Student Employment Hiring Process
MUST Complete All 4 Steps

Once ofered a position the bllowing MUST be done béore
working any hours:

A Student Employment Packet can be accessBi\&E.EDU-Jobs--REV IR U
Studen Ws.



STUDENT WORK ASSIGNMENT AND PAYROLL AUTHORIZATION

MUST BE SIGNED BY ALL PARTIES BEFORE STUDENT CAN BEGIN WORK.

STUDENT INFORMATION

NAME STUDENT ID # NUMBER OF CREDITS ENROLLED

INSTRUCTIONS / CONDITIONS OF STUDENT EMPLOYMENT:
1. lunderstand that | must complete an application, 1-9 and a W-4 form and supply the necessary documents to support the I-9 to the
Human Resources Office (ORB 106) before | am eligible to work as a student employee.
2. If lamill or unable to work due to extenuating circumstances, | must call my Supervisor within one hour of the normal starting
time for work and inform the Supervisor of the nature of the absence. | acknowledge that repeated tardiness and/or absences
may result in termination.




6WXGHQW (PSOR\HH 6WDWHPHQW RI 8QG
)DPLO\ (GXFDWLRQ 5LJKWV DQG 3ULYDF\ $F

XQGHUVWDQG WKDW E\ YLUWXH RI P!
DW 1RUWKZHVW &ROOHJH , PD\ KDYH D

FRQWDLQ SULYDWH DQG LQGLYLG&DWVEQ R\GHUHNVR I LDEFK LY IR
WKH )DPLO\ (GXFDWLRQ 5LJKWV DQG BUALIDKQGEHW VN DIBGC MUK |
LQWHQWLRQDO GLVFORVXUH E\ PHURI]MXISH U RRQUPRXNWALR Y X\ER
FULPLQDO DQG FLYLO SHQDOWLHYV LPSRVHG E\ ODZ , IXUWKI
XQDXWKRUL]J]HG GLVFORVXUH DOVR YLRODWHYV 1RUWKZHVW &l
FDXVH IRU GLVFLSOLQDU\ DFWLRQ ILRFABRGEQQIPIHPHM & IKPAW/HK FL
FULPLQDO RU FLYLO SHQDOWLHY DUH LPSRVHG

6LIQDWXUH RI 6WXGHQW (PSOR\HH VRU 'DWH 6 L' JBQ/DAV X |

SOHDVH UHWXUQ WKLV IRUP WR WKH +XPDQ 5H!



Student Employment/Hire Application Form Part Il

Please complete form and submit to HR in ORB 106.

FirstName: Middle Name: LastName:
Address: City: State& Zip.
PhoneNumber: AlternatePhoneNumber: EmailAddress:

Areyoulegallyauthorizedto work in
the United States?Intern

Revised O(QiMIHAHH




Agreement

The filing ofan application is the preliminastep toemploymentanddoes notimply that the applicant is
boundto accept employmenhor that the employmentwill be offered. Employment practiced the College
arebased ora policyof securing atny givertime for any giverpositionemployeeswith the best training,
experience, an@djudgedability for the positionand salaryas advertisedAll Collegehiring isconsistent with
Collegepolicyandsubjectto availablefunding.

Having madepplication with NorthwesCollege, herebyauthorized the releasef information directlyto said
institution and/orits representatives(s).releaseandhold harmlesgpresent andoast employersteferences,
andall personandinstitutions whomsoeverfrom any chargdecause of furnishing information.

| herebycertify that all informationand statements provided by men this application or relatedo this
application aregrue andcomplete tothe best ofmy knowledgel have withheld nothing thatvould, if
disclosedaffect this application unfavorablyam awarehat shouldany investigatiorat any timediscloseany
misrepresentatioror falsification,my application may beejectedor | may be dismissed from Northwest
Collegef alreadyemployed.
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BY SIGNINBELOW, | certifjnat | have read anégreewith these statements.

Applicart Signature Date

Student Employment Statement
Student employment is defined as students hired in positions throughout the
campus to be of assistance to designated area of employment for a total of not
more than 20 hours per week. To be eligible for student employment, student
must be taking a minimum of 6 credit hours per semester from Northwest
College. Students who are hired must complete all paperwork (Student
Employment/Hire Form, Student Work Assignment and Payroll Authorization,
FERPA form, W-4, I-9, and IDs and returned to ORBBEF)REtarting
employment. Student employment is on a semester by semester basisaanie
discontinued at any time for any reasot. hired, | agree to abide by Northwest
College student employment policies.

By signing below, | acknowledge that | have read and understand the above
paragraph.

Revised(0nMOHAHH
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