SECTION 1:  INTRODUCTION AND POLICIES

Saint Mary’s College is proud to sponsor a large on-campus student employment program that supports many students who earn wages in order to contribute to their cost of attending Saint Mary’s.  Employment allows students to work and earn income while learning valuable work skills and employer expectations in the convenience of a college setting.  Working on campus helps students to become connected to the campus community and has been shown to contribute to their academic success.  This allows the student’s educational experience to continue beyond the walls of the classroom and is part of Saint Mary’s College’s commitment to the growth of the whole person.

Student employment is also critical for the numerous departments across the Saint Mary’s campus where students are hired to perform many different functions.  Student employees are a vital part of the success of Saint Mary’s College.  Supervisor’s have a unique opportunity to participate in the education of our students

The Financial Aid Office is committed to assisting both students and supervisors through the employment process, ensuring that Saint Mary’s College remains in compliance with various federal, state and institutional regulations.  This guide is intended to provide supervisors with information on how to locate, hire and pay a student employee.  It also provides information on institutional policies, required documentation, important deadlines and your role as a supervisor.

Please read this manual thoroughly to help avoid errors that cause frustrating delays in hiring and paying students.  The policies in Section 1 are taken from the Saint Mary’s College Employee Handbook.  For further clarification of any information in Section 1, please contact Human Resources.

The College’s Responsibilities

Saint Mary’s College makes every effort to provide good working conditions, maintain a competitive and equitable compensation system and to support the principles of fair and equal employment.  From student employees, the College expects reasonable effort and diligence in the performance of duties.  The College also expects student employees to adhere to appropriate customs and standards of courtesy, conduct and dress and to support the principles included in the College’s mission statement.

Equal Employment Opportunity Policy

It is Saint Mary’s College’s policy to ensure equal employment and educational opportunity without unlawful discrimination or harassment on the basis of race, color, religion, gender, national origin, age, disability, or any other characteristic protected by law.  Saint Mary’s College prohibits any such discrimination or harassment.  As well, as a part of our Catholic values, Saint Mary’s College prohibits discrimination against an employee or student based on sexual or political orientation.

Sexual Harassment Policy

In our academic community, we seek to foster the fullest development of women’s talents and aspirations, by promoting intellectual vigor, aesthetic appreciation, religious sensibility and social responsibility.  The mission of Saint Mary’s College can be realized only in an atmosphere of mutual trust and respect.  Actions which diminish such an atmosphere shall not be condoned or tolerated.

Saint Mary’s College will not tolerate sexual harassment of its students or employees, nor will Saint Mary’s College tolerate the unprofessional conduct which leads to sexual harassment.

Sexual harassment may be used to describe a wide range of behaviors.  These behaviors are described in the Equal Opportunity Commission Guidelines as follows:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when;

· submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or education,

· submission to or rejection of such conduct by an individual is used as the basis for academic or employment decisions affecting that individual, or

· such conduct has the purposed or effect of substantially interfering with an individual’s academic or professional performance creating in intimidating, hostile, or offensive employment, education , or living environment.

In determining what conduct constitutes sexual harassment, the question will be determined from the perspective of a reasonable person of the gender and position of the person making the complaint.

Individuals from Saint Mary’s College have been assigned the responsibility of becoming familiar with the issue of harassment and providing advice and counsel to employees offended by unwelcome comments or behavior.  These individuals are: the Director of Human Resources, Vice President/Dean of Faculty and Associate Dean of Faculty.

How to Handle Offensive Comments or Conduct

If a student employee is faced with comments or conduct of a gender based or sexual nature which are offensive or threatening, the person is encouraged to handle the situation in a direct manner immediately by telling the person calmly, politely and clearly that the conduct is offensive and that the individual wants it to stop.

If the individual is reluctant to confront the individual directly, the individual may seek assistance by complaining to a person in a position of authority and asking for assistance.  Student employees of Saint Mary’s College may complain to the Director of Human Resources or head of the employee’s department.

Notification and Investigation

All faculty members, managers and supervisors are responsible to immediately bring forth any complaint of harassment made by a student or employee, as well as any situation which they observe and believe may violate this policy.  This information should be brought to the Director of Human Resources, Vice President/Dean of Faculty, Associate Dean of Faculty, or Vice President for Student Affairs.  Complaints will be immediately and fully investigated once reported.  To the extent feasible, the investigation will protect the privacy interests of all affected parties.

