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Office Directory

Accounts Payable
Miles Hall
453-2253

Records and Registration
Woody Hall

First Floor, A-Wing
453-4381

Financial Aid Office
Woody Hall

Third Floor, B-Wing
453-4334

Intercollegiate Athletics
SIU Arena
453-5311

International Students and Scholars Office
Northwest Annex

B-Wing

453-5774

Non-Resident Alien Tax Compliance Office
Miles Hall, 1st Floor
453-2253

Payroll
Miles Hall, 1st Floor
453-3391

Student Employment Services
Woody Hall

Third Floor, B-Wing

Room 360

453-4629



Welcome to the Student Employment Program at Southern Illinois University Carbondale. The
student employment program was designed to provide you with part-time employment
experience, supplemental income and educational benefits outside the classroom. Student
employment also offers opportunities for you to make contacts with role models in your
respective field and to secure employment references.

SIUC is known nationwide for its extensive student employment program. SIUC employs 4,000
students on campus annually who earn more than $10 million. The student employment
program is a cooperative effort between Financial Aid, Payroll, Accounts Payable and the
University hiring departments. Financial Aid produces this handbook to serve as a helpful
reference tool. We encourage you to keep this handbook in a place that is easily accessible
and to use it when questions arise.

If you have any questions concerning the contents of this handbook, please feel free to contact
Student Employment Services at 453-4629 or stop by their office in the Financial Aid Office,
Woody Hall, B-Wing third floor, room 360.

Miscellaneous Eligibility Requirements

You must be at least 16 years of age.

You must have a Social Security number on file with the Office of Records and Registration.
You must comply with the Selective Service Registration requirements.

You must not be in default (for the period of 6 months or more and in the amount of $600 or
more) on the repayment of an educational loan for the purpose of attendance at an institution of

higher education.

You must comply with the Immigration Reform and Control Act of 1986 and have an
Employment Eligibility Verification form (1-9) completed by the hiring department.

You must complete Ethics Training for student employees.

You must comply with the Drug-Free Workplace Guidelines, which are published in the
Students, Faculty & Staff Important Information brochure. This brochure is sent to all enrolled
students.

If you are a NCAA athlete, you must comply with the NCAA regulations regarding the
employment of a student-athlete. The Intercollegiate Athletics Financial Aid & Insurance Officer
and Coordinator of Student-Athlete Employment determines eligibility and grants permission for
employment.

If you apply for a security-sensitive position, you will be subject to a Pre-Employment
Background Investigation before an offer for hire can be made.

If you are an international student, you must comply with United States Citizenship and
Immigration Services regulations. The International Students and Scholars Office determines
eligibility and grants permission for employment.

If you are an international student, you must meet with the Non-Resident Alien Tax Compliance
officer in the Accounts Payable office to complete the hiring process.



Enrollment Requirements

Student employees are required to be enrolled for a minimum number of credit hours at SIUC to
be employed in the student employment program. (Audit hours do not qualify as credit hours for
student employment purposes. ILP courses do qualify as credit hours, however, only for the
semester in which the enrollment originated). These enroliment requirements were established
to comply with U.S. Department of Education, United States Citizenship and Immigration
Services and Internal Revenue Service regulations. If you withdraw or drop below the minimum
enrollment requirements, you are not eligible to continue to work on campus until your
enrollment is increased to at least the minimum requirements.

If you are graduating at the end of a given semester or if you are completing a thesis or
dissertation, you may apply for a one-time exception to the enrollment requirements, provided
that you are enrolled for at least one credit hour. U.S. Citizens and permanent residents will
need to provide documentation from your academic advisor in person to Student Employment
Services in order for an exception to be granted. International Students will need to contact the
International Students and Scholars office to obtain an exception form which will need to be
completed by their academic advisor.

