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I. Objective of Student Employment 

The objective of Student Employment at North Country College of Essex and Franklin is to 
provide student employees with real-to-life work experiences. Supervisors should view their 
involvement as an opportunity to help students develop good work habits and become 
responsible employees. Students should regard their employment as important to the 
functioning of the college as well as an opportunity to gain practical work experience. 

There are two types of work programs at the college. They are both considered to be programs 

of financial assistance: 

o The Federal Work-Study Program: A federally funded student aid program based on financial 
need. Need is the difference between the cost of the student’s education and the amount the 
student and their family are expected to contribute toward that cost. A standard formula is 
used to determine this financial need. 

o The College Funded Student Work Program: An institutionally funded work program for 
students that meet criteria for specialized areas of employment. 

II. Student Eligibility 
To be eligible for student employment the student must be: 

A U.S. citizen or eligible non-citizen as described by the Federal Student Aid 
Handbook 

* International students here on an 1-20 student visa 
Accepted to a program of study through the Enrollment Services 
 Enrolled for at least 6 credit hours per semester 
 Attending classes on a regular basis 
 Making satisfactory academic progress 

Students who meet the above requirements must also submit a Free Application for Federal 
Student Aid (FAFSA). 

Work study is awarded on a first-come, first serve basis. Students who filed their financial aid 
applications late and are interested in work-study may be placed on a waiting list. Students on 
the waiting list will be awarded work-study as funds become available. 
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III. Assignments and Hiring 
Students who are eligible for the federal work-study program will be sent an e-mail with 
directions on how to locate available jobs. They will then contact supervisors to set up a job 
interview. 

Once the student has been hired, they will then contact their supervisor and, discuss job 
responsibilities, make a schedule, and receive their Student Employment Contract (Appendix 
A). Both the supervisor and the student will sign the contract. It is the student's responsibility to 
return the completed contract to the supervisor. The student will not be able to start work until 
the contract is completed, turned in, and the student has been cleared by the Supervisor, Work-
Study Coordinator, and Payroll. 

IV. Conditions of Employment 

Wages 

Student employees cannot be paid salary or commission. They must be paid on an hourly rate 
no lower than the current federal minimum wage. North Country student employees will be 
paid according to the following scale unless otherwise specified on their contract: 

 General Employee $ 12.00/hr. 

 Lifeguards $13.00/hr. (Cert. required) 

Hours 

Student employees cannot work in excess of 12 hours per week while classes are in session. 
During vacations they may work up to 12 hours per week. No additional hours are permitted. 
The Student Employment Contract states the maximum amount the student employee can earn 
for the academic year. The student employee does not need to earn the total amount they have 
been awarded however, they cannot exceed this amount. 

Student employees are to have an assigned work schedule. Students must report the hours 
worked at the end of each workday on a timesheet which must be signed by the student and their 
respective supervisor certifying its accuracy. Timesheets must be submitted to Payroll by the 
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due date (refer to the Student Payroll Schedule in Appendix I) in order to receive a paycheck. 
Failure to meet the timesheet deadline will result in a delay of payment. 

Both the student and supervisor are responsible to see that the student does not exceed the 
approved number of hours per week. 

** *Students may not work during scheduled class times — you may not skip a class and work 
during that time period. 

Meal Breaks 

New York State Labor Law Section 162 outlines the following: 
• Employees who work a shift of more than six hours starting before 11 AM and 
continuing until or past 2PM must have an uninterrupted lunch period of at least half an hour 
between 11AM and 2PM. 
• If a person is employed for a shift starting before 11AM and continuing later than 7PM, 
that employee is allowed an additional meal period of at least 20 minutes between five and 
seven o'clock in the evening. 
• Every person employed for a shift of more than six hours starting between the hours of 
1PM and 6AM, shall be allowed at least forty-five minutes for a meal period at a time midway 
between the beginning and end of such employment. 
• In some instances where only one person is on duty or is the only one in a specific 
occupation, it is customary for the employee to eat on the job without being relieved. The 
Department of Labor will accept these special situations as long as the employee voluntarily 
consents to the arrangements. However, an uninterrupted meal period must be given to every 
employee who requests this from an employer. 

Please see Payroll if further clarification is needed. 

Periods of Non-Attendance 

A student may be employed under federal work-study during a period of nonattendance, such as 
a summer term or an equivalent vacation period, as long as they are planning to enroll for the 
next period of enrollment and must have demonstrated financial need for that period. To meet 
financial aid eligibility requirements the student must be accepted by the Financial Aid Office to 
a program of student leading to a degree or certificate. A student that is suspended will not be 
allowed to enroll in the college for the next available semester. 
Therefore, a student who has been dismissed at the end of a spring semester is not eligible to work 
that summer. 
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V. Termination 

Supervisors shall discuss any problems with the student employee if he/she is not performing in 
a satisfactory manner. The student should then be given a chance to improve. 

      Problems that should be addressed may include, but are not limited to the following: 
 o Absence without notice 
 o Excessive tardiness 
 o Violation of department's rules and regulations 
 o Failure to work a reasonable percentage of hours granted on contract 
 o Loitering on the job 
 o Failure to fulfill job responsibilities in a satisfactory manner 
 

If the supervisor and the student are unable to resolve differences, it may be necessary to 
terminate/release a work-study student. Once a student has been terminated or released from 
one position, they will not be reassigned to another job on campus. 

o Dismissal may be issued for any of the following violations, but not limited to: 
o Job abandonment (three consecutive work days where the employee has not called 

or reported to work)  
o Excessive absences 
o  Dishonesty and/or theft 
o Verbal or physical abuse to a supervisor, personnel, or another work study student  
o Abuse of North Country equipment or property 
o Excessive failure to attend classes 
o Disclosure of confidential information to unapproved parties  
o Falsifying timesheets 

 
If a supervisor releases a student from a work-study position, the following steps should be 
followed: 

l. Document, in your department files, the reason for terminating any student. This 
information should be kept for future reference and may be needed in case of staff 
changes. 

