Preparing Hiring
Documents
for a
Student Employee

Presented by Jannine Haggard
Student Employment Human Resources
University of Nevada, Reno
Phone: 784-3598
Email: jhaggard@unr.edu



mailto:jhaggard@unr.edu

Preparing Hiring Documents for a Student Employee

Learning Objectives

The participant will be able to:

e Prepare a Payroll Action form (PAF for a Student Employee):
New Hire

Previously Employed

Federal Work Study

Regents Award Program

Change of Account

Merit Increase
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e Prepare an I-9 for:
» U.S. Citizen
» Permanent Resident
» International Student Employee
» What dates can be used on I-9's for signature date and
certification date

e Prepare additional forms:
» Eligibility and Application for Student Employment
» Sexual Harassment Form
> W-4

e Know what documents are required for New Hire and Previously Employed:

» New Hire Packet
» Previously Employed Packet

How we don’t want you How we do want you
to feel when preparing to feel when preparing
documents. documents.
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Hiring Documents:
Hiring documents must be completed for all new student employees at least 3 days prior to the
students first day of work.

For students whose end dates are getting extended, only a PAF is necessary. A student PAF can only
extend the maximum of 2 terms: 1% term (8/16 — 12/31), 2" term (1/1 — 5/15), 3" term (5/16 — 8/15)

Employers are responsible for submission of original, complete and accurate employment documents.
Copies should be maintained by departments for auditing purposes. For a student employee to
receive a paycheck, all the hiring documents must be received, reviewed and approved by Student
Employment staff prior to the student’s first day of work.

Students must not begin working until all required hiring paperwork has been approved and
processed by our office. The effective date of the hire can be no earlier than the date the PAF
is received in the student employment office. The employer must submit all the required
paperwork a minimum of 3 working days before the deadline date for the pay period.

If the student is ineligible for the student employment category and hours were reported, those
hours must be paid by the department as a temporary worker through Business Center North
(BCN).

Position Control Numbers:

The department must include a position control number on each PAF. Position control numbers are
assigned to the department either by Planning, Budget and Analysis or Grants and Contracts,
depending upon the funding source. This number is not the same as the Job Board number. Our
office cannot process the hiring documents unless one of the offices named above have “linked” the
position control number and the department’s account number.

Since all student employment positions are temporary, all account lines on the PAF must have an end
date. If the account line will change during the year and all account numbers are known at the time
the initial PAF is submitted, include all accounts on that initial PAF. Student PAFs can only extend the
maximum of two terms.

Earning Codes:
The following earnings codes are used on the PAF to identify the type of student employment
http://www.unr.edu/career/docs/Workstudydates 3 .pdf:

On-Campus

STU = Regular Student Employment

STF = Student Flat Amount (Used by Student Employment approval only)

FW1 = Fall Federal Work Study Program

FW2 = Spring Federal Work Study Program

FW3 = Summer Federal Work Study Program — The University of Nevada, Reno does not offer a
summer work study program.

Literacy

AR1 = Fall Federal Work Study elementary school and family literacy reading tutors.
AR2 = Spring Federal Work Study elementary school and family literacy reading tutors.
AR3 = Summer Federal Work Study elementary school and family literacy reading tutors.
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date. If the account line will change during the year and all account numbers are known at the time
the initial PAF is submitted, include all accounts on that initial PAF. Student PAFs can only extend the
maximum of two terms.

Earning Codes:
The following earnings codes are used on the PAF to identify the type of student employment
http://www.unr.edu/career/docs/Workstudydates 3 .pdf:

On-Campus

STU = Regular Student Employment

STF = Student Flat Amount (Used by Student Employment approval only)

FW1 = Fall Federal Work Study Program

FW2 = Spring Federal Work Study Program

FW3 = Summer Federal Work Study Program — The University of Nevada, Reno does not offer a
summer work study program.

Literacy

AR1 = Fall Federal Work Study elementary school and family literacy reading tutors.
AR2 = Spring Federal Work Study elementary school and family literacy reading tutors.
AR3 = Summer Federal Work Study elementary school and family literacy reading tutors.



