SECTION 4:  FINDING A JOB
Job Database
The Financial Aid Office is responsible for the central job database for all Saint Mary’s College positions available to students.  The Financial Aid Office maintains that database and while departments are welcome to advertise positions in other ways, it is vital that they be advertised in the central database to assure that all students have equal access and opportunity in the campus employment process. This database is updated in mid August for the following academic year. 
All job descriptions are saved in the student job search engine and are available to view on our web site: www.saintmarys.edu/student-employment. Jobs are open and advertised until the supervisor provides notification that the position has been filled.

Interviewing
Interviews are an important step in a student’s progress toward becoming a confident and able participant in the world of work.  The job search provides a valuable experience.  A large measure of confidence can result from a job interview and the discussion of qualifications and skills.  The main purpose of the interview is to determine if the student is capable of meeting department employment needs.  It also allows the student the opportunity to determine if she feels qualified and comfortable with the position.  During the interview, both the employer and student need to come to some understanding of the expectations and style of the other person.  
Complete the Hiring Documentation

The following paperwork must be submitted to the Payroll and Financial Aid Office upon hiring of a student.  Students cannot be paid until all Payroll and Financial Aid documents are completed and submitted:


 Payroll Documents*:

· Form I-9

· W-4 form

· Deposit Agreement

All documents can be found on the Financial Aid website for download: www.saintmarys.edu/student-employment.

*IMPORTANT NOTE:  Do not attempt to have your supervisor complete the payroll documents for you because improper processing can result in large fines to the College.  Instead, go to the Payroll Office for assistance completing the forms.

Work Schedules and Attendance

Weekly work schedules are determined by the student and her supervisor each semester.  The assignments are for 30 weeks excluding holiday and vacation times.  A student is not allowed to work during scheduled class times.  Once a work schedule has been arranged, it is expected that the student will adhere to that schedule.  Supervisors plan their work schedules using the students’ commitments to work at a particular time.  If the student is unable to report at the scheduled time, she must contact her supervisor in a timely manner.  Arrangements should be made to find a substitute and/or arrange another time to work the hours during that pay period.  Students are expected to work their regularly scheduled hours during final examinations unless the hours directly conflict with examination times.  The student must notify her supervisor if a conflict exists.

Orientation and FERPA Training 

Supervisors must ensure that student employees have a clear understanding of their duties and responsibilities prior to beginning work.  
Students need to clearly understand their duties and responsibilities as well as any specific expectations for their behavior and dress while on the job.  At a minimum, a supervisor should explain:
· The hours students are expected to work,

· The way in which requests for time off will be handled,

· The steps students must take to notify the office if they are ill and

· The appropriate manner of dress for their work environment.

Supervisors should also remember to provide basic information, such as the location of rest rooms, where coats and personal belongings should be kept, when and where breaks may be taken and if food or beverages are allowed at the student’s workstation.

If students will have access to the records of other students, supervisors should provide all student employees with Family Education Rights and Privacy Act (FERPA) training.  FERPA requires that Saint Mary’s College maintain the privacy of all student education records.  