2. Terminate the student's employment, preferably by conference with the student. This is 
an educational process and the supervisor is asked to thoroughly explain the reason(s) for 
releasing the student. 

3. Notify the Work-Study Coordinator in Enrollment Services in writing by completing the 
Student Release Form (Appendix J). 
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4. Sign and turn in timesheet for any hours the student worked prior to their termination date. 
If they worked hours, they must be paid for them. 

VI. Unemployment Benefits 

Employment at North Country Community College is provided under a program of financial 
assistance to students and will not be covered for unemployment benefits per section 511.15 of 
the New York State Labor Law. 

V. Responsibilities of the Student Employee 

• Any job is a serious obligation and your performance, attitude, and conduct should reflect 
this. Wherever you work, organizations strive to create an atmosphere of courteous and 
efficient service to the public. Any student who accepts a job accepts the responsibilities 
of maintaining professional standards and agrees to do the following: 

• Student must maintain Satisfactory Academic Progress. 
 

• Complete the Student Employment Contract and submit it to the payroll office, specifically 
Stephanie. You will not be able to begin work until all forms are completed accurately 
and submitted to Stephanie. 
 

• Understand that a Student Employment Position is a job. The money paid to the student 
must be earned on an hourly basis. 

 

• Cooperate in creating a work schedule that leaves enough time aside from work and classes 
to do homework and study for exams. Once a work schedule is established the student is 
responsible for working those hours. 
 

• Report to work on time and notify their supervisor if this is not possible due to extenuating 
circumstances. Note: Permission to be absent must be granted by the student's supervisor. 
 

• Know and perform in a satisfactory manner the duties of their position as explained by their 
supervisor. 
 

• Record time worked accurately at the end of each shift. Sign the time sheet at the end of 
each payroll period. Unsigned time sheets will result in a delay of payment 
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• Establish a good working relationship with the supervisor and all other department 
members. 

• Resolve any problems pertaining to their Student Employment Position. If a problem cannot 
be resolved through the supervisor, the student should contact the Work-Study Coordinator 
in Enrollment Services. 

• Conduct themselves in a professional manner. Maintain the confidentiality of college 
records and other information they may see or hear. 

• Keep socialization to a minimum. On-the-job fun can be acceptable on occasion, but 
socialization that lowers efficiency and productivity is not acceptable. 

• Represent their office or place of employment well. The student worker may be the first 
contact that a person has with a job site. How a person is received leaves a lasting 
impression. 

• Show initiative. The student should learn all they can about the area or department in which 
they are assigned. The more a student worker knows about the area, the more valuable they 
will become. 

• Have a positive attitude. Be cooperative and show a willingness to learn. Your work reflects 
your attitude and level of competency. 

• Dress appropriately for your job. Discuss any questions on attire and grooming with your 
supervisor. 

• Inform supervisor of any plans to end employment. Two weeks notification is 
recommended. YOU MUST COMPLETE A STUDENT RELEASE FORM (Appendix J) 
AND RETURN IT TO THE WORK-STUDY COORDINATOR IN ENROLLMENT 
SERVICES IF YOU ARE TERMINATING YOUR EMPLOYMENT. Additional copies 
will be made available in the Enrollment Office. 

VI. Responsibilities of Supervisor 

• Develop accurate and useful job descriptions for their Student Employment Positions. 
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• Inform student employees of all duties, responsibilities, and any special requirements of the 
position. 

• Inform student employees of any changes in procedures, scheduling, or working conditions. 

• DO NOT LET A STUDENT BEGIN WORKING UNTIL YOU HAVE RECEIVED 
A WRITTEN RELEASE FOR FROM EITHER THE WORK-STUDY 
COORDINATOR OR PAYROLL, EVEN IF THE STUDENT IS A RETURNING 
STUDENT TO YOUR DEPARTMENT. 

• Develop good working relations with all student employees. 

• Take immediate action to correct inappropriate behavior of student employees. 
• DO NOT request or demand that the student miss any classes in order to work. 

Supervisors are encouraged to be as flexible as possible with work hours and students' 
class schedules. Students are here for academic reasons FIRST! 

• See that each student employee's hours are reported accurately, and the work performed is 
satisfactory. The supervisor's signature on a timesheet is verification the student worked the 
hours listed. 

• Submit timesheets to Payroll as indicated on the enclosed payroll schedule (Appendix I). 
This is the supervisor's responsibility, not the students. 

• Complete a Student Release Form (Appendix J) whenever a student employee is terminated 
or resigns and return it to the Work-Study Coordinator in Enrollment Services. 

VIII. Pension 

All students employed by North Country are eligible to become members of the New York State 
Employee's Retirement System, a defined benefit plan. 

If a student elects to join the Retirement System, they are required to contribute 3% of wages 
earned to the Retirement System and are required to contribute to FICA taxes. All students will 
be given a Retirement Program Election Form (Appendix E) to sign with their contracts. 
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IX. Student Confidentiality 

All student employees at North Country are required to sign a student Confidentiality 
Statement (Appendix G). The statement states that students understand that they have the 
responsibility to keep any and all information seen or heard in the performance of their duties 
confidential. Student employees may not copy, remove, or allow unauthorized access to 
institutional documents, files, or mailing lists. 

