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Student Hourly Appointment Management Process Background 
 
Student employment eligibility is tied directly to enrollment status. Students who graduate, are no longer enrolled, or withdraw from the university may lose eligibility for Student Hourly employment. To ensure compliance with student employment eligibility requirements and maintain accurate employment records, HR will implement a standardized review and appointment management process for all Student Hourly (SH) positions. 
 Solution HR will: 
· Implement a monthly review process for Student Hourly appointments. 
· Establish a new standard that Student Hourly appointments are limited to one academic year at a time. 
· Utilize the Fixed Term Worker (FTW) process to facilitate regular reviews of student employment. 
 
Appointment End Date (EJED) Guidelines 
Student Hourly appointments should be assigned Expected Job End Dates (EJEDs) based on the anticipated duration of employment: 
· Students hired during the fall semester will have an EJED of the last Student Hourly pay period of the academic year, unless an earlier end date is known. 
· Students hired during the spring semester for summer employment will have an EJED that aligns with the end of their anticipated summer work assignment. 
· Students hired during the fall or spring semester who are expected to continue in the same position into the following academic year will have an EJED of the first Friday in October of the following academic year (see "Expected Ongoing Employment – Spring to Fall" below). 
 
Monthly Review Process 
HR will conduct a monthly review of Student Hourly appointments by: 
1. Running the Current Workers and Jobs (UW) report for Student Hourly employees. 
2. Reviewing the End Employment Date column. 
3. Identifying Student Hourly appointments with EJEDs extending beyond the established one-academic-year standard. 
 
 
 
 
Review and Action 
When appointments are identified that exceed the standard timeframe: 
· HR will update the EJED to align with the one-academic-year limitation. 
· These updates will allow the Fixed Term Worker (FTW) process to:  
· Monitor job status. o Prompt timely employment reviews. 
· Facilitate appropriate termination or extension actions. 
 
Expected Ongoing Employment – Spring to Fall 
For students who are expected to remain in the same position from the spring semester into the following fall semester: 
· The FTW process will be used to update the EJED to the first Friday in October. 
· This approach:  
o Allows the appointment to continue seamlessly into the fall semester. o Provides sufficient time to verify fall enrollment and employment needs. o Triggers another FTW review during the fall semester to confirm continued employment and eligibility. 
 
Alignment with Student Employment Eligibility Requirements - Student Employment Semester Eligibility A student: 
· May not be employed prior to the first payroll calendar day of their first semester of enrollment, except as allowed under summer eligibility provisions. 
· May continue Student Hourly employment only through the last day of the Student Hourly pay period for a completed semester if they graduate or will not enroll in the following semester. 
· Becomes ineligible for Student Hourly employment effective the date of withdrawal if they withdraw from the university during the semester. 
Summer Eligibility 
Students are eligible for Student Hourly employment during the summer if they: 
· Have been accepted for enrollment in the upcoming fall semester; 
· Completed the spring semester and will continue enrollment in the fall semester; or 
· Are enrolled during the summer term. 
 
Benefits of This Approach 
This process: 
· Ensures compliance with student employment eligibility requirements. 
· Creates a consistent annual review cycle for Student Hourly appointments. 
· Improves the accuracy of employment records. 
· Provides regular opportunities to confirm enrollment and employment status. 
· Reduces the need for retroactive employment actions and corrections. 
· Supports monitoring of students who continue employment across academic years. 
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