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	Introduction


	Positive work environment

	
	Welcome to the Office of ___________. The __________ cultivates a positive work environment that empowers student employees to provide the best possible service to students, University faculty and staff, as well as community members.



	Team approach
	
	In accepting a position in the _____________, you have become a member of a team that takes great pride in ________________________________________________  
________________________________________________


	
	
	

	Developing competent student employees
	
	This handbook is the primary resource outlining the general policies and procedures for student employees within the _____________.  It was compiled to demonstrate our commitment to developing knowledgeable, creative and innovative student employees.  We value and support the training of our employees, and will recognize and reward their work contributions.     




	
	
	Organization Structure
Mission Statement


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	
	
	

	
	
	

	
	
	

	
	
	


	
	
	Attendance Policy



	Dependability is 

Crucial

No call No show not acceptable
Excessive tardiness will negatively affect attendance rating
Scheduled vs. unscheduled absences

Canceling a shift due to need to study considered an unscheduled absence 


	
	Dependability is crucial.  When you are absent, others must absorb a greater workload.  Good attendance is an expectation and includes showing up for all scheduled work hours unless previous arrangements have been made with your supervisor.  Attendance evaluations are prepared each semester and are part of the annual performance evaluation.   

No call no show is unacceptable.  The 1st no call no show will result in a verbal counseling documented on our discussion form.  A 2nd no call no show will result in a written warning.  A 3rd will result in dismissal from employment.

Tardiness is also a consideration of an attendance rating.  If you are consistently tardy for a shift you will receive a verbal counseling.  Continued tardiness will result in a written warning.  Habitual and excessive tardiness will result in dismissal from employment.  If you are going to be more than 10 minutes late for your shift please call ___________________ and communicate your reporting time.  
Arrangement to miss work for any reason made in advance of your shift will be considered a scheduled absence, and will not negatively affect your attendance rating.  Calling in to cancel a shift with less than 24 hours notice is an unscheduled absence.  

Calling in to report you cannot work due to the need to study is not an acceptable absence.  Review course requirements outlined in course syllabi in relation to your semester work schedule, and manage your time accordingly.  If there is a need to study, please seek your supervisor’s permission for a scheduled absence at least 24 hours in advance of your shift.  

Calling in to cancel your shift because you are going home for the weekend is considered an unscheduled absence.  

	Arrange coverage for your shift
	
	Everybody gets sick.  When you do experience an illness, it is expected you make every effort to provide a substitute for your shift.  Reach out to your co-workers listed on the student schedules to arrange coverage for your shift.  



	Prompt communication
	
	If you are going to be late or absent, please call ____(name and number)_________ ___________and communicate your replacement’s name, efforts made to secure a replacement, along with an anticipated return to work date.  Three or more cancellations of a shift without substitutes or alternates are cause for discipline. A belated explanation accounting for why you missed your shift is not acceptable.   




	
	
	Confidentiality/FERPA Policy (If applicable to your dept.)


	Essential for compliance with CONFIDENTIALITY,

FERPA, AND federal & state  laws 


	
	As a student employee, you will have access to confidential information such as household income, social security numbers, grade point averages, and disciplinary status, etc.  The Family Educational Rights and Privacy Act (FERPA) of 1974 provides guidelines that do not allow the release of academic information to third parties.  Federal and State laws protect the distribution of that data; therefore students are required to sign a confidentiality agreement.  A copy of this agreement is included in this handbook.

Violation of this agreement subjects student employees to disciplinary action, up to and including dismissal from employment.  



	
	
	


	
	
	Discipline Policy



	Grounds for disciplinary action
	
	Irregular attendance, poor performance, or inappropriate workplace conduct is subject to employment disciplinary action.  




