HIRING PROCEDURES
FOR A NEW
STUDENT EMPLOYEE

New Hire Checklist for Student Employees
Employee Name: _____________________________________________
SMU ID: ____________________
Start Date: ______________________
Complete the following steps before you begin working:


SMU is required by federal law to complete an Employment Verification Form (Form I-9) for all employees. A new
employee must complete an I-9 Form no later than close of business on his/her first day of work. Please note that
the federal government may impose civil penalties on SMU when a new employee has not completed the I-9
appropriately. See www.uscis.gov for further details.



Visit the Department of Human Resources to complete an I-9 Form. Office hours are 8:30 a.m. to 5:00 p.m. HR is
on east campus, in Expressway Tower, located at 6116 N. Central Expressway, Suite 200, Dallas, TX, 75206. For
questions or directions call 214-768-3311. Location and parking information.



The list of acceptable documents to complete an I-9 Form is on the following page. Please bring your documents
with you and remember that all documents must be originals and unexpired (copies are not accepted).



Complete the W-4 form within this packet.



Complete the Direct Deposit Authorization Form within this packet. A voided check must be attached to the direct
deposit form. Direct deposit is mandatory for all University employees, except for students who are participating in
either a federal or state work study program. However, direct deposit is strongly recommended for students who
are on work study.



Once you have completed the W-4 and Direct Deposit Authorization Form, return them to your supervisor. Your
supervisor will attach these forms to the Payroll Authorization Form (PAF), which will be submitted to Payroll.



Maintain a record of hours worked until you have access to the time clock located in your building or
TIMEaccess. Your supervisor can show you how to record your hours.



Bring this New Hire Checklist with you to HR. Your name, SMU ID, and start date must be completed at the
top. Once you have completed the I-9, HR will initial below, indicating that you are authorized to work at SMU.
Take this checklist back to your supervisor to show proof that you have completed the I-9 and can begin work.

NEW HIRE CHECKLIST
I-9 Completed, HR initials ________________
W-4 Form Completed (Return to your supervisor)
Direct Deposit Form Completed and Voided Check Attached to the Form (Return to your supervisor)

IMPORTANT: Return this form to your supervisor after you have completed the I-9 and HR has initialed above.
This checklist is only for your department’s records.
Payroll does not require the checklist, nor does it need to be attached to the Payroll Authorization Form (PAF).

LISTS OF ACCEPTABLE DOCUMENTS
TO COMPLETE FORM I-9
To complete the I-9 Form, you must present proof of identity and proof that you are legally allowed to work in the United
States.
Option A – One document from the list below is acceptable for both identity and employment eligibility. Only
unexpired, original documents are accepted.
Documents that Establish both Identity and Employment Eligibility
1. U.S. Passport or U.S. Passport Card
2. Permanent Resident Card or Alien Registration Receipt Card (Form I-551)
3. Foreign passport with a temporary I-551 stamp or temporary I-551 printed notation on a machine-readable immigrant
visa
4. Employment Authorization Document that contains a photograph (Form I-766)
5. In the case of a nonimmigrant alien authorized to work for a specific employer incident to status, an unexpired foreign
passport with Form I-94 or Form I-94A, bearing the same name as the passport and containing an endorsement of the
alien’s non-immigrant status, as long as the period of endorsement has not yet expired and the proposed employment
is not in conflict with any restrictions or limitations identified on the form.
6. Passport from the Federated States of Micronesia (FSM) or the Republic of the Marshall Islands (RMI) with Form I-94
or Form I-94A indicating nonimmigrant admission under the Compact Free Associate Between the United States and
the FSM or RMI

Option B – If you do not have any documents from Option A, you will need one document to establish identity and one
document to establish employment eligibility. Only unexpired, original documents are accepted.
Documents that Establish Identity
1.

2.

Driver’s license or ID card issued by a state or
outlying possession of the United States
provided it contains a photograph or
information such as name, date of birth,
gender, height, eye color and address
ID card issued by federal, state or local
government agencies or entities, provided it
contains a photograph or information such as
name, date of birth, gender, height, eye color
and address

3.

School ID card with a photograph

4.

U.S. Military card

5.

Military dependent’s ID card

6.

U.S. Coast Guard Merchant Mariner Card

7.

Driver’s license issued
government authority

by

AND

Documents that Establish Employment
Eligibility
1. Social Security Account Number card other
than the one that specifies on the face that the
card does not authorize employment in the
United States
2. Certification of Birth Abroad issued by the
Department of State (Form FS-545)
3. Certification of Report of Birth issued by the
Department of State (Form DS-1350)
4. Original or certified copy of a birth certificate
issued by a state, county, municipal authority
or territory of the United States bearing an
official seal

a

Canadian

5. Native American tribal document
6. U.S. Citizen ID Card (Form I-197)
7. ID Card for use of Resident Citizen in the
United States (Form I-179)
8. Employment authorization document issued by
DHS
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SOUTHERN METHODIST UNIVERSITY
Payroll Department
D IRECT D EPOSIT A UTHORIZATION F ORM
To enroll in direct deposit, complete this form and send it to the Payroll Department. Attach a voided check for each checking account—not a
deposit slip. If depositing to a savings account, ask your bank for written verification of the Routing/Transit Number for your account—it’s
usually not what’s on the savings account deposit slip. This will ensure that your pay is deposited to your account correctly.
Below is a sample check detailing where the information necessary to complete this form can be found.

Important! Please read and sign before completing and submitting to the Payroll Department.

Payroll - I authorize my employer, Southern Methodist University (“SMU”), and the Financial Institution(s) named below to deposit my net pay
by electronic transfer to my account(s) each payday. If amounts to which I am not entitled are deposited into my account, I authorize SMU to
direct my Financial Institution to reverse them. In the event my designated account is closed or contains an insufficient balance to allow a
reversal for amounts deposited in error, I agree that SMU may withhold any amounts owed to me until such amount is repaid.
This authority is to remain in full force and effect until I revoke it by giving 10 days prior written notice.

Employee Name

SMU ID

Employee Signature

Date

Please indicate how often you are paid:

New Employees: check here!

Once a month

Every two weeks

This is the first direct deposit authorization for Payroll I have ever submitted to SMU.

NOTE: You must complete the Accounts Payable Direct Deposit Authorization Form for reimbursements
and other payments generated by the SMU Accounts Payable Department.
PAYROLL DIRECT DEPOSIT ACCOUNT INFORMATION
You may split your net pay into multiple banks/bank accounts (max of three). One account must be designated as your “Balance” account.
1. Routing/Transit # (9 digits)
Account Number
Checking
Savings
Deposit Amount:
2. Routing/Transit # (9 digits)
Account Number
Checking
Savings
Deposit Amount:
3. Routing/Transit # (9 digits)
Checking
Account Number
Savings
Deposit Amount:

Bank Name
$

OR

Balance

OR

Balance

OR

Balance

Bank Name
$
Bank Name
$

