
Current Student 
Assistant Workflow

 Students must NOT begin working until a
confirmation email has been received.
Students can only have a total of 2 jobs on campus
(totaling 19 hours).
 Supervisors must submit a Student Termination
Form each semester for students who will no longer
work for the department.
 All Work Study transactions must go through the
Financial Aid Department for processing.

Posted in
Blazin’ Careers

Other Job
Actions

No Posting

Students apply
Student selected for
hire

Supervisor completes PAR
Position changes
Pay changes 

PAR submitted to HR PAR submitted to HR

HR next steps email sent
to student & supervisor

Final HR confirmation
email

PAR submitted to HR

https://www.valdosta.edu/administration/finance-admin/human-resources/student_termination.php


HR next steps email sent to
students and time approver

Student action required once
email from Accurate and

Equifax is received

Final HR confirmation email

No Posting

Supervisor completes PAR

PAR submitted to HR

Posted in Blazin’
Careers

Students apply
Student selected for hire

PAR submitted to HR

 Students must NOT begin working until a confirmation email has been received.
 Supervisors must submit a Student Termination Form each semester for students who will no longer work for 

 All Work Study transactions must go through the Financial Aid Department for processing.
New student employees must provide original identification documents to complete the hiring process. 

New student compliance training must be completed in BlazeVIEW within 30 days of hire.

       the department.

      Please see the list of acceptable documents: I-9 Acceptable Documents.

New Student 
Assistant Workflow

https://www.valdosta.edu/administration/finance-admin/human-resources/student_termination.php
https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
https://www.uscis.gov/i-9

