Process for Hiring an International Student
1. Submit a hire request via the student employment tool. 
2. Have the student come to the Human Resources Office (Hyer Hall, Room 330 Monday-Friday, 8:00am-4:30pm) to meet with a staff member to complete an I-9. No Appointment is needed, but we do ask that the student either email HR@uww.edu or call 262-742-1024 to ensure that one of them will be available. 
a. The student will need to bring the appropriate I-9 documents to complete section 2 of their I-9. Please review the list of acceptable documents, and contract HR with any questions regarding what documents are needed. 
b. All documents presented must be the original, unexpired document. We cannot accept photocopies or pictures.
3. If the student does not have a social security card, a letter of “Intent to Hire” will be prepared, AFTER the hire request has been received AND the student has completed their I-9. The HR office will send this document to Jodi Simik, who will then reach out to the student with further instructions on how to obtain their social security card. 	
a. The student will be required to obtain a social security card and present the physical card, in person, to the Human Resources Office to continue their employment. Failure to do so will result in termination.
4. The student will also need to complete Glacier paperwork. They will receive an email from Shared Services to complete this request. Once this paperwork is completed, they will need to bring the paperwork, in person, to the Human Resources office, along with any required identification documents mentioned in their Glacier paperwork, to be uploaded to the system. 
a. If there are any issues with the Glacier paperwork, Shared Services will reach out to the employee, via email, with questions or corrections needed. 
b. If the student had to obtain a social security card, they will also need to update their Glacier paperwork to reflect this being received. 
Per UW-System policy, the maximum hours an international student can work is 20 hours per week during the Fall and Spring Semesters. They may work up to 40 hours per week during the Summer, semester and Spring break. 
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