
 

Continue for additional sections  

   
 

This checklist is to serve as a guide for new student employee orientation; however, it is not an 

exhaustive list. Providing clear and consistent messages at orientation sets the tone for the 

students and your combined employment experience.  

 

 

Job Title:  __________________________________________________ 

 

HIRING PROCESS 

 Post open position in Gorillas4Hire (minimum of 3 days)                                                      

 Collect student applicants and determine who you want to interview  

 Interview students 

 Offer position to student 

 Appoint Student in GUS Classic  

 Send student to Student Employment, 202 Horace Mann to fill out paperwork 

o Required documentation - Attached is the approved document list 

o Student employee may not begin working until paperwork is complete. An 

email will be sent notifying the person who appointed the student when the 

paperwork is complete.  

 Notify other candidates that the position has been filled  
 

*Failure to observe completion of paperwork before start date will delay payment for work completed by student  

 

 

New Employee Name: _______________________________ ID #:___________________ 

 

Start Date: ______________ 

  

WELCOME AND DEPARTMENT ORIENTATION 

 Introductions to department staff and other student employees  

 Tour of office  

o Work station, staff offices, kitchen, supply room, restroom, 

conference room, etc.  

 Discuss the student’s role in relationship to other roles in the 

department 

 Review the relationship of the department and student’s role to 

other university departments 

 Familiarize with office equipment 

 Review building evacuation procedures 

 

 

 



 

JOB DUTIES AND RESPONSIBILITIES 

 Review job description and assigned procedures unique to your department  

o keys, phone, mail, computer, calendars, organizational 

chart, etc. 

 Train student on daily tasks  

 Review office/university policies and procedures 

 Provide access to any office systems/programs 

 

 

SCHEDULE AND REPORTING TIME 

 Discuss and set student employee work schedule 

 Review university schedule (spring break, summer break and winter break)  

 Review time sheet and GUS HR entry (include pay schedule 

information)  

 

FIRST 30 DAYS 
 Sign student up for Work Ethics Training sponsored by Career Services                        

(see Career Services/Faculty& Staff/Hire A Student webpage) 

 

EACH SEMESTER 

 Student Employee Evaluation 

 

 

 

Student Employee Signature:  __________________________________ 

 

Supervisor Signature: _________________________________________ 

 

 

 
Once complete the document can be filed in the student employee’s employment file within your department! 

 

 

 

 

 

 

 

 

 

Student Employment Office 

Career Services 
202 Horace Mann 

620-235-4145 

careers.pittstate.edu/faculty-staff/hire-a-student.html 

https://careers.pittstate.edu/faculty-staff/hire-a-student.html


 


