Welcome to
Student Employment
Training

For International Students




Student Employment
Basics

Hourly Student Positions




NWS vs. FWS

**International Students should apply only
for Non-Work Study Jobs (NWS).

“*International Students are not eligible for
Jobs that require a Federal Work Study
Award (FWS).




Eligibility

» All students must be enrolled for at least 6 credit
hours in a degree-granting program during the
regular academic semesters (Fall and Spring).

» International students qualify for the Student
Employment Program as they are required to be
enrolled full- time (Undergraduates 12 credits &
Graduates 8 Credits)




Eligibility Cont.

Exceptions for under enroliment:
¢ Less than 6 credit hours are needed to graduate.

*» Graduate students conducting thesis or
dissertation research.

You must provide a letter from your academic
advisor for an under-enrollment exemption — to
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*»Student employees may not work more
than 20 hours per week during regular
academic terms (Fall & Spring).

*This Includes a combination of all hours
from ALL CSU positions.



Work Hour Exceptions

*»Student employees may work up to 40
hours per week during breaks and
between semesters, including summer
term.

“*You must meet the criteria during the
preceding semester, be returning the next
term, and have your supervisor’s
approval.



Work Hour Exceptions cont.

“*If you extend your |-20, you must also
make out a new -9 form, if you are
working on campus.



http://www.doozieup.com/wp-content/uploads/2009/02/work-hard-play-smart.jpg

What happens when these
basic guidelines are violated?

You lose the opportunity to
participate in the CSU Student
Employment Program!




Hiring Paperwork —
What Is required after you
are offered a job?




-O Form

¢ This Is a form that shows that an employee (both
citizens & noncitizens) Is authorized to work in the US.

** The 1-9 must be completed on your first day before
you work.

+» Most International students use
» passport with 1-94 and |-20.

» The 1-9 Form provides a list of all accepted
documents.

» If you don’t have SSN, you must have applied for
the SSN, however you have 90 days after your job
start date to show your SSN.



Example of I-9 Form

OMB No. 1615-0047; Expires 08/31/12

Departmntof HoelndSecariy Form I.9, Employment
itizenship and Immigration Services Eligibility Verification
Read instructions carefully before completing this form. The instructions must be available during cnmpklinn of this form.
ANTI-DISCRIMINATION NOTICE: Itis illegal to discrimij ized i Is. Employers CANNOT
geﬂfy which document(s) they will accept from an emplo)ee The refnsal to lnre an mdmdual becanse the documents have a
ture expirati date may also lllng al di
Section 1. Employ Tormation and V erification (To be completed and signed by employee at the time empl: begins.)
Print Name:  Last First ‘Middle Inidial | Maiden Name
Address (Smreer Name and Numbar) Apt# Date of Birth (montivdayyear)
City State Zip Code Soctal Security #
I am aware that federal law provides for E‘m m ?f_w’wy‘ s hack cow i fllowiagy
imprisonment and/or fines for false statements or Aol e “"‘d e o
use of false documents in connection with the [ A monciszen aional ofthe United Stares (see nstuctions)
completion of this form. [ A tawsul permanent resideas (Alisn #)
[ Azatiea ized to work (Alien # or Admission )
unti] {expiration date, if applicable - month/dayyear)
Employee's Signature Date (month/day/year)

o
Preparer and/or Translator Certification (To be compieted and zigned if Section I is prepared by a person other than the employee.) I antest, under
penalty of pexjuzy, that I have assistad in the completion of thiz form and that to the best of my knwledge the information iz rue and correct.

Preparer's Translator's Signature Print Name
Address (Street Name and Number, Ciyy, State, Zip Code) Date (month/day/year)
— —
Section 2. Employer Review and Verification (To be completed and signed by employer. Examine one d  from List A OR

examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number, and
expiration date, if any, of the document(s).)

