SECTION 5:  GETTING PAID
Revised November 23, 2010
Student Employment Pay Rates 

Student pay rates are established by the Vice President for Finance and Administration.  The 2010-2011 pay rates are listed below. There are currently 4 rate levels available for student positions: 

· Level 1:   $7.25 per hour
All desk worker positions fall under this level and pay rate. 

· Level 2:   $7.35 per hour
The majority of positions on campus fall into this category.  Examples of this position include all clerical, departmental assistants and positions requiring intermediate skill levels. 

· Level 3:  $7.75 per hour
This level is the base pay rate for all Food Service workers, all Federal Work Study Community Service positions and returning Phon-a-thon workers.

· Level 4:  $8.00 per hour
All managerial positions fall under this level and pay rate. Managerial positions require special certifications and/or advanced skill levels. 

Stipend Paid Positions
Federal Work Study funds cannot be used to pay stipends.  Students working in these positions are required to complete all necessary payroll documents and deposit agreements.  These positions do not fill out timecards.  Some positions are paid on the same dates as regular student employees and some are paid one lump sum at the end of the school year.

Grant Paid Positions

Grant paid students follow the same guidelines as regular student employees.  All payroll documents need to be completed and submitted to the Financial Aid Office.  Timecards need to be completed and will be processed on the same schedule as regular student employees.  Grant paid students cannot be paid from the Federal Work Study program.
Submit Timecards

Timecards are mailed to supervisors from the Payroll Office before the beginning of each pay period.  If a timecard is not received, the student or supervisor must contact the Payroll Office to determine if the student has completed all the necessary paperwork.  A timecard will then be mailed to the department.  Only timecards issued by the Payroll Office will be accepted for payment.

Timecards must be completed in ink and must include the dates worked, exact time in, exact time out (include a.m. and p.m.), daily total hours, weekly total hours, and the student’s and supervisor’s signatures.  A separate timecard must be completed for each department for which a student works.  Improperly completed timecards will be returned to the supervisor(s) and will not be processed until all information is correctly completed, which may result in the withholding of wages until the following month.

Timecards are due by noon on the due date listed on the back of the timecard.  Timecards submitted after noon on the due date will be paid the following month.  The completed cards should be placed in the marked container outside of the Cashier’s window in the Business Office. 

Payday

Student employees are paid on a monthly basis.  The pay schedule can be found on the reverse side of the timecard or at www.saintmarys.edu/student-employment.  Each student must choose a method by which she will receive payment.  She may elect to have her earnings deposited into a bank account, deposited into her student account to be applied to her current tuition charges or a combination of both.
Direct deposit is the quickest method for students to gain access to their funds.  With direct deposit, earnings are deposited into a checking or savings account of the student’s choice. Students are strongly encouraged to set up a bank account at 1st Source Bank into which earnings can be directly deposited.  The College recommends 1st Source Bank because they have a full service branch and ATM’s located on campus and no monthly service fees are charged to the student.  If a problem results with a student’s account, it can be corrected in a timely manner, usually within two business days.  If the student uses another banking institution and a problem arises, there may be a substantial delay in resolving it.  The 1st Source Bank deposit will be made to either a checking or savings account.  There is no minimum balance requirement.  1st Source Bank will provide fifty checks free of charge for checking account customers.  Resource cards for 24-hour banking are also available.

Students may instead choose to have their wages credited to their student account.  This method allows students to use their earnings to assist with paying their current semester charges.  If as a result of applying wages to her student account, a student has a credit balance on her account, the student may authorize the College to hold these funds for future semesters. 

Students are required to notify the Payroll Office regarding which option they have chosen by completing the Deposit Agreement form.  Failure to do so will result in a delay in payment of earnings. 
Earnings Limitations

Students who are being paid from the Federal Work Study program have a maximum amount of wages they can earn under that program.  If a student earns the total amount of her Federal Work Study award before the end of the academic year, she would then be placed in the campus employment non need based program.  The Financial Aid Office will notify the student and the department if a student is approaching her work limit.

All students, regardless of whether the student is paid from the Federal Work Study Program or from campus employment, are not allowed to work more than 20 hours per week from all campus jobs.  In addition, students are not allowed to work during scheduled class time. 

