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STUDENT EMPLOYMENT ACCEPTANCE 
 
Documentation 

I understand I am responsible for completing the documents listed before beginning my work assignment at 
Utica College.  Failure to do so may result in termination of assignment and result in delay of wages. 

 
 I-9 – Employment Eligibility Verification required by the Department of Homeland Security (formally 

Immigration Services).  Acceptable documentation in its original format will be required when 
completing this form (see enclosed list). 

 
 W-4 – Employee’s Withholding Allowance Certificate required by Federal and State government 

taxing authorities. 
 

 Notice of Employment required by Utica College for documenting work assignment, rate of pay and 
supervisor’s name.  This form, signed by both the Department Supervisor and Student, should in no way 
be construed as a contract for employment. 

 
Schedule 

I understand that the supervisor is responsible for setting the hours to be worked in conjunction with my class 
schedule.  Once scheduled, it is my responsibility to work those hours unless other arrangements are mutually 
agreed upon between my supervisor and myself.  I agree to arrive to work on time and to contact my supervisor 
should it be necessary to be absent on my scheduled day. 
 
Resignation 

I understand that if I should willingly terminate my employment, reject an offer of employment, or otherwise 
fail to earn my award; I will lose my award or any portion not earned.  In some instances, reassignment may be 
a possibility; however, such requests may not be made to the Office of Student Employment until two weeks 
following the start date of the work assignment. 
 
Termination 

I understand that I may be dismissed from the Student Employment Program due to unsatisfactory job 
performance.  Further, I understand that if I am terminated from employment due to failure to meet job 
expectations, I will not be placed elsewhere for one year.  I will be eligible to reapply for employment one year 
from the date of termination. 
 
Confidentiality 

I acknowledge that I am considered an employee of Utica College, and agree to the terms and conditions of my 
employment as described on the reverse side of this form. 
 
 
 
  Signature:  _________________________________________________ Date:  ___________________ 
 
 
 
  Print Name:  __________________________________________ Banner ID:  _____________________ 
                   Completed by Student Employment 
 