	Opportunity to correct behavior
	
	The Office of _______ gives the student the opportunity to correct the behavior through:

1. Verbal Counseling/Warning 
2. Formal Written Warning (a copy to personnel file)

3. Termination of Employment (copy to personnel file)



	Causes for immediate dismissal
	
	Certain actions will result in immediate dismissal such as: 

1. Submission of fraudulent hours of a time card 

2. Destruction or theft of property 

3. Threat of or physical harm to others  

4. Violation of Confidentiality Policy

5. Gross misconduct and/or insubordination.



	Appeal Procedures
	
	The Student Employment Guide provides details regarding the procedures that students may enact to appeal disciplinary decisions. This information may be retrieved from ‘Employment Guide’ as displayed on the OSFAS Student Employment Website:

(http://www.studentjobs.uconn.edu/html/frameset.html)   

See the section titled ‘Student Employee Grievance’. 




	
	
	Dress Policy



	Dress to suit the university environment is required 


	
	The Office of__________  provides highly visible services to students, parents, faculty, administrators and visitors.  A “first impression” is determined within the first few seconds of meeting someone.  Think about the level of confidence people unconsciously associate with someone responding to a question wearing a suit and tie versus shorts and flip-flops.  



	
	
	

	Guidelines for Appropriate dress 
	
	· Clothes should not be revealing, and must cover the midriff, back and cleavage areas of the body
· Clothes should be clean and without holes or tears in the fabric  

· Shirts cannot include language, pictures, or logos that could be considered offensive 

· Tattoos that include profanity or erotic pictures should also be covered

· Shorts are allowed but must be at least mid-thigh length.

· Spaghetti strap and tank tops are prohibited (for men and women)
· “Stretch pants” should have a long shirt that hangs over the buttocks

· Sweat pants,  pajamas, and slippers are prohibited
· No head wear (exceptions made for religious reasons)
If you are unsure if attire is offensive or inappropriate, then it is a good idea not to wear it.  If you do not follow the dress code, we will send you home to change.


	
	
	Email, Instant/Text Messaging and Web Usage Policy

Student employees are subject to all applicable State of Connecticut and University of Connecticut Policies regarding acceptable use of IT resources. 


	Using husky email for work or business related activity
	
	Your husky e-mail account is the University’s primary source of communication with you and should be checked regularly.  Student employees are allowed to log-on briefly at the beginning of their shift to check work or University business related activity.  This is not an opportunity to respond to personal correspondence with friends.



	Instant messaging is prohibited
	
	Instant and text messaging is a non-work related activity and is prohibited in the workplace.  



	Internet usage is restriced to work activites only


	
	Surfing the web unless specifically required to do so for work purposes is prohibited.  This includes music/radio sites such as Pandora, Spotify, etc.  The use of IPODs or mp3 players is also prohibited.

The following disciplinary action will be taken if a student violates any portion of the E-mail, internet, and text message use policy.

# 
Violations
Action Taken
1st

Student will be given verbal warning.

2nd

Student will be given an additional verbal warning.

3rd 

Student will be given a written warning.

4th

Student will be dismissed.   



	Contact your supervisor when experiencing computer difficulties
	
	If you are experiencing computer difficulties contact your supervisor for direction. Your supervisor will contact the necessary parties to remedy the issue.       



	Cell phones must be on vibrate mode and not visible while at work


	
	Cell Phone Policy

While at work students are expected to exercise discretion with regard to the use of personal cellular phones.  Personal calls during the work hours, regardless of the phone used can interfere with productivity and be distracting to others.  Cell phones are not to be visible while at work and must be kept on a vibration mode at all times.  If a student has an emergency which requires they use their cell phone they are to notify their immediate Supervisor.  Students are asked to check their phones, make personal calls or text message during breaks and lunch periods outside the office and to ensure that friends and family members are aware of the department’s policy.  The office will not be liable for the loss of personal cellular phones brought into the workplace.  The following disciplinary action will be taken if a student violates any portion of the cell phone usage policy.

#Cell Violations
Action Taken
1st

Student will be given verbal warning.

2nd

Student will be given an additional verbal warning.

3rd 

Student will be given a written warning.

4th

Student will be dismissed.   




	
	
	Essential Employment Paperwork Policy



	Completion of the I-9 form prior to commencing work
	
	Student employees cannot legally work until they have completed the required I-9 form demonstrating proof of citizenship or permission to work in this country.  The federal government requires employers to view the original documents proving identity and eligibility to work.    

