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Student Employment Training
For Supervisors

It takes a Village!
Budget Office Linda Lentz
Career Services Dr. Kathy Clayborn
Grant Office Sandy Ahne
Human Resources Jannette Nance
International Engagement Pamela Woodard George
Student Financial Aid Leslie Knox
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UNIVERSITY OF CENTRAL ARKANSAS

Agenda

» Type of Student Employment
» Departmental Budgets

» Grant Accounting

> International Students

» Career Services

» Federal Work Study Process

> Human Resources
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Student Employment Funding/Eligibility

» Federal (FWS or CFWS)- Student must complete the FAFSA application to
determine eligibility.

» UCA/Institutional- Any student can apply for this type of position regardless of
FAFSA results.

» Grants- Any student can apply for this type of position regardless of FAFSA
results.
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Departmental Budget

» Types of Student Help:
650100-UCA Student Help (Institutional)
650200-Work Study Student Help (Federal)
650205-Work-Study Community Service

» Review Your Departmental Budget to ensure funds are
available before hiring either Institutional Student Help or
Federal Work Study (FWS) Students.
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Departmental Budget

» Students eligible for FWS funds do not automatically have
these amounts placed in the department budget in which

they are hired.

» Funds can be transferred from another departments FWS
line if all parties agree. Funds can not be moved from
Institutional Student Help, Extra Help, M&O, etc. to fund
this line. FWS funds must remain within the 650200

category.
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Departmental Budget

» Once Federal Work Study funds are near to being expended, two new student
hiring forms will need to be completed. 1) Ending Federal Work Study job (Can
provide copy of original hiring form with term date added). 2) Create new
hiring form for Institutional Student Help.

» |If the student is eligible for Federal Work Study funds and SO budget is
available, the student can be hired under Institutional Student Help provided
this line is in your department budget.
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Departmental Budget

» In FY21, Federal Work Study base funds were reduced.

» A portion of these funds are being temporarily moved
to each division and then distributed among
departments.

Questions????
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Grant Accounting

When a grant is awarded in Sponsored Programs, the Principal
Investigator/ Faculty member in charge of the grant is notified of
the new index number, and is reminded that the Student Hiring
forms are needed.

— 210XXX Federal Grants

— 22XXXX Federal Pass Through Grants

— 230XXX State Grants

— 24XXXX Private Grants
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Grant Accounting

» For grants, the index and fund numbers are the same
number.

» The account code will be 650900 Student Help on
Grant/Contract

» Once signed by Grants, the paperwork is routed to Human
Resources. .
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International Students

Does this student need authorization from International Engagement (IE)?
Only if they are here on an F-1 or J-1 visa

What type of work can the student accept on campus?

Student worker jobs (not Extra Help without permission from IE) EXCEPT for
Federal Work Study or if prohibited by terms of grant.

How many hours can an international student work per week?
Fall & Spring —

» While enrolled in classes (even if not full time), may only work a total of
20 hours a week regardless of the number of jobs.

» During officials campus breaks and holidays, may only work 40 hours a
week regardless of the number of jobs. If the student is not enrolled in
summer classes but has registered for Fall classes, the student may work

40 hours. ﬂ
UCA
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International Students

What documents must an international student provide for the hiring
packet?

» Passport (biographical page)

» Visa

» 1-20 (F-1 visa holder) or DS-2019 (J-1 visa holder)
» 1-94 Arrival Record

What about a Social Security number?

International students can only apply for a Social Security number after they
have a job offer form or letter (not more than 30 days before the
employment start date). Upon the student’s request, |E will prepare a letter
the student can give to the local office in addition to the other required
paperwork. Information on how to apply is on the IE webpage.
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Career Services

Dr. Kathy Clayborn

Posting Jobs and Student Worker Training

https://uca.edu/career/post-a-work-study-job/
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Training Certification

This certificate declares that

Robyn Test

has completed the

Step Ahead Training

On 6/22/2020 with a passing score of 100

Certificate ID LSOXIJI-CE000006

(@, CENTRAL |STUDENT SERVICES
W/, ARKANSAS | CAREER SERVICES
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Federal Financial Aid Process

Federal Work Study Current process

Student can send an email to finaid@uca.edu to confirm if they are eligible for
federal work study. That email response can be used as confirmation of

eligibility.
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Hiring Cycle and Paper Flow

e Federal Work Study packets are sent directly to
the Financial Aid Office.

e [nstitutional Work Study Packets are sent
directly to Human Resources.
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Human Resources Student Employment
Training

* Forms

¢ Hiring Process and Paper Flow

** Timesheet and Payroll Deadlines

¢ Time Entry and Approving Time (student/supervisor)

** Hours

L)

4

L)

* Best Practices
* FAQ’s
*Q&A

L)

L)
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UNIVERSITY OF CENTRAL ARKANSAS

“'"*x’-"'

Potential future process

Spring 2021

s All NEW work study students will be hired
through the PeopleAdmin applicant
tracking system and their new hire
paperwork will be collected through People
Admin records.
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Process

Complete the Student Hiring Packet

All student hiring forms can be found on the Human
Resources website.