Any violation of this confidentiality agreement will result in immediate dismissal. 

X. Direct Deposit 

Direct deposit is available to all NCCC employees. To participate, a Direct Deposit Enrollment 
Form (Appendix K) must be filled out and turned into Payroll along with a voided check. 

XII. Contact Information 

Financial Aid 
Mary Ellen Chamberlain 
Director of Financial Aid 
Phone: 891-2915 ext. 1285 

Human Resources 
Stephanie Rose 
Payroll  
Srose@nccc.edu 

 

Phone: 891-2915 ext. 1260 
 
Ericka Moody 
Human Resources Assistant 
emoody@nccc.edu 
Phone: 891-2915 ext. 1373 
 

 

SUPERVISOR CONTACT INFORMATION: 
Department 

SARANAC LAKE 

Supervisor Extension

Athletics Kent Egglefield 1231 
Business Department Lynne Fisher Kemp 1295
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Business Office 
Campus & Student 

McCayla Quinn 1215 

Life Kim Irland 1205 
Enrollment Meredith Chapman 1213 
Human Resources Ericka Moody 1373 
LAC Lisa Williams 1217 
Library Brian O'Connor 1222
Lifeguards Jerrad Dumont 1236
Maintenance Rick Heath 1263 
Science Judy Steinberg 1259
Nursing Tana Hare 1269 
Rad Tech Becky Ladue 1291 
Records Office Shelly St. Louis 1247 

 
MALONE   

LAC Kate Wells 3224 
Library Brian O'Connor 3227 
Maintenance Kevin Bisonette 3242 
Nursing  3241 

Student Services Bruce Kelly 3226 
 













First name and middle initial Last name Your Social Security number

Permanent home address (number and street or rural route) Apartment number

Are you a resident of New York City? ........... Yes No
Are you a resident of Yonkers? ..................... Yes No

Complete the worksheet on page 4 before making any entries.
1 Total number of allowances you are claiming for New York State and Yonkers, if applicable (from line 19) ........... 1

2 Total number of allowances for New York City (from line 31) .................................................................................. 2

Use lines 3, 4, and 5 below to have additional withholding per pay period under special agreement with your employer.

3 New York State amount ........................................................................................................................................ 3
4 New York City amount ........................................................................................................................................... 4
5 Yonkers amount .................................................................................................................................................... 5

Department of Taxation and Finance

New York State • New York City • Yonkers

Single or Head of household Married

Married, but withhold at higher single rate

Note: X in 
the Single or Head of household box.

Employee’s signature Date

Employer’s name and address (Employer: complete this section only if you are sending a copy of this form to the NYS Tax Department.)

Penalty – A penalty of $500 may be imposed for any false statement you make that decreases the amount of money you have withheld 
from your wages. You may also be subject to criminal penalties.

Employee: detach this page and give it to your employer; keep a copy for your records.

Important information
The 2021-2022 New York State budget was signed into law on April 19, 
2021. Changes to New York State personal income tax have caused 
withholding tax changes for taxpayers with taxable income:

widow(er);

or

• more than $1,616,450, and who are head of household. 

give it to your employer.

page 4 and the charts beginning on page 5, used to compute withholding 
allowances or to enter an additional dollar amount on line(s) 3, 4, or 5, 

give it to your employer.

to the employer to instruct the employer how much New York State (and 
New York City and Yonkers) tax to withhold from the employee’s pay. The 
more allowances claimed, the lower the amount of tax withheld.

employer may use the same number of allowances you claimed on your 

law, this may result in the wrong amount of tax withheld for New York 
State, New York City, and Yonkers. 

For tax years 2020 or later, withholding allowances are no longer reported 

employer may use zero as your number of allowances. This may result in 
the wrong amount of tax withheld for New York State, New York City, and 
Yonkers. 

Instructions

Employer:
Mark an X in box A and/or box B to indicate why you are sending a copy of this form to New York State (see instructions): 

A Employee claimed more than 14 exemption allowances for NYS ............ A

B Employee is a new hire or a rehire ... B First date employee performed services for pay (mm-dd-yyyy) (see instr.):

............. Yes No

Yes (mm-dd-yyyy):
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year include the following:

• You started a new job.
• You are no longer a dependent.
• Your individual circumstances may have changed (for example, you 

were married or have an additional child).
• You moved into or out of NYC or Yonkers.
• You itemize your deductions on your personal income tax return.
• You claim allowances for New York State credits.

income tax return for the past year.
• Your wages have increased and you expect to earn $107,650 or more 

during the tax year.
• The total income of you and your spouse has increased to $107,650 or 

more for the tax year.

another job.

are entitled to fewer allowances than claimed on your original federal 

and the disallowed allowances were claimed on your original 

• You are a covered employee of an employer that has elected to 
participate in the Employer Compensation Expense Program.

Exemption from withholding

To claim exemption from income tax withholding, you must
, with your 

exemption. This exemption from withholding is allowable only if you had 
no New York income tax liability in the prior year, you expect none in the 
current year, and you are over 65 years of age, under 18, or a full-time 
student under 25. You may also claim exemption from withholding if 
you are a military spouse and meet the conditions set forth under the 

are a dependent who is under 18 or a full-time student, you may owe tax 
if your income is more than $3,100.

