HIRING INTERNATIONAL
STUDENTS

Division of Human Resources
Payroll Department

y
A
il

UNIVERSITY OF

South Carolina




 Hiring International Students is similar to hiring students who are US
Nationals. International Students are also hired through the Student
Hire eForm in PeopleSoft HCM.

* International Student Hires differ in these ways:
» Additional Tax Form, including relevant documentation
 Limit on the hours per week during academic terms

» Passport and immigration documentation must remain valid during the
duration of on-campus employment

« Different documentation required for 1-9 forms
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I-9: FIRST STEP

« Like all USC employees, International Students require an active 1-9 on file,
completed through the -9 Advantage system.

* International employees require different documentation for the I-9 Form, so pay
special attention to these requirements and the documents presented

» Social Security Number (SSN)

« Students can begin work prior to receiving their social security
number — the student must be in the process of obtaining a SSN when the hire is initiated.

* |tis the student’s responsibility to contact ISSS to obtain the SSN/DSO letter before going
to SSN office.

* The I-9 Form must be completed with the SSN once the student
obtains it
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http://www.com/

I-9: FIRST STEP

* International Student Hires may have work authorization that
will expire. In order to avoid lapses in employment eligibility, it is
important to monitor expiring work authorizations via the |-9
Advantage Dashboard

 Detailed guidance on completing the 1-9 can be found in the
M274 Handbook

» Additional information on the |-9 Advantage system can be
found in the [-9 Advantage Quick Reference Guide.
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https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274
https://www.sc.edu/about/offices_and_divisions/human_resources/docs/i9advantage_logging_navigation.pdf

1-9: DOCUMENTATION EXAMPLES - F-1
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1-9: DOGUMENTATION EXAMPLES - J-1
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STUDENT HIRE EFORM: SEGOND STEP

* The documents that the International Student Hire uses to verify their
employment eligibility can also be used in the second step: the
Student Hire eForm.

* The Student Hire Representative/HR Contact will need to complete
the Student Hire eForm, and upload documentation according to the
Visa status of the international student.

* To initiate a hire eForm for a student, the student must be actively
enrolled, and must have an active, current address on file in Self
Service Carolina (Banner) to feed through HCM
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STUDENT HIRE EFORM: SEGOND STEP

* International Student hires have different enrollment requirements depending on the time of the

year:

* During the Academic Year

Undergraduate International Student hires must be enrolled in at least 6 credit hours

International Graduate Student hires with Assistantship must be enrolled in at least 6 credit hours unless they have received
approval for Z-status

International Graduate Student hires without Assistantship must be enrolled in at least
1 credit hour

* During the Summer

Undergraduate International Student hires are not required to have active enroliment but must intend to continue their studies
during the next fall semester

International Graduate Student hires with Assistantship must be enrolled in at least 3 credit hours unless they have received
approval for Z-status

International Graduate Student hires without Assistantship are not required to have active enrollment but must intend to
continue their studies during the Fall semester

Newly admitted International Students cannot begin working during the summer until 6/1 of that year and must have enrolled
in classes for the Fall semester
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STUDENT HIRE EFORM: SEGOND STEP

* International Students cannot work more than 20 hours per
week during the academic term as a Student Employee.
 They CAN work up to 40 hours per week during official school breaks,
which include summer, winter break, and spring break.

* Minimum compensation for undergraduate students is
$7.25/hour (not subject to institutional minimum wage)

« Minimum compensation for graduate students is $15.00/hour
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STUDENT HIRE EFORM: SEGOND STEP

EPAF

= | Student Hire : Student Hire Details Form ID 778971

Highlights Enabled: | Yes [ ] Currenwalues[u— -

Student Information
Note: This information will be populated in from the system and will be display only.
First Name Middle Name
Last Name Name Suffix
Empl ID
Gender Female
Social Security # Country of Citizenship ABW

US Citizenship Status

Visa/Permit Type

Current and Future Enroliment

Term 1. Term Begin Date Tl Term End Date 7. Hours Enrolled 7. Student Classification T! Student Type 1.