New Hire PAF

1. Prepared By - enter the employer who is preparing the PAF name (first and last),
phone extension and mail stop

2. Name - enter the student’s name (Last, First Ml) it is important to list the student’s
middle initial so that we can locate the appropriate student if more then one.

3. ID - Leave blank a Social Security No. and Student R #'s are not allowed on PAFs. The
student will not have an Employee Identification Number (ID) until they are entered in the
HRMS system.

4. Effective Date — enter the actual date that the student will begin working

5. Campus — enter UNR, it will always be UNR for the University of Nevada, Reno
Employees.

6. Employee Type — enter Student Worker I, Student Worker 11, 1ll, IV or V
7. Vice President —enter code for your Vice President Office
8. College —enter code for the College/Dean you are under

9. Dept. Code — enter your department code. This MUST be filled in and it is very important
to have the correct department code listed because this is where the student’s timesheet
will generate, you can always find your correct department code in CAIS under Human
Resources.

10.Dept. Name — enter the hiring department.

11.Position Number — enter the position number (5XXXX). This is the student’s pool number
and not the job board number. If you do not know your position number, you can contact
Planning Budget and Analysis at 784-6516 if state account, Sponsored Projects Office @
784-4040 if a grant account or look up in CAIS under Human Resources.

12.Begin Date — enter the actual date that the student will begin working (should be the
same as #4).

13.End Date — enter the last date the student will work. It can be prior to the end of a
semester but can not exceed the maximum of two terms. (fall term: 8/16 — 12/31
spring term: 1/1 — 5/15, summer term: 5/16 — 8/15).

14.Job Class Code — enter the Job Class Code depending on the Employee Type and must
be filled in (Student Worker | = 888111, Student Worker Il = 888222, Student Worker Il =
888333 Student Worker IV = 888444, Student Worker V = 888555).



15.Job Title — enter the job title used when the job was posted on Career Navigator (clerical,
lab tech, grader, etc).

16.Account Number —enter the account number that has been set-up to pay student wages
with. Make sure that it is budgeted, valid and linked to position number before submitting
to Student Employment.

17.Earnings Code — enter “STU” for the earnings code. It is very important to get the
appropriate earnings code listed especially if the student has been awarded work study
(see work study PAF for appropriate earnings code).

18.Hourly or Pay Amount — enter the student’s hourly amount. You can find the student’s
wage classifications at http://www.unr.edu/vpaf/hr/forms/documents/Manualdk 004.pdf.

19.Payroll Start Date — enter the actual date that the student will begin working (should be
the same as #4 and #12).

20.Payroll Stop Date — enter the last date the student will work. It can be prior to the end of
a semester but can not exceed the maximum of two terms. (fall term: 8/16 — 12/31
spring term: 1/1 — 5/15, summer term: 5/16 — 8/15).

21.Comment Box — enter the reason for the PAF being submitted and the job board number.
The PAF can not be processed without the job board number listed. You can obtain a job
board number by going to the Career Navigator website at https://reno-
csm.symplicity.com/employers.

22.Signatures and Date — a student PAF needs a supervisor’s signature, recommending or
appointing authority signature and date. PAF can not be processed without one of these
signatures

23.Employee Signature and Date — the student must sign and date his/her new hire PAF.
We can not process without the student’s signature and date.
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Last, First MI

UNIVERSITY

A
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Human Resources/Payroll Action Form (PAF)

This is a Human Resources/Payroll document only, and does not
constitute a contract or terms of employment.

| New Hire PAF |

Employee, Student W.

Prepared ,
By [-Jannine Haggard, 43598, Mail-Stop 105
Effective 1/5/07 SPECIAL CONDITIONS FOR
Date

CLASSIFIED EMPLOYEES ONLY:
This box must be checked and
initialed upon initial hire and

UNR campus | UNR when time limits are renewed.

