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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 Financial Aid.

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, religion, sex, national
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 Student Employment
Services. Students must obtain a Student Employment Referral at the Financial Aid
Service Center, online through their personal SalukiNet account, (or the International
Students and Scholars Office if an international student) before an employing department
may hire the student. It is important to check the Referral before interviewing the student
to determine Federal Work-Study (FWS) eligibility and the amount of the work award.

Delays in the system due to processing time may make the Financial Aid Office 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 should have the student obtain a new work referral online through their
personal Saluki Net account, (or the International Students and Scholars Office 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 Completed at the Financial Aid Service Center or anywhere a non-
International student can access their personal SalukiNet account to obtain a Student
employment Referral. International Students will need to go to the International Students
and Scholars Office. This section is used to inform the department of when the student is
eligible to begin work, the student’s base wage rate and the student’s FWS eligibility.

If the box, "'Student is eligible for regular student employment only.'" is 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 student files 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 Work-Study 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 Free Application for
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 student’s employment and payroll record.

Position Number — The position number that has been assigned by Student
Employment Services for the specific job within your department in which the
student is being employed.

Begin Date — The date the student is to begin work. (This date should not be
prior to the date identified in Section 1 as the date the student is eligible to
work. If it is noted that the student is eligible to begin work “Immediately”
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 attach a letter of justification to the
completed Referral.

Job Classification — The job classification for the applicable position number.
Employing Department — The department for the applicable position number.
Contact Person — An individual who can be contacted if there are questions
concerning the Referral.

Phone Number — Phone number of the contact person.

Mailcode — Mailcode for the employing department.

Community Service Job Number (if applicable)

Excess Qualifications/Market Adjustment Increase Amount (if applicable)
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 Purpose
-Function
-Natural Account
Use “500007 if this is an account with a line item expenditure budget.
Use “60000” if this is an account with a pooled expenditure budget.

AFF Optional Fields
-Dept Activity 1
-Dept Activity 2
(If left blank, the default value of “00000” will be assigned.)

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 additional accounts
are needed, complete the Student Employment Change in Assignment
Costing E-Form 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 are different fiscal
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 accounts are designated as having multiple-
function capabilities for indirect cost purposes. These accounts require an
A-21 Form (Student Employees Effort Distribution Form A-21). If your
account is a multi-function account, the completed A-21 Form should be
stapled to the back of the Student Employment Referral so that the student
can simultaneously return the forms to Financial Aid.

either the Financial Aid Service Center or the 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 and will calculate the
appropriate rate of pay. Hiring information will be entered into HRMS, and the
assignment number determined. This number will appear on the Student Employment
Time Entry report and will be required when completing most student employment E-
Forms.

FAO#35-4.doc:7/30/08 Page IV-6



Section IV - STUDENT EMPLOYMENT HIRING PROCESS

EMPLOYMENT ELIGIBILITY VERIFICATION (1-9) 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. Candidates 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 (1-9), which is available at
http://www.uscis.gov/files/form/i-9.pdf

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

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

e The hiring official must check complete information for List A or
BOTH Lists B and C.

e Verification requires view and documentation of identification
numbers and/or expiration dates where applicable.

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

(See EMPLOYMENT ELIGIBILITY VERIFICATION (1-9) form on the next pages.)
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Section IV - STUDENT EMPLOYMENT HIRING PROCESS

OMB No, 161 5-0047; Expures 0o30:09
Department of Homokind Security FOI:“? l."?. Emp!o_\'mgnﬁ
LS. Citizenshep and lmsgration Services Eligibility Verification
P of this form.

