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There are a total of 4 forms required for student employment on campus.  Please read carefully to ensure that you have completed all forms in their entirety.  Please use your full legal name and legal HOME address when completing these forms.

I-9 Employment Eligibility Form:

Please complete Section 1 to the employee signature line.  Section 2 will be completed by the representative of the College (Payroll Office staff) upon presentation of the required original documents that you will be using to verify identity.  The “List of Acceptable Documents” is attached to the I-9 form.   You will need to present either 1 item from List A or 1 item from both List B and List C combined.   Please note that the original document is required and copies/scans are not acceptable. 

Federal W-4 form:

Please read the instructions for each step carefully.  Complete steps 1 – 5, including signature and date.

Connecticut W-4 form:

Please complete lines 1 – 3 and the biographical information, sign and date.  Your filing status can be determined by choosing the statement at the top of the page that best describes your situation.  Keep in mind that if you will not be earning in excess of $15,000 in a calendar year in the State of Connecticut, you may file Exempt (Filing Status E) from the Connecticut tax.  This form is required regardless of your home state, as the work will be performed in Connecticut.

Direct Deposit Form:

Please complete the Name and College ID field at the top of the page.  Read the student authorization, sign, and date.  Complete the bottom portion of the form, with your bank name, physical location of your branch office (City & State) the Bank Transit Routing number and your Bank Account number.  Be sure to indicate if the account is considered a checking or savings account.  

Double check that all forms are complete, signed and dated before submitting to the Payroll Office.