No faculty member, employee or student who makes a complaint in good faith or participates in an investigation in good faith shall suffer retaliation for being involved.  Saint Mary’s College will take the necessary action to assure that retaliation doe not occur.

Discipline

Any person who is found to have violated this policy shall be subject to prompt and appropriate disciplinary action up to and including termination, as determined by Saint Mary’s College.

Bad Faith Complaints

This policy shall not be used to bring a complaint in bad faith.  Disciplinary action shall be taken against any individual found to have brought a sexual harassment complaint in bad faith for an improper purpose.

Drug-Free Workplace Policy

Saint Mary’s College strives to provide a healthful, safe working environment for all employees.  As part of this goal and in conjunction with federal law, the College has adopted the following policy regarding a Drug-Free Workplace.  This policy, required by the Drug-Free Workplace Act of 1988, regards the work-related effects of drug use and the unlawful possession of controlled substances.

Student employees are expected and required to report to work on time and in appropriate mental and physical condition for work.  It is our intent and obligation to provide a drug-free, healthful, safe and secure work environment.

The unlawful manufacture distribution, dispensing, possession, or use of a controlled substance on campus or while conducting College business off campus is absolutely prohibited.  Violations of this policy will result in action up to and including termination, and may have legal consequences.
The College recognizes drug dependency as an illness and a major health problem.  The College also recognizes drug abuse as a potential health, safety and security problem.  Student employees needing help with such problems are encouraged to contact the Health and Wellness or Counseling Centers.

Student employees must, as a condition of employment, abide by the terms of the above policy and report any conviction under a criminal drug statute for violations occurring on or off-campus while conducting College business.  A report of a conviction must be made within five (5) days after the conviction.  The College, in turn, will notify any and all federal agencies from which the College has received federal grants within ten (10) days of receiving actual notice of such conviction.

Within thirty (30) days, the College will take one of the following actions:  1) appropriate disciplinary action against such student employee, up to an including termination, or 2) require such student employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State or local health, law enforcement or other appropriate agency.

It is the College’s intention to make a good-faith effort to continue to maintain a drug-free workplace through the implementation of this policy.

Any problems concerning a student employee and this policy should be addressed with Human Resources.

Reporting On-the-Job Injuries

Accident prevention is the responsibility of each student employee of the College.  In addition to performing her/his job in a safe manner, the student employee is also responsible for reporting any unsafe working conditions.

It is the responsibility of each student employee to be familiar with the safe working practices and procedures listed in the Saint Mary’s College Fire/Safety Manual.  Further, supervisors are responsible for reviewing the practices and procedures in this manual with his/her staff.  All student employees of the College are responsible for following the established guidelines in this manual on fire evacuation, tornado and other natural disasters, bomb threats and explosions, power equipment safety, snow emergencies and disposal of toxic materials and/or waste.

All student employees who may be exposed to hazardous materials in their work area will receive annual Hazard Communication training.  This training will include a review of the written program, an explanation of labeling and Material Safety Data Sheets (MSDS), a review of the health and physical hazards present, how to detect the presence or release of hazardous chemicals, and how to dispose of chemical waste.

All student employees should be instructed to immediately report any accident or injury to her/his supervisor and the Safety and Security Department.  In addition, reports of accidents and/or injuries must be completed by both the employee and her/his immediate supervisor and forwarded to the Human Resources Department as soon as possible.  Completion of this report will necessitate an investigation of the accident by the supervisor.  Upon receipt of the report, the Human Resources Department will forward a copy to the Safety and Security Department for review by the Fire and Safety Committee.  Continuing treatment for all work-related injuries must be authorized by the Human Resources Department.  Injuries or accidents occurring after the Human Resources Department is closed that necessitate medical treatment should be referred to the Security Department.

Any unsafe working condition must be reported to the supervisor and the Maintenance Department.  Emergency situations such as a fire or gas leak should be reported immediately to the Security Office (x5000)

On-the-job injuries of students are covered under the College’s worker’s compensation program and as such must be reported to Human Resources.  Medical care is coordinated by Human Resources.

Rest Periods

Employees are eligible for two 15 minutes paid breaks during an 8 hour shift.  The rest period is limited to a 15 minute absence from the job.  The rest period is designed to provide for the safety and comfort of employees.  Therefore, the rest period should not be used to cover late arrival to work or early departure, nor should it be regarded as cumulative if not taken.  Rest periods are scheduled by the supervisor and may be standardized and staggered among employees.  If lunch time is provided, it is unpaid.