Student and Hourly (Extra Help) Payroll

There will be a 525 fee assessed to the department forall time sheets
submitted after the due date.

< Go to the Human Resources Page
Student & Hourly (Extra Help) Payroll Schedule * (FY 2020)

< Internal Tools - Drop Down Arrow

Student Hiring Forms

R

» Select Paer” Hourly Timesheet ™(extra-help & student)

R

% SCFO” Down to Forms. Employeeﬂmeshe&tEntry\mtrust\ons’
Timesheet Approver Instructions
L)

% Select Student Hiring Forms
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UNIVERSITY OF CENTRAL ARKANSAS
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New Hire Packet

» Hiring Department Application for Student Employment
(ONLY FOR DEPARTMENTS THAT UTILIZE THIS FORM)

» Student Work Authorization Form — Please include All 3 Pages
(labeled by the Semester: Ex. Fall 2020 or Summer 2021)

* W-4 Form
I-9 Form (Pages 1 & 2)
Documents to Support the I-9

L)

4

L)

L)

e

*

e

*

e

*

Direct Deposit Form
Voided Check or Bank Letter
A Copy of the Social Security Card for Payroll Purposes

e

*

e

*
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UNIVERSITY OF CENTRAL ARKANSAS

Employment

HIRING DEPARTMENT APPLICATION FOR STUDENT

EMPLOYMENT
(The Hirlug Department must keep this form n the sradent’s emplovment file)

) A socal secunty card 15 datory for work autl 1n the United States of
A Amenca. In order to show proof of your ehigibility to work, you must present a
— social secunty card for the hiring department to copy. If you do not have a card or

1f you've lost or misplaced your card, contact the Social Security Adnunistration at

\ @ 1-800-772-1213. You may log onto their web site at www.ssa.gov.
N

(A signed legible copy of your social security card is acceptable.)

Date of Buth

Enrollment Information: Please

you would like to work on mstitutional work stu S
immediate preceding semester and plan to enroll for 1
any semester m which you plan to work on federal work

Are you ensolled for the term that you are seeking campus employ
What was your last term of attendance?

- ™~
What is the next term that you plan to attend? k \‘ ¥
Are you recerving a Graduate Assistantship of are you currently employed at UCA asa )
non-student?, If yes, you are not ehigible for employment on the College Work Sty A y
program. N
Are you currently a student worker on campus?

If yes, in what department and who is your supervisor? \ \\

T certify that I have answered the above questions truthfully and I understand that I cannot exceed
a total of 40 hours per week (20 bours for intemational students) regardless of the number of
departments in which I am employed I ako understand that my eamings from Work Study are
mtended to help me meet ecucational expenses

Student’s Signature; Date:
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Student Hiring Forms

L A Student Work Authorization Form
, ARKANSAS Fall 2020: 08/16/2020 -12/15/2020
Spring 2021: 12/16/2020 - 4/30/2021
___ New Hire Start Date ___Temmination Date:
___Re-Hire Start Date ____Rate Change Date:

(The New Hire start date listed must be on or after the start date that is provided on the 1-8 form page 2.)

SECTION T: Student Employee Information

Student Student D# enl Graduate | Lnfernational
Last Name First Name Assistant? Student?

SECTION II: Hiring Department Information

Department Time Sheet Approver Name Building/Room # Department Phone #
Tndex Fund Organization Account Program Payroll Account Code

f unknown contact HR)

“) TFunds Must Exist in Departmental Budget Wage Hours Hall 20 Spring 21

(T more than S15 per hour, you must attach mema with VF approval) | Per Hour | Per Week | 81520t 12/16/20 to
121520 43021

650100 TInstitutional Work Study Funds

650200 Federal Work Study Funds

650205 Community Service Federal Work Study Funds

650900  Grant Funds (Grant Office must sign below)

** Critical REMINDERS
e Astudent MAY NOT work more than 1,500 hours in the 12 month period July 1 to June 50
«  Tnternational Students may not work more than 20 hours in one week while enrolled.
a federal law and noncompliance may result in the student losing their visa status.
«  Students MAY NOT hegin working until the Supervisor receives a Student Employment Authorization email
from Human Resources.
> List all people who should be included in the Authorization email on line below:

Email Email: Email

Office of Student Financial Aid
Harrin Hall Sulte 200 | 201 Donaghey Avenue | Conway, AR 72035
501-450-3140 | uca.edu/tinancialaid
Page 102

CENTRAL Student Work Authorization For
ARKANSAS Fall 2020: 08/16/2020 -12/15/2020
Spring 2021: 12/16/2020 - 4/30/2021

SECTION II:
o Grant funded student employess requires signatures from the Grant office.

s Toquires signaturcs from the Intermational Programs (IP) office.

