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Spring 2020 Semester End 

This has certainly not been the Spring semester we all envisioned back in January.  As we navigate through these uncharted waters from the end of 

the spring semester into the summer, we hope that you and your loved ones are well.  As with any other year, there are many things you need to 

keep in mind as we approach of the end of the academic year, the start of summer and the end of the 2019-20 fiscal year.  This newsletter will 

address the issues that you need to keep in mind throughout the weeks ahead. 

Student Hiring Freeze 

The hiring freeze announced by President Brown during April does extend to  student employees.  If your department routinely hires students in the 

summer to perform critical duties, please re-evaluate your departmental needs given the extension of remote activities into the summer months. If 

you believe that this will create an extreme hardship for the operations of your department, you may request an exception by completing the “Staff 

Hiring Freeze Exception Request Form for Regular Staff, Temporary Staff, and Postdocs. If granted, this exception will allow you to hire               

departmentally-paid student employees only. 

No student should be allowed to work until approval for the hire has been obtained and the student’s hire is processed.   

Please forward any Hiring Freeze Exception forms for student employees to your Payroll Coordinator for review. Payroll Coordinators will then     

submit your request to your unit’s Senior Leader for approval (University President, University Provost, or Senior Vice President, as appropriate). If 

you plan to hire multiple students under the same job description, only one exception form is required; you do not need to complete the form for 

each student.  

If approved, normal student hiring procedures should be followed, and you should enter the hiring information using the New Hire/Rehire function 

in the Business Link. However, the Approve/Review/Delete function will no longer be available to you. Forward your approved Student Hiring Freeze 

Exception form and student names to be approved to the Student Employment Office at seo@bu.edu.  The Subject line should read: Hire Freeze 

Exception and your department Mail Code.  The  Student Employment Office will approve any hires after verifying that the necessary approvals have 

been obtained.    

This process does not apply to Ph.D. students whose funding has previously been approved as part of their program.  If the students you are hiring 

meet this criteria, email seo@bu.edu and indicate the student is in a Ph.D. program.  You will need prior approval for PhD students whom you might 

want to employee beyond their guaranteed stipend (e.g. over the summer), whether the source of funding is federal grant or internal dollars.  Addi-

tionally, Medical Campus jobs fully funded by BMC are also exempt. 

May 17 was the last day a student who graduated could work as a student employee.  Graduated students who continue to work after Commence-

ment must be hired a temporary or staff employee. In order to be hired as a temporary or staff employee, a student employee’s record must be    

terminated in SAP.   

If you will be hiring an individual who was a student employee into a temporary or staff position, you must 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 termination is complete so you may begin the hiring process 

with HR. 

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 

a student to continue working without ISSO authorization will jeopardize their visa standing. 

Student Employees Who Have Graduated 

https://www.bu.edu/sph/files/2020/04/Staff-Position-Request-Form-3.26.20202.pdf
https://www.bu.edu/sph/files/2020/04/Staff-Position-Request-Form-3.26.20202.pdf
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Yes, summer is here. It is time to give some thought to your summer hiring needs if you have received an exception to hire students during the hiring 

freeze.  Students who will be returning to Boston University for the Fall 2020 semester are eligible to be paid as student employees for the summer, 

provided your department has received authorization to hire.  They do not need to be taking classes in order to work on campus over the summer.  

However they must be in a degree seeking program and meet the following criteria: 

 Domestic students need to be identified as “Eligible to Register” for the Fall 2020 semester on the University Registrar’s system.   

 International students, due to visa restrictions, must be registered (classes selected) for the fall 2020 semester in order to be eligible to be paid 

over the summer as student employees.   

 Students who are not returning for the Fall 2020 semester, but who are enrolled for classes in Summer 2, are eligible to be paid as student 

employees for the entire summer.  Students registered for only Summer 1 classes are eligible to work until June 21, 2020.   

 Incoming First Year students who have attended a Summer Orientation program and have registered for classes are eligible to work as student       

employees beginning the week ending June 28 . 

