
SAMFORD UNIVERSITY 
Human Resources Department 

Student Employment Extension Form 

 
 This form should be used for short-term employment of a graduating Samford student. 
 
Student Employee’s Name: ______________________________________ SUID: _________________________    

 

Department: ______________________________________   Supervisor:   ______________________________  

 

Date to report to work:  ____________________________   End Date:   ________________________________  

    (If assignment will not be complete within 90 days of student’s graduation date, contact the Payroll Office.)  

 

Job Description:        Clerical       Other (Explain)        

Pay Rate $ _____________ per hour (federal minimum wage is $7.25 per hour) 
 

BANNER FOAPAL:  Required for form to be processed. 
    

Index: _____________ Fund: ___________ Org: ___________ Acct:  612000     Prog: _________  Actv:______  
 

 
 

• I will not allow a student to work without seeing their Student Employment Authorization Card. 
• Student/part-time employees should work no more than 27.50 hours a week.  
• As a supervisor of student employees, I have read the Student Employment Guidelines. 

 
Supervisor signature ______________________________________  Date _____________________ 
 
Print Supervisor Name                SU ID  
 
 

  
      Budget Head Signature        Date _____________________ 
 
      Print Budget Head Name                                                               SU ID  
 

  
 
 
 
For Payroll Use Only 
 

The above named student has been determined to be eligible for employment. 
 
Position ________________________ TCP Setup _____________  Extension Acknowledgement ___________ 
 

 

 
P/R __________   Date Processed _____________                    
    
                                        05/2015 

  




	Student Employment Guidelines
	I. Students may not begin working until all employment paperwork is completed and they have received a Student Employment Authorization Card from the Human Resources department.  Complete instructions and a video tutorial are available on the website to guide the student through completing the required paperwork.  (http://www.samford.edu/studentemployment)
	II. International students should contact the International Studies Office at 205.726.4334 regarding federal regulations for on-campus employment.  If they are given authorization to work on campus, they should send an email to studentjobs@samford.edu with the name of the supervisor and/or department where they’ve been hired before completing Step I.  
	III. Student employees will set a work schedule with their supervisor that is based on the student’s availability and departmental needs.  However, student employees should not work more than 20 hours in a week when classes are in session and no more than 27 and a half hours in a week when they are not in class.  If a student employee has more than one job on Samford’s payroll, including a FWS Community Service job, they should not work more than the maximum hours allowed per week in total.  
	IV. TimeClock Plus (TCP)
	VI. Student employees are paid biweekly.  Paychecks can be picked up in the Bursar’s Office with a picture ID.  If a student employee has direct deposit, an electronic pay stub will be sent to their SU email account.  A payroll schedule with TimeClock Plus due dates and pay dates is available on the Student Employment website, http://www.samford.edu/studentemployment
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