JACKSONVILLE STATE UNIVERSITY
Manual of Policies and Procedures

POLICY NO.: V.16 DATE: July 2020
REVIEW/REVISION DATES:

SUBJECT: Athletics Camp Policy

APPROVED: Dr. Don C. Killingsworth, Jr., President

PURPOSE
Jacksonville State University (JSU) hosts a wide variety of athletic camps. This policy statement
provides guidance to those involved in athletic camp activities. For purpose of definition, this
policy covers the following types of athletic camps:
a. Those which include minor child participants under the age of nineteen (19) years who
are at JSU for some type of instructional camp involving use of facilities.

b. Those in which participants remain overnight in on-campus residence halls.

POLICY

JSU is to encourages the use of its facilities, on a space available basis, for athletic camps.

Though such camps should not take precedence over programs designed for enrolled students,

for many important reasons athletic camps are to be encouraged by JSU and its employees.

Athletic camps provide the following benefits for JSU:

A Athletic camps attract many young people to JSU, many of whom will be highly qualified for
future admission.

A Impressions gained by young people because of an athletic camp and JSU experience can
have a significant impact on their choice of college.

A Facilities which would otherwise be relatively idle during summer months can be used in
support of athletic camps.

A Athletic camps provide an excellent opportunity to acquaint many people with JSU in a short
period of time.

A Outreach efforts (particularly those aimed at youth), with staff involvement, can be
promoted.

A Effective athletic camps enhance the reputation of JSU.
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In many cases, athletic camps attract youth under the age of 19 to campus. The level of care
and supervision appropriate for an enrolled student at JSU is not necessarily the same as that
which is appropriate for an athletic camp participant, even though the oldest athletic camp
participants may be older than the youngest of our enrolled students. It is imperative that
campers be overseen in a fashion that is appropriate and intended to keep them healthy and
safe while visiting JSU. JSU and its employees should provide a reasonably safe environment
for participants in the various programs sponsored by JSU.

Approval

All athletic camps must be approved by the Athletic Director. JSU Athletic Department staff
members who desire to conduct a sports camp or clinic must complete related forms. The
forms can be found here: Forms . The Head Coach requesting a camp must complete and
submit the Athletic Camp Request Form (FORM 115) to the Athletic Director prior to the
anticipated start date of the camp/clinic.

The JSU Sport Camp Packet includes:

Athletic Camp Request Form: Form 115
JSU Student Worker Roster: Form 113
Athletic Camp Attendee Roster: Form 114
Parental Consent Form: Form 110

Camp Rules Agreement: Form 111
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Disciplinary Procedures Agreement: Form 112

Other documents that must be designed for the camp include a Camp Registration Form,
Camp Schedule, and advertisement collateral' (such as brochures, flyers, etc.). All camp
publications, including, but not limited to, all advertisement collateral and Camp Registration

Form, must include the following statement:

Per NCAA rules and regulations, all camps and clinics are open to any, and all,

entrants

L All advertisement collateral MUST be approved by the Assistant Athletic Director, Compliance prior to
distribution.
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http://www.jsu.edu/busaffairs/busprocman/index.html
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https://www.powerdms.com/public/JSUAL/documents/1808926
https://www.powerdms.com/public/JSUAL/documents/1808929

See examples of all forms in Appendix A at the end of this policy.

Camp Director
The Camp Director will be the Head Coach of the sport in which the camp is affiliated. As noted

in Article 11.1.1.1 in the NCAA Division | Manual, nifinatitution's head coach is presumed to be

responsible for the actions of all institutional staff members who report, directly or indirectly, to
the head coach. An institution's head coach shall promote an atmosphere of compliance within
his or her program and shall monitor the activities of all institutional staff members involved with
the program who report, directly or indirectly, to the coach. &pecific responsibilities of the

Camp Director are described in this policy.

