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Kapi‘olani Community College 
Human Resources

Student Employment Checklist

Student Name:

Department:

Supervisor:

**NOTE: Students shall NOT start working until the following checklist is completed and processed by HR**

**Students should bring the completed checklist to HR along with their documents for the I-9 verfication only AFTER 
the department has completed the Student Employment Work Aggreement (SEWA)**

Use an "X" to indicate that the forms are attached. ALL forms for 
each employment category are requred unless indicated 

otherwise.

Regular 
Student #FF3

Federal Work 
Study (FWS) 

Student 
Payroll #FF1

International 
Student on F-1 

Visa Payroll 
#FF3

I-9 FORM
I-9, Employment Eligibility Verification*
*Log into SECE (Documents and Forms Tab)
to complete Section 1 I-9 Instructions

I-9, Section 2*
*Bring valid original documents to HR

HAWAIʻI INFORMATIONAL PORTAL (HIP): 
**HIP access available AFTER student is hired in SECE**

Multi-Factor Authentication MFA Instructions

Form W-4 Employee's Withholding Allowance
Instructions

Form HW-4 Employee's Withholding Allowance
Hawaii Pay Direct Deposit Sign-Up Instructions
Designation of Beneficiary for unpaid wages Instructions

2-Job Memo (If Applicable)
General Confidentiality Agreement
Title IX Training by Campus Clarity
*Print Certificate and include with packet

ORIGINAL DOCUMENTS TO BE MADE COPIES BY HR:
Copy of Social Security Card
Signed Federal Work Study Program Policy N/A N/A
Copy of Passport Page with Picture N/A N/A

Copy of Front and Back of I-20 Form N/A N/A

Copy of I-94 Number N/A N/A

Application to Accept On-Campus Employment for F-1
N/A N/A

*Application can be found at Honda International Center (HIC), Iliahi 107

NOTES:

https://sece.its.hawaii.edu/sece/login
https://www.uscis.gov/system/files_force/files/form/i-9instr.pdf?download=1
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/i-9-Acceptable-Docs-copied-from-Form-I-9-10.21.2019.pdf
http://hihpsso.hip.hawaii.gov
https://www.hawaii.edu/its/uhlogin/device-reg/
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/MFA-Instructions.pdf
https://ags.hawaii.gov/hip/manage-your-tax-withholding-choices/
https://ags.hawaii.gov/hip/manage-your-direct-deposit-choices/
https://ags.hawaii.gov/hip/manage-your-payroll-beneficiaries/
https://ohana.kapiolani.hawaii.edu/docs/uploaded-documents/?bp-attachment=2-Job-Memo.pdf
https://www.hawaii.edu/its/acer/index.php?page=viewAcerList
https://www.hawaii.edu/titleix/training/title-ix-training-students/
https://i94.cbp.dhs.gov/I94/%23/home
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