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Eligibility Requirements for
Student Temporary Employees
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p To work during the summer a student
™ maas MUSt be enrolled in at least one
summer session

Must have been enrolled in the spring
semester and Is pre-registered for fall.

To work beyond the last day of finals
a student must be enrolled in the next
ll semester.



Hiring Packet

A new hire packet consists of:

Student Temporary Employee Authorization
signed by supervisor and student must
complete for all student employees

W-4 Tax Form
NC-4 Tax Form

-9 completed and signhed by supervisor and
student

Printed confirmation of completion of E-verify

In Student Employment (i.e. copy of license and Social
security card)

Automatic Payroll Check Deposit Service




How to Hire

If your student HAS worked on campus before (within the past year) you
will need to submit

e a Student Temporary Employment Authorization form
HAS NOT worked on campus before (or three years since they have)

e Fill out a Student Temporary Employment Authorization form with
your student worker.

e Have the student to bring the below documents to the 3rd floor of the
JET Bldg Schedule an appointment at the link

https://appstate.joinhandshake.com/login
e Fully completed Student Temporary Employment Authorization form

a. Section 1 of the I-9 and accompanying required documentation
b. NC-4 or NC-4EZ tax form
c. W-4 tax form

Inform New-Hire students that they MUST be authorized by the Office of Student Employment
before their first day of work, this includes any training.


https://studentemployment.appstate.edu/filecabinet/71
https://studentemployment.appstate.edu/filecabinet/71
http://maps.appstate.edu/campus-map/75
https://appstate.joinhandshake.com/login
https://studentemployment.appstate.edu/filecabinet/71

Tier Pay System

Library Student Employee
starting wage is $7.75 per
hour for undergraduate
students, $8.75 for
graduate students.

We also allow flexibility for
experience and skills.

Returning student receive
wage increases each year.

University Libraries Student Employee

Tier Pay System

Entry Level — Tier 1
Starting Wage - $7.75

Justification: To stay competitive with jobs elsewhere on campus

Student requirements:
« Must be enrolled in at least six credit hours
» Must follow polices and guidelines set by the University Library
« Must complete all necessary forms and paperwork
+ Must be willing to serve as a good role model for student using the Library and
exemplify superior customer service

Each Student employee who returns to work the following year will receive a .25 raise
effective July 1 of the following year.

MNACE Competency requirement:
« Critical Thinking — Sound reasoning and judgement
+  Oral/Written Communications — Communicate and articulate clearly to a variety of
audiences
Team Work — Create good working relationships with coworkers
Digital Technology — Have a basic knowledge of digital technology
Leadership — Use interpersonal skills to develop and motivate others
Professionalism — Exhibit effective work habits
Global/lntercultural Fluency — Ability to interact respectfully with all people

Intermediate Level — Tier 2
Starting Wage - $8.00 to $8.50

Justification: 2 semesters experience and developed expertise and/or accomplishing
more complex responsibilities or equal experience and skills

Students requirements:
= Must have 2 semesters of library experience and a satisfactory evaluation from
supervisor or equal experience and skills

MNACE Competency requirement: (all above requirements in addition to the following)

« Critical Thinking — Use of Analytical skills to make decisions and overcome problems
Oral/Written Communications — Employ effective public speaking skills
Team Work — Able to work well in a team environment
Digital Technology — Able to use digital technologies efficiently to complete tasks
Leadership — Utilize the strengths of others to achieve a common goal
Career Management — |dentify skills, strengths. knowledge, experiences and areas of
growth related to position.




Tier Pay System

Library Student Employee
starting wage is $7.75 per
hour for undergraduate
students, $8.75 for
graduate students.

We also allow flexibility for
experience and skills.

Returning student receive
wage increases each year.

University Libraries Student Employee

Tier Pay System

Student requirements:

Students have developed expertise or are accomplishing more complex
responsibilities

Students are handling responsibilities just below that of full-time staff. Usually
involves detailed work

MNACE Competency requirement: (all above requirements in addition to the following)

Critical Thinking — Work preemptively to solve problems and make decisions
Oral/Written Communications — Utilization of oral and written communications for
professional use outside the team to the public

Team Work — Able to use collaboration efforts to individuals on the work team

Digital Technology — Able to use digital technologies to enhance organizational efforts
Leadership — Utilize the strengths of others to achieve a common goal

Career Management — Gain practical experience towards your professional goals, i.e.
internship

Global/Intercultural Fluency — use skills to engage in helping broaden the library's
diversity goals

Advanced Level — Tier 4
Starting Wage - $10.50+

Justification: 6 semesters experience and developed expertise and/or accomplishing

more complex responsibilities or equal experience and skills

Student requirements:

Students are responsible for high level work and often train other student workers

MACE Competency requirement: (all above requirements in addition to the following)

Critical Thinking — Work with little to no supervision to solve problems and make
decisions

Oral/Written Communications — Relays oral and written communications for
professional use outside the team to the public

Team Work — Able to use collaboration efforts to individuals in other groups as well as
the work teams

Digital Technology — Mastery of digital technologies to enhance organizational efforts
and aid in training others

Leadership — Lead work team efforts towards a team goal




VIRTUAL JOB FAIR
Friday, August 14
2 p.m.

Take part in our virtual, online job fair where you can connect in
real time with our hiring departments and supervisors.

Visit the link below to join
https://appstate zoom.us/j 93671154985 *pwd=Nnkvb2Y3emlIOTNRRZVEaUpRZndpZz09

University Libraries

AFFALASCHIAN STATE UMIYERSITY

Work Study

Work study students are required by
university mandate to look for
employment positions.

The process starts by applying online.
Library positions are all uploaded into
career gear. All students who apply
were given instructions regarding the
job fair.

The job fair was scheduled for Monday,
August 14 from 2-4pm.

