
Salem
S T A T E  C O L L E G E

Student Employment

Handbook

Student Employment
Administration Annex
Salem State College
352 Lafayette Street
Salem, MA 01970



1

TABLE OF CONTENTS

I. STUDENT EMPLOYMENT – AN OVERVIEW ........................................................... 3

Office Information............................................................................................. 3

II. ENROLLMENT STATUS .......................................................................................... 3

III. THE HIRING PROCESS ........................................................................................... 4

I-9 and W-4 Process .......................................................................................... 4

List of Acceptable Documents for Employment Eligibility Verification ........... 5

W-4, M-4 Federal and Massachusetts Tax Withholding Certificate Forms ..... 6

The Work Authorization Form .......................................................................... 6

Work Schedule, Hours and Responsibilities ..................................................... 6

IV. FINDING A JOB ...................................................................................................... 6

On Campus Jobs ............................................................................................... 6

Community Service Jobs.................................................................................. 7

Off-Campus Federal College Work-Study......................................................... 7

America Reads Challenge/America Counts ..................................................... 7

Summer Employment ....................................................................................... 8

International Students ...................................................................................... 8

Graduate Students ........................................................................................... 9

V. INFORMATION FOR SUPERVISORS –

Supervisors Responsibilities to the Students .................................................. 9

Job Request Process ........................................................................................ 9

Hiring A Student.............................................................................................. 10

Training ............................................................................................................ 11

The Classification Process .............................................................................. 11

Rehires ............................................................................................................ 11

Updating Job Status…………………………………………………………………………… ......... 11

Evaluations ...................................................................................................... 12

Termination of Work ....................................................................................... 12

VI. THE JOB CLASSIFICATION AND PAY SCALE ...................................................... 13

VII. PAYROLL PROCEDURES ...................................................................................... 13

Completion and Submission of Time Sheets .................................................. 13

Fraud ............................................................................................................... 15

VIII. HUMAN RESOURCES AND EQUAL OPPORTUNITY ............................................ 15

Discrimination Complaints .............................................................................. 15

Sexual Harassment......................................................................................... 15

Students with Disabilities ............................................................................... 16



2

IX. GENERAL INFORMATION-Alcohol and Substance Abuse .................................... 16

Emergencies ..................................................................................................... 16

Personal Safety ................................................................................................ 17

Inclement Weather and Emergency Closing .................................................... 17

Shuttle Bus Schedule-Getting To and From Work While on Campus .............. 17

Smoke Free Environment Policy ...................................................................... 17

X. ON THE JOB INJURIES:

WORKMAN’S COMPENSATION INSURANCE BENEFITS...................................... 18

Procedure for Processing All Worker’s Compensation Claims........................ 18

Unemployment Insurance ................................................................................ 18

XI. JOB LOCATION AND DEVELOPMENT PROGRAM (JLD)....................................... 19

Interviewing for a Job-Helpful Hints ................................................................ 19

Appendix A

Salem State College Student Employee Request Form .................................. 20

Appendix B

Federal College Work-Study Authorization Form............................................. 20

Appendix C

Institutional Student Employment Authorization Form ................................... 20

Appendix D

Employment Eligibility Verification Form I-9 ..................................................... 21

Appendix E

Form W-4 .......................................................................................................... 21

 Appendix F

Form M-4 .......................................................................................................... 21

Appendix G

Weekly Time Sheet........................................................................................... 22

Appendix H

Instructions for Completion of Student Time Sheets ...................................... 23

Appendix I

Payroll Authorization for Direct Deposit .......................................................... 24

Appendix J

Sample Page from Directory ............................................................................ 25

Appendix K

Community Service Activities and Program.................................................... 26



3

I. STUDENT EMPLOYMENT—AN OVERVIEW

Welcome to Student Employment! We provide many opportunities for on and off-campus employment.
Whether you are a student and have questions about finding a part-time job on or off campus, or whether
you are a supervisor and need to hire a student, our staff is ready to assist you.

Employment on campus is available to Salem State College students through two programs: Federal College
Work-Study and Institutional Employment. Only those students who have applied for financial aid and have
received a Federal College Work-Study (FCWS) award are eligible for FCWS employment. Off-Campus
employment opportunities are also available under the Federal College Work-Study Program. See the section
on Community Service for more information. Students, who have not applied for financial aid and/or have
not received a FCWS award are eligible to seek Institutional Employment paid through departmental funds.

Student Employment positions provide an excellent opportunity to gain work experience in one or more areas.
College Work-Study and Institutional Employment jobs are varied and are available campus-wide. Jobs should be
related to, or enhance, the student’s course of study, career goals, or field of interest. These positions may greatly
assist the student in defining areas of interest and provide references for future employment. The money earned
for educational expenses and the convenience working on campus is highly beneficial.

The rewards of working on-campus are many, it is not, necessarily the best option for everyone. A student, who
already has a job that pays well, or provides valuable experience, may prefer to retain that job in lieu of Salem
State College employment opportunities.

Office Information

The Student Employment Office is located in the Administration Annex, North Campus. If you have any ques-
tions, feel free to stop by, or give us a call at 978.542.6123, option #4. Our fax number is 978.542.6163. Our
office hours are 8:30 am - 5:00 pm Monday-Friday. Our email address is student_employment@salemstate.edu.
Our web site is www.salemstate.edu/seo/.

The policies and procedures in this handbook are very important and must be adhered to by all
parties, as Regulatory Authorities may fine the College for non-compliance. We hope that you
find this handbook useful and informative.

II. ENROLLMENT STATUS

A student must be currently enrolled in a degree program at Salem State College in order to work as
a student employee. There are two exceptions: (1) students accepted for enrollment, who intend to enroll for
the Fall semester and have paid their deposit, may commence employment on or after July 1, provided all other
eligibility requirements have been met. (2) Students that graduate mid-year or in May can continue working
under the Institutional Employment Program for one semester/summer, upon approval from the hiring
department and the Student Employment Office.

All student employees must cease employment as soon as their degree requirements have been completed, even
though they may not be receiving their diploma at that time. Any student who has been academically dismissed,
administratively withdrawn, or has taken a leave of absence must cease employment until they have been
reinstated by the College and eligibility restored.

http:// www.salemstate.edu/seo/
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III. THE HIRING PROCESS

There are a number of personnel forms each student must file with the Student Employment Office
before working. In other words, you should not begin employment until you have been authorized to do so.
If the Fiscal Affairs Office receives a time sheet on someone not authorized to work, payment may be delayed.
It also jeopardizes the College in an audit when State and Federal laws are not followed.

