
Students who had unaccept-

able I-9s have been contacted 

to report to the Student Employ-

ment Office to complete new 

documentation.  These stu-

dents should not work until this 

new documentation is com-

pleted. 

We also identified a number of  

student employees whose I-9s 

are missing.  We are in the 

process of notifying these stu-

dents that they will need to 

complete an I-9.   

Instructions for completing the 

Form I-9 can be found on our 

website.  Please be sure that 

you are using the current I-9,  

expiration date of 08/31/12  

located in the upper right-hand 

corner of the I-9, and that the 

list of acceptable documents, 

found on the back page of the I-

9, is submitted  with the com-

pleted I-9.  Any I-9 not accompa-

nied by the page listing accept-

able documents is invalid.    

 

Effective with the Spring 2010 

semester, there have been 

important changes with the 

procedures for the retention of 

Form I-9’s for student employ-

ees.  During the initial hiring 

process, departments are re-

sponsible for the completion of 

the I-9 forms for all student  

employees who have never 

worked for the University be-

fore.  The department mail code 

should be entered as the I-9 

location when the hiring infor-

mation is entered on the New 

Hire/Rehire function.  Once the 

student is hired, the ORIGINAL  

I-9 should be sent to  Student 

Payroll.  The I-9 will be reviewed 

for accuracy and will be 

scanned and digitally stored.    

I-9s which are not completed 

correctly will be returned to the 

department for correction. 

During the call back process 

last Spring, some unacceptable 

I-9s were identified.     

Form I-9 Compliance 

Direct Deposit Update 

Currently more than 85% of 

student employees take advan-

tage of direct deposit .   

Effective with the July 9, 2010 

pay date, the University Payroll 

Office stopped distribution of 

student (SE level) paychecks to 

departments.  All student em-

ployees who do not take advan-

tage of direct deposit are now 

required to come to either Stu-

dent Payroll or the Medical 

School Disbursements Office to 

pick up their paychecks.  There 

are no exceptions to this policy.  

Please inform your student em-

ployees of this important policy 

change and encourage those 

students who do not take advan-

tage of direct deposit to apply 

now. 

Student Payroll Office  visit our website www.bu.edu/seo 
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International Student Reminders 

All international students who 

have never worked at Boston 

University must complete their   

I-9 documentation at the Inter-

national Students and Scholars 

Office. 

Once an ISSO staff member has 

completed an I-9 for an interna-

tional student, he/she will enter 

the information directly on to the 

student payroll system.  This 

information will then appear 

automatically when the student 

is hired by a department. 

International students may only 

work 20 hours a week while 

classes are in session.  Interna-

tional students who are resident 

assistants are considered to be 

working 20 hours a week and 

are not allowed to have another 

job on campus.   

Any international student who 

violates the 20 hour work re-

striction could result in the stu-

dent being ineligible to remain in 

the United States. 

 Any international student who 

does not have a social security 

number must apply for one.  Inter-

national students may begin work-

ing and may be paid while their 

application for a Social Security 

number is being processed. See 

our website for more information.   

When completing a W-4, interna-

tional students must claim single, 

with 1 allowance on line 6 and 

NRA entered on line 7.   Interna-

tional students from Canada, Mex-

ico, India, or Korea, or who have 

been present in the United States 

for more than 5 1/2 years, may 

claim married and may claim 

more than one allowance. 

 International students who are 

eligible to claim a tax treaty must 

come to the Student Payroll Office.   

See our website for a list of those 

countries with a tax treaty.  

For more information about em-

ploying an international student, 

consult the Employment Guide for 

International Students which is 

located on our website.    

Work-Study Tips 

Want to know how much your 

student’s Work-Study award is?    

Go to our  Job and Earnings His-

tory function and you will be able 

to view the  award amount.  Also, 

when you’re entering timesheet 

information, if  you click on the 

student’s job number, you will be 

able to view the award informa-

tion.   

Want to confirm that a student 

has a Work-Study award?  If you 

are interviewing a student for your 

job, you can ask the student to log 

on to the Student Link and pull up 

their Work-Study Award Confirma-

tion form.  Or, if you start  to com-

plete a New Hire for the student,  

the student’s award amount will 

appear after you hit submit, taking   

you from the first screen to the 

inputting screen. 