We were able to place 10 student
workers



pennellcc@appstate.adu APPALACHIAN STATE UNIVERSITY

Federal Work Study Program Employment Authorization

All students working at Appalachian State University must have a valid social security card and must complete NC-4 and
W-4 tax ferms. In addition, all student employees must complete an -8 Employment Eligibility Verification form and
present acceptable documents for employment verification to the Office of Student Employment prior to their first day of
employment.

2. Asanemployee, you are under the immediate supervision of the personis) in charge of your area of employment. Your
supenisor must verify your time worked and sign your timesheets.

3 Once you begin working, please confirm the appropriate procedures with your supervisor for notification of absences due
1o iiness, family emergency, inclement weather, etc. In addition, please request that your supenisor review with you any
other policies pertinent to employment with Appalachian State University.

4. Timesheets are due on the stated payroll deadlines. Complete your timesheet as time is worked and have your supervisor
=ign it on or before the due date. Pay dates are typically the 15th of the menth and the last working day of the month. All
timesheets not submitted by the payroll deadline, will be delayed. If any money is owed to the university, it may be
deducted from your paycheck.

5 By signing below. you affirm that funds received from Title IV ssurces at Appalachian State University will be used for
educational expenses. You also affirm that you understand that you are not covered by unemployment insurance.

6. Your signature below will indicate that you agree with and will comply with the above regulations.

LIMIT ON EARNINGS FOR
1 5/6/2021 Award Year 2020 - 2021
EMPLOYMENT TO BEGIN EMPLOYMENT TO END
Cody Christian Pennel| $1000
TFULL NAME “EANNER 1D
PERMAMEMT STREET ADDRESS CITY STATE ZIF CODE
2 3
STUDENT SIGNATURE DATE

STATEMENT OF SELECTIVE SERVICE REGISTRATION COMPLIANCE

Tt Tollowing statement must be completed for ALL individuals: | certify that | am registered with Selective Senices

OR

| certify that | am not required fo be registered with Selective Senices because:
_ lsmiemale_ |was bom before 1950 4
__ lamanonimmigrant afen | have not reached my 150 bithdsy
1 am in the svmed sevvices on active duly (Nofe: Memberz of the Resanses and Nafional Guan are nof considered an active duly]

am & permanent resident of the Trust Teritary of the Pacfic lslands [Palau) o Northern Manana isands.

University Library 5 825 HOURLY RATE
EMPLOVING DEPARTMENT DEPARTMENT PHONE NUMBER
WOBE10 WS POSITION
7 TIMESHEET ORG
SUPERVISOR NAME SUPERVISOR SIGNATURE
- 275000 - 614530 - 6

FUND — ORG — ACCOUNT — PROGRAM

RV 05/2018 Office of Student Employment Approval B28-262-4099

Work Study

Form will be printed with 4 copies
Please fill out the following areas on all
four forms:

1. Employment Date to begin

2. Signature

3. Date

4. Selective Service (must select 1)
5. Office phone number

6. FOAP Code (please see form)

7. Signature

Copies of this form will be provided
at the Job Fair. Please complete
and send with the Hiring Packet to
the Admin Office. All work study
students must be hired at Student
temps as well. No exceptions.



Student Temp Authorization

Appalachian State University

Student Te lon = HOURLY WAGE
Firose sulveT complefed form fo the Oifore of Studend Employment for opprove
Student Mame [last, first) Banner D
Permanert Address AppState Emal
{city, state, 2 code)
lob Title Hourky Wage 5.
Employing Department

Beginning date of Employment Ending Dateof Ermployment

Budget Information (FOAP Code) — all fields requined
Fund O Account Program

Tierse Sheet Ovg
1 oy repearting to waork, ol perticipaty mui haws on M 8 Yedenk [mploymant Sthariniton, B W04 mmd Wl las
darm, e 8 - BT m ke rnkarranan of [l
1) Tou dee endes S irmedine iuperdson of the periosfy| in chungs of poe see of msgament
N Fugwols ane Sum in the Contraber's OMCe ty the puliiuhed payral Sesdiee AT ot progersy it

o ¥ o She depurimend

Hi Pugred shacin wil by e 1o your AG bom or deecd depoubed an o Srdor D 185 and on The I seriung day of the

wweih ¥yt e Appalschean. @ i bebyert 1o e dedected fom yowr payrhet
Thar llimmeng LMETEAE Mot B CoMpleted lor ol mdrwsdusny
Satnmret of feierioe Service Begnirataon {ompheos
El:mmmlnupdm-nn'umqhm-
P T o T T L TE PR PPN )
am termain
L o Y o U S ——
hirer mot resche my L irthdey
e born Rafiore 1980
T8 P Pt Of Ehr Trunt Teer ity of e PRl BLErdy |Faliu] o MCrtsarm Msrsss sty
i & Tt alem

emieTent | e o unirands pod | hawe (el and LAde K100 the Sy LM RRRaDy
Student Signature, Dte,
Supervisor Name, Supervisor Ermail
Supenisor Signature, Date.

St Mt ¢ o # DR Sl My el Fatlelory AGDate{Mant T LSty ) Il O el rd By el s
L [imchatieg 16 0580 SO0 aead PR C G 10 ot yisar Ao M orily Rumiber for emgiopment snd b porpose. The

LTy il 8 e S LB L PR 10 COM g AR 1 B D T 14 . A7 R

For Payvol Dapactment Uise Doty

Please make three copies.