Reservations, Services and Fees for Facilities
To reserve housing facility space for athletic camps, a minimum cash balance must be

maintained. The Conference Services web site ( Reservation information ) provides more

information. Rates for lodging, dining/catering, facilities, and equipment, as well as, details

related to the administrative fee? assessed can be found here: Services and Rates . All fees

charged and collected will be deposited into the related sport camp JSU operating fund.

Certain events lend themselves to providing positive public relations and or recruitment
possibilities. In those instances, on a case by case basis, the President shall have the authority

to waive fees.

Required Forms for Attendees

Campers and parents/guardians are required to complete the following forms for each attendee:

Camp Registration Form
Parental Consent Form: Form 110

Camp Rules Agreement: Form 111
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Disciplinary Procedures Agreement: Form 112

See examples of all forms in Appendix A at the end of this policy.

2 Covers cost of reservation, parkiMyi-Fi, and logistics.
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Required Forms for Student Workers

Prior to working, student workers are required to complete the following forms and provide these
to the Department of HR. The Camp Director is responsible to ensure that the minimum
required forms are completed and approved as required, and that the forms are submitted to
Human Resources (HR). A Student Worker cannot work until HR has received all the required
paperwork and validatedt h e s t u49dbst@tastinfperson.

Below is a list of the required forms:
9 Camp Director or designee is to submit the electronic University Student Assistant (USA)

Form (Online Dynamic Form 56) and ensure student reviews and electronically signs.

The student worker is required to submit at minimum the following forms:
1 Federal Tax form W-4

1 Alabama Tax Form A4

91 1-9 (and supporting documents)

1

Direct Deposit Authorization Form

These forms will be assigned to the student worker in electronic format (via MyJSU / Applicant
tab) for submission once the USA contract has been received in HR. All original, valid I-9
supporting documents must be presented in person in the Department of Human Resources

prior to being processed for payroll.
See examples of all forms in Appendix A at the end of this policy.

Separation of Student Workers

The student workerds employment wil/l cease at the
worker does not work the assigned Athletic Camp(s), the Camp Director or designee must

submit a Student Employment Separation Form (Online Dynamic Form) to notify HR and

Payroll of the change in or cancellation of contract.
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Final Arrangements

Camp Directors planning to use campus lodging and/or dining services are required to provide a
guarantee for the number of participants at least thirty (30) days prior to the start date of the
camp. The camp will be billed for the guaranteed number of participants or the actual number

attending, whichever is greater.

Billing and other Financial Procedures
Within five (5) working days after the athletic camp is completed, Conference Services will
charge the Fund and Organization assigned to the camp the following as used and are
applicable:

1 Lodging per the Internal Camp Rate Schedule

9 Dining/Catering
1 Equipment
1

Administrative fee

Within 30 days after the athleticcamp i s compl eted, the Controll erds
1 Assess the established overhead charge®
1 Ensure minimum cash balances are maintained*
9 Calculate a Profit and Loss Statement to determine profitability
91 Provide Profit and Loss Statement to the Senior Vice President, Chief Financial Officer
(SVP/CFQ), Athletic Director, and Camp Director

9 Calculate the payouts once requested by the Camp Director

The SVP/CFO will review and approve all payouts prior to execution and distribution.

Appropriate Camp Environment
To provide a reasonably safe environment for participants in athletic camp activities, each Camp
Director should ensure that certain precautions are taken. All campus policy, rules and

regulations are in effect. Other precautions that should be considered are:

3 Covers cost for Accounts Payable, Disbursements, HR, and Payroll
4 Covers wien expenses are incurred prior to receipt of revenue
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Student Workers

A All student workers must complete the New Driver Form (see Appendix A for an
example) prior to operating a JSU Vehicle. The New Driver Form can be found here
Motor pool .

A Adequate training should be provided in order that Student Workers are qualified to
direct the activities scheduled.

Parent Awareness

A Parents should be aware of the type of activities in which their child may participate.
A Known risks associated with each activity should be clearly explained to parents.

