The necessary paperwork…

If you have served as a notetaker before,

then I only need the first two documents listed below*, a timesheet *, and this receipt form for all of the paperwork due.

If this is your first time as a notetaker,

Then I need the entire list of forms from you.  It doesn’t take that long to fill them out!  Be sure to bring your SS card and driver’s license to copy here in the office.

The checklist:


Notetaker recruitment form  *
DSS has on file



Student Assistant Employment Agreement  *
DSS has on file



W - 4 Withholding Certificate
DSS has on file



I – 9 Employment Eligibility Verification
DSS has on file



Copy of SSA card and driver’s license
DSS has on file



Substance Abuse policy and receipt
DSS has on file



HRS Demographics form
DSS has on file



TIMESHEET *
DSS has on file



This receipt that the manual has been read
DSS has on file


I have read the manual for notetakers and have submitted all

necessary paperwork (or you will be strung up and held for ransom ;-)

Your Name: __________________________Date:_____________

For Student:__________________________Semester:_________
