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? Help students find employment to supplement their academic goals  

 

 



 

 



 

 



 



 



 

• Timecards need to be turned in by Mondays at noon at the latest to be paid biweekly.  



 



 

• Make sure to keep up on terminations timely, increases, and that records are clean and up to date.  



 

 



 

• Verbal confirm tends to be the step that holds up the remainder of the process. This needs to be done timely.  



 

• The I-9 and tax documents tend to hold students up. Understand that is difficult because students do not come to campus with 

that information. Remind students once they leave for the summer to bring that information back in the fall.  



 

• Do not wait until the end of the month for timecards submissions. This needs to be done daily/weekly. Ensure students are 

doing this in a timely and regular manner.  



 

 



 

REMINDERS 



 

• This is why timecards need to be submitted daily/weekly. 



 

• I-9 must be completed within 3 days of the student working.  



 

 



 

 

 



 

 



 



 

• First assignment will show up as primary assignment. Any other assignment is listed as subsequence-gives department limited 

access. Only primary can terminate, update information, etc. Will have to submit the case for subsequent requests.  

• If a student goes over 20 hours, it will affect the primary assignment, not the secondary 

• Students do not need to fill out timecards if they do not work within a week 

 



 

Q&A 

 

If we are no longer permitted to hire more than 6 weeks before the start date we can't hire them in the spring to start 

paperwork to know what to bring in the fall anymore. 

A: Have the 6 weeks policy in place because many things can change and presents and issue for client services team to ensure 

everything is compliant.  

 

If we got a notification saying that our requisition is about to expire soon but we are still waiting for students to accept 

the verbal offer, should we request to extend the posting? And should the extension last long enough to make sure 

students get onboard during this time? Thank you! 

 

A: The req can be closed, and the student will be able to complete onboarding. 

 

hi student employment! i have a PI that's looking to bring on a student intern for credit, but this "research internship" 

plan seems a bit vague. i know this isn't necessarily in your field of expertise, but do you have a contact i can reach out 

to to coordinate a student internship for class credit? thanks in advance! 

 

 

A True Internships for credit are processed through the Career Center: 

Career Center | Division of Student Affairs 

 

Can CMU students on an F-1 visa work on our campus as an All-temp? 

A Please reach out to the All-Temps team. Jared Lanza is the manager he will be able to further assist. jared.lanza@pitt.edu. Hi 

Jessica, F-1 student's work authorization is only for the school they are enrolled in unless they have CPT/OPT authorization. 

 

 

Our student employees are enrolled in the Law School so they are graduate students. We have some instances where a 

student may be pursuing a joint degree with CMU and are not currently enrolled in classes at Pitt but ARE enrolled in 
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CMU but want to accept a student employment position with one of our law faculty. Can they be hired in those 

instances? 

A: Student employment cannot hire a student that is not enrolled for any credits. You could possibly hire the candidate through 

all temps. 

 

Some of our students have multiple on campus jobs. Can we safely assume that those are all complying by the rules 

around student worker roles vs. temp/staff roles? 

A: Yes, the system will not allow a student to hold different types of employment once they are classified as a student 

employment. Yes, each student offer is reviewed by our office. If the candidate had an active temp or staff role, the offer would 

be rejected 

 

You said unless previously approved, remote work is not permitted. When was this put into place/effective?  

A: This started to work on this in March 2025. Tried to figure out what the issues were with students not working on campus/in 

person. They do check on reqs that state hybrid or remote to be sure compliant.  

 

Is there a certain # of applicants we must screen/interview before we make our final decision? 

A: No, it is up to the discrepancy of the department. 

 

What is your definition of remote? We don’t have an office for most of our staff, so we consider our students remote 

when they work on campus but not in our office. 

A: This more applies to out of state students. Need to make sure on security site  

 

Our team works a hybrid schedule and would not want to have a student come in to an empty office on days in which 

we are remote which may work for them. If they are still working from somewhere on campus (dorm, library, etc.), is 

that still considered remote? Or do they need to be reporting to the same established office? 

 

In the summer months can students work remotely if they are in PA? 