Employee is not eligible

=1
Erelovee | Student Worker il L6] Term for Javoff rights per
presiens| VPAF collegel VPAF [ 8 | cofe | SE - UNR [o] nobt | Student Employment - UNR
Begin Date End Date
Contract Base ros| 50122 1/5/07 *8/15/07
Jop Cézzi 888333 Tigig “Clerical Grade Step
Account Number Earnings Code Hourly or Pay Amount % of FTE Payroll Start Date Payroll Stop Date
1101-104-0401 STU 9.00 1/5/07 *8/15/07
5 *a student PAF can only
5 extend the maximum of two
terms.
4
s *EXAMPLE
. fall term 8/16/06 12/31/06
; spring term 1/1/07 5/15/07
5 summer-term | -5/16/07 8/15/04
9
10
: State Pa
e netey hire
Appointment] FTE Pay ‘ Rate
Status| % Rate Code
COMMENTS: TYPE OF ACTION: (DESCRIBE IN COMMENT SECTION) New Appointment D Reappointment D Revision DSeparation

New Hire
Job Board #: 685432

ACTION CODES:

Employee must complete all of the following before this document is
accepted by the Nevada System of Higher Education.

I am am not retired under the Public Employees Retirement
System (PERS) .

POSITION CONTROL/BUDGET DATE I am am not currently required to have a Visa to be employed
- - in the United States. If so, specify Visa Type and Expiration Date

| Must have supervisor signature and date

SUPERVISOR DATE I am am not currently employed by the Nevada System of Higher
Education (University of Nevada Las Vegas, University of Nevada Reno,
Community College of Southern Nevada, Truckee Meadows Community
College, Western Nevada Community College, Great Basin College, Nevada

RECOMMENDING AUTHORITY DATE State College, or the Desert Research Institute) on another campus.

| Must have a appointing authority signature and date | 1f so, specify campus and job title below:

APPOINTING AUTHORITY DATE I accept all the conditions listed on this document. |23|
| Must have employee signature and date. |

HUMAN RESOURCES DATE EMPLOYEE SIGNATURE DATE
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OF NEVAD

A

RENO

1N Aea'd Human Resources/Payroll Action Form (PAF)

This is a Human Resources/Payroll document only, and does not
constitute a contract or terms of employment.

Regents Award Program
(RAP) PAF

Frepeits | Jannine Haggard, 43598, Mail Stop 105
Last, First MI
wane| Employee, Student W. e pare | 11/12/YY L o TR
This box must be checked and
1] 000123406 UNR  compue [UNR Y e
7Employee is not eligible
Ereloveel Student Worker 1V Term for Javoff rights per
oresi S VPAF College cobc [SE-UNR vePt | Student Employment - UNR
Begin Date End Date
contract sase Pos 50135 1ANY 12131YY or 5/15/YY or 8115YY
Job classi 888333 S JOBIClercal crade Step

Account Number Earnings Code Hourly or Pay Amount % of FTE Payroll Start Date Payroll Stop Date
] |Fall: Sorina and Summer| Redents Awatd |
1101-130-9020 RG1 10.00 8/22/YY El 12/31/YY
1101-130-9020 RG2 @ 10.00 1YY 5/15/YY
1101-130-9020 RG3 [o ] | 10.00 5/16/YY 8/15/YY
- [Student with fall ONLY Regents Award |
-130- 14
 1101-130-9020 RG1 10.00 8/22/YY 12/31/vy  [14]
. |Student with spring ONLY Regents Award |
, 1101-130-9020 RG2 10.00 11NY 5A5/YY
Student with summer ONLY: Regents Award
9
2130- 20
, 1101-130-9020 RG3 10.00 5M6/YY g5y [20
etiremen er Stfite an
R Code vethod Hire Progression
Appointment] FTE Pay ‘ Rate
Status| % Rate Code
COMMENTS: TYPE OF ACTION: (DESCRIBE IN COMMENT SECTION) D New Appointment D Reappointment D Revision DSeparation

Regents Award Program
Job Board #: 685432

NOTE: RAP Account # and Position # is provided by the
Financial Aid Office - 784-4666, unless noted otherwise.

ACTION CODES:

22

Employee must complete all of the following before this document is
accepted by the Nevada System of Higher Education.

I am am not retired under the Public Employees Retirement
System (PERS) .

