Student Employee Handbook

Off-Campus Employment

STUDENT EMPLOYEE OVERVIEW
Student Employee Defined

The IRS definition of an eligible "student" employee is an individual who is currently enrolled at least half time and whose primary purpose is to receive an education. A full-time student is enrolled in at least 12 credits per semester (8 for graduate students). To be eligible for student employment classification, a student must be enrolled in 6 or more credit hours per semester (4 for graduate students).

Student employees fall into one of three wage-earning types:

1. On-Campus Federal Work Study Student Employees

Any student awarded work-study, enrolled in at least 6 credits and employed in a designated work-study position. (Most positions on campus are designated to be federal work study, excluding campus ministry due to regulations about separating church and state.)  During periods of enrollment, a work-study student may work no more than 20 hours per week. During vacation periods (i.e. summer) students may work up to 40 hours per week.

2. On-Campus Non-Work Study Student Employees

Defined as any student who is enrolled in at least 6 credits and who does not have a work-study award. These students qualify for most jobs on campus. On-Campus Non Work Study students can work no more than 20 hours per week. During vacation periods (i.e. summer) students may work up to 40 hours per week.

3. Off-Campus State Work Study Employees

State Work Study employers are contracted with the Higher Education Coordinating Board (HECB) to provide employment opportunities to students who are eligible for and have been awarded with work study funds on the financial aid award.  Employment paperwork is filled out and processed by the employer and the student is an employee at the contracted business.  The employer then will be reimbursed by the HECB for the contracted amount of earnings for each student employee.  These positions are off campus and are advertised through the Student Employment website.  A referral form is required by the employer and will show the eligibility amount that can be earned by the student.  State Work Study employee students will not work more than 19 hours per week during periods of enrollment.  Summer awards are available for State Work Study employment.  During vacation periods (i.e. summer) students may work up to 40 hours per week according to eligibility.

Earnings

Your earnings from work-study employment are spent at your discretion.  Most generally earnings are used to support the student while in school.

WORK STUDY INFORMATION
Work-study employment is need-based. To qualify, a student must apply for financial aid and file a current FAFSA. The SWS program does not allow for work beyond the eligibility.  You may or may not be eligible for an increase in your award, depending on your financial need and availability of funds to be awarded. 
IMPORTANT OFF CAMPUS PAPERWORK
State Work Study Employee Referral Agreement

The SWS Employee Referral Agreement is a form you need if you have obtained an off-campus work study position. This form must be completed on or before your first day of employment. It is your responsibility to see that this form is complete and submitted. 

OFF-CAMPUS POLICIES AND PROCEDURES

Employment Locations

State Work-Study opportunities include work sites at various off-campus businesses around the Pacific Lutheran University campus (The Boys and Girls Club, United Way, Metro Parks, etc.) State Work-Study employment opportunities are limited due to the greater fiscal impact on employer budgets. Each employer determines if it can afford to hire students (work-study or non-work-study) within their budget.
Maximum Hours per Week

Students working off-campus State Work Study jobs are to work no more than 19 hours per week during enrollment periods and during summer and official breaks.  Students who are enrolled during the summer are restricted to working no more than 19 hours per week while classes are in session.

Number of Positions Held

Student Employees are allowed to work more than one job at a time, as long as the weekly hour limits are not abused.  Periodic checks of the total hours worked will be completed.

Length of Employment

Whether a student job is available year-round depends not only on the need of your employer, but also the availability of funding. State Work-study funds are limited and there may not be discretionary funding to support a position year round. Other factors that must be considered are the size of your award and the rate at which you earn. State Work-Study student employees are at the mercy of the employer budget. State Work-study recipients can calculate the estimated number of hours per week that you can work, by dividing the award amount by the expected hourly wage. Then, divide that amount by the number of weeks in the academic year. The result will be the average number of hours per week; keep in mind that a student cannot work more than 19 hours per week. If you find that your award will not last as long as you would hope, you may want to contact the Financial Aid Office. Under some circumstances, your award amount may be increased. It is also highly recommended that you calculate your award balance each payday.
Student Employee Dress Code and Performance Expectations

Employers may set their own dress code policies for student employees based on the type of work performed and the expectations of the position. Departments should also formulate their own policies regarding performance expectations and standards for student employees. These policies should be in writing and should be made available to every student employee when they are hired. All supervisors in the department should apply the policy equally to all student employees in the department.
Internships and Work Study Combined

Off-campus employers may refer to an intern as entry level or apprentice. See the Academic Internship Coordinator (located in Ramstad 112) for details. If you have a work study award it is possible to use it with your paid internship, provided the internship employer agrees and meets criteria to participate as a work study employer. Off-campus paid internships can be reimbursed for up to 19 hours a week by the State Work Study Program. 
Personal Belongings and Theft

It is recommended that you not leave valuables such as wallets, purses, or briefcases unattended at your place of employment; consult your supervisor for particulars related to your work area. If there is a theft, it should be reported to your supervisor.

Performance Reviews (Evaluations)

Although currently there are no university-wide requirements for reviewing and evaluating your performance, supervisors are encouraged to periodically review your performance. As an employee, you are encouraged to regularly note your accomplishments and your suggestions for improving the work place, so that you too may participate in the performance review. The performance review may be a time when suggestions for improving your performance are given. It is recommended that you take a positive look at those suggestions, focusing on goals and planning for future achievements. Your present employment is a step toward your career, so step forward.
STUDENT EMPLOYEE PAYMENT INFO
Wage Regulations
Minimum wage is $8.67 per hour(changing to $9.04 as of 01/01/12). Many positions pay above this rate in light of skills required, level of responsibility, etc. Any existing pay raise schedules are set by employers and are not mandated by the university.