I-9 and W-4 Process

In order to complete these forms, proof of identity and employment eligibility is required. Students must
provide one document from List A or a combination of one document from List B and one from List C.
Please refer to list of Acceptable Documents highlighted on this page. A student cannot receive the Work
Authorization Form until this certification process is completed. This is a Federal Law and a
$20,000 FINE may be imposed for non-compliance.
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LISTS OF ACCEPTABLE DOCUMENTS

LIST A LIST B LIST C

Documents that Establish Documents that Establish 

OR
Identity

AND

(INS Form N-560 or N-561)    
2.   Certificate of U.S. Citizenship 

Identity and Employment    
Eligibility          

7.   Unexpired employment

1.   Driver's license or ID card 1.   U.S. social security card issued

9.   Driver's license issued by a
      Canadian government authority

1.   U.S. Passport (unexpired or

I-688A)

issued by a state or outlying 
possession of the United States 
provided it contains a 
photograph or information such 
as name, date of birth, sex, 
height, eye color and address

by the Social Security 
Administration (other than a 
card stating it is not valid for 
employment)

Card (INS Form I-688)

expired)

photograph

Form I-327)

Document (INS Form I-571)

Employment Eligibility

(INS Form N-550 or N-570)    

2.   Certification of Birth Abroad
3.   Certificate of Naturalization    2.   ID card issued by federal, state issued by the Department of 

State (Form FS-545 or Form 
DS-1350)

or local government agencies or 
entities, provided it contains a 
photograph or information such 
as name, date of birth, sex, 
height, eye color and address

4.   Unexpired foreign passport,
with I-551 stamp or attached 
INS Form I-94 indicating 
unexpired employment 
authorization

3.   Original or certified copy of a
birth certificate issued by a 
state, county, municipal 
authority or outlying 
possession of the United 
States bearing an official seal

3.   School ID card with a

5.   Alien Registration Receipt Card
      with photograph (INS Form 
      I-151 or I-551)

4.   Voter's registration card

5.   U.S. Military card or draft record

6.   Military dependent's ID card 4.   Native American tribal documen
6.   Unexpired Temporary 

7.   U.S. Coast Guard Merchant
      Mariner Card

5.   U.S. Citizen ID Card (INS Form
7.   Unexpired Employment

I-197)8.   Native American tribal documentAuthorization Card (INS Form

6.   ID Card for use of Resident
8.   Unexpired Reentry Permit (INS Citizen in the United States 

(INS Form I-179)
are unable to present a 

document listed above:

For persons under age 18 who   

9.   Unexpired Refugee Travel

authorization document issued 
by the INS (other then those 
listed under List A)

10.  School record or report card10.  Unexpired Employment
Authorization Document issued 
by the INS which contains a 
photograph (INS Form I-688B)

11.  Clinic, doctor or hospital record

12.  Day-care or nursery school
record

Form I-9 (Rev. 11-21-91)N

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

Documents that Establish Both 

Acceptable Documents for Employment Eligibility Verification

Under Interim Rule - September 30,1997

Under the regulations of the Immigration Reform and Control Act of 1986, all employees hired after
November 6, 1986 must complete a Employment Eligibility Verification Form (Form I-9) and present
documents establishing both identity and employment eligibility to the Student Employment within
three business days of employment.
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W-4, M-4 Federal and Massachusetts Tax Withholding
Certificate Forms
Students must also complete the Federal W-4 and State M-4 withholding tax forms. It is the student’s responsibility
to ensure proper tax, if any, is withheld. Tax status can be changed at any time during the year by completing a new
W-4 and/or M-4. This is also a Federal and State Law.

It is important to remember that students cannot work until these forms have been completed.

The Work Authorization Form

Once a student has completed the W-4, M-4 and I-9, he/she is given an Institutional Employment or FCWS
Authorization Form. The student takes this form to his/her supervisor, who will complete and return it to the
Student Employment Office. The Student Employment Office will return the authorization form with
the student employee ID number and Record number to the supervisor. The student can begin
working.

Work Schedule, Hours and Responsibilities
At the time of hiring, the student and supervisor should agree on a written work schedule. It should be honored,
as would any other employment commitment. When a student accepts employment, he/she becomes a valued
and contributing staff member. If the student’s work schedule needs to be changed, arrangements should be made
with the supervisor at least one week in advance. Should a student wish to cease employment, a two-week notice
is appropriate.

Employment while in school should be part-time in nature. Time committed to student employment should not
have a detrimental effect on academic performance. A maximum of 20 hours per week is strongly recommended
during the school year. Students may work up to 40 hours per week during the summer, holidays and semester
breaks. Actual hours to be worked will vary according to the funds allotted, and the hours approved for the posi-
tion. Student and supervisors are equally responsible for keeping track of the numbers of hours worked not to
exceed their awarded amount.

PLEASE NOTE: Students working six (6) consecutive hours must receive a half-hour meal break.
In addition, each student is entitled to a paid 10-minute break for every four (4) hours worked.
A written work schedule should be arranged with the student employee. The return of the work
authorization form to the Student Employment Office verifies that the hiring process has been
completed and the student can be placed on the payroll system.

Students are paid for actual hours worked and cannot be paid for holidays, sick time, snow days, meal time.
On a case by case basis travel time maybe considered for some community service positions.

IV. FINDING A JOB

On-Campus Jobs

On campus jobs fall into two categories; ie, Federal College Work-Study and Institutional Employment.
Work-study is need-based and awarded by Financial Aid while Institutional Employment is not.

Students are responsible for finding their own on-campus jobs. Most students will do this by attending the annual
Job Fair held the first week in September; students may also approach faculty and department staff on an individual
basis or use the Job Directories which list FCWS and Institutional Employment positions. The Student Employment
Office staff is also available to assist students in finding a job and to explain the employment process. Job Directo-
ries are available at the Job Fair, and posted on the bulletin board in the main hallway in the Administration Build-
ing, 1st floor. They are also distributed to new students at the Student Employment orientation sessions.
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Community Service Jobs

Employment opportunities are available for students interested in community service jobs. Only Federal College
Work-Study recipients can be paid,  but all students are encouraged to volunteer. These services are designed to
improve the quality of life for community residents, particularly low-income individuals, or to solve problems
related to their needs including, but not limited to:

• Health care
• Housing & neighborhood improvements
• Child care
• Public safety
• Literacy
• Crime prevention and control
• Education
• Recreation
• Welfare
• Rural development
• Social services
• Community improvements
• Work in service programs or youth corps
• Support services to students with disabilities
• Activities in which a student serves as a mentor for such purposes as:

• Tutoring
• Supporting educational and recreational activities
• Counseling, including career counseling
• Literacy coach with America Reads
• Math tutor with America Counts

A student interested in a community service position should contact the Student Employment Office or refer to
the Job Directory for the listing of both on and off-campus community service opportunities. In addition, the
Student Employment Office staff is available to work with any college work-study student who would like to
develop a community service position to meet his/her special interests or circumstances. Work can be done in the
student’s local community.

America Reads Challenge

The President of the United States has challenged colleges and universities to help in the fight against illiteracy
starting in grades K-3. Federal College Work-Study recipients have the opportunity to work in local  public 
grade schools. Students are in the position of a literacy coach to help local school children learn how to read.
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America Counts

In order to prepare students to be able to meet the demands of being able to master high-level mathematical
concepts and complex approaches to solving problems to be prepared for college, careers of the 21st century and
the demands of everyday life; America Counts tutors will work with children in grades K-3 to help prepare the
students to meet these challenges.

Summer Employment

Students seeking summer Federal college work-study must complete a summer Salem State College financial aid
application available in the Financial Aid Office. This should be done by March 1. And any other required docu-
ments must be received by the Aid office by March 1. This early deadline allows Financial Aid to determine your
eligibility for summer work-study and to notify you before the summer term starts. Positions are available both
on and off campus, locally and in the student’s home community. Students need to be enrolled in summer classes
to be eligible for these jobs.

