	FEDERAL WORK STUDY 

	STUDENT EMPLOYEE TIME SHEET

	

	Report for Pay Period: 
	     
	      RC ID: 
	     

	

	Name                            
	     
	     
	     
	Box No. 
	     

	
	Last
	First
	Middle
	

	SUMMARY OF PAYROLL INFORMATION

	

	Department:
	     

	

	Account Number to be Charged:
	       -              - 702002-      

	

	Hourly Pay:*
	      Hours 
	@      
	 0 FORMTEXT 

$0.00


	

	
	      Hours  
	@      
	 0 FORMTEXT 

$0.00


	

	Salary Pay:
	      

	

	Effective 7/24/09 Minimum Wage = $7.25

	RECORD OF HOURS WORKED

	

	
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Total

	Date      
	     
	      
	      
	      
	      
	      
	      
	 

	*            
	     
	      
	      
	      
	      
	      
	      
	0 FORMTEXT 

0


	Date      
	     
	      
	      
	      
	      
	      
	      
	

	*          
	     
	      
	      
	      
	      
	      
	      
	0 FORMTEXT 

0


	*TOTAL NUMBER OF HOURS WORKED*               
	0 FORMTEXT 

0


	I hereby certify that I have worked and earned the amount being paid, and have performed those duties in a satisfactory manner.
	I hereby certify that the above student has worked and has earned the amount being paid, and has performed his/her duties in a satisfactory manner.

	___________________________________________
	___________________________________________

	   Student Signature                            Date
	Supervisor Signature                                  Date

	INSTRUCTIONS

	1.) This report is a requirement of the U.S. Department of Labor and should be handled as follows:

a. The student should record all hours worked on a daily basis.

b. The student should total the hours on the last working day of the pay period, calculate the gross earnings in the summary portion of the time sheet, sign and date the form, and submit to the supervisor.
c. The supervisor should check the time sheet for accuracy, provide the department name and account number in the summary portion of the form, and indicate approval and authorization of payment by signing the time sheet.

d. The student should submit the completed time sheet to the Payroll Office.

	2.) It is the student's responsibility to see that time sheets are turned in to the supervisor, signed, and received in the Payroll Office by 10 AM on the Monday following the last day of the pay period.  Please follow the “Student Payroll Schedule” located on the Payroll Office webpage, http://roanoke.edu/Offices_and_Services/Business_Office/Payroll.htm .

	3.) If a student is employed by more than one department during a pay period, a separate time sheet must be prepared by each department. 

	4.) All College Work-Study Program students must utilize the FEDERAL WORK STUDY time sheet form.

	5.) Student employee payroll checks will be distributed by direct deposit on specified pay dates.  Direct deposit is mandatory and direct deposit authorization forms must be submitted to the Payroll Office on or prior to the time sheet deadline.   

	6.) A valid Employment Eligibility (I-9) Form, withholding forms (W4 and VA-4), and a Direct Deposit form must be completed in the Human Resources Office prior to (or on) the student's first working day. Students who fail to file the appropriate paperwork will not be allowed to work on campus.  Please bring original documentation for the I-9 requirements unless indicated on the form that a certified copy is accepted.
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