SEAF - DocuSign

Student Employment Action Form

How to Submit a Request to Hire a Student If You Do Not Have a DocuSign Account
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SEAF

The Student Employee Action Form (SEAF) to hire a student is either a DocuSign template (for those with a
DocuSign account) or a DocuSign “power form” for those who do not have a college-provided DocuSign
account.

The instructions within this guide will assist those who do NOT have a college DocuSign account and therefore
must rely on the SEAF “power form.”

IMPORTANT— we are unable to track the status of the SEAF “power form” within DocuSign; therefore, it is
vitally important you contact the Division Head (this may be the professor/manager the student will report to
or the Dean of Students) to inform him/her that you have initiated a SEAF to hire a student and that the SEAF is
pending his/her approval; the form will not advance until everyone signs/approves.

Once HR receives the final approved SEAF the hiring manager will receive a “next steps” email from HR.




SEAF —Step 1

Step 1 — locate the SEAF “power form” on the HR webpage in the section titled Forms.

Centenary

COLLEGE OF LOUISIANA About Academics Admission Studentlife Campus

HUMAN RESOURCES

Human Resources oversees various aspects of employver/employee

relationships at Centenary College




SEAF -- Step 2

Step 2 — use your network ID and password to access HR forms.

Centenary

Apps > Access

Log in using the same username/password you use to check your Centenary email®

* It's possible that, if it differs, the login for your faculty/staff Centenary computer may work instead
Lsername: | |Passw0rd:
| Submit |

Centenary College of Louiziana | 2911 Centenary Boulevard, Shreveport, LA 71104 | 318-869-5011




SEAF —Step 3

Step 3 — locate and click on the SEAF hyperlink.

Centenary

Apps > Human Resources Forms

Human Resources Forms

Employment Forms

Automated

o Automated Employes HIPAA Authorization Form

. utomated Employee Request for Accommodations

— e Automated Student Employee Action Form (SEAF

For new hires - whan the SEAF has recsived final approval, Human Rascurces will send the Stwudent "naw hire
paperwork” via DocuSign, Once the new hire papenvork is completed the student vill need to report to Human
Resources to complete the I-9 documentaticn verfication in person. Human resources will then notify the hiring
manager the student s cleared to work. The student is NOT authorizad 10 work until these steps ane completed,

o If you are in need of an HRAF, please contact HR at hvBcentenary.edu.




SEAF —Step 4
Step 4 enter the required approval signatures.

* Enter your name and email as the hiring

official
PowerForm Signer Information
* Leave the division head assistant blank S
*  Enter the division head / hiring manager B
information — this is the person the student Hiing Oficl
reports to
o please read the highlighted warning e |
below e |
* Click “Begin Signing” -- all the other SR
names/recipients have been pre-loaded :H“H
IMPORTANT- we are unable to track the status of | |
the SEAF “power form” within DocuSign;
therefore, it is vitally important you contact the e |
Division Head or hiring manager to inform o Hed
him/her that you have initiated a SEAF to hire a

student and that the SEAF is pending his/her
approval; the form will not advance until
everyone signs/approves.




SEAF —Step 5
Step 5 — enter the required student information.

* Enter all relevant data into the form Do o D OGBS SO FACH RO

o
START (PLEASE ConPLETE OE Fory For EAcH JoB PER EMPLOYEE)

o enter the student's name T T e
o if you do not know the last 4-SSN just enter T
Tpa Crange “DlReclassification e

0000 B Hhoam.
. . Wame of individual and position being replaced (ifthis is not a new position]): [
o enter the effective date you would like the

Emplovee Clamsification {check ong): gsmdcm Employes

student to start working — enter a future date i eii—
that is no less than 5 business days from the Dne ot i, 1 5on b ematon ik s Dotz Dty D e
date of request e M

o click/Check on New Hire ——— J—

o click/Check on Student Employee T P |

o enter the Home Department S ' — ' |

o enter hourly Salary rate — students generally B |
make $9.25/hour et e e e e e

o contact Linda Montgomery at ext. 5127 for ' - - -

List Fumding Source{s): |

Labor Distribution Code information
o digitally sign the form B
o click on FINISH at the top of the screen N -

Vice Pressdent for Finance & Admamistration

Maxch 2016 ¥
@

i
I
10/20/2023
11501 | ] Date.