Logging Hours

Your employer will share with you the payroll process for their business.  Each month your supervisor will provide State Work Study Time Sheets on which you document your hours worked. Please complete and sign these time sheets in ink. If you make an error, cross out the mistake and initial. Do not use white out or correction tape on your time sheet. Your supervisor will complete his/her section of the form and forward it to the PLU Student Employment office for reimbursement.
FAIR PRACTICES AND DISCIPLINE

In order to regularly monitor eligibility for the student positions on campus, student employees will be considered terminated at the end of their last semester of enrollment, or at the end of the May of the fiscal year in which they are employed; whichever comes first.

Fair Practices Relating to Disciplinary Action
· Employers should advertise student jobs with accurate job descriptions, stating the eligibility requirements and full job description. Employers should provide a copy of these requirements to employees, discuss their job expectations with them, and provide training and orientation where necessary. Consideration of terminating student employees should be based on the assumption that job orientation and training has occurred. In the student employee grievance process, this is the first thing the student employment manager will want to see.

· An evaluation of work performance is recommended each semester. The supervisor should thoughtfully do this evaluation. An unsatisfactory evaluation signals the need for discussion with the student concerning his/her job performance. Written documentation of such discussion is advisable. In any student employment grievance process, the student employment director, will review the supervisor’s evaluation record.
· An employer should advise a student employee in writing of unsatisfactory performance at least once before termination. A written warning should precede actual termination by two weeks; however; this two-week warning may be waived for incidents involving gross misconduct. A copy of written warning or termination should be maintained within the office of origin.

· Reasons for terminating a student employee may include, but are not limited to, completion or elimination of job, loss of funding, failure to carry out work assignments, lack of cooperation with co-workers or supervisor, repeated tardiness or absence from work, unsatisfactory work, or gross misconduct.

· In the event a student employee feels unjustly treated, refer to the Grievance Procedure.
Conflict Management and Grievance Procedures

Suggestions for dealing with conflicts in the workplace: Occasionally, work-related problems may arise. There are many methods for problem solving; one method is listed below. Talking confidentially with your supervisor or a trusted friend may help you see a situation more objectively. Arrange a time to do this in a private, quiet setting. Focus on the positive.

1. Identify the problem - Define the problem succinctly in your own mind. Try to pinpoint a specific behavior or procedure that you think needs to be changed.

2. Brainstorm for options - List all possible solutions, whether or not they seem realistic. 

3. Evaluate those options - Which one is most logical? Are there departmental or university guidelines that cover the issue?

4. Pick the one best solution.

5. Set goals - It helps to break a solution or goal into component parts to be tackled one at a time.

6. Keep a record - Give yourself due credit for progress made.

EMPLOYMENT TERMINATION INFORMATION

Reasons for Termination

You may wish to terminate your employment for a variety of reasons, or you may become ineligible for employment.  The following other reasons for the termination of your employment are listed below (after your employer has made his/her expectations clear and has given you ample opportunity to improve):

· Unacceptable job performance

· Violation of employer rules and regulations

· Excessive absenteeism or tardiness

· Malicious behavior (this is cause for immediate dismissal and termination)

STUDENT EMPLOYMENT RESOURCES

Student Employment Office

Ramstad 112, 8am-5pm M-F (253) 535-7459

This office provides information to you about job openings (part-time, temporary, and seasonal, on- and off-campus, Work-Study and non-Work-Study). These positions are listed on the website at www.plu.edu/stuemp.  Information regarding your work-study award balance, jobs, and hiring forms, is available upon request. W-4 forms (Employee's Withholding Allowance Certificate) are available in this office. You must complete a W-4, and I-9 prior to starting employment on campus.
Payroll Office

Nesvig Alumni Center, 8am-5pm, M-F, (253) 535-7531

Payroll is responsible for processing your time sheets for on-campus employment and producing paychecks, using hiring paperwork collected from your supervisor as the authorization to pay you. Direct Deposit is recommended for students’ payroll.  You can select this option and fill out the form to begin the process when you are hired.  The form is found on the Payroll website.  The Payroll office prepares calendar year end W-2 forms for tax purposes. 
Business Office

Hauge Administration Bldg, Rm. 110, 8am-5pm, M-F, (253) 535-7171

This office is a central location where you will pick up your paychecks. You must have photo identification with you when you pick up your paycheck. Please call for questions regarding picking up your paycheck.

Financial Aid Office

Hauge Administration Bldg, Rm. 130, 8am-5pm, M-F, (253) 535-7134

This office provides financial assistance and counseling to students who would otherwise be unable to attend the university. Financial aid is available to fill the gap between the student's potential resources and educational expenses. The Financial Aid Office awards work study based on need and if you indicated an interest in work-study on your Free Application for Federal Student Aid (FAFSA). Awarding is limited by the amount of work-study funds the university receives.

International Student Services

University Center, Rm. 161 8am-5pm, M-F, (253) 535-7195

This office provides services for international students. If you were admitted to Pacific Lutheran University as an international student, you will want to check there for information regarding employment restrictions. You will also need to visit this office to complete employment verification forms to take to Social Security Administration to apply for a Social Security Card. You will need a Social Security Number to work and be paid on campus.

Student Services Center

Hauge Administration Bldg, Rm. 102, 8am-5pm, M-F (253) 535-7161

This office has university-wide responsibilities with regard to billing and registration services.  This is the first stop in finding help in areas of finance and class registration.  After you have been registered for the first time, you will need to use this office for any changes in addresses, finances or scheduling.

Career Development 

Ramstad 112, 8am-5pm M-F, (253) 535-7459

This office offers career planning assistance. Services include career planning workshops, individual and group career guidance, a resource library and job-hunting assistance. They also provide graduate and professional school guidance and resources.
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