On-Campus Employment Handbook
What is on-campus employment?
An F-1 or J-1 visa holder may work on-campus, as long as the employment is performed on the school’s premises. This
includes on-location
commercial firms which provide direct services for students on campus, such as the bookstore and
dining services. Please keep in mind that F-1 and J-1 international students are not eligible for federal work-study
positions.

Who is eligible and when?

 J-1 students must receive a letter from the Global Engagement Office (GEO) to confirm approval to work oncampus.
 F-1 and J-1 students can work on-campus immediately upon obtaining their appropriate status in the United
States. Since F-1 and J-1 students can arrive to the United States up to 30 days prior to the semester start date
on their I-20 or DS-2019, international students are eligible to work 30 days prior to the semester start date.
 F-1 and J-1 students transferring from another U.S. school can begin on-campus work after the SEVIS transfer
release date.
 F-1 and J-1 students must be maintaining their immigration status, including being enrolled full-time or have an
approved reduced course load in order to work on-campus (excluding summer, unless summer is the first term
of enrollment at Marian University).
 F-1 and J-1 students must be in valid immigration standing in order to work on-campus.

How many hours can an F-1 or J-1 student work per week?
 Students can work no more than 20 hours a week while school is in session.
 Students can work up to a maximum of 37.5 hours per week during breaks that are one week or longer (summer
break, winter break, or spring break).

How does a student find on-campus employment?
The best place for students to look for on-campus employment
opportunities is through The Exchange (exchange@marian.edu,
317-955-6500, located in the Library). Create a Handshake account to get
started.







Go to marian.edu/exchange and click on the Request an Appointment in Handshake.
Log in with your Marian username and password.
Follow the necessary steps to complete your profile.
Upload your resume and wait for approval from The Exchange.
Browse jobs while waiting for approval, then apply for jobs after your resume is approved by The Exchange.
Once the position is offered, your supervisor will notify The Exchange of the hire. You will then work with the
Office of Human Resources to be cleared for work. Do not start working until you receive the approval email
from Human Resources.
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What should you do after finding an on-campus job?
Does the student already have a Social Security Number (SSN)?

If you already has a SSN, present this directly to Human Resources.
 If you do not have a SSN, please see the following section on obtaining one. You must first apply
for a SSN and then present the receipt to Human Resources. You should not begin to work until you receive a
cleared to work email from Human Resources.



How do you obtain a Social Security Number (SSN)?
 Come to GEO in Clare Hall, room 117 to clarify the following instructions.
 Your supervisor must complete the job offer letter (template in this packet). This letter must be printed
on letterhead (official stationary) and return it to you. Please meet with GEO to complete the bottom
portion of the employment letter.
 You will need to take the completed job offer letter, immigration documents (I-20 or DS-2019, passport,
visa, I-94, and SEVIS Fee Receipt) as well as two proofs of address and completed Social Security Application
Form (SS-5) to the Social Security Administration Office. The closest location is:
6745 NETWORK PL, INDIANAPOLIS, IN 46278
Hours: Monday, Tuesday, Thursday, Friday (9 a.m. to 4 p.m.)
Wednesday (9 a.m. to 12 p.m.)
All times are subject to change.
Check the SSA website for additional information: www.ssa.gov




You must have an active SEVIS record prior to going to the SSA. If you are a new or transfer student, talk
with GEO first.
The SSN card will be mailed to the student in about 2 weeks. Sign the card in ink and keep it in a secure
place. While it is wallet-sized, do not carry it with you.

Once you receive the card, you should immediately take it to Human Resources in Marian Hall.

What other items are needed to complete the on-campus employment process?

Once you are offered the position via Handshake, you will be cleared by Human Resources after turning in your
packet. This new packet contains important items such as:




New Hire Information Sheet
I-9, Employment Eligibility Verification
Tax Withholding Forms, such as W-4 (federal taxes) and WH-4 (state taxes). Do not follow the instructions
for residents on the W-4 form. Visit GEO's website and look in the employment section for instructions.



Direct Deposit Form
You cannot begin work until you've been cleared to work by Human Resources. Once you complete the
above process, you will receive an email from Human Resources with clearance to work.
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Frequently Asked Questions
Can I obtain a SSN before having a job offer? No, as an F-1or J-1 student, you are only eligible for a SSN during
your degree program if you can present an offer letter. We realize that this seems strange, but it is the policy of
the Indianapolis Social Security Administration.

Does my on-campus job have to relate to my major? No, your on-campus job does not have to relate to your
major. Off-campus employment (CPT or OPT), on the other hand, does have to relate to your major.
Do I need to inform GEO that I changed on-campus jobs? You do not need to report on-campus job changes
with GEO.

