
 

        
 

 

Steps to Assist You in Hiring Student Employees 

☐ Congratulations! You’ve found the student you want to hire. 

☐ Get the following basic information from the student:  

• Name: 
• Banner ID: 
• Graduate Student or Undergraduate: 
• International Student? 

o If International, does the student have an SSN?  

☐ If your student is a new employee or needs to complete the Student Payroll Paperwork again due to a break in 
employment, the paperwork must be done before the student starts working. Send the student: 

• The New Student Employee Checklist 
• Payroll Paperwork Link: New Student Employee Payroll Paperwork DocuSign 

 
☐ Have the student: 

• Visit HR to provide their verification documents. These documents MUST be submitted before they begin or 
on their first day of employment. If they are unable to meet this deadline, reach out to HR before they begin 
working. These documents include:  

o I-9 verification documents (see back page for List of Acceptable Documents) 
• Choose one List A document  OR  Choose one List B document AND one List C document  

o Additional forms required for non-resident international students 
• Original Documents Only, copies or pictures will not be accepted 

• Banking information – All Board of Regents employees, except where prohibited by law, shall receive payroll 
payments via Automated Clearing House (ACH) direct deposit.  Within the New Hire Paperwork sent via 
DocuSign it will be required to attach proof of banking to establish direct deposit. 

Has the student worked on 
campus before?

Yes, within the 
last 6 months

EPAF may be 
submitted and 
student may 
start working

Yes, 6 to 12 
months ago

Student may need 
to be reactivated 
in Banner. Contact 
HR.

EPAF may be 
submitted and 
student may 
start working

Ask student if 
Banking or 
addresses need 
to be updated. 
Have them 
contact HR with 
that.

No

Have student 
complete New 
Student 
Employment 
Paperwork

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpowerforms.docusign.net%2F0566ee9b-a16d-41fb-ae89-23754296d2c8%3Fenv%3Dna3%26acct%3D4eafe84c-c599-4e69-8433-4e593dd321e7&data=05%7C01%7CAmber.Anderson%40sdsmt.edu%7Cf1cf633f549b45b0617d08da89e6775e%7C867083e60b14435f9b4e8be26f01d84e%7C0%7C0%7C637973920960867163%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=5IBdkAs%2Fh4vH3CKcS3c9tXhbR3u8tc9UleC7D8QeEEI%3D&reserved=0


☐ While visiting HR, it helps if the student knows the following information: 

• Department they will be working with  
• Supervisor name 
• Expected Start Date  

☐ Once the student has completed the Student Payroll Paperwork, HR will let the department assistant/EPAF creator 
know they have done so and to go forward with submitting the EPAF for approval.  

☐ To enter the EPAF, you should know: 
 Please refer to the EPAF Guide found on the MY SD MINES tab in SNAP for in depth instructions. 

 
• Pay rate: 
• How many hours on average expected for this position? 
• When does the position start? 
• What are the employees’ duties: 
• Banner Index # / Grant Account # / Foundation Account #: 
• Total budget amount in account for funding labor: 

o Factor in payroll taxes and benefit percentages 
o How many credits is your student employee taking?  

• FICA Exempt = Graduate: 5 credits or more, Undergraduate: 6 credits or more 
• Does the work run over December/January break? 

o Do you have a plan for pay and does that fit within limits set for funding students during break? 
o FWS needs prior approval from Monica Darrow to work during break. 

• Does the work run over the summer? 
o Do you have a plan that fits the restrictions for summer employment? 

• When does the position terminate? 
o Does the student graduate before the position terminates? 

• Name of supervisor for the position: 
o Are they active in the EPAF system to approve timesheets? 

 

☐ If all above has been checked off, your student can begin working! 

 

Before the Students First Pay Day  

☐ Have the student visit the SNAP portal – explain how to fill out a timesheet to them.  

☐ Have the student fill in the hours they worked, frequently. Mistakes happen when they wait until the last day.  

☐ If the student does not submit their timesheet by the deadline, the next opportunity to receive payment will be  
     at the next month’s payroll correction period.  

 

Contact South Dakota Mines Human Resources  

E: HR@sdsmt.edu    
P: 605-394-1203 
O’Harra, Rm 110 
 
 

mailto:HR@sdsmt.edu


 

Please contact Human Resources if you are unable to provide your I-9 verification documents before the deadline. 

Federal Law states that I-9 verification must be completed within 3 business days of an employee’s start date. 

 

 


