
Student Employment Packet Instructions

STEP-BY-STEP EMPLOYMENT GUIDE



Thinking about getting a job on campus?

 There are 2 different types of  jobs on campus.  They are classified by where their 

funding ($) comes from:

Student Assistant Positions (SAP) – Are paid through approved and 

budgeted funds from the Department that the job is posted under.              

IE: Athletics, Residence Life, etc.

College Work Study Positions (CWS) – Are paid through approved Federal 

funding, which is awarded as part of  a student’s financial aid award package.  

It is important to have completed the FAFSA in a timely manner so that 

funding can be verified by the Financial Aid Department.  



Requirements in order to be a student worker…

MUST

 Be in good academic standing with the college

 Maintain a minimum cumulative GPA of  2.0

▪ Some positions require higher than a 2.0 GPA, and is noted in the job description                               

(i.e. Tutors, Peer Educators)

 Complete and submit all employment paperwork to HR

▪ A copy of  the student employment packet can be found on the Human Resources (delhi.edu) website 

or a physical copy can be found outside the HR office. 

 Complete all mandatory training prior to starting work. 

▪ IE:  All student workers are required to complete The Sexual Harassment Training which can be 

completed online in Vancko Hall (delhi.edu).

https://www.delhi.edu/mydelhi/hr/index.php
https://moodle.delhi.edu/


Student Employment Rules

CANNOT

 Cannot begin work until all paperwork and training requirements have been completed

 Cannot work over 20 hours per week during the academic year, regardless of  how many 

different jobs you may have.  During the summer you are allowed to work 29 hours/week.  

 Cannot work during their scheduled class times

 Must take a 30 minute break if  they work 6 hours or more.  



Note: 

→ Complete all forms in blue or black ink ONLY.  No Pencils!

→ Write clearly and legibly.  If  we can’t read it, we will be unable to process your paperwork and/or we may 

send incorrect information to New York State.   

The Student Employment Packet Breakdown

FORMS In the Packet

• Confidential Employment Questionnaire

• Employment Eligibility Verification, I-9 Form

• Tax Forms

• Direct Deposit Election/Decline Forms

• Retirement Employment Election/Decline Forms

• Disability Form

• Veteran Form



Confidential Employment Questionnaire

This form is needed because it has information that is required for entering you into the

NYS payroll system

• Information will only be used for statistical reporting & personally identifiable information will not be released

• For question 3: If  you select ‘Hispanic’ you must also select a race for question 2.
(Please feel free to choose what you feel best describes your race, there is no wrong answer)

• For question 4: please respond ‘Yes’ if  you have ever been on NYS or SUNY payroll 
(ex: SUNY student assistant, SUNY federal work study student, NYS Parks & Recreation Camp Counselor/Lifeguard etc.)

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://literaryblog.net/contact-us/about-meo
https://creativecommons.org/licenses/by-nc-sa/3.0/


Employment Eligibility Verification (USCIS Form I-9) 

• All sections highlighted in yellow are required

• You must select one box, highlighted in blue

and complete the corresponding section, if  

applicable.

• Federal Law requires that this I-9 form be 

completed and that verification be received  

PRIOR to any employee starting to work. 

DON’T FORGET TO SIGN!!!



I-9 Verification

(You must supply supporting documents to prove your 

identity AND eligibility to work in the United States)

All documents must be ORIGINAL and 

UNEXPIRED and 

must be physically brought into the HR office.

Choose one selection from List A

OR 

one selection each from 

List B AND from List C



Federal Taxes   Form W-4 (2023) 

➢ All fields in yellow are required (Step 1 & Step 5)

• If  you are eligible to be exempt from having 

federal taxes withheld from your pay, please write 

the word “exempt” in the space below Step 4 (c).  

See Below for EXEMPT Rules: 

➢ If  you are not eligible for EXEMPT Status, follow the 

Steps in Blue (complete only the steps that apply to 

you).  

Don’t Forget to Sign!



NY State Taxes Form IT-2104 (2023) 

➢ Only complete this form if  you elect to have NYS 

taxes withheld from your pay

➢ All fields in yellow are required

➢ For the complete IT-2104 form instructions visit: 

Instructions for Form IT-2104 (ny.gov)

https://www.tax.ny.gov/forms/current-forms/it/it2104i.htm


Taxes and the Number of  Allowances

• The higher the number of  allowances you claim, 

the less taxes you will have withheld from your 

pay, but may result in you owing money when 

filing at the end of  the year. 