U.S. Citizens and Permanent Residents

Fall and Spring Semesters | Summer Semester

Undergraduate — U.S. Citizens and Permanent | 6 Credit Hours 6 Credit Hours
Residents
Graduate — U.S. Citizens and Permanent 6 Credit Hours 3 Credit Hours
Residents

International Students

Fall and Spring Semesters | Summer Semester

Undergraduate — International Students 12 Credit Hours 6 Credit Hours
Graduate — International Students (who are not | 9 Credit Hours 3 Credit Hours
also employed as a graduate assistant)

Graduate - International Students (who are also | 6 Credit Hours 3 Credit Hours

employed as a graduate assistant on a 25% or
50% basis)

Student Employment Services monitor enrollment and will notify your employer if you are not
enrolled for the minimum number of credit hours and you do not have an enrollment exception
on file.

Semester Beginning and Ending Dates

Each academic year semester beginning and ending dates are established for the student
employment program. To be eligible to work during a semester you must meet the enroliment
requirements for that semester.

If you are not enrolled for the prior semester, the first day you can begin work is the payroll
beginning semester date. If you are not enrolled for the following semester, the last day you
can work is the payroll ending semester date. These dates are related to, but are not exactly
the same as, the academic calendar.

The currently established semester beginning and ending dates are listed on the outside back
cover of this handbook.



Maximum Work Hours and Multiple Jobs

According to University policy, all student employees are to be employed on a part-time basis
and cannot result in the displacement of a Civil Service or other full-time Faculty/Staff position.
The following maximum work hours and multiple job restrictions were established to comply with
University policy, the United States Citizenship and Immigration Services and Internal Revenue

Service regulations.

If you are employed in more than one student employment position, the hours worked in
all of your student employment jobs cannot exceed the total hours set forth below.

U.S. Citizens and Permanent Residents

When School is in Session

When School is not in Session

Employed only in the student
employment program.

29.5 hours per week

37.5 hours per week

Employed in the student employment
program and as an *undergraduate
assistant or housing resident
assistant on a 25% basis (10 hours
per week).

16 hours per week

27.5 hours per week

Employed in the student employment
program and as an *undergraduate
assistant or housing resident
assistant on a 37.5% basis (15 hours
per week).

11 hours per week

22.5 hours per week

Employed in the student employment
program and as an *undergraduate
assistant or housing resident
assistant on a 50% basis (20 hours
per week).

6 hours per week

17.5 hours per week

Employed in the student employment
program and as a graduate assistant
on a quarter time basis.

10 hours per week

27.5 hours per week

Employed in the student employment
program and as a graduate assistant
on a greater than a quarter time
basis.

Not eligible to be employed in
the student employment program
without a letter of exception from
the Graduate School.

17.5 hours per week

Employed in the student employment
program and as a faculty/staff or civil
service (including extra-help).

Not eligible to be employed in
the student employment program
without a letter of exception from
the Financial Aid Office.

Not eligible to be employed in
the student employment
program without a letter of
exception from the Financial
Aid Office.

* UGA contracts are done for fall and spring semesters only (1* day of semester to the last day
of finals). Therefore, UGA’s may work the same amount of hours as other student employees in
the break period between fall and spring provided they meet enroliment eligibility requirements

for student employment.




International Students

When School is in Session

When School is not in Session

Employed only in the student
employment program.

20 hours per week

37.5 hours per week

Employed in the student employment
program and as an *undergraduate
assistant or housing resident
assistant on a 25% basis (10 hours
per week).

10 hours per week

27.5 hours per week

Employed in the student employment
program and as an *undergraduate
assistant or housing resident
assistant on a 37.5% basis (15 hours
per week).

5 hours per week

22.5 hours per week

Employed in the student employment
program and as an *undergraduate
assistant or housing resident
assistant on a 50% basis (20 hours
per week)

Not eligible to be employed in
the student employment
program.

17.5 hours per week

Employed in the student employment
program and as a graduate assistant
on a quarter time basis.

10 hours per week

27.5 hours per week

Employed in the student employment
program and as a graduate assistant
on a greater than a quarter time
basis.

Not eligible to be employed in
the student employment
program.

17.5 hours per week

Employed in the student employment
program and as a faculty/staff or civil
service (including extra-help).

Not eligible to be employed as
faculty/staff or civil service
(including extra-help).

Not eligible to be employed as
faculty/staff or civil service
(including extra-help).

Student Employment Services monitors maximum work hours and will notify you and your
employer if you exceed the maximum number of hours you are allowed to work.

