LOCK HAVEN UNIVERSITY OF PA
Student Application for New Employment or Fund Center Change

*Student may not begin work until employment paperwork is complete

It is the policy of the PASSHE that you cannot work until you have a social security number

If your address changes at any time, please notify Enrollment Services or Student Payroll
                                                                                            PERNR#____________________________
Name________________________________ Social Security Number_____________________

Local Address__________________________________________________________________

Date of Birth__________________________ Local or Cell Telephone Number____________________

Beginning Date of Employment____________________________________________________

$52.00 Emergency and Municipal Services Tax (EMS Tax) formerly OPT Tax

□    I have paid my EMS for the current calendar year through ____LHUP or ____Other Employer.                                                                                                                       

                                                                                                               (Check One) 
        If you check other, attach proof of payment.  (i.e. Copy of check stub.)
□     I have not paid my EMS for the current calendar year.

Please mark the appropriate box.
□     U.S. Citizen
□     Resident or Nonresident Alien

           (Every calendar year you must complete Statement of Citizenship in the International
            Office.  You will not be put on the payroll until all paperwork is completed.)
I declare that this statement, to the best of my knowledge, is true and correct.  Falsifying hours worked with result in IMMEDIATE TERMINATION of Student Employment
Student Signature_______________________________________    Date______________

LHUP E-mail address ______________________________________________________

For information receiving pay checks, please check with your department time keeper.
NOTE TO SUPERVISORS: Students may work no more than 20 hours per week during the semesters.  Prior approval must be obtained, in writing, from Department of Student Affairs to work more than 20 hours.   Students may work 37.5 hours per week, a maximum of 7.5 in a day, during summer and scheduled breaks provided there are sufficient monies in your department fund center. 
Completed paperwork is to be forwarded to Student Payroll Office, EC J204.  Delay in submitting paperwork will result in student not being paid in a timely manner. 
1. ______________________________  



         _______________

                           Department                                       


                                        Date
                                                              __ __ __ __ __ __ __ __ __ __.__ __ __ __ __
                                                                                            10 digit Fund Center                     (Grant WBS)
2.     _____________________________________                                                                 __________________

                             Supervisor                                                                                                                 Date