O O OV R WN R

N N R B R R R R R R R R
B O L XX N U A~ WNPRE O

Student full name
Banner ID

Permanent Address
Email

Job Title - Library Student
Hourly Wage - $
Employing Department
Beginning Date of Employment
Ending Date of Employment
Fund Code - 106610

Org Code - 2750
Account Code - 614510
Program - 151

Timesheet Org -
Selective Service

Student Signature

Date

Supervisor Name
Supervisor Email
Supervisor Signature
Date



Library Employment FOAP Codes

SubTeam Table
Sub-team Supervisor Coordinator Fund | TS Org Team
Mailroom / Facility Dave Fletcher |Adam Jones 106610| 275000 |ADMINISTRATIVE SERVICES
Learning & Research  |David Travis Ken lohnson 106610 275002 |LRS
Circulation/Reserves  |David Travis Ken Johnson 106610| 275003 |LRS
Systems Technology  |[Katherine Scott Rice 106610 275005 |SYSTEMS & TECHNOLOGY SERVICES
Alford
Music Library Shane Watson |Gary Boye 106610 275006 |MUSIC LIBRARY
Library Instruction Michael O'Hara |Scott Rice 106610 275009 |SYSTEMS & TECHNOLOGY SERVICES
Special Collection Ross Cooper Kim Sims 106610 275010 |SPECIAL COLLECTIONS
Night Access Russell Paige Ken Johnson 106610 275011 |LRS
Digital Schl/Initvs Adam Sheffield |Pam Mitchem 106610 275012 |DIGITAL SCHOLARSHIP & INITVS
Bibliographic/MP John Doherty  Uennifer Brosek (106610 275014 |BIBLIOGRAPHIC SERVICES
IMC Stacks Thomas Main  |Margaret Gregor (106610| 275015 |IMC STACKS
Col.Mgnt /ABC-ILL Greg Beavers  |Alex McAllister 106610 275018 |COLLECTION MANAGEMENT SERVICES
Stacks Kyle McFarland |Alex McAllister 106610 275019 |COLLECTION MANAGEMENT SERVICES
Archives Ross Cooper Kim Sims 106610 275100 |SPECIAL COLLECTIONS
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On Line A and H, the typical student (dependent, claimed by parents)

enters 0. Please fill out lines 1-8



NC-4 Form
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NC-4 Allowance Worksheet

Surviving Spouse -

1. Will your N.C. itemized deductions from Page 3, Schedule 1 exceed 23,9397

2. Will your N.C. Child Deduction Amount from Page 3, Schedule 2 exceed $2.4597
3. Willyou have faderal adjustments or State deductions from incoma?

4. Will you be able to claim any N.C. tax credits or tax credit carryovers?

R R
oooog

allowances. Otherwise, enter FOUR (4) on Form NC-4, Line 1.

Mo
Ho
No
Mo

u
o
a
a

If you answered “No” to all of the above, STOP HERE and enter FOUR {4) s total allowances an Form NC4, Line 1.
If you answered “Yes™ o any of the above, you may chaose to go to Part Il ta determine if you qualify for additonal

NC-4 Part Il

-~

Enter your total estimated N.C. itemized deductions fom Page 3, Schedule 1....

Enler the appicable
N.C. standard desuction
based on your filing status.

310,750 f Single

521,500 if Married Filing Joinly or Sunviving Spouse

$10,750 f Married Filing Separately

$16,125 if Head of 2.

Subtract Line 2 from Line 1. If Line 1 is less than Line 2, enter ZERQ (0).......

Enier an estimate of your total N.C. Chiid Deduction Amount from Page 3. Schedule 2 4

Enter an estimate of your total federsl o from

Add Lines 3.4, and 5 6.

Enter an estimate of your nonwage income (such as dividends or interest) ..

Enter 2n estimate of your State addtions o federsl adjusted gross.
incame s $ .

Acd Lines 7 and 8. a

e [0 |en |ea |en

Subtract Line 8 from Line & (Do nat enter less than zero). 0.

Divide the amount on Line 10 by $2.500 . Round down to whale number 1.

Ex $3,500 + 32,500 = 1.58 rounds down 1o 1
Enter the amount of your estimated N.C. tax credis. 128 .

Divide the amecunt on Line 12 by $134. Round down to whole number ...
Ex 5200 + $134 = 1.48 rounds down to 1

I fiing as Single, Head of
I fing as Surviving Spouse. enter 4.
M fing as Maried Filing Jointly, enter the appropriate number from either (a}, (b), {c}, (), or (&) below.

o Mamied Fling enter this line.

{8)  Your spouse expects o have combined wages and 1axabie retrement benefits of 30 for N.C. purposes,
enter 4. (Taxable retirement benefits oo not include: Baisy, Secial Security, and Railread retrement)
b} Your spouse to have combined wages and taxable retirement benefits of more than SO but less
than or equal to $3.250, enter 3.

f£)  Your spouse expects bo heve combined wages and taxable retrement benefits of more than §3,250 but
less than or equal o 55,750, enter 2.

{d)  Your spouse expects to have combined wages and laxable retirement benefils of more than §5.750 but
less than o equal 1o SB,250, enter 1.

{€)  Your spouse expects io pes and benefits of more than
8,250, entar 0 "
Add Lines 11, 13, and 14, and enter the total her 15.

¥ you comgleted tis worksheet on the basis of Married Filing Jaintly., the 1otal number of aiowances determined
on Line 15 may be spll between you and your spouse, however, you choose. Enter the number of allowances
from Lin 15 that your spouse plans 1o clam 16.

Subtract Line 16 from Line 15 and enter the totsl number of allowances here and on Line 1 of your
Form NC-4, Employee's 1.

On Line 1, the typical student (dependent, claimed by parents) enters 0.
Please fill out lines the Employer Name and address.




-9 Forms — Employment Eligibility

Emplovment Eligibility Verification
Department of Homeland Security .
U5, Citizenship and Immigration Services ua{f“'\:id?,sﬁ

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or
during completion of this form. Emplayers are liable for errars in the completian of this form.

