Student to Temporary Employee Checklist
This checklist should be used when a student employee is graduating, has dropped below 6 credit hours or is a non-degree seeking student. For questions on whether a student should be classified as a student employee or temporary employee, please contact Student Employment at stuemp@fau.edu.  For additional assistance or for templates and forms, please refer to the Employment website at: http://www.fau.edu/hr/Employment/index.php. 
If a student employee is going to be graduating but will continue to work in your department as a temporary worker, the following process should be started at least a month before graduation to ensure there isn’t a break in pay.
· Candidate must complete the SP/Temporary application on the FAU job website (https://jobs.fau.edu). The candidate will not apply to a specific position but instead will just certify and then save application.
· Contact the Employment Department via email (empl@fau.edu) to have a background check on the candidate initiated. Please provide the following information:

· Candidate’s name and email address:

· In what capacity is the candidate being hired (i.e. OPS, Adjunct, Affiliate, etc)? 

· Will the candidate have fiduciary responsibilities or be driving a University vehicle (this includes a golf cart)?

· Does the candidate have a social security number or should an international background check be conducted (NOTE: we do not need their SS#)?

· Index # to charge the background check:
· Official name of hiring department and the division the department falls under (i.e. VP of Student Affairs, Provost Office, etc):

· Will the candidate reside in the state of Florida during their employment with FAU? If not, what state will he/she reside in?

The candidate may not begin work until after the background check has been completed and approved for hire.
· Candidate must complete the requested background information from Hire Right, Inc. (FAU’s approved background screening company).

· Employment Department will notify you to move forward with the hire after the successful background check is completed.

· Submit the following to the Employment Department to complete the new hire process:

· Personnel Action Form (PAF), with appropriate signatures. Must be a paper PAF; EPAFs are not accepted for student to temporary workers

· Temporary Offer Letter, on departmental letterhead with signatures of the hiring manager and the candidate

· For non-exempt temporary positions- Acknowledgement of Maximum Hours Worked per Week form, signed by the candidate OR for exempt temporary positions- Position Job Identification Form, completed and signed by hiring manager
**All new hire paperwork must be received prior to the start date of the temporary assignment**

· BY LAW, THE CANDIDATE MUST SIGN IN WITH PROCESSING & RECORDS WITHIN THREE (3) DAYS OF HIS/HER FIRST DAY OF EMPLOYMENT WITH THE UNIVERSITY. The sign in paperwork for a temporary/ regular employee is different from a student employee; therefore, it is important when switching capacities that he/she completes the new sign-in paperwork. The candidate may be scheduled for morning Orientation on Mondays or may sign-in directly with Processing & Records on Tuesdays or Thursdays from 9:00am- 4:00pm. The contract cannot be entered into the system without sign-in being completed, which may result in a delay of pay.
· New employee must provide official verification of education of highest completed degree by his/her start date in the form of an official sealed transcript. The transcript should be mailed from the educational institution to the Human Resources Department at the following address:

Human Resources Department , Attn: Employment Office 

            Florida Atlantic University

            777 Glades Road; Building 10, Room 102

            Boca Raton, FL 33431-0991
If the employee’s degree is from outside the United States, an equivalency and translation certificate must be submitted with the educational documentation.  A list of accredited evaluation agencies may be found at: http://www.fau.edu/admissions/EvalAgencies.php. 
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