Contract Hiring Form for Non Work-Study Student Employment 

Form expires 08/01/ 2011PRIVATE 

Students: Complete all information in this block.
Name (print) _____________________________________________
Student ID#: 920-____________________________ 
Phone ______________________________ Sex: (circle)     M      F

Email: ________________________________ Other current jobs on campus: ______________________________________
***To work on campus, you MUST present a picture ID and one of the following: an Official Social Security Card, a Certified Birth Certificate, a Native American tribal document, a Passport OR a document that establishes employment eligibility.  (This is a Federal requirement for the completion of an I-9 form. Fax or photocopies are not acceptable.  You do not need to present the above documents if an I-9 is already on file at WCU, unless it has been more than 3 years ago, or there was a lapse of employment.)

1) Have you ever been convicted of an offense against the law other than a minor traffic violation?  (A conviction does not mean you cannot be hired.  The offense, how recently you were convicted, and other relevant matters will be evaluated in relation to the job for which you are applying.)     FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO     (If yes, explain fully on the back of this sheet.) 

2) Have you ever been fired or received any disciplinary action regarding previous employment?  FORMCHECKBOX 
  YES       FORMCHECKBOX 
  NO

* This employment is in a temporary at-will work program and also does not make one eligible for unemployment insurance.

I affirm that the above is true and if found to be false, I understand that this may be grounds for my dismissal.


Signature ____________________________________________________________ Date __________________

WCU department: Complete all information within this section once a student is hired.

Before a student works any hours they must be processed and approved by Career Services prior to working. Failure to do so may be in violation of Immigration Reform and Control Act of 1986/1990. See below concerning employer’s responsibilities.

Department name (as in Banner):  __________________________________ Position title: __________________________
Organization number of above dept: ________________________________ Contract Position number: _______________
Contract amount:  _________ Hours per week: ______Date job begins:  ___________ Date job ends: _____________ 

Salary payment information is to be included on the Standard Student Employment Contract form. Payments are made at the end of the month as noted on the contract. 

All contract paperwork must be submitted by cutoff date posted on HR’s website for payment to be made within current month.
The Standard Student Employment Contract should be included with this form. Do not staple.  
 Contact person: ________________________________________________Phone: __________ Bldg/room: ____________

Departmental budget accountable officer: (print) _______________________________________ Date: ________________
Signature of budget accountable officer: _____________________________________________ Phone: _______________
• Continuing employees: A new Hiring Form is needed for each school year or for the summer period. 

• All positions must be advertised on the Career Services website prior to hiring to ensure equal employment opportunity.

• Students are not permitted to work more than 20 hours per week without Dean or Vice Chancellor approval.  
• Detailed employment information, latest hiring form and posting page located: http://www.wcu.edu/27420.asp 
Completed by Employment office only: Registration: Fall  FORMCHECKBOX 
    Spring  FORMCHECKBOX 
     Summer  FORMCHECKBOX 
  FORMCHECKBOX 
     W-4/NC-4  FORMCHECKBOX 
     Past Record?   FORMCHECKBOX 

Approved for work: __________________ 
Date: ______________________ 
SS# checked  FORMCHECKBOX 

I-9 date _________________
Student Employment     Career Services     205 Killian Annex     WCU     828-227-3888     http://careers.wcu.edu