ANTHDISCRIMINATION NOTICE: It is ilegal o discriminate against work-auforized individuals. Employers CANNOT specify which document{s) an
employes may present to establish smployment autharization and identity. The refusal 1o hire o confinue to smploy an individual because the
documentation pressnted has 3 fulure sxpiration date may siso constitute ilegal dissrimination.
on 1. Employee Information and Attestation (Empioyees must compiete and sign Section 1 of Form k-9 no later
the first day of employment. but nat before accepting a job offer.)

ctronically,

Lasi Name (Family Marme} First Name [Given Mams)] Middie |ritial Other Last Mames Used (i any)
Address (Streaf Numbar snd Nams) ‘Apn_ Mumber | City o Tawn Stae 2IP Code
Date of Birth (mmitdyyyy) | U.S. Social Secuity Number | Employes's E-mail Address Employee’s Tebaphone Number

1 am aware that federal law provides for imprisenment andior fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

[ 1. A citizen of the United Siates
DQ.& i ralional of the Uniled Stales (Sas i

)

[ 3. A lawiid pesmanent resident  (Alien Regisiration Numben/USCIS Number):

[ 4. An ae ized towork  until (expiration date, if app , mendddiyyyyk
Some aliens may wiite "MA" in the 1 dabe fiedd. (Sae i fons)

Adieris authorized fo wark must provide only one of the following documant numbers fo complete Farm 8.
An Alien Registration NumberUSCIS Number OR Farm -84 Admission Number OR Fareign Passpart Nurmber.

G e - Sacten 1
Bho oot Wirite in This Spece
1. Alien Regisiration Number/USCIS Mumbsr:

OR
2. Form 184 Admission Nurmber:
OR
% Forsign Passpert Numbsr:
Country of lssuance:

|9|gmh|r=d£mplo)ee Taday's Dale (mm/ddiyry)

Preparer mﬂrmmw one):

[[] 1 did it wse & preparer ar iransiatar. assisted 1.

(Fields below must be completed and signed when andior &5sist in Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information s true and correct.

Employvment Eligibility Verification USCIs
Department of Homeland Security ot E::Ta:;gwﬂ
U, Citizenship and Immigration Services Expiacs 103113033

[Section 2. Employer or Authorized Representative Review and Verification

ar thair must complefe and sign m 2 withirs of the day af ampisyment. You
AORa fram List B and one document from List C as ksted an the TLists

lof A cemptabie Do cuments.")

[Empiloyes o from Section 1 La=i Hame [Famiy Name) IJJ Firsl Name | Given Narme) | ML |Ciﬁzenship-|1mig-s|ion Stalis

Cist A& OR B AND Ostc
Identity and Employment Authorization Identity Employment Authorization

Diocument Tithe Dacument Title Document Tile

Issuing Authority |ssuing Authority Issuing Authority

Dracum ent Mumber Dacument Number Docurment Numbes

‘Expiration Diale (7 any) [mmadyyyy Expiration Dale (i any) (mmvod iy Expiralicn Dabe (if any) (mmicdyyyy)

Dracument Tille

Testing Authoriy Additional Information G Tt - Smctora 155

D Phot Wi b Ths Spmcs

Dracument Number

Expiraton Date (7 8ry] (mmoayyyy]

Drocument Tile

ssuing Pathorily

Dracument Humber

Expiratian Dale (7 ary) [mm@dyx

Certification: | attest, under penaity of perjury. that (1) 1 have examined the d Iy the aber ed employes,
(2) the above-listed document(s) appear to be genuine and o relate 1o the employes named, and (3) to the best of my knowledge the
employes is authorized 1o work in the United States.

The employee's first day of employment fmm/ddiyyyy): (See for tions)

P
Sig f Employer or R Today's Date frmidddyyd ‘ Title of Emplayer or Authorized Representative

Larst Narm= of Emplayer or Autharized Representatve | First Mame of Empioyer cf Authorized Representative JEmpby!r‘sﬁumeuurDrgmiszm

Empioyer's Business ar Organizafion Address | Strest Number and Mams) | City or Town Isue ZIP Cods
[Section 3. Reverification and Rehires (To be and signed by or repr )
A Mew Name (if B. Date of Rehire (i sppi

Last Name (Family Name) First Name (Given Name) Middie Initial | Date (mmaidiyyd

Signature of Preparer or Translator |Tnda1'= Date (mmdddiyyy)
Last Marme (Family Name) IFim Name (Given Name)
Address (Street Number and Name) City or Tawn ‘ Stale  [ZIP Code
& Employer Completes Next Page s
Form [-9 10212019 Page 1 of 3

|G IF the previous grant of has expired, pravide the indormation for the document or receipt that establishes
centinuing amsloy i in Ihe space pmvl!eﬂ Belaw.
Espiration Date (i any) fmmvidafyysl

Document Title ‘Dnmrm:m Mumber

| attest. under penalty of perjury, that 1o the best of my knowledge, this employes is authorized 1o work in the United States, and if
the employee presented documentis), the document{s) | have examined appear to be genuine and to relate io the individual.

Signature of Employet or Aulhatized Representalive | Today's Date (mmddddayy) Name of Emplayer or Authorized Representative

Form 19 1V21/200% Page 2 of 3




See below for the list of acceptable documents for verification.

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one salection from List A

or a combination of one selection from List B and one selection from List C.

LISTA

Documents that Establish
Both Identity and
Employment Authorization OR

LISTE

Documents that Establish
Identity

AND

LISTC

Documents that Establish
Employment Authorization

1. U.5. Passport or U.S. Passport Card

2. Permanent Resident Card or Alien
Registration Receipt Card (Fom 1-551)

3. Foreign passport that containe &
temparary 1-551 stamp or temporary

1. Driver's bcense or D card issued by &
State or outlying possession of the
United States provided it contains &
photograph or information such as

name, date of birth, gender, height, eye

color, and address

K551 printed notation on & machine-
readable immigrant visa

4. Employment Authorization Documeant
that contains a photograph (Form
-7E8)

2. |D card issued by federal, state or local

govermment aQencies or entities,
provided it contains a photograph or

irformation swch &5 name. date of birth,

gender, height, eye color, and address

1.

