




Matriculated Yes	No      Taking Summer Class (es)    Yes   No


Enrolled	     Yes	No   Intent Statement 	


Accepted ________________ Date________


To be completed by Career Services








Term of Employment





Start Date   ______________________			Anticipated Date of Graduation _______________________          	Taking Summer Class (es)    Yes     No


										        Month		Year


Students are no longer eligible to work after they have completed their degree requirements, have been academically dismissed or are otherwise not matriculated and enrolled.


New Work Authorizations or recertification must be completed based on the schedule distributed by Career Services, Human Resources and Payroll








Eligible to Work _________Date________





Reauthorization/ Change in Employment Status 





Action type (please check one)	Effective Date _________


Reauthorization   Change in Status 





Type of change (check one and write in appropriate new information)  Termination    Pay Rate  _________      Banner Org_____________      Other _____________________________________________________________





Supervisor’s Signature__________________________________________________________________________


In hiring this student, I agree under penalty of law, to abide by all Federal regulations, State statutes, Board of Trustees’ resolutions and University policies regarding student employment, ONLY SOME of which are outlined on this form.








Matriculated Yes	No     Taking Summer Class (es)    Yes   No


Enrolled	    Yes	No   Intent Statement 	


Accepted ________________ Date________


To be completed by Career Services











Reauthorization/ Change in Employment Status  


A reauthorization or change in status can be done up to four times using the same form.  Please be sure both sides of the form are completed and the original form is a copy stamped by Career Services.  Reauthorization can only be done if a student has been continuously employed in your department.  If there has been a break in employment please complete a new Work Authorization Request.





Matriculated Yes	No    Taking Summer Class (es)    Yes   No


Enrolled	    Yes	N    Intent Statement 	


Accepted ________________ Date________


To be completed by Career Services











Student Employment Work Authorization updated August 2011


This is a 2-sided form and will not be accepted if both sides are not present.  





Supervisors should assist the student in completing this form and review the form BEFORE it is submitted to Career Services.





Career Services Use						Human Resources Use


Matriculated		Yes      No				Federal I-9		New


Enrolled			Yes	No	Intent Statement 		State and Federal W-4’s	New


Federal I-9		Completed Previously			Over 18 or working papers	Working Papers


State and Federal W-4’s	Completed Previously		                   Employee ID and Record #   ____________________________________________________________


Over 18 or working papers	Over 18	


Student may not begin work until this form is returned to the supervisor stamped.  AFTER New Student Worker’s eligibility has been 


verified at Career Services they will be directed to HR to complete federal and state  documentation. Returning students and changes


will be processed in full at Career Services.





Reauthorization/ Change in Employment Status 





Action type (please check one)	Effective Date __________


Reauthorization   Change in Status  





Type of change (check one and write in appropriate new information)  Termination    Pay Rate  _________      Banner Org_____________      Other _____________________________________________________________





Supervisor’s Signature____________________________________________________________________________


In hiring this student, I agree under penalty of law, to abide by all Federal regulations, State statutes, Board of Trustees’ resolutions and 


University policies regarding student employment, ONLY SOME of which are outlined on this form.








Reauthorization/ Change in Employment Status 





Action type (please check one)	Effective Date ________����__


Reauthorization   Change in Status  





Type of change (check one and write in appropriate new information)  Termination    Pay Rate  _________      Banner Org_____________      Other _____________________________________________________________





Supervisor’s Signature__________________________________________________________________________


In hiring this student, I agree under penalty of law, to abide by all Federal regulations, State statutes, Board of Trustees’ resolutions and University policies regarding student employment, ONLY SOME of which are outlined on this form.








Form Cannot be Processed





Date______________


Reason 


 Non-Matric      Not Enrolled     Required Proof of Identity or Work Eligibility       Additional Paperwork Required    Incomplete Form   Other





Comments ___________________________________








Matriculated Yes	No     Taking Summer Class (es)    Yes   No


Enrolled	     Yes	No   Intent Statement 	


Accepted ________________ Date________


To be completed by Career Services








Reauthorization/ Change in Employment Status 





Action type (please check one)	Effective Date __________


Reauthorization   Change in Status  





Type of change (check one and write in appropriate new information)  Termination    Pay Rate  _________      Banner Org_____________      Other __________________________________________________________





Supervisor’s Signature__________________________________________________________________________


In hiring this student, I agree under penalty of law, to abide by all Federal regulations, State statutes, Board of Trustees’ resolutions and University policies regarding student employment, ONLY SOME of which are outlined on this form.








Policy and Procedure Acknowledgement 





I have read the  student worker policies, including the “ Employee Confidentiality Policy Statement”, and will adhere to all policies.





Students will not work more than 20 hours per week during the semester, and 40  hours per week during semester breaks.  If the student works in another department the supervisor will contact the current supervisor to ensure the student does not exceed the allowed hours  for all  jobs.  





Students may not have a Regular Program Student Worker job and a Federal Work Study job at the same time.





The supervisor has reviewed the job expectations and the complete Student Worker Policy statement with the student. 





Supervisor’s Signature_______________________________________________________________________  Date________


In hiring this student, I agree under penalty of law, to abide by all Federal regulations, State statutes, Board of Trustees’ resolutions and University policies regarding student employment, ONLY SOME of which are outlined above.





Student’s Signature__________________________________________________________________________  Date________


In accepting this position, I agree under penalty of law, to abide by all Federal regulations, State statutes, Board of Trustees’ resolutions and University policies regarding student employment, ONLY SOME of which are outlined above.








Student (Arrive at Career Services with proper ID and proof of work eligibility, for more information visit careers.southernct.edu)





Student ID # _______________________  Over 18?  Yes  No   Date of Birth ___/___/___





Last Name                                                                 First Name 





Permanent Address __________________________________________________________


                                                                                                      Street                                                                                 apt# 


____________________________  Phone # ______________________


                 City                                       State                 Zip Code





a) Have you previously worked for SCSU?                         Yes       No


b) Have you previously worked for another state agency?  Yes       No


If yes to question a or b, where? _______________________________________


c)Work Status (check one)	Citizen/Permanent Resident	Alien Authorized to Work

















Supervisor (Students may not begin work until this form has been returned to you stamped by Career Services)





Department____________________________________________________





Banner Org # _________________People Soft #______________________





Pay Rate________________ 








Supervisor’s Name_____________________________________________





Phone Number________________________________________________





Does he/she currently work in another SCSU Department? Yes       No





How many hours a week? ____________________





Banner Org Budget Authority’s Signature _____________________________





Important notes


about Student Employment





The form must be completed in its entirety or the form will not be accepted.





This form is not accepted via campus or regular mail.  





The student must deliver their form in person.  Acceptance of this form may require that the student submit personal information.  For this reason the form should never be delivered by a student other than the student named on the form.  





Full legal names must be used on this form, and all other forms related to employment including timesheets.  





The supervisor will receive a timesheet via e-mail once the form has been processed.  Please allow up to 8 working days during busy periods.  





Students who have not submitted a timesheet in more than 3months will automatically be terminated and must complete a new Work Authorization and new I-9.











Revised 


See Side 2





              YES





New and Returning Student Workers: Verify work eligibility at Career Services.


After VISITING Career Services Students May be directed to complete additional paperwork


New Student Workers: Will be directed to HR to complete I-9 and W-4s.


International Students: Will be directed to Aimee Bonn to complete I-9 and W-4s.











