Student Employment Quick Reference

Background
· The Federal Work-Study (FWS) Program encourages part-time students to help pay for their education.
Allowable Work Hours 

·   There are guidelines that limit the number of hours students may work within the FWS Program.  
· During the academic year:  Students can work a maximum of 20 hours/week and 8 hours/day while taking classes.
· During breaks and summer vacation:  Students can work a maximum of 40 hours/week and 8 hours /day.

Required Breaks 

· Students working in the FWS Program are covered by Samuel Merritt University policies and by the federal laws.  Required breaks are as follows:

· Students working more than 5 hours are required to take a ½ hour unpaid lunch break by the end of the 5th hour of work or they will be paid a full additional hour for a missed meal break. (See Sample Timecard on Nov.1:  Student started work at 8:00 am and did not take a required meal break by 1:00 pm)
· Students may take a 10 minute break every 4 hours.
Submitting Timecards
· Timecards must be submitted for each payroll period worked and are due to the Campus Service Center:

· by 12:00 noon on the Friday before the pay period end (PPE) date.

Overtime
· Overtime must be paid for work exceeding 40 hours per week and 8 hours per day.
· NOTE: Students are free to work in several departments and are still bound by the hour’s guidelines above.  
· Students working in multiple departments should be monitored to avoid working overtime.  

Employment Authorization
· Before a student may begin working, the hiring manager must ensure that the student provides their Student Employment Authorization form from the Campus Service Center confirming the student’s eligibility to begin working.
Review and Approval of Timecards
· Before approving the student timecard, please review the following for accuracy:
· The date the hours were worked
· The In and Out times

· Total hours worked

· The Cost Center Department Number  

· The Job Number

· The Pay Code:

· During the academic year the following pay codes are applicable:

· 114:  College Work Study Eligible

· 116:  Student Employment (not eligible for work study) or for students working in Department 8050. 

  Department 8050 is used for the following:
· ABSMC Departments – (such as Markstein Breast Health)

· Faculty Research Awards – (1000-20450-0000)

· Grant Funds – (such as 215121230)

· 816:  Missed Meal Break (Students working more than 5 hours are required by law to take a ½ hour unpaid lunch break by the end of the fifth hour.  If a meal break is not taken, the student must be paid for 1 additional hour under ‘missed meal’.  
· The Shift:  Shift 2 is used for any hours worked after 6:00 pm.  Shift 2 pays an additional .25 per hour. It is not necessary to include the .25 in the rate or on the timecard.  The system picks it up by the shift code 2. (See Sample Timecard: Nov.3 and 5:  Student started work after 6pm.)
· The Rate:  Pay rates vary, but the majority of students are paid at 12.00 per hour.
· Total number of hours worked (See Sample Timecard for example of varying pay rates.)
Student Employment Quick Reference

Signatures
· Supervisors and Student employees must both sign the timecard.  Signatures must be in ink.  If a student works in multiple departments, each department supervisor must sign the timecard.  Student timecards submitted with missing signatures or incorrect information will be returned to the supervisor.

Pay checks
· Students may pick their checks up at 3100 Telegraph Ave., Suite #1000, the Friday following the pay period end date between 8:00 am and 5:00 pm.  Students with direct deposit will have their payment electronically deposited and may also pick up their pay stubs during the times listed above.

· Late timecards will be paid on the following regular payroll run.
· If you have further questions, please feel free to contact the Campus Service Center at 510-869-1550.
                             SAMPLE TIME CARD
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Shift 2 (student worked after 6pm)





Missed meal (student worked over 5 hrs w/o a break.)





Student worked for multiple depts. 


Student has varying pay rates.  








