SECTION 2:  PURPOSE AND ROLES

The Purpose of Student Employment

The student employment program represents an important financial resource to assist students in earning funds to offset the cost of a college education while at the same time providing a valuable workforce.  Saint Mary’s College is committed to assisting as many students as possible by providing employment opportunities based on the following principles:

· The student work experience enhances the educational development and growth of students by providing work related learning experiences.

· The student work experience provides professional and/or practical training in major areas of student academic pursuits.

· The student work experience is a vital part of the total financial assistance that is essential to aid students who for financial reasons might not otherwise be able to attend college.

The Role of the Financial Aid Office 

The responsibilities of the Financial Aid Office include:

· Maintaining a centralized advertising system for all Saint Mary’s College positions available to students.

· Maintaining the search engine for student positions which is part of the Financial Aid webpage.

· Processing Student Appointment hiring forms received from supervisors.  

· Processing Drop Forms received from supervisors.

· Determining financial need and awarding Federal Work Study to students who qualify.

· Monitoring student eligibility and earnings for the Federal Work Study program.  Notifying supervisors and students when there are changes in Federal Work Study eligibility, or when students have exceeded the maximum amount of earnings.
· Provide student employment verification.
· Informing the Saint Mary’s community of applicable policies and/or regulations.

· Ensuring that Saint Mary’s College remains in compliance with various federal, Title IV, state and institutional regulations.

The Role of the Supervisor

Supervisor responsibilities include:
· Directing new student employees to the Payroll Office to complete the I-9 form, W-4 form and the Deposit Agreement if not already completed.

· Submitting a Student Appointment Form to the Financial Aid Office upon hire and once all payroll documents are completed.

· Making sure that timecards are completed in ink, signed by the supervisor and the student and turned in by the due date for timely processing.  Note:   The supervisor signature provides confirmation that the student actually worked the hours reported.
· Providing training, supervision and evaluation of the student employee’s performance.

· Establishing clear working goals.

· Delegating responsibilities.

· Setting a positive example of professional, polite and ethical behavior.

· Showing appreciation for exceptional work.

· Allowing for students input and ideas.

· Being an accessible supervisor.

· Being a teacher as well as a student.

· Encouraging risk-taking and decision making.

· Communicating openly and honestly.

The Role of the Student

Although students’ first priority at Saint Mary’s is to excel academically, student workers are expected to take their campus jobs seriously.  The departments and services depend on them to perform important and necessary duties.  Each student is responsible for:

· Completing all tax documents (these only need to be completed once during attendance at Saint Mary’s).

· Locating a position they are interested in obtaining via the Student Employment web site: www.saintmarys.edu/student-employment.  This website is updated in mid August.
· Contacting the supervisor to schedule an interview, establish a work schedule and determine duties.

· Securing a job and working the hours necessary to reach the awarded work eligibility amount.

· Informing supervisor(s) of any changes to a work eligibility amount if Federal Work Study was awarded through the Financial Aid Office.

