Student Employee Handbook

On-Campus Employment
STUDENT EMPLOYMENT 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).

Full and Half-time students may be eligible for the FICA (Social Security) exemption,

meaning that you and your employer will not have to pay the 7.65% withholding if you are enrolled in at least 6 credit hours at any point during the payroll period (unless you are a permanent employee of the university). Permanent employees of PLU are NEVER considered to be student employees, regardless of the number of credits they take.

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. If a work-study student with an on campus job earns the entire amount of their award, s/he is moved to institutional funding for the remainder of the year. 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. Federal work-study is not awarded for summer employment.
The Financial Aid Office is required to monitor your earnings from all sources, comparing your income to your calculated financial need. However, work-study earnings are exempt when determining financial aid eligibility. This guarantees that financial aid funds are distributed fairly to all students in need. Your earnings this year (whether from work study or non work study employment) will not affect your aid this year. However, you will indicate your income when you apply for financial aid for next year, so the level of your earnings may affect your aid eligibility for the next year.

REQUIRED FORMS FOR GETTING HIRED

If you are eligible for student employment and an employer on campus wants to hire you, there are forms that must be completed. On campus hiring paperwork includes an I-9 and a W-4.

The I-9 Form

The I-9 is a federally required document that verifies your eligibility to work in the U.S. “IT MUST BE COMPLETED ON OR BEFORE YOUR FIRST DAY OF EMPLOYMENT.” You may complete the I-9 form in the Student Employment Office. The Student Employment office will need to see and verify original identification documents. Most students use a picture ID (Valid Driver’s license or PLU ID) and Social Security Card or a certified birth certificate. However, if you have a passport, it will fulfill both ID requirements.  There is an “acceptable” ID list printed on the back of the I-9 form. Please read it carefully when deciding on what identification you will present to your employer. If I-9 documentation is not complete by the third day of employment, YOU MUST STOP WORKING! By law you must have this documentation to continue employment at the college. If you should happen to work without completing this documentation, YOUR EMPLOYMENT WILL NOT BE OFFICIAL UNTIL THE I-9 FORM IS COMPLETE IN THE STUDENT EMPLOYMENT OFFICE. You will only need to fill out the I-9 form once while attending PLU (as long as your enrollment is continuous and less than 5 years in length). An exception to this rule exists for international students who may have to renew their I-9 periodically. 

The W-4 Form
Work-Study and non-Work-Study earnings are subject to federal tax withholding. The W-4 form (Employee's Withholding Allowance Certificate) is used to stipulate marital status and number of dependents in order to correctly withhold those taxes from your pay. It is important that you file a W-4 form with the Payroll Office to insure accurate withholding. You may be able to claim exemption from withholding based upon meeting criteria indicated on the W-4 form. Exempt status expires February 15th of each year. You must complete a new W-4 form if your exempt eligibility status continues.

It is your responsibility to decide how you want to complete the W-4 Form and withhold taxes. You may wish to speak with whoever does your taxes in order to best determine how much you would expect to owe and how much you would therefore want to have withheld from your paychecks, if any. W-4 Forms are available in the Payroll Office, the Student Employment Office or online. You may file a new W-4 Form at any time -- turn it in to the Payroll Office.

ON-CAMPUS POLICIES AND PROCEDURES

Employment Locations

The most common places for students to find work on campus are in Dining Services, Campus Safety, the Residential Halls, and the various offices on campus (i.e. in office assistant, desk worker, and data entry positions).  Federal Work-Study and Non-Work-Study student employees are employed by the university. Each department determines if it can afford to hire students (work-study or non-work-study) within their budget.  

Maximum Hours per Week

Student employees on campus can work no more than 20 hours per week during regular enrollment periods, and 40 hours per week during summer and official breaks. Students who are enrolled during the summer are restricted to working no more than 20 hours per week while classes are in session.  Graduates are allowed to work until August 31st of the graduation year.  However, international students cannot work after graduating.
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.  Factored into these limits are stipend positions which are considered full time. Periodic checks of the total hours worked will be completed.

Computer Use Policies

It is against University policy to use a computer under the staff member’s login (ePass, Banner, NT, etc.).  This is a violation of the computer use policy.  It is also a violation for anyone to use another person’s password—no matter what the account.  In addition, they must not let another person use their own computer account.  These policies are found at: http://www.plu.edu/~comptelc/policies/acceptable-computer .html
Student Employee Dress Code and Performance Expectations
Departments 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.
Work Area Expectations

Your department may have specific workspaces set aside for student employees or you may be sharing space and equipment with other staff members. In either case, it is important to be considerate of others. Keep your work area clean and presentable. Do not leave food or beverages in your area and clean up after yourself by making sure trash is in the garbage and recyclable items are in the proper bins. You will want to discuss specific expectations with your supervisor.
Breaks and Meal Periods

Student employees, who work more than five consecutive hours must be allowed a meal period of at least 30 minutes beginning no less than two nor more than five hours from beginning of shift. Employees who work more than three hours of overtime* are required to have an additional 30 minute meal period, prior to or during the overtime period. Student employees should not be paid for meal periods when they are completely relieved from duty during the break.
Student employee must be allowed a rest period of 10 minutes paid time for each four hours of working time. Rest periods should be scheduled as close as possible to the midpoint of the work period.

