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Welcome

Today we will cover:
Demonstration of PeopleAdmin Onboard and Records 
modules and implementation plans. 
Changes to the recruitment and hiring of student 
workers. 
 Supporting materials including new supervisors 
handbook, training, and process guides. 
Maryland Sick and Safe Leave
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Onboard and Records

Loyola currently uses PeopleAdmin for our applicant 
tracking and hiring for staff, faculty and administrators. 

Onboarding and Records are additional modules being 
implemented this summer. 
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Benefits to the End User

New employees are able to complete new hire 
paperwork prior to starting work which allows them to 
have technology access on day 1. 
No more shuffling through paper or not knowing where 
the paperwork is in the process. 
No more trying to decipher handwriting on paper 
forms.
Documents delivered electronically and stored where 
the employee and supervisor can easily access them.
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Presentation Notes
Emphasize we are still building the modules and are very open to any feedback. 



New Hire Email to New Employee
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Presentation Notes
MENTION THAT WE WILL COVER THE RECRUITMENT PIECE IN A BIT BUT RIGHT NOW ARE SHOWING WHAT THE NEW EMPLOYEE SEES



Employee Logs Into PeopleAdmin
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Employee’s View Once Logged In

7

Presenter
Presentation Notes
IF we have live DEMO, actually pull up the screen and open some of the forms. Explain that we can make the tasks required or optional, using direct deposit as example of optional form. Show that we can attach resources such as the Policy Manual and have the employee sign off that they received it. Mention the completed tab.



Supervisor’s View Once Logged In
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Presenter
Presentation Notes
Show them both the IT request form and the new employee onboarding tasks. Explain how the IT request form then gets routed automatically to IT. The supervisors employee’s will be listed on the left hand side. 



Records Module
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Presentation Notes
Explain that the Records module is where forms not related to onboarding will be available. This allows electronic routing and workflows to be build to streamline processing of requests. 



Records Module
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Presenter
Presentation Notes
Explain that the Records module is where forms not related to onboarding will be available. This allows electronic routing and workflows to be build to streamline processing of requests. We can also make certain documents only available to supervisors or other individuals. Talk about how this is where they will request a rehire of an existing student worker. 



Records Module
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All completed documents are stored as files, accessible at any time by the employee.



Recruiting and Hiring
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In order to use the onboarding function of the new system, the new hires 
have to be hired in the Applicant Tracking module of PeopleAdmin.

As a result, all student worker positions will now be posted in 
PeopleAdmin. 

Departments and hiring managers will initiate the posting in PeopleAdmin
and then complete an employment recommendation to notify us of who 
was selected. 

Departments can decide to have one pool, continuous posting open at all 
times or can have individual and more specific postings. 
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Sandbox version of PeopleAdmin: https://loyola-sb.peopleadmin.com/hr/ New Records site: https://loyolamaryland.ted.peopleadmin.com/records



Collaboration with the Career Center

Handshake is still available through the Career Center 
for additional recruitment opportunities; however any 
ads there should direct applicants to PeopleAdmin to 
apply. 

15



Resources Will Be Available

We will publish a Supervisor’s Guide to Managing 
Student Workers.
We will have step by step guides for PeopleAdmin
recruiting. 
We will have online training available.
 This will be a rolling implementation.
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Concerns that will be addressed in new 
supervisor’s guide:

I9’s – with new hire paperwork being done 
electronically, supervisors will have to be even more 
diligent on not allowing students to work until they are 
sure the I9 is completed. 
 The I9 must be done within 3 days of the hire by federal law. 
 There are some individuals outside of HR with the authority to 

complete the I9. We will be having these individuals sign an 
agreement acknowledging their responsibilities and publish a 
list of who these people are on the HR website. 
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Presenter
Presentation Notes
Talk them through the basics of the I9 and emphasize that it has to be original documents and the student CANNOT work before it’s done. Show them the I9 instructions document you have created in Records. 



Concerns that will be addressed in new 
supervisor’s guide:

Student Stipends
 In general, Students are not eligible to be paid via stipend for 

time worked. This is due to our requirements to track hours for 
compliance with University policy and federal law. 

 Please consult with HR prior to offering a student a lump sum 
payment for work. 

 HR will publish guidance on the rare occasions when it is 
appropriate to use stipend for student employees. 
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Concerns that will be addressed in new 
supervisor’s guide:

Timekeeping
 Supervisor is responsible for reporting time that isn’t 
entered
 Keep a schedule for the student
Only approve your job codes
Don’t Approve All, student may be working two jobs 
 Enter Time Daily
 Pay Schedule Student Pay Schedule
Missing pay concerns should come to the Supervisor, the 
Supervisor then brings the concern to Payroll
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https://www.loyola.edu/department/financial-services/payroll/schedules/student


Maryland Sick and Safe Leave

The Maryland Health Working Families Act was passed 
this year and effective February 11, 2018, student 
employees (excluding graduate assistants) are eligible 
to earn “sick and safe leave.”
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Maryland Sick and Safe Leave
A student employee is allowed to use earned sick and safe leave under the following 
conditions:
 To care for or treat the employee’s mental or physical illness, injury, or condition;
 To obtain preventative medical care for the employee or the employee’s family 

member;
 To care for a family member with a mental or physical illness, injury, or condition;
 For maternity or paternity leave; or
 The absence from work is necessary due to domestic violence, sexual assault, or 

stalking committed against the employee or the employee’s family member, and 
the leave is being used: (1) to obtain medical or mental health attention; (2) to 
obtain services from a victim services organization; (3) for legal services or 
proceedings; or (4) because the employee has temporarily relocated as a result of 
the domestic violence, sexual assault, or stalking.  
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Maryland Sick and Safe Leave
 Sick and Safe Leave may only be taken after 106 calendar 

days of employment. 
 Student employees who work over 24 hours in a pay period will 

accrue sick and safe leave at a rate of one hour for every 30 
hours worked; however, a student employee is not entitled to 
earn more than 40 hours of earned sick and safe leave in a 
year or accrue more than 64 hours of earned sick and safe 
leave at any time. 

 Student employees are permitted to use earned sick and safe 
leave in 15 minute increments as established by the University.  
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Maryland Sick and Safe Leave
 HRIS, Payroll and Tech Services have been working on getting 

Colleague and our timekeeping system to accrue this leave. 
 A communication will soon go out to all employees regarding 

implementation of this type of leave. 
 Any students who had accrued since February will be notified 

about their leave balance. 
 Student must still request to use the leave. Supervisors may 

want to consider having an internal procedure for these 
requests. 
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Questions?
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