Attendee/Camper Guidelines

A Participants should be in appropriate physical condition for the activity in which they are
participating.

A Participants should be placed in the correct skill level for the activity scheduled.

Participant Safety

A An adequate ratio of staff to attendee/camper should always be maintained, particularly
when in residence halls. The ratio of camp staff to attendee/camper must reflect the
gender distribution of the participants, and should, at a minimum, meet the following:

0 Standards for resident camps are:
1 One staff member for every five campers ages 4 and 5
1 One staff member for every six campers ages 6 to 8
1 One staff member for every eight campers ages 9 to 14
1 One staff member for every 10 campers ages 15 to 17
0 Standards for day camps are:
1 One staff member for every six campers ages 4 and 5
1 One staff member for every eight campers ages 6 to 8
1 One staff member for every ten campers ages 9 to 14
1 One staff member for every twelve campers ages 15 to 17
A Safety equipment should be inspected prior to and during camp for safe conditions.
A Public safety officials should be made aware of the camp and the daily schedule (see

sect i on titlled 6Securityo
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Safe Environment

A Grounds should be inspected prior to and during the camp for safe conditions.
A Equipment should be kept in safe condition and suitable for intended use.

A Venhicles used for transportation should be properly inspected.

Disciplinary Procedures

JSU is committed to the idea that each camper should have a positive and enjoyable
experience at summer camp, and the misbehavior of one camper, or a group of campers,
should not be allowed to impact negatively on the experience of others. Most camps are short in
duration, so prompt action may be required. Parents and campers should be aware of the
disciplinary policy and camp rules. Parents and campers are required to sign the JSU Camp
Disciplinary Procedures agreement (Form 112) and the JSU Camp Rules agreement (Form
111).

Camp Director Responsibilities
Camp Directors are responsible for, but not limited to, the following as applicable:

1 Ensure camps are approved by the Athletic Director and Assistant Athletic Director,
Compliance.

9 Ensuring all camp revenue and expenditures are processed through Banner in a timely
manner to ensure processing is complete within 29 days of the completion of the camp.

9 Ensure all revenue is deposited and posted to the proper Fund, Organization, and
Account associated with the camp in a timely manner as required by JSU Policy
1V.02.02 .

9 Establishing an Attendee (Camper) Roster, ensuring all Attendees/Campers have
properly completed the required forms and retention of the required forms for a rolling
seven years after the execution of the camp.

i Establishing a Student Worker Roster, ensuring all student workers complete all
requirement paperwork to be added to JSU Payroll as required by Human Resources.

1 Ensure student workers are submitting time worked, reviewing submitted time, and

approving time worked.
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1 Ensure compliance with all applicable NCAA rules and regulations regarding athletic

camps (see Article 13.12 i _Sport Camps and Clinics in the NCAA Division | Manual and

the Assistant Athletic Director, Compliance for official rules and regulations).

Assist with check-in of campers.

Provide an Attendee Roster and a camp schedule, to the JSU Police Department and
Conference Services no later than 3 hours after camp registration ends.

Be accessible in emergency situations.

Assist with check-out of campers.

Check on any damages reported.

Provide staff for the camp.

Inspect camp facilities immediately prior to and after the camp session(s).
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Advise participants of appropriate check-in and check-out procedures including charges

for damages and lost keys.

1 Familiarize participants with University policies, especially those pertaining to fire and
emergency evacuation procedures, appropriate conduct, possession of controlled
substances and firearms, and authorized entry into rooms.

Maintain discipline of participants.
Advise Resident Manager (or University contact) of supply and maintenance issues in
residence hall(s).

9 Ensure that programs and activities conducted on the JSU campus are in compliance
with the Americans with Disabilities Act.

1 Coordinate with the Resident Manager/Resident Assistant (RA) to:

0 Issue keys and make room assignments.
Familiarize camp staff with overall building layout.
Complete work orders and maintenance requests as needed.

