1) What questions are important to ask when hiring student employees?
· Table 1
· What environment they enjoy working in. How they learn? What causes distractions?
· Ask questions and give some examples to guide the students.
· Confirm their availability – 10-15 hours/wk. School is still priority.
· Is there a right way to ask questions to get a better answer and understand their time management skills?
· Submit their schedules to understand what their commitments are and where they have gaps.
· Situational questions: are students responding inclusively and asking clarifying questions
· Table 5
· Depends on job function
· Team/ individual oriented
· Customer Service
· Technical skills
· Culture – What are they looking for in a work culture?
· Why do you want to do this? 
· Which classes are they taking and what are they taking next semester? 
· How do you deal with conflict? 
· Past conflicts and how they resolved it 
· What are they most nervous about in the job?
· Use a scenario and how they would react  
· What experience and skills qualify you for this job? 
· Do you work well in groups? 
· If I reached out to your previous supervisor what would they say 
· Greatest strength and weakness and opportunities for growth 
· What do you consider to be a long hike? 
· If you could go anywhere anytime where would it be? 
· Is there something you were hoping to bring up that you haven't had the opportunity to do so? Anything you would like to restate from earlier? 
· Table 7
· Time of employment commitment (some have minimum or set 3 semester priority over other clubs, sports 
· Plans to take off any semester 
· Major - align to more affective projects 
· questions about how they see other students 
· promoting their school 
· comfort with having public speaking skills 
2) What are you doing to involve your student employees in your organization?
· Table 2
· Department newsletter - introduces students to all staff, summarize support they received from students. 
· Space near professional staff 
· Individual short meetings with pro staff 
· Student advisory committee - provide feedback on the work that affects them 
· Professional development with students bringing in speakers 
· Training done by all staff, so they get to know each other 
· Social outings with pro staff 
· Opportunity to join committee or flash team in the office with pro staff 
· 4-5 day training
· Student run section of professional staff interviews 
· Additional opportunities to represent the organization 
· Treat them as paraprofessional 
· Check in that discuss life outside of work school – “How are you doing?”
· Table 6
· Develop curriculum using a student committee to help create it and give feedback. 
· Provide opportunities in various ways such as sitting on a search end screen. 
· Team building exercises. 
· Fall kickoff training.
· End of year wrap up training.
· Take students to lunch.
· 1 on 1’s to check in and get feedback.
· Regular feedback opportunities - monthly check-ins.
· Present and attend conferences 
3) In what ways do you create and communicate your expectations with student employees?
· Table 1
· [bookmark: _GoBack]Fall Training – 5 days – binder
· Expectations created together
· Team meetings to review expectations and give feedback
· Checking with students
· E-mails
· Ok to make mistakes and not know everything
· How to instill that personal growth and awareness of their abilities?
· Challenged by the cavalier student – the one that knows everything….
· Allow a forum for Q&A by the students – be a resource for them
· Table 3
· Regularly scheduled conversations 
· Whiteboard or bulletin board 
· Positive reinforcement 
· Established lines of communication 
4) How do you provide feedback to student employees? How often and in what setting and/or format?
· Table 1
· Constant reinforcement
· Formal Work assessment? 
· Survey?
· No 1 on 1 check-ins 
· Immediate feedback (errors)
· Surveys from customers
· Table 3
· 2 check-ins per semester, one is more student lead, the other is evaluation by supervisor 
· Jump in in the moment if necessary, give correction or kudos
· Call outs in the newsletters with positive comments 
· Frequent check-in throughout working on projects, saves time and things needing to be redone
· Ask students about the skills they're gaining, how it will positively affect them in future jobs
· Create a connection between student and supervisor - improves job retention
· Balance of some structured check-ins and some non-structured ones 
· Identify projects that students can lead, feel ownership over 
· Frame things from a point of curiosity, practice empathy
· Less time to provide feedback 
· Table 4
· Meet with supervisors once per month, biweekly meetings, supervisors meet daily also 
· Spring evaluations (written then verbal)
· Microsoft Teams, software and chat feature to communicate when in building  
· Including in office activities 
· Use student leads or supervisors to share feedback 
· Blogs on group chat 
· Hands-on, immediate feedback 
5) How do you train, orient, and mentor student employees when they begin their position?
· Table 1
· Checklist – electronic and printed work through together. Learning channels, read it, watch it, do it.
· Offer overview: build up skills 
· Peer student training 
· Give specific tasks to one student 
· Conference day: Learning from other units to learn from students in other departments and what they do.
· Table 3
· Online and in person review of information 
· Focus on training student supervisors 
· Regular staff meetings 
· Handbook or manual 
· Work closely with new employees 
· Shadowing other students 
· Train them to be prepared for the things you can't train them for 
· Positive support 
· Table 5
· Train: Canvas, shadowing, documentation
· Orient: 2-3-day training not during regular work hours. Space ready, offer food, mostly run by student leads.
· Mentor: 1 x 1 meetings with leadership students
· Writing intern orientation: introduced to the Department and their goals, also see what they want to do. 