A limited number of summer employment positions are available under the Institutional Student Employment
Program. Departments that have funding often continue to employ valued student employees throughout the
summer. Students do not need to be enrolled in summer classes to be eligible for these jobs. No financial aid
applications are required.

Any student who has completed his/her degree requirements at the end of the spring semester must cease
employment. However, employment under the Institutional Student Program may continue for summer upon
approval of the hiring department and the Student Employment Office.  Any student who is not taking at least 3
credits during the summer term is subject to FICA (Medicare) and OBRA withholdings. Students must complete
their OBRA forms prior to receiving a summer Authorization form.

International Students

All International students who are eligible to work on campus may be hired through Institutional Employment;
they are not eligible for Federal College Work-Study.

The following procedure applies:

1. Contact the Director of the Center for International Education or his designee and receive an Affidavit evidenc-
ing eligibility to work on campus.

2. Prior to starting work, an International Student must have a social security number in order to apply for
employment. This may be obtained at the Social Security Office, 2 East India Square, Salem, MA (downtown
Salem) to apply in person, or call 1-800-772-1213 (Museum Place Mall) toll free to apply for a new card it
may be quicker.

Student will complete their I-9 and W-4 form with The Center
for International Education.

3. Students will bring their tax withholding forms and the I-9
forms along with the Affidavit to the Student Employment
office. Student Employment personnel will then assist the
student in job referrals.

Please be advised that during the academic year Inter-
national Students can only be allowed to work a total
of 20 hours per week.
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Graduate Students

Graduate students who receive FCWS as part of their financial aid award, may choose from any of the jobs listed
in the Work-Study Job Directory. They may also develop a job as part of Community Service. All matriculated
graduate students are also eligible for positions listed in the Institutional Employment Directory.

Graduate students may specifically be interested in seeking jobs in the Graduate School. Some of these jobs
require additional skills and/or qualifications beyond a BS or BA degree and may fall into a higher wage
classification, such as Level 4.

Student Employment Office personnel are available to discuss various work options, for graduate students who
experience school and family time constraints so they can accept and maximize their Work-Study awards.

V. INFORMATION FOR SUPERVISORS

Supervisors Responsibilities to the Students

The Student Employer:

A supervisor, who wishes to hire a student, must complete a Student Employment Employee Request Form.
Job descriptions must accurately reflect the duties and responsibilities as well as the qualifications associated
with each student employment position.

Job Request Process

• For each NEW position, including intermittent and one-time functions such as ushers etc., a Student
Employment Employee Request Form must be completed. On this form, a job description and
complete funding information must be provided. It is imperative that you indicate specific departmental
funding sources for any Institutional Employment positions. Incomplete information will cause delays.
Department Chairpersons will coordinate this function for faculty members. The Student Employment
Office will then review the information and assign new positions.

• For existing positions already on file, preprinted Request Forms will be forwarded to Department
Chairpersons and Directors in early March (for both summer and Academic Year positions).

• These REQUEST FORMS must be returned to the Student Employment Office by the due date.
Your Vice President/Area Head’s signature is required only if it is submitted after the due date. Summer
requests do not require this signature. Department Chairpersons, Directors/Area Heads will coordinate
this process. Request forms should have appropriate signatures before being sent back to Student Employment.

Once the Job Forms have been returned and reviewed, they are compiled in the appropriate Job Directory and
sent to your Vice President/Area Head for review and approval. Some Institutional positions may be approved
“pending funding” and are printed as such. Late positions signed by the Vice President/Area Head will be posted
in an addendum to the Job Directory.
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Hiring A Student

1. The Job Fair, held each year the first week of classes in September, is the main vehicle used to hire students.
If you wish to rehire a student and indicated this on the student’s evaluation, a work authorization form will
be sent to you in late August.

2. Be aware of the student’s financial aid status. You cannot hire a student into a Federal College Work-study
position if he/she does not have a FCWS award.

3. Some students may contact you directly during the course of the year. You must confirm with the Student
Employment Office that the student has completed all the necessary hiring forms (W-4 AND M-4 TAX
FORMS, I-9 EMPLOYMENT ELIGIBILITY VERIFICATION). If these forms are not on file, instruct the
student to return to the Student Employment Office to complete them. (Refer to Page 4 for instructions
in I-9 and W-4 Process & Appendix D,E,F,& G for correct information regarding documentation).

4. Once the student has completed the I-9 and W-4 form process, and after you have agreed to hire them, call the
Student Employment Office and tell us the JOB NUMBER of the position for which you are hiring the student
or complete the Request to Hire Form. The Student Employment Office will then send you a preprinted
Authorization Form. You should review and sign this form, checking the accuracy of the JOB NUMBER,
STUDENT JOB TITLE, AND FUNDING SOURCE.

5. Return the Authorization Form immediately to Student Employment. The Student Employment Office will
review the hiring forms. If all is in order, your copy will be returned to you. This is your verification that the
student has completed the process and placed on the payroll system. This will have the student’s employee ID
number and record number that needs to go on the time sheets.

PLEASE NOTE: FCWS earnings are limited to the dollar amount specified on the work authoriza-
tion form for each term/semester. You must monitor the student’s hours/earnings. Students
cannot exceed their award amount.  The dates are noted on the payroll schedule available
through our office or student payroll.

Students may have more than one position, which could create a student to work over 40 hours in one week. In
this case, the department that supplies the most number of hours will be charged the overtime due to the student.
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6. When a student’s work-study earnings are approaching the amount awarded for the term, and the student
would like to continue working, a Reconsideration Form can be completed requesting additional work-study.
The form is available in the Financial Aid Office. If the student has remaining financial need, and if Federal
College Work-study funds are available, the student may be considered for an increase in his/her work-study
award. Extensions are not automatic.

The law requires that students be paid for work performed; therefore, the Fiscal Affairs Office will automatically
pay the student for any overage to which they are entitled from the hiring department’s budget. This expense will
be noted on the department’s monthly expense report under the account number. The Student Employment
Office will inform you when this action is to be taken.

Training

Although it may be difficult to establish a formal training program for student employees, supervisors should
insure that new student employees are oriented to the work place and trained to perform the necessary tasks
required of their job. Responsibilities will include orientating the student to his/her role in the department;
explaining expected standards of behavior and protocol for communication. Training will be provided in the
skills and procedures necessary to perform those tasks, providing adequate work space; and discussing employee
rights and responsibilities.

The Classification Process

Each position description is reviewed and classified to insure equity among programs and positions college wide.
Each department is notified as to the classification assigned to each position via the Job Directory. If the supervisor
disagrees with the classification, please follow the appeal procedure outlined below.

1) Submit to the Student Employment Office a request for reclassification justifying your reasons and outlining
more specifically the job responsibilities related to the classification criteria.

2) The Student Employment Office will review this request and may ask for additional information.

3) The Student Employment Office will render a decision and notify the department in writing.

Our hourly wages are above minimum hourly rates and within reasonable ranges compared to local colleges.
There are no merit or longevity raises.