• The lowest number of  allowances you can claim 

is zero (this is not the same as being “exempt”). 

Claiming zero will take more taxes from your 

pay, and may result in a tax credit when filing 

end of  the year taxes. 

This Photo by Unknown Author is licensed under CC BY-ND

https://www.quoteinspector.com/images/bitcoin/cryptocurrency-taxes/
https://creativecommons.org/licenses/by-nd/3.0/


Form IT-2104-E (2023) NYS Tax Exemption

You MUST meet the conditions of  

Group A or Group B. If  you don’t, 

then you CANNOT claim the NYS 

exemption

The Form can be found at Form IT-

2104-E Certificate of 

Exemption from Withholding 
Year 2023 (ny.gov)

GROUP A: 

Group B:

https://www.tax.ny.gov/pdf/current_forms/it/it2104e_fill_in.pdf


Direct Deposit

“Per Chapter 442 of  the Laws of  2022, on and after January 1, 2023, the Comptroller shall cause, a state 
employee’s net salary to be deposited directly in a bank…however, such employee may submit a request for 

exemption”

What this means is that you must ELECT or DECLINE Direct Deposit.

Electing:  Verification is required and you have 2 options:

Provide a VOIDED check

OR

Written verification from the financial institution showing the account number, routing number, and 
name(s) on the account. 

(Many banks provide this verification form when you log into your online bank. You may email the 
form to Humanresources@delhi.edu or hand deliver to our office in Bush Hall)



Direct Deposit:  Why sign up?

• Direct Deposit is more secure than a paper check. 

• Paychecks that are direct deposited are made available on the actual pay date.

• It is reliable, unlike mail delivery, which can be delayed. 

• It is convenient. No need to pick up your check from a mailbox and travel to cash the check. No errors with the 

check being sent to a home address, when you are here on campus waiting for the check in your campus 

mailbox. 

• It provides more direct access to your funds whenever and wherever you are. Going home over break? No need 

to worry about your check sitting in your campus mailbox. 

• Lost paper paychecks may take at least 2 weeks to be reissued from NYS, causing a longer delay in you receiving 

your money. 

• Save the environment by opting out of  receiving a paper check stub. 

• Direct Deposit information can be updated or changed at any time just by completing a new form (ie: changed 

banks, change in distribution amounts, etc.)



E
le

c
t

D
ir

ec
t 

D
ep

o
si

t

P
ag

e 
O

n
e



E
le

c
t

D
ir

ec
t 

D
ep

o
si

t

P
ag

e 
T

w
o

Paperless Option



Declining Direct Deposit

Don’t Complete any 

other section if  you 

are declining Direct 

Deposit



State University of  New York

Retirement Program Election Form 

As a NYS employee, you are eligible for membership into the NYS Employee’s Retirement System, 

commonly referred to as ERS.

o ERS Membership Registration Form: Click HERE

o ERS Beneficiary Form (A beneficiary is someone who is entitled to receive monies or other benefits in the 

event of  your death): Click HERE

o DO NOT sign your name unless in the presence of  a Notary Public.  Remember to bring a valid 

government issued photo ID (drivers license or passport) when having documents notarized. 

o These forms can also be found on the HR Website: Human Resources Forms (delhi.edu)
o You can access any of  your retirement information online: Click HERE

This Photo by Unknown Author is 

licensed under CC BY

https://www.osc.state.ny.us/files/retirement/forms/pdf/rs5420.pdf
https://www.osc.state.ny.us/files/retirement/forms/pdf/rs5127.pdf
https://www.delhi.edu/mydelhi/hr/forms/index.php
https://web.osc.state.ny.us/retire/sign-in.php
https://www.brightwoodventures.com/retirement-income-strategies/
https://creativecommons.org/licenses/by/3.0/


State University of  New York

Retirement Program Election continued…

DO NOT SIGN



Voluntary Self-Identification of  

Disability 

This form is VOLUNTARY and CONFIDENTIAL. It 

is not required, but your participation in completing the 

form helps measure our progress towards having at 

least 7% of  our workforce be individuals with 

disabilities.  