You may complete the I-9 form in the Scholarship/Student Employment Unit


	Completing the W-4 forms to ensure tax withholdings are designated


	
	Student wages are taxable.  You are encouraged to complete both the federal and state W-4 tax forms or you will automatically be taxed at the highest rate.

W-4 forms may be obtained at any time in Student Employment or on the Forms section of the Student Employment Website, www.studentjobs.uconn.edu


	Direct Deposit
	
	The Direct Deposit form is optional, but recommended. Completion of this form allows student paychecks to be electronically deposited into a designated checking or savings account.


	
	
	Limited Work Hours Policy



	Negotiating work hours with your supervisor


	
	Part-time work for students is an important part of University activity. Such work provides much-needed financial assistance and valuable work experience. In setting a work schedule, employers and students are encouraged to keep in mind that the student’s primary focus should be on academic endeavors and that there must be a balance between educational responsibilities and work. The student’s work schedule and number of hours per week should be negotiated between the student and supervisor with input from the Scholarship/Student Employment Unit.

	Limits to work hours
	
	During the fall and spring semesters, it is recommended that students not exceed 20 hours per pay week (Friday through Thursday) in all jobs. During intersession, spring break, and summer, it is recommended that students not exceed 40 hours per pay week in all jobs. Under no circumstances will an Office of ________________ student employee work more than 40 hours in a pay week, without prior approval from your direct supervisor.

Under no circumstances should a Work-Study student work hours in excess of those payable by his/her Work-Study award



	
	
	Meal and Break Policy



	Thirty minute lunch break for those working 5 or more consecutive hours
	
	Under Connecticut State Statute (Sec 31-55ii), employees who work for seven and one-half (7.5) or more consecutive hours must be offered a period of at least thirty (30) continuous minutes for a meal period.  In general, the law requires this period to be given some time after the first two (2) hours of work and before the last two (2) hours of work. 

The department policy is that  students will be required to take a 30 minute break after working ______ consecutive hours. 
 

	swiping out for the 30 minute lunch break
	
	Student employees are not paid for meal periods: 

· which are thirty (30) or more consecutive minutes, or

· in which they are released from work duties. 

Therefore, the meal period should not be logged as hours worked on the student's timesheet. 


	Circumstances where the student employee is compensated for the lunch break


	
	Student employees must be paid for meal periods:
· in which they are not released from their work duties, and/or work stations

	Notify supervisors when going on a break and arrange coverage
	
	Consider your work location when taking short breaks to use the restroom or a beverage. To the best of your ability, ensure there is coverage in your absence. Students are to notify their supervisor when they are stepping away from the work site.  Student employees rarely work more than 5 consecutive hours, but if they are required to do so, students will be given a 15 minute paid break, or negotiate a 30 minute unpaid meal break as discussed above.  



	
	
	Paycheck Policy



	Distribution of student checks
	
	Paychecks are distributed in the_________________ office.  For your convenience, you may have your check directly deposited to your bank account by completing a Direct Deposit form.  

A Direct Deposit form may be from Student Employment or the Payroll Department at http://payroll.uconn.edu 


	Payroll problem s
	
	If there is an error in the amount of your paycheck, please notify  your supervisor right away. If you lost a check or experience a problem with the direct deposit facility, you must contact the Payroll department at 486-2423 immediately.


	
	
	Payroll Calendar


	Bi-Weekly Pay & 4 Weeks for the first pay
	
	Students are paid bi-weekly.  As the state has a two-week hold back in pay, your current check will reflect the hours worked in the pay period that ended two weeks prior.  Payment dates may be viewed by accessing the UConn Payroll Calendar at http://payroll.uconn.edu or in the Forms section of the Student Employment website, http:/studentjobs.uconn.edu/. 