A Social Security Account Mumber
card, unless the card includes one of
the foliowing restrctions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3} VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

5. Fora nondmimigrant alien authorized

. Schoal 1D card with a photograph

. Certification of repart of birth isswed

by the Department of State (Formms
D5-1350, FS-545, F5-240)

to work for a specific employer

. Woter's registration card

because of his or her status:
a. Foreign passport: and

. U.S. Military card or draft record

b. Form I-84 or Form |-94A that has

. Military dependant's 1D card

. Original or certified copy of birth

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

the following:
(1) The same name &3 the passport;

MR

. LS. Coast Guard Merchant Mariner
Card

MNative American fribal document

and
{2} An endorsement of the allen’s

B. Mative American tribal document

. U.5. Citizen 10 Card (Form |-187)

nanimmigrant status as long a&s
that period of endorsemant has

8. Driver's icense issued by a Canadian
govermment authority

not yet expired and the
proposed employment is not in
conflict with any restrictions or
lirmitations identified on the form.

For persons under age 18 who are
unable to present a document
listed above:

. Identification Card for Use of

Resident Citizen in the United
States (Form I-178)

6. Pasaport from the Federated States
of Micronesia (FEM) or the Republic

10. School record or report card

of the Marshall Islands (RMI) with
Form |-84 or Form |-84A indicating

11. Clinic, doctor, or hospital recond

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

12. Day-care or nrsery school recard

. Employment authonzation

document issued by the
Department of Homeland Security

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

Refer to the instructions for more information about acceptable receipts.

Form I-9 1N21200%

Page 3 of 3

How does this Work for Your Individual
Office:

A new University Mandate has centralized the I-
9 and E-verify process at App State. As of July
1st 2015, the Office of Student Employment, with
the support of Human Resources, now conducts
the 1-9 and E-verify processing of student temps
and work study students.

Inform your new student worker that if they have
never worked on campus before, they must visit
the centralized I-9 site on the third floor of the
JET Bldg, Room 389 or 390 prior to the first day
of employment or scheduling on the link
https://appstate.joinhandshake.com/login

PLEASE Advise your new hire to bring
unexpired, original IDs listed in the 1-9 directions
(page 9 “Lists of Acceptable Documents”) when
they fill out the Student Temporary Authorization
with you. the student back with a slip stating they
are authorized to work.


https://appstate.joinhandshake.com/login

Appalachfan

STATE UNIVERSITY.
Automatic Deposit Form

Federal Advisory for International ACH (Automated Clearing House) Transactions: Employeas who forward the
entire amount of thair ASU pay lo a bank in another country (after having it direct deposited by ASU inlo a US bank)
must notify Payrall at (B28) 262-6422, per the Office of Foraign Assets Canltral (OFAC) of the US Treasury Department.

| acknowledge that electronic payments to the dasignated account must comply with the provisions of ULS. law, as well as
the requirements of the Office of Foreign Assets Control (OFAC). You must check one of the following:
] 1 affirm that the entire amount of any direct deposit payments made by Appalachian Stale University to the
Tinancial institution and account that | have designated: are not subject to being transferred to a foraign bank
account.
] 1 affirm that the entira amount of any direct deposit payments made by Appalachian State University to the
financial instilution and accoun! thal | have designaled: are subject to being transferred to a foreign bank
account. |also wd that the University may elect to remit future payments to me via paper check
instead of electronically.

All ASU employees are required 1o have lhair payroll check deposited 1o the bank or financial institution of their choice
within the Uniled States. Automatic deposil may be made lo the employes's checking, savings, or money marke!
aceount.

For automatic deposit to be made to your checking account, complele this form, attach a blank check, and wrila the word
“WOID" across it. For direct deposit lo be made o your savings or money market account, complete the form and furnish
bath your bank routing number and your account number.

If an employee lerminates amployment with ASU but resumes employment al a future date, it will be r v 1o Sign up
once again for aulomalic depasil by completing a new aulomalic deposil form and submilling it to the Office of Human
Resource Services if a stalf or faculty employee or Student Employment if a student employee.

Employee Name:

Home Mailing Address:

Name of Bank:

Type of Accourl. [Check Onel:

NOTE - Attach VOIDED check or bank document displaying account and routing numbers
[[] Checking  Account #: Routing #:

[ Savings Account #: Routing #:

[ Money Markel Account #: Routing #:

| hereby authorize Appalachian Stale Universily to depoasil my payroll check with the bank indicaled above. (If you change
back accounts from that indicated above, you will be required 1o immediately fill oul this form with your new account
information. Waiting pericd(s) outlined abowve will again apply.)

Signature Social Security Number

Department Date

Direct Deposit
Form

Please do not staple anything except
the voided check to the direct deposit
form.




Student Handbook Pledge

|19 Student Employment Handbook

Appalachian State University Library
Student Employee Acknowledgement

E I (print name) have

i read and understand the policies and procedures in the

i Appalachian State University Library Student Emplovee

E Handbook and hereby agree to the terms as an emplovee of

i University Library. I agree to abide by and follow all procedures
i that relate to my job. I also understand that if my work is not

i satisfactory and/or I violate University or departmental policies

i set forth in the emplovment handbook, I will be subject to

' - . - -
' dlSClpImﬁ.‘l’_‘f' action or termnaton.

Student Signature Date

Supervisor Signature Date

Updated November 2011

Please review the Library Student
Employee Handbook with your
students.