The first time you exceed the number of hours you are allowed to work you will receive a
warning notice; the second time you exceed the number of hours you are allowed to
work you will receive a termination notice.

In order to regain eligibility for student employment, U.S. citizens and permanent residents will
need to contact Student Employment Services in the Financial Aid Office. International students
will need to contact the International Student and Scholars Office regarding the process about
applying for reinstatement with the United States Citizenship and Immigration Services.

If you believe the hours reported are incorrect, please contact your employer. You will need to
request your employer to verify that your hours were reported incorrectly and provide
documentation via e-mail to Student Employment Services.

* UGA contracts are done for fall and spring semesters only (1% day of semester to the last day
of finals). Therefore, UGA’s may work the same amount of hours as other student employees in
the break period between fall and spring provided they meet enrollment eligibility requirements

for student employment.




Pay Structure

In most cases, the pay structure of student employees range from the SIUC established
minimum wage rate of $7.75 to a maximum wage rate of $0.75 above the minimum wage rate
plus any job classification increase. For job classifications with an increase exceeding $0.75,
the maximum wage rate is the SIUC established minimum wage rate plus the job classification
increase amount. All students begin employment at the minimum rate unless they qualify for
one or more of the following increases in wage rate:

Automatic Rate Increase (ARI)

For every 500 hours that you work you will receive a 10-cent per hour increase in your hourly
rate of pay, provided that you are not already being paid at the maximum allowable rate for your
job classification. If you should leave the job in which you are currently employed and secure
another student employment job, any automatic rate increases that you have received will
follow you to your new job.

Job Classification Increase

The following approved job classifications require special skills and/or licenses and have a job
classification increase attached to them. If you should leave a job which has a job classification
increase and secure another student employment job, the job classification increase will not
follow you to your new job.

Aerobics/Fitness Instructor .40 | Life Guard .40
Aircraft Mechanic .40 | Media Specialist .20
Bus Driver .20 | Mental Health Companion .20
Central Control Panel Operator .20 | Model .70
Community Service Tutor .35 | Assistant Manager .20
Craft Shop Instructor .20 | Manager .40
Flight Instructor .40 | Sports Official 40
Law Related 3.35 | Teacher’s Assistant .20

Excess Qualification/Market Adjustment Increase

Excess qualification/market adjustment increases are either given at the time of hire or after a
student has been in a position at the discretion of the employing department. Excess
gualifications could be based on prior work experience and/or educational experience related to
the type of work being performed. Market adjustment increases could be based upon
supervising other employees, working in an unsupervised setting, working at night or other
special circumstances such as recruiting, and/or retaining student employees in a competitive
market. Excess qualification/market adjustment increases may be awarded in 5-cent
increments up to a maximum of 30 cents per hour. If you should leave a job in which you
received an excess qualification/market adjustment increase and secure another student
employment job on campus, the excess qualification/market adjustment increase will not follow
you to your new job.



Temporary Increase

Temporary increases in wage rate are used to meet unusual circumstances within a department
and must be approved by the Financial Aid Office. Temporary increases may be awarded in 5-
cent increments up to a maximum of 20 cents per hour.

Payment of Student Employees

You will be paid on a bi-weekly basis, (every other Friday). Student employment payroll periods
run Sunday through Saturday, with the payday being the second Friday following the end of the
payroll period. If the scheduled payday falls on a day in which the university is closed, the
scheduled payday may be moved to an earlier day.

The currently established payroll calendar is listed on the outside back cover of this handbook.

SIUC strongly encourages all student employees to have their earnings directly deposited into
their personal account at the financial institution of their choice. There are several advantages
to having your earnings electronically deposited into a personal account:

e Electronic direct deposit (EDD) is convenient, there is no need to come to the Student
Center to pick up a paycheck, and earnings can be received during breaks without returning
to campus.

e EDD is safe, reducing the chance of a check being lost or stolen.

If you choose EDD to your personal banking account you will need to authorize SIUC to send
your earnings there. You will need to bring your driver’s license or student ID and a voided
check to the Financial Aid Office Service Center (Woody Hall B-300) to complete an
Authorization for Payroll Electronic Direct Deposit form.