TP will cheek cligibility, approval and confirm the student has met all INS requirements to maintain F-1 status
and either has or will obtain a social security card.

Student Last Name Student First Name UCATD#

Supervisor Name/Signature Date

Student Supervisor

Girant Office Representative
[for Grant Funded positions]

Tnternational Programs Representative
[for Tnternational Students|

Other TCA Campus Employment
Tept Name :

Section 1V: Routing
e Ifhiring 630100 route to L luman Resources
e Ifhiring 630900 route to Grants Office
e Ifhiring 650200/630205 route to Student Financial Aid

Financial Aid: 650200/650205
+  Initial Approval
cFWS oCFWS  Award Amount: S,
Processed Date: Approved by:

«  ‘Transfer to 650100 Start Date (if applicable):
Fall Start Date: End Date: Spring Start Date: End Date:
Approved by:

Processed Date:

s Transfer to 650205 Start Date (if applicable):

Fall Start Date: End Date: Spring Sturt Date: End Date:
Processed Da Approved by
Grants Office: 650900
Award Amount: § Approved by: Processed Datc:
Human Resources Only
Authorized for Employment Approved by: Processed Date:

Offfice of Student Financial Aid
Harrin Hall Suite 200 | 201 Donaghey Avenue | Conway, AR 72035
501-450-3140 | ucs.eduffinancialaid
Page20t2
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Current Year W-4

w 4 Employee’s Withholding Certificate OMENo. 1ato 04
Form
» Complate Form W-4 so that your employer can withhold the correct federal income tax from your pay.
il kst 20
» Your withholding is subject to review by the IRS.

Departnen: & e I
ThaTs e us Sare

Step 1: To) Tt sl mosidhe el Tt s ) Social zmcurity number
Enter p— ¥ Doss your name match
Personal name o your social

" card? If 3, t anaurs yeu g

Sredit for your eainings, o:ota:
S al 80D 7721213 or ga lo

Cily o T, st sl 710 coxle,

(©) LI Single orMarried fling separately
] Marviad filing jointly {or Qualifsing wido(cril
] e " P thes Gosits af

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, o (2} are married filing jointly and your spouse
Multiple Jobs also works. The correct amount of withholding depends on income eamed from all of these jobs.

or Spouse Do only one of the following.

Works (a) Use the estimator at vowww.irs.q \pp for most accurate for this step fand Steps 3-4); or

(b) Us the Multiple Jobs Workshst on page 3 and enter the resultin Step 4{c) below for roughly accurate withholding; or
(c) If there are only two jobs total, you may check this box. Do the same on Form W-d for the other job. This option
s acourate for jobs with similar pay; othenwise, more tax than necessary may be withheld . . . . . »

TIP: To be accurate, submit a 2020 Form W4 for all other jobs. If you for your spouse) have self-employment
income, Including as an independent contractor, use the estimater.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3-4(b] on the Form W-4 for the highest paying job.}

Step 3: If your income will be S200,000 or less ($400,000 or less if married filing jointlyi:
Claim 4 i
Dependents Multiply the number of qualifying chilcken under age 17 by 2,000 §
Multiply the number of other diependents by $500 >3
Add the amounts above and enter the total here 3
Step 4 (a) Other income (not from jobs). If you want tax withheld for other Income you expect
{optional): this year that wion't have withholding, enter the amount of ather income here. This may
Oth inclucke interest, dividends, and retirement incorme . . co . 4a) s
or
Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
enterthe resutthere . . . . i 4 4p) ¢
(c) Extra withholding. Enter any additional tax you want withheld each pay period 4o $
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, comect, and complete.
Sign
Here ’ }
Employee's signature (This form is not valic unless you sign it Date
Employers | Employer s name and address First date of Employer identfication
only empioyment number (EIN}

For Privacy Act

‘and Paparwork Reduction Act Nolice, ses page 3. et No. 102200 Form W-4 v,
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Form I-9

Employ Eligibility Veri i
Department of Homeland Security

Employment Eligibility Verification

Department of Homeland Securi

Dey tand | y U.S. Citizenship and Immigration Services

U.S. Citizenship and Immigration Services

Section 2. Employer or Authorized Representative Review and Verification

» START HERE: Read carstully this form. The miusst be available, sither in paper or electronically, 17 40 and sign Saction 2 within Lory sl . You
uring completion of this form. Employers are liable for erroes in the completion of this farm, i 5 R Fher e L
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-autharized individuals. Employers CANNOT specify which Lot Name (Famiy fiome) First Nome (Given Neme) T T Cilzensnipiimiigaiion St
document(s) an emplayee may present to establish emplayment authorization and identity. The refisal to hire or continue to emplay Employee Info from Section 1 i | . ]
an individual because the documentation presented has a future expiration date may also constitute ilegal discrimination