POSITION CONTROL/BUDGET DATE I am am not currently required to have a Visa to be employed
in the United States. If so, specify Visa Type and Expiration Date

|Must have supervisor signature and date

SUPERVISOR DATE I am am not currently employed by the Nevada System of Higher
Education (University of Nevada Las Vegas, University of Nevada Reno,
Community College of Southern Nevada, Truckee Meadows Community
College, Western Nevada Community College, Great Basin College, Nevada

RECOMMENDING AUTHORITY DATE State College, or the Desert Research Institute) on another campus.

Must have a appointing authority signature and date | I so, specify campus and job title below:

APPOINTING AUTHORITY DATE I accept all the conditions listed on this document. |23 I
[ Student MUST to sign and date

HUMAN RESOURCES DATE EMPLOYEE SIGNATURE DATE




Account Change PAF

Follow the instruction for a New Hire PAF except for the following exceptions:

Account Line 1;

1.

Account Number — enter the account number that you are needing to change on the first
account line, the earnings code, hourly pay amount and start date.

Payroll Stop Date — enter the last date that the current account number in system is to
end.

Account Line 2:

3.

4.

o

Account Number — enter the old account number that you need to change on the first
account line, the earnings code, hourly pay amount and start date.

Payroll Start Date — enter the start date for the new account number in system to begin.

Payroll Stop Date — enter the last date the student will work. It can be prior to the end of
a semester but can not exceed the maximum of two terms. (fall term: 8/16 — 12/31
spring term: 1/1 — 5/15, summer term: 5/16 — 8/15)

Comment Box — enter the reason for the PAF being submitted and the job board number.
The PAF can not be processed without the job board number listed. You can obtain a job
board number by going to the Career Navigator website at https://reno-
csm.symplicity.com/employers.

Signatures and Date — a student PAF needs a supervisor’s, recommending or appointing
authority signature and date. PAF can not be processed without one of these signatures

Employee Signature and Date — the student does not need to sign PAF for an account
change.


https://reno-csm.symplicity.com/employers
https://reno-csm.symplicity.com/employers

PAGE 1 OF 1 N U isd Human Resources/Payroll Action Form (PAF) [Account Number Change PAF

OF NEVADA This is a Human Resources/Payroll document only, and does not
RENO constitute a contract or terms of employment.

Prepared

By [Jannine Haggard 3598x260. Mail Stop 105

Last, First MI

Effecti
vame [-Account; Change SeLIve 111/5/06 SPECIAL CONDITIONS FOR
CLASSIFIED EMPLOYEES ONLY:
This box must be checked and

UNR c UNR initialed upon initial hire and
ampus when time limits are renewed.

000123406

—
=]

Employee is not eligible

_ ;
Employee Student Worker-ifl Term for layoff rights per

Type NAC 284.438.

presitice VPAF college VPAF ] cofe | SE - UNR rebt | Student Employment - UNR

Begin Date End Date
contract Base P05 50122 11/5/06 5/15/07

o0 class ggg333 2l Clerical
Account Number Earnings Code  Hourly or Pay Amount % of FTE payroll Start Date payroll Stop Date
1 1101-104-0401 STU 10.18 8/22/06 11/14/06
5 1206-152-0022 STU 1018 11/5/06 5/15/07
3
4
5
6
7
8
9
10
e
Appointment] FTE Pay ‘ Rate
Status % Rate Code

COMMENTS: TYPE OF ACTION: (DESCRIBE IN COMMENT SECTION) D New Appointment DReappointment Revision DSeparation

Change in Account Number
Job Board #: 685432

ACTION CODES:

Employee must complete all of the following before this document is
accepted by the Nevada System of Higher Education.

I am am not retired under the Public Employees Retirement
System (PERS) .

