STUDENT EMPLOYMENT AUTHORIZATION FORM

Departmental Hires Only

To be completed by Supervisor or Department Head

This form must be completed for each student your department hires each school year.  This authorization form does not pertain to student employment arranged by the Financial Aid Office.

Student’s Name:
Student ID Number:      

 FORMTEXT 
     (should begin with “8”)
Hire Date:     
GL# to Charge:  fund       org      account                prog 01
                                                                        (613220 Student assistant)      

Hourly rate of pay: $     
Supervisor responsible for approving timesheets online:
Authorized By:__________________________________________   
(Once form is complete, please print, sign and return to Rene Baker)
Incomplete information or failure to complete an I-9 form will cause a significant delay in

the payroll process.  Please verify that all students have completed an I-9 form and a direct deposit enrollment form prior to employment.  The I-9 form requires documentation which establishes both identity and employment eligibility 










Rene Baker











Payroll Coordinator









             Business Services










(704)894-2461

