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STUDENT EMPLOYMENT 
WEBSITE 

• Please bookmark the Student 
Employment website for future 
reference.   

• http://www.dickinson.edu/info/20082/financial_
operations/1530/student_employment  

• From the Dickinson Home Page: 
• Click ‘About’ 
• Click ‘Administrative Offices’ 
• Click ‘Financial Operations’ 
• Click ‘Student Employment’ 

• Primary means of communication. 
• Most up to date information. 
• Resource for both Students and 

Supervisors.  

http://www.dickinson.edu/info/20082/financial_operations/1530/student_employment
http://www.dickinson.edu/info/20082/financial_operations/1530/student_employment


PAYROLL FORMS 

• New Hires (students who have never 
worked anywhere on campus 
before).   
• Payroll Contract 
• W4 
• Form I-9 
• Direct Deposit 
• LST Form 
• COR Form 

• Re-Hires (students who have worked 
on campus before in any 
department). 
• Payroll Contract 
• LST Form 
 

 



GETTING STARTED 

• All forms must be completed prior to 
starting employment.  

• Students should use their home 
address on all forms.   

• Students who need to obtain a Social 
Security Number, may begin work 
prior to having a Social Security 
number.   
• Students will not be paid for their hours 

worked until a Social Security Number is 
received. 

• Once a Social Security number is entered 
into Banner, the student will be paid for all 
hours previously worked. 

 
 



PAYROLL CONTRACT 

• The payroll contract acts as 
the agreement between 
the supervisor and the 
student for: 
 The position or job title that the 

student is being hired for within 
the department. 
 The wage per hour the student 

will receive for the position. 
 The job duration or dates of 

employment the position will 
fulfill.  
 



• Banner FOAPAL 
• 60401 (IWS) vs 60402 (FWS) 
• 60403 (IWS CS) vs. 60404 (FWS CS) 

• Specify Rate per hour. 
• Select Dates of Employment.  (if the student was hired to 

work all Academic Year, please select Fall and Spring) 
• Designate a Primary and Secondary Approver for timecards.   



W4 FORM 

• The Internal Revenue 
Service requires a  
W-4 form.  

• The manner in which this 
form is completed 
determines the amount of 
federal tax withheld.   

• Most students claim ‘0’ or ‘1’ 
exemptions.   
 





W4 FORM FOR  
NON-RESIDENT ALIENS 

• Check only "Single" marital status on line 3 
(regardless of actual marital status). 

• Claim only one withholding allowance on line 
5, unless a resident of Canada, Mexico, or 
South Korea, or a US National. 
 Individuals from one of the excepted countries may 

claim additional exemptions if they meet certain 
criteria per their tax treaty.   

• Write "Nonresident Alien" or "NRA" above the 
dotted line on line 6. 

• Do not claim "Exempt" withholding status on 
line 7. 

1 
NRA 



FORM I-9 

• This form is required to verify 
an individual’s identity and 
employment eligibility. 

• A new employee must 
complete Section 1 of a 
Form I-9 no later than the 
close of business on his/her 
first day of work.  

• Supporting documentation 
is not required to verify the 
information that is 
contained within Section 1.  
 



FORM I-9-SECTION 1 

• To be completed by the Employee. 



FORM I-9-SECTION 1 

Employees must provide their: 
 

• Full legal name  
• Include his or her middle initial, if the 

employee has a middle name.  
• Current address, including street name and number 

(no P.O. Box), city, state and ZIP code  
• Date of birth   
• Check mark next to the appropriate box to indicate 

whether they are a U.S. citizen or national, lawful 
permanent resident of the United States, or an alien 
authorized to work in the United States.  

• Alien Registration/USCIS or Form I-94 Admission 
number and the date employment 
authorization expires  (if applicable) as listed on 
a DS-2019 or Form I-20 

• Signature and date  

 



FORM I-9-SECTION 2 

• The entire Form I-9 must be 
completed no later than the 
close of business on the 
employee’s third day of 
employment.  

• The employer completes section 
2 of the Form I-9 
 The employer must review 

documentation presented by the 
employee and record the 
applicable document information 
on the form.  

 



FORM I-9-SECTION 2 



FORM I-9-SECTION 2 

• The list of acceptable 
documents is contained on 
page 9 of  the Form I-9. 
• List A Documents establish both identity 

and work-eligibility. 
• List B Documents establish identity only. 
• List C Documents establish work-eligibility 

only. 

 
• Only original , non-expired 

documents are satisfactory. 
 



