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Weekly-Salaried Student Employees 

The Spring semester for weekly-salaried 

students ended on Sunday, April 26.  The 

last spring pay date for weekly-salaried 

student employees was Friday, May 1.  

Please be sure your weekly-salaried stu-

dent employees are aware of this.  Week-

ly-salaried student employees who will be 

continuing to work beyond April 26, will 

need to be hired into the SUM1 semester.   

Students who are graduating on May 17 

are not eligible to be paid as weekly-

salaried student employees after April 26.  

These students can, however, be hired 

into an hourly paid job and submit time 

sheets for the weeks ending May 3, 10, 

and 17.  May 17 is the last day a student 

who is graduating can work as a student 

employee.    

Student Employees Becoming Casual or 

Staff Employees 

May 17 is the last day a student who is graduation can work as a 

student employee.  Graduated students who continue to work after 

Commencement must be hired a temporary or staff employee.  In 

order to be hired as a temporary or staff employee, a student employ-

ee’s record must be terminated in SAP.  If you will be hiring an indi-

vidual who was a student employee into a temporary or staff position, 

you should send an email to seo@bu.edu  requesting the termination.   

The email should include the student name, BUID number, expected 

hire date and your contact information.  Terminations are handled on 

a first-come, first-serve basis. You will be notified once the termina-

tion is complete so you may begin the hiring process.  In order to 

ensure that student s receive their last student payments no Student 

Employment level terminations will be processed until Thursday, May 

21.  The effective termination date will be May, 17. 

If you employ a student employee who will become a casual or staff 

employee in either your department or another, please be sure that 

all payments have been submitted for the student before May 19 so 

there is no delay in the hiring process. 

International students must consult with ISSO prior to continuing 

their employment at the University as a casual or staff  employee.  

Their continued employment at Boston University must meet USCIS 

regulations, and therefore must be cleared through ISSO before any 

work is performed.  Allowing an international student to continue 

working without ISSO authorization will jeopardize the student’s visa 
standing. 

Salary Adjustments  

June and the end of the 2015 fiscal year will be here before we know it.  It is 

important to remember that student salary adjustments need to clear a payroll run 

before they will be reflected on your budget line.  Therefore, for a student 

salary adjustment to be reflected on your budget, the last payroll it 

can be processed with is the payroll of week ending June 21.  Now is 

the  time to be sure that your students are being charged to  the correct budget line 

and make any corrections now to avoid the June  rush.  A link to the salary ad-

justment form can be found on our website http://www.bu.edu/seo/payroll/forms/.  

Remember, no salary adjustment form will be processed without proper signa-

tures for the department and PAFO (for sponsored programs only).  To help en-

sure that we are able to process your adjustment before the June, 21 payroll 

please have the adjustment submitted no later than Monday June, 8.  We are not 

responsible for any delays in processing caused by improper routing. 

http://www.bu.edu/seo/payroll/forms/


Yes, after this seemingly never-ending winter, summer is rapidly headed our way.  It is time to give some thought to your summer hiring needs.  Students 

who will be returning to Boston University for the Fall 2015 semester are eligible to be paid as student employees for the summer.  They do not need to be 

taking classes in order to work on campus over the summer.  However they must meet the following criteria: 

 Domestic students need to be identified as “Eligible to Register” for the Fall 2015 semester on the University Registrar’s system.   

 International students, due to visa restrictions, must be registered (classes selected) for the fall 2015 semester in order to be eligible to be paid over 

the summer as student employees.   

Students who, for Fall 2015, will in their first semester of an official Leave of Absence, are eligible to be paid as student employees over the summer.   

Incoming freshmen who have attended a Summer Orientation program and have registered for classes, are eligible to work on campus beginning the week 

ending July 5.   However, hiring departments must receive approval from the Student Employment Office.   

Students who are not returning for the Fall 2015 semester, but who are enrolled for classes in Summer 2, are eligible to be paid as student employees for 

the summer.  Students registered for only Summer 1 classes are eligible to work until June 21, 2015.   

Summer is Coming!!! 

So Is Summer Hiring 

I-9s 

Please remember that all I-9 forms for student employees 

which have been completed in your department should be 

forwarded to the Student Payroll Office for processing 

and digital storage immediately.  The original forms must 

be forwarded.  For information on completing I-9s please 

consult our website www.bu.edu/seo/  We have a link to 

I-9 Central on the USCIS’ website which provides excel-

lent guidance on completing I-9 forms.    Please make 

sure that you are writing the student’s name on the top of 

page two of the I-9.  Also please do not staple page one 

and two together.  Please use two sided copying or paper 

clip the  pages together.  Not attachments should accom-

pany the I9. 

Remember, no student can work unless he/she com-

pletes an I9. 