	
	
	Commitment to Customer Service Policy



	Professional Standards for communication
	
	Your actions, demeanor, and word choice are a reflection of the department and the University.  Clear and concise communication patterns are the basis for professional behavior, and are exemplified by the following:

· speak in a friendly and inviting tone
· listen to the customer and summarize their concerns to clarify the issue/inquiry
· ask questions politely to gather further information
· respond to inquiries promptly


	answer questions promptly or refer the inquiry to a coworker
	
	If you do not know the answer to a question, explain that you will research the inquiry to obtain the correct answer, and that you will contact the person in a prompt manner. Offer a time by which you can provide a response to the person making the inquiry (Never wing it!). 

If you are rushing off to class, or cannot answer the inquiry, pass the message onto a co-worker to follow up with the customer. Record the necessary information so that your co-workers can understand the nature of the inquiry (and details to contact the person making the inquiry).



	Awareness of diversity issues when communicating with customers
	
	Be aware of your surroundings when engaging in all conversations, and be sensitive to the diverse environment in which we work. Please be sure to demonstrate sensitivity to customers who speak English as a second language, as they may experience difficulty in expressing their concerns. Demonstrate patience and ask questions to help them communicate their concerns. 



	
	
	Performance Evaluation Policy



	Purpose for Evaluating Performance
	
	Performance evaluation is an important tool for both supervisors and employees.  It enhances the management of an organization, recognizes achievement and offers constructive suggestions for improvement.  



	Performance evaluation process
	
	In the Office of______________, student employees’ performance will be evaluated approximately 60 days after commencing employment and from that point annually. This period shall be considered a probationary period.  Upon successful completion of this working test period, your employment may be continued.  Students are appointed on an annual basis and should not assume automatic renewal of appointment from year to year.  See page 20 of this handbook for a sample of the Student Employee Performance Evaluation form.  

Your supervisor will meet with you to review your overall job performance.    



	Feedback from students regarding the workplace
	
	As part of the 360 degrees evaluation process, we ask you to evaluate us as an employer and service provider.  Your feedback will help us understand the changing needs of our student employees and the office.  See page 18 of this handbook for a sample of the ‘Student Evaluation of the Work Experience’ form.

This will be distributed the week prior to final exams during the Spring Semester.



	Pay increases
	
	If the supervisor supports a pay increase, the student will receive a   pay increase after one year of employment, and the completion of a satisfactory performance evaluation. Increases prior to the annual increase are subject to management approval.


	JOB TRAINING IS ON-LINE AND REQUIRED

	
	The Office of _____________ has a strong commitment to the training, and cross-training of our student employees. Each student employee will develop “minimum” competencies for each unit of the department in an effort to provide basic coverage at any given time.  Cross-training allows the employee to develop knowledge and skills in more than one area. 

Many student employees work in more than one unit during the academic year.  Please anticipate you may be asked to “shadow” the student employees in another unit when your assigned unit is experiencing a reduction in work-load.  Student employees are encouraged to communicate their interest in working in a given unit to your supervisor. 

	
	
	

	
	
	


	
	
	Timesheets, Timecard Checklist and Balance Tracking Policy



	Sign in and out daily 
	
	There is a designated workstation in the __________________ where student employees sign in and out.  



	Student employees are responsible for tracking Work-study balances
	
	Student employees are responsible for tracking their Work-Study balances.  (See attached sample of Work-Study Tracking Sheet)



	When Work-study funds run out
	
	Exhaustion of Work-Study funds may warrant authorization of student labor dollars.  Student labor funding is subject to approval by the Executive level as the department budget permits (and based upon available funds).   

 

	Reporting discrepancies between timesheets and pay


	
	Mistakes or discrepancies discovered in your timesheet should be immediately reported to your supervisor  




	submitting a timesheet at the end of the pay period
	
	Pay periods are bi-weekly, and end on Thursday.  Completed timesheets must be submitted and signed by the student and a supervisor/Scholarship/Student Employment representative by the established deadlines each pay period. Failure to submit a timesheet by 5 p.m. on the last Thursday of a pay-cycle will result in significant delays in receiving your paycheck. If you do not work on a Thursday, complete and sign your timesheet on your last day of work during the pay-cycle.   




