
\\gcfile.goshen.edu\homes\Department\acct\Student\Student Job Description\Student-Employee-Required-Documentation-rev-2023.docx 

Employment Documentation Required For All Student Workers 
 
Before a student can get paid for working on campus, the following documents must be obtained 
and/or completed thoroughly and accurately. 
 
Social Security Card 
All domestic and international students must have a valid social security card to be eligible for student 
employment. Present the original card to the Accounting office when turning in the other forms listed 
below. International students should speak with the international student advisor, Dan Liechty, if they 
have questions (ext. 7002, dankl@goshen.edu). 
 
Complete these forms and bring them to the Accounting Office (AD 10): 

• W4 Click here to complete online  
Complete this form so the Accounting office can withhold the correct federal income tax. Many 
students are exempt from withholding, but must complete a W-4 to indicate their exemption. 
Students may ask the Accounting office for assistance in completing the form if they are not 
certain about their withholding status. 
International students:  click here for special W4 instructions just for you.  

• WH-4 Click here to download and complete  
This form serves the same purpose as the W-4, but for state and county income tax holding. 

• I-9, Employment Eligibility Verification Click here to complete and print the form  
Required for all employees in order to comply with federal law (the Immigration Reform and 
Control Act of 1986). Instructions available here. The student employee must provide original, 
current (unexpired) documentation which establishes both identity and employment eligibility. 
The student employee must complete Section 1 Employee Information and Verification and 
sign in ink. The signed form should be turned in to Accounting, who will complete Section 2 
after viewing your identification cards and other documents required by the form. 

• Direct Deposit Form Click here to print and complete the form 
Student workers complete this form to receive their paycheck. 

 
 
 

  

 

 

 

 

 

 

  

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/pub/irs-pdf/n1392.pdf
https://forms.in.gov/Download.aspx?id=2702
https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf
https://www.goshen.edu/wp-content/uploads/sites/33/2022/09/Direct-Deposit-Agreement-for-Students.pdf
https://www.goshen.edu/wp-content/uploads/sites/33/2022/09/Direct-Deposit-Agreement-for-Students.pdf