List A OR List B AND ListC
[Section 1. and must complete and sign Section 1 of Form -9 no later Identity and Employment Authorization

Mantity
ploy
[than the first day of employment, but not before accepting a job offer.) Docurment Tibe Dacument Ttie Dacument Tille
Last Name (Family Neme) First Name (Given Name) Miodie inital (Onner Last Names Used (if any)
Tssuing Auihorty Tesiing Authorily TEs0ing ALThERy
| AQdress (Streel Number and Name) | ApL. Number City of Town | State AP Code Document Number Document Number Document Number
Expratan DalE (7 any)imm e ryy] Expratian Dale (7 Sy mmoa yyyy] Expwation Date (8 8yl [mmoayyyy]
Date of Bath (mmiddyyyy) | U.S. Sosal Security Number Employes's E-mall Aodress Empioyee’s Telephone Number

1 am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in Issuing Authority Additional Information
connection with the completion of this form.

Dacument Title

1 attest, under penalty of perjury, that | am {check one of the following boxes): Dacument Number

[ 1. A ciizen of ne United States Expiratian Date {if any)immiddyyyy)

[ 2. A nancitizen national of the Uniled States (See instructions)

Document Title
[[] 3. A lawtul permanent resident  {Alien Registration Number/USCIS Number)

[[] 4. An alien aumorized 1o work  Lntd {expiration cate, If applicabie. mAVAayYY): Issuing Authority
Some aliens may wiile "NiA” in The expiralion cale field. (See instructions)

Document HumBer
Aliens suthorized fo work must provide only one of the following document numbers o complete Form 1-8:

Do Mot Vit i This Space
An Alien Registration NumberUSCIS Number OR Form J-34 Admission Number OR Foreign Passpor! Number.

Expiraton Daie (7 anymmasyyyy)

1. Alien Registration Number/USCIS Number:
OR

Certification: | attest, under penaity of perjury, that (1) | have examined the dacument(s) presented by the sbove-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3} to the best of my knowledge the
empioyee is suthorized 1o work in the United States
3. Foreign Passport Numaer, The s first day of

Country of Issuance:

2. Fom -84 Adrission Numter:
OR

(See for

Signature of Employer of Authofized Represar

tive

Today's Date (mmiddiyygd | Tile of Employer or Autirized Represeniative

|5qr\31um of Employee Today's Date (mmicoyyyy) Last Name of Emplayer or Authorized Representaive | First Name of Empoyer o Auforized Representative | Employer's Business. or Organization Name
University of Central Arkansas

[Preparer andior Translator Certification (check one): Empiyer's Business or Organization Address (Strest Number and Name) | ity o Tawn [Stste [0 Cooe

11 did not use & preparer or ransiator. [ A preparer(s) andior isted Section 1. 201 Donaghey Avenue Conway AR 72035

(Fields below must be completed and signed when preparers ist an employee in ing Section 1,

Tattest, und ity of that I h ted i mum“ letion of Section 1 of this for d that to the be l]ﬂl [Section 3. (To be Signed by employer o )

st, under penalty of perjury, that | have assisted in the completion of Section is form an. st of my TB.- Dot of e =
the o 1o e and cor .:_n:e:uun:wmrm _ _ B Gate of Renie i spicatle)
Signature of Prepares or Transialor Today’s Date mmdiyy) ast Name (Family Name) st Name (Given Narme) idche Initial |Da|= vy
Y ; T 1 the ous grant of SUECAZALOn has expred, provide (e marTaton for the Gocumen of Tecept thal Sstsbishes

Last Name (Famiy Name) First Name (Given Name) sontin the space Below.
Document Title Document Mumber Expiration Date (ifany) immiicyyyy)

Address (Street Number and Name) City or Town State |ZIP Code
I atlest, under penalty of perjury, that 1o the best of my . this employee is to work in the United States, and if
the employ [ ined appear to be genuine and to relate 1o the individual.

