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What is on-campus employment?

An Flvisa holdemay work o u%opeU ¢ Oo}vP ¢ §Z U%0}Cu vS J* % E(}E&uU }v §Z
on-location commercial firms which providirect services for students on campus, such as the bookstore and dinin
servicesPlease keep in mind that-E international students are not eligible for worstudy jobs.

Who is eligible and when?

¥% F1 students can work enampus immediately upon obtaininglFstatusin the United StatesSince A students
can arrive to the United States wp 30 days prior tahe semester start daten their +20, international
students are eligiblea work 30 days prior to the semester start date.

¥ F1 students transferring from another U.S. school can beginampus work after the SEVIS transfer release
date.

¥ F1 students musbe maintaining their immigration statugncluding being enrolled fulime or have an
approved reduced course load in order to work@ampus(excluding summer, unless summer is the first tern
of enrollment at Marian)

¥ F1 students must be igood acadmic standing in order to work ecampus

How many hours can an F-1 student work per week?
¥ Students can work no more than 20 hours a week while school is in session
¥ Students can work up to a maximum of 37.5 hours per week during breaks that are onemeeger (summer
break, winter break, spring break)

How does a student find on -campus employment?

The best place for students to look for@ampus employment
oppottunities is through ThExchangedxchange@marian.equ
3179556500, located in the Library)

£ | —

¥ Go to marian.edu/exchange and click on the KnightWork logo

¥ Log in with the Marian username and password

¥, Students should follow the necessary stepsaomplete their profile

¥ Students need to uploatheir resume and wait for approval from The Exchange

¥ Students catbrowse pbs whilewaiting for approval, then apply for jobs afténeir resume is approed by The
Exchange

% Once the position is offered, trmupervisor will notify The Exchange of the hire. The hired student then obta
§Z ~o E 38} AYEI_ }EhviRe ExcRangeZ E}uP
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What does the student do after finding an on -campus job ?

Does the student already have a Social Security Number (SSN)?
Y% Ifthe ey v8 o& C Z e+ ~EU Z }E Z vil 82 ~o E 3} AEI
Resources.
% If the student does not have a SSN, please see the following section on obtainingp@iséudent must first
% % 0C (JE v "E v Z A E ]%S ]v3IIE & 8} % &} +¢ $Z U%o0)
AYEI_ }E vP HaanResaurces.

How does a student obtain a Social Security Number (SSN)?

¥ The student should come to Julia in the Office of International Programs (109 Clare) to clarify the follov
instructions.

% dZ 3u vE[e omiest@ AJtth@SSN offer letter, included in this packet. The supervisor sipoind
the offer letter on letterhead complete the top portion, and then return it to the student.efstudent
needs to meet with Julia to completke bottom portion of the SSN offer letter.

% The student should take the completed SSN offer letter, immigration docume2is plassport, visa, and |
94), and Social Security Application Form (callefl; 3&ich is also attached) to the nearest Sociau8sc
Administration (SSA).

The nearest Social Security Administration
is located at6745 NETWORK RNDIANAPOLIS, IN 46278
Hours: Monday, Tuesday, Thursday, Fyd® a.m. to 4 p.m.)
Wednesday (9 a.m. to 12 p.m.)
All times are sibject to change Checkheir website for any time changes before going.

% Onecannot apply for an&N more than 30 days before teeployment sart date. The studenalso must
have an active status in SEVIS. For new students and transfer students, be sure that your SEVI&cttagL
before going to the SSA.

¥ The SSN card will be mailed to the studiendbout 2 weeks. Sign the card and keep it in a secure place. [
not take a picture of theard or store the number inphone.

% Once the student receives the card, he or sheusthtonmediatelytake it to Human Resoues in Marian Hall.

What other items are needed to complete the on -campus employment process?
Kv 8Z e3u v8]e}((E 8Z %}e]38]}v v E ]JA « §Zromh The Bxchadgaddji@s _
an SSN or SSN application recemt, student needso meetwith the Human Resurcesoffice to complete ariminal
background checkndnew hire packet This new packet contaifimportant items such as
% New Hire Information Sheet
¥ 1-9, Employment Eligibility Verification
¥ TaxWithholdingForms, such as W (federal taxes) and W (state taxes)For resources on completing the
W-4 as a norresident alien, please see the employment page of the Office of International Programs at
http://www.marian.edu/internationalprograms/internationalstudentand-scholarservices/employment
%, Direct Deposit Form

Once students complete the above process with Human Reso(M&s) 5Z C AJoo «]Pv C}uE ~ .0
Gveyour,Z «]Pv "~ o8}@A}EI|_  E supenghp E
You cannot begin work until your “cleared to work” card is SIGNED by HR.
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Frequently Asked Questions
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Date

This is evidence of on-campus employment for

(Name of F-1 student)

Nature of employment:

Start Date: Number of Hours/Week:
Maximum while school is in session: 20 hours/per week
Maximum during official break: 37.5 hours/week

Employer Contact Information:

(On-campus office where the student will work)

317-
(Employer Telephone Number)

35-0868175
(Employer Identification Number)

By completing and signing this employment verification document, I understand that:

1.) This student may work up to, but no more than, 20 hours/week while school is in session and
37.5 hours/week during official school breaks.
2.) This student may only work on campus.

(Name and Title of Student’s Immediate Supervisor)

(Immediate Supervisor Signature, no stamps)

KEREKAIAKAKAKEAIAIAKAAAAAAKAKAKRAAAAXAAKRAAIAAAAAIAAAARAIAAAAARAAA A khArrAhAhhrrhhhhdhrrrhhhirhhhhirihhhiiiikiiik

This section is for reserved for the International Student Support Specialist’s use only.)

Typed or printed name of Designated School Official (DSO)

Signature

Date Phone Number

11/9/2015



HOW TO COMPLETE THIS APPLICATION

ek N L

Complete and sign this application LEGIBLY using ONLY black or blue ink on the attached or
ol . E] ' * £ A 1 - .




SOCIAL SECURITY ADMINISTRATION .
Application for a Social Security Carc orm Approved




	