Student Payroll Systems Training 

Do you feel lost when looking information up on the Student 

Payroll system?  Do you struggle to enter and approve stu-

dent hours?  Are you not sure about what information is 

available for you to see on the Student Payroll system?  Are 

you a new payroll coordinator who is trying to figure out the 

Student Payroll system works?  If you answered yes to any 

of these questions, please contact Student Payroll at 

seo@bu.edu to schedule a training on this information. 

The hours restrictions for international, Law and Work-Study stu-

dents is lifted effective Monday May 4.  These students may exceed 

20 hours worked starting with the week ending 5/10/2015. 

through the week ending  8/30/2015.   

Please note that students who exceed 40 hours worked for Boston 

University are entitled to overtime.  Overtime is to be paid at time 

and one half.   

If a student has multiple jobs and he/she exceeds 40 hours be-

tween all jobs, overtime is due.  Departments may work together to 

determine who will pay the overtime.  If departments cannot agree 

to a determination on who will pay the overtime, the Student Payroll 

Office reserves the right to pay the overtime to the student and 

charge departments as appropriate.  

Hours Restrictions Lifted and Overtime 



  Student employees are able to enter their hours starting at 12:01 A.M. 

Monday through 11:59 P.M. Sunday.  Supervisors and payroll coordinators 

may establish earlier internal deadlines at their discretion.  Time entry for hourly 

paid student employees should be completed each week by the student and 

submitted for payment in accordance with the established departmental dead-

lines.  Student employees should be held accountable for entering their own 

hours.   Supervisors should only be entering hours for students on rare occa-

sions.  It should not be a weekly occurrence.  

When it is necessary for a supervisor or payroll coordinator to enter back 

hours for a past week(s), the hours should be entered into the correct week 

ending date -- the actual week the student worked the hours.  Back hours should 

not be lumped together with the hours for the current week ending date.  When 

you are approving a time sheet, you are certifying that the time 

sheet is an accurate reflection of the hours worked.  When hours are 

transferred to a current week, and not entered on the correct week, it is not an 

accurate reflection of hours worked.  This is especially true if you are paying a 

student from a grant, as you must be certifying the effort in the correct 

week. 

Supervisors should not be blindly approving hours which students enter.  It 

is the supervisor’s responsibility to confirm that the hours entered are an accu-

rate reflection of the hours which a student has worked. Falsification of time 

sheets is a serious matter of gross misconduct which must be reported to our 

office.  

The supervisor approval of student time entry should be completed no later 

than Monday at 5 P.M.  Remember, no student time sheet can be processed 

without a supervisor approval. 

It is strongly encouraged that you have more than one  supervisor listed for your 

student employees.  You are allowed to list up to five supervisors  and all five 

would have the ability to approve  the student’s hours in  the absence of the 

primary supervisor.  You may update supervisor information by using the appro-

priate Add/Change Supervisor function on the Business Link. 

Time Entry Reminders 

Hollywood blockbusters are not the only things with sequels.  The Commonwealth of Massachusetts minimum wage change 

also has a sequel.  The minimum wage will increase  by $1.00 per hour again in January 2016.  The minimum wage in the 

Commonwealth will be $10/per hour effective January 1, 2016.   

This change will mean that in January 2016 all student grade levels at Boston University will increase.  The final grade scale 

has not yet been finalized, but notification will be sent to departments as soon as the new base rates have been approved.  

This information will also be posted on our website. 

It is important that you keep these changes in mind as you plan student hours for the upcoming academic year, as most stu-

dents will be receiving a pay increase in January.   

This summer will be a good opportunity for you to  review your student jobs to be sure that they are properly graded. 

Coming Soon — New Student Pay Rates  —- The Sequel 

Anyone working in the United States is required to obtain a so-

cial security number.  This includes international students at-

tending Boston University.  International students may begin 

working without a  social security number as long as they have 

begun the process of obtaining one.   When initially hiring an 

international student via the New Hire/Rehire function on the 

Student Employment Business Link, enter 000000000 when 

prompted in the social security number field.  Then complete the 

Certification of F-1 Student On-Campus Employment for Social 

Security Number Application which is available either through 

our website (www.bu.edu/seo) or the ISSO’s website 

(www.bu.edu/isso).   

Print out the completed form on your department letterhead and 

have the student take the letter to ISSO where the Enrollment 

Section of the form will be completed.  The student should then 

take the form and the appropriate identification to the Social 

Security Administration at the O’Neill Federal  Building on Cause-

way Street (next to the TD Garden).   

Social Security Number Process 

http://www.bu.edu/isso/forms/ssn_certification.pdf
http://www.bu.edu/isso/forms/ssn_certification.pdf