ListA OR ListB AND List C

Document title:
Issuing authority:
Document #:

Expiration Date (ifany):
Document #:

Expiration Date (f any):
CERTIFICATION: I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appear to b genuine and to relate to the employee named, that the employee began employment on
(month/day/year) and that to the best of my knowledge the employee is authorized to work in the United States. (State
employment agencies may omit the date the employee began employment.)
Signarure of Employer or Authorized Representanive Print Name Title

Busioess o Orzanization Name ad Addiess (S7ect Name and Number, CTy, State, Zip Code) Date (monhiaqy year)

Section 3. Updating and Reverification (To be completed and signed by employer.)
A. New Name ({f appiicable) B. Date of Rehire (month/dayyear) {if appiicable)

C. If employee’s previous grant of work authorization has expired, provide the i ‘below for ths that

‘Document Title: Document #: Expiration Date (ifany:
Lattest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the employee presented
document(s), the document(s) | have examined appear to be genuine and to relate to the individual.
Sigearure of Employer or Authorized Representanve Date (month/day/year)
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-O Form

*»| attest, under penalty of
perjury, that | am:




If You Do Not Have A
Socilal Security Number (SSN):

*»Ask your supervisor (not your friends) for
iInstructions or go to the CISP office for
the SSN form that your supervisor will
need to fill Iin .

**Then take the signed form to CISP office
for endorsement.

“*Pick up the form after 24hours & take to
Federal Building.



Example of SSN form & SSN card
@

Cleveland State University

engagedlearning*

Center ternational Services and Programs
Social Security Administration for In

Federal Building
1240 East 9" Street
Cleveland, Ohio 44115

To The Social Security Administration:

;Eocﬂ'ml
This is evidence ofampioyment for: (jﬁNE Qoe

Name of Studant

Nature of student's job (e.g., library aide, research assistant, efc.): { HR.CH d T STA m

Start Date: a!@{ﬂup_mmomnumpaw& flO
- Employer

[[34-0086055 EIN ]
Cleveland State University Other Employer

6 -5 ~121T

i - - F -"'l_,.
. - - =, !
= )
Employer Tdsphons Number =
sﬁﬁ S5, Dreckor of Degartment e N e s
ployel re

Be Boss ?Hén@rfhﬂ - ”ﬂ'ﬁ Iﬂ"ﬁ

Department

An F-1 student may work while the Social Security number inbang may wish to it & TS
reference SSA's fact sheet, Employer Responsibililes When Hiring Foreign Warkers ﬂwlwtaheetmlns Al
mhmimon howto rsportwages{man erwlwsa wiho Nas not yet received an $SN and is avallable online at
hitp socialsecy i

The Center of International Services and Programs:
| certify that this student is enrolled as a full time student at C State University and is employed or
has the promise of employment. Please issue this student a social security number.

(2 - (218] 687-3910
“Designated School Official Signature Phone

Da%//é, /20 /5

Mailing Addves: 2121 Buclid Avenue, KB 1150 + Cleveland, Ohio 441132214
Cargpus Location: Keith Building, Suite 1150 = 1621 Euclid Avenue * Cleveland, Ohio
herp:Hwww.csuohio.cdufinternat! * (216) 687-3910 * Fax: (216) 667-3965



After You Get Your Social
Security Number

“*Sign It In Ink.
+*Do not laminate It.

‘*Make an appointment with the
Payroll Office, Karen Ellis, (216-
687-3611) to complete tax forms.



OPERS

“+Ohio Public Employees Retirement System
“*You may choose to be exempit.

“*\Whenever you work and are enrolled for less
than 6 credit hours, you must pay into
OPERS.

“*This amount can be refunded to you!

— Go to Payroll after the end of any term in
which OPERS was deducted to file for a
refund.



Finding A Student Position
at CSU




Finding A Student Position
at CSU

< Go to www.csuohio.edu

*» Click on A-Z index, then ‘E’

¢ Click on Employment Opportunities

o’



http://www.csuohio.edu/

For any Information or questions
regarding Student Employment
Contact

Career Services Center
Rhodes Tower West 280
1899 East 22nd Street

Phone: 216.687.5411

oll Free: 888.CSUOHIO
Fax: 216.687.9247

campus4ll@csuohio.edu




Good luck to you here at
CSU
We hope you have a
successful experience!