Complete administrative paperwork as required.

o O O o

Assess all housing charges at the conclusion of the conference and advise camp

staff of any damages charged.
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Security

Security, in general, will be the responsibility of the Camp Director and JSU Police Department.

During the day, camp staff will always be expected to stay with campers except for specific

activities in which it might not be reasonable or appropriate to remain with them. If such
unsupervised activities are planned, care should
are made aware of these activities and agree to have the child participate. At night, enough

camp staff/coaches/sponsors/counselors should remain with youth campers in the residence

halls to provide control and security.

Attendee Roster
To facilitate assistance of the JSU Police Department in providing security, the Attendee Roster
must be provided to them no later than 3 hours after Camp Registration ends and must include
the following information:

A Name of the camp

A Contact persons and phone numbers

A Locator list indicating where campers are staying overnight

A

Camp schedule

This information will allow the JSU Police to better respond to emergency phone calls; to
recognize camp participants; to inform patrols of

unusual activity in the vicinity of the camps.

RESPONSIBILITY
The Athletic Director is responsible for this policy.

EVALUATION

This policy will be reviewed every five (5) years.
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APPENDIX A

See below for examples of each required form:

Parental Consent Form (110):

ATHLETICS DEPARTMENT

ATHLETICS DEPARTMENT

PARENTAL CONSENT FORM PARENTAL CONSENT FORM
Information 'PLEASE READ THIS DOCUMENT CARLFULLY BEFORE SHG48H0. THIS 15 A LEGALLY MUST B2
SUBMITTED BY A PARENT OR LEGAL IN THE ABOVE 3
Address
L the undersigned, wish for my Child (hereafier ~Chisg “Camp”) ana. i Ty
ity State Child's participation. | Bereby agree as follows:
Zp Camper Age e ey ek o ™ v
‘Camper Date of Birth Camper Grade ( S —_— o - [m——
Y pysical ngary, and death, 35 wall 35 economic
Camper Gender Camper Phone | furtier realize that tisks and dangers, both known and uniknown, and have siected to

Parent/Guardian Name Parent/Guardian Phone

Parent/Guardian Email Emargency Contact Name

Emérgency Contact Phone Emergency Contact Email

Fiow did you hear about the 150 Camp? ] Catalog | - |m lﬂmrl Ratie ] other |

Theretare |, on beRalf of my Crild, voluntacity bcoept and atsume allrisk of injury, loss of ife or damage
10 PAOREITY rting out of ining. PrEpMINg, PATCIHATING A0 HRveling 1 o rom the Came.

Lmbemdmmmusnwmnwm:wmamfmmdm heretry release lacksonvile State University, its Board of
Facuty, et mummxmmﬂmummmm

'nsu' W Child o loss That
my Child may preparing g £0.or from the Camp. binding on my
Esgns.

Lonbemarmvawmasmwswmmmamomn!mmmmummmﬁmm harmiess 150 from and
‘against any and al Rabiity, sctian: kind ng. but not bmited 1o, sy claim for

List any medical alerts, allergles (including food allergles) and/or prescription medications (with doses] you are
currently taking (attached additional sheet(s) of paper If necessary).

Insurance Provider Policy Number

uture: cliien, hoss of KaDETY fof inpary 10 PE1I0R of PIOPErTy That iy Child may
snmr Torwhich my Chl may be laie 10 any cther Berson, (nat may or does aese out of my CHiTs n-uqouimnme&me | undesstand

my Crild
In the event of an sccident or serious iness v o my Child on my behalf. |
and [ i ims, of action, INDiTatS, Bigi
Viurther agres bo acoept AT A AL J
"
This shall be governed By the e of Aabama. | agr v & T this
RELEASE, or arish daah, damape of lus: Camp, ug only
in Calhoun County, Alabama.
nots
ital The vided by o i
o gl gt it i i igh
[rpp— ¥ sign
v h s b .
[orsh