ANTI-DISCRIMINATION NOTICE: It Is Hlegal to discriminate against work eligible individuals, Employers CANNOT
specify which document(s) they will accept from an employee. The relusal to hire an individual because the documents have o
future expiration date may akso constitute illegal discrimination,

Please read instructions carefully before completing this form.  The instructions mast be avadlable during

Section 1. ﬁnplo_we Tnfarmation und Verification. 1o be completed and signed by emplovee at the time emplkovment begins

Pant Name:  Lad Furst Aiddle Intal Maiiden Name
Addross (Seeowr Nawe and Nawbord Apt. ¥ Date of Hirth {warhidavvears
Cry Stse Zip Code Sogal Seaurty #

¥ I attest. under penalty of perjury, that | am (chedk one of the follimwing)
I am aware that federal law provides for [ A sitizen cc mational of the United States

imprisonment and/or fines for false statements or [ & lewtul permanert residst ¢ Alies M) A
use of fulse documents in connection with the ] An st sseorized to work wikil
completion of this form. (Alican ¢ Adasiveica 8

Employee's Sigaure Do cmonhyidayyears

Preparer and/or Transltor Certilication. (To bw competed amd sypmed of Section 1 15 poepeared by a person other e the employee ) | atiest, ander
peralty of perfary v [ ivive axstated tn the complenon of thr ormw and thar 4o the best of my lvosfedee the nyformation is trve and correct

Preparors Transhuocs Signature PFrat Name

Adkdress ¢ Smoet Name and Nawber, City, Stase, Zip Codey Datg (mcmtiriday yoar)

Section 2. Emplo_\'cr Review and Verification. 1o be completed and signed by emplover. Examine one document from List A OR
examine one document from List B and oane from List C, as listed on the Teverse of this foem, and record the title, number and
expiration date, if any, of the document(s)

List A OR List B AND List C

=P,

Docomant tstle:

Is=ung aithocity

Decument #

Expiration Date ¢if amy
Docament .

Expiration Date (if amy.

CERTIFICATION - I attest, under pemalty of perjury, that | have examined the o pr d by the abeve-named enaployee, that
the above listed docunent(s) appear (o be gemuine and to reliate 1o the employ oo natned, that the employee began employment on

(movtly/ duyvear) and that 1o the best of my knowledze the enaployee is eligible to work in the United States, (State
employment agencles may omit the date the cnaploy ee began employ )

Sgnsiire of Employer o Athoeized Repeesmianive Pt Nae Tile

Husiness or Crganizabion Name sl Address (Sves Navw amd Naembvr: City. R0 Zip Codv) Date {ontialeays ve)

Section 3. Updating and Reverification | o be completed wmd simed by employer

A New Nume (1f geyicablel B Dute of Rehry (montividay year? (1f appiicable)
C. I emplovee’s prevecus grant of work audorizigwn has expired, provide the infi bedow for the that cuent employ Igabiley
Document Titke: Docunent #: Expuation Date {if mvy):

Taitesd, wdor penally of per bury, (et so the test of sy konow lodge, Giis comgrlinee 15 eligible (o work bn the Unlted Seates, s I Ghe employes peesniond
docmment(s), the document(s) | lave examined appear fo be gemiilne and 10 todate (o e Individust.

Segnmture of Esployer or Authoeized Represntative Drate rmomth gy year)

F'orm 1-9 (Rev. 060507 N
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Section 1V - STUDENT EMPLOYMENT HIRING PROCESS

LISTS OF ACCEPTABLE DOCUMENTS

an unexpired Arrival-Departure
Record, Form [-94, bearing the same
name as the passport and containing
an endorsement of the alien's
nonimmigrant status, if that status
authorizes the alien to work for the
employer