	
	
	Visitors and Phone Usage Policy



	personal calls in case of an emergency only

text messaging
	
	We understand emergencies could happen and may result in a phone call. Such calls should be kept to a minimum, even if using your personal cell phone.  Alert your supervisor and step away from your work station.
Text Messaging is a non-work related activity and is prohibited in the

workplace.  



	No long distance phone calls
	
	University phones may not be used for long distance calls.



	keep personal visits Brief 
	
	Personal visitors (roommates, friends, significant others) can become a distraction from work.  The occasional visitor passing through the office to say hello or to drop off an item is expected, however, visits should be kept to a minimum and short in duration.  We can define short as 2-5 minutes.
Homework Policy




Homework

       In general, studying and/or doing homework is not permitted                    



                   while working.  However, if on a rare occasion, there is no work,                  
and all training modules have been completed, a student may ask                                      his or her supervisor for permission to do so.  Under no circumstances should a student employee be using a personal laptop or tablet,  or be studying while on duty without permission.   Failure to comply may result in disciplinary action.
General Rules of Conduct- Employees are forbidden to engage in the conduct listed below and may be disciplined or dismissed for doing so. The list is not exhaustive.
A. Unlawfully distributing, selling, possessing, using, or being under the influence of alcohol or drugs when on the job or subject to duty;
B. Misusing or willfully neglecting University property, funds, materials, equipment, or supplies;
C. Fighting, engaging in horseplay, or acting in any manner which endangers the safety of oneself or others. This prohibition includes acts of violence as well as threats of violence.
D. Marking or defacing walls, fixtures, equipment, machinery, or other University property, or willfully damaging or destroying property in anyway;
E. Interfering in any way with the work of others;
F. Stealing or possessing without authority any equipment, tools, materials, or other property of the University, or attempting to remove them from the premises without written permission from the appropriate authority;
G. Being inattentive to duty including sleeping on the job.
H. Refusing to do assigned work or to work overtime if directed, or failing to carry out the reasonable directive of a manager, supervisor, or department head.
I. Falsifying any time card, attendance report, or other University record or giving false information to anyone whose duty it is to make such record;
J. Being repeatedly or continuously absent or late, being absent without notice or reason satisfactory to the University, or leaving one’s work assignment without authorization;
K. Conducting oneself in any manner, which is offensive, abusive, or contrary to common decency or morality; carrying out any form of harassment including sexual harassment;
L. L.   Operating state-owned vehicles or private vehicles for state business without proper license or operating any vehicle on University property or on University business in an unsafe or improper manner;
M. Having an unauthorized weapon on University property;
N. Appropriating state or student equipment, time, or resources for personal use or gain;
O. Engaging in actions which constitute a conflict of interest with one’s University job; including but not limited to, in the case of academic administrators and faculty, the teaching of credit courses at other educational institutions, unless approved in advance in accordance with established procedures;
P. Gambling or soliciting money or other types of solicitation;
Q. Smoking within no-smoking areas, a no-smoking operation, or an area of the University that must be entered for the conduct of University business;
R. Computer abuse, including but not limited to. plagiarism of programs, misuse of computer accounts, unauthorized destruction of files, creating illegal accounts, possession of unauthorized passwords, disruptive or annoying behavior on the computer, and non-work related utilization of computer software and hardware;
S. Conviction of a crime;
T. Engaging in activities which violate either the state’s or the University’s code of ethics.
Student Evaluation of the Work Experience

Student:





Primary Work Area:





On a scale of 1-10 please rate these characteristics of your job in the Office of _____________________.  (10 being the highest score.)

The Job

1.  Satisfying (provides a sense of accomplishment)     


_____

2.  Informative (teaches you new skills)




_____

3.  Challenging (offers challenges & creativity)



_____

4.  Growth Potential (helps you develop transferable skills)

_____

5.  Usefulness (yields some benefit to you or your employer)

_____

6.  Workload (satisfaction with the amount of work required)

_____

7.  Training (level of training you feel you were given)


_____

Service Area

1. Availability:


(How would you rate our availability to students?)