· SOAR advisor: presenting different scenarios, make sure there is respect for different background and cultures 
· Research lab: a lot of peer mentoring. Try to pair them up with something they are interested in.
· Hoofers: customer service. A lot of risk management and safety since that is very important. Also going over scenarios. 
· Waisman childcare: have to go through CPR, shaken baby, background checks, DCF regulations - very regimented already. Schedule is a huge issue. Students don't really interact with each other. Right now, students aren't as valued as they could be. Want to capitalize on interest. 
· Arboretum: Training is pretty short period usually work with FTE expectation setting and tour 
· Table 7
· Students train the new student 
· first day only new employees and management 
· training manual 
· train the trainer - certified students
· series of check-ins (2 weeks, one month, etc.)
· self-assessment of knowledge and skill level  
6) What programs do you have what programs do you have that incentivize or recognize student employees for a job well done? 
· Table 2
· Returning students have the option to take on mentorship roles.
· Raises every semester or year
· Visualizing progress, leveling up and giving them opportunities that they can add to their resume 
· Advertising transferable skills 
· Giving “badges”, skills they have to easily advertise to others
· Delegate tasks by using the individual skills to make them understand why they're being assigned a task or project    
· Table 3
· “Rose award”: top 2% of students, (once per year)
· “Innovation and Initiative award” $100 (can nominate anytime)
· Shout outs
· Recognition forums 
· Employee of the month 
· “Buckets of sunshine” - write random acts of kindness. Give to them at graduation.
· Banquets
· Pair performance with raises 
· Food incentive - shift meals, 30% off meals  
· Table 6
· Monetary Raises
· After 3 months and then a year
· Based on certifications/qualifications
· Merit based on quarterly evals
· No budget so staff pitches in for holiday to give to students
· Time and tenure increases
· Holidays – treats, gift cards, etc.
· Party at end of semester
· Give shout outs to those who have done good work
· Weekly email – staff member of the week in team meeting.
· Buckets of Sunshine – write notes and recognition for them: both supervisors and peers contribute
7) What conversations do you have with student employees about goal setting in their position or goals they have for future endeavors?
· Table 3
· Give students opportunities for reflection
· Find out what students are looking for 
· Real job descriptions for what their intended career is 
· Semester “soft” evaluation/practice evaluation after one year 
· Give students a heads up that conversation is coming 
· Clear pathway to advancing/growth in current team
· Table 5
· What is their major, what are they interested in. Set smart goals.
· Get emails from students who apply with their goals. Usually ask beforehand 
· Use smart goals and check in during the summer. 
· Utilize “dream board” what is their dream job. Try to figure out what qualifications you need and give them opportunities to develop those skills.
· Use a rubric with 1 to 10 skills. If they are low (below 3) check in right away. See at the end if the skills increase.
· Use the PMDP process as a guide
· Table 7
· Establish team or projects - Identifying steps of projects 
· ask about project or work plans after school 
· smart goals - onboarding binder - have students review them to show their accomplishments 
· strength finders - for student leads 
· Peer advisor gets an envelope of earlier written goals - open mid-summer 
· At new hire training students meet and set goals, meet monthly
8) How do you create opportunities for your student employees to see the value add that their position has? 
· Table 4 
· WiGrow - resume building, group Wigroups
· engage in processes (hiring, team activities, guest speakers)
· Scaffold on skills, training – no matter the major
· Table 6
· Forward on the thanks from administration to the student team 
· treat student workers like professionals 
· in staff meetings communicate changes and solicit feedback as students have a different viewpoint which is valuable 
· change takes a long time 
· try to give update and show impact as they don't always get to know or see it 
· try to highlight impact and accomplishments 

Panel
Christina – Student Financial Aid
Brenda – HR WI Grow
Justin – Student Engagement
Steve – Help Desk
1) How to support a senior to prepare for after graduation?
a. Career services office “success works”
b. Aids to help you start the conversation 
c. Held an in-house session 
d. Workshops to build resumes 
i. Student print has resumes from past employees 
e. Talk about the things they have learned with an FTE 
f. Join Badger Bridge and LinkedIn 
g. Don't undersell what you know and can help them 
2) Official firing process?
a. No (Justin)
b. More leeway with a student employee 
c. Start with HR representative 
d. At will but want to give them the same opportunity as real world 
e. Document and check in (get to root cause)
f. Dean of students might offer support as well 
3) Strategies to diversify applicant pool?
a. Student jobs platform has a new presentation 
b. Can review postings to ensure posting is unbiased 
c. Reporting function to summarize applicant pool 
d. studentjob.wisc.edu 
e. Consider the transferable skills at the time of hiring 
f. Do need to be enrolled in summer for work study but work with the student FA office 
g. Can help find work/study students based on placement vs. interview process 
h. Have info about the perceptions of international students 
More Questions:
	How do I know I am managing students correctly? 
	Problem issues with students (result of never having a job before)
	How to help undergrads learn how to learn 
