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NOTE: Effective November 1

st
, we will fully transition to the online form and paper Pre-Hire forms will no longer be accepted.  

 
 

1.) SECTION 1 – DEPARTMENT INFORMATION & POSITION INFORMATION 
 
The HR Contact or Hiring Supervisor will initiate the pre-hire form by filling out Section 1. All fields are required.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

New Student Employee Pre-Hire Form 
INSTRUCTIONS 

The electronic form can be found on the Human Resources Webpage under Student 
Employment or you can use the following link: https://dms.tamuc.edu/Forms/PreHireDept 

 

 
 

 

http://www.tamuc.edu/facultyStaffServices/humanResources/student-employment-opportunities.aspx
http://www.tamuc.edu/facultyStaffServices/humanResources/student-employment-opportunities.aspx
https://dms.tamuc.edu/Forms/PreHireDept
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 STUDENT EMPLOYEE NAME:   Must be legal name as identified on their identification documents (i.e.: State ID, Driver’s license, 
passport, etc.)  

 

 STUDENT EMPLOYEE EMAIL: This must be the student’s Leomail email address. (student@leomail.tamuc.edu) Any other email 
address provided will be sent back for correction. 

  
 

 

 DEPARTMENT: This is the department that the student will be working for.      
                       (Example:  Music) 

 
 
 
 
 

 CLASSIFICATION: This is the classification of the student you are intending 
to hire. You must select from the options provided.  

 
 
 
 
 
 

 

 

 HR CONTACT:   This is the individual within the hiring department that has the HR Contact security role.   
NOTE: The individual listed in this section will receive any email notices and if the form is sent back for corrections, this 
individual will receive the returned form with instructions.  
 

 HR COTNACT PHONE:  TAMUC office phone number where the Supervisor can be reached.  
 

 HR CONTACT EMAIL: A tamuc.edu email address must be provided for the HR Contact. Correspondence regarding the hire will 
be send to this individual.  

 
 

 

 DIRECT SUPERVISOR: This is the individual that the student will be reporting to, the person that will be approving timesheets.  
 

 DIRECT SUPERVISOR EMAIL:  TAMUC office phone number where the Supervisor can be reached.  
 
 

mailto:student@leomail.tamuc.edu
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EXAMPLE 

21162080 

EXAMPLE 

162080-20300 

 
 

 
 
 
 
 
 

 WORKDAY POSITION #: Vacant position found in Workday  
under the Supervisor’s organizational chart. Found under  
the STAFFING tab under POSITIONS WITHOUT JOB REQUISITIONS.  
Note: This is either an R or a P #.  Do not enter the hirealion posting #. 

 
 
 

 SUPERVISORY ORGANIZATION #:  is the equivalent of an adloc for the hiring 
supervisor of the position.  Will always begin with a 21.  

 
 
 
 
 
 
 

 11 DIGIT COST CENTER #: Account number the student will  
 be paid from.  Format: xxxxxx-xxxxx 
 
 
 
 

 

 EMPLOYEE TITLE: Working title for the position. Must follow guidelines in the Student Hiring Process Guide “Student Employee 
Job Title Names”.  

 START DATE: Dates can be found on the Human Resources Webpage under Student Employment. You will need to click on 
Student Hiring Calendar.   

 

 # OF SCHEDULED WEEKLY HOURS: Drop down menu for you to select hours. NOTE: Student workers are only allowed to work a 
maximum of 19 hours per week and GA’s must be 20 hours.  

 
 

 

 RATE OF PAY: This is how much the individual will get paid. Must follow guidelines in the 
Student Hiring Process Guide “Wage & Salary Tables” 

 
 

 

 PAY SCHEDULE:  Select Hourly or Salary.  
 Note: Student workers, Work Study and GANTs = Hourly 
 GARs, GATs and GA TOR = Salary 
  
 

 
 

EXAMPLE 

http://www.tamuc.edu/facultyStaffServices/humanResources/student-employment-opportunities.aspx
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 HIREALION (powered by handshake) URL: You will need to 
copy and paste the hirealion URL for the job posting.  The 
format must follow the example provided.  

 
 

 
  
 
 
 
 
 

 
 
 
 
 
ACKNOWLEDGEMENT: The person that 
is generating the form and 
acknowledging the information (typically 
HR Contact or Supervisor), must enter 
their UIN. Once the UIN has been 
entered, the name will auto populate in 
the appropriate fields.  
 
In the comments section please feel free 
to add any necessary comments that are 
related to the hiring process. For 
example justification on a pay rate over 
$10.00 for student workers.  
 
Once you click submit it will pull the 
student’s name and email address and 
send Section 2 of the form to their email 
for completion. You must follow up with 
the student to ensure they complete and 
submit the form. If they don’t complete 
the form, it will not route to HR.   
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2.) SECTION 2 – STUDENT EMPLOYEE INFORMATION  
 
The student is responsible for filling out their required personal information. Once they have completed the form, they will click 
“next” and it will take them to the Agreement forms, which they must complete (Non-Disclosure Agreement, Nepotism Disclosure 
Form and Family Educational Rights and Privacy Act Form). Once completed, they must read the final Acknowledgement, sign and 
submit the form.  
 
Upon completion it will route to Human Resources for review. Human Resources will then approve or send back for correction. The 
HR contact (department) will receive either a confirmation email or an email with correction instructions.  
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Once submitted by student, it will route to HR for 
review. The HR Contact will receive a notice 
stating it is under review by HR.   


