
 

Are you ready to begin student employment? 
Please use the following Instructions to ensure proper paperwork completion. 

 
Student employment forms are available to be retrieved electronically at 
https://www.juniata.edu/offices/finance-administration/payroll/students/index.php or picked up at the HR 
Office located at 1923 Moore Street. Forms can be submitted to Human Resources via a secure 
email at HR@juniata.edu or dropped off at the HR Office. Please be sure to include copy of 
passport or 2 required forms of ID. Questions?...... contact Human Resources at HR@juniata.edu or call 814-
641-3195. 

 
 

Prior to working on campus you will need to complete ALL of the following at least one week prior to 
beginning work on campus: 

o Blue Card Student Authorization for Employment (complete online) (Only for non-stipend positions) 
o Local Earned Income Tax Residency Certification Form (complete online) 
o Direct Deposit Form 
o W-4 Form 
o I-9 Form with passport or 2 required forms of ID 

 
REMEMBER TO USE YOUR PERMANENT ADDRESS (NOT YOUR CAMPUS ADDRESS) ON ALL FORMS. 
 
These forms can be accessed on the Arch under Student Employment. 

 
 

The Attached forms: 
 
 Direct Deposit- Students are required, as a condition of employment, to have their pay directly deposited 

into a bank account of their choice within the USA.  Direct Deposit bank account information should 
include a voided check (for checking accounts) or a deposit slip (for savings accounts). 

 W-4 – This form instructs Payroll how to tax your wages for federal tax purposes. All employees MUST 
complete steps one and five. The address you put on the form should be your permanent address, not 
your campus address. Complete Steps 2-4 only if they apply to you. Additional guidance on completion of 
the forms is below: 
 
International Students: Step 1(c) - MUST check Single or Married filing separately. 
Below Step 4(c) - Write “nonresident alien” or “NRA” in the space below Step 4(c). If you would like to 
have an additional amount withheld, enter the amount in Step 4(c). Refer to IRS Notice 1392 
(Supplemental Form W-4 Instructions for Nonresident Aliens) if you believe additional fields on the form 
apply to you. 
  
US Students: Step 2 “multiple jobs” is for more than one job outside of Juniata College. 
Exemption from Federal Tax Withholding - employees may claim exemption from withholding if they meet 
both of the following qualifications: (1) owed no federal tax in prior year, and (2) expect to owe no federal 
income tax in current year. Employees may certify meeting both qualifications by writing “Exempt” in the 
space below Step 4(c) in addition to completing steps one and five. You will need to submit a new Form 
W-4 annually, generally, by February 15 each year. 

 
 I-9 – This form is required to prove employee's identity and employment eligibility. Use your permanent 

address, not your campus address. At this time, copies of required ID’s should be submitted via secure 
email along with the I-9 Form to HR@juniata.edu. Please refer to Page 3 of the I-9 for a listing of 
documents you may use. You MUST bring either one document form List A or one document from BOTH 
List B and C. Instructions for completing the 1-9 can be found online at: https://www.uscis.gov/i-9 
 
Please Remember to sign and date all forms. Submit forms via secure email to HR@juniata.edu.   
 

You may not work until your employment forms are processed by Human Resources and Payroll. You will 
receive an email notification indicating you may begin working on campus along with your registration and training 
for ADP.  ADP is where you will log hour worked (for non-stipend positions) and view your pay statements. 
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