A PARCNT OF GUARDUAN MUST SIGN THIS FORM FOR A MItvOR UNDER THE AGE OF 19

Participant Name (print)

Participant Signature

Parent/Guardian Name {print)

i Signature
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Athletic Camp Rules (111) and Athletic Camp Disciplinary Procedures (112):

Camp Rules

ATHLETICS DEPARTMENT

JACKSONVEILLE STATE UNIVERSITY
ATHLETIC CAMP RULES

Participants are not allowed to drive or ride in personal vehicles during the dates of the program unless they receive

specific permission ta do so from the Camp Director. While we understand that some participants will drive to the

campus, our policy is that they must tur their car keys inte the Camp Director for the duration of the workshop. Any

vehicles parked on campus must have a University Parking Permit. Parking permits will be issued during on-site

registration, and clear instructions will be given as to where parking is authorized. It will be the responsibiliy of the

participant to secure a permit, properly place the permit in the vehicle, park the vehicle in an authorized space, and turn

the keys in to the Camp Director for safekeeping during the program. Neither Jacksonville State University, nor the camp

staff, wil be responsible for damage to vehicles or for any parking tickets. fines, or towing charges that result from

violations.

Participants are to remain on eampus for the duration of the program unless program activities require otherwise. If a

participant needs to leave campus for some reason, Camp Directors must receive prior written permission from the

parent or guardian and grant specific permission

Campus regulations prohibit the use of alcohol and other illegal substances. Participants may not possess, use

distribute, or sell alcoholic beverages, drugs, firearms, weapons, of fireworks

Co-ed visitation in the residence halls is permitted in the first-floor lobby area only. The only people permitted in rooms

are staff, members of the participant's immediate family. the participant’s roommate and other participants of the same

gender residing in that residence hall

Participants must attend all workshops, classes, and planned social or recreational activities. Full participation is the only

way a pariicipant can gain real value from the camp.

Participants will refrain from using electronic devices (ie. cell phones, iPads, computers, etc.) during instructional

periods unless authorized by camp counselars or university faculty and staff

Participants will abide by nightly curfews and *Lights Out” announcements from the Camp Director or Program

Counselors. Participants must be in their OWN room at lights out and remain there until morning. Any use of cell phones

or other electronic devices is prohibited after "Lights Out”

Participants must never misuse intemet privileges. Attempting to access unauthorized sites is strictly prohibited

Participants must abide by rules and guidelines set by the instructors for each academic facility in use

0. 10 In accordance with state law, smoking is prohibited by anyone under the age of 19. Smoking is not permitted in any
buildings on the Jacksonville State University Campus.

Any individual found tampering with any fire equipment (i e. fire extinguishers, fire alarms, smoke detectors, etc.) will be

dismissed from camp immediately. Participants may not interfere with any security system or tamper with locks in

participant rooms and other areas.

12. All furniture must remain unchanged and kept in place

13. Vandalism and pranks will not be permitted. Any damages caused in reoms or common areas will be charged to the

responsible parly. Replacement cost wil be charged to anyone who removes or damages University prope

Participants should always keep their rooms locked even if leaving the room for only a few minutes. Neither Jacksonville

State University, nor the camp staff, is responsible for lost or stolen items. A participant should take room key when

Ieaving room. Those wha lose a key must pay for a replacement. Leave excess money and valuables at home

Valuables, including jewelry, iPods, cell phones, radios, cd players, etc.. may be broughtto camp, but only at

participant's own risk.