Student should not regularly be scheduled to work more than 20 hours/week during the academic year and 40 hours/week during breaks and summer. 

Personal Belongings/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 and to Campus Safety (x.7441).

Confidentiality

Student employees may be called upon to work with private information concerning student information or information affecting Pacific Lutheran University. Students, families, staff and faculty must be able to trust in the confidentiality of their information and its careful handling by various departments across campus. Unauthorized release of confidential information is a serious violation of the Family Educational Rights and Privacy Act (FERPA), which may result in termination of employment. 
The best rule of thumb is simply to not discuss information seen or heard during work. If someone persists in seeking information, refer that person to a staff member. This can be particularly important when information is requested by phone. Consult your supervisor to find out any specific details that relate to the department you work in. Respect the records and information as if it was your own personal information.

Work Schedule

As a student employee, your department relies on you to be dependable and punctual in maintaining your work schedule. When you are at work, you are expected to give 100% to your job. You are expected to adhere to the work schedule that you have outlined with your supervisor. The only acceptable absence is in the case of illness, unless previously arranged with your supervisor. When ill, please call your supervisor as soon as possible. Your supervisor will need to have adequate time to make adjustments due to your absence. Tardiness is not acceptable. If you will be late, you must let your supervisor know immediately.

Additional Work Requirements

If you complete a work assignment, it is your responsibility to inform your supervisor so that they may assign you another project or perhaps see if other staff in your department need your help. It is not appropriate to read class assignments, surf the internet, email friends, or do homework while waiting for your next work assignment. It is your responsibility to ask your supervisor what you can do to help. If you cannot locate additional work, you should let your supervisor know and they may choose to have you leave for the day. Remember that your department’s student labor budget is very tight and they do not have the funds to pay students who are not productive.

Safety

As a student employee it is important for you to understand any and all safety precautions that should be taken while on the job.  Student employees are responsible for following the requirements of PLU’s Occupational Safety, Health & Accident Prevention Program (http://www.plu.edu/safety/documents-forms/home.php). 
This includes: 

· Participating in training programs. 

· Actively supporting and participating in the University’s efforts to provide a safe working environment.

· Coordinating and cooperating with all other employees in the workplace to try to eliminate on-the-job injuries and illnesses.

· Applying the principles of accident prevention in daily work, class, laboratory or residence and use proper safety devices and protective equipment required by PLU.

· Taking care of all personal protective equipment properly.

· Not wearing torn or loose clothing while working around machinery.

· Reporting promptly to your supervisor every injury or occupational illness.

· Not removing, displacing, damaging, destroying or carrying off any safeguard, notice, or warning provided to make the workplace safe. 

· Not interfering with the use of any work practice designed to protect you from injuries. 

· Doing everything reasonably necessary to protect the life and safety of others.
Customer Service

When addressing the public, whether on the phone or in person, it is of utmost importance to be friendly, kind and helpful. As a student employee, you are an extremely valuable ambassador for the University. It is critical that all customers (students, prospective students and families, staff, faculty, or off campus constituents) are treated with respect and grace.
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 INFORMATION

Campus Wage Regulations

Minimum wage is $8.67 per hour. 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. Students are mostly paid on an hourly basis (no commissions, bonuses, fees, gifts or contributions are permitted as a condition of employment). However, some positions are paid through a stipend for some jobs on campus (i.e. Resident Assistant positions).
Logging Hours

Students record their hours worked online in their Bannerweb account.  When you are hired on-campus, an online timesheet is created for you.  It can be found by logging into Bannerweb and clicking on “Employee Services.”  Then click on “Timesheet.” In this timesheet you can enter your hours worked.   You are required to submit your hours to your employer on the 15th of every month by clicking the “Submit for Approval” button.

Picking up Your Paycheck

Students are paid monthly at Pacific Lutheran University.  The pay period comes to an end on the 15th and the next pay period begins on the 16th of every month.  Paychecks are finished and ready to be picked up around the 25th of every month.  Paychecks can be picked up in person, with photo identification, at the Business office located in the first floor of the Hauge Administration Building; the office is down the hall perpendicular to the Student Services center.  Either that or you can sign up for direct deposit and have the funds placed directly into your banking account.  Forms for this option can be picked up in the Payroll office or online.
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
Building across from Health Center on Park and 121st, 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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