
Hiring Guidelines for Student Interns 
 

  
Peralta Student Intern Pool 

 

Application Process: 
 

1. Complete an online application at www.peralta.edu 
(https://peraltaccd.peopleadmin.com/postings/2673) 
The position is labeled as “Peralta Student Intern Pool” 

 
2. If a student receives a job offer to work as an intern, the college/department will provide 

the student copies of the hiring forms to complete. 
 

3. The college of department will generate an ePAF with all the required information. 
Verify information on the ePAF (Job title, code, pay rate, dates, cost center code, 
comments, etc.) 

 
College/Department Rep Responsibilities: 

The hiring forms listed below SHOULD ONLY BE given to student interns who have received 
a job offer. 

 
 W-4 – complete, signed & dated by the student intern. 

 
 I-9 – Page 7(sect 1) by the student intern and page 8 (sect 2) by the 

college/department rep. 
 

 Oath – signed and dated by the student intern and college/department rep. 
 

 New Employee Acknowledgement Form – signed and dated 
 

 College ID, California ID or Driver’s License & Social Security card (make copies) 

 
 Livescan form 

 
 Conviction History Forms 

 
 
The college/department will forward the completed forms for processing to: 
Elizabeth Palafox, HR Generalist, Office of Human Resources. 

http://www.peralta.edu/
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