
 
 

   
 

STUDENT EMPLOYEE ONBOARDING CHECKLIST 
KEY ACTION ITEMS FOR WHEN YOU BEGIN EMPLOYMENT AS A STUDENT EMPLOYEE 

 
In order to have a smooth transition into your new position, make sure to complete all the 
following items: 
 

� Bring documentation to complete your I-9 form. 
o You should have received an email from Workday about beginning the I-9 

process. 
o To complete this process, you must present to your unit’s I-9 coordinator 

original documentation that shows your identity and employment authorization. 
o Acceptable documentation may include a U.S. Passport, a driver license and 

social security card, or other documentation as outlined on the last page of 
Form I-9. 

o Timely completion of an I-9 is needed to legally work in the United States. For a 
visual representation of this process click here. 

 
� Present your documentation in-person within 3 business days of your hire date. 
 
� Complete the required training within 30 days of the start date. We recommend 

spending 4 hours to complete the trainings below within your first week of 
employment.  

o Violence prevention & response  
o Husky Prevention & Response (Title IX) * 
o Asbestos Awareness training  
o Reporting Suspected Child Abuse or Neglect 
o Hazing Prevention 

 
*Title IX has two trainings, one for students and one for employees. As a 
student employee, you will have to take both versions of the training. 

 
� International Students – please note that as a Foreign National student, you will 

receive information from Glacier Tax Compliance.  
o Please complete this important paperwork sent by Glacier and mail it to the UW 

Payroll Office. More instructions here: Getting Started in Glacier Tax Compliance 
| Employee Workday Help (uw.edu) 

 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.washington.edu/safecampus/training/?_ga=2.134602934.696247211.1696436384-1215594852.1660586208
https://tixemployee.uw.edu/?_ga=2.134602934.696247211.1696436384-1215594852.1660586208
https://www.ehs.washington.edu/training/asbestos-general-awareness-online?_ga=2.138938228.696247211.1696436384-1215594852.1660586208
https://www.washington.edu/youth/education/?_ga=2.138938228.696247211.1696436384-1215594852.1660586208
https://uw.prevent.zone/
https://www.washington.edu/youth/education/?_ga=2.138938228.696247211.1696436384-1215594852.1660586208
https://www.washington.edu/youth/education/?_ga=2.138938228.696247211.1696436384-1215594852.1660586208
https://employeehelp.workday.uw.edu/your-pay-taxes/foreign-nationals/glacier/
https://employeehelp.workday.uw.edu/your-pay-taxes/foreign-nationals/glacier/


 
 

   
 

 
� Review information posted on the student employment website. 

o About student employment 
o Time off and leave policies 
o Work policies for student employees 
o Getting started as a new student employee 
o Finding student employment 
o Resources for student employees 

 
� Review resources available to UWT students: 

https://www.tacoma.uw.edu/home/student-resources  
  

https://hr.uw.edu/studentemployment/about/hourly-employment-eligibility/
https://www.tacoma.uw.edu/home/student-resources