Rehires

All Federal College Work-Study employees must complete a new authorization form for the Summer Sessions
and the Academic Year. This is due to the financial aid awarding cycle. For Institutional Employment employees,
however, you may hire a student for Summer I and/or Summer II on one authorization; or, on a term-by-term
basis if you prefer. Failure to properly authorize students will impede the hiring and payroll process. As part of the
evaluation process, you can indicate your desire to rehire a student and a work authorization form will be sent to
you in August.

Updating Job Status

Supervisors should inform the Student Employment Office when a job has been filled or when an opening,
becomes available. With over 800 positions filled by students campus-wide, the Student Employment Office can
best service students and supervisors when the Job Directories are up-to-date. Supervisors are also required to
notify the Student Employment Office when a student is terminated or has terminated work voluntarily.
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Evaluations

Evaluations take place second semester and give the supervisor and the student employee an opportunity to
discuss job performance. This written evaluation becomes part of the student’s permanent employment file.
It also allows a supervisor to recommend a student for rehire provided eligibility requirements are met and
funding is available.

Termination of Work

If a student decides to leave his/her position, the supervisor is entitled to two weeks notice. The supervisor
should notify the Student Employment Office in writing.

A supervisor has the right to terminate a student’s employment with just cause. Grounds for disciplinary action
include, but are not limited to: poor performance, tardiness, absenteeism, failure to meet job requirements as
listed in the job description and inappropriate behavior such as, personal telephone calls and excessive visits
with friends during work hours.

If and when disciplinary problems arise, a supervisor should use the following guidelines, as they provide written
documentation in the event of counteraction by the student:

• Give the student a verbal warning, stating exactly what the unacceptable behavior was, and what needs to be
done to correct the problem.

• The second time there is a problem, (it does not have to be the same problem) give the student a written
warning of what the unacceptable behavior was and what needs to be done to correct the problem. A copy
should be sent to the Student Employment Office.

• On the third time, the student should be given a written notification of termination stating the reasons why
this action has been taken. A copy of this notice is to be sent to the Student Employment Office.
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VI. THE JOB CLASSIFICATION
AND PAY SCALE

Level I - $7.50: Positions in which duties include routine work that requires no experience and/or limited training.
Independent action and judgement are limited to minor decisions. Close supervision or specific instructions are
required for such positions as Auditorium Assistants, and Desk Receptionists. (You may want to refer to your
directory for positions listed at this rate.

Level 2 - $8.00: Positions in which duties include proficiency in an area that requires specialized knowledge,
training and/or experience. Independent judgement is often needed to develop new work methods and to solve
problems. The qualifications are acquired from prior work or educational experience. Positions such as Intramural
Coordinators, and Office Assistants will require general supervision. You may want to refer to your directory for
positions listed at this rate.

Level 3 - $9.00: Positions in which duties performed require considerable proficiency in areas requiring specialized
knowledge, skills and ability. Work is characterized by the ability to supervise, train, or instruct others and/or be respon-
sible for the partial operation of a facility. The qualifications are acquired from a significant period of work or educational
experience. Little supervision is necessary for such positions as Administrative Assistants and Building Supervisors.
(Please refer to your directory for positions listed at this rate.

Class 4 - ($9.50 +): This category is used for graduate students and other positions, which fall outside the
job classification range as determined by the Student Employment Office.

VII. PAYROLL PROCEDURES
Completion and Submission of Student Time Sheets

Due to audit findings, it is imperative that supervisors follow the College’s policy for completion
and submission of time sheets. Repeated offenses may result in a department’s non-participation
in the work programs.

Students are placed on the payroll after the hiring process has been completed. All students are entered or
re-entered on the payroll system for the new fiscal year beginning July 1st.

The student Institutional Employment time sheet is YELLOW.
The Federal College Work-Study time sheet is WHITE. *

• Time sheets should be completed in INK. Errors should be crossed off and initialed by the supervisor.
White Out should not be used to make corrections.

• For each time sheet, the SUPERVISOR, (or designee as noted on the work authorization form, NOT A
STUDENT) will complete the Chartfield Fund information and enter the week ending date on the time sheet.
(Example: For students paid under different budgetary codes, you must submit a separate time sheet for each
different code used. Check the student’s AUTHORIZATION FORM to verify the correct code.) *

• The SUPERVISOR will enter the student’s name, employee ID number and record number in the appropriate
spaces on the time sheet. *

• The SUPERVISOR will complete the payroll time sheets from internal records, time cards, or logs, noting the
number of hours worked each day. Time sheets should be marked with an “X” for days not worked.
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• Each week, on the last day worked, the SUPERVISOR will ensure that each student has signed the internal time
records, time card or log to certify that the hours are a true record of the student’s time worked. A Daily log
must be maintained for all student employee hours worked. This is an audit requirement.

• At the end of each week, the SUPERVISOR will ensure that the total hours worked for each student’s time are
recorded on the time sheet.

• At the end of each week, the SUPERVISOR will sign and date the time sheet. Supervisor should not pre-sign
any time sheet. Time sheets should be kept in a secure place. *

• Completed time sheets must be submitted to Fiscal Affairs no later than 10:00 a.m. on that Friday. If you have
students work on Saturdays, estimate their time and if necessary correct their hours on the following week.

• STUDENTS ARE NOT ALLOWED TO PREPARE TIME SHEETS, NOR ARE  THEY ALLOWED
TO DELIVER THEM. ONLY THE PERSON OR PERSONS AUTHORIZED ON THE WORK
AUTHORIZATION FORM CAN COMPLETE  TIME SHEETS AND DELIVER THEM.
THIS RESPONSIBILITY CANNOT BE DELEGATED.

• Students are paid biweekly on Fridays. The student will receive one check per job. Students can sign up for direct
deposit. They need to complete the Direct Deposit form at the Student Employment Office. Please note that
Direct Deposit can take several weeks to process. The student can pick up their advice of deposit(s) in the Fiscal
Affairs Office. Students need to prsent a picture I.D. in order to pick up their paycheck.

• If a student does not receive a paycheck or has a question about the amount of earnings,
he/she should contact the supervisor in a timely manner to confirm that the correct number
of hours were submitted. Supervisors should contact Student Payroll in the Financial Services 
Office  to resolve any payroll issues.

• IMPORTANT: FCWS earnings are limited to the award amount specified on the WORK
AUTHORIZATION FORM. Students and their supervisors must monitor the student’s hours/
earnings. Students cannot exceed their award amount and will not be paid out of work-study
funds over and above the specified award. IF STUDENT WORKS IN EXCESS OF HIS/HER
COLLEGE WORK-STUDY AWARD, THE DEPARTMENT WILL BE CHARGED FOR THE OVERAGE
BY THE FISCAL AFFAIRS OFFICE. The law requires that students be paid for work performed.

*JUST A REMINDER: When a student’s work-study earnings are approaching the amount awarded for the term,
and the student would like to continue working, a Reconsideration Form can be completed requesting additional
work-study. This form is available in the Financial Aid Office. If the student has remaining financial need, and if
Federal Work-Study funds are available, the student may be reconsidered for an increase in his/her work-study
award. Extensions are not automatic because funding is limited.