If you choose EDD through Saluki Cash you will need to complete the Saluki Cash Authorization
form, available at Financial Aid Service Center (turn around time to establish account with
lllinois National Bank is approximately 3 weeks). Also, the Authorization for Payroll Electronic
Direct Deposit form will need to be completed at Financial Aid Service Center after you have
been notified of your new Saluki Cash account.

If you elect to not participate in EDD, you must pick up your paycheck at the Student Center
between 8:00 a.m. and 4:00 p.m. on the scheduled payday. Checks not picked up at the
Student Center on the scheduled payday will be returned to Accounts Payable. If your check
has been returned to Accounts Payable, you may pick up your paycheck at Miles Hall, 108
Greek Row, Room 105, between 8:00 a.m. and 4:30 p.m. Monday through Friday. The exact
distribution of your student employment paycheck is available on SalukiNet.

If you are separating from the University due to graduation or withdrawal, and will be leaving the
area before your final paycheck is available, you will need to contact Accounts Payable
concerning distribution of your final paycheck(s).

If you currently participate in EDD and will be ending your participation in anticipation of your
separation from the University, you will need to contact Payroll in advance to determine the date
in which you will need to request an EDD revocation in order for it to be effective for your final
paycheck(s).



If you are separating from the University due to graduation or withdrawal, and move from your
current address, you will need to update your “Local” address through SalukiNet, or Records
and Registration, or Payroll Office prior to ending employment to ensure your W-2 tax
information will be delivered correctly.

If you are currently working in more than one student employment job during a payroll period,
you will receive multiple direct deposits or checks on the scheduled payday, one for each job in
which time was worked.

If you believe that you were paid for the incorrect number of hours, please contact your
employer. If the hours that you worked were over-reported, your employer should contact
Payroll (SIUC may seek recourse for refusal to repay overpayment of wages processed in
error). If the hours that you worked were under-reported, your employer should contact Student
Employment Services.

SalukiNet

You are encouraged to view your student payroll information on SalukiNet
(http://salukinet.siu.edu/), which is updated the Wednesday prior to each scheduled payday.
The following information is available on SalukiNet:

Automatic Rate Increase (ARI) Information

e The total number of hours you have worked in the Student Employment program at SIUC.

e Your ARI control hours. Once your total ARI hours exceed your ARI control hours you will
receive a 10 cent per hour increase in your rate of pay provided you are not at the maximum
allowable rate of pay for your job classification.

Earnings Statement

Select a check date and view your earnings statement. If you worked more than one job during
the payroll period, you will be able to access multiple earnings statements displayed for the
check date. Just click on the print icon to print a copy for your records.

Your earnings statement will contain:

Your federal filing status, allowances, additional tax amount and tax-exempt status.
Your state filing status, allowances, additional tax amount and tax-exempt status.

Your earnings, both current and year-to-date.

Your deductions, both current and year-to-date.

Your total gross pay, both current and year-to-date.

Your net pay, both current and year-to-date.

Amount paid from Federal Work-Study.

Amount paid from regular wages.

The exact distribution of your student employment paycheck (paper check or electronic
direct deposit).

Responsibilities of Student Employees

You must abide by the policies and procedures of your employing department and be willing to
perform tasks as assigned.


http://salukinet.siu.edu/

You must be consistently dependable, prompt and reliable in attendance and to work the hours
and times that have been assigned to you. You should always be courteous and display a
professional image for your department and the University.

You must submit the hours you have worked in a timely manner to ensure that you are paid on
the scheduled payday.

You must notify your supervisor prior to your assigned work time if you must be absent from
work.

You must notify your employer if you are no longer enrolled for the appropriate number of credit
hours to be employed and you must stop working. It is up to the discretion of your department if
they are willing to hold your job until you can enroll for enough hours.

You must fulfill the employment contract that was agreed upon at the time you were hired. This
is usually to the end of a semester and may include half of the break period.

You may resign a student employment job and remain in good standing by giving notice at least
two weeks in advance of the end of a semester.

If you were hired as a Federal Work-Study student, your job may be contingent upon you
remaining eligible for FWS. You are required to notify your employer if you are planning to
reduce or reject your FWS award. If you reduce or reject your FWS award, it may be necessary
for your employer to terminate your employment for budget reasons.