‘Signanure of Employer or Authorized

Today's Dete. Name of Employer o Authorized Regresentative

° Emplayer Completes Next Page °

Foem 10 071717 N Page | of 3



UNIVERSITY OF CENTRAL ARKANSAS

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LISTA LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization
Empl Authorizati OR AND
1. U.S. Passport or U.S. Passport Card 1. Drivers license or ID card issued by a 1. A Secial Security Account Number
State or outlying possession of the card, unless the card includes one of
2. Permanent Resident Card or Alien ) R
Registration Receipt Card (Form 1-551) Umted States pmwded_ll contains a the following resfrictions:
1 ar such as (1) NOT VALID FOR EMPLOYMENT
N 3 name, date of birth, gender, height, eye
3. Foreign passport that contains a color. and address (2) VALID FOR WORK ONLY WITH
temporary |-551 stamp or INS AUTHORIZATION
1-551 printed notation on a machine- 2. ID card issued by federal, state or local
3) VALID FOR WORK ONLY WITH
readable immigrant visa govemnment agencies or entities, & DHS AUTHORIZATION
provided it a or

4. Employment Authorization Document information such as name, date of birth, | 2. Certification of report of birth issued

that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms
I-766) DS-1350, F3-545, F5-240)
s - . School ID card with a 1

3.
Fora i i alien 3. Original or ceriified copy of birth
to work for a specific employer 4. \oter's registration card certificate issued by a State,
because of his or her status: — county, municipal authority, or
a. Forsign passport: and 5. U.S. Military card or draft record territory of the United States
. o - bearing an official seal
= b. Form 1-94 or Form I-84A that has 6. Military dependents ID card ' S
the following: 7. U.S. Coast Guard Merchant Mariner 4. Native American tribal document
™ T"ﬁ same name as tha passport] Card 5. U.S. Citizen ID Card (Form 1-197)
an
8. Mative American tribal document
(2) An endorsement of the alien's 6. 1 Card for Use of
nonimmigrant status as long as 9. Drivers license issued by a Canadian Resident Citizen in the United
that period of endorsement has government authority States (Form 1-179)
not yet expired and the —
proposed employment is nat in For persons under age 18 who are | 7. Employment authorization
conflict with any § or ble to present a document document issued by the )
limitations identified on the form listed above: Department of Homeland Security

6. Passport from the Federated States of

Micronesia (FSM) or the Republic of 10 School record or report card

the Marshall Islands (RMI) with Form 11. Clinic, doctor, or hospital record
-84 or Form [-84A indicating
nonimmigrant admission under the 12. Day-care or nursery school record

Compact of Free Association Between
the United States and the FSM or RMI

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

\ N\
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(%) UNIVERSITY OF CENTRAL ARKANSAS’

Direct Deposit Form

UCA DIRECT DEPOSIT AUTHORIZATION FORM
Payroll / Account Payable / Travel

HR revised 05/29/2020

* These fields are required
Please check status: Qrull-time Faculty Qrart-time Faculty O Full-time staff Opart-time Staff OGrad Assistant Ostudent

Employee Name *Employee ID

Department Work Phone Home/Cell Phone

DNew Enrollment DNew Bank DSame Bank / New account Dchange in distribution

Changes made to account information must be received by the Payroll Office 10 working days prior to your regularly scheduled payday to be effective.

NOTICE: Only PERSONAL CHECKING and/or SAVINGS will be pted. R to dep

it into Business accounts will not be processed.

PLEASE READ THIS SECTION AND COMPLETELY FILL OUT THE REQUIRED INFORMATION. IF YOU ARE MAKING A CHANGE, YOU MUST COMPLETE ALL ACCOUNT(S) INFORMATION IN ORDER OF PRIORITY.

Banking Priority—Your net payroll can be distributed to up to THREE (3) different accounts , even if they are with different banks. Your pay will be distributed to each account according to the
order you have listed them below. (AP/Travel reimbursement can only be deposited into one account.)
Ex: Priority 1 = $50.00 into a savings account; Priority 2 = $100.00 into a checking account; and Priority 3 = remainder of check to another checking or savings account
Priority 1 = 20% to a savings account; Priority 2 = remainder (80%) of check to another checking or savings account
Checking or Savings —Every

is coded as either a checking or savings account with the bank. You must specify the type of each account listed.
Dollar Amount / Percentage—Specify dollar amount and/or percent you want deposited into each account.

Payroll / AP / Travel—Specify which accounts are for payroll and AP/Travel (AP/Travel reimbursement can only be deposited into one account.)

You must attach a VOIDED CHECK or a BANK VALIDATED LETTER/ACH FoORM for each account listed to validate the account information.
Your direct deposit enroliment/changes will not be set up without these documents.