We have paper copies and the
electronic version can be found at
the link below:

https://library.appstate.edu/sites/librar
v.appstate.edu/files/student assistant
handbook fall 2014 .pdf

Please have your new hire sign the
page below and put into the
Student’s file.


https://library.appstate.edu/sites/library.appstate.edu/files/student_assistant_handbook_fall_2014.pdf

Supervising Students

Supervisor’s Duties and Responsibilities

Student Employment Handbook:
https://studentemployment.appstate.edu/filecabinet/74

Following all employment guidelines and policies.

Treat all student employees with the same respect and have
the same expectations of everyone.

Ensuring student completes all necessary paperwork for
employment BEFORE they report to work.
Communicating appropriate work behaviors and
expectations.

Establish clearly defined work schedule and hold student
employee accountable for abiding by the agreed upon
schedule.

Monitor the student work hours to ensure student is not
working more than the hours he/she has been assigned.
It is recommended by Student Development and Student

Employment that students not exceed 20 hours per week
when classes are in session. Research shows more than 20
hours per week of work begins to impede on students’
academic success.
https://studentemployment.appstate.edu/student-work-hours



https://studentemployment.appstate.edu/filecabinet/74
https://studentemployment.appstate.edu/student-work-hours

Supervising Students

Supervisor’s Duties and Responsibilities

Student Employment Handbook:
https://studentemployment.appstate.edu/filecabinet/74

- Make sure that the student employees adhere
to the customer service and business etiquette
guidelines including dress code.

- Follow workplace safety and security protocols.

- Help students connect their student work
experience to future career goals.

- Correct inappropriate behavior as soon as
possible. Explain why the behavior was
iInappropriate or incorrect and how to remedy
the situation. Try to resolve any problems
pertaining to job performance or working
relations at the time of the incident.



https://studentemployment.appstate.edu/filecabinet/74

Supervising Students

Supervisor’s Duties and Responsibilities

Student Employment Handbook:
https://studentemployment.appstate.edu/filecabinet/74

Library Student Employee Handbook:
https://library.appstate.edu/sites/library.appstate.edu/files/student assista
nt handbook fall 2014.pdf

NACE Competencies Job Descriptions:

Appalachian State provides each student with valuable
employment opportunities to gain career readiness skills that will
serve them for many years after they leave Appalachian. Student
employee job descriptions and evaluations must align with the
National Association of Colleges and Employers (NACE) Career
Readiness Competencies, Appalachian’s new standard for
student employment excellence.

University Libraries will periodically update
student job descriptions to adhere to University
NACE Competencies requirements.


https://studentemployment.appstate.edu/filecabinet/74
https://library.appstate.edu/sites/library.appstate.edu/files/student_assistant_handbook_fall_2014.pdf

Supervising Students

Supervisor’s Duties and Responsibilities
Covid Reporting
For the guidance on COVID related reporting procedure

for the library, please follow Covid 19 Reporting Process
for Library

Early Intervention Team Reporting

The Early Intervention Team is a faculty and staff-led entity,
with consultation from Counseling and Psychological Services,
the Student Wellness Center, the Institute for Health and
Human Services , the Student Learning Center, the University
College Academic Advising and Orientation Center and a
number of other units and campus personnel. The team’s
main function is to meet with students who are showing signs
of difficulty with university life and who have been referred by

faculty or staff. https://eit.appstate.edu/



https://docs.google.com/document/d/1KssFy_u-nFP91sb17WCp5IMqw3PuBJuGByWsaJQC4fw/edit
https://counseling.appstate.edu/
https://wellness.appstate.edu/
https://ihhs.appstate.edu/
https://studentlearningcenter.appstate.edu/
https://advising.appstate.edu/
https://eit.appstate.edu/

Supervising Students

Supervisor’s Duties and Responsibilities

Title IX

Title IX of the Education Amendments of 1972 (“Title IX”) prohibits
discrimination on the basis of sex under any educational program or
activity receiving federal financial assistance. Accordingly,
educational institutions that receive federal funds must respond
promptly and effectively to incidents of sexual harassment, including

Incidents of sexual violence that create a hostile environment.
Supporting Students

Title IX Information & Resource Guide for

e Title IX Reporting
Title IX information and Resource Guide
Policy Manual: Descrimination and Harassment

Office of Title IX Compliance


https://titleix.appstate.edu/reporting
https://titleix.appstate.edu/sites/default/files/supporting_students_handbook_for_responsible_employees_-_2.pdf
https://policy.appstate.edu/Discrimination_and_Harassment

Supervising Students

Supervisor’s Duties and Responsibilities
Title IX: Policy 110 and 602.21.

In addition to our adherence to federal and state laws, including
Title IX of the Education Amendments of 1972, Appalachian has its
own internal policies regarding harassment, discrimination, and
retaliation, including Policy 110 and the Code of Student Conduct,
and adheres to University of North Carolina system-wide policies,
iIncluding Policy 602.21. These policies communicate our
expectations for behavior for all those affiliated with our |nst|tut|on

GENDER  STUDENTS  ASAUL i RIGH T,
EDUCATION TAKEACTION  NOMEANSNG  sexis

Title IX Reporting SAFETY SURVIVOR #METOQ rresoc

. ; : . __ABUSE ﬁaw.&gr;_usss
Title IX information and Resource Guide L WUTLE ﬂm i torald
Policy Manual: Descrimination and Harassment S s &

{ Nﬁ‘TﬂGN
ICACY  REPORTING

Uil B
DIVERSITY REPORTING


https://titleix.appstate.edu/reporting
https://titleix.appstate.edu/sites/default/files/supporting_students_handbook_for_responsible_employees_-_2.pdf
https://policy.appstate.edu/Discrimination_and_Harassment

Supervising Students

Supervisor’s Duties and Responsibilities

At Appalachian, a Responsible Employee who obtains knowledge of Prohibited

Conduct must report such information to the Office of Title IX Compliance within
72 hours).