7. U.S. Coast Guard Merchant Mariner
Card

LIST A LISTB LIST C
Documents that Establish Both Documents that Establish Documents that Establish
Identity and Employment Identity Employment Eligibility
Eligibility OR AND
. U.S. Passport (unexpired or expired) | 1. Driver's license or ID card 1ssued by 1. U.S. Social Security card issued by
a state or outlying possession of the the Social Security Administration
United States provided it containg a (other than a card stating it is not
photograph or information such as valid for employment)
name, date of birth, gender, height,
eye color and address
. Permanent Resident Card or Alien 2. ID card issued by federal, state or 2. Certification of Birth Abroad
Registration Receipt Card (Form local government agencies or issued by the Department of State
1-551) entities, provided it contains a (Form FS-545 or Form DS-1350)
photograph or information such as
name, date of birth, gender, height,
eye color and address
. An unexpired foreign passport with a | 3. School ID card with a photograph 3. Original or certified copy of a birth
temporary I-551 stamp certificate issued by a state,
county, municipal authority or
outlying possession of the United
States bearing an official seal
. An unexpired Employment 4, Voter's registration card 4, Native American tribal document
Authorization Document that contains
a photograph . .
(Form 1-766, 1-688, I-688A, 1-638B) 5. U.S. Military card or draft record 5. U.S. Citizen ID Card (Form I-197)
. An unexpired foreign passport with 6. Military dependent's ID card 6. ID Card for use of Resident

Citizen in the United States (Form
I-179)

8. Native American tribal document 7.

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

Unexpired employment
authorization document issued by
DHS (other than those listed under
List4)

For persons under age 18 who
are unable to present a
document listed above:

10. School record or report card

11. Clinic, doctor or hospital record

12. Day-care or nursery school record

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

Form I-9 (Rev. 06/05/07) N Page 2

* NOTE: Under list A: # 2,
documents.

3, 8 and 9 are no longer acceptable
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Section IV - STUDENT EMPLOYMENT HIRING PROCESS

INSTRUCTIONS FOR DIRECTING THE STUDENT AFTER THE
STUDENT EMPLOYMENT REFERRAL AND 1-9 ARE
COMPLETED

When a department hires a student employee, they must determine where to send the
student for completion of the hiring process. If the student marked "An alien authorized
towork until_/ /" on the I-9 form, the student must return their completed Student
Employment Referral and 1-9 form in person to the Nonresident Alien Tax Specialist.
All other students should return their completed Student Employment Referral and 1-9
form in person to the Financial Aid Service Center.

Return of the Student Employment Referral and 1-9 form MUST be done by the student;
the student CANNOT return the Student Employment Referral via Campus Mail.
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Section IV - STUDENT EMPLOYMENT HIRING PROCESS

AUTHORIZATION TO BEGIN EMPLOYMENT

All of the above must be done BEFORE A STUDENT BEGINS EMPLOYMENT. If
a student does not bring a Supplemental Payroll Time Card on the first day of
employment, do not allow the student to work. Send the student directly to the Financial
Aid Service Center or the Nonresident Alien Tax Specialist to obtain proper
authorization. These cards indicate that a student has completed the appropriate papers to
allow the student to be paid, and that the student is an authorized student employee.

SOUTHERN ILLINOIS UNIVERSITY CARBONDALE
STUDENT EMPLOYMENT SUPPLEMENT PAYROLL TIME CARD

Period Worked  From:

To:

Name: Employee 1D:_
Department N Job Classification: -
Budget Purpose Description Budget Parpose Dept Activity 1 _ Dept Activity 2
| l
wk 1 Wk 2 Wk Wk 2 Wk Wk 2 Wk Wk 2 Wk | Wk 2
Non Cam Nan Com Ser Com Ser Com Ser Am Read Am Read Am Count Am Count Fam Lut Fam Lit
_ SerHowts  Hours Haours Hours ; Hours Hours Hours Hours Hours Hours
l | | ‘ ]
___Budget Purpose Description Budget Purpose o Dept Activity | Dept Activity 2
Wk | Wk 2 Wk | Wk 2 Wkl Wk 2 Wk | Wk 2 Wk Wi 2
Non Com Noa Com Ser Com Sa Com Ser Am Read Am Read Am Count Am Count Fam Lit Fam Lo
__Ser Hours Hours __Hours Hours Hours Hours Hours _Hours __Haours __Hours

I hereby certify that the above time recorded is correct and unless noted otherwise all work has been performed in a satisfactory manner.
I also certify that all hours reported as Community Service, America Reads, America Counts, and Family Literacy meet the definition and

the position has been approved for funding

Date:

Fiscal OfTicer Signature:
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