This expense will be noted on the department’s monthly expense report under the account number. The Student
Employment Office will inform you when this action is to be taken.

• It is crucial at the close of Summer II, the Academic Year, and Summer I that payroll time sheets are submitted
on time in order for students to be paid within the academic session. It is also crucial to submit time sheets on
time for the closing of the calendar year so the College can supply appropriate and accurate tax information to
the student employee.
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Fraud

Fraud is defined as a deception deliberately practiced in order to secure unfair or unlawful gain. It is against
the Law. Suspected cases of fraud related to student payroll should be reported to the Associate Director of
Business Operations in the Financial Services Office. Cases of fraud such as the altering of time sheets or forging
signatures will be subject to disciplinary action through the College’s Judicial Board as well as criminal investigation 
by Campus Police. The student’s name will also be reported to the U.S. Department of Education Inspector  
General’s Office in Boston if the student is a Federal College Work-Study recipient.

VIII. HUMAN RESOURCES AND EQUAL
OPPORTUNITY

Salem State College is an Affirmative Action Employer and is committed to providing a working environment,
which values the diverse backgrounds of all people. The College is committed to assuring that the environment
that we work in supports and values our increasingly global and diverse world. The College believes that the
diversity of socioeconomic, racial, ethnic, religious, gender, sexual orientation, age and disability backgrounds
of members of the College’s staff enriches the institution and its various constituencies. The College does not
tolerate any behavior or actions based in bigotry which has the effect of discriminating against any member of
the College Community.

All benefits privileges and opportunities offered by Salem State College are available to all employees and
students on a non-discriminatory basis in accordance with specific law, regulations and policies that regulate
the governance of the College. The College is committed to taking affirmative action with respect to its policies
regarding recruitment, selection, promotion, training, rates of pay, and other forms of compensation. All matters
relating to employment are based upon the employee’s ability to perform his/her job, as well as their dependabil-
ity and reliability once hired.

Discrimination Complaints

Any complaints involving discrimination on the basis of race, color, gender, sexual orientation, age, national
origin, disability or marital or veteran status should be addressed to the Director, Equal Opportunity and Human
Rights, located in the Administration Annex Building. All allegations will be investigated thoroughly and, if
necessary, appropriate corrective action will be taken.

Sexual Harassment

Sexual harassment is any unsolicited verbal, non-verbal, or physical behavior of a sexual nature that the effect of
interfering with your employment status or creating an intimidating, hostile or offensive environment. Sexual
harassment incidents can involve a male harasser and a female victim, a female harasser and a male victim, and
also same gender harassment.

It is against the policy of Salem State College, and all of the College’s various unions, for any member of the
College Community, male or female, to sexually harass another employee or student. The College and the unions
are committed to providing a working and learning environment that is free from any and all forms of abusive
harassing or coercive behavior and conduct. We seek to preserve the rights for all members of the College
Community and assure that they be treated with appropriate respect and dignity.
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As a Salem State College student employee, you are responsible for keeping our work environment free of sexual
harassment. Employees who become aware of an incident of sexual harassment, whether by witnessing the
incident or being told of it, must report it to the Coordinator, office of Equal Opportunity or a superior with
whom they feel comfortable. When the College becomes aware that sexual harassment might exist, it is obligated
by law to take prompt action, whether or not the victim wants the College to do so. Appropriate investiga-
tion and disciplinary action will be taken. If you believe that you may be a victim of sexual harassment, you may
seek confidential help immediately by consulting with the Office of Equal Opportunity at X6106.

Students with Disabilities

The Americans with Disabilities Act (ADA) is a Federal Law that is designed to provide opportunity and access to
employment, facilities, services and transportation for all persons who are defined as disabled under the Act. For
employment under the ADA, a disability is defined as a physical or mental impairment that substantially limits one
or more of an individual’s “major life activities.” This act prohibits discrimination in employment against a quali-
fied individual with a disability as to the terms and conditions of employment. A person who is disabled will be
considered a “qualified individual” if he/she is able to perform the essential functions of the employment position
either without a reasonable accommodation, with a reasonable accommodation. If as a manager, supervisor or
employee, you feel that you need to know more specifics about this Act, contact either the Office of Equal
Opportunity located in the Administration Annex (978) 542-6106, or the Student Employment Office at
(978) 542-6123 .

IX. GENERAL INFORMATION

Alcohol and Substance Abuse

The use of illicit drugs and alcohol at Salem State College, on College property or at College activities, impairs
the safety and health of students and employees, lowers the productivity and quality of work performed, and
undermines the public’s confidence in the College. Only in an environment free of substance abuse can Salem
State College fulfill its mission of developing the professional, social, cultural and intellectual potential of each
member of this community.

The unlawful possession, use or distribution of illicit drugs and alcohol on College property or as part of any
College activity is clearly prohibited. All members of the College Community - faculty, staff, administrators and
students - are urged to carefully and seriously reflect on their personal responsibility to remain drug free, and
further, to demonstrate care and concern for others through timely intervention, support and referral.

Emergencies

Occasionally, emergency situations occur on campus, which require the assistance of police, fire fighters, health
services, or an ambulance. In order to respond to an emergency, including a medical emergency, call Public
Safety immediately by dialing ext. 6111. Officers are available to take your call at any time of the day or evening.
A police officer will assess the reported situation and dispatch the appropriate assistance to the scene.

It is imperative to respond quickly to emergency situations. Calling the Public Safety Office will ensure a
coordinated approach to an emergency situation in a timely and effective manner.
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Personal Safety

Campus Police offers personal safety escort services to all SSC community members, 24 hours/7 days a week.
If you need an escort, please call the Public Safety Office at (978) 542-6511.

Inclement Weather and Emergency Closing

In the case of inclement weather or an emergency situation that necessitates closing of the College or canceling
classes, the decision to close will be left to the President or designee. Under such conditions, students are not
required to report to work.

When circumstances require a delayed opening, the earliest delayed opening will be at 10:00 AM. Students may
call the College’s main number (978) 542-6000 for a recorded message on the status of classes. Announcements
will be made as soon as possible on the following radio stations AM:  WRKO 680;  WHDH 850:  WBZ 1030;
WILD 1090;  and  WESX 1230, FM:  WBUR 90.0,  WXKS 107.9. In addition, local TV channels 5 and 7 will
announce closings they receive from their sister radio stations.

Shuttle Bus Schedule-Getting To and From Work While on Campus

The shuttle bus runs 7 days a week during the academic year between South Campus, North Campus, Central
Campus and the O’Keefe Center the average run takes 20-30 minutes.

Hours of Operation are as follows:

Monday, Tuesday, and Wednesday, from 6:30 am - 12:30 am
Thursday, 6:30 am - 1:30 am
Friday, 6:30 am - midnight
Saturday, 4:30 am - midnight.
Sunday, 4:30 am - 12:30 am

The shuttle bus stops are at Meier Hall (Lafayette Street), Peabody Hall (College Drive), South Campus
(Commons Building and Harrington Building), Harrington Building (South Campus), Central Campus, and the
O’Keefe Center (Canal Street). Every effort will be made to ensure uninterrupted service. All employees and
student are encouraged to use the shuttle bus. It is a free service to the Salem State College Community.

