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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

Congratulations for getting hired on SRJC campus!

This is your welcome letter and the first form you will 

come across. This form will have multiple fields 

where you will have to put down your initials.



RA Form- Employer

This form is for your Supervisor and should already be 

filled out when you get it .

You will not be filling out anything here.

There will be arrows that direct you to where you 

need to fill out information.



R/A Form- Student

All fields with arrows need to be filled in

Student Information

Citizenship Status: US citizen, noncitizen, or International

FASFA section

○ Don’t remember the exact date? That’s ok, do your 

best

○ FWS = Federal Work Study: This is where the federal 

gov. provides financial aid money to your boss to use 

for your salary. You must request this in your FASFA. 

You can check your status in your Financial Aid Portal

○ CalWorks: only check off if you are a CalWorks 

Student

○ District: Neither FWS nor CalWorks



R/A Form- Student Cont.
Fall/Spring Semester- minimum 6 units (international: 
minimum 12 units)

Summer Semester- minimum 3 units (international: 
minimum 6 units)

Maximum 25 hours of work per week

F-1 Visa students: maximum 20 hours per week (25 max 
during breaks)

Signature

Bottom information = Office use only



Employment Eligibility Verification

This form also confirms citizenship. Make sure that you 

have filled in all of the required spaces, especially your 

social security number and signature.

There is a Second page to this form in the packet, 

however you do not need to check that side since the 

Career Hub staff fills that part out. 



I-9 Documentation
I-9 form requires some form of document in order for us to 

verify your identity and status. You may submit one of the 

approved documents from List A or a combination from 

documents on B & C (One from B & one from C). The most 

common combination that people submit is their drivers 

license and social security card. 

Please note that SRJC Student ID card can not be used as a 

form of identification and therefore it is NOT an accepted 

document for the list B.

If the documents are not submitted correctly you will be 

required to start over from the beginning. Therefore, if you 

have any questions about this process or what documents can 

be used for the I-9 purposes, please contact the Career Hub at 

careerhub@santarosa.edu

mailto:careerhub@santarosa.edu


If the you are an international student you must have 

extra I-9 forms which are your Visa, Passport, I-20, and 

Individuals can visit www.cpb.gov/I94 to receive a copy 

of their electronic I-94 form. 

I-9 Documentation (International students)

http://www.cpb.gov/I94


Confidentiality Statement

Read this form and make sure that it is signed at the 

bottom before submitting.



Personal Data Form
Please complete this form as honestly as you can. If the 

you do have a record, this may not hinder you in any way 

from getting a job, but it is necessary that we know this 

information. If there are questions, you may be contacted 

by the Coordinator, Workforce Development or the Human 

Resources Department for follow-up questions.

Make sure all the required fields on this form are 

completed and signed. 



W-4: Federal Copy
The W-4 Forms (one for California and one for Federal) tell 

the SRJC Payroll Office how much money to take out of 

your check for taxes. W-4 forms are required in order for 

the student’s taxes to be dealt with accordingly. For 

Californians, we must complete two W-4s: one for state 

government and one for the federal government. 

By law, we are not allowed to tell the student what to put 

on their W-4, so the only questions we can really answer 

regarding this page are correlated to what the form is for. 

All other questions should be directed to the three 

worksheet forms in the packet that help explain how to fill 

out this section.

Make sure all the required fields are filled out and the 

Social Security number is entered correctly. 



W-4: California Copy
In this form we need to make sure that the personal 

information section is filled out, as well part #1 and #2 

are filled or #3 or #4 is filled out, and you should put 

down your signature and date. 

Make sure that the Social Security number matches the 

Social Security numbers on other forms and your Social 

Security card. 

The next three pages are worksheets and are for you to 

use in case you need help filling out this page. Remember, 

we cannot give advice on how to fill this form out.



Direct Deposit
This form does not necessarily need to be turned in at 

the time of their hiring packet submission. This paper is 

only required if you want to have your paycheck sent 

directly into their bank account. You can turn this in at 

any time during their employment. Please note that it will 

take roughly 2 or so weeks for this process to go into 

effect from the time you have turned the form in.

When it is submitted, make sure the personal information 

is filled, signature is present, and that you have attached 

either a voided check or a letter from your bank.



Substantial Presence Test
Not every student employee will need to fill out 
this form. 

This form is to be filled out by non citizen students who 
do not have F1 visas or are not Permanent Residents.

If this form applies to you, the dates of every time you 
have entered entered the US needs to be recorded on 
the second page. 

Make sure that all of the information is filled out. Every 

time that they entered the US needs to be recorded on 

the second page.

If you have any questions or concerns about this form 
please contact Jamie Longnecker or schedule a one on 
one meeting with her to go over this form. 



Student Payroll Form
This form is the last form in the packet.

Make sure that all of the information is filled out on the 

front side, especially your start date (which should be a day 

after the date you are submitting this form) and your 

signature. 

On the second page make sure that your emergency 

contact information is filled out; the rest of the second 

page is not to be filled out by the you, but by our office. 



CREDITS: This presentation template was created by Slidesgo, 
including icons by Flaticon, and infographics & images by Freepik. 

THANKS!
Do you have any questions?

Please email us at
 careerhub@santarosa.edu

Career Hub's 
Instagram

Career Hub's 
Facebook

Career Hub's 
linkedin

THANKS!
Do you have any questions?

We are here for you!
Please email us at

 careerhub@santarosa.edu
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