
How to fill out student time cards 
 
Timecard Information 
� Check that all student personal information is correct: 
� Correct spelling of name 
� Social Security number 
� Supervisors check department information is correct: 
� Department name 
� Budget account number 
� Supervisor name 
 
 

 
In and Out Times 
� Arrival slot is for when you start working 
� Depart Time is for when you are done for the day 
� In and Out slots in between the Arrival and depart time are for lunch breaks and/or any 
other extended breaks 
� 15 minute breaks do not need to be noted on the timecard. 
 
 
 

 
 
 
 
 
 



Am and Pm Hours 
� If you are working a morning and evening/night shift please note the am and pm hours 
� If you are working in multiple departments at different times please note on each time 
card which are the am and pm hours 
 

 

 
 
Total hours 
� Daily, weekly, and pay period total hours must be calculated and noted on timecard 
Supervisor is required to verify the hours written by student and completion of the 
timecard  

 



 
Signatures 
� Both Student and Supervisor signatures must be on the timecard  
� A student employee may not sign or approve hours on another student’s timecard 
� This includes Grad students and students with a “supervisor” position. 
 

 
Rest and Meal Policy 
� All rest and meal periods must be free from all work duties 
� You must take a 15 minute break for each four hours that are worked 
� At least a 30 minute meal break must be taken if: 
� Hours worked exceeds 6 hours 
� 2nd meal break when hours worked exceeds 12 hours 
 
Damaged and Lost Timecards 
� Use Black or Blue ink only 
� No white-out 
� No pencil 
� No alterations to timecards are permitted 
� This includes dates and student’s information replace with another student 
� Supervisor corrections to the daily, weekly, and pay period totals are allowed with 
supervisor initials 
� Must exchange the altered timecard for a new timecard at the Student Employment 
Office 
� Must turn in original timecard to receive a new timecard 
� Replacement timecards may be attained at Student Employment office 
 
 
Timecard Submission 
   Any hire paperwork, timecards, or timesheets not received in the payroll office by 
5:00 PM two days after payday will be delayed in payment. 
    
Timecard Submission 
� Timecard due date is also printed on Timecard 
� Rule of thumbs: Timecards are always due on the 2nd business day from the last printed 
date on timecard. 
� December 1st through 15th timecard must be turn in on the last day that the student 
works for that pay period. 



 
 