Title IX Reporting- All Supervisors are RESPONSIBLE EMPLOYEES and
Must report

Title IX information and Resource Guide
Policy Manual: Descrimination and Harassment

WHAT IS TITLE IX?

No sex discrimination. No sexual assault. Period.

soMETHING [] (] SOMETHING


https://titleix.appstate.edu/reporting
https://titleix.appstate.edu/sites/default/files/supporting_students_handbook_for_responsible_employees_-_2.pdf
https://policy.appstate.edu/Discrimination_and_Harassment

Payroll Information - University Policy

On the worksheet:
1. Supervisor fills in the written

e T information for each student

e e e 2. Student completes

— university timesheet, signs and sends

e I S—— to supervisor.

L 3. Supervisor signs and sends to

= approver (or approves).

o 4. Student enters exact time on the
-------- e timesheet into banner

5. Approver assures both forms
match and approves time submitted.
e s e 6. Approver then sends timesheets
and total sheet to Admin

This video was shared by Bryan Estel
in April, 2020. How to add digital
signature to pdf files



https://appstate.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=6dc58198-d880-4d97-925a-ab9c015fb1ea

Payroll Information - Library Policy

Piibe % | e % | @ P o | Pl x| Qoo x| F20 % B+
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Appalachian -

Employee Detalled Information
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Print

Destination
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1 sheet of paper

ﬁ SharpLIC-BibligServic = ;

-~ Sharp-LICH BuNIaSemms-EeMub241 on yopp.its appstate edu

HP LaserJet P1505

Save as POF

Save to Google Drive
See mare..
iWalnapans] Copies 1
Layout Portrait
Calor Colar
1] Mare settings

3

Students log into Banner and submits time
worked

Supervisors/approvers log into Banner, view
individual student’s hours, checks for
accuracy.

Next, click on the three vertical dots to bring up
the print options.

From the vertical three dot menu, select Print,
then click on the destination drop menu.

When the print menu pops up click on the
destination drop menu. From the drop menu,
select “Save as PDF”.



B
Payroll Information - Library Policy
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Employee Detalled Information

6. Once the timesheet has been saved as a
PDF it can be opened in Adobe Acrobat or
other PDF viewer/editors. In Adobe Acrobat
select the “Tools” option.

-f o skt e sl o prevican, ety (F sppieatie], chok eliee et o Prevous.
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el
e
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El L& L] |
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Y

Ceigirasiest Sap B4, FRFS BH27 e
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7. From the Tools menu select “Edit PDF”
On the edit toolbar select “Add Text”.

Sl fap B4 OIS BNT
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[ Create POF
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»

E“ Combine Files

52 editPDF
_‘i j @ Adobe Sign
e -

£ Fill & Sign
rine Files

= » [ Export PDF
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‘D Organize Pages
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Payroll Information - Library Policy

| (] SM19Sep16-30Name2020.pdf - Adobe Acrobat Pro DC
File Edit View Sign Window Help

| Home  Tools SM195ep16-30Na... x

A O

I Edit ' T AddText [aZ] Add Image C{O Link = [% Crop Pages  =»-

Employee Detailed Information

| ._j:/ To select the next or previous employee (if applicable), click either Next or Previous

Department and

Description:

Title: UDEG10-00 ST Libwary Student Assistant.  Transaction Status:
&

Employee 1D and
HName:

| p | Previous Menu || Previous || Next

Routing Queue | Account Distribution

Time Sheet

| [Earnings |Shift Special Rate Total Hours|Total Units 01[02 03]o4[os 06
Student Regular Hours|1| | 5 1E 3
Total Hours: ! |15 B I - |
Total Units: 0| | |

Routing Queue

Name Action and Date

| RS0 1100 in < >

-

FORMAT

OBJECTS

QO a®
& H 2

| Close

gﬂ;\\,@ﬂ«:@

<3

8. Create/Add a text box to the pdf where
you can enter any additional information. When
you are done adding text, click the “Close” button
Don’t forget to save any changes you have made
to the PDF. The PDF is now ready for the
supervisor to approve the hours.

9. Supervisor approves time submitted
and signs on the electronic timesheet (This has to
be electronically signed, types names are not
acceptable). If there is an error, supervisor points
out edits/changes to the approver. Supervisor
then sends changes to the approver.



B
Payroll Information - Library Policy

[ SM195en16-30Name2020u0d! - Adobe Acabut Pra DC - o X
File Fd View Sign Window Help
Home Tool SM195ep16-30Na.. % - BONE S ]
{:f ) E G\ ‘_'_‘\' \w: [ ‘. -@ L T (ﬂ E *
I Edit POF Tt T addten [ addimage of k- [ Croppages -+
[ T R— VUSRS — - -
«Pay Rate $8.50. Hours approved by " FORMAT | EE:
Employee Detailed Information i T | CN
1610 = .
i’ Tor wiskoct this Faet o frevicus. eenphoyen (I aqglicabils), <lick el NEXE or Praviour = E
T 7 T
Emploeree 1T and Department : @
Namie: IBe-sa riptiat e LT =
:nu:n-wntuwmnm Tranmsas tion Status: — ——
» | Previcus Menu || Previous || Next | o T == &
RimAineg Qs | Account [Hstrilution IE i l= ? N &
:!'. wg = M g i
Time Sheet il
‘Earning laniftsp Rate Total Hours Total Units 01 /02/03 /04 0506
[Student Reguilsr Hours 1| [ 5| IHEERE OBIECTS m

10. Approver must reject the submission,
contact student and ask student to correct time in
banner. Repeat steps 1-7 until correct time has
been entered.