Withholding allowances
You may not claim a withholding allowance for yourself or, if married, 
your spouse. Claim the number of withholding allowances you compute 

withheld, you may claim fewer allowances. If you claim more than 
14 allowances, your employer must send a copy of your
to the New York State Tax Department. You may then be asked to 

zero) on lines 1 or 2 and your employer cannot accommodate negative 
allowances, enter 0 and see Additional dollar amount(s) below.

Income from sources other than wages –
$1,000 of income from sources other than wages (such as interest, 
dividends, or alimony received), reduce the number of allowances 

allowances (less than zero), see  above. You 
may also consider making estimated tax payments, especially if you 

that payments be made by the employee directly to the Tax Department 

Estimated Tax Payment Voucher for Individuals, or see 
Need help? on page 7.

Other credits  – 
any credits other than the credits listed in the worksheet, such as an 
investment tax credit, you may claim additional allowances.

in the chart below, and divide the amount of the expected credit by the 
number indicated. Enter the result (rounded to the nearest whole number) 
on line 14.

Example:
income to be less than $323,200. In addition, you expect to receive a 

3 on line 14.

Married couples with both spouses working –

respective employers. Your withholding will better match your total tax if 
the higher wage-earning spouse claims all of the couple’s allowances and 
the lower wage-earning spouse claims zero allowances. Do not claim 

are: 
• less than $107,650, you should each mark an X in the box Married, 

total number of allowances that you compute on line 19 and line 31 (if 
applicable) between you and your working spouse.

• $107,650 or more, use the chart(s) in Part 5 and enter the additional 
withholding dollar amount on line 3.

Taxpayers with more than one job –

sure to claim only the total number of allowances that you are entitled 
to. Your withholding will better match your total tax if you claim all of 
your allowances at your higher-paying job and zero allowances at 

tax withheld, if you are a single taxpayer or head of household with 
two or more jobs, and your combined wages from all jobs are under 
$107,650, reduce the number of allowances by seven on line 1 and 

 
  above.

wages from all of your jobs are between $107,650 and $2,263,265, use 
the chart(s) in Part 6 and enter the additional withholding dollar amount 
from the chart on line 3.

your jobs are $107,650 or more, use the chart(s) in Part 5 and enter the 
additional withholding dollar amount from the chart on line 3 (Substitute 
the words for  within the chart).

Dependents – 
your income to exceed $3,100, you should reduce your withholding 
allowances by one for each $1,000 of income over $2,500. This will 
ensure that your employer withholds enough tax.

Following the above instructions will help to ensure that you will not owe 

Heads of households with only one job – 

the Single or Head of household
have only one job, you may also wish to claim two additional withholding 
allowances on line 15.

Single and 
NYAGI is:

Head of 
household and 
NYAGI is:

Married and 
NYAGI is:

Divide amount 
of expected 
credit by:

Less than 
$215,400

Less than 
$269,300

Less than 
$323,200 63

Between 
$215,400 and 
$1,077,550

Between 
$269,300 and 
$1,616,450

Between 
$323,200 and 
$2,155,350

68

Between 
$1,077,550 and 
$5,000,000

Between 
$1,616,450 and 
$5,000,000

Between 
$2,155,350 and 
$5,000,000

96

Between 
$5,000,000 and 
$25,000,000

Between 
$5,000,000 and 
$25,000,000

Between 
$5,000,000 and 
$25,000,000

100

Over 
$25,000,000

Over 
$25,000,000

Over 
$25,000,000 110
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Additional dollar amount(s)
You may ask your employer to withhold an additional dollar amount each 

instances, if you compute a negative number of allowances and your 
employer cannot accommodate a negative number, for each negative 
allowance claimed you should have an additional $1.85 of tax withheld per 
week for New York State withholding on line 3, and an additional $0.80 
of tax withheld per week for New York City withholding on line 4. Yonkers 
residents should use 16.75% (.1675) of the New York State amount for 
additional withholding for Yonkers on line 5.

Note:

dollar amount, as determined by these instructions or by using the 
chart(s) in Part 5 or Part 6, is accurate for a weekly payroll. Therefore, 
if you are not paid on a weekly basis, you will need to adjust the dollar 
amount(s) that you compute. For example, if you are paid biweekly, you 
must double the dollar amount(s) computed.

Avoid underwithholding

designed to ensure that the correct amount of tax is withheld from your pay. 

assess interest and may impose penalties in certain situations in addition 

that you owe personal income tax, and we may assess interest and 
penalties on the amount of tax that you should have paid during the year.

Employers
Box A – 

more than 14 allowances, mark an X in box A and send a copy 
NYS Tax Department, Income Tax Audit 

rehire, see Box B instructions. See Publication 55, Designated Private 
Delivery Services, if not using U.S. Mail.

more than 14 allowances are:

Quarter Due date Quarter Due date
January – March April 30 July – September October 31
April – June July 31 October – December January 31 

Box B – 
X in box B. Enter the 

wages, commissions, tips and any other type of compensation. For 

working for commissions is eligible to earn commissions. Also, mark an X 
in the Yes or No

Yes
for coverage. Mail the completed form, within 20 days of hiring, to: NYS 

To report newly-hired or rehired employees online instead of 
submitting this form, go to 

(continued)
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Worksheet
See the instructions before completing this worksheet.

Part 1 – Complete this part to compute your withholding allowances for New York State and Yonkers (line 1).

Part 4 – Complete this part to compute your withholding allowances for New York City (line 2).