Fall 2024 08/16/2024 12/31/2024 15.000000 SO Sophomore

Other Active Jobs

Empl Record 7. Department TL Description TL Standard Hours T! |Start Date 7. End Date 7.

1 470001 NEW STUDENT ORIENTATION 7.00 D&r21/2024 12/16/2024
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STUDENT HIRE EFORM: SEGOND STEP

Hire Information

“Job Begin Date |09/01/2024 | “Job End Date |12/16/2024 |

“Job Code |SUEA Q| Undergraduate Assistant Internal Title | Student Worker |

"Campus | SCCOL vl

*Department ‘ 121045 Q | CAS Arts, Humanities and Social Sciences “Location ‘008 Q ‘ Flinn Hall

“Supervisor ID ‘ Q |

“Tax Location Code |SC Q | South Carolina FLSA Status Nonexempt

Employee Type Hourly Employees

“Hourly Rate |12.000000

*Full/Part Time \ Part-Time

*Standard Hours \ 10.00
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STUDENT HIRE EFORM: SEGOND STEP

« Background Screenings are required for student positions with the
following responsibilities, per policy HR 1.90:
* Handling money
* Working with minors
 |Involved with direct patient care

» Accessing keys

« Two attachments are required for an International Student Hire

» Foreign National Tax Information Form

» Copies of all visas, passports, |-20 (for F-1 visas), DS-2019 (for J-1 visas), EAD cards
when applicable, 1-94’s, and other supporting immigration documents that pertain to

any US visits
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https://www.sc.edu/policies/ppm/hr190.pdf

STUDENT HIRE EFORM: FOREIGN NATIONAL TAX
INFORMATION FORM

File Attachments

Attachment

Required Action Description . Instructions 71

1 o Payroll International Tax Form E_a'_«;oll Requires a new/updated Foreign National Tax Information form with each student hire. Have you verified the signature date on this form matches the employment dates of this
ire?

9 0 load Supporting Immigration Documents Please include copies of all visas, passports, |-20 (for F-1 visas), D5-2018 (for J-1 visas), EAD cards when applicable, I-94’s, and other supporting immigration documents that
- = = pertain to any US visits
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WHY DO WE PROVIDE THE FOREIGN NATIONAL
TAK INFORMATION FORM?2

* The Foreign National Tax Information Form aids in establishing tax
residency. Completing this form mitigates delays and ensures that
the student is taxed appropriately, preventing potential over or under-
taxation, which could lead to inaccuracies in FICA taxes.

Inaccuracies in FICA taxes may result in the department incurring
unnecessary fringe costs and impose unnecessary restrictions on
the student’'s W4 form. Additionally, the Foreign National Tax
Information Form ascertains the student’s eligibility for any applicable
tax treaties, which may offer specific withholding exemptions.
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LOCATING THE FOREIGN NATIONAL

TAX INFORMATION FORM
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GATEWAYS FOR: STUDENTS FACULTY &STAFF ALUMNI  PARENTS & FAMILIES CALENDAR MAP DIRECTORY APPLY GIVE
UNIVERSITY OF

South Carolina

1. Begin on the
Payroll Department
website

2. Navigate to the
MONEY MATTERS International
Py g A Pavyroll tab

of paying all University of South Carolina
employees accurately and timely.

3 Payroll Department We are responsible for preparing payrolls for the University of South Carolina in accordance

with university policies and federal/state rules and regulations.
My Payroll

Pay Dates
PEOPLESOFT HCM

Direct Deposit Employment Verification Now Available! Login to the HCM

Applying for a mortgage? Renting an apartment? Buying a car? PCO]JIOSOf( Svstem
International Payroll l

Verifiers and employees can use Experian Verify to easily retrieve

To log in, use your Metwork

Payroll Toolbox accurate employment and income information for employees. Username and password. This

Office Contacts Experian Verify is an employment verification system that requires two-factor authentication v
p fy ploy y (DUO). N~ UNIVERSITY OF

