Checklist for Student Hires - Federal Work Study Program 
NEW HIRES:  (student has never worked for the university before)
_____

Federal Work Study Job Card 

_____

I-9 form with copies of backup documents

_____

W-4 form 

_____

Local Services Tax Exemption form 

_____

Direct Deposit form (optional)

RETURNING STUDENT WORKERS:
_____

Federal Work Study Job Card



The information on file for the student worker will carry forward - if there are changes in address, W-4 information or direct deposit information, have student complete a new form and send with the job card.

Note:  

If you are hiring a student worker being paid from your department funds (not FWS), the same forms will apply except for the FWS job card. In addition, however, you will need to send Linda Delaney a memo stating who you hired, start date, rate of pay and an account number to charge.  You should use the non-FWS timesheet to submit hours (can be found on the payroll web site).