Part 3 – Complete this part if you expect to be a covered employee of an employer that has elected to participate 
in the Employer Compensation Expense Program (line 17).

Part 2 – Complete this part only if you expect to itemize deductions on your state return.

 Enter your estimated NY itemized deductions for the tax year    
 21  ............................................................  21  

 Single (cannot be claimed as a dependent)  ....  $ 8,000 Qualifying widow(er)  ........................................ $16,050
 Single (can be claimed as a dependent)  .......  .......................................... $16,050
 Head of household .........................................  ......................... $ 8,000

 22 Subtract line 21 from line 20 (if line 21 is larger than line 20, enter 0 here and on line 18 above)  ........................................................  22  
 23 Divide line 22 by $1,000. Drop any fraction and enter the result here and on line 18 above  ....................................................  23  

Enter the amount from line 6 above  ..........................................................................................................................................  
 Add lines 15 through 18 above and enter total here  .................................................................................................................   

 31 Add lines 29 and 30. Enter the result here and on line 2  ..........................................................................................................  31  

24 Expected annual wages and compensation from electing employer in 2022  ...........................................................................  24  
25 Line 24 minus $40,000 (if zero or less, stop)  ...........................................................................................................................  25  

  Line 25 multiplied by .05  ...........................................................................................................................................................   
 27 Line 26 multiplied by .935  .........................................................................................................................................................  27  

 Divide line 27 by 65. Drop any fraction and enter the result here and on line 17 above  ...........................................................   

 Enter the number of dependents that you will claim on your state return (do not include yourself or, if married, your spouse)  .....   
 1 for each credit you expect to claim on your state return.
 7 College tuition credit  ..................................................................................................................................................................  7  

New York State household credit  ...............................................................................................................................................   
 ..............................................................................................................................................................   

 3 for each credit you expect to claim on your state return.
  Child and dependent care credit  ...............................................................................................................................................   
 11 Earned income credit  ................................................................................................................................................................  11  
 12 Empire State child credit  ...........................................................................................................................................................  12  
 13 2 ..............  13  
 14 Other credits (see instructions)  .....................................................................................................................................................  14  
  15 Head of household status and only one job (enter 2 if the situation applies) ..................................................................................  15  
 
   tax year. Total estimate $  . Divide this estimate by $1,000. Drop any fraction and enter the number  ......  
 17  
   2022, complete Part 3 below and enter the number from line 28  ..........................................................................................  17  

   All others enter 0  ...................................................................................................................................................................   
 
   work, see instructions for  or .  .....................   

Standard deduction table



Part 5 – These charts are only for married couples with both spouses working or married couples with one spouse working more than 
one job, and whose combined wages are between $107,650 and $2,263,265. 

Enter the additional withholding dollar amount on line 3.

adjust these dollar amount(s). For example, if you are paid biweekly, you must double the dollar amount(s) computed.

Higher earner’s wages

Higher earner’s wages

$53,800 $75,299 $12 $17         

$75,300 $96,799 $11 $18 $26 $30       

 $96,800 $118,399 $7 $15 $23 $32 $41      

 $118,400 $129,249 $2 $10 $17 $26 $38 $36     

 $129,250 $139,999  $4 $14 $23 $35 $33     

 $140,000 $150,749  $2 $10 $19 $32 $33 $29    

 $150,750 $161,549   $4 $15 $28 $33 $26    

 $161,550 $172,499   $2 $11 $24 $30 $26 $25   

 $172,500 $193,849    $4 $17 $24 $24 $38 $52  

 $193,850 $236,949     $5 $12 $19 $37 $50 $51 

 $236,950 $280,099      $5 $12 $42 $59 $53 $56

 $280,100 $323,199       $5 $36 $66 $64 $57

 $323,200 $377,099        $18 $37 $49 $46

 $377,100 $430,949         $8 $20 $31

 $430,950 $484,899          $8 $20

 $484,900 $538,749           $8

$236,950 $280,099 $59           

 $280,100 $323,199 $62 $55          

 $323,200 $377,099 $39 $46 $52 $34        

 $377,100 $430,949 $28 $22 $28 $35 $5 $5      

 $430,950 $484,899 $31 $28 $22 $28 $34 $5 $5 $5    

 $484,900 $538,749 $20 $31 $28 $22 $28 $35 $5 $5 $5 $5  

 $538,750 $592,649 $8 $20 $31 $28 $22 $28 $35 $5 $5 $5 $3 $2

 $592,650 $646,499  $8 $20 $31 $28 $22 $28 $35 $5 $5 $3 $2

 $646,500 $700,399   $8 $20 $31 $28 $22 $28 $34 $5 $3 $2

 $700,400 $754,299    $8 $20 $31 $28 $22 $28 $35 $3 $2

 $754,300 $808,199     $8 $20 $31 $28 $22 $28 $36 $2

 $808,200 $862,049      $8 $20 $31 $28 $22 $30 $39

 $862,050 $915,949       $8 $20 $31 $28 $24 $33

 $915,950 $969,899        $8 $20 $31 $30 $27

 $969,900 $1,023,749         $8 $20 $33 $33

 $1,023,750 $1,077,549          $8 $21 $36

 $1,077,550 $1,131,499           $9 $23

 $1,131,500 $1,185,399            $9
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Higher earner’s wages

Higher earner’s wages

Note: These charts do not account for additional withholding in the following instances: 

 • a married couple with both spouses working, where one spouse’s wages are more than $1,131,632 but less than $2,263,265, and the other   
 spouse’s wages are also more than $1,131,632 but less than $2,263,265; 

 • married taxpayers with only one spouse working, and that spouse works more than one job, with wages from each job under $2,263,265, but    
 combined wages from all jobs is over $2,263,265. 