If you are receiving Public Aid Benefits, the lllinois Department of Human Services will match
actual amounts paid per the state payroll with the amount that you reported to them. If there is
a significant discrepancy you will receive a notice from the Department of Human Services that
you may be committing an “Intentional Program Violation”. Your earnings statement, which can
be accessed via SalukiNet, identifies the amount of your earnings that was considered Federal
Work-Study.

NOTE: Your employing department may deplete their FWS allocation sooner than you
exhaust your award. This information will help you correctly report your earnings to
Human Services.

If you have had a legal name change, you will need to complete a new Employee's Withholding
Allowance Certificate (form W-4) in order for your name to be changed in the payroll system.

If you are an international student and your US INS [-20 expires, you will need to obtain a Visa
Verification form from the International Students and Scholars office, and have your employing
department complete a new 1-9. The new I-9 and Visa Verification form will need to be
submitted to Student Employment Services.

Responsibilities of Employing Departments

Your employer should not allow you to work until they have received the Supplemental
Time Card from Financial Aid Office.

Your employer should provide you with written information regarding departmental policies and
procedures and your work schedule. Your employer is required to comply with all policies and
procedures required by the student employment program.



Your employer is expected to provide work for you for at least one semester unless provisions
for short-term employment are made at the time of hire. If circumstances make it necessary for
your department to terminate your employment during a semester they should provide you with
a two-week notice prior to your termination. If your termination is a result of unsatisfactory work
performance or a violation of student employment or departmental policies, your department
may terminate your employment immediately. They should provide you with the specific reason
for the termination in writing at the time of your termination.

Your employer should not schedule you to work, nor should you volunteer to work during times
when you are scheduled to be attending class.

If you are required to work when SIUC is closed, you must be informed of this requirement at
the time of hire. Otherwise you cannot be required to work during University closure. If you are
scheduled to work but not required to report during University closure, you will not be paid;
however, your supervisor should rearrange work schedules when possible so that you will be
able to make up the time lost. If you are required to work during University closure you will be
paid at the regular rate for the actual number of hours worked.

Your employer should evaluate your work performance at the end of every semester, whenever
an excess qualification/market adjustment increase is given, whenever you exhibit poor
attendance or unsatisfactory job performance, and when you terminate employment.

If you are working four or more consecutive hours, you are entitled to a paid 15-minute break
during work hours. The break period is to be preceded and followed by a work period. It cannot
be used to cover a late arrival or an early departure. If you work less than four consecutive
hours, you are not entitled to a paid break.

You will not be paid for scheduled hours missed for holidays, jury duty, funerals, iliness, military
obligations or voting. You are only eligible to be paid for the actual number of hours that you
work.

Your employer should not allow you to work on a volunteer basis at a job for which you are
normally paid.

Student Employees Workers’ Compensation

The following policy has been established by the Illinois Department of Central Management
Services as part of its Early Intervention Program for Workers’ Compensation.

If you are injured on the job, you should:

e Report the injury to your supervisor.
e Call the Injury Reporting Hotline, 800/773-3221 to report your injury and provide information
to initiate your claim.

Grievance Process

Any conflict or misunderstanding of student employment policies or regulations should be
discussed first with your immediate supervisor. If you feel the matter cannot be resolved at that
level, the grievance should be presented in writing to the head of your department. If the head
of the department is unable to resolve the conflict, the grievance should be taken in writing to
Financial Aid. A complete copy of the grievance procedure is available from Student
Employment Services.
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Student Employment Semester Beginning and Ending Dates

Payroll Beginning Semester Date | Payroll Ending Semester Date

Summer 2008 May 18, 2008 August 9, 2008

Fall 2008 August 10, 2008 December 13, 2008
Spring 2009 December 14, 2008 May 16, 2009
Summer 2009 May 17, 2009 August 8, 2009