¥l South Carolina

autnmiotac incamms and ammnlowrmant varificatinn carvicac far



https://sc.edu/about/offices_and_divisions/payroll/
https://sc.edu/about/offices_and_divisions/payroll/international_payroll/index.php
https://sc.edu/about/offices_and_divisions/payroll/international_payroll/index.php

GATEWAYSFOR: STUDEMNTS FACULTY &STAFF  ALUMMNI  PARENTS & FAMILIES
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3. Click the ‘Foreign
National Tax
Payroll Department International Payroll I n fO rma tl on

My Payroll We provide specialized assistance to help international university employees navig )
domestic tax requirements and benefits. FO rm

Payroll Department

Pay Dates

Direct Deposit

US and State Income Taxes ;
3 International Payroll Contact Payrol

International employees will be subject to the appropriate U.S. and state

Phone: 803-777-4227
Pavm" Toolbox income taxes unless a tax treaty benefit applies or an exemption is available
Fax: 803-777-8080

1600 Hampton Street, §
withholding rates are applied to your wages. University of South Car

Office Contacts in .S, or state law. We will work with you to make sure the appropriate

Columbia. South Caroli

payroll@mailbox.sc.ed

Tax Benefits for Internationals

There are often tax benefits associated with income tax treaties between

the U.S. and foreign countries. Find out if any of these benefits apply to you.

The Foreign National Tax Information Form [pdf].id used to verify the visa

and residency status of foreign nationals working at the university and

determine tax treaty eligibility. Complete the form and bring to the

International Payroll Office.
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https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf

South Carolina The form is a fillable PDF

for the Student to complete
Foreign Nationsl 7o nformation Fom and provide to the Student

The information in this form is used to determine your U.S. residency status and to determine if you are exempted from federal and state income

n n
taxes. Please complete this form electronically and attach as required or return to the following address: I I I re I 2 e p reS e n tatlve/I I I 2

International Payroll Office
1600 Hampton Street

T Contact. Ensure that the
completed form has been

(3) Email Address

(4) Date of Birth (mm-dd-yyyy) __ /_ /= Signed by the StUdent-

(5) U.5. Local Address (do not use campus department address) (&) Foreign Permanent Residence Address
Linel Linel
Apartment Number Line2
City City Postal Code City

BT The Student Hire
S S Representative/HR Contact
BT will upload the form with the

hire eForm.

Hyes [ No

By signing this form, | hereby certify that the above information is correct to the best of my knowledge. | understand that if | have any status
changes such as visa, arrival/departures, etc., it Is my responsibility to complete a new Accounts Payable Foreign Mational Tax Information Form.

Signature Date \V/ UNIVERSITY OF

ically sign or use a valid e-signature) C‘% (']
arM South Carolina

i




UNIVERSITY OF upporting documentation
South Carolina S PPROTING

Is required for the form and
Foreign National Form Guide Wi” depend On the Visa

Please include copies of these documents with the form as appropriate

L — status of the Student. We

All LS. Visals)
All LS. Entry Stamps

i . recommend collecting

EAD for OPT

Passport identification page

e required documentation for

1-84 card or electronic entry document
D0S-2019 {must include current and all prior D5-2015)

the Foreign National Tax
Information Form when
completing the |-9 as they
may overlap.
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Attachment
Uploaded

' @

> Comments

Action Description 1)

Payroll International Tax Form

Supporting Immigration Documents

‘ Search H Save

Instructions 1. File Name 1l Delete

Payroll Requires a new/updated Foreign

National Tax Information form with each student

hire. Have you verified the signature date on this payroll_foreign_national_tax_form_Raven_Baxter.pdf
form matches the employment dates of this

hire?

Replace

Please include copies of all visas, passports,
I-20 (for F-1 visas), DS-2019 (for J-1 visas),
EAD cards when applicable, 1-94's, and other
supporting immigration documents that
pertain to any US visits.

Raven_Baxter Documentation.pdf Replace
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