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Employment Changes 
If a student is studying abroad or chooses not to work during the fall semester but decides to work during the spring semester, she is to follow the same procedures as a student that has been employed throughout the year.   She will be responsible for finding a job online, contacting the supervisor and setting up an interview. 
If at any time, a student resigns from a position, it is her responsibility to give sufficient advance notice (two weeks if possible) to her supervisor that she is unable to continue working.  Additionally, if the student withdraws or takes a leave of absence, she is no longer able to remain employed by the College.  The supervisor needs to fill out a Student Employment Drop Form, which is only available in the Financial Aid Office. The Financial Aid Office will then inactivate the job in our Banner system and send the proper paperwork to the Payroll Office.  This notifies the Payroll Office not to send anymore timecards to the corresponding department for the student. 

Disciplinary Procedures
It is the hiring department’s responsibility to orient and train the student worker to ensure that she understands the requirements and expectations of her position.   However, there may be occasions when the performance of the student in her job is below expectations. In those situations, a progressive disciplinary process should be used to make sure that students have the opportunity to learn from their own mistakes, to correct their own errors, and to understand why they are being disciplined and/or terminated.   
Progressive Disciplinary Process
The progressive disciplinary process consists of:  an oral warning, followed by a written warning, followed by dismissal.  
Grounds for progressive disciplinary action include, but are not limited to:
· Excessive tardiness

· Excessive unexcused absenteeism

· Disobedience and insubordination

· Sloppy or unclean appearance 

· Carelessness or lack of attention that results in injury to a person or damage to property

· Reluctance or failure to meet job requirements 

· Unsatisfactory completion of job assignments

· Failure to work with the public or coworkers in a courteous, professional manner 

· Excessive time spent conducting personal business on the phone, on the Web, with friends, or in other manners during work hours.
Immediate Termination
Certain situations may require immediate termination. In these situations, the standard progressive disciplinary procedures will be bypassed.  Grounds for immediate termination include, but are not limited to:
· Theft

· Falsifying timecards or other College documents

· Gross negligence resulting in serious injury or damage to property

· Improper disclosure or use of confidential information

· Physical violence, obscene language, or other threats when dealing with the public or other staff members

· Being at work under the influence of illegal drugs or alcohol

· Immoral conduct or indecency, including sexual harassment; or

· Unauthorized possession of firearms or explosives. 
