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Student Helper Summary Sheet 
(local & non-local) Input and 
Submission
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For the 418 Rule
(allow multiple-entry per month)

Student Helper Summary Sheet (local & non-local) Workflow

Example: Inputs Jan/Feb 
2022 timesheet before 
the second working days 
of Mar 2022

Faculty admin 
selects the 
month and type 
of timesheet, 
provides Budget 
controller’s 
name and email

Faculty admin 
searches for the 
non-local helper 
by name and the 
first four digits 
number of HKID

Faculty admin 
inputs detailed 
information 
accordingly

NOL  

Faculty admin 
inputs other non-
local STD helpers’ 
timesheet records 
and submits the 
overall sheet

Faculty admin 
searches for the 
local helper by 
name and the 
first four digits 
number of HKID

Faculty admin 
inputs detailed 
information 
accordingly

Faculty admin 
inputs other local 
STD helpers’ 
timesheet records 
and submits the 
overall sheet

The system will not allow the Faculty 
admin to submit such record

Scenario 2 : The STD helper works for 
one faculty and breaks the 418 Rule

The system will not allow the second 
Faculty admin to submit such record

Scenario 3 : The STD helper works for 
two faculties and breaks the 418 Rule

Faculty admin can submit the record 
smoothly

Scenario 1 : The STD helper does not 
break the 418 Rule

Budget controller receives 

an PDF report via email( cc 

Faculty admin) after each 

timesheet case is 

submitted

System helps to track if the Budget 

Controller has approved the case, 

and automatically closes the first 

task

FO receives an email after the case is approved, 
and obtains excel and PDF report via system 

and proceeds payment

Budget controller  approves 

the timesheet

Budget controller rejects the 

timesheet

Case is closed

Target users: faculty admin staff (to submit the timesheet record each month), budget controller( to approve /reject the case) and FO 
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(Name)

Different 
Offices

Search Bar

Language Setting

Step 1: Enter the HKBU SSSP website: https://hkbu.service-now.com/sssp
Step 2: Select “FO”

Student Helper Summary Sheet (local & non-local)
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FO Forms

Step 3: Select the Student Helper Summary Sheet

Student Helper Summary Sheet (local & non-local)
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Student Helper Summary Sheet (local & non-local)

The second working day of each month is the cut-off 
day for user to input last month's data, and the user is 
only allowed to input data for the past two months. For 
example: Inputs Jan 2022 timesheet before the second 
working days of Mar 2022

The faculty admin needs to indicate if the timesheet is for 
local or non-local helper

The faculty admin needs to provide 
budget controller’s name and email for 
further approval

*No AutoSave Feature For This Form

Step 4: Input the required information in the Summary Sheet
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Student Helper Summary Sheet (local & non-local)

Notes to Budget 
Controllers (Local  
Helper)

*No AutoSave Feature For This Form

Proceed to input the 
detailed timesheet 
record

Step 5: Click the checkbox to acknowledge the important notes and press “Continue To Add Timesheet”
to input helper working details.
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Student Helper Summary Sheet (local & non-local)

Notes to Budget 
Controllers (Non- local 
Helper)

*No AutoSave Feature For This Form

Proceed to input the 
detailed timesheet 
record
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Student Helper Timesheet - Local

Timesheet 
details

Student Helper Summary Sheet (local & non-local)

*No AutoSave Feature For This Form

The number of weeks in particular month will be calculated by the system, 
user can input “0” in specific week without timesheet record 

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Step 6: Select the name of the helper and input the working hours week by week.



10 |  ©2022. For information, please contact Deloitte Advisory (Hong Kong) Limited.

Timesheet details
( when “Rate/hour” is inputted, other figures 
will be calculated automatically by the 
system)

Student Helper Summary Sheet (local & non-local)

*No AutoSave Feature For This Form

Step 7: Input the rate per hour and click the checkbox to ensure correct input.  For non-local 
student helpers, please click the checkbox for No Objection Letter (NOL) . 
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Timesheet details
(when “Rate/hour” is inputted, other figures 
will be calculated automatically by the 
system)

Student Helper Summary Sheet (local & non-local)

“No Objection Letter” (NOL) checked for non-local student helper

*No AutoSave Feature For This Form
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Student Helper Timesheet - Local

Complete Timesheet/ 
Continue To Add Timesheet

Student Helper Summary Sheet (local & non-local)

*No AutoSave Feature For This Form

Step 8: Select “Continue to Add Timesheet” for adding timesheets for other helpers or select 
“Complete Timesheet” for submission.
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The Faculty admin completes submission

Student Helper Summary Sheet (local & non-local)

*No AutoSave Feature For This Form

Step 9: Select “Submit Timesheet to Budget Controller” to submit the timesheets.
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Student Helper Summary Sheet (local & non-local)

An email confirmation will be received by the submitter when a Timesheet Summary Sheet is 
successfully submitted.
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Reminder message 
before submission

