SECTION 8: FORMS
Student Opportunity Form 

This form needs to be completed and submitted to the Department Vice President when requesting new positions and/or rate increases only. 
Once the Department Vice President signs off on this form it needs to be returned to the Financial Aid Office.  If this form is not received by the Financial Aid Office, the pertinent job information cannot be entered in Banner or the job search engine on the web.  Important: This means that the position will not exist and any student working for the department cannot be paid until the information is received and entered in Banner and the job search engine on the web.  
Copies of the Student Opportunity Form can be requested from the Financial Aid Office.

Student Appointment Form

In order for a student to receive a timecard, this form (available only in the Financial Aid Office) must be filled out and the yellow and pink copies returned to the Financial Aid Office for processing.  Once the Financial Aid Office has completed the entry into the Banner system, the pink copy is forwarded to the Payroll Office for processing. The Payroll Office will then send the student’s timecard to her particular department supervisor. 
To ensure that these forms are processed as quickly as possible, supervisors need to make sure that all of the information on the top section of the Student Appointment Form is completed in full and is legible on all three copies of the form. 

Drop Form

Supervisors are required to complete this form (available only in the Financial Aid Office) when a student resigns, takes a leave of absence, goes on a study abroad program or is terminated from a position. The supervisor keeps the top white copy and all other copies are sent to the Financial Aid Office to be processed.  Once the Financial Aid Office has completed the entry into the Banner system, the pink copy is forwarded to the Payroll Office for processing.  After this form is processed in the Payroll Office, the student will no longer receive a timecard in that department. 

To ensure that these forms are processed as quickly as possible, supervisors need to make sure that all of the information on the top section of the Student Appointment Form is completed in full and is legible on all three copies of the form.
 I-9 Form 

Employment Eligibility Verification Form 
The information contained in this form is for employers to verify the eligibility of individuals for employment to preclude the unlawful hiring, or recruiting or referring for a fee, of aliens who are not authorized to work in the United States.  At the time students turn in the I-9 form they also need to provide documentation to verify their identity.  Students can refer to the back of the I-9 to learn which documentation they must provide.

W-4 Form

Federal Withholding Allowance Form
This form is completed so that the employer can withhold the correct federal income tax from an employees pay. Because tax situations may change, some employees may want to refigure their withholding each year. 

WH-4 Form 

State of Indiana Withholding Allowance 

This form should be completed by all resident and nonresident employees having income subject to Indiana state and/or county income tax and is required for ALL students, even if they do not live in Indiana.
Deposit Agreement
This form allows a student to choose whether her earnings are credited towards her tuition bill or deposited into a bank account. 
1st Source Bank Account 
If a student chooses to have her campus employment earnings deposited to her bank account, she may wish to open an account with 1st Source Bank.   1st Source Bank on Campus has a package of banking services designed just for college students.  It also includes a special checking account with unlimited check writing and no minimum balance to maintain. A Resource card for 24-hour banking is also available.
