
FEDERAL MINIMUM WAGE COMPLIANCE  
 
 

Making Sure Students are Paid  
Wages in Compliance with the Federal Minimum 

 
There are edits in the Student Appointment/Payroll System to assure that a base 
rate cannot be added or managed with a rate that is less than the pay category, 
campus and federal minimum rates.  However, there are situations/scenarios 
where these edits are not initiated and therefore it is the responsibility of the 
campus payroll staff to enforce the federal minimum wage/rate. 
 

Reactivations 
The Major Cause of Under Federal Minimum Payments 

 
1. When an appointment is reactivated and the base rate is not 

reviewed. 
Example: 

 Appointment created with an effective date equal to the beginning 
of the fall semester and an end date equal to the last day of the 
following spring semester. 

 The appointment is given a base rate equal to the federal minimum 
in effect at the time. 

 The appointment is reactivated the next fall semester with no 
review. 

 The student works and is paid at the rate in effect at the time the 
appointment was created which is less than the new federal 
minimum in effect at the time of the reactivation.   

Note:  the Mass Rate Change process which programmatically adds new 
base rate records when a new federal minimum becomes effective only 
impacts active appointments - ended appointments are not included in the 
automated process. 

 
2.  When an appointment is reactivated and the base rate is reviewed, 

but the base rate added is in error:  
  Example A: 

 Appointment is created with an effective date equal to the 
beginning of the fall semester and an end date equal to the last day 
of the following spring semester. 

 The appointment is given a rate equal to the federal minimum in 
effect at the time. 

 The appointment is reactivated the next fall semester and a new 
base rate is added with a rate equal to campus/federal minimum 
and an effective date within the Sept B pay period (not equal to the 
first day of the pay period). 
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 The student starts working the beginning of the Sept B pay period, 
but is paid at the rate in effect for the Sept A (‘old’ federal minimum) 
because the new rate is not recognized until the next pay period 
(Oct A). 

 
Example B: 

 Appointment is created with an effective date equal to the 
beginning of the fall semester and an end date equal to the last day 
of the following spring semester. 

 The appointment is given a rate equal to the federal minimum in 
effect at the time. 

 The appointment is reactivated the next fall semester and a new 
base rate is added equal to campus/federal minimum in effect at 
that time with an effective date equal to the begin date of the Sept 
B pay period. 

 However, the student starts work on the Sept A pay period instead 
and is therefore paid at the ‘old’ federal minimum rate which was in 
effect at that time. 

 
IMPORTANT:  In all these examples Retro Rate Adjustment(s) have to be 
made to compensate the student for all hours paid under the federal 
minimum. 

 
 
 
 

Steps to Avoid Under Federal Minimum Payments 
 

1. When an appointment is reactivated the status of all the fields must be 
reviewed to insure they are still valid and accurate, but in particular the 
Base Rate. 

 
The reactivation process will initiate the display of an alert if the rate is 
below the campus/federal minimum, but it is only an alert. 
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You will need to access the Base Rate tab and enter a new rate that is 
equal to the new federal minimum rate with an effective date equal to the 
effective date of the new minimum. 

 

                 

Access 
the Base 
Rate Tab 
and Add a 
Base Rate 

 
 

2. Before every calc run the ‘Edit’ Report and occasionally run the 
‘Appointment’ report.  Both reports can be created in the excel format, 
sorted by Base Rate Ascending and reviewed.   
 
Edit Report (data as of the last time the edit ran): 
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Appointment Report (all appointments active on 
the day the report is run): 

   
 
 
 
 
 
IMPORTANT:  If base rates are found that are below the minimum (with the 
exception of rate adjustments), they must be resolved immediately to avoid 
US Department of Labor fines/penalties. 
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