Student Employment Timesheet Instructions
A time sheet must be maintained for each employed student which serves as the basis for computing pay.  It is recommended that timesheets be saved to the student’s J drive.  The following guidelines are offered to ensure that each timesheet is completed correctly and submitted on a timely basis:
TIMESHEETS NEED TO SHOW:
1. Full name of student employee

2. Department 

3. Departmental Number (found on the student employment website)

4. Student ID number

5. Hours worked (daily AND Total for Month)
6. Signature of departmental supervisor

SUBMISSION OF TIMESHEET:

1. The timesheet is submitted to the Student Employment Office by the close of the 1st working day of the next month

2. Payday is normally the 15th of the month

3. If paycheck amount is to be credited to student’s account, see the Student Employment Office
4. If student is to receive a paycheck (amount is NOT credited to student’s account) paychecks will be delivered to the student’s campus mailbox
Students are not allowed to exceed their contract hour amount.

Students must not work during scheduled classes
Total monthly hours for 2008-2009 school year –
	Aug/September
	35

	October
	31

	November
	24

	December
	14

	January
	24

	February
	28

	March
	24

	April
	23

	TOTAL HOURS 
	203


