[bookmark: _GoBack]FALL 2014 Student Employment Form

This form is to be completed by Student, Supervisor, and Department Head.  The Student is to bring the finished form to the Technology Business Office to provide any required documents to finish the employment process and obtain his/her timecard.

NEW HIRES must do the Electronic I-9 on or before start date.  Required identification documentation is required within
three days after start date.  REHIRES need to bring identification documentation to Business Office within three days of start date.

https://secure.i9.talx.com/preauthenticated/LoginCaptcha.ascx?Employer=14300&Location=Z040
Do NOT fill out the electronic I-9 if you are a current/active Purdue employee, or rehire.  If you are not sure of your status, email Sally at sjcarter@purdue.edu.
Return this completed form to Sally Carter, Knoy 275.  Also bring appropriate identification, if needed, and RCR, if needed.

To Be Completed by Student Employee

Today’s Date: __________________  Projected Graduation Date: ______________________  PUID #: ________________________
Do you have relatives on the University Faculty, Staff, or Board of Trustees?  Yes _________________  No ____________________
If “Yes”, list relative’s name and relationship to you.  ________________________________________________________________
Have you ever been convicted of or pled guilty to a crime? If yes, state conviction (e.g., felony, misdemeanor), date, city & state, 
court action/sentence.  No ______  Yes ______ 
Explanation: _________________________________________________________________________________________________
Name: __________________________________________________________________________________________
Last						First				Middle
Local Address: _______________________________  Home Address: __________________________________
                         _______________________________                            __________________________________
Local Phone: ________________________________  Home Phone Number: _____________________________
PURDUE E-mail address: _______________________________________
Do you have Federal Work Study funding?  ___ Yes ___ No   If yes, PAF and job description must accompany this form.

NOTE: This is for FALL 2014 employment ONLY.
To Be Completed by Supervisor
Position Applying For: ____________________________________________________________________________________
Start Date: __________________  Department Name: ___________________________________________________________
Is this the last semester the student will be working for you?  _____ Yes // ____ No // _____ Don’t Know
Hourly Rate: ______________ // Max # Hours ________________ per week and / or Max # Hours ______________ per semester
Account Number(s): ________________________________________________
If student has FWS funding, a brief job description/duties must accompany this form.
Supervisor’s email address: _______________________________  Supervisor’s Printed Name: ___________________________
Supervisor’s Signature: _________________________________________________________  Date: ______________________

To Be Completed for Hire
Department Head: 	 ___________________________________________________  Date: ______________________
Business Office:	 	 __________________________________________________    Date: ______________________

To Be Completed for Separation
Supervisor or Dept Head: ___________________________________________________    Date: ______________________
Business Office:		__________________________________________________      Date: ______________________

If 41010000 is fund, RCR certification must be completed before student can begin work on NSF project.  Student should create an account at www.citiprogram.org (or log into existing account) and complete the RCR course titled “Responsible Conduct of Research”.  There is no charge for the course and its certification.  Print certification and bring to the Business Office with this Student Employment Form.  YOU WILL NOT BE PAID UNTIL THIS TRAINING IS DONE.
http://www.purdue.edu/research/vpr/rschadmin/rcr/Docs/RCR%20Quick%20Reference%20Card.pdf
