
HIRING INTERNATIONAL 
STUDENTS 

Division of Human Resources
Payroll Department



OVERVIEW
• Hiring International Students is similar to hiring students who are US 

Nationals. International Students are also hired through the Student 
Hire eForm in PeopleSoft HCM.

• International Student Hires differ in these ways:
• Additional Tax Form, including relevant documentation
• Limit on the hours per week during academic terms
• Passport and immigration documentation must remain valid during the 

duration of on-campus employment
• Different documentation required for I-9 forms



I-9: FIRST STEP
• Like all USC employees, International Students require an active I-9 on file, 

completed through the I-9 Advantage system.
• International employees require different documentation for the I-9 Form, so pay 

special attention to these requirements and the documents presented
• Social Security Number (SSN)

• Students can begin work prior to receiving their social security 
number – the student must be in the process of obtaining a SSN when the hire is initiated. 

• It is the student’s responsibility to contact ISSS to obtain the SSN/DSO letter before going 
to SSN office. 

• The I-9 Form must be completed with the SSN once the student 
obtains it

http://www.com/


I-9: FIRST STEP
• International Student Hires may have work authorization that 

will expire. In order to avoid lapses in employment eligibility, it is 
important to monitor expiring work authorizations via the I-9 
Advantage Dashboard

• Detailed guidance on completing the I-9 can be found in the 
M274 Handbook

• Additional information on the I-9 Advantage system can be 
found in the I-9 Advantage Quick Reference Guide.

https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274
https://www.sc.edu/about/offices_and_divisions/human_resources/docs/i9advantage_logging_navigation.pdf


I-9: DOCUMENTATION EXAMPLES – F-1



I-9: DOCUMENTATION EXAMPLES – J-1



STUDENT HIRE EFORM: SECOND STEP
• The documents that the International Student Hire uses to verify their 

employment eligibility can also be used in the second step: the 
Student Hire eForm.

• The Student Hire Representative/HR Contact will need to complete 
the Student Hire eForm, and upload documentation according to the 
Visa status of the international student. 

• To initiate a hire eForm for a student, the student must be actively 
enrolled, and must have an active, current address on file in Self 
Service Carolina (Banner) to feed through HCM



STUDENT HIRE EFORM: SECOND STEP
• International Student hires have different enrollment requirements depending on the time of the 

year:
• During the Academic Year

• Undergraduate International Student hires must be enrolled in at least 6 credit hours
• International Graduate Student hires with Assistantship must be enrolled in at least 6 credit hours unless they have received 

approval for Z-status
• International Graduate Student hires without Assistantship must be enrolled in at least 

1 credit hour

• During the Summer
• Undergraduate International Student hires are not required to have active enrollment but must intend to continue their studies 

during the next fall semester
• International Graduate Student hires with Assistantship must be enrolled in at least 3 credit hours unless they have received 

approval for Z-status
• International Graduate Student hires without Assistantship are not required to have active enrollment but must intend to 

continue their studies during the Fall semester
• Newly admitted International Students cannot begin working during the summer until 6/1 of that year and must have enrolled 

in classes for the Fall semester



STUDENT HIRE EFORM: SECOND STEP
• International Students cannot work more than 20 hours per 

week during the academic term as a Student Employee. 
• They CAN work up to 40 hours per week during official school breaks, 

which include summer, winter break, and spring break.

• Minimum compensation for undergraduate students is 
$7.25/hour (not subject to institutional minimum wage)

• Minimum compensation for graduate students is $15.00/hour



STUDENT HIRE EFORM: SECOND STEP



STUDENT HIRE EFORM: SECOND STEP



STUDENT HIRE EFORM: SECOND STEP
• Background Screenings are required for student positions with the 

following responsibilities, per policy HR 1.90:
• Handling money
• Working with minors
• Involved with direct patient care
• Accessing keys

• Two attachments are required for an International Student Hire
• Foreign National Tax Information Form
• Copies of all visas, passports, I-20 (for F-1 visas), DS-2019 (for J-1 visas), EAD cards 

when applicable, I-94’s, and other supporting immigration documents that pertain to 
any US visits

https://www.sc.edu/policies/ppm/hr190.pdf


STUDENT HIRE EFORM: FOREIGN NATIONAL TAX 
INFORMATION FORM 



WHY DO WE PROVIDE THE FOREIGN NATIONAL 
TAX INFORMATION FORM?
• The Foreign National Tax Information Form aids in establishing tax 

residency. Completing this form mitigates delays and ensures that 
the student is taxed appropriately, preventing potential over or under-
taxation, which could lead to inaccuracies in FICA taxes. 
Inaccuracies in FICA taxes may result in the department incurring 
unnecessary fringe costs and impose unnecessary restrictions on 
the student’s W4 form. Additionally, the Foreign National Tax 
Information Form ascertains the student’s eligibility for any applicable 
tax treaties, which may offer specific withholding exemptions.



LOCATING THE FOREIGN NATIONAL 
TAX INFORMATION FORM



1. Begin on the 
Payroll Department 
website

2. Navigate to the 
International 
Payroll tab

https://sc.edu/about/offices_and_divisions/payroll/
https://sc.edu/about/offices_and_divisions/payroll/international_payroll/index.php
https://sc.edu/about/offices_and_divisions/payroll/international_payroll/index.php


3. Click the ‘Foreign 
National Tax 
Information 
Form’

https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/payroll_foreign_national_tax_form.pdf


The form is a fillable PDF 
for the Student to complete 
and provide to the Student 
Hire Representative/HR 
Contact. Ensure that the 
completed form has been 
signed by the student.

The Student Hire 
Representative/HR Contact 
will upload the form with the 
hire eForm.



Supporting documentation 
is required for the form and 
will depend on the visa 
status of the Student. We 
recommend collecting 
required documentation for 
the Foreign National Tax 
Information Form when 
completing the I-9 as they 
may overlap. 





LIVE DEMO
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