OFF CAMPUS WORK STUDY HIRING-AUTHORIZATION FORM

The process starts with the hiring agency initiating the form. Once they
complete the form, the student will get an email to complete their
section. Once they submit the form, Financial Aid will get an email to
complete her section. When Financial Aid signs her section, the
employer will receive an email that the form has been processed and
includes the student’s ceiling and a link to the completed form.
Financial Aid will send a copy of the completed form to HR and to the
student.

To begin the process, the employer needs to click the link to the form
and create an account, if they do not have one.

See instructions: https://www.unh.edu/financialaid/forms (under
Dynamic Forms Information).

Once the employer completes their section, including signing the form
and hitting submit, the student that is being hired will get an email to
complete their section.


https://dynamicforms.ngwebsolutions.com/Submit/Form/Start/9204edf7-b3e1-4936-9cbe-d0c9418010b2
/financialaid/forms

HIRING AGEMCY SECTION

Please complete this section below, and the student will be sent an email to complete their section of the form. Once all of the required fields
are completed, please press the "submit form™ button in the bottom left of the page.

Employing DeptfAgency: |

Physical Address: |

City: °| State: *|__ plaase Select - Zip: |

Employer Phone -~ Fax |

Student Job Title: * Academic Year I_ Please Salect — Hourly Rate: °|
Supervisor First : Supervisor Last | Suparvisor [
Name: MHame: Email:

Supervisor Title

Average HoursWeek: ° lob Description: |

Please enfer your Student's contact information below. They are required to add their electronic signature to this form.

Student First Mame: | Last Mame: | Student Middle Mame
Student Email: |
|Fund: | O UUCWSP Account:G1SMHWS Program: 0 20

**IMPORTANT**

The student is NOT OFFICIALLY EMPLOYED AND SHOULD NOT BEGIN WORKING until the Employment form is authorized by the Financial
Aid Office. A copy will be emailed to the student, employer, Human Resources and Payroll upon authorization.

Supervisor Signature Date

SAMPLE STUDENT EMA:IL: .
University of
New Hampshire

&

You are receiving this email because you have applied for employment at {Agency}. Please click
the link below to login using your UNH credentials.

Click here to complete your section of the form.



https://nextgensso2.com/sp/startSSO.ping?PartnerIdpId=https://mylogin.unh.edu/secureauth87&SpSessionAuthnAdapterId=unhDF&TargetResource=%7bFORM_URL_ENCODED%7d

The student can click on the link in the email, logging in with their UNH
Credentials, and complete their section:

STUDENT SECTION
First Mame: - Last Name: ) ID#
Telephonew
Email
Address:
Local Address
City: - State: *|_ plaase Select - Zipe |

Student Signaturea Date

Once the student submits the form, Kim Rhine (the Work Study
Coordinator) will receive an email with the link to complete her section:

FINANCIAL AID AUTHORIZATION

Student Cailing * Begin Date | End Date*|

Financial Ald Authorized Signature Data

Suparvisor Signature Date:

Once Financial Aid completes their section an email will be sent to the
employer:

financial.aid@unh.edu
to me



Hello {agency _name},

Your 2020-2021 Federal Work-Study Employment Authorization has been
completed and approved for {student_name}.

They are allowed to earn $ 2,500.
Thank you,
Kim Rhine

University of New Hampshire Financial Aid Office

Please visit your Dynamic Forms home page by clicking here.

Link to Off Campus Federal Work Study Employment Authorization



https://dynamicforms.ngwebsolutions.com/MyForms/StudentHome.aspx?org=a18e1f31-ca80-4af6-9130-ed4e7c9bee9a
https://dynamicforms.ngwebsolutions.com/Submit/Form/Start/ad2676c6-7008-48ac-9a25-400b916fcf2e

