
Instructions on Completing New Hire Paperwork 
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Congratulations on your new job!

Now that we’ve received a hire request for you, you must complete new hire paperwork prior to starting your new 
job. This presentation is to help guide you on the sections to complete for each document, so it doesn’t feel 
overwhelming to you. Print the documents that were emailed to you, complete, and sign each of them.

When you have completed the packet in its entirety, you must go to the HR Office with your acceptable documents 
so you can be officially entered into the hiring platform, PeopleSoft. If you do not complete this last step, then your 
eligibility to work in the U.S. has not been verified and you are not legally able to work on campus. 

As always, if you have any questions, please contact the Human Resources Department via phone at 315-781-3312 or 
email at HR@hws.edu.

mailto:HR@hws.edu


1. Complete section 1- Do not forget to sign and date (mm/dd/yyyy)

• Please do not mark any other section aside from 
section 1.

• Section 2 is to be completed by a representative 
from Human Resources.

• Go onto next document.

I-9 Employment Eligibility Verification
Click here for the acceptable documents needed
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https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


1. Complete step 1.

2. Sign and date step 5 (mm/dd/yyyy).

• Go onto next document.

W-4 Tax Document
Federal withholdings
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1. Check off the first box if English is your primary language.

• If English is not your primary language, check off the 
second box and write what your primary language is.

2. Print, sign and date section (mm/dd/yyyy).

• Go onto next document.

New York State Labor Law Form
By law, we must provide a form stating your pay rate (section 3) and overtime pay (section 7). Overtime does not apply to students as students are only allowed to work up to 20 hours per week 

while classes are in session and up to 40 hours during breaks. 
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1. Complete section 1

2. Section 2

• Number 10- Write down the average number of hours 
you think you’ll be working.

• Number 11- Write the average number of days per 
week you think you you’ll be working.

3. Check off Yes in section 3 as your job is temporary.

4. Check off the second box in section 4 as you will be working 
less than 20 hours a week.

5. Sign and date section 5 (mm/dd/yyyy).

• Go onto next document.

Employee Opt-Out Paid Family Leave Benefits Form
Students complete this form due to working less than 20 hours a week for a temporary job so they do not get taxed
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• All International students must log into Sprintax and 
complete their profile by entering information requested of 
them.

• If you have yet to receive a Welcome to Sprintax letter or 
email from Sherri Martin-Baron (smartinbaron@hws.edu- 
International Student Success Manager or Brian Shaffer 
(shaffer@hws.edu- Payroll Manager), please send them an 
email.

International Students
U.S. Customs and Border Protection website
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Now it’s time to go to the Human Resource Office with your acceptable documents and 
completed forms!

The last step to legally and officially be hired into your position is to go to the Human Resource 
office with your acceptable documents (to verify your eligibility to work in the US) and your 
completed new hire packet. A rep from the Human Resource office will verify your eligibility and 
hire you into your position in PeopleSoft. You will be able to log into PeopleSoft and see your 
timesheet the following morning as there is an overnight feed. Click on the following links for 
instructions on how to log your time in PeopleSoft as well as the pay calendar. 
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