Department for assistance (see Need help? on page 7).

$592,650 $646,499 $5 $8        

 $646,500 $700,399 $5 $8 $11 $14      

 $700,400 $754,299 $5 $8 $11 $14 $17 $20    

 $754,300 $808,199 $5 $8 $11 $14 $17 $20 $24 $27  

 $808,200 $862,049 $5 $8 $11 $14 $17 $20 $24 $27 $30 $33

 $862,050 $915,949 $42 $8 $11 $14 $17 $20 $24 $27 $30 $33

 $915,950 $969,899 $36 $45 $11 $14 $17 $20 $24 $27 $30 $33

 $969,900 $1,023,749 $30 $39 $48 $14 $17 $20 $24 $27 $30 $33

 $1,023,750 $1,077,549 $36 $33 $42 $52 $17 $20 $24 $27 $30 $33

 $1,077,550 $1,131,499 $38 $38 $34 $44 $53 $19 $22 $25 $28 $31

 $1,131,500 $1,185,399 $23 $38 $38 $35 $44 $53 $19 $22 $25 $28

 $1,185,400 $1,239,249 $9 $23 $38 $38 $35 $44 $53 $19 $22 $25

 $1,239,250 $1,293,199  $9 $23 $38 $38 $35 $44 $53 $19 $22

 $1,293,200 $1,347,049   $9 $23 $37 $38 $34 $44 $53 $19

 $1,347,050 $1,400,949    $9 $23 $38 $38 $35 $44 $53

 $1,400,950 $1,454,849     $9 $23 $38 $38 $35 $44

 $1,454,850 $1,508,699      $9 $23 $38 $38 $34

 $1,508,700 $1,562,549       $9 $23 $38 $38

 $1,562,550 $1,616,449        $9 $23 $38

 $1,616,450 $1,670,399         $9 $23

 $1,670,400 $1,724,299          $9

$862,050 $915,949 $36 $39        

 $915,950 $969,899 $36 $39 $42 $45      

 $969,900 $1,023,749 $36 $39 $42 $45 $48 $52    

 $1,023,750 $1,077,549 $36 $39 $42 $45 $48 $52 $55 $58  

 $1,077,550 $1,131,499 $34 $38 $41 $44 $47 $50 $53 $56 $1,234 $1,263

 $1,131,500 $1,185,399 $31 $34 $38 $41 $44 $47 $50 $53 $1,231 $1,263

 $1,185,400 $1,239,249 $28 $31 $34 $38 $41 $44 $47 $50 $1,228 $1,260

 $1,239,250 $1,293,199 $25 $28 $31 $34 $38 $41 $44 $47 $1,224 $1,257

 $1,293,200 $1,347,049 $22 $25 $28 $31 $34 $38 $41 $44 $1,221 $1,253

 $1,347,050 $1,400,949 $19 $22 $25 $28 $31 $34 $38 $41 $1,218 $1,250

 $1,400,950 $1,454,849 $53 $19 $22 $25 $28 $31 $34 $38 $1,215 $1,247

 $1,454,850 $1,508,699 $44 $53 $19 $22 $25 $28 $31 $34 $1,212 $1,244

 $1,508,700 $1,562,549 $34 $44 $53 $19 $22 $25 $28 $31 $1,209 $1,241

 $1,562,550 $1,616,449 $38 $34 $44 $53 $19 $22 $25 $28 $1,206 $1,238

 $1,616,450 $1,670,399 $37 $38 $34 $44 $53 $19 $22 $25 $1,203 $1,235

 $1,670,400 $1,724,299 $23 $38 $38 $35 $44 $53 $19 $22 $1,200 $1,232

 $1,724,300 $1,778,149 $9 $23 $38 $38 $35 $44 $53 $19 $1,197 $1,229

 $1,778,150 $1,832,049  $9 $23 $38 $38 $35 $44 $53 $1,193 $1,225

 $1,832,050 $1,885,949   $9 $23 $38 $38 $35 $44 $1,228 $1,222

 $1,885,950 $1,939,799    $9 $23 $38 $38 $34 $1,218 $1,257

 $1,939,800 $1,993,699     $9 $23 $38 $38 $1,209 $1,247

 $1,993,700 $2,047,599      $9 $23 $38 $1,212 $1,238

 $2,047,600 $2,101,499       $9 $23 $1,212 $1,241

 $2,101,500 $2,155,349        $9 $1,197 $1,241

 $2,155,350 $2,209,299         $16 $52

 $2,209,300 $2,263,265          $16
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Higher wage

$236,950 $280,099 $11           

 $280,100 $323,199 $9 $8          

 $323,200 $377,099 $33 $8 $8 $8        

 $377,100 $430,949 $27 $33 $8 $8 $8 $8      

 $430,950 $484,899 $31 $27 $33 $8 $8 $8 $8 $8    

 $484,900 $538,749 $20 $31 $27 $33 $8 $8 $8 $8 $8 $8  

 $538,750 $592,649 $8 $20 $31 $27 $33 $8 $8 $8 $8 $8 $604 $636

 $592,650 $646,499  $8 $20 $31 $27 $33 $8 $8 $8 $8 $604 $636

 $646,500 $700,399   $8 $20 $31 $27 $33 $8 $8 $8 $604 $636

 $700,400 $754,299    $8 $20 $31 $27 $33 $8 $8 $604 $636

 $754,300 $808,199     $8 $20 $31 $27 $33 $8 $604 $636

 $808,200 $862,049      $8 $20 $31 $27 $33 $604 $636

 $862,050 $915,949       $8 $20 $31 $27 $629 $636

 $915,950 $969,899        $8 $20 $31 $623 $661

 $969,900 $1,023,749         $8 $20 $627 $655

 $1,023,750 $1,077,549          $8 $616 $659

 $1,077,550 $1,131,499           $16 $52

 $1,131,500 $1,185,399            $16

Higher wage

 – These charts are only for single taxpayers and head of household taxpayers with more than one job, and whose combined 
wages are between $107,650 and $2,263,265. 

