SECTION 4:  HIRING A STUDENT

Revised January 3, 2011
Budget Planning for Student Employment

Departments assess need during the regular budget cycle when they submit operating budget requests for the following year (i.e., In October 2010 for changes to occur in the 2011-2012 academic year).  It is important that the Opportunity Form is completed and submitted to the Department Vice President for new positions or rate increases during this time.  Please contact your Department Vice President for further information.
The dollar amount budgeted for student employment needs to be based on the number of hours students are needed not on the number of positions available.  This is because the number of student positions generally is not constant.

General formula for dollar amount calculation:

# of hours that need to be filled * Hourly Wage * # of weeks students will be working.

Departments that hire students paid from the Federal Work Study Program receive a “credit” in their operating budget.  Essentially, department budgets are charged 75% of a student’s earnings in a pay period; the government pays the remaining 25%.  An example of this “credit” is given below:

If a student earns $100 of wages in a pay period and the student is being paid from the Federal Work Study Program, the department would only be charged $75 for those wages.

The aforementioned formula will apply to the 2010-2011 academic year.  Beginning with the 2011-2012 academic year the above information and the 25% “credit” paid by the government will no longer be valid.  Please use the following budget calculator to compute your budget figure for the students you will need to hire during 2011-2012.
H:\My Documents\Budget Estimator - Student Services Wages-1.xlsx
Any questions regarding calculating your budget for student employment can be directed to Brenda Zumbrun in the Business Office.
Advertise the Position

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. An email is sent to all departmental supervisors in October asking them to look over each of their job descriptions and to inform our office of any changes that will need to be made for the next 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 via email to jmarrow@saintmarys.edu or via phone to the Financial Aid Office (x4557). 

Conduct Interviews

Interviews are an important step in a student’s progress toward becoming a confident and able participant in the world of work.  For the student, the job search provides a valuable experience.  A large measure of confidence can result from a job interview and the discussion of the student’s 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.  Information can be gained that is both vital to placing students in the appropriate position and beneficial in determining their future training and supervisory needs.

Interview tips:

· Know the job description.

· Structure the interview to the tasks and responsibilities of the job.  Be sure to ask the necessary questions to verify that the student has the qualifications needed.  

· Try to create a conversational atmosphere.

· Explain the useful and necessary role of the student in the department—emphasize that the position is an integral part of the staff.
· Be sure the student understands the hiring process in your department.  It is important to notify the student regarding her status concerning the position.
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:


1.  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.

2.  Financial Aid Document:

· Student Appointment Form

This form is available upon request in the Financial Aid Office (Le Mans Hall, Room 141).  The supervisor completes the entire top section, keeps the white copy for their records and returns the yellow and pink copies to the Financial Aid Office.

*IMPORTANT NOTE:  Do not attempt to complete the payroll documents for your student employees because improper processing can result in large fines to the College.  Instead, send your students to the Payroll Office to complete 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.
Summer Hours
Summer student employment through Human Resources officially ends two Fridays before fall semester begins.  For example, during the summer of 2010, summer employment ends on August 13.  However, school year student employment can begin as early as the following Monday, before classes start, as long as the supervisor completes and submits an appointment form for the student employee prior to the start date.
Provide Student Orientation and FERPA Training 

Supervisors must ensure that student employees have a clear understanding of their duties and responsibilities prior to beginning work.  Hiring a student is a responsibility that requires planning on the part of the supervisor.

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, be sure to explain:

· The hours they are expected to work,

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

· The steps they 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.

Remember that this is often a student’s first work experience.  Student employees do not come pre-programmed with proper work etiquette.  For example, students do not always know they must call when they will be late or unable to work because of illness.  You can prevent misunderstandings by clearly setting your expectations when the student is first hired.  This may also prevent the necessity of taking corrective action in the future.  What is considered “common sense” to a supervisor may simply be an accumulation of things learned through years of work experience.  Also remember, students who do not treat their position as a “real job” are often permitted to do so because they do not experience any consequences.  Supervisors who do not properly orient the student in the beginning may find the student does not take their job seriously.  This often leads to actions such as simply “not showing up” when it is inconvenient to come to work.  That behavior not only frustrates the supervisor, but also reinforces poor work habits for the student.  Set an example, showing students that they should take their job seriously. 
 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.  Supervisors who feel they themselves need training on FERPA should contact the Registrar.