Smoke Free Environment Policy

Salem State College adopted a “Smoke Free Environment Policy” effective September 1, 1994. Smoking is prohib-
ited in all buildings administered by the College. Smoking is permitted on college property, but must be at least
twenty (20) feet from the entry of any enclosed structure.

In addition, individuals must comply with specific workplace rules that have been adopted for the protection of
property or persons engaged in particular tasks in which smoking might constitute an immediate safety hazard.
Smoking is prohibited in any vehicle, which is owned, leased or rented by the College. This policy applies to all
administration, faculty, staff, students and guests of Salem State College.

Students, employees, or guests who wish to file a complaint regarding a violation of the College’s Smoke Free
Environment Policy should complete a complaint form available in the Student Life Office. The completed form
should be returned to the Student Life Office within ten (10) days of the alleged incident.
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X. ON THE JOB INJURIES: WORKERS’
COMPENSATION INSURANCE BENEFITS

All student employees of Salem State College are covered by the Massachusetts Workers’ Compensation Insurance
Law, which provides for partial income replacement and the payment of medical expenses incurred due to injury
or illness arising out of and/or in the course of the performance of their duties. Coverage is automatic upon
employment, and the college assumes total cost of this coverage.

Procedure for Processing All Workers’ Compensation Claims

• It is essential that students report immediately to their supervisor, or the person acting on their behalf, and
the Human Resources and Equal Opportunity Office (unless it is life threatening) all accidents or job-related
injuries, no matter how minor, in order to protect their rights to appropriate benefits, to protect the College,
and to assure the proper handling of claims.

• If life threatening or to receive immediate emergency medical treatment for an injury, contact Public Safety
for assistance at Ext. 6111.

• When an injury occurs at your workplace, contact the Human Resources and Equal Opportunity Office as
soon as possible. A Notice of Injury Report, along with an Authorization for Release of Medical Records
form must be completed. These two forms must be submitted together to HREOO.

• Students who require health care for a job-related illness or injury must contact the Utilization Review Agent
at 1-800-266-7991 before beginning or continuing treatment, or in an emergency situation, within 24 hours
after any emergency treatment.

• You should inform the provider of health care services that the injury occurred at work. Request that all bills
for services be forwarded to Human Resources and Equal Opportunity, Salem State College, 352 Lafayette
Street, Salem, MA 01970.

• If you believe your injury is serious enough that you will be out of work for five days or more, you should
obtain a Physician’s Report from Human Resources and Equal Opportunity  before going to the doctor.
If this is not possible, contact HREOO within 24 hours.

• When a student employee is out of work for five or more days, it is imperative that the department of the
employee contacts Human Resources and Equal Opportunity immediately with the return to work date.

• A decision will be made by workers’ comp on the compensability of each lost time claim within 14 days of
receipt of the notice of injury. A letter will be sent to the claimant with copies to Human Resources and
Equal Opportunity.

Unemployment Insurance

Unemployment insurance is a program that provides benefits for certain workers who meet the eligibility
requirements of the law. Student employment at Salem State College is not covered by Unemployment Insurance.
Therefore, unemployment benefits cannot be collected based on the student wages at earned Salem State College.
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XI. THE JOB LOCATION AND
DEVELOPMENT PROGRAM (JLD)

The Job Location and Development (JLD) Program assists undergraduate and graduate students in finding
off-campus employment. The Student Employment Office actively solicits off-campus part-time and temporary
employment opportunities in the North Shore area. These job openings are posted outside the Student Employ-
ment Office and are updated on a regular basis. Additional job listings are available in the Student Employment
Office.

All posted JLD jobs are given a job number. Students must complete a Request Form for
off-
campus job information to get the specific details on any job(s) for which they would like to
apply. He or she is then given a Job Referral Form which list the contact person’s name, and/or
company name, address and phone number for the job(s). The student is responsible for contact-
ing the employer and arranging for an interview. Students who are hired into JLD jobs must
notify the Student Employment Office of their starting date and rate of pay.

Interviewing for a Job - Helpful Hints

While the job hints listed below are geared toward finding off-campus employment, many also apply to campus
positions. And remember many of the on-campus jobs will provide on-the-job training for students who
demonstrate a willingness to learn and who are dependable.

1) Gather Information About Employers
a) Relative size of company
b) Number of Employees
c) Geographical products and/or services
d) Current trends and issues which may affect the company’s growth and or stability
e) Current financial status
f) Company’s share of the market

2) Appearance
a) Dress conservatively
b) Avoid excesses in color choice, scents and jewelry
c) Develop your model by looking through the company’s brochures and business periodicals.

Check the photographs for hair length, beards/moustaches, color combinations and styles of clothing.

3) Readiness
a) Arrive at least 20 minutes prior to your appointment
b) Bring along additional copies of your resume
c) Remember the name of the interviewer for future communications
d) Be self-confident, but not aggressive. Try to transmit the feeling that you know yourself.
e) Be enthusiastic. Show that you care about the job and the company. Also, show that you have energy

to bring to the position.
f) Express your goals clearly. Show the employer that you have given careful consideration to your

alternatives.
g) Show that you have incentive to contribute to a job.
h) Communicate your ability to get along with others through your responses to questions.
i) Be positive, professional, and friendly to all staff.
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MASSACHUSETTS EMPLOYEE’S WITHHOLDING EXEMPTION CERTIFICATE                  Rev. 7/98

Print full name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Social Security No. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Print home address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . City. . . . . . . . . . . . . . . . . . . . . . . . State . . . . . . . . . . . . . . . . Zip Code . . . . . . . . . .
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EMPLOYEE:
File this form or Form W-4

with your employer. Other-
wise, Massachusetts In-
come Taxes will be withheld
from your wages without
exemptions.

EMPLOYER:
Keep this certificate with

your records. If the em-
ployee is believed to have
claimed excessive exemp-
tions, the Massachusetts
Department of Revenue
should be so advised.

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
1. Your personal exemption. Write the figure “1”. If you are age 65 or over or will be before next year, write “2”. . . . . . . . . . . . . . .

2. IF MARRIED and if exemption for spouse is allowed, write the figure “4”. If your spouse is age 65 or over or will

be before next year and if otherwise qualified, write “5”. See Instruction C . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

3. Write the number of your qualified dependents. See Instruction D . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

4. Add the number of exemptions which you have claimed above and write the total. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

5. Additional withholding per pay period under agreement with employer $ _____________________

A. Check if you will file as head of household on your tax return.

B. Check if you are blind. C. Check if spouse is blind and not subject to withholding.

D. Check if you are a full-time student engaged in seasonal, part-time or temporary employment whose

estimated annual income will not exceed $8,000.

EMPLOYER: DO NOT withhold if Box D is checked.

I certify that the number of withholding exemptions claimed on this certificate does not exceed the number to which I am entitled.