Banking
Priority

C Checking  Write $ amount  Write
Bank Name Bank Routing Number Account Number S Savings Berpav.peciod BeC A peciod

*The TOTAL amount of your payroll direct deposit must equal 100% of your net pay*

| hereby authorize and request UCA to have my net payroll and AP/Travel reimbursement directly deposited to the designated checking and/or savings account as indicated. |
also authorize UCA to initiate any correction (debit) entries to my account, should such entries be necessary. The Financial Institution(s) named below is (are) also authorized to
make the same entries to my account(s). This authority is to remain in full force and effective until UCA has received written notification from me of its cancellation. | may give
such notice at any time, but | must allow UCA a reasonable time after receipt to act upon it. | understand that UCA is not responsible for the accuracy of the bank information |
have provided; and | understand that inaccurate information or failure to provide accurate information/documentation will delay the implementation of my direct deposit.

*Employee Signature, *Date,

You must attach a VOIDED CHECK or a BANK VALIDATED LETTER/ACH FOrRM for each listed to valid the information.

™




UNIVERSITY OF CENTRAL ARKANSAS

Example of Voided Check and Letter from

Bank

John Doe
123 Main St Dat
Anywhere US 10111 =

PAY TOTHE $
ORDER OF

DOLLARS

Your Bank
456 Main St
Anywhere US 10111

MEMO

: 123956784 |: amqa

MNon-Federal Direct it Enrollment Request Form
Authorization agreement for automatc deposits (ACH credits)

D [al r
1) Enswure entine formm is complete, fhen sigr and date
- Use T ABA rOuUling MasmiDer Iroem e SIale wisere YyOur AcCOounl was Cpersed
21 Ensure appropriate Employer mmummmmm
7] C s oy o

iy i Ermpioyer
COMmpany Drefers Or rOQUInes  ITeir own Ionm, wse SCoount hype. ru\mb-:.— B! ABLA FOUInG PRATRNT Do
e = )

4) Ml oy o I Micke: W is MOl NECESSarny IO empicyes O COMPRTY 1O retusr
o FOrTT 10 e Bk, Gnce eect Geposit 5 Set ug 1o The payroll systern)

Employer /| Company MName:

Employer Address City State Zip

| (W) BAATOATS e v Narmed COmMPEny 10 Feiane crec Srtnes 10 my Bk of Ammerics Crecking mmno/or
SaveiQs SCOOUMES I S160 DS Arkd 10 Crai INe SAMe 10 Such AMOUNT. | (W) S tRat rhe arigination
of e AGH IMANSACHONS 10 My (OUr) SOCOUNT MUST COMPy With e Provisions of LS. Law

Mote: Furds cen be
Account type
Account mumibers
ABA Routing Mumiber

Deposit Amount =% OR S

o ome or mpt
1 Checking [] Savings

an @ - o ol
Stare Acct Opened

(Flat Amount) OR [J] Remaining

Acocount type
ACOCOUNT murmiDeer

ABA Routing MNumiers
Deposit Amount “% OR §$

] Checking [] Sawings State Acct Opened

(Flat Amount) OR [C] Remaining

AcooUNT type
ACCOUINT MU e
ABA Routing Mumiber
Deposit Armount =% OR S

[ Checking [] Savings State Acct Opened

(Flat Amount) OR [ Remaining

It MOonkes 1o Which | am ot entitied are deposited 1o my Scoount, | BuThorize the Corrpany

Nnanciil INSIMUTon 1O NSt Saed IunaS And | SUIMOrS e Tinanceld INSIMUNIoN O &ct on e Compaany s diraction
AN 10 FEBUCT Saec funas. Tres. BUTROATY Will PBMMEIn o efMect Ll £ B COMEAry S Fecaesd wrillen
MOTNCATON PG MM Of (15, BeTTermIsn i SUCH THTHE S sn Swct Mannes as 10 AN Cormparnry and Snancial
STITLIRON B FERSOnaie CEECTUNIty 10 Bct on it

Emsaser]) MO CRnect the

First Mama Mecscla Marme Las: MName
Agdress Caty State Zip
Sagrature {secuered) Dane Tt Posrrises

NOTE WMo Crec SuhorrmBon Ml Drowsoe Thal The fecenese My fowoke. e sutfoss st only Dy molifysng
T OFQUAAIOn In BFe e SEeecilasd s Bhe. muthor st

U CA W
=X

00-53-22TBMSE 042010
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Social Security Card

600-00-0000

JOHMN DrOE

» Social Security Card Image should not be altered in any way.
* All Copies should be clear and legible.
e This is for Payroll Purposes only.
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Hiring Process and Paper Flow

e |dentify a student to hire.

e Complete the Student Worker Hiring Packet.

* Departments that have Institutional and/or Federal Funds and the student is
eligible to earn Federal Work Study funds you must hire them under Federal
Work Study before placing them on Institutional Work Study Funds.

e Submit Student Worker Hiring Packet.
* Federal Work Study packets are sent directly to the Financial Aid Office.

* Institutional Work Study Packets are sent directly to Human Resources.
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Timesheets and Payroll Deadlines

* Hours worked should be entered on a daily basis.