How do l remove my posting from 

the job directory? When your job 

has been filled, go to the Maintain 

Existing Work-Study Jobs function 

and  change the Job Posting 

Status to Un-Posted.  



tween $2,000 and $2,500.   

 

The Student Employment Office recommends that 

when hiring students, supervisors discuss the award 

amount with the student and use the Student Employ-

ment Earnings Chart to determine the number of hours 

a week a student should work in order to ensure the 

student’s award will last throughout the academic 

year.  A copy of the earnings chart is attached and is 

available online at: http://www.bu.edu/seo/

files/2009/08/Earnings-Chart1.pdf.  This is particu-

larly important for departments that are unable to hire 

through departmental funding once the student’s Fed-

eral Work-Study award is exhausted, as funding for 

appeals is likely to be very limited in the coming year.    

 

If you have work that will take 20 hours or more per 

week to complete, consider hiring more than one stu-

dent.  This will allow the coverage needed to last the 

entire academic year, and provide additional job oppor-

tunities for students who are eager to find employment 

on campus.  

As was noted in an email distributed on August, 2 last 

year Boston University was fortunate to receive additional 

Federal Work-Study funding as part of the ARRA Federal 

stimulus package.  The additional funding allowed for an 

increase in the number of students awarded Federal Work

-Study.  The economic climate surrounding last year fur-

ther motivated Boston University students to work and 

earn at rates well beyond the level of any of the last eight 

years.   

 

To date, the US government has not renewed Federal 

stimulus money in the Federal Work-Study program for 

Fiscal Year 2011.  Further, the University’s base allocation 

for Federal Work-Study has been reduced by more than 

$1.5 million dollars for FY 2011, bringing the award to the 

lowest level in more than ten years.   

 

The Federal Work-Study program is an integral component 

of the University’s work-force with a yearly employment of 

almost 3,000 students.  Despite the University’s willing-

ness to add BU funds to the Federal Work-Study program, 

fiscal year 2011 will be a challenging one.  In an effort to 

maximize the number of students participating in the pro-

gram, the average Federal Work-Study award will be be-

Important Work-Study Update 

Select rehire if you are hiring a student back to the exact same 

job they have held before.  Make sure you enter the job num-

ber the student had during the last semester they held the job 

they are being rehired into. 

When entering a departmental new hire Verify that you have 

entered the correct grade and job code.  You may view the 

Grade and Job Codes on our website in the Job Classifications 

Guide. 

Be as accurate as possible when you are entering the number 

of  hours to be worked per week, you should not be using 20 

hours for every one if they are not working 20 hours per week.  

Entering a blanket 20 hours for every one may prevent a stu-

dent from being set up in another job. 

Make sure you update the additional supervisors using the 

appropriate Add Change Supervisor function once you have 

hired a student for the Fall semester. 

Remember a job does not  become active until it is approved 

so be sure to check your approval queue to ensure that there 

are no jobs pending  approval. 

 

Supervisors can access student time sheets by using the Fac-

ulty Link they do not need a securID.  The Supervisor Approval 

function is available through the “Other Resources” menu on 

the Faculty Link. 

It is not necessary to add a “Note to Auditor” on every time 

sheet.  Your supervisors can use the Select All option and 

View/Approve option to scroll through and approve their stu-

dent time entry.  Notes to Auditor should only be used when a 

change is being made to a student’s time entry or the supervi-

sor is entering hours on a student’s behalf. 

Make sure your students are paid in a timely fashion.  Student 

payments should not be held up for any reason.  Justification 

is required for any payment that is more than three weeks 

late. 

Student with payroll problems should speak to their supervi-

sors.  If the supervisor is not able to resolve the problem the 

supervisor should contact the payroll coordinator.  If the pay-

roll coordinator is not able to resolve the problem, the payroll 

coordinator should contact Student Payroll to discuss the is-

sue.  Students should not be advised to contact Student Pay-

roll directly. 
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