Supervisor Information for Hiring Student Workers

Students are hired on the web. Refer to “How to Hire Student Workers via Piperline” found on
the Payroll web page.
If you are hiring an International student, please see the instructions below.
Before you hire a student, check their Employment Eligibility Card so you can verify that the
student is eligible to work on campus. The card also indicates the student’s work study award.
This is useful for your budgeting.
Once you hire a student, they can enter their time on their time sheet in Piperline so make sure
to enter the actual hire date (the current date will default so be sure to change it).
Ask the student if they have been paid through Hamline’s payroll before. If not, send them to
the Payroll Office to complete employment forms. If you have hired the student in Piperline,
they will be able to enter their time but if there are no employment forms on file, they will not
be paid.
Payroll only uses the 6400 account number to pay student workers. Each time payroll is
completed, information is fed to Financial Aid. The amount of the student’s wages is applied to
their work study award. This information is transferred to Finance and the student wages are
then applied to your 6400 and 6450 budget lines.
The pay schedule is on the Payroll web page. Post this schedule. Be sure the students follow it
and submit their time sheets on time. And make sure you approve the time sheets on time
according to the schedule.
If a student has completed a time sheet but did not submit it, have them print the time sheet in
landscape mode, make sure their name and ID is on it, you sign it and bring it over to the
payroll office for manual entry.
If a student has not opened their time sheet, they will have to complete a paper time card for
manual entry. The time cards are available in the Payroll Office.
Hiring International Students
Before you hire an International Student, ask him if he has a social security card. If he does not
have a social security number, you will not be able to hire him in Piperline. Call Alba at x2929
or Cindy at x2222 so the student’s record can be adjusted allowing you to hire him.
Immediately, send him to see Molly Hoffman in the International and Off-Campus Programs
Office. Molly will give him a form for you to complete. The form verifies that the student has a

job. (The student will take this form to the Social Security Office to apply for a social security
card.)
After he sees Molly, the student must come to the Payroll Office to complete employment
forms. Tell him to bring the letter from Molly, their passport, visa, I20, and I94. Once forms are
completed, the student will be able to work and be paid. Once he receives his social security
card, he must bring it to the Payroll Office.
International students, who have a social security card, may be hired in Piperline right away. If
they have not worked for Hamline before, they must come to the Payroll Office to complete
employment forms, bringing all of the documents. If they have worked for Hamline before,
they are all set to go.
Questions?? Alba x2929 or Cindy x2222
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