POSITION CONTROL/BUDGET DATE I am am not currently required to have a Visa to be employed

in the United States. If so, specify Visa Type and Expiration Date

|Must have supervisor signature and date

SUPERVISOR DATE I am ___ am not currently employed by the Nevada System of Higher
Education (University of Nevada Las Vegas, University of Nevada Reno,
Community College of Southern Nevada, Truckee Meadows Community
College, Western Nevada Community College, Great Basin College, Nevada

RECOMMENDING AUTHORITY DATE State College, or the Desert Research Institute) on another campus.
Must have a appointing authority signature and date | I so, specify campus and job title below:
APPOINTING AUTHORITY DATE I accept all the conditions listed on this document. | 8 |

Student does not need to sign if not available |
HUMAN RESOURCES DATE EMPLOYEE SIGNATURE DATE




Merit Increase PAF

8.8 Merit

The employer determines frequency and manner in which merit raises are made within the job
classification schedule. Student employees should be evaluated on a regular basis, typically once a
semester. If the evaluation is satisfactory, a merit increase within the classification wage range might be
appropriate. A new PAF is required to submit this change. If the classification changes a new Job
Board number must be obtained.

If the PAF is submitted after timesheets have been generated, the wage on the pre-printed timesheet
must be manually changed to the new rate. The employer makes the change on the timesheet prior to
submitting it to the Payroll office.

Retroactive pay raise adjustments must be calculated by the employer and submitted on a PR-29 or
added to the employer’s student timesheet with a separate notation for previous hours. Contact Payroll
at 784-6653 for specific instructions.

8.9Promoting a Student Employee

To upgrade an existing position or if the job description changes substantially, a new PAF is required to
process this change. If the increase is greater than 10%, approval for a promotion is required by
Student Employment. A 10% increase is only allowed once per academic year.

Follow the instruction for a New Hire PAF except for the following exceptions:

Account Line 1:
1. Account Number — enter the current existing account line that was used for the old
wage.

2. Earnings code — enter the appropriate earnings code “STU” unless student is work
study.

3. Hourly or Pay Amount — enter the prior wage amount that you are changing.

4. Payroll Start Date — enter the original start date from the prior wage amount that you are
changing..

5. Payroll Stop Date — enter the day prior to the start date that the wage increase will take
effect.

Account Line 2:
6. Account Number — enter the current existing account number that was used for the old
wage or new account number if you are changing it for the wage increase.

7. Earnings code — enter the appropriate earnings code “STU” unless student is work
study.



8. Hourly or Pay Amount — enter the new wage increase amount that you are changing.
9. Payroll Start Date — enter the date that the wage increase should take effect.

10.Payroll Stop Date — enter the date that the student is expected to stop working. A
student PAF can only extend the maximum of 2 terms: 1% term (8/16 — 12/31), 2" term
(1/1 — 5/15), 3" term (5/16 — 8/15)

11.Comment Box — enter the reason for the PAF being submitted and the job board number.
The PAF can not be processed without the job board number listed. You can obtain a job
board number by going to the Career Navigator website at https://reno-
csm.symplicity.com/employers.

12.Signatures and Date — a student PAF needs a supervisor’s signature, recommending or

appointing authority signature and date. PAF can not be processed without one of these
signatures.

13.Employee Signature and Date — the student needs to sign PAF for a wage increase.



U.5. Department of Justice SAMPLE OFALIEN I-9 LIST “A” OME No. 11150136
Immigration and Wanwralization Sesvice EmBluTmeut E liﬁ' bility Verification

Please read instructions carefully before completing this form. The instructions must be available during completion
of this form. ANTFDISCRIMIMATION NOTICE: Itis illegal to discriminate against work eligible individuals.
Employers CANNOT specify which document(s) they will accept from an employee. The refusal to hire an
individual because of a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Mame: Last First Midd i Initlal Malden Mame
Worker Student X
Address (Street Mame and Number) Apt. # Date of Birth {mont vz pjea)
555 Sunshine | ane 44 12/25/84
City State Iip Code Soclal Security #
Reno Nevada 89557 000-00-0000

| am aware that federal law provides for
imprisonment and/or fines for false statements or
use of false documents in connection with the
complation of this form.

| attest, under penalty of perjury, that | am (check one of the following):
|:| & cltizen or natlonal of the United States
[ A Lawrful Permanent Resident jAllen # A
X1 An allen authorized to work untll 120/ - Epiration Date
{Allen # or Admisslon +;| 1-94—Number (Incated inside VISA)

