Hourly Hiring Form for Non Work Study Student Employment
UPDATED 1/01/2018


For Students

Name: _________________________________________

92: ____________________________________

Email: _________________________________________

Phone: _________________________________

Other jobs on campus, if any: __________________________________________________________________________

__________________________________________________________________________________________________

PLEASE NOTE: To work on campus, you MUST bring the appropriate documents on page number 2 of this form (This is a Federal requirement for the conditions of the I-9 form. Fax or photocopies are NOT acceptable. You do not need to present the documents if an I-9 is already on file at WCU, unless it has been more than 3 years or there has been more than 1 year lapse in employment, whichever is later). Please sign in ink. Forms signed in pencil will be returned.
Signature: _______________________________________________________

Date: _____________________



For Employing Department

Before any student can work on campus, they must be processed and approved by the Student Employment Office. Failure to do so may be in violation of the Immigration Reform and Control Act of 1986/1990
Department Name: _________________________________________
         Position Title: ______________________

Department Organization Number: ____________________________
    Position Number*: _____________________

Hourly Rate: ______        Date job begins: _________   Date job ends: __________   

Will this student work more than 29.5 hours per week for 12 weeks or more?*  ___ Yes    ____ No

Approver Name: __________________________________________
          Approver 92#: ___________  TS#: _____
Pay rate justification (if paying more than $1 over minimum wage of $7.25): ____________________________________

__________________________________________________________________________________________________

Supervisor Name (if different from approver): ________________________________________   Phone: __________________________

Department Accountable Officer: ____________________________

Phone: __________________________

AO Signature: ___________________________________________

Date:   __________________________

**Position numbers are tied to your fund number. Please call the Budget Office to retrieve this number if you do not know it.

** In compliance with the Affordable Care Act, the Student Employment Office must track the number of hours students are working on campus. If a student worker exceeds 29.5 hours per week during the school year, or 40 hours three months consecutively during the summer, your department may be responsible for offering health insurance to the student worker.  

** More policy information can be found at http://studentemployment.wcu.edu


For Student Employment Office

Registration:  Fall ____
Spring: _____
Summer: ____   ____

GPA: ____

I9 Date: ____________

Approved for work: _________

Date: ___________________

Student Employment, Career Services
150 Reid Building      828-227-3888     http://studentemployment.wcu.edu
[image: image1.png]T

LISTS OF ACCEPTABLE DOCUMENTS

All documents must be unexpired

LIST A IISTB LISTC
Documents that Establish Both Documents that Establish Documents that Establish
Identity and Employment Identity Employment Authorization
Authorization OR AND
1. U.S. Passport or U.S. Passport Card 1. Driver's license or ID card issued by 1. Social Security Account Number
a State or outlying possession of the card other than one that specifies
United States provided it contains a on the face that the issuance of the
photograph or information such as card does not authorize

2. Permanent Resident Card or Alien name, date of birth, gender, height, employment in the United States
Registration Receipt Card (Form eye color, and address
1-551)

2. Certification of Birth Abroad
2. 1D card issued by federal, state or issued by the Department of State
3. Foreign passport that contains a local government agencies or (Form FS-545)
. temporary 1-551 stamp or temporary entities, provided it contains a
1-551 printed notation on a machine- photograph or information such as
readable immigrant visa name, date of birth, gender, height, . .
eye color, and address 3. Certification of Report of Birth
issued by the Department of State

4, Bmployment Authorization Document | 3, School ID card with a photograph (Form DS-1350)
that contains a photograph (Form
1766) 4. Voter's registration card 4. Original or certified copy of birth

certificate issued by a State,

5. Inthe case of a nonimmigrant alien 5. U.S. Military card or draft record county, municipal authority, or
authorized to work for a specific territory of the United States
employer incident to status, a foreign | ¢ Military dependent's ID card bearing an official seal
passport with Form 1-94 or Form
1-94A bearing the same name as the R
passport and containing an 7 (CJ.SéCoast Guard Merchant Mariner 5. Native American tribal document
endorsement of the alien's ar
;gﬁgglg;g;gggfgzxz;?shzni?;gtxe 8. Native American tribal document
mep;ﬁ; lizi:?:n}g: fnozzi flict with 9. Driver's license iSSllled by a Canadian 6. U.S. Citizen ID Card (Form 1-197)
any restrictions or limitations government authority
identified on the form

For persons under age 18 who 7. Identification Card for Use of
are unable to present a Resident Citizen in the United

6. Passport from the Federated States of document listed above: States (Form I-179)

Micronesia (FSM) or the Republic of

the Marshall Islands (RMI) with 10. School record or report card 8. Employment authorization

Form I-94 or Form I-94A indicating document issued by the
nonimmigrant admission under the 11. Clinic, doctor, or hospital record Department of Homeland Security
Compact of Free Association

Between the United States and the

FSM or RMI 12, Day-care or nursery school record

Iustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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