STUDENT EMPLOYMENT INFORMATION SHEET
Student Name:______________   Department:_______________________
Dept. Contact:______________    Phone: _______       Fax:__________
	TYPE OF APPOINTMENT

	Regular, Bridge & Federal Work Study [FWS] Student Assistants
	Instructional Student Assistants, Teaching Associates & Graduate Assistants

	[   ]   1870  Student Assistant

[   ]   1871  Student Assistant FWS

[   ]   1872  Student Trainee FWS [Off Campus]

[   ]   1874  Bridge Student
[   ]   1875  Bridge Student FWS [On Campus}  
[   ]   1876  Bridge Student FWS [Off Campus]

[   ]   1868  Student Assistant --Non Resident                                

                                                     Alien*
         *Non-Resident Alien certification 

         _________________   ___________

          Payroll Manager           Date
	[   ]   1150  Instructional Student Assistant

[   ]   1151  Instructional Student Assistant FWS

[   ]   2353  Teaching Associate

[   ]   2354  Teaching Associate AY

[   ]   2355  Graduate Assistant AY
[   ]   2325 Graduate Assistant Monthly

[   ]   2326 Graduate Assistant (on campus FWS) 

The above positions are covered under Unit 11, UAW, Local 4123.  Questions regarding this bargaining unit should be directed to Raymond Wight, interim campus representative; [619]285-9043 or e-mail rwight@uaw4123.org.


NEW STUDENT EMPLOYEES 
Welcome!!!  As a new student employee, you are required to stop by the Human Resources and Equal Opportunity office (HREO) prior to OR on the first day of your employment in order to sign onto the state payroll system.  PLEASE BRING THIS FORM WITH YOU TO HREO. You will be required to present proof of identity, and eligibility to be employed in the United States. 
  
To meet the Federal Internal Revenue Service and California State Franchise Tax Board requirements, all employees are asked to provide their actual social security card for verification of their name.  You are required to sign onto the state payroll system with the name that appears on your social security card.  If incorrect, you will need to go to the Social Security office to have it corrected.
 
To meet the 1986 Immigration Law (I-9 requirements), employees are required to provide proof of identity and eligibility to be employed in the United States.  This proof should be presented to HREO prior to their first day of employment or within 72 hours of the first day of employment.  Please refer to the I-9 List of Acceptable Documents: http://www.csusm.edu/HR/employment/98.Employment.I9.dl.html or the sample list noted below.
ALL DOCUMENTS USED MUST REFLECT THE SAME EXACT NAME UNDER WHICH THE EMPLOYEE IS SIGNING ONTO THE PAYROLL SYSTEM.
Provide one document from List A or one each from List B and List C.
	LIST A -- Document that Establishes Both Identity & Employment Eligibility:

	Or
LIST B -- Document that Establishes Identity – Picture ID


	1. US Passport (expired or unexpired) 

2. Alien Registration Receipt Card with photograph 

3. Unexpired Employment Authorization Document issued by the INS which contains a photograph
	1. Driver’s License 

2. School ID 

3. US Military card 

4. Native American tribal document 

AND
LIST C -- Document that Establishes Employment Eligibility:
1. Social Security Card 
2. Original or certified copy of birth certificate 
     3.  Native American tribal document


Sign-In Hours:  8:00 am to 4:30 pm NB: Please allow at least 30 minutes for the sign-in process
Cal State San Marcos Human Resources & Equal Opportunity
333S. Twin Oaks Valley Road
San Marcos, CA  92096
Craven Hall, Room 1200
760-750-4418
Have you ever been employed at CSUSM before now???  If yes, please be sure to tell the HREO representative helping to sign you onto our payroll.