(Date) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (Signed). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

THIS FORM MAY BE REPRODUCED

THE COMMONWEALTH OF MASSACHUSETTS • DEPARTMENT OF REVENUE

IF YOU CLAIM THE SAME NUMBER OF EXEMPTIONS FOR MASSACHUSETTS AND U.S. INCOME TAXES, COMPLETE U.S. FORM W-4 ONLY.
150M 7/97 CRP0198

A. NUMBER — If you claim MORE than the correct number of exemp-
tions, civil and criminal penalties may be imposed. You may claim a smaller
number of exemptions. If you do not file a certificate, your employer must
withhold on the basis of no exemptions.

If you expect to owe more income tax than will be withheld, you may ei-
ther claim a smaller number of exemptions or enter into an agreement
with your employer to have additional amounts withheld.

You should claim the total number of exemptions to which you are enti-
tled to prevent excessive overwithholding — unless you have a significant
amount of other income.

IF YOU WORK FOR MORE THAN ONE EMPLOYER AT THE SAME
TIME, YOU MUST NOT CLAIM ANY EXEMPTIONS WITH EMPLOYERS
OTHER THAN YOUR PRINCIPAL EMPLOYER.

If you are married and if your spouse is subject to withholding, each
may claim a personal exemption.

B. CHANGES — You may file a new certificate at any time if the number
of exemptions INCREASES. You MUST file a new certificate within 10 days
if the number of exemptions previously claimed by you DECREASES. For
example, if during the year your dependent son’s income indicates that

you will not provide over half of his support for the year, you must file a
new certificate.

C. SPOUSE — If your spouse is not working or if she or he is working but
not claiming the personal exemption or the age 65 or over exemption,
generally you may claim those exemptions in line 2. However, if you are
planning to file separate annual tax returns, you should not claim with-
holding exemptions for your spouse or for any dependents that will not be
claimed on your annual tax return.

If claiming a wife or husband, write “4” in line 2. Using “4” is the
withholding system adjustment for the $4,400 exemption for a spouse.

D. DEPENDENT(S) — You may claim an exemption in line 3 for each
individual who qualifies as a dependent under the Federal Income Tax
Law. In addition, if one or more of your dependents will be under age 12 at
year end, add “1” to your dependents total for line 3.

YOU ARE NOT ALLOWED TO CLAIM “FEDERAL WITHHOLDING
DEDUCTIONS AND ADJUSTMENTS” UNDER THE MASSACHUSETTS
WITHHOLDING SYSTEM.

IF YOU HAVE INCOME NOT SUBJECT TO WITHHOLDING, YOU
ARE URGED TO HAVE ADDITIONAL AMOUNTS WITHHELD TO
COVER YOUR TAX LIABILITY ON SUCH INCOME. SEE LINE 5.

Form W-4 (2001)
Purpose. Complete Form W-4 so your employer
can withhold the correct Federal income tax
from your pay. Because your tax situation may
change, you may want to refigure your withhold-
ing each year.

Head of household. Generally, you may claim
head of household filing status on your tax
return only if you are unmarried and pay more
than 50% of the costs of keeping up a home for
yourself and your dependent(s) or other qualify-
ing individuals. See line E below.

Exemption from withholding. If you are
exempt, complete only lines 1, 2, 3, 4, and 7,
and sign the form to validate it. Your exemption
for 2001 expires February 18, 2002. Check your withholding. After your Form W-4

takes effect, use Pub. 919 to see how the dollar
amount you are having withheld compares to
your projected total tax for 2001. Get Pub. 919
especially if you used the Two-Earner/Two-Job
Worksheet on page 2 and your earnings exceed
$150,000 (Single) or $200,000 (Married).Basic instructions. If you are not exempt, com-

plete the Personal Allowances Worksheet
below. The worksheets on page 2 adjust your
withholding allowances based on itemized
deductions, certain credits, adjustments to

Two earners/two jobs. If you have a working
spouse or more than one job, figure the total
number of allowances you are entitled to claim
on all jobs using worksheets from only one Form
W-4. Your withholding usually will be most accu-
rate when all allowances are claimed on the
Form W-4 for the highest paying job and zero
allowances are claimed on the others.

Personal Allowances Worksheet (Keep for your records.)

Enter “1” for yourself if no one else can claim you as a dependentA A
● You are single and have only one job; or

Enter “1” if:B ● You are married, have only one job, and your spouse does not work; or B
● Your wages from a second job or your spouse’s wages (or the total of both) are $1,000 or less.� �

Enter “1” for your spouse. But, you may choose to enter -0- if you are married and have either a working spouse or
more than one job. (Entering -0- may help you avoid having too little tax withheld.)

C
C

Enter number of dependents (other than your spouse or yourself) you will claim on your tax returnD D
E E
F F

Add lines A through G and enter total here. (Note: This may be different from the number of exemptions you claim on your tax return.) �H H
● If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions

and Adjustments Worksheet on page 2.For accuracy,
complete all
worksheets
that apply.

● If you are single, have more than one job and your combined earnings from all jobs exceed $35,000, or if you
are married and have a working spouse or more than one job and the combined earnings from all jobs exceed
$60,000, see the Two-Earner/Two-Job Worksheet on page 2 to avoid having too little tax withheld.

● If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.
�

Cut here and give Form W-4 to your employer. Keep the top part for your records.

OMB No. 1545-0010Employee’s Withholding Allowance CertificateW-4Form
Department of the Treasury
Internal Revenue Service � For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Type or print your first name and middle initial1 Last name 2 Your social security number

Home address (number and street or rural route) MarriedSingle3 Married, but withhold at higher Single rate.

City or town, state, and ZIP code

Note: If married, but legally separated, or spouse is a nonresident alien, check the Single box.

55 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2)
$66 Additional amount, if any, you want withheld from each paycheck

7 I claim exemption from withholding for 2001, and I certify that I meet both of the following conditions for exemption:
● Last year I had a right to a refund of all Federal income tax withheld because I had no tax liability and
● This year I expect a refund of all Federal income tax withheld because I expect to have no tax liability.

7If you meet both conditions, write “Exempt” here �

8

Under penalties of perjury, I certify that I am entitled to the number of withholding allowances claimed on this certificate, or I am entitled to claim exempt status.
Employee’s signature
(Form is not valid
unless you sign it.) � Date �

9 Employer identification numberEmployer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) Office code
(optional)

10

Enter “1” if you have at least $1,500 of child or dependent care expenses for which you plan to claim a credit

4 If your last name differs from that on your social security card,

check here. You must call 1-800-772-1213 for a new card �

Cat. No. 10220Q

Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above)

Note: You cannot claim exemption from withhold-
ing if (1) your income exceeds $750 and includes
more than $250 of unearned income (e.g., inter-
est and dividends) and (2) another person can
claim you as a dependent on their tax return.

Nonwage income. If you have a large amount of
nonwage income, such as interest or dividends,

Recent name change? If your name on line 1 dif-
fers from that shown on your social security card,
call 1-800-772-1213 for a new social security card.

G Child Tax Credit (including additional child tax credit):

G
● If your total income will be between $50,000 and $80,000 ($63,000 and $115,000 if married), enter “1” if you have two

eligible children, enter “2” if you have three or four eligible children, or enter “3” if you have five or more eligible children.

● If your total income will be between $18,000 and $50,000 ($23,000 and $63,000 if married), enter “1” for each eligible child.