MEDICAL: In cases where medical attention is necessary, parents will be contacted for approval when possible. We require

completion of a medical release form signed by the parent or guardian in order that we may react responsibly in an

~

w

&~

N oo

Ehddd

=

emergency
Parficipant Signature Date
Parent/Guardian Signature Date

Disiplinary Procedures

ATHLETICS DEPARTMENT

JACKSONVILLE STATE UNIVERSITY
ATHLETIC CAMP DISCIPLINARY PROCEDURES

Each camper has a reasonable expecialion 1o enjoy a positive camp experience. Therefore, the misbehavior of one camper,
or a group of campers, should not be permitted to impact negatively on the camp experience of others. Most camps are short
in duration, so prompt action is required when problems occur. Parents and campers should be aware of the disciplinary
policy.

First Offense: Campers failing to adhere to camp rules, or exhibiting behavior clearly intended to annoy or endanger other
campers, will be privately and formally warmed by a Camp Counselor and informed that subsequent misbehavior will result in
formal counseling by the Camp Direclor.

Second Offense: will result in by the Camp Director and a warning that further
misconduct will result in removal from camp. At this point, the Camp Director will contact the parent or guardian to advise
him/her of the situation and the pessible need for picking the child up from camp if there is further misconduct

Third Offense: Any further inappropriate behavior will result in counseling by the Campus Sponsor of the camp and expulsion
from camp

NOTE: JACKSONVILLE STATE UNIVERSITY EXPECTS EACH CAMPER TO HAVE A SUCCESSFUL CAMP
EXPERIENCE. ANY OF THE STEPS OUTLINED ABOVE MAY BE OMITTED OR REPEATED AT THE DISCRETION OF
CAMP STAFF. CAMPERS DISMISSED FROM CAMP FOR DISCIPLINARY REASONS WILL NOT RECEIVE A REFUND
OF ANY FEES PAID TO ATTEND CAMP

It should be understoad this procedure is intended to provide a reasonable and consistent method for dealing with the type
of behavior that can be disruptive to a camp but is not so egregious as to warrant immediate dismissal from camp. It in no
way precludes immediate dismissal from camp for more serious disciplinary problems or violations of campus or camp
regulations. A serious disciplinary problem is defined as one in which the camp staff determines that a child is engaging in
inappropriate behavior that includes, but is not limited to the following: actions which put the camper, other campers, o camp
staff member's safety in jeopardy; inflicting physical or emotional harm on self or others, vandalism or destruction of
University property; theft of University property or the property of another camper, consistently disrupting the program;
possession of alcohol, drugs, or weapons; fighting; sexual harassment; sexual misconduet, or behavior that is serious
enough to warrant a third offense

Parent and Camper Pledge

Iiwe understand the disciplinary procedures described above. Ifiwe understand failure to demonstrate proper conduct during
camp may resultin early dismissal from camp without any refund of fees paid to atlend. We pledge to abide by all camp
rules and to exercise good behavior and proper respect for others

Camper Signature Date

Parent/Guardian Signature Date
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Student Worker Roster (113) and Attendee Roster (114):

Student Worker Roster

[

ATHLETICS DEPARTMENT

Attendee Roster

L

ATHLETICS DEPARTMENT

Athletic Camp|

Athletic Camp

Year|

Year

Camp Director|

Camp Director

Camp Director Phone

Camp Director Phone

Camp Director Email

Camp Director Email
Student Name

Student ID

FOAP to Charge

Athlete (Y/N)

Camper Name

Camper Contact Number] Camper Age

Facility Assignmeni!
(if overnight)
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Athletic Camp Request Form (115):

ATHLETICS DEPARTMEENT

ATHLETIC CAMP REQUEST FORM

Camp
Information

Camp Name (print)

Proposed Dates for Camp

Proposed Dates Form Camp

Overnight {(YES/NO)

