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I. 4.3.5 Student Employees 

Chapter 4 - General Personnel Original Effective Date: November 
2000 

Section: 4.3 Recruitment, Selection, and 
Appointment 

Date Last Reviewed: March 2016 

Responsible Entity: Senior Vice President and 
Chief Human Resources Officer 

Date Last Revised: March 2016 

II. Purpose 

The Health Science Center's student employment practices and procedures will conform to 
all applicable federal and state employment laws and regulations. Discrimination on the 
basis of race, color, religion, sex, national origin, age, sexual orientation, disability, or 
veteran status is prohibited.  

III. Scope 

This policy applies to student employees of the Health Science Center. 

IV. Policy 

A student shall be appointed to an employee position when that individual is enrolled as a 
student at the Health Science Center or another educational institution on a half time or 
greater basis during the current or next semester and is not otherwise appointed to a 
classified, faculty, administrative and professional, or fellow job position. 

A.  Job Titles for Students Enrolled at the Health Science Center 

Job titles for Health Science Center students in positions of a research nature or where 
the position is related to the student's field of study are designated exclusively for these 
student employees. 

Students of the Health Science Center shall be appointed to one of the following non-
classified student titles: 

1.  Job code 0458 - Teaching Assistant  

2.  Job Code 0459 - Teaching Associate 

3.  Job Code 0460 - Student Assistant 

4.  Job Code 0461 - Graduate Assistant 

5.  Job Code 0447 - Graduate Research Assistant 
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6.  Job Code 0454 - Psychology Resident  

The appropriate use of these student employee job titles should be coordinated through 
the respective deans’ offices. These titles do not appear in the Classified Employee Pay 
& Job Description Plan of the Health Science Center and are considered non-classified.  
Job posting requirements are waived for these job titles. 

B.  Job Titles for Non-Health Science Center Students 

Student enrolled at least half time in high school, two (2) year college, or four (4) year 
college or university are restricted to the following job classification only: 

1.  Job Code 0462 - Student Associate 

This title does not appear in the Classified Employee Pay & Job Description Plan of the 
Health Science Center and is considered non-classified.  Job posting requirements are 
waived for this job title. 

C.  Student Hiring Procedures 

The following procedures apply to the hiring of Health Science Center and non-Health 
Science Center student employees: 

1.  Department selects a student candidate for a student employee position.  NOTE: If 
the student is age 16 or 17, the Hazard Assessment Request for Minors in the 
Workplace form must be completed and approved by the Environmental Health 
and Safety Office prior to the student’s employment start date.  Refer to the 
Institutional Handbook of Operating Policies (IHOP) Policy 8.11.1, Minors in the 
Research Workplace for more information. 

2.  Department funds the position in PeopleSoft and submits the following documents 
to Human Resources (via fax or campus mail): 

a.  Notification of Intent to Hire form 

b.  Authorization for Security Background and Sanction Check form (refer to the 
IHOP Policy 4.4.1, Criminal Background Checks, for more information)  

c.  Hazard Assessment Request for Minors in the Workplace form (if student is age 
16 or 17) with the approval signature from the Environmental Health and Safety 
Office 

d.  Proof (receipt) of application of social security number from the Social Security 
Office (for international students). 

3.  Human Resources will coordinate the appropriate background checks with 
University Police. Upon completion of background checks, Human Resources 
sends an e-mail to advise the hiring department to notify the student of employment 
confirmation. 

4.  Department confirms appointment with the student and instructs the student to 
report to Human Resources on the first day of employment. 

5.  Human Resources enters the new student employee data in PeopleSoft. 

http://outreach.uthscsa.edu/wp-content/uploads/sites/153/2021/02/Hazard-Assessment-Request-for-Minors-in-the-Workplace.pdf
http://outreach.uthscsa.edu/wp-content/uploads/sites/153/2021/02/Hazard-Assessment-Request-for-Minors-in-the-Workplace.pdf
https://public.powerdms.com/UTHSA/documents/1590691
https://public.powerdms.com/UTHSA/documents/1590691
https://uthealthsa.sharepoint.com/Forms/HR/Notification%20of%20Intent%20to%20Hire.pdf
https://uthscsa.edu/hr/pdfs/forms/backgrnd.pdf
https://public.powerdms.com/UTHSA/documents/1590371
http://outreach.uthscsa.edu/wp-content/uploads/sites/153/2021/02/Hazard-Assessment-Request-for-Minors-in-the-Workplace.pdf
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6.  On the first day of new employee processing, the student employee will report to 
Human Resources and complete required employment and benefits paperwork (if 
applicable). For international students, student employees will be instructed by 
Human Resources to visit the Payroll Services Office for additional processing. 

D.  General Provisions 

The following provisions apply to the student hiring process: 

1.  Student employees will be selected and hired by the hiring department in 
accordance with this policy. Student status at the Health Science Center or other 
educational institution is a requirement for employment in student employee job 
titles. Human Resources may request verification of student status on an ad hoc 
basis. 

2.  The Health Science Center nepotism policies will apply to student employment. 

3.  Student employees may be eligible for The University of Texas employee benefit and 
insurance program provided they meet the benefits eligibility criteria. However, in 
no case will student employees be eligible for any leave entitlements (sick, vacation, 
personal and holiday leave). 

4.  Student employee service will count towards State service credits. 

5.  Student employee compensation may be subject to review and approval of the 
respective Dean’s Office. Human Resources will monitor salary and wage levels to 
ensure equity and consistency. 

6.  Student employees do not have a probationary employment period. They may be 
terminated for cause related to work performance, work behavior, violation of 
institutional policies, or failure to provide proof of student status. Departments may 
terminate student employees by verbal or written notification. Terminated student 
employees cannot appeal their involuntary termination. 

V. Definitions 

There are no defined terms used in this Policy. 

VI. Related References 

There are no related documents associated with this Policy. 

VII. Review and Approval History 

The approving authority of this policy is the University Executive Committee.  
 

Effective 
Date 

Action Taken Approved By Approved Date 

11/2000 Policy Origination   
09/2010 Policy Revision   
03/2016 Policy Revision   
06/2021 Policy Update   
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