
Bi-Weekly Hiring Process

· Step 1: Upon an offer and acceptance of a position, supervisors need to complete the Peru State 

College (PSC) Request to Employ (RTE) and email to hr@peru.edu. 

o RTE forms: https://www.peru.edu/eform/view.php?id=411546 

o Federal Work-study student hires- submit RTE and work-study award letter (this can be attached 
in the new RTE mach form)

· Step 2: Send student to Human Resources (HR) (Administration Building 316) to pick up a Bi- 

Weekly New Hire Packet if they have never been employed by PSC.

All returning employees need to double check if paperwork is on-file in the HR office.

· Step 3: Student must bring two forms of identification and proof of banking (voided check) to 

HR when they come to pick up their packet.

Examples of Identification:

§ Driver’s License/ Peru State College Card/Voter’s Registration Card WITH

Social Security Card/Birth Certificate

§ U.S. Passport

§ Permanent Resident Card or Alien Registration Receipt Card

Employment cannot begin until all paperwork is complete and verified by HR.

· Step 4: Once HR receives all paperwork from the applicant and the background check clears, the 

supervisor will receive an email RTE confirming that student can begin working and all forms 

have been received.

See sample emails below of completed RTE of new hire and re-hire…..

mailto:hr@peru.edu.
https://www.peru.edu/eform/view.php?id=411546


Sample Re-hired Student:



     Sample New student hired:
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