2001

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)

Tax credits. You can take projected tax credits
into account in figuring your allowable number of
withholding allowances. Credits for child or
dependent care expenses and the child tax
credit may be claimed using the Personal
Allowances Worksheet below. See Pub. 919,
How Do I Adjust My Tax Withholding? for infor-
mation on converting your other credits into
withholding allowances.

income, or two-earner/two-job situations. Com-
plete all worksheets that apply. They will help
you figure the number of withholding allowances
you are entitled to claim. However, you may
claim fewer (or zero) allowances.

consider making estimated tax payments using
Form 1040-ES, Estimated Tax for Individuals.
Otherwise, you may owe additional tax.

A citizen or national of the United States   

Please read instructions carefully before completing this form.  The instructions must be available during completion 

of this form.  ANTI-DISCRIMINATION NOTICE:  It is illegal to discriminate against work eligible individuals. 

Employers CANNOT specify which document(s) they will accept from an employee.  The refusal to hire an 

individual because of a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name:    Last First Middle Initial Maiden Name

Address (Street Name and Number) Apt. #

(month/day/year)

Date of Birth (month/day/year)

StateCity Zip Code Social Security #

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named 

Address (Street Name and Number, City, State, Zip Code)

and that to the best of my knowledge the employee

I attest, under penalty of perjury, that I am (check one of the following): I am aware that federal law provides for 

imprisonment and/or fines for false statements or 

use of false documents in connection with the  

completion of this form.

A Lawful Permanent Resident (Alien # A
An alien authorized to work until / /
(Alien # or Admission #)

is eligible to work in the United States. (State employment agencies may omit the date the employee began 

 Employee's Signature Date (month/day/year)

Preparer and/or Translator Certification.      (To be completed and signed if Section 1 is prepared by a person
other than the employee.) I attest, under penalty of perjury, that I have assisted in the completion of this form and that to the 
best of my knowledge the information is true and correct.

/

Print NamePreparer's/Translator's Signature

/

Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR

examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and expiration date, if any, of the 

document(s)

ANDList B List CORList A

Document title:

Issuing authority:

Document #:

Expiration Date (if any):

Document #:

//

Print Name TitleSignature of Employer or Authorized Representative

Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)Business or Organization Name

Section 3. Updating and Reverification. To be completed and signed by employer.

B. Date of rehire (month/day/year) (if applicable)A. New Name (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment
eligibility.

Document #: Expiration Date (if any):Document Title:

l attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented 

document(s), the document(s) l have examined appear to be genuine and to relate to the individual.

Date (month/day/year)Signature of Employer or Authorized Representative

Form I-9 (Rev. 11-21-91)N Pag

  Employment Eligibility Verification

employee began employment on 

employment.)

 OMB No. 1115-0136U.S. Department of Justice
Immigration and Naturalization Service

Expiration Date (if any): / /

/ / / /

employee, that  the above-listed document(s) appear to be genuine and to relate to the employee named, that the

/ /

LISTS OF ACCEPTABLE DOCUMENTS

LIST A LIST B LIST C

Documents that Establish Documents that Establish 

OR
Identity

AND

(INS Form N-560 or N-561)    
2.   Certificate of U.S. Citizenship 

Identity and Employment    
Eligibility          

7.   Unexpired employment

1.   Driver's license or ID card 1.   U.S. social security card issued

9.   Driver's license issued by a
      Canadian government authority

1.   U.S. Passport (unexpired or

I-688A)

issued by a state or outlying 
possession of the United States 
provided it contains a 
photograph or information such 
as name, date of birth, sex, 
height, eye color and address

by the Social Security 
Administration (other than a 
card stating it is not valid for 
employment)

Card (INS Form I-688)

expired)

photograph

Form I-327)

Document (INS Form I-571)

Employment Eligibility

(INS Form N-550 or N-570)    

2.   Certification of Birth Abroad
3.   Certificate of Naturalization    2.   ID card issued by federal, state issued by the Department of 

State (Form FS-545 or Form 
DS-1350)

or local government agencies or 
entities, provided it contains a 
photograph or information such 
as name, date of birth, sex, 
height, eye color and address

4.   Unexpired foreign passport,
with I-551 stamp or attached 
INS Form I-94 indicating 
unexpired employment 
authorization

3.   Original or certified copy of a
birth certificate issued by a 
state, county, municipal 
authority or outlying 
possession of the United 
States bearing an official seal

3.   School ID card with a

5.   Alien Registration Receipt Card
      with photograph (INS Form 
      I-151 or I-551)

4.   Voter's registration card

5.   U.S. Military card or draft record

6.   Military dependent's ID card 4.   Native American tribal documen
6.   Unexpired Temporary 

7.   U.S. Coast Guard Merchant
      Mariner Card

5.   U.S. Citizen ID Card (INS Form
7.   Unexpired Employment

I-197)8.   Native American tribal documentAuthorization Card (INS Form

6.   ID Card for use of Resident
8.   Unexpired Reentry Permit (INS Citizen in the United States 

(INS Form I-179)
are unable to present a 

document listed above:

For persons under age 18 who   

9.   Unexpired Refugee Travel

authorization document issued 
by the INS (other then those 
listed under List A)

10.  School record or report card10.  Unexpired Employment
Authorization Document issued 
by the INS which contains a 
photograph (INS Form I-688B)

11.  Clinic, doctor or hospital record

12.  Day-care or nursery school
record

Form I-9 (Rev. 11-21-91)N

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

Documents that Establish Both 
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INSTRUCTIONS FOR COMPLETION OF STUDENT  TIME SHEETS

1. The Federal College Work Study time sheet is WHITE. The Institutional Students
time sheet is YELLOW.

2. For each fund, the designated preparer (NOT A STUDENT) will complete Fund
Name, Department Name, and enter the week ending date on the time sheet.

3. Enter full Chartfield information: Account, Fund, Dept. ID, and Program.
If you pay students from different Chartfields, you must prepare a separate time
sheet for each Chartfield used. You should check the student’s AUTHORIZATION
FORM to verify correct Chartfield information.

4. The SUPERVISOR will enter the student’s name, Employee ID Number, and
Employee Record number in the appropriate spaces on the time sheet.

5. The SUPERVISOR will transfer, from the internal time sheet, time card, or log, the
number of hours worked to the time sheet in the appropriate block for each day
worked.

6. Each week, on the last day worked, the SUPERVISOR will ensure that each student
has signed the internal time sheet, time card or log to certify that the hours are a
true record of the student’s time worked.

7. At the end of each week the SUPERVISOR will ensure that the total hours worked
for each student are recorded on the time sheet.

8. At the end of each week, the SUPERVISOR will add his or her signature and date
at the bottom of the time sheet.

9. Completed time sheets must be submitted to the Financial Services Office no later
than 10:00 a.m. on Friday of the current week. STUDENTS MAY NOT DELIVER
TIME SHEETS TO FINANCIAL SERVICES.

NOTE: It is the responsibility of the supervisor to ensure that student hours worked
are submitted to the Financial Services Office by 10:00 a.m. on Friday of each
week. Hours submitted after the HR/CMS deadline will not be reflected in the
student’s next scheduled pay check.
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Appendix K
Community Service Activities and Programs


