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Section IV- STUDENT EMPLOYMENT HIRING PROCESS

DETERMINING WHO TO HIRE

Financial Aid determines student eligibility for participation in the Student Employment
Program. Placement services are not offered by EialAid.

The employing department makes the decision as to which student applicant best meets
the job requirements. Employing departments may not discriminate in their hiring,
promotions or termination practices on the basis of race, color, religigmaénal

origin, age, disability, sexual orientation, or marital status.

STUDENT EMPLOYMENT REFERRAL

The Student Employment Referral indicates student eligibility for student employment
and provides other important information for Financial Aid $tddEmployment

Services. Students must obtain a Student Employment Refetha Financial Aid

Service Centenline through their personal SalukiNet acco(mtthe International

Students and Schola@ffice if an international student) before an dayng department

may hire the student. Itis important to check the Referral before interviewing the student
to determine Federal Woi&tudy (FWS) eligibility and the amount of the work award.

Delays in the system due to processing time may makertaadtal AidOffice unaware

that the student has applied for or accepted other aid at the time the Student Employment
Referral is issued. Therefore, if a Student Employment Referral is greater than thirty (30)
days old, you shouldave the student obtaimaw work referral online through their

personal Saluki Net accouifor the International Students and Schol@®ice if an

international student) to ensure that the information reflected on the Referral is still
accurate.
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Section IV- STUDENT EMPLOYMENT HIRING PROCESS

STUDENT EMPLOYMENT REFERRAL
SOUTHERN ILLINOIS UNIVERSITY CARBONDALE

SIUC s an Equal Opportmity/Affirmative Action institution and does not discriminate on the basis or ruce, color, religion, sex,
national ongin, e, disability, sexual orientation and/oe murstal status in any of it's employmenl practices.

SECTION 1 - TO BE COMPLETED BY FINANCIAL AID TEAM OR INTERNATIONAL STUDENTS AND SCHOLARS OFFICE

o Name: i . ) Student [ Number .
(Last) (First) (Middle) )
Student is cligible to begin work; [ ] Studentis eligsble for Regudar Stadent Employment only
| ] immedistely
| Jen__ 1 ¢ -OR-
— . || Student has accepted a Federal Work-Study Award.

Base Wage Rawe §

= Cument Work Award Balance § 7
TR 1y the mvinimaeme amanmt the sesdent will Ae pand

Award Period Ending Date / !

Referred by: Date.

SECTION 2 - TO BE COMPLETED BY THE EMPLOYING DEPARTMENT

To employ this student, this Referrad, an 1-9 (Employment Eligsbility Verification) and an Ethics form must be completed and returmed by the
student to the Financial Aid Office, Woody Hall B-360 o, if an international student, to the Nonresident Alien Tax Specialist, Miles 1all

Positson Number: __ ST (/44 4 1) 00  Begin Date: S

Job Classificatian . Depariment — )

Contact Person: o Phone #: Maileode: _ ==
Community Service Job ¥ (Employing Organization musi have job descriptionds) and job numbees) u,;;m‘n‘cd and on file at
the Financiad Aid Office.) S
Excess Qualification™arket Adjustment Incresse Amoant § B 5 (Indicate amount in § cent J;rcm‘mmt.(up to @ maximan of I
cents per hour ) 2 -

T Budget Dept Dept Nistural
. Budget Purposs Description _Fund Unut Purpose | Activity 1 | Activity2 | Function | Account_
—— — —— e ——t— —d
“Fiscal € )fﬁiﬁ@lum(s] Date ) o
Fiscal Officer Signature(s) = Dute '

b

. SECTION 31-70 BE COMPLETED BY THE STUDENT WIHEN REFERRAL 1S RETURNED TO THE FINANCIAL AID OFFICE |
OR THE NONRESIDENT ALIEN TAX SPECIALIST.

Teertify that 1 will abide by the policies of the Student Employment Program.

- Student §
SECTION 4 - TO BE COMPLETED BY STUDENT EMPLOYMENT SERVICES, P'INANCI;I. AID OFFICE

Approved by == = Date. — Assignment Number:
i [ | NewHire | ] New Assignment | ] Reactivate  ARI Purged: Total Hours Total Increase Amount s

Wage Components: ARI ExQual/MEt A _ JohClass _ Merit __ Min Wage Rate ol Pay
— ——

2180126 doc6/507
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Section IV- STUDENT EMPLOYMENT HIRING PROCESS

INSTRUCTIONS FOR COMPLETING THE STUDENT EMPLOYMENT
REFERRAL:

SECTION 1 CompletedattheFinancial Aid Service Center anywhere a non

International student can access their personal SalukiNet account to obtain a Student
employment Referral. International Students will needo to the International Students

and Scholars OfficeThis section is used to inform the department of when the student is
eligible to begin work, the studentds base

If the box,"Student is eligible forreqular student employment onlyis checked:

The student has either not filed a financial aid application or has filed a financial aid
application and is not eligible for FWS. The student will be paid from Regular Student
Employment funds. If the studgfiles a financial aid application and is determined later
to be eligible for FWS and they sign and return an Award Notice choosing to work FWS,
they will be automatically converted to FWS.