* This ensures time sheets are correct and can be submitted in a timely manner.
* Electronic time sheets must be submitted by the deadline
e Penalty for late time sheets is $25.00 per time sheets.

* |f the student or supervisor turns in a paper time sheet on the 3rd day after a pay period or miss
the online approval deadlines.

Instructions for entering and submitting timesheets.
https://uca.edu/hr/files/2019/10/InstructionsTimeSheetEntry.pdf
Instructions for approving timesheet
https://uca.edu/hr/files/2019/10/InstructionsApprovingTimeSheets-.pdf
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https://uca.edu/hr/files/2019/10/InstructionsTimeSheetEntry.pdf
https://uca.edu/hr/files/2019/10/InstructionsApprovingTimeSheets-.pdf
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Payroll Deadline Calendar

This Calendar Can Be Found on the HR Webpage underneath the Student and Hourly
Payroll Section labeled “Student & Hourly Payroll Schedule (FY2020)

Student and Hourly Schedule Fiscal Year 2020-21
2020-2021 Pay Period Student and Hourly Time Entry Deadline Approver Deadline
]
24 Jun-16 Jun-30 Jul-15-2020 Jun-16 Jul-01 11:59 PM Jun-16 Jul-02 11:59 PM
L L
1 Jul-01 Jul-15 Jul-31-2020 Jul-01 Jul-16 11:59 PM Jul-01 Jul-17 11:59 PM
2 Jul-16 Jul-31 Aug-14-2020 Jul-16 Aug-03 11:59 PM Jul-16 Aug-04 11:59 PM
3 Aug-01 Aug-15 Aug-31-2020 Aug-01 Aug-17 11:59 PM Aug-01 Aug-18 11:59 PM
4 Aug-16 Aug-31 Sep-15-2020 Aug-16 Sep-01 11:59 PM Aug-16 Sep-02 11:59 PM
5 Sep-01 Sep-15 Sep-30-2020 Sep-01 Sep-16 11:59 PM Sep-01 Sep-17 11:59 PM
6 Sep-16 Sep-30 Oct-15-2020 Sep-16 Oct-01 11:59 PM Sep-16 Oct-02 11:59 PM
7 Oct-01 Oct-15 Oct-30-2020 Oct-01 Oct-16 11:59 PM Oct-01 Oct-19 11:59 PM
8 Oct-16 Oct-31 Nov-13-2020 Oct-16 Nov-02 11:59 PM Oct-16 Nov-03 11:59 PM
9 Nov-01 Nov-15 Nov-30-2020 Nov-01 Nov-16 11:59 PM Nov-01 Nov-17 11:59 PM
10 Nov-16 Nov-30 Dec-15-2020 Nov-16 Dec-01 11:59 PM Nov-16 Dec-02 11:59 PM
11 Dec-01 Dec-15 Dec-31-2020 Dec-01 Dec-16 11:59 AM Dec-01 Dec-16 11:59 AM
12 Dec-16 Dec-31 Jan-15-2021 Dec-16 Jan-04 11:59 PM Dec-16 Jan-05 11:59 PM
13 Jan-01 Jan-15 Jan-29-2021 Jan-01 Jan-19 11:59 PM Jan-01 Jan-20 11:59 PM
14 Jan-16 Jan-31 Feb-12-2021 Jan-16 Feb-01 11:59 PM Jan-16 Feb-02 11:59 PM
15 Feb-01 Feb-15 Feb-26-2021 Feb-01 Feb-16 11:59 PM Feb-01 Feb-17 11:59 PM
16 Feb-16 Feb-28 Mar-15-2021 Feb-16 Mar-O1 11:59 PM Feb-16 Mar-02 11:59 PM
17 Mar-01 Mar-15 Mar-31-2021 Mar-01 Mar-16 11:59 PM Mar-01 Mar-17 11:59 PM
18 Mar-16 Mar-31 Apr-15-2021 Mar-16 Apr-O1 11:59 PM Mar-16 Apr-02 11:59 PM
19 Apr-01 Apr-15 Apr-30-2021 Apr-01 Apr-16 11:59 PM Apr-O1 Apr-19 11:59 PM
20 Apr-16 Apr-30 May-14-2021 Apr-16 May-03 11:59 PM Apr-16 May-04 11:59 PM
21 May-01 May-15 May-28-2021 May-01 May-17 11:59 PM May-01 May-18 11:59 PM
22 May-16 May-31 Jun-15-2021 May-16 Jun-01 11:59 PM May-16 Jun-02 11:59 PM
23 Jun-01 Jun-15 Jun-30-2021 Jun-01 Jun-16 11:59 PM Jun-01 Jun-17 11:59 PM
24 Jun-16 Jun-30 Jul-15-2021 Jun-16 Jul-01 11:59 AM Jun-16 Jul-01 11:59 PM
This schedule is subject to revisions if needed during‘the year Due ear{ly fon! payroll processing prior to Holiday Break
i @
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Best Practices for Hiring Documents

