
HIRING A STUDENT EMPLOYEE 

FOR FEDERAL WORK STUDY (FWS),  

FLORIDA WORK EXPERIENCE PROGRAM (FWEP), 

OR STUDENT ASSISTANT (SA) 

USING DYNAMIC FORMS 

STUDENT 
BEGINS 

EMPLOYMENT 

This Dynamic Form 
includes the 
following student 
acknowledgments: 
 Drug Fee Campus 

 Oath of Loyalty 

 FERPA 

 Vulnerable Persons 

Student visits H/R  
to complete on 
boarding: 
 D/L & SSC  

 I-9 

 W-4 

 Direct Deposit 

Eligible 

FWS, 

FWEP, 

or SA 

 

Student submits an 

employment 

application, i.e. 

“STUDENT 

EMPLOYMENT 

APPLICATION” 

Dynamic Form 

Supervisor selects 

student for hire 

by submitting  

“HIRING 

REQUEST” 

Dynamic Form 

Hired 

Not eligible for FWS, 

FWEP, or Student Assistant 

Student is referred to on-campus 

supervisors by F/A & Co-Op via  

Dynamic Form 

 

i.e. an email containing the following information 

is sent to StudentEmployment@gulfcoast.edu  

 Summary of student’s employment application 

 Funding source(s) 

 FWEP or FWS Authorization, if eligible 

Supervisor 

reviews 

referrals / 

applications 

by logging on to 

Dynamic Forms 

Student completes 

SANS training & 

background check, 

if AX is necessary 

Supervisor 

interviews 

student 

applicant 

Not 

hired 

Student’s  

FWS / FWEP 

eligibility is 

determined by 

F/A or Co-Op 

F/A or Co-Op 

award  

FWS or FWEP,  

if eligible, 
and attach 

authorization 

04/18/2018 

END 

 
(Student is 

notified) 

H/R acknowledges 

completion of 

on boarding via 

Dynamic Form 

Student is notified of selection for hire via email 

& is asked to logon to Dynamic Forms in order to: 

 Accept employment offer 

 Review orientation PowerPoint 

 Acknowledge rights & responsibilities 

 Print remaining on boarding forms 

If AX is necessary 

supervisor submits 

SANS training & 

SWNA ITS request 

mailto:StudentEmployment@gulfcoast.edu


Frequently Asked Questions 

Q1:  Where will student employment positions be advertised/posted online? 

A1:  Student employment positions will still be posted online at https://www.gulfcoast.edu/student-employment.  

Q2:  What is the URL for the ‘STUDENT EMPLOYMENT APPLICATION’ Dynamic Form? 

A2:  https://www.gulfcoast.edu/student-employment/application/. 

Q3: What is the administrative URL to view the student employment applications that’ve been submitted? 

A3:  https://www.gulfcoast.edu/logon-to-dynamic-forms/. 

        (Please see the screenshot on the next page.) 

 

Q4:  What is the URL for the ‘HIRING REQUEST’ Dynamic Form? 

A4:  https://www.gulfcoast.edu/student-employment/hiring-request-form.html. 

 

Q5:  How will I keep up with my Dynamic Forms login credentials? 

A5:  Dynamic Forms use Single-Sign-On (SSO) technology so your Dynamic Forms login credentials will match your MyGCSC (portal) login credentials. 

Q6:  Who should I contact if I need assistance with Dynamic Forms? 

A6:  ITS tickets should be submitted or you may contact Kris Hatcher at KHatcher1@gulfcoast.edu or extension 3543.  

Q7:  How do I re-hire a current student assistant for a subsequent award year? 

A7:  If you’re re-hiring a Student Assistant for a subsequent award year then you only need to submit a new ‘HIRING REQUEST’ Dynamic Form. 

 

Q8:  How do I re-hire a current FWS or FWEP student for a subsequent award year? 

A8:  Students who’re potentially eligible for FWS or FWEP need to submit a new ‘STUDENT EMPLOYMENT APPLICATION’ Dynamic Form so a new 

authorization can be attached. 

Q9:  Will FWS & FWEP be allocated for each individual semester? 

A9:  Not necessarily. FWS & FWEP will be allocated for as many semesters in the award year as possible, which will mean Fall & Spring for most students. 

Q10:  Say a student who is hired and works as a student employee runs out of their FWS / FWEP allocation but wants to continue working.  How would they get 

re-hired as a Student Assistant? 

A10:  You may submit a new ‘HIRING REQUEST’ Dynamic Form with Student Assistant listed as the funding source. 

Q11: Will there be a Dynamic Form for other student employment situations, e.g. when a student employee is terminated? 

A11:  Dynamic Forms can certainly be built for other uses so please feel free to offer suggestions. 
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Dynamic Forms Administrative Dashboard Screenshot 