If the box"Student has accepted a Federal Weftudy Award: is checked:

The student has signed and returned an Award Notice choosing to work FWS.

All FWS students have been determined to have financial need based on the information
provided by the student and spouse or parents (if applicable) on the Frema#qpfor

Federal Student Aid (FAFSA) and the student has accepted a FWS award on their
Financial Aid Award Notice. The "Current Balance of Work Award" on the Student
Employment Referral is the amount of the student's FWS award that has not been earned.
This amount may change if information or financial aid awards change the student's
eligibility for financial assistance. The change in work award will be reflected on the
Student Employment Payroll Certification report under the column "Remaining FWS
Award".
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Section IV- STUDENT EMPLOYMENT HIRING PROCESS

SECTION 2 Completed by the employing department. This section will supply
information needed for the studentds em

e Position Numbef The position number that has been assigned by Student
Employment Servicefor the specific job within your department in which the
student is being employed.

e Begin Date The date the student is to begin work. (This date shuatlde
prior to the date identified in Section 1 as the date the student is eligible to
work. Ifiti s noted that the student is elig
the Begin Date should not be prior to the date the Referral is completed.) If
you have allowed a student to begin work prior to a Student Employment
Referral being processed, please attatgtter of justification to the
completed Referral.

e Job Classificatiofi The job classification for the applicable position number.

e Employing Departmerit The department for the applicable position number.

Contact Person An individual who can be contted if there are questions

concerning the Referral.

Phone Number Phone number of the contact person.

Mailcodei Mailcode for the employing department.

Community Service Job Number (if applicable)

Excess Qualifications/Market Adjustment Increase Amotirp(plicable)

AIS Accounting Flexfield (AFF). Since HRMS does not automatically

generate the segments of the AFF based upon the budget purpose, the form

preparer must provide:

AFF Required Fields
-Budget Purpose Description
-Fund
-Unit
-Budget Purpse
-Function

-Natural Account
Use fA500

000 i
Use fA600000 i

f this i s an account
f this is an account
AFF Optional Fields

-Dept Activity 1

-Dept Activity 2

(Ifleftblank,t he def ault value of AO0000O00GQC

You should provide all AFF numbers from which a student is likely to be
paid for this assignment; there is no longer a limit of three accounts.
Space has been provided for up to three accounts. If addidocounts

are needed, complete the Student Employment Change in Assignment
Costing EForm and attach it to the Student Employment Referral.
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Section IV- STUDENT EMPLOYMENT HIRING PROCESS

e Obtain Fiscal Officer Signatures

If the Student Employment Referral contains accounts in which there arewliffiscal
officers, the signatures of all fiscal officers are required.

Departments should maintain a copy of the Student Employment Referral for their
records once section 2 has been completed.

SECTION 3

Signed and dated by the student when he/she returns the Student Employment Referral to

NOTE:

Please remember that many accourgsiasignated as having multiple
function capabilities for indirect cost purposes. These accounts requir
A-21 Form (Student Employees Effort Distribution Forr2®). If your
account is a mulfunction account, the completed24 Form should be
staplel to the back of the Student Employment Referral so that the stu
can simultaneously return the forms to Financial Aid.

either the Financial Aid Service Centertbe Nonresident Alien Tax Specialist.
SECTION 4 Completed by Financial Aid Student Employment Services.

Upon receiving a completed Student Employment Referral, Student Employment
Services will ensure the student is still eligible for employment ali¢alculate the
appropriate rate of payiring information will be entered into HRMS, and the
assignment numbeletermined This number willappear on the Student Employment
Time Entry report and wilbe requiredvhen completingnost student employmekgt
Forms.
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Section IV- STUDENT EMPLOYMENT HIRING PROCESS

EMPLOYMENT ELIGIBILITY VERIFICATION (I -9) FORM

All students must comply with the Immigration Reform and Control Act of 1986. Each
employer must verify the identity and work eligibility of all student employees at the time
of hire. Cadidates that are unable to provide the necessary documentation are not
eligible to work. The verification must be documented by the hiring department on the
Employment Eligibility Verification form ({9), which is available at
http://www.uscis.gov/files/forny/9.pdf

Section 1:  Completed andigned by the student employee by the first day of
employment.

Section 2:  Completed by the hiring department upon verification of the student's
identity andwork eligibility within three business days of the first date of
employment.

e The hiring official must checkomplete information fokist A or
BOTH Lists B and C.

¢ Verification requires view and documentation of identification
numbers and/or expiratiorates where applicable.

e Sign and date the certification section (name, title and department).

(See EMPLOYMENT ELIGIBILITY VERIFICATION (F9) form on the next pages.)
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