
Employee Information Form 
Please complete this form and return it to the Payroll Office with your W-4 form, I-9 form, and 
acceptable forms of identification. 

 
Date: ______________ 

Please Print: 

 

Name:_______________________________________________________ 
  Last    First    Middle 

Home Address:_________________   _____________ _____     _______ 
                        Street/Po Box      City       State           Zip Code 

Country: _________________    Social Security Number ______-____-______ 

 
Citizenship (List both if you have dual citizenship) : _________________________   
 
Are you at least 18 years of age? Yes  No   Date of Birth: _______________ 
Please be advised that if you are under the age of 18 and not a registered college student, you will need to 

provide valid working papers from your school before being able to work. 

 
Do You Attend Houghton College:  Yes   No    Campus Wide ID # ______________ 
 
If YES what year of college are you in?      Freshman    Sophomore      Junior     Senior 

  

If not a Houghton College Student, please indicate which category you fit in: 

       _____ High school student   Where? ____________________   Grad. Year? _______ 

      If you just graduated HS this year, are you attending Houghton in the fall?  Yes    No 

       _____ College student at another college  Where? ____________________________ 

       _____ Neither high school or college student  

 
Where would you like your checks or direct deposit statements sent?  Please check one 

CPO Box #: ____________   or   Mailing address above? ___________ 
    or  _____ Other address? ______________________ 

     _______________________________________ 
                                       _______________________________________ 
 

Please let me know what department you are working for: ______________ 
Supervisor’s Signature: ___________________________ 
 

 NOTE: Our preferred form of payment is by direct deposit to your bank account. You may be paid in the form of 
a live check, however, please be advised that if you are responsible for the misplacement of a check, there will be 
a $40.00 fee to stop payment on that check. If you choose to be paid by direct deposit, please fill out the Direct 
Deposit Form.  It may take up to 4 weeks before being in effect.  
You will be paid minimum wage which is currently $7.25 per hour. Overtime (which is any work over 40 hours 
per week) will be paid at 1&1/2 times the hourly rate. Paydays are every other Friday. You can find a complete 
pay schedule at http://campus.houghton.edu/orgs/studentpayroll/studentpayschedule.htm 
 