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.peoplematters.in/article/diversity/physical-disability-is-not-an-obstacle-for-leaders-15313
https://creativecommons.org/licenses/by-nc-sa/3.0/


Invitation to Self-Identify for Veterans 

The Vietnam Era Veterans' Readjustment 

Assistance Act (VEVRAA) is a law that prohibits 

federal contractors and subcontractors from 

discriminating in employment against protected 

veterans and requires employers take affirmative 

action to recruit, hire, promote, and retain these 

individuals.

As a Government contractor subject to 

VEVRAA, we request this information in order 

to measure the effectiveness of  the outreach and 

positive recruitment efforts we undertake 

pursuant to VEVRAA.

Completing this form is voluntary, but we hope 

that you will choose to fill it out.



Turning in your paperwork….

All students MUST complete their Student Employment Packet and return it to Human Resources.  Both 

the student and the supervisor will receive an email notification when the student is placed on payroll.

*No student can start working until this process has been completed*

Your supervisor is responsible for ensuring that you understand the requirements and 

expectations of  your position such as:

▪ Time & Attendance 

▪ Work Schedule

▪ Appropriate Dress for Work

▪ Cell Phone Use Policy

▪ Grounds for Employment Dismissal

If  you have questions, please ask your direct supervisor.



Time and Attendance

Students are responsible for submitting their timesheets (both electronic and/or paper) to their direct supervisor for 

review and approval. Students that have more than one job will have more than one timesheet to complete.  

• Electronic Time Sheet Instructions Presentation

• Paper Time Sheets Form (.pdf)

https://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/StudentTimeandAttendancePresentation.pdf
https://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/Studenttimesheets.pdf


Student Timesheets

Electronic Timesheet

Paid Hourly 

 Hours worked are entered in SUNY HR Time and 

Attendance System.

 Submitted by the student and approved by the 

supervisor, in SUNY Portal. 

 The electronic timesheet is reviewed and approved 

by HR.

 HR electronically submits it to NYS

Note: The supervisor’s signature indicates that the hours 

worked are accurate. 

Paper Timesheet

Paid by Stipend or Hourly

 Student completes paper timesheet periodically 

throughout the period of  employment

 The paper form is approved and signed by the 

supervisor, who submits to HR

 HR reviews and approves the timesheets which are 

manually entered for payment.

 HR manually submits it to NYS

Note: The supervisor’s signature indicates that the hours 

worked are accurate. 

http://www.suny.edu/time
https://www.delhi.edu/mydelhi/faculty-staff/administration/human_resources/pdf/Studenttimesheets.pdf


Student Timesheet Deadlines

 Student Employees – must submit time records to supervisors for approval no later than the Thursday after the 

pay period ends. 

 Supervisors of  Student Employees - submit to HR no later than 12 noon on the Friday after the pay period ends. 



The Payroll Calendar

2022-2023 Student Payroll 
Calendar 

https://www.delhi.edu/mydelhi/hr/student-
payroll-schedule/index.php

Please review the Student Payroll Calendar and keep 
track of  the student timesheet due dates. These are 
the dates that your supervisor should receive your 
timesheet.  There are specific payroll submission 
deadlines that are set by the NYS Comptrollers 

Office, and if  a timesheet is late, it may result in a 
delayed payment, 

2 weeks later than normal. 

If  you submit late, then that makes your supervisor 
late.  If  the HR office gets the timesheet late, you may 

not get paid till the NEXT payroll.  

https://www.delhi.edu/mydelhi/hr/student-payroll-schedule/index.php


Understanding Payroll and Payroll Documents

Please click on the link below.  It provides 

information to help you understand your 

payroll documents.  

gettingpaid_2013.pdf (state.ny.us)

NYS Payroll Online Services

▪ View & print your pay statement

▪ Opt out of  receiving paper pay 

statements

▪ View & print current and prior 

year W-2s

▪ Update your e-mail address

▪ Change your tax withholdings

Link to NY Payroll Online

https://web.osc.state.ny.us/payroll/files/gettingpaid_2013.pdf
https://idm.suny.edu/security/login/login.do


SUNY Delhi Human Resources Department

If  you have any questions following this training, please don’t hesitate to contact 

Human Resources.

• Jessica Bene - benejl@delhi.edu x4497

• LaTasha Ildefonso- ildefolm@delhi.edu x4494

• Nicole Craft  - craftna@delhi.edu X4493

• Human  Resources - humanresources@delhi.edu X4495

mailto:benejl@delhi.edu
mailto:ildefolm@delhi.edu
mailto:craftna@delhi.edu
mailto:humanresources@delhi.edu

