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Frequently Asked Questions Regarding On Campus Student Employment
Career Services - Campus Life Office – Yeager Center, Room #B154
Q - Where do I go to find out about on-campus jobs?
A – You register on CBU’s Online Job Board (www.calbaptist.edu/career) and use your student ID# for the requested “Access Code.” To obtain a Student Work Application Form, you can download that document on the main screen of the online job board. 
Q – What is Federal Work Study Eligibility?

A – You will need to inquire whether or not you are eligible for Federal Work Study (FWS) with the Financial Aid Office.  Take your application to the Financial Aid Office and a staff person will stamp the form to reflect your FWS eligibility before you submit your application to a department.
Q – When I go to a supervisor for an open position on campus, is it just like working off campus?

A – Yes, they can hire you and fire you.  If you had interviewed for the position, they will advise you whether or not you have been selected within a timely manner in order for you to pursue additional employment opportunities.

Q – After the supervisor says I’m hired, what do I do?
A – You will get a hiring packet from the Career Services office if this is the first time you have worked as a CBU student worker.  The top yellow Student Worker Authorization Form needs to be completed by your hiring supervisor. Print your name and student ID# on this form before you give it to your new supervisor.
Q – What if I have worked on campus before?
A – You would then simply obtain the yellow Student Work Authorization Form, complete your portion and have your supervisor sign it. 

Q – After the yellow sheet is filled out by the Supervisor…. Now what?
A – You need to fill out all the remaining paperwork:

· Student Employment Application (front and back with your signature on back)

· Employee Personal Data Sheet - fill in all fields with personal information.
· Employment Eligibility Verification (I-9 form). This form needs to be filled out according to Federal law and requires you to present ID and work eligibility documents.  Please look at the back of the form for the required documents needed to receive wages from CBU. Your documents must be originals and not copies.
· Direct Deposit Form – This is an option if you so desire, to have your paycheck automatically deposited into your checking account.

· W-4 – This form is the tax form. 
Q - When can I start actually working?
A - You cannot start working until all your paperwork has been turned in and payroll has entered all your data into the payroll system to enable you to punch in at the timeclock.  Your supervisor will contact you when you can start work.
Q – After I fill out all this paperwork, to whom do I give it?
A – You need to take the completed packet to the Human Resources Office, Lancer Arms, Room 39, during normal business hours: 8:00am-5:00pm, Monday through Friday.
Q – If my paycheck just doesn’t look correct what do I do?
A – You first need to verify your eTIME work history is correct and then request your supervisor to review that particular pay period with you. Electronic work history data is due on the 1st and 16th of every month.  If the amount does not look right on your paycheck or there is another payroll question, email Tracy Burgess at tburgess@calbaptist.edu.
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