Ermployes's Signature .
Student’s Signature

ate ot?lgaﬁﬁﬁre Must be within

Preparer and/or Translator Certification. {To be completed and signed If Section 1 is prepared by a person 3 WOrKINg days

This is ShOUkﬂeﬂ of my knowledge the infarmation 5 true and comect.

thar than the empioyee.) | attest, under penaity of pafury. that | rave assisted in the completion of bhis fonm and that to the of start date

on PAF.

only be

. Preparer'siTransator' s Sgnature
completed if = :

Print Name

employee is Address (Srast Mame and Mumbe, Oy, State, Fp Coda) Diate: jmorkvida yyear)
Physical Impaired and can not complete section 1

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one fram List C. as listed on the reverse of this form, and record the tidle, number and explration date, If any, of the

document{s)
List A OR List B AND List C
Document title: _Passport (Not Visa)
Issuing authority: Issuing Country
Diocument #: Passport Number
Expiration Date jr any): 22SSpOrt ExpirationDate ___;_ j _

Decument #:  1-94 Number (located inside \Visa)

Explration Date g amy): 1-20;Expiration Date—A copy of the I-20 must accompany 1-9

CERTIFICATION - | attest, under penalty of anlr_|ur'_n|rr that | have exﬂmlnal:l the documentis) presented by the above-named

employee, that the abowe-listed docu menttsﬁ 3

is eligible to work in the United States. (Staiiea

g and to relate to the employee named, that the
at to the best of my knowledge the employes
ay omit the date the employes begamn

employment.) ThIS date MUST be the start date on PAF when filled in. Okay if blank.

Signature of Employer o Authorized Represantathe Print MName Tit ke

Employer Signature First Name, Last Name Employer Title

Business or Crganization Mame Address [Siregt Name and Number, City, State. Zip Coge) Date jronthdayiea)

Department Name Street and/or Mail Stop, City, State, Zip Employer Signature—Must be

Jection 3. Updating and Reverification. To be compieted and signed by employer. within 3 WOI’kIng days

A. Neww Name i appiicaiie)

B. Date of rehin rmnmn-ﬁay;jfsh'?lfﬁ' gp%%agnlqll P

C. It employes's prevlous grant of work authorization has explred, provide the Information below for the document that establishes current employment

ellgiblity.
Document Title: Document #:

Expiration Date (rany):___J___ 5

| attest, under penalty of perjury. that to the best of my knowledge, this employes Is eligible to work In the United States, and IF the employes presented
docurmentis), the docurmentis) | have examined appear to be genulne and to relate to the Individual.

Slgnature of Employer or Authorized Representathe

Date frmonthidsiearn)

Form 19 (Rev. 11-21-01) Page 2



Sample of Acceptable I-9 Dates

The start date on the student’s PAF and the certification date on the student’s 1-9
must be the same dates.

FPayrell Start Date Payroll Stop Date

CERTIFICATION - lattest, under penalty of perjury, that | have examined the document(s) presented by the above-named
employee, that the above-listed document(s) apped d to relate to the employee named, that the

employee began employment on (month/dayfear) an}i that to the best of my knowledge the employee
is eligible to work in the United States. (State el i ay omit the date the employee began employment.)
Signature of Emplayer or Authorized Representative Print Name Title

Business or Organization Name Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

The employee and employers signature date MUST be within 3 working days of
the start date on the student’'s PAF.

Payrodd—etart Date Payroll Stop Date

Employee (Student’s) signature date

Erlw.:.m's SRnatune I e 'll Dte: frcmeiy/ J:l./3/07

[ ———— S ——— - g——— T —"j—— -

Employer signature date

Signature of Employer of Aumthorized Reprsentatie Pairst Mamse Ttk

Bursiness or Organtzation Name Address (Stroat Neme ang Mumber, CRy, State. Zip Code) Date
1/3/07




Student Employment Human
Resources

Mail Stop 105

Reno, NV 89557

(775) 784-3598

FAX: (775) 784-1073

University of Nevada, Reno

[ELIGIBILITY AND APPLICATION FOR STUDENT EMPLOYMENT]

