August 5, 2010
RE:  2010 Fall S.U. Student Worker Supervisors
Student Worker Supervisors,

If you plan to hire S.U. students to work during the period of August 23, 2010 through May 08, 2011, you will need to fill out a new Student Hire List for all students working during the academic sessions.  Please return the completed hire list to me in the Business Office before the student starts working.  Students who turn in a timesheet before their supervisor turns in a Hire List may not receive a paycheck on pay day. Students who begin working after the semester starts need to have the actual date they start work on the hire list. 
Note: Students are not allowed to work until the supervisor has turned in a Student Hire list and the students have completed their I-9 and W-4 employment eligibility documentation and presented a Texas drivers license or SU ID and their Social Security Card or Birth Certificate or US Passport to be copied for the files (other documents may qualify, see I-9 form).  Students may contact me to see if their payroll records are complete.
The total hours a student may work at SU in a calendar year is limited to fewer than 1,000.  This is divided into Fall – 374 hrs, Spring – 289 hrs, and Summer – 221 hrs. totaling 884 and runs from January 1 through December 31.  If you need more information about how many hours a student worker has worked to date, please contact me.

The pay rate for S.U. students will be $7.25 per hour.  There is no minimum wage change planned for the summer of 2011.  If a student works more than 40 hours per week, they will be paid $10.88 per hour for those hours over 40.  The 40 hours per week includes all time worked for all departments.   Supervisors may want to ask students if they will be working in other departments, if this is a concern with their budget.
Time Sheets are available in the bin in front of the cashiers in the Business Office and on the website at www.southwestern.edu/businessoffice, choose Student Payroll Services, then Forms.  Student Hire List form and Pay Period schedule are also on the website or available in my office.  Late time sheets will be processed the following pay period.

Please feel free to call or email me if you have questions.

Thank you for all your assistance.

Sincerely,

Diana Taylor

S U Student Payroll

Extension 1931

taylord@southwestern.edu