_____

2. Instructiveness
:






_____

(Do we help our students grow to become successful 

in managing and understanding the financial aid process?)

3. Fairness:







_____

(The fairness of our policies and procedures)

4. Knowledge:







_____

(The level of knowledge our staff and students have)

5. Receptiveness and Respectfulness:




_____

(Are all staff members receptive to and respectful of clients?) 






Suggestions to improve service to the University community:
_____________________________________

______________________

Student’s Signature





Date

        STUDENT EMPLOYEE PERFORMANCE EVALUATION FORM

Student Employee Performance Evaluation Form

Name:______________________________________Evaluation Date:  ___________

· Initial 60-day

· Annual

O=Outstanding          AB=Above Average          S=Satisfactory         NI=Needs Improvement          U=Unacceptable


1. Attendance:


___________

(Reliability:  On-time, finds replacements for shifts missed, minimal last minute calls)

2. Customer Service:

___________

(Displays helpful demeanor with customers and co-workers)

3. Job Knowledge:

___________

(Demonstrates knowledge of each position worked.  Satisfactorily completed required student training modules…)

4. Job Quality:


___________

(Consistent, works at strong pace, meets deadlines, does not need to be asked to re-do tasks)

5. Initiative:


___________

(Willing and capable of learning skills, eager to perform tasks when current assignment is complete, works with supervisor and strives to do more than expected…)

6. Demeanor:


___________

(Follows instructions, cooperative, not argumentative, offers solutions to concerns/complaints, eager to complete given task, checks with supervisor before leaving work site, follows handbook policies…)

7. Appearance:


___________

(Presents a clean and professional appearance, follows dress policy)

Comments:

__________________________________                    __________________________________________

Student’s Signature

Date

      Supervisor’s Signature

Date

CONFIDENTIALITY AGREEMENT

Instructions:   

Students employed by the Office of ___________________ must review and sign the Confidentiality Agreement each academic year.  Completed forms are to be returned to the employee’s immediate supervisor.

Employee Information:

Student’s Name





PeopleSoft ID     
Agreement

Students employed by the Office of _____________________ are subject to Federal Regulations (including FERPA), State of Connecticut, University of Connecticut, and Office of _______ Information Security Policies.  In my acceptance of employment with the Office of ________________, I understand that in my duties, I may have access to information about individual students, parents or statistical information about the University that is not available to the general public.  I understand that I may be assigned login credentials to allow me to access this information.  The use of such credentials outside of the workplace or for any reason other than official ____________ business is strictly prohibited.  By signing below, I indicate that I have read and understand this confidentiality agreement and agree to maintain the confidentiality of all such information.  I further agree that at no time will I grant access to these credentials by providing someone else the password, and I therefore will be held responsible for all activity done using my individual _________________ credentials.
I understand that pursuant to Public Act 98-142 and the State of Connecticut’s “Electronic Monitoring Notice” the State reserves the right to monitor and/or log all activities without notice, and that all suspected violations of University Information Security policy will be investigated by the Office of Information Security and Privacy. In certain situations other University, State, or Federal representatives might be included in those investigations.  Violations of the aforementioned Policies and Regulations and/or any breach of confidentiality (including any discussions about the workplace on Social Networking sites, e.g. Facebook, Instagram, Twitter, Blogs, or any other Internet related forum) will result in immediate termination and may also result in appropriate disciplinary measures in accordance with local, State, and Federal laws, as well as University Laws and By-Laws, General Rules of Conduct for All University Employees, and the University of Connecticut Student Conduct Code.

.
Student’s Signature                 


  Date



Supervisor’s Signature

                            Date

Employee Information:

Student’s Name





PeopleSoft Number

Date

Local Address

Local Telephone Number
Emergency Contact Name 




Relationship to Student

Emergency Contact Telephone Number
I have read and understand the policies and procedures written in the Student Employment Handbook.

_________________________________                _______________________________________

Signature/Sign                                                          Date
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