Job Board # 685432 (For Current Fiscal Year) Student ID# R- 000XXXXXX

Employee Student W.
Name: Last First Ml

555 Sunny Lane Reno Nevada 89502

Address: Street City State Zip Code
Gender: OMale [X|Female Local Phone__ 775-555-5555 Email___Hiren@unr.nevada.edu
College/ Major Liberal Arts/Psychology Class Standing: OIFr. Soph. olJr. OSr. OGrad.
Currently employed on campus: No Yes X If yes, Employing Department__Library Hours per week_10

Eligibility for Student Employment — all students must be enrolled at the University of Nevada to be eligible
. Undergraduate enrolled in the minimum of 6 units and a minimum cumulative 2.0 GPA
. Graduate and Graduate Special enrolled in the minimum of 5 units and a minimum cumulative 3.0 GPA
. International, undergraduate—12 credits per semester and a 2.0 cumumlative GPA.
. International, graduate—9 graduate credits per semester and a 3.0 cumulative GPA.

Hours and Periods of Employment
e During class weeks—average of 20 hours per week
e During non-class weeks and summer—may work as many as 40 hours

Summer Employment
e To be exempt from FICA student must enroll for a minimum of 1credit for summer term I or Il (not mini-term)
e  The student must meet the GPA criteria and enrolled in the summer semester and/or one of the following:
1. Continuing student from the spring semester with a minimum of 6 credits earned
2. Registered for the upcoming fall semester meeting the eligibility criteria above
3. International student with current student visa status

Student Responsibilities/Expectations

e Student employment positions are part-time, temporary, hourly appointments and may be terminated at any time at the discretion of the
employing department.

e Provide information on job related criminal/traffic convictions, as appropriate. A conviction is not an automatic bar to employment,
but failure to provide such information may result in immediate termination.

e  Multiple, concurrent positions on-campus or in off-campus work-study must remain within the hour limitations. The student must
work with all their employers to ensure total hours from all positions remain within the limits.

BOTH THE EMPLOYER AND STUDENT MUST COMPLETE THIS SECTION IN ORDER FOR HIRING DOCUMENTS TO BE PROCESSED.

As the student employee, | certify that | have read, understand and meet the GPA and enrollment requirements for student
employment. | further understand that once | no longer meet them, my employment will terminate. 1 have read the University policy
documents related to Sexual Harassment, Drug Free Workplace, Procedures for Student Employees When a Work-Related Injury Occurs and
the Nevada Workplace Safety information.

Student’s Signature :%@/gﬁwié% Date__1/5/07

As the departmental representative, | confirm that the student meets the minimum grade point average requirement and is currently
enrolled at least half-time (6 units — Undergraduate, 5 units — Graduate) at this University. | have provided the student with the University
policy documents related to Sexual Harassment, Drug Free Workplace, Procedures for Student Employees When a Work-Related Injury
Occurs and the Nevada Workplace Safety information.

Departmental Signature___ TWMWHW@ Date__ 1/5/07
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Student Employment Human Resources
Mail Stop 105
University of Nevada, Reno Reno, NV 89557
Statewide » Worldwide (775) 784-3598
FAX: (775) 784-1073

Sexual Harassment Acknowledgment Form

To: All University of Nevada, Reno Employees
FROM: Christine Casey, Human Resources
SUBJECT:  NSHE Policy Against Sexual Harassment and Complaint Procedure

It is the policy of the University of Nevada, Reno that all employees receive a copy of the NSHE
Policy Against Sexual Harassment and Complaint Procedure, dated May 2003, and sign a form
acknowledging receipt of the policy.

A signed copy is a required document for hiring a student. Submit with the other required
documents in the hiring packet to Student Employment, Mail Stop 105.

I hereby acknowledge receipt of the NSHE Policy Against Sexual Harassment and Complaint
Procedure, dated May 2003, prohibiting sexual harassment. | understand I can contact Human
Resources if | have any questions about the policy.

Name (print clearly): Student W. Employee Date: 1/5/07
(First Name, MI, Last Name)

Signature: __Student Employee

Department where employed: Library

College/School/Unit: University of Nevada, Reno

Student Employee, student ID# R-_000XXXXXX
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