University of Connecticut School of Law

Student Employment Program

Student Employment Authorization CHECKLIST

On-Campus Employment

Applicant for Employment 

Never worked at the School of Law  
OR seeking another job placement

_____ Application (School of Law)

_____
Resume (Word document)


Lisa.Ouellette@law.uconn.edu


Susan.Severo@law.uconn.edu

New Hire USA citizen & Resident Alien
_____ Student Employment     


Authorization Information Sheet (green)
_____ Federal I-9 form (Section 1 only)  

            Identification documents must be presented (see back of form). 
_____ Federal W-4 form

_____ Connecticut W-4 form

_____ Student Payroll Agreement form
_____
UConn Direct Deposit Authorization Agreement form (optional)

Resident Alien

_____ W-9 Federal Tax Form


Re-Hire / Returning Employee  

Re-Hire / Returning Employee
Re-Hire / Returning Employee

_____ Student Employment 

Authorization Information Sheet (green)

(one form for each separate job and period of employment)
More than one job simultaneously
Work Study AND Student Labor funded jobs
_____ Student Employment 

Authorization Information Sheet (green)

(one form for each separate job and period of employment)

More than one job simultaneously
Work Study ONLY

_____ Authorization to Split Work Study Award form
Additional Forms Needed…..



       Revised 10/05/11
Please read this entire checklist and obtain all the documents that apply to your situation.  The Student Employment Program Office staff offers assistance to help identify and complete all the forms needed for placement on the University of Connecticut’s Student Payroll.











Non-UConn Students





_____ Request to Hire a Non-UConn Student





_____ Non-UConn Student 


	Acknowledgment Form








Legal Minor / Student under age 18





_____ Statement of Age form (obtain from high school guidance office)








International Student 


*forms in Student Employment Program Office


_____ *Student Employment     


	Authorization Information Sheet (green)


_____ *Foreign National Information Form


_____ *Federal I-9 form (Section 1 only)  


_____ Passport & USA Visa


_____ I-94 form (stapled in Passport)


_____ I-20 SEVIS form


_____ *Student Payroll Agreement form


_____ *UConn Direct Deposit Authorization      	Agreement form (optional)














