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Agenda
● Student Employment Program Eligibility

○ Federal W ork-study & Non-Federal W ork-study

● How to Find Jobs

● I-9 Process

○ Domestic Students

○ International Students

● Payroll

● Time cards

● Student Responsibilities 

● Questions
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● Be enrolled  in at least 6  credits

● Maintaining satisfactory academic progress

● Must be enrolled in the semester that you are working

● Not eligible to work during a leave of absence, withdrawal or after 

graduation.

● W ork must be performed in Rhode Island

● Valid I-9 finalized on file with our office

● W -4 Form on file

Student Employment Program Eligibility
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Federal Work-study & Non-Federal Work-Study
Federal Work -Study Funding

● Financial Aid Package

○ Hourly wage job position and earned 

as you work

● Allow ed to work off -campus 

○ Community Service

Non-Federal Work -Study Funding

• Allow ed to work on -campus only
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The Job Hunt

• Student Employment Portal

• Department or Offices

• Contact us

RISD Career Center - Resume 
Assistance

RISD Student Employment Website

https://careercenter.risd.edu/
https://studentemployment.risd.edu/View/ViewOnCampus.aspx
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I-9 Process - Domestic Students 

Contact our office to find out if I -9  is  on file.

Worked at RISD before
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I-9 Process - Domestic Students

• Supervisor submits a New Hire Request Form

• Email goes out from W orkday to begin the onboarding process.

• Edit Government IDs in W orkday Inbox

• Complete part I of your I-9 Form in W orkday 

• Make an in-person appointment using the Qless system to 

bring I-9 acceptable docs

Has not worked at RISD before

Per Federal Regulations 
we are not allowed to 
accept photos or copies 
of any I -9 documents!
Acceptable Original 
Documentation List

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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I-9 Process - International Students 

Contact our office to find out if I -9  is  on file.

Worked at RISD before
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I-9 Process - International Students

• How to apply for a SS number
• Notify your supervisor 
• Supervisor submits a New Hire Request Form
• Email goes out from W orkday to begin the onboarding process
• Edit Government IDs
• Complete part I of your I-9 Form
• FNIS
• To Do
• Make an in-person appointment using the Qless system to finalize your I-9 
• Passport, I-20 & I-94

Per Federal regulations we are not allowed to accept photos or copies of any I -9 documents!

Has not Worked at RISD before

https://a00b9096-1716-484c-b336-885b5e6160fe.filesusr.com/ugd/bc172e_d01e8a56d0304a36999897226a3ae9ae.pdf
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Workday – Onboarding notification 
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Edit Government IDs
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Onboarding
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Complete Section I of the I-9 Form

● Full name

● Address

● Birthday

● Question
○ A citizen of the United States
○ A noncitizen of the United States
○ A Lawful permanent resident 
○ An alien authorized to work until 

● Signature
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Qless – Finalize I9 
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W-4 Form 
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Set up direct deposit to get your paycheck in 
your account!
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Direct Deposit
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Direct Deposit
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● Set up by your supervisor in Workday

● One time card per job

● Check-in and Check-out 

● After six continuous hours of work a 30 minute unpaid break is a must & should be 

recorded on the time card

● Submit every Friday by midnight

● Legitimate hours worked must be reflected in every time card

○ No more than 40 hours per week for national students

○ No more than 20 hours per week for international students 

● DO NOT USE - STUDENT WORKER

Student Time Card
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Time Entry
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Time Entry
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Time Entry

Important: Select the correct 
time card.

DO NOT USE STUDENT WORKER 
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Taking a job is a commitment. As a member of a working unit that 

depends on you, you are expected to:

● Establish a work schedule that does not interfere with your class 

schedule.

● Notify your supervisor in advance of any changes to your work 

schedule or other commitments that will affect work availability.

● Give advance notice when unable to work a scheduled shift.

● Take the job seriously and perform at the highest level of your ability. 

Student Employee Responsibilities
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● Treat your supervisor and fellow employees with respect.

● Accurately report the hours you work. 

● Two week’s notice when resigning.

● Give advance notice when unable to work a scheduled shift.

● Take the job seriously and perform at the highest level of your ability. 

Student Employee Responsibilities
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Thank you!
Email: 
studentemployment@risd.edu

Phone:
401.454.6634

Student Employment Website:
https://www.risd.edu/student-
hub/finances/student-employment

Follow us on Instagram!

mailto:studentemployment@risd.edu
https://www.risd.edu/student-hub/finances/student-employment
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