2010-11 Student’s Guide to On-Campus Employment

The purpose of the Student’s Guide to On-Campus Employment is to provide a one-stop resource for students on the policies of employment at Saint Mary’s College.  This guide will be revised annually to remain current on federal, state and campus regulations.  Additional questions or concerns can be addressed by contacting the Office of Financial Aid.
The Student’s Guide to On-Campus Employment is divided into several important areas that may be reviewed or printed from the highlighted links below.
SECTION 1:  INTRODUCTION AND POLICIES
· The College’s Responsibilities

· Equal Employment Opportunity Employer

· Sexual Harassment Policy

· Drug-Free Workplace Policy

· Reporting On-the-Job Injuries

· Rest Periods

SECTION 2:  PURPOSE AND ROLES

· The Purpose of Student Employment

· The Role of the Financial Aid Office

· The Role of the Supervisor

· The Role of the Student 

SECTION 3:  STUDENT EMPLOYMENT ELIGIBILITY

· Types of On-campus Student Employment

· Federal Work-Study Students

· Non Work-Study Students

· International Students
· Hiring Minors
SECTION 4:  FINDING A JOB
· Job Database
· Interviewing
· Complete Hiring Documentation

· Work Schedules and Attendance

· Orientation and FERPA Training
SECTION 5:  GETTING PAID
· Pay Rates

· Stipend-Paid Employment 

· Grant Paid Employment

· Submit Timecards

· Payday

· Earnings Limitations

SECTION 6:  EMPLOYMENT CHANGES AND TERMINATION
· Employment Changes

· Disciplinary Procedures

SECTION 7:  PAYROLL FORMS
· I-9 Form

· W-4 Form

· WH-4 Form

· Deposit Agreement

· 1st Source Bank Account