11. The approver can now approve the hours
within banner.

12. The PDFs along with the totals sheet
submitted to Admin.



Payroll Information - Library reconcile

Department Pay Period: Org.Code: .
On the worksheet:
Supervisor Month/Year:
Tem porary Students Total Hours |WageiHour |[Total Payroll Work Study Students Total Hours |WageiHour |[Total Payroll 1 " PUt Org " COde
Oscar Meyer 8.00 7.25 58.00 John Doe 7.00 7.25 50.75 on the Sheet at the
- Jane Dough 4.50 §.00 36.00

top.

2. Change the

pay period &

payroll dates of the

worksheet to

TYPE STUDENT NAME

correspond to the

PUT INVWAGE PER HOUR

SAVE WORKSHEET ‘ - - current pay per|0d.
THEN USE AS A TEMPLATE FOR - - 3 Send the
EACH PAYROLL PERIOD FOR TERM - - )

| 7| [roms 11,50 30.75 worksheet to
WORKSHEET WILL DO CALCULATIONS - Ad m | n th e same
WHICH SHOULD MATCH TMESHEETS. - Non Student Tem porary Tdtal Hours | Wage/Hour |Total Payroll

day the payroll is

Willy Nilly 6.00 11.00 66.00

submitted.

TOTALS 8.00 58.00 TOTALS 6.00 66.00




Payroll Reporting Information -
Library Policy

SM PAYROLL GUIDELINES
BEGINNING WITH SM 19 / FY 2020-2021

ALL STUDENT TIMESHEETS (screenshots) will be saved by the Approver
with the Rate of pay at the top of each page.

The timesheets will be signed and dated by the Supervisor if the
Approver is not the Supervisor. If the Approver is also the Supervisor, their
signature is required. ALL signatures will be done in Adobe sign. Typed in
names of the Supervisor or Approver will not be accepted.

ALL files need to have the same naming convention. (The students Last
Name and First Name must be used, no nicknames please)

Pay period (space) LAST Name (space) FIRST Name

EXAMPLE: SM19 Doe, Jane



Payroll Information - Library Policy

SM PAYROLL GUIDELINES

BEGINNING WITH SM 19 / FY 2020-2021

4. A file will be created on the M:drive created by the TECH Dept ... each
Approver will have access to this SECURE file.

A folder for each Approver will be on this drive and you will be responsible for

placing each SM pay period timesheet for each student in Your folder within 5
business days after the Date of Approval in Banner

EXAMPLE OF FILE: Approver Last Name Dept Name or initials (space)
Org code number

Fletcher Mailroom 275000 Travis LRS 275002
Cooper Special Collection 275010 Doherty RAM 275014

Inside each Approver folder will be the appropriate SM folder which will
include 2 pay periods EXAMPLE: SM19-20



Payroll Information - Library Policy

SM PAYROLL GUIDELINES

BEGINNING WITH SM 19 / FY 2020-2021

The university requires 2 pay period reconciles each month.

Once the folder is created on the M: drive, the data will be safe and backed up
in case of individual computer crashes, power outage, or a newly assigned the
Approver position.

Records can easily be accessed by Admin and our Tech Dept can give access
to the new Approver easily. No records will be lost and by using a universal
File Naming convention it will also be searchable or easily found for audit
purposes.

By having the supervisor Adobe sign the document, email chains will not be
required. Adobe sign assures that the Supervisor was the person who signed
it, the Supervisor also needs to put the date after their name, for auditing
purposes.

This video was shared by Bryan Estel in April, 2020. How to add digital
signature to pdf files



https://appstate.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=6dc58198-d880-4d97-925a-ab9c015fb1ea

Payroll Information — Pay Period Dates

2020 sm |

Payroll | Semi Monthly Reportin Semi Monthly Reporti |

Number Siart Daie End Date
1 12/16/2019 12312019
2 1/1/2020 1/15/2020
3 1/16/2020 1/31/2020
4 2/1/2020 2/15/2020
5 2/16/2020 2129/2020
6 312020 3/15/2020
7 3/16/2020 3/31/2020
a /172020 4/15/2020
9 4/16/2020 4/30/2020
10 S/1/2020 5/15/2020
11 S/16/2020 5/31/2020
12 6/1/2020 6/15/2020
13 &/ 16/2020 &/30/2020
14 7142020 T15/2020
15 T/ 16/2020 7/31/2020
16 8/1/2020 ®/15/2020
17 &/16/2020 ®31/2020
18 9/1/2020 9/15/2020
19 9/ 16/2020 9/30/2020
20 10K1/2020 10/15/2020
21 10/ 16/2020 1003 1/2020
22 11/1/2020 11/15/2020
23 11/16/2020 11/30/2020
24 12/1/2020 13/15/2020




Please review the University Libraries Student
Employee Supervisor Training Handbook.

Once you have reviewed the document, please
sign, get Coordinator or Direct Report’'s
signature and add to your personnel file.

University Libraries Student
Employee Supervisor Training
Acknowledgement

(Print Name)

have read and understand the policies and
procedures in the University Libraries
Supervisor Handbook and hereby agree to
the terms as an employee of the University
Libraries and a Supervisor of student
employees.
| agree to abide by and follow all
procedures that relate to my job. | also
understand that if my work is not
satisfactory and/or | violate University or
departmental polices set forth in this
handbook, | can and maybe subject to
disciplinary action.

Signature

Date

Coordinator Signature



Questions?

For Student Employment Questions For Payroll Questions
Andrea Tester Derena Bradley
testeran@appstate.edu bradleydl@appstate.edu
x6535 x2800
Melody Campbell
Sujata Paudel cmpblimk@appstate.edu
paudels@appstate.edu X6536
X2768
Concerns about a student
Lynn Patterson
pattersondi@appstate.edu
x2087



mailto:pattersondl@appstate.edu
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