. Best Practices for 1-9’s can be found:
—  https://uca.edu/hr/files/2015/10/1-9bestpractices.pdf

e  Example of an International Student’s I-9 can be
found:

—  https://uca.edu/hr/files/2015/10/19Sample)1.pdf
e  Example of a Domestic Student’s I-9 can be found:
—  https://uca.edu/hr/files/2015/10/19SampleF1.pdf

Birth Certificate

e  Birth Certificate Number is 13 numbers, Usually
starting with 103-

Social Security Card

e [ssuing Authority for all social security cards is Social
Security Administration

Driver’s License

e Arkansas Driver’s License or ID, the issuing authority
will always be Arkansas DMV.

Do not sign anything past section 3 on Page 2 of the I-9.
White out cannot used on the I-9 or the W-4.

W-4: International Students

Can only claim Single, 0 or Single, 1 due to their status.
Write N.R.A. on the dotted line before Box 6.

Can not write exempt on Line7/.

Human Resources must receive original documents,
copies of the hiring documents will not be accepted.
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Frequently Asked Questions Page 1

Q: In the event that a student misses the deadline to enter time, what should the student do?

A: Timesheets are inaccessible after the pay period deadline. However, if the approver’s deadline hasn’t
closed you may call someone in Payroll and they can submit the timesheet to the approver ONLY and the
approver/supervisor may enter the missed hours for the student and then approve.

Q: If the student and supervisor both miss the pay period deadlines, what steps should we take to get the
student paid?

A: The missed time must be submitted on a paper time sheet. The Paper Timesheet PDF can be found on the
HR Website.

- Human Resources — Internal Tools - Payroll - Student and Hourly (Extra Help) Payroll- Hourly
Timesheet.

- Reminder: If a student misses a pay period they cannot place them on the next online timesheet, that

is considered falsifying a time-sheet. Hours that are entered on the time-sheet are for that pay period
ONLY.

Q: What is required when | am just needing to rehire a student?
A: You will need to submit the student worker authorization Form (All 3 pages).
— Adirect deposit form with a voided check or bank letter if they need/want to change banks or accounts.

— A W-4if they need/want to change their withholdings.
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Frequently Asked Questions Page

Q: What is required to terminate a student?
A: You will need to submit the student worker authorization Form (All 3 pages), with a termination date.
- Federal work study please send to Financial Aid First.
— Institutional work study please send it directly to Human Resources.

Q: How long does it take to hire students?

A: The Office of Human Resources cannot define a timeline for approvals. Based on the hiring manager’s

desired start date, the student’s hire form should be submitted in enough time for it to go through the flow

process, be checked for errors or anything that may need to be corrected and then entered into the system.
Q: How will I know how much money the student has left of his/her award?

A: The hiring manager is responsible for tracking student employees’ hours, pay and available funds. Hiring
managers that permit student employees to exceed their allowable hours or award amount, may be contacted
by Human Resources or Financial Aid requesting a termination form be turned in for the student.

Q: If a student has worked before, when is it required to complete a New Hire Packet?
A: If a student has not worked for the University for more than a year all new paperwork is required.

Example: If the student worked in Fall “18 but didn’t work Spring ‘19 or Summer ‘19 and works again Fall ‘19 a new
hire packet will be required.

Example: If a student worked in Spring ‘19 but Summer ‘19. Only a rehire form is needed if the student works Fall’19.
Example: If the Student worked in Spring ‘18 and doesn’t work until Fall ‘19 a new hire packet will be required since it

has been over a year since the student has last worked.
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Frequently Asked Questions

Q: Why didn’t the student get paid?

A: There could be a number of reasons a student did not get paid.

1. A student forgets to submit their time-sheet to their supervisor.
2. A student turned in a timesheet after payroll is already processed.
3. Other situations can be discussed with someone in the Payroll Department.

Q: Can students work over break/holidays?

A: When UCA is not in academic session (during semester breaks) students may work up to eight hours
per day and up to 40 hours per week.

— Subject to availability of work, supervisor approval, supervision, availability during that time and
eligibility of funds.
— Students who are not attending full-time classes in the summer are allowed to work up to 40 hours
per week.
Q: How do students find a job on campus?

A: Departments are expected to advertise their vacant positions through the department of Career
Services online tool called Handshake. This allows students looking for a job to identify the
departments that have openings.

— Handshake: https:/ /uca.edu/career/post-a-work-study-job/
— For more information, contact Career Services located on the 3rd floor of Bernard Hall.
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