Can I work at another school’s campus for on-campus employment? No, the on-campus employment rules are
for employment at Marian. If you are interested in working off-campus, even at other university, you need to
apply for Curricular Practical Training (CPT) or Optional Practical Training (OPT).

Can I work for more than one Marian employer? Yes, you may work more for than one campus employer as
long as you do not exceed the hours per week as described in this packet. Be sure to notify Human Resources of
all on-campus employment opportunities.

Can I work on-campus after I complete my degree program? After you graduate (in accordance with the end
date on your I-20 or DS-2019), you are not allowed to work on-campus unless you have Optional Practical
Training (OPT) approval from USCIS or Academic Training from GEO.

Can I work while I am waiting for my Social Security Number (SSN)? Yes, as long as you have applied for an SSN
and present the application receipt to the Office of Human Resources.

Do I have to be enrolled in summer in order to be eligible to work on-campus in the summer? You do not need
to be enrolled in the summer to be allowed an on-campus summer job, unless you are a new student to Marian
University starting classes in the summer term.
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Date_________________________

This is evidence of on-campus employment for
______________________________________________.
(Name of F-1 or J-1 student)
Nature of employment: _________________________________________________________________
Hire date: ____________________

Number of Hours/Week: __________________
Maximum while school is in session: 20 hours/per week
Maximum during official break: 37.5 hours/week

Employer Contact Information:
________________________________________________________
(On-campus office where the student will work)
____317-_____________________
(Employer Telephone Number)
__________35-0868175___________
(Employer Identification Number)

By completing and signing this employment verification document, I understand that:
1.) This student may work up to, but no more than, 20 hours/week while school is in session and
37.5 hours/week during official school breaks.
2.) This student may only work on campus.
_____________________________________________
(Name and Title of Student’s Immediate Supervisor)
_____________________________________________
(Immediate Supervisor Signature, no stamps)
******************************************************************************************
(This section is for reserved for the Global Engagement Office's use only.)
_____________________________________________________________________________
Printed name of Designated School Official (DSO) or Alternate Responsible Officer (ARO)
_________________________________________________________________
Signature
___________________________
Date

08/11/2022

____________________________
Phone Number

HOW TO COMPLETE THIS APPLICATION
Complete and sign this application LEGIBLY using ONLY black or blue ink on the attached or
downloaded form using only 8 ½ ll x 11" (or A4 8.25" x 11.7") paper.
GENERAL: Items on the form are self-explanatory or are discussed below. The numbers match the
numbered items on the form. If you are completing this form for someone else, please complete the
items as they apply to that person.

4. Show the month, day, and full (4 digit) year of birth; for example, "1998" for year of birth.
5. If you check "Legal Alien Not Allowed to Work" or "Other," you must provide a document from a
U.S. Federal, State, or local government agency that explains why you need a Social Security number
and that you meet all the requirements for the government benefit. NOTE: Most agencies do not require
that you have a Social Security number. Contact us to see if your reason qualifies for a Social Security
number.
6., 7. Providing race and ethnicity information is voluntary and is requested for informational and
statistical purposes only. Your choice whether to answer or not does not affect decisions we make on
your application. If you do provide this information, we will treat it very carefully.
9.B., 10.B. If you are applying for an original Social Security card for a child under age 18, you MUST
show the parents' Social Security numbers unless the parent was never assigned a Social Security
number. If the number is not known and you cannot obtain it, check the "unknown" box.
13. If the date of birth you show in item 4 is different from the date of birth currently shown on your
Social Security record, show the date of birth currently shown on your record in item 13 and provide
evidence to support the date of birth shown in item 4.
16. Show an address where you can receive your card 7 to 14 days from now.
17. WHO CAN SIGN THE APPLICATION? If you are age 18 or older and are physically and mentally
capable of reading and completing the application, you must sign in item 17. If you are under age 18,
you may either sign yourself, or a parent or legal guardian may sign for you. 1f you are over age 18 and
cannot sign on your own behalf, a legal guardian, parent, or close relative may generally sign for you. If
you cannot sign your name, you should sign with an "X" mark and have two people sign as witnesses in
the space beside the mark. Please do not alter your signature by including additional information on the
signature line as this may invalidate your application. Call us if you have questions about who may sign
your application.

HOW TO SUBMIT THIS APPLICATION
In most cases, you can take or mail this signed application with your documents to any Social Security
office. Any documents you mail to us will be returned to you. Go to
https://secure.ssa.gov/apps6z/FOLO/fo001.jsp to find the Social Security office or Social Security Card
Center that serves your area.
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