“Next Steps” Notice to Hiring Manager

Below is an example of the email HR sends to the hiring manager upon receipt of the SEAF and after
verification that the student is/has not worked for the college before.

Hi (hiring manager),
We are in receipt of the SEAF to hire (Student name) as a (job title) - Student employee effective (date per SEAF).
Please be aware of and communicate the following Next Steps to the student candidate:

1. HRwill send the student a DocuSign email containing the new hire paperwork needed to create their payroll account. HR is committed to
sending the new hire paperwork to the selected candidate via DocuSign within 24-48 hours after the SEAF has received final approval.
a. Please advise the student to complete this paperwork timely; failure to do so may delay their hire date and/or first payroll.

1. The studentis to provide I-9 document verification to the HR office preferably prior to their start date but no later than the third
business day after employment begins; late I-9 Forms may constitute substantive violations to the college.
a. The attached document is contained within the new hire paperwork shared with the student.
b. Foreign national students must also provide their [-94 and SSN
i. International Students are encouraged to visit New Employee Resources to learn more

We will send you an email with a confirmation once the 1-9 document verification is complete. That email will be your notification that the
employee is cleared to begin working.

Please contact me with any questions.
Thanks,

Patricia Netherton, SHRM-CP, PHR
Director of Human Resources



https://www.centenary.edu/directories/offices-services-directory/human-resources/new-employee-resources/

SEAF - summary

* The SEAF is the first step in getting a student hired for a position within the college. Once this form is approved, HR
reviews eSelfServe to determine if the student is already an active employee.

o Ifthe student is already in eSelfServe (meaning they have been employed as a student with the college
previously), the SEAF is passed to payroll for relevant updates to the student payroll account. The student may
begin working.

o If the student is not in eSelfServe, HR will send the hiring manager (copying the student) an email outlining the
next steps in the hiring process.

o HR then sends the student a DocuSign containing new hire paperwork they must complete. This
paperwork includes personal information forms, direct deposit forms, tax forms, policy acknowledgment
forms, workers comp forms, etc.

o Student CANNOT begin working until all relevant new hire paperwork is completed and entered in
eSelfServe and updates made in Banner.

o Newly hired students will NOT receive any pay until the SEAF is complete and all approvers have signed,
all required new hire paperwork is completed and HR/Payroll have had time to create the student’s
profile in eSelfServe and updated their profile in Banner.

The timing of when a student’s profile is created in eSelfServe is entirely dependent on how quickly
the student completes the “new hire” forms. Once HR receives the completed new hire paperwork,
we will need 2 business days to get the student eSelfServe profile set up.




Non-Compliance Penalty

Students should NOT work until all steps within this document are complete.

Failure to complete these required steps places the college in non-compliance with the USCIS for I-9
requirements. 1-9 violations may result in civil and criminal penalties. Civil fines for I-9 paperwork
violations range from 5272 to 52,701 per violation and the fine increases with each repeated violation. If it
turns out that an employer knowingly hired or continued to employ a worker without work
authorization, the penalties to pay range from $676 to $27,018 per worker.

The ICE can issue even higher fines in cases with aggravating circumstances. Criminal penalties ensue in
cases when an employer engages in a pattern or practice of knowingly employing unauthorized workers or
has been proven to have committed other severe violations.

Several factors determine what the penalty for an I-9 violation will be issued: the size of the business,

good-faith effort to correct the error, the seriousness of the violation, whether the violation involved
unauthorized workers and the history of previous violations.



https://www.federalregister.gov/documents/2023/01/13/2023-00626/civil-monetary-penalty-adjustments-for-inflation
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