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Notice for Arts Division Supervisors who Hire Students

Hiring Students—Work Study and Non-Work Study—Using the On-Line 


Employee Recruitment System (ERS)

(Note: To hire students to academic titles—Readers, Tutors, Graduate Student Researchers--consult Laura Jackson in the Arts Division)

Step 1 for Staff Supervisors:  Consult your budget to determine if there is sufficient funding to hire a student. If you are unsure of account information (FOAPAL), please consult the Arts Division Business Office.

Step 1 for Faculty Hiring Students on Grants: Contact Arts Research Accountant Dave McLaughlin (2-7383, dmc@ucsc.edu) to confirm availability of funding and to confirm account information (FOAPAL).

Step 2:  Read the on-line information provided by the Career Center for hiring students and using the on-line ERS.  At this site, you will find information regarding completing a job description, appropriate pay, position classification, and more.

https://careers.ucsc.edu/staff/policy.html
Step 3:  If you have never used the Employee Request System (ERS), you will need to create a   user account.   Send Staff HR Partner, Stephanie Sullivan (stephs@ucsc.edu) your name, phone number, and e-mail address. She will send you the login and password for the ERS. 

Step 4:  Upon receipt of your login and password information, go the ERS web site https://www.careercenter.ucsc.edu/ers/ersstaff/login/index.cfm
Choose “New ER” and complete the form.  The “SC Staff Name” should be Stephanie Sullivan, “Unit Contact” and “Supervisor” should be the person creating the new ER.

Step 5:  The position will be assigned an auto-generated ER number. You will receive an e-mail 

when the position is posted.

SELECTING AND INTERVIEWING STUDENTS

Step 1:  Create interview questions. 

Step 2:  Review applications received in the ERS.

Step 3:  Select and schedule candidates for interview.

Step 4:  After you have selected the candidate for hire, log into the ERS, locate the 
 candidate’s application, and choose “Start Hire” at the bottom of the application. 

Step 6: Status the applicants not selected for hire.

Step 7:  Complete the hire by clicking on the “Complete Hire” button. 

Step 8:  Contact the candidate to set-up a work schedule. If this is a critical position 

(handling sensitive information etc.), ensure that the candidate is finger printed.

Note: Once the ER has expired, you may re-post it in the future to collect more applications if you wish to hire additional student workers.

WORK STUDY EMPLOYEES

Points to keep in mind:

Work-study students must apply as a work-study student in the UCSC Career Center system in order to use their work-study.

Continuing student employees must re-apply yearly to the position in order to continue using their work-study.

SHR will notify you when the work-study funds are coming to an end.  If you cannot keep a work-study student employed after the funds have been exhausted, please inform the student and Staff HR of the end date of the hire.

EXTENSION OF STUDENT EMPLOYEES


For staff supervisors:  You will be sent extension rosters when student appointments are ending. Consult the Arts Business Office before you return your extension rosters to Stephanie Sullivan (in SHR) to verify that you have sufficient resources to extend your student employees.

For faculty supervisors:  You will be sent extension rosters when student appointments are ending.  Please fill them out and route them to Research Accountant Dave McLaughlin (dmc@ucsc.edu) to verify that you have sufficient resources to extend your student employees.  He will forward these to Stephanie Sullivan in SHR for processing.


STUDENT EMPLOYMENT SEPARATION 

Inform Staff HR as soon as you know a student will be ending their position or are being released. Staff HR will end the appointment and issue a final paycheck.