Student Helper Summary Sheet (local & non-local)
You may check the status of the Summary Sheet using the Case Number but you may not amend 
details of the Summary Sheet.
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* Special Case 1 – “Recommendation on Appointment of Part-time Hourly-rated Helpers“ Proof 

The user needs to upload the 
“Recommendation on Appointment of 
Part-time Hourly-rated Helpers“ proof if 
he/she inputs the hourly rate of $66 or 
more 

*No AutoSave Feature For This Form
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If a student helper works for two faculties, 
the system will help to extract submitted 
timesheet record of the helper. And if the 
helper breaks the 418 Rule, the system 
will not allow the second faculty admin to 
submit such record

*Special Case 2 – Breaking 418 Rules (applicable to both local and non-local cases)

*No AutoSave Feature For This Form
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*Special Case 2 – Pop-up Message For 418 Rules (applicable to both local and non-local cases)

Form 
involved

Short description of the scenario Pop-up message to be shown

Student
Helper 

Timesheet 
(Non-local/ 

Local)

When the user inputs working hours of 
helpers, in which breaks the 418 rule

You are not allowed to input more than 17 hours in week X as the 418 Rule states that the employment will 
be treated as “Continuous Employment” under the Employment Ordinance and the helper will be qualified 
for additional benefits and protections under the law.

The system determines the helper 
breaks the 418 rule after taking into 
account the number of hours worked in 
the database and the current input

Please be informed that the named Helper has worked in other department/unit and the reported working 
hours for each week are as below: week 1: X hours, week 2: X hours, week 3: X hours, week 4: X hours, 
week 5: X hours, week 6: X hours. 

You can only submit the remaining hours in order not to breach the 418 Rule under the Employment 
Ordinance. The 418 Rule states that the employment will be treated as “Continuous Employment” under the 
Employment Ordinance and the helper will be qualified for additional benefits and protections under the law.

418 Rule calculation tips for combined 
week for two months 
(a. last week of last month and first 
week of current month;
b. first week of next month and last 
week of current month) 

Please be informed that the named Helper has worked in other department/unit and the reported working 
hours for each week of last/next month is as below: week 1: X hours, week 2: X hours, week 3: X hours, 
week 4: X hours, week 5: X hours, week 6: X hours. 

You can only submit the remaining hours in order not to breach the 418 Rule under the Employment 
Ordinance. The 418 Rule states that the employment will be treated as “Continuous Employment” under the 
Employment Ordinance and the helper will be qualified for additional benefits and protections under the law.
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If a student helper works for two faculties, 
the system will help to extract submitted 
timesheet record of the helper. Non-local 
students are allowed to work part-time 
on-campus for NOT more than 20 hours 
per week, except during summer months 
from 1 June to 31 August each year when 
there are no restrictions in relation to 
work hours. The system will not allow the 
second faculty admin to submit such 
record

*No AutoSave Feature For This Form

*Special Case 3 – Pop-up Message For 20 Hours Per Week Rules (applicable to non-local cases)
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Form 
involved

Short description of the 
scenario

Pop-up message to be shown

Student
Helper 

Timesheet 
(Non-local)

When the user intends to input 
over 20 hours of work in a 
single week

According to HK Immigration Regulations, non-local students are allowed to work part-time on-campus for NOT 
more than 20 hours per week, except during summer months from 1 June to 31 August each year when there are no 
limit or restrictions in relation to work hours.  

Therefore, you are not allowed to input more than 20 hours of work per week for non-local students during the non-
summer months. 

When the system found that 
the total hours of work for the 
non-local helper was over 20 
hours of work in a single week 
after adding those kept in the 
database

Please be informed that the named Helper has worked in other department/unit and the reported working hours for 
each week are as below: week 1: X hours, week 2: X hours, week 3: X hours, week 4: X hours, week 5: X hours, 
week 6: X hours. 

Non-local students are allowed to work part-time on-campus for NOT more than 20 hours per week, except during 
summer months from 1 June to 31 August each year when there are no restrictions in relation to work hours. 

Therefore, you are not allowed to input more than 20 hours of work per week for non-local students during the non-
summer months. You can only submit the remaining hours of not more than 20 hours per week for non-local 
students during the non-summer months.

Over 20 hours for combined 
week for two months 
(a. last week of last month and 
first week of current month;
b. first week of next month and 
last week of current month) 

Please be informed that the named Helper has worked in other department/unit and the reported working hours for 
(a. the last week of last month is as below: week 6: X hours;
b. the first week of next month is as below: week 1: X hours. )

Non-local students are allowed to work part-time on-campus for NOT more than 20 hours per week, except during 
summer months from 1 June to 31 August each year when there are no restrictions in relation to work hours. 

Therefore, you are not allowed to input more than 20 hours of work per week for non-local students during the non-
summer months. You can only submit the remaining hours of not more than 20 hours per week for non-local 
students during the non-summer months.

*Special Case 3 – Pop-up Message For 20 Hours Per Week Rules (applicable to non-local cases)


