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Student Employment Authorization Form

INSTRUCTIONS:






1. Student - complete the student section and forward it to the department supervisor.  

2. Supervisor or Department Head - complete the supervisor section and return to the Office of Human Resources, OC 213
Student Section













Have you previously worked for Carroll College?         
· Yes

· No - You need to complete an I-9, W-4, and MW-4 with HR. You will need forms of identification to complete the I-9. 
· A few examples are: Driver’s License & Social Security Card ~ Driver’s License & Birth Certificate ~ Passport

NOTE: You cannot start working until these forms are completed with HR.

Last Name




First Name



M.I.


Address








City/State/Zip
Cell Phone #





Preferred E-mail Address
Class Standing (Freshman, Sophomore, etc.)


Carroll ID#

Working during your scheduled class time is prohibited.  I agree not to work during my regular scheduled class time. 
Student Signature







Date


   
Supervisor Section 













Working during your scheduled class time is prohibited.  I agree not to schedule student during their regular scheduled class time.  New students cannot start working until they complete their hiring forms with HR.
Print Supervisor’s Name







Supervisor Signature







Date




Human Resources Section









 

         

 This Student is:
                Work-study eligible                       Regular college                    Pre-employment paperwork completed
For Stipend Positions:  Stipends can only be used to pay a student for research, grant work, internship or for Resident Advisors.  All other positions must be paid hourly.  


	   	           			           									


Start Date	    	End Date			Department & Position Title


										$			     


Account #						# of Pay Periods		Total Salary


$		      				


Hourly Rate		Total # of hours per week	








For Hourly Positions:	


													


Date Employment Begins					Position Title


													


Department Name					Account #





I authorize this student to work in the department indicated above.  I have verified that the following funds are available for these wages.	Wage from Pay Scale:  $_____________   Approval needed from HR to deviate from Pay Scale.











