
Form I-9:* Please complete Section 1, then sign and date this form. The government requires the 
university to review and copy an original, unexpired document. We may accept either one document 
from List A or one document from List B and one document from List C. If you do not have any of the 
documents listed, please let us know.  

Employee Self-Identification Form: Completion of this form is voluntary. The information you 
provide is used for statistical purposes. Please print your name at the top of the form and sign the form 
at the bottom. You may elect to identify your race/ethnic category, or choose the decline option.  

Confidentiality Agreement: In your role as a student employee, you may hear or become aware of 
sensitive or protected information. Please carefully read the information contained on the form, print 
your name where indicated at the top of the form, and sign and date the bottom of the form.   

Tax Withholding: 

Domestic students - You will not complete a Form W-4 or RI Withholding Allowance Certificate to 
indicate the amount of federal and state taxes we will withhold from your paycheck. 
Upon completion of your employee forms, you will be given access to HRpulse. Your current 
withholding is defaulted to the filing status of "Single" with claimed allowances of "0."  You may 
change the amount of federal and state taxes withheld by changing the withholding information 
through the "Add/Change Withholding Form (W-4)" link on HRpulse (Menu, Myself, Payroll Items, 
Income Tax). No changes are necessary if you want to remain at "Single 0" withholding. For step-by-
step instructions on changing your withholding, see How Do I ... ? A Guide to HRpulse .

NRA (non-resident alien students) - will complete a Federal W-4 as required by the Internal 
Revenue Service.  

* The Form I-9 is regulated by the government. Therefore, if an error is made on any of these forms, the form becomes invalid. If you make
an error or cross out information on the Form I-9, please let us know so that we may provide you with a new form. 
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EMPLOYEE NAME: 

Welcome! As a new student employee, there are some forms that you will need to complete. If you have 
any questions, please contact Student Employment at 401-598-1849 and we will be happy to assist you.  

https://www.flipsnack.com/jjenkinsjwu/how-do-i-a-guide-to-hrpulse/full-view.html
mailto:student.employment@jwu.edu
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://jw.ultipro.com/Login.aspx?ReturnUrl=%2fDefault.aspx%3fAlias%3dJohns75&Alias=Johns75
https://jw.ultipro.com/Login.aspx?ReturnUrl=%2fDefault.aspx%3fAlias%3dJohns75&Alias=Johns75
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