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Hiring Packet Checklist

This form is for your own use and does not need to be 
submitted. 

The process of becoming an On Campus Student 
Employee consists of three main steps. 

Below is the list of steps and/or documents you will come 
across during this process. 

Use this checklist to better understand the steps taken in 
order to become an On-campus Student Employee.  

Please refer to the career hub website to get more information 
or contact us via email at careerhub@santarosa.edu

https://careerhub.santarosa.edu/
mailto:careerhub@santarosa.edu


Welcome Letter



RA Form- Employer



R/A Form- Student

○

○

○

○



R/A Form- Student Cont.



Employment Eligibility Verification



I-9 Documentation

careerhub@santarosa.edu

mailto:careerhub@santarosa.edu


I-9 Documentation (International students)

http://www.cpb.gov/I94


Confidentiality Statement



Personal Data Form



W-4: Federal Copy



W-4: California Copy



Direct Deposit



Substantial Presence Test



Student Payroll Form
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Do you have any questions?

Please email us at
 careerhub@santarosa.edu

Career Hub's 
Instagram

Career Hub's 
Facebook

Career Hub's 
linkedin

Do you have any questions?

We are here for you!
Please email us at

 careerhub@santarosa.edu

http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr
mailto:careerhub@santarosa.edu
https://www.instagram.com/srjccareerhub/
https://www.instagram.com/srjccareerhub/
https://www.facebook.com/SRJCCareerHub/
https://www.facebook.com/SRJCCareerHub/
https://www.linkedin.com/organization-guest/company/srjc-careerhub?challengeId=AQHbtS3yuXqheQAAAXN38oIsYc7aP2sqImDBr2FQuGwrTxMajrFwtAzR8WeYeft5DzQmeevrHA5xHUe0zl_KZvS5ZVy2OhvWuA&submissionId=2d72e417-0029-2416-e73b-21ebb0b1b021
https://www.linkedin.com/organization-guest/company/srjc-careerhub?challengeId=AQHbtS3yuXqheQAAAXN38oIsYc7aP2sqImDBr2FQuGwrTxMajrFwtAzR8WeYeft5DzQmeevrHA5xHUe0zl_KZvS5ZVy2OhvWuA&submissionId=2d72e417-0029-2416-e73b-21ebb0b1b021
mailto:careerhub@santarosa.edu