Cost per Camper

Number of Student Workers

Head Coach Signature Date
Athletic Director Signature Date
Instrucsons. Start Over Print
Employment Eligibility Verification Usc1s s |_cve e s
Department of Homeland Secarity o.:"u:'.’.fl.. ,
US. Citizenship and Immigration Senvices Hapire 10312022 o] s vou SN Form W4 10 your smpore.
A R Torame
- START MERE form. The. be avaitable, Step 1:
aur Emetyars ae liatls for L ‘ehis. farm. Enter =
- e speciy Personal
Zos.meniaYN preAenIe AN 8 S2%ire £53raNGR date Ay A3 oLt (egal dnzrmratEn PN o
5 (Emproyees must compiele and sign Section 16f Form 19 1o faler 1 Sl o Married g seprsily
] et ting oty xsiyng wsowi
Last Mame (Famdy Mams) (B) |F-|(N-m-|ﬂnn~nn) B Middle initial * | Offver Last Names Used @ any) * u] e umarmes snd pay more San hat e cosn of
ney apply page who can
 Address (Sirwed Numger and Name) ‘Mnm 2| City o Termn (2 5t (2 | 21F Code and privacy.
Step 2: ‘Comlete this step f you (1) hold more than one job ot a time, umlewrmnlt\qymlymmm
Blus. ¥ Empiayes's Teiephane Number (£ Multiple Jobs. ‘works. The correct amount of withholding depends on Income earned from al of these
or Spouse Do only one of the following.
Works
p Pe— pe—— - ] at most s step (a0 Steps 3-4); or
connection with the compietion of this form. ) Jobs

I attest, under penalty of perjury, that | am (check ane of the following boxes):
Nt it v B 1

SET T T p— |

0= & " |

[ 4 #n aken vtrorcznd fo work ¥ snil {exgation date, # aoghoatie, mrdivryy). ©
el
Fom 15 O et i Trs Space.
' .
OR
2 Form 164 Agmisson Numbes: ¥
OR
. »
PIRPA—
e —— |
[Preparer andlor Transiator Gertification (check onej:
(] L]
[ signe 1)
Taltest, under penalty of perjury, thal T of thes form and Ty
Siguare of Prepare o Tramisor 3 ‘r..,.o._...m 0
st Hame (Famay Name) 1 First Name (Gwven Name (1
Addss (Sewet Numbar and Mams) © ‘cﬂ,.vm b
Cich o Fiish

6 ¥ re vyl oo bl ou ey chec e . o 10 same on Frm Wt ke ot b, T oo
accurate for Jobs with smiar pay. ‘mors fax than necessary may bs wenheld

TIP: To be accurate, submit a 2020 Form W-4 for a8 other jobs. If you (or your spouse) have seli-smployment
mcome, inck

Complete Steps 3-4(b) on Form W-4 for onty ONE of these jobs. Leave those stsps biank fof ine other [obs. (Your witihokding wil
Wed for )

Stop3:
Claim A
s i o 17ty $2.000 §
"Muliply the number of other ependents by $500 >3
'Aa the amounts above and enter the total here 3
Stepd 1a) Other Income (pot from Jobs). 1 you want tax WG for Gfher IICOMe yOU SXpect
{optional): his yoar hat won' have withhokding, enfer the amaunt of Ofher income here. This may
Orhie. inchud inerest, dvidends, and retrement income 40).
Adjustments
) Deductions. If you expect 10 Caim decCtons other tan the standard Geducticn
and want 0 190uce your whfokdng. use the Dedustions Worksheet on page 3 and
‘enter the result hers 40) (S
fc) Extra withholding. Enter any scdiionsl ax you want winheid cach pay period | 4fe s
Step5: v s s, comect, e compies.
Here
[ G ) o
Employers | Empioyers name and sadress Frataateof ‘Empioye Kntfcation
Only P~y
3 o v v Fam WA G
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Direct Deposit Authorization Form and Alabama Form A4 (HR New Hire Forms):

Direct Deposit Authorization Form

d: S% | DEPARTMENT OF MUMAN RESOURCES

Dwect Deposat Authorizabion Form

R L

Alabama Form A4

Student University Assistant (USA) Form (Dynamic Form 56):
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