Enter the additional withholding dollar amount on line 3.

adjust these dollar amount(s). For example, if you are paid biweekly, you must double the dollar amount(s) computed.

$53,800 $75,299 $12 $19         

$75,300 $96,799 $12 $20 $28 $29       

 $96,800 $118,399 $8 $16 $24 $27 $29      

 $118,400 $129,249 $2 $10 $18 $21 $26 $40     

 $129,250 $139,999  $4 $14 $17 $23 $46     

 $140,000 $150,749  $2 $9 $13 $19 $46 $47    

 $150,750 $161,549   $3 $9 $15 $46 $46    

 $161,550 $172,499   $1 $7 $12 $46 $48 $46   

 $172,500 $193,849    $3 $10 $44 $51 $49 $52  

 $193,850 $236,949     $12 $38 $53 $53 $55 $45 

 $236,950 $280,099      $10 $20 $33 $31 $35 $18

 $280,100 $323,199       $7 $18 $31 $26 $32

 $323,200 $377,099        $8 $20 $31 $27

 $377,100 $430,949         $8 $20 $31

 $430,950 $484,899          $8 $20

 $484,900 $538,749           $8

See our website or Publication 54, .

www.tax.ny.gov
• get information and manage your taxes online

• check for new online services and features

Telephone assistance

Automated income tax refund status: 518-457-5149

To order forms and publications: 518-457-5431

Text Telephone (TTY) or TDD Dial 7-1-1 for the  

Need help?
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$592,650 $646,499 $668 $700        

