


Extra Help Payroll Policy & Classification
Extra Help Payroll:
· Pay Period Begins on the 1st day of each month and ends on the last day of each month.
· Timesheets are due and paid in accordance with the Extra Help Payroll Schedule posted on the SAU Payroll Website
· Timesheets must be signed by the employee and supervisor, unless prior arraignments have been made with the Payroll Office.
· Timesheets are to be turned into the Payroll Office, OVR 10
· An Extra Help packet must be completed with HR

Extra Help Classification:
· Extra Help employees work part-time on an as needed basis for SAU
· Are not enrolled in classes 
· Are not current Faculty or Staff
· Students are only treated as Extra Help during Summer I & Summer II sessions, if they are not enrolled in classes (in-person & online)
· Extra Help Packet will need to be completed with HR
· Faculty & Staff that perform work outside of their normal job/department are not considered “Extra Help” employees 

Disclaimer – Anyone not classified as Extra Help, will be paid in an exception payroll as scheduling permits. 
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