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Time Sheets

· All time sheets must be signed by the employee and the supervisor and submitted to the Business Administrator in BHBAS by noon Friday.  

· Regular weekly paid staff is required to submit timesheets weekly.

· Part-time, student workers and work study students must submit timesheets on a weekly basis and may not work over 20 hours per week during the school year and 40 hours per week during the summer break, if not in school.

Request For Time Off 

· Request for time off forms must be submitted in advance of vacation and signed by the supervisor and submitted to the Business Administrator in BHBAS.

· Sick leave - a staff member or his/her designee should notify his/her supervisor as soon as he/she knows that he/she will be unable to work, but no later than the starting time of the staff member's work day. A staff member must notify his/her supervisor on each day of absence unless other arrangements have been made.

· A request for time-off form should be submitted for sick time as soon as the employee returns to work.

Hiring Student Workers, Work Study Students and Temporary Extra Employees

· To update employee records for returning students:

Submit an updated personnel information sheet

Submit a W-4 form

· To hire new student workers
Submit a personnel information sheet

Submit a W-4 form

Submit an I-9 form, completed by both the student and the supervisor, a copy of the student’s passport, or photo ID and social security card.

Submit a memo or e-mail to the Business Administrator, stating: rate of pay, budget number to charge and type of employee, i.e. student worker

The same information should be provided for a temporary extra employee

· Worker Study students must get a job appointment form from the Student Employment Office.


The Student Employment Office fills out Part I of the form

The supervisor must fill out Part II 

The Business Office will fill out Part III, sign and emboss it and enter the student into the payroll system.

If the work-study student is a new hire a W-4, I-9, personnel information sheet and a copy of the student’s passport or photo ID and social security card must be submitted with the job appointment form.

