
 
 

WNE Student Employment  
 
 

To begin working in a student employment position, you must complete the following forms: 
1. Federal I-9 Form 
2. W-4 Federal Income Tax Withholding Form 
3. M-4: Massachusetts Employee Withholding Form 
4. WNE Direct Deposit Form 

 
Federal I-9 Form: 

 To work on campus, you must complete the I-9 form with the Office of Human Resources.  Human Resources is in 
Rivers Memorial (the entrance to HR is on the left side of the building). Human Resources is open Monday - Friday from  
8:30 a.m. – 4:30 p.m.  
  
You will need to bring one item from List A or one document from List B AND one item from List C below to complete  

the I-9 form.  
 

 



 
 
If you do not have the documents with you on-campus Human Resources can virtually verify the documents: 
 
You will need to have the person who possesses the original documents, either Zoom (or you may Facetime) Human 
Resources to show the document as verification.  Then that person would take a picture of the document and email the 
picture to Human Resources.   
 
Please remember until this document is virtually verified it cannot be used. 
 
Human Resources is open Monday through Friday 8:30 a.m. – 4:30 p.m. and can be reached at 413-782-1268. 
 
 

W-4 Federal Income Tax Withholding; M-4: Massachusetts Employee Withholding; WNE Direct Deposit  
 
The W-4 and the M-4 are income tax withholding forms. They are to be returned to the Student Payroll Office, located in 
the Campus Utilities Building (by the CAHLC and Tennis Courts) All student employees must participate in Direct 
Deposit.  
 

 