FORM I-9-SECTION 2 

• The employee may present any 
document contained in List A. 
(establishes both identity and 
work eligibility) 

 
• If the employee does not have 

a document contained in List A, 
the employee may present  
 (1) document from List B.  

(establishes identity) 
 AND 

 (1) document from List C. 
(establishes work eligibility) 

 



DIRECT DEPOSIT FORM 

• The college pays by direct 
deposit.   

• It is important for this form to be 
completed and signed in order to 
be paid in a timely fashion.  

• Prior to submitting this form, 
please verify the following 
information from a voided check: 
 The ABA Routing Number 
 The checking account number 

• A sample check appears on the 
next slide and can be used to 
assist you in completing the form. 

• A voided check should 
accompany this form. 
 



DIRECT DEPOSIT FORM 



DIRECT DEPOSIT FORM 



LST EXEMPTION FORM 

 This form is to claim 
exemption from paying the 
$52 annual Local Services 
Tax. 

 Any person making less than 
$12,000 is exempt from 
paying the $52 tax.   

 This form must be 
completed each calendar 
year.  

 





CERTIFICATE OF 
RESIDENCE FORM 

 This form is required by the 
Borough of Carlisle.  
 Pennsylvania residents must 

complete this form in its 
entirety using their 
permanent address and not 
a temporary residence  
(e.g. college address). 
 Grey shaded boxes/areas 

do not get completed.   





FWS VS. INSTITUTIONAL 

 
 

• Institutionally funded on-campus 
employment:  
• Provides part-time job opportunities for currently 

enrolled students, regardless of financial need.  
• Dickinson College pays 100% of the student 

wage.  
• Federally funded (Federal Work Study) on-

campus and off-campus employment:  
• Federal Work Study provides job opportunities 

for students demonstrating financial need to 
help pay for educational expenses.  

• Federal work study eligibility is reviewed each 
year and is determined by the FAFSA (Free 
Application for Federal Student Aid).  

• If a student is eligible for federal work study, the 
work study award will be included in the 
financial aid package.  



BUDGETING  
FWS VS. INSTITUTIONAL 

• Approximately 20% of each 
department’s total Student Wage 
budget is allocated to FWS and 80% to 
Institutional. 

 
Sample Budget 
• Equestrian Studies: 

• IWS: $8,000 
• FWS: $2,000 
• Total: $10,000 

• Preference should be given to FWS 
students if possible.  However, you should 
hire the best candidate for the job.   

• Departments should try to expend 100%+ 
on FWS funds.   

• If Equestrian Studies spends $8,000 in FWS 
and $1,000 in IWS, that is fine as long as 
they stay within the total budget 
allocation of $10,000.   



STUDENT EMPLOYMENT 
POLICIES 

National Student Employment Week  
• 2014 Student Employee and Supervisor of the Year Nominees 
• National Student Employment Week Events 
 
Payroll and Tax Forms  
• Payroll Contract 
• W-4 Form 
• Form I-9 
• Certificate of Residence 
• Local Services Tax Exemption Form 
• Direct Deposit Form  
 
Policies and Procedures  
• Student Handbook 
• Supervisor Handbook  

 
Information and Links  
• Wage Scale  
• Payroll Schedule  
• List of FWS Eligible Students  (password protected) 
• On-campus Jobs for First-year Students 
• Information for International Students  
• Zero-Based Budget Examples 

http://www.dickinson.edu/download/downloads/id/1112/student_employment_handbook
http://www.dickinson.edu/download/downloads/id/1112/student_employment_handbook
http://www.dickinson.edu/download/downloads/id/1113/supervisor_handbook
http://www.dickinson.edu/download/downloads/id/1113/supervisor_handbook
http://www.dickinson.edu/download/downloads/id/1114/wage-scale
http://www.dickinson.edu/download/downloads/id/1114/wage-scale
http://www.dickinson.edu/download/downloads/id/2202/pay_dates
http://www.dickinson.edu/download/downloads/id/2202/pay_dates
http://www.dickinson.edu/download/downloads/id/1116/fws
http://www.dickinson.edu/download/downloads/id/1116/fws
http://www.dickinson.edu/download/downloads/id/1117/fy_jobs
http://www.dickinson.edu/download/downloads/id/1117/fy_jobs
http://www.dickinson.edu/download/downloads/id/1117/fy_jobs
http://www.dickinson.edu/download/downloads/id/1117/fy_jobs
http://www.dickinson.edu/download/downloads/id/1117/fy_jobs


Q&A/DISCUSSION 
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