 

If we have a graduate student that is working in Systems Development and complete a Flexible Work Agreement would 

they be permitted to work remotely if they are local. 

 



We have students that continue year to year. Just double-checking; those students won't be automatically terminated if 

they have not graduated? 

A: That is correct. 

 

When will the students begin to be able to work the 25 hours per week? 

A: January 11, 2026 

 

A: Hi, can international students work more than 20 hrs per week in the summer? 

International Students are still limited to 20 hours in the Summer. If their visa/work authorization documents are valid for the 

summer they are permitted to work 40 hours a week. 

 

If the student is working in a Pitt facility (building), does a staff or faculty need to be on hand for supervision? 

A: Depends on the nature of the work. Depends on your department and policies. 

 

 

 

 



Office of Student Employment – Sarah DeMarco sad278@pitt.edu & Madison Harding mah919@pitt.edu – Student 

employment coordinators (Matthews Waide is moving to Student Affairs HR)   

  

• Student start dates cannot be pushed forward but can be moved back  

  

What is Student Employment?   

• Assists to finance their education  

• Help refine their talents & explore career options  

• Educate & assist employers in their roles as student supervisors  

• Provide administrative support to employers  

  

General Requirements  

• Has to be enrolled in at least 3 credit course in Spring or Fall (Summer not required)  

• Cannot hire certificate programs, academic appointments, dissertation/thesis due to limitations in PittWorx (cannot be done)   

• A student working on Dissertation can work for All Temps  

• If an undergrad does not qualify for student hiring, cannot be hired through All Temps  

  

Non-Pitt Students  

• Ineligible for student employment at Pitt  

• Can apply through All Temps  

• Students who do not take classes or drops out, must be terminated immediately as student employment (can apply through All 

Temps)   

  

Student Employe cannot be the driving force behind hiring. Departments are responsible for this such as sourcing candidates, 

recruiting, interviewing, feedback, etc.   

  

Student Employment does not determine Federal Work Student Eligibility. The Office of Financial Aid handles FWS 

eligibility, amounts, and alterations. Work study students cover 75% of salary, per 2024 guidelines.   

  

Pitt Internship Program – supports the University Internship Program  

  

mailto:sad278@pitt.edu
mailto:mah919@pitt.edu


General Reminders  

• Students are NOT to work prior to completing the full onboarding process and the start date has arrived (includes clearances & 

department pre-hire requirements)   

• Must possess original government issued documents to complete the I-9 process. (Social Security Number to international 

students will be provided)  

• Students are limited to 20 hours per week across ALL positions. Students can work multiple jobs, limited to 20 hours 

combined  

• During summer students can work 40 hours per week max  

• There is no limit how many hours per day students can work, just cannot go over the 20 hours per week during semesters and 

40 hours per week during summer term  

• Timecards must be approved before noon on Mondays  

• Requisitions cannot be carried over from previous fiscal years and cannot be duplicated. A new requisition and transfer the 

information.   

• All candidates must be disposition in Talent Center  

• Start dates should be set for at least 1 week from the offer creation, to take place on a Monday, but no longer than 6 weeks. 

Recommendation: Set 2 weeks past the offers create if position requires background checks.  

• Must confirm the verbal offer first  

• Work study no longer filters out candidates. Must go to candidate’s profile information to see if student has a FWS award.   

  

Once onboarding is completed 100%, will open PittWorx profile/information.   

  

Once an e-offer has gone out, student will receive an email directing them to join.pitt.edu.   

Two phases:   

1. Onboarding: personal info, emergency contacts, worker’s comp, EEO forms, Self-identification, W2 Consent, & Direct 

Deposit Information  

2. Pre-hire: I-9 and I-9 verification, CIC, tax documents  

Backgrounds & CPCs not always required  

  

Again, students CANNOT start until the onboarding & start date has arrived. You will receive an email once onboard 

is complete.   

  



Students MUST submit timecards regularly.   

  

Common Issues  

• Students not completing onboarding  

• Students not submitting timecards  

• Student starting before onboarding is complete  

• Selected an ineligible student  

• Short turnarounds between offer submission & start date  

  

*Note: Student employment works off queue, so they work in order of queue.   

 

 

 

 

 

 