Summer Hiring Eligibility 

Student Employee I-9s 

Students should complete section 1 of the I-9 online through the Student Link. The Department of Homeland Security is allowing some latitude 

on completing section 2 during this unique period.  You should then either set up a quick video chat with the student to have the student show 

you their identification, or you can have the student submit either a scanned copy or a photo of their identification. You would then complete 

section 2 of the I-9 as usual.  Once normal operations resume, the student should come in and present the original documentation. Additionally, 

if any of the documentation has expired during the month of March, April or May 2020, you can accept that as well and the student will need to 

show valid identification when normal operations resume. 

Here are some tips on how to avoid any problems when using Form I9Compliance: 

1. When directing students to access the Form I-9 portal, be sure they go to either the SEO website Homepage or the Student Link.   Do not 

use any bookmarks you may have had on your computer from the past, or have the student search for I-9 on the main Boston University 

website.  When they do, they are directed to the HR I-9 site.  The student site is separate from the HR site. 

2. Make sure students have entered the correct BUID number on the form. 

3. Do not save an I-9 with an incomplete section 2.  Cancel the update and go back to it later. 

4. Send all international students to the ISSO to complete Section 2 of the I-9. 

5. Make sure that you are viewing original documents when completing Section 2. 

6. Do not allow a student employee to work without a completed I-9 on file. 

Direct Deposit 

Now more than ever it is critical for student employees to enroll in direct deposit.  Pay checks for student employees who are not 

enrolled in direct deposit will be mailed.  For domestic students the check will be mailed to the address that appears as the home 

address on the University Registrar’s system.  For international students checks will mailed to their local address.  However, the   

University Payroll Office cannot guarantee that they will continue to be able to mail checks.  If government restrictions change they 

may no longer be able to come to print and mail checks.  Therefore, it is essential to ensure that students are enrolled in direct    

deposit as soon as is possible.  Students first checks will be mailed.  If possible we encourage you to hire your students into the   

Student Payroll system a week prior to their starting work.  That will allow time for a record to be established in SAP so the student 

can enroll in direct deposit prior to being issued their first pay check.  We have a brief video on our website which students can view 

to learn how to enroll.   

https://www.youtube.com/watch?v=nbh78p9W-pE


Salary Adjustments 

Check Reversals 

Check Out Our Videos 

We have started adding some instructional videos for student employees to assist with some common Student Employment processes.  And we 

will be continuing add more throughout the summer!  So check them out and let your students know! 

During the summer we will be adding some instructional videos to help departments navigate the Student Employment section of the Business 

Link. 

How to View Your W-2 

How to Apply for Direct Deposit 

Guide to Understanding Your Boston University Pay Check (Salary Statement) 

http://www.bu.edu/seo/payroll/forms/
https://www.youtube.com/watch?v=Bd6EemLXlU8&rel=0
https://www.youtube.com/watch?v=nbh78p9W-pE
https://www.youtube.com/watch?v=E5a9fhwLbT4&rel=0


Hours Worked Restrictions Lifted 

The hours restrictions for international students have been lifted effective May 4, 2020.  International students are now able to work more than 20 

hours per week through August, 30.   

While hours restrictions are lifted departments are strongly encouraged to keep the hours a student employee works below 40 hours per week.  

Student employees who exceed 40 hours per week must be paid overtime at the rate of time and one half.   

It is important that you monitor the hours a student is working for you, but also for any other departments, to be sure that the students are not   

exceeding  40 hours for all Boston University jobs combined.   

You are responsible for ensuring the accuracy of payments to those student employees working in your department.  Supervisors and Payroll    

Coordinators should utilize the Student Employment Business link functions, especially Student Employee Information and Student Employees 

Mail Code or Unit/Dept on a regular basis.  These functions should be used to verify that students have been correctly hired and are being      

accurately paid for hours worked.   

Remember delays in payment are not acceptable. Timely payment is the law. Also, payment delays result in higher taxation for the student      

employee. 

Please take a minute to review the Student Employment by Mail Code function, prior to updating any hires, to confirm that the job does not     

already exist under a different job number.   

Payment Accuracy 

Social Media 

Encourage your students to “Like Us” on Facebook  and follow the Student  

Employment Office on Twitter @BU_FindJobs and our newest social media 

account Instagram @bostonuseo 