$646,500 $700,399 $668 $700 $733 $765      

 $700,400 $754,299 $668 $700 $733 $765 $797 $829    

 $754,300 $808,199 $668 $700 $733 $765 $797 $829 $861 $893  

 $808,200 $862,049 $668 $700 $733 $765 $797 $829 $861 $893 $925 $957

 $862,050 $915,949 $668 $700 $732 $765 $797 $829 $861 $893 $925 $957

 $915,950 $969,899 $668 $700 $732 $765 $797 $829 $861 $893 $925 $957

 $969,900 $1,023,749 $693 $700 $733 $765 $797 $829 $861 $893 $925 $957

 $1,023,750 $1,077,549 $687 $725 $733 $765 $797 $829 $861 $893 $925 $957

 $1,077,550 $1,131,499 $95 $123 $161 $169 $201 $233 $265 $297 $329 $361

 $1,131,500 $1,185,399 $52 $95 $123 $161 $169 $201 $233 $265 $297 $329

 $1,185,400 $1,239,249 $16 $52 $95 $123 $161 $169 $201 $233 $265 $297

 $1,239,250 $1,293,199  $16 $52 $95 $123 $161 $169 $201 $233 $265

 $1,293,200 $1,347,049   $16 $52 $95 $123 $161 $169 $201 $233

 $1,347,050 $1,400,949    $16 $52 $95 $123 $161 $169 $201

 $1,400,950 $1,454,849     $16 $52 $95 $123 $161 $169

 $1,454,850 $1,508,699      $16 $52 $95 $123 $161

 $1,508,700 $1,562,549       $16 $52 $95 $123

 $1,562,550 $1,616,449        $16 $52 $95

 $1,616,450 $1,670,399         $16 $52

 $1,670,400 $1,724,299          $16

Higher wage

$862,050 $915,949 $989 $1,022        

 $915,950 $969,899 $989 $1,021 $1,054 $1,086      

 $969,900 $1,023,749 $989 $1,022 $1,054 $1,086 $1,118 $1,150    

 $1,023,750 $1,077,549 $989 $1,022 $1,054 $1,086 $1,118 $1,150 $1,182 $1,214  

$1,077,550 $1,131,499 $393 $426 $458 $490 $522 $554 $586 $618 $650 $70

 $1,131,500 $1,185,399 $361 $393 $426 $458 $490 $522 $554 $586 $618 $650

 $1,185,400 $1,239,249 $329 $361 $393 $426 $458 $490 $522 $554 $586 $618

 $1,239,250 $1,293,199 $297 $329 $361 $393 $426 $458 $490 $522 $554 $586

 $1,293,200 $1,347,049 $265 $297 $329 $361 $393 $426 $458 $490 $522 $554

 $1,347,050 $1,400,949 $233 $265 $297 $329 $361 $393 $426 $458 $490 $522

 $1,400,950 $1,454,849 $201 $233 $265 $297 $329 $361 $393 $426 $458 $490

 $1,454,850 $1,508,699 $169 $201 $233 $265 $297 $329 $361 $393 $425 $458

 $1,508,700 $1,562,549 $161 $169 $201 $233 $265 $297 $329 $361 $393 $425

 $1,562,550 $1,616,449 $123 $161 $169 $201 $233 $265 $297 $329 $361 $393

 $1,616,450 $1,670,399 $95 $123 $161 $169 $201 $233 $265 $297 $329 $361

 $1,670,400 $1,724,299 $52 $95 $123 $161 $169 $201 $233 $265 $297 $329

 $1,724,300 $1,778,149 $16 $52 $95 $123 $161 $169 $201 $233 $265 $297

 $1,778,150 $1,832,049  $16 $52 $95 $123 $161 $169 $201 $233 $265

 $1,832,050 $1,885,949   $16 $52 $95 $123 $161 $169 $201 $233

 $1,885,950 $1,939,799    $16 $52 $95 $123 $161 $169 $201

 $1,939,800 $1,993,699     $16 $52 $95 $123 $161 $169

 $1,993,700 $2,047,599      $16 $52 $95 $123 $161

 $2,047,600 $2,101,499       $16 $52 $95 $123

 $2,101,500 $2,155,349        $16 $52 $95

 $2,155,350 $2,209,299         $16 $52

 $2,209,300 $2,263,265          $16

Higher wage
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NORTH COUNTRY COMMUNITY COLLEGE 

2022 - 2023 

TEMPORARY PART-TIME STUDENT EMPLOYMENT TIMESHEET 

 

Student Name:    ___________________________________________ 
PLEASE PRINT    

 

 
Department Name:  ___________________________________________ 

 
TIME SHEETS MUST BE FILLED OUT IN BLACK OR BLUE INK.   

TIME IN/OUT SHOULD BE ROUNDED TO THE NEAREST QUARTER HOUR. 

TIME SHEETS MUST BE SUBMITTED TO PAYROLL 

ON MONDAY BY 4:00 PM OF SCHEDULED DATE UNLESS OTHERWISE INDICATED (See Reverse) 
 

Sign out for lunch/class and then back in on a daily basis. 

 
MM/DD/YYYY Time In Time Out Time In Time Out Total Hours Payroll Use Only 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

  

 
TIMESHEET WILL NOT BE ACCEPTED UNLESS ALL ITEMS HAVE BEEN COMPLETED. 

STUDENTS AND SUPERVISORS MUST SIGN THE TIMESHEET IN ORDER FOR IT TO BE PROCESSED. 

 
 

We certify this time record is a true and accurate statement of the hours worked.   
 
Student Signature: ____________________________   Supervisor Signature: ____________________________ 
 

Today’s Date:  ____________________________  Today’s Date:  ____________________________ 

 

TOTAL 



 

 

IMPORTANT REMINDERS: 

•  Students will not be paid until all forms have been completed & returned to Enrollment and Financial Aid Office and/or  
    Payroll. 

•  All timesheets are to be turned into Payroll by 4:00 pm on due date indicated below unless otherwise indicated. 
•  Paychecks/stubs may be picked up in the Business Office. 
 

FALL 2022 – SPRING 2023 
 STUDENT PAYROLL SCHEDULE 

 

Payroll Period Timesheet Due Date Pay Date 

08.15.22 – 08.28.22 08.29.22 09.09.22 

08.29.22 – 09.11.22 09.12.22 09.21.22 

09.12.22 – 09.25.22 09.26.22 10.07.22 

09.26.22 – 10.09.22 10.11.22 10.21.22 

10.10.22 – 10.23.22 10.24.22 11.04.22 

10.24.22 – 11.06.22 11.07.22 11.18.22 

11.07.22 – 11.20.22 11.21.22 12.02.22 

11.21.22 – 12.04.22 12.05.22 12.16.22 

12.05.22 – 12.18.22 12.19.22 12.30.22 

12.19.22 – 01.01.23 01.03.23 01.13.23 

01.02.23 – 01.15.23 01.17.23 01.27.23 

01.16.23 – 01.29.23 01.30.23 02.10.23 

01.30.23 – 02.12.23 02.13.23 02.24.23 

02.13.23 – 02.26.23 02.27.23 03.10.23 

02.27.23 – 03.12.23 03.13.23 03.24.23 

03.13.23 – 03.26.23 03.27.23 04.06.23 

03.27.23 – 04.09.23 04.10.23 04.21.23 

04.10.23 – 04.23.23 04.24.23 05.05.23 

04.24.23 – 05.07.23 05.08.23 05.19.23 

05.08.23 – 05.21.23 05.22.23 06.02.23 

05.22.23 – 06.04.23 06.05.23 06.16.23 

06.05.23 – 06.18.23 06.19.23 06.30.23 

06.19.23 – 07.02.23 07.03.23 07.14.23 

07.03.23 – 07.16.23 07.17.23 07.28.23 

07.17.23 – 07.30.23 07.31.23 08.11.23 

07.31.23 – 08.13.23 08.14.23 08.25.23 

08.14.23 – 08.27.23 08.28.23 09.08.23 

08.28.23 – 09.10.23 09.11.23 09.22.23 

ALL DATES ARE SUBJECT TO CHANGE 

RESPONSIBILITIES: 
 

You should consider your student employment as a regular job.  It is your responsibility to: 
 

•  Work the hours you have agreed to. 
•  Inform your supervisor in advance if for some reason you cannot make your assignment. 
•  Perform your assignment in a satisfactory manner. 
•  If work interferes with your studies, arrange fewer hours of employment with your supervisor.   
   You need to be a student first. 

•  Notify your supervisor and the Work-Study Coordinator, if applicable, should you choose to terminate your  
   employment – a signed/dated Student Release Form must be submitted. 
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