Fall 2009 August 9, 2009 December 26, 2009

Student Employment Payroll Calendar

Payroll Period Payday Payroll Period Payday

06/29/2008 to 07/12/2008 | 07/25/2008 11/01/2009 to 11/14/2009 | 11/27/2009
07/13/2008 to 07/26/2008 | 08/08/2008 11/15/2009 to 11/28/2009 | 12/11/2009
07/27/2008 to 08/09/2008 | 08/22/2008 11/29/2009 to 12/12/2009 | 12/25/2009
08/10/2008 to 08/23/2008 | 09/05/2008 12/13/2009 to 12/26/2009 | 01/08/2010
08/24/2008 to 09/06/2008 | 09/19/2008 12/27/2009 to 01/09/2010 | 01/22/2010
09/07/2008 to 09/20/2008 | 10/03/2008 01/10/2010to 01/23/2010 | 02/05/2010
09/21/2008 to 10/04/2008 | 10/17/2008 01/24/2010 to 02/06/2010 | 02/19/2010
10/05/2008 to 10/18/2008 | 10/31/2008 02/07/2010 to 02/20/2010 | 03/05/2010
10/19/2008 to 11/01/2008 | 11/14/2008 02/21/2010 to 03/06/2010 | 03/19/2010
11/02/2008 to 11/15/2008 | 11/28/2008 03/07/2010 to 03/20/2010 | 04/02/2010
11/16/2008 to 11/29/2008 | 12/12/2008 03/21/2010 to 04/03/2010 | 04/16/2010
11/30/2008 to 12/13/2008 | 12/26/2008 04/04/2010 to 04/17/2010 | 04/30/2010
12/14/2008 to 12/27/2008 | 01/09/2009 04/18/2010 to 05/01/2010 | 05/14/2010
12/28/2008 to 01/10/2009 | 01/23/2009 05/02/2010 to 05/15/2010 | 05/28/2010
01/11/2009 to 01/24/2009 | 02/06/2009 05/16/2010 to 05/29/2010 | 06/11/2010
01/25/2009 to 02/07/2009 | 02/20/2009 05/30/2010 to 06/12/2010 | 06/25/2010
02/08/2009 to 02/21/2009 | 03/06/2009 06/13/2010 to 06/26/2010 | 07/09/2010
02/22/2009 to 03/07/2009 | 03/20/2009 06/27/2010 to 07/10/2010 | 07/23/2010
03/08/2009 to 03/21/2009 | 04/03/2009 07/11/2010to 07/24/2010 | 08/06/2010
03/22/2009 to 04/04/2009 | 04/17/2009 07/25/2010 to 08/07/2010 | 08/20/2010
04/05/2009 to 04/18/2009 | 05/01/2009 08/08/2010 to 08/21/2010 | 09/03/2010
04/19/2009 to 05/02/2009 | 05/15/2009 08/22/2010 to 09/04/2010 | 09/17/2010
05/03/2009 to 05/16/2009 | 05/29/2009 09/05/2010 to 09/18/2010 | 10/01/2010
05/17/2009 to 05/30/2009 | 06/12/2009 09/19/2010 to 10/02/2010 | 10/15/2010
05/31/2009 to 06/13/2009 | 06/26/2009 10/03/2010 to 10/16/2010 | 10/29/2010
06/14/2009 to 06/27/2009 | 07/10/2009 10/17/2010 to 10/30/2010 | 11/12/2010
06/28/2009 to 07/11/2009 | 07/24/2009 10/31/2010 to 11/13/2010 | 11/26/2010
07/12/2009 to 07/25/2009 | 08/07/2009 11/14/2010 to 11/27/2010 | 12/10/2010
07/26/2009 to 08/08/2009 | 08/21/2009 11/28/2010 to 12/11/2010 | 12/24/2010
08/09/2009 to 08/22/2009 | 09/04/2009 12/12/2010 to 12/25/2010 | 01/07/2011
08/23/2009 to 09/05/2009 | 09/18/2009 12/26/2010 to 01/08/2011 | 01/21/2011
09/06/2009 to 09/19/2009 | 10/02/2009 01/09/2011 to 01/22/2011 | 02/04/2011
09/20/2009 to 10/03/2009 | 10/16/2009 01/23/2011 to 02/05/2011 | 02/18/2011
10/04/2009 to 10/17/2009 | 10/30/2009 02/06/2011 to 02/19/2011 | 03/04/2011
10/18/2009 to 10/31/2009 | 11/13/2009 02/20/2011 to 03/05/2011 | 03/18/2011
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