haje 0 messages. Current Group: Hiring Managers

W View Posting Applied To
W Preview Application

Full name: Mickey Mouse Created by: Tanya Simpson

Owner: Human Resources

[ View Completed Hiring Proposal
© Start SHRA Hiring Proposal
W Start Student / Temp Hiring Proposal NO PD
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+ Click on the Start Student/Temp Hiring Proposal NO PD

[£) Most Visited €% FSU HK Site : User Ho... €% KU Web Access B4 Web Slice Gallery €% Attachment_U_-_FY_1.. €% Uracle Fusion Middle... €% E-Venty - Login Agree...

/% FAYETTEVILLE

YR ISTATE UNIVERSITY’

Home Postings Hiring Proposals | My Proflie Help
Tanya Simpson, you have 0 messages. Current Group: Hjring Managers

Postings / ... / Applicant Review / Mickey Mouse (Recommend for Hire - 1st Choice) / New Hiring Proposal

Starting Student / Temp Hiring Proposal NO PD
Applicant: Mickey Mouse

Posting: Student Employment Pool

’ Start Student / Temp Hiring Proposal NO PD  [ESSSEEE]

+ Enter Hiring Proposal Details

* & & & o o

Editing Hiring Proposal Hiring Proposal

@ Hiring Proposal Documents "% Check spelling
Hiring Proposal Summarny * Required Information

Hiring Proposal
Employee First Name Mickey

Employee Last Name Mouse

Employee ld Number 830123456

Posting Job Title Student Employment Pool
Classification Title Supplemental Instructor
Position Number JUN-0615
°  Department Human Resources M
Departmental Users
. With Permission To Ford, Keisha * | | Simpson, Tanya *
Information Inclucie All Departmental HMs And Contacts Accessing This Position
Sa [s12.00
This field is required.
©  Start Date

This field is required.

1101-1234-213150-A101

Employee ID Number: Enter Banner number (if the candidate already has one)

Classification Title: Job Title

Select Department

Select Department Users with Permission to Access Position Information

Enter your recommended salary for this candidate

Enter requested start date (Note: All student and temporary employee start dates coincide with the begin-
ning of the biweekly payroll cycle. Flatrate/Monthly temporary and student employees will receive pay-
ment for the entire month regardless of their start date.)

Enter the source of funds that you obtained from your Departmental Budget Officer

Click save and then next
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+ Attach the “Position and Personnel Action Form” to the hiring proposal

+ Click on the Action button next to the Position and Personnel Action Form document type
¢ Click on Upload New

Eile  Edit  Yeew Fgvosites Took Help
s B Social Security Card Repla_ (% ge [H C %

\T EAYETTEVILLE

B ISTATE UNIVERSITY

Hiring Proposals | My Protée Help

Marcia Spancer, you have O messages. | Hiing Managars w| logout
Actions / ... / Student / Temp Hiring Proposal NOPD / / Edit

Editing Hiring Proposal

Hiring Proposal Documents

PDF commrsion must be completed for the document to be vakd when applicable,

Document Type Name Status iActons)

Actions v
Upload
men -

‘Comp Assess (SHRA

Posation and Personnel Action Form

Jijok. type_id= 2281, e g "l -
+ Give your attachment a name in the Description area (Example M.Mouse_PPA)
+ Click on the Browse... button to search for your saved “Position and Personnel Action Form”
+ Select the appropriate document and click open
[(&5 Cchoose File to Upload T ] ]
@CJ" I. <= OneDrive - Fayetteville State University = Sample PPA - | 2 ||[ Secrch sermpte PPA = |
Organize — Few folder - =]
e —— = Mame . Date modified Type Size
HEN Desktop ™ Mew Hire PPA - T ary E BSZ2/Z01T 1:46 P Adobe Acrobat D... 1.269 KE |
B0l facant Places |
; OneDrive - Fayet
I Becurnerts
o Music
B viaeos i
File name:  Mew Hire PPA ple - Temg ployee. pdf - [AnFiles - =]
p [ concer |

¢ Click Submit

Pumteign Hoe Proposats | My Profile Help,

Postings / .. 7 Appicant Feview / Mekey Mouse (Recommend for Hirs - Tat Ghoioe) ¢ Edi Hiring Fra
Upload a Position and Personnel Action Form

1 e et T et & ik 1w, eheb the Chesooms Fil button and seiect the fe frem your computer. When o re ready b submit your docunent, ches e
Bustton,

¢ Click Save and then Next

(Note: The system may take a few moments to convert your document to preferred formatting for the system. You can
proceed to the next step even though this conversion is in progress.)
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@) Document 'Position and Personnel Action Form 08-23-17 08:19:33° was successfully created.

Marcia Spencer, you have 0 messages. |Hiing Managers

Actions / ... / Student / Temp Hiring Proposal NOPD / / Edit

Editing Hiring Proposal Hiring s m m

Hiring Proposal Doc

Hiring Proposal Summary POF conversion must be complated for the document to be vakd when applicabie,
Document Type Name Status {Actions)
Comp Assess (SHRA) Actions v
Position and Parsonnel Action Form Position and Personnel Action Form 08-23-17 08:19:33 POF conversion in process
sEEars

Review all information on your Hiring Proposal to ensure all information is correct and you have attached
your document

Once verified: Click on the Take Action On Hiring Proposal
Department Budget (send to Department Budget)

Student / Temp Hiring Proposal NO PD: Mickey Mouse (SHRA / Student / Temp)  Edit
Curent Status: Draft ’ K = Hiring
Position Type: SHRA f Student / Groated by: Marcia Spencer o
Temp Crwner: Marcia Spencer
Tier 1: Temporary Pools o v to Canceled)
Aprpi 5 Departs dget (move to
Posting: Tes Department Budget)
Adimin ’
Summary History Settings
@ Hiring Proposal  Edit
Miring Proposal
Employes First Name Mickey
Empiloye Last Name Mouse
Empiloyee id Number 000000000
Posting Job Titke Temporary Pool-Adminstrative Suppo
Claxsification Tite HF Josi
Position Number JUN-DETS
Dopartmant Human Resources ~

Add any notes needed to this hiring proposal in the comments area (optional)

Recommended: Check the box that allows you to add this hiring proposal to your watch
list. Doing this will allow you see what the current workflow status is of your Hiring Pro-
posal when you log into the PeopleAdmin Home page.

Click Submit
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partment Budget (move to Depa
Budget)

‘Comments (optional)

A1 Add this hiring proposal to your watch list?

hitps://jobs.uncsu.edu/h/actions/ 74518 R10% -

Your Hiring Proposal is now moving through the Hiring Proposal Work Flow.

¢ Once all approvals have been received (e.g. HR Admin Comp Review, Budget, Contracts and Grants,
Legal Affairs, etc.) the HR Department will:

+ New Hire - Notify Hiring Manager of the New Hire’s start date, contact the selected candidate to
extend the invitation to orientation and provide required new hire documents; OR

+ Rehire/Extension - Contact employee to come review & sign new contract

If you have any questions concerning this process or how to complete your hiring proposal on-line
please don’t hesitate to contact your FSU HR Employment team.
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HR Contact Information

Ms. Marcia Spencer

HR Employment Specialist
Student & Temporaries
910.672.1826
mspence7@uncfsu.edu

September 2017|17



