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Welcome to the Student Employment Program


A students’ learning experience extends beyond the classroom.  The Student Employment Program at The University of Maine at Fort Kent is designed to offer students the opportunity to develop beneficial work experience while attending classes.  Students can contribute to their education fund, while learning skills that will benefit them in both the classroom and beyond.  

Each year approximately 200 students are employed through the Student Employment Program.  On-campus departments/offices hire students to work throughout the academic year and summer.  We require supervisors and students to be aware of their responsibilities and encourage them to be active in making the employment experience a positive one.  

The Student Employment Program Handbook contains information that you need to know about the UMFK Student Employment Program.  It explains the requirements and responsibilities of all supervisors and student employees.  Should you have any questions, concerns or problems at any time please contact either the Student Employment Coordinator or Human Resources office.



Tammy Delisle						Michelle Beaulieu
Career Planning and Internship Coordinator		Human Resources Specialist
Career Planning Office/Powell Hall			Human Resources Office/Cyr Hall
tammy.delisle@maine.edu					michelle.m.beaulieu@maine.edu
(207)834-8647						(207)834-7821
 

					Benita Ouellette
					Payroll
					Human Resource Office/Cyr Hall
					benita@maine.edu
					(207)834-7554
					




GENERAL PROVISIONS

Purpose of Student Employment Handbook 
The Student Employment Handbook provides an overview of UMFK’s policies that relate to rules, regulations, procedures, practices and compensation that affect employment of students pursuant to the work-study program. The student work-study program is an opportunity for students to earn extra funds to help with educational expenses. Student employees benefit from: an employer willing to work with the students and their schedule; an employer offering part time/occasional hours (not full time work while they are attending classes); learning work skills; and having an opportunity to practice new skill sets while still attending school. 
UMFK’s work-study program consists of three parts– Federal Work-Study (FWS), University Work-Study, and Department Funded work. This employee handbook is not all-inclusive and should not be interpreted as forming an express or implied contract of employment. Legally, employment of students in work-study programs on campus is at-will. However, the University agrees to make every effort to follow the policies outlined in this handbook. 


Types of Student Employment and The Application Process
There are three different types of student employment. These are: the Federal Work Study Program, the University Work Study Program and department-funded employment.  Student employment is normally available during the academic year and during the summer.  

Federal Work Study (FWS)- 
The Federal Work Study Program is a federally funded financial aid program which provides employment opportunities for students who need money to meet educational expenses. Work-Study is awarded as part of the student's overall financial aid package and is also intended to broaden the range of worthwhile job opportunities for qualified students.  Certain stipulations exist regarding the type of employment situation a student can accept.  Positions are generally limited to those offered by public or private non-profit organizations.  Federal work-study funds cannot be used to pay for work which is religious, political, or which is performed for the benefit of a private individual. Because of this, a student can be paid for general office work but cannot be paid for typing a dissertation or assisting with private consultation. 

Students cannot be hired to replace regular employees and all hiring practices must comply with existing civil rights regulations.

To apply for academic year work study, students are required to complete and submit a Free Application for Federal Student Aid (FAFSA), list UMFK’s school code (002041) as the university he/she plans to attend, and check "yes" to the question, “Are you interested in work study?”.
A student must also provide the student financial aid office with any other documents
as requested for completion of his/her file. A student’s federal work-study eligibility will be determined by the student financial aid office and the student will be notified. A limited number of federal work study positions are available during the academic year. For students requesting a work study position, we recommend that they submit their completed FAFSA to the processor as soon as possible after January 1st. To be considered for most types of financial aid, (i.e., including work study) from one year to the next, the appropriate FAFSA application must be filed every year. 

University Work Study Program (UWS)- Is an on campus work program with limited (university) funding. Students who are not eligible for the federal work-study program may be considered for this program. Students interested in this type of program are asked to complete a Work Study Application available online or from the Student Employment Office. University work-study employment may be offered and/or considered according to:  availability of funds, a student’s knowledge and/or skills, and a student’s application date.

Campus Department Employment (Ad-Comp jobs) - May be offered to students who have special skills and/or a level of knowledge needed by a department. The department is required to have sufficient funding available to pay student employees. A student is usually asked to work for a department by someone from the department. (This type of employment is not considered work study.)

On-Campus Non-University jobs – ARAMARK UMFK Dining Services has job opportunities available for students in all campus dining locations, as well as catering services. You can pick up an application at the Dining Office in Nowland Hall or click here to download an application, complete it and drop it off at the Dining Services Office.



Equal Employment Opportunity 
UMFK is committed to being an inclusive campus community and an Equal Employment Opportunity Employer. The University therefore prohibits discrimination against any of its student employees or prospective student employees on the basis of race, color, religion, age, national or ethnic origin, veteran status, marital status, sex, sexual orientation, gender identity or expression, or any other category protected by applicable federal, state, or local laws. 

Policy on Anti-Harassment 
UMFK affirms that its community members (faculty, staff, administration, and students) have the right to be free from acts of harassment (based on the protected characteristics of an employee or student) that constitute unlawful, offensive, and hostile behavior. Such acts include (but are not limited to) sexual or racial harassment. In general, such harassment may consist of (but is not limited to) words, signs, jokes, pranks, acts of intimidation, or acts of physical violence that unreasonably interfere with an individual’s work or educational pursuits or that create a hostile, offensive, or intimidating work or learning environment. By University policy, all members of the UMFK community are prohibited from engaging in any such acts of harassment. Applicable federal and state laws also prohibit harassment in the workplace. 

To read UMFK’s Anti-Harassment Policy” statement in its entirety, please consult the Student Conduct Code located on the University of Maine System website.

Displacement of Regular Workers 
The University will adhere to all of its Collective Bargaining Agreements and Federal Work-Study guidelines. The use of student help will not result in the reduction in the number of regular employees per the University’s union contracts. 

Working for Faculty 
At any public or non-profit school, Federal Work-Study students may be hired to assist a professor if the professor is doing work the school would normally support under its own employment program. Having a student serve as a research assistant to a professor is appropriate, as long as the work is in line with the professor’s office duties and is considered work for the school itself. Work-study students are not to be used to conduct independent faculty research, nor may a student work as an assistant to a professor on a field trip or on sabbatical.


INTERNATIONAL STUDENTS

Immigration regulations place certain restrictions on hiring International students who are enrolled in higher education institutions in F-1 student visa status in the United States. International students must obtain the necessary documents from the Immigration and Naturalization Services (I-20 & I-94). A U.S. Social Security number will be required before employment can begin. Contact Michelle Beaulieu in Human Resource Office with questions pertaining to registering for a social security card.


STUDENT’S RESPONSIBILITIES AND RIGHTS
When hired for a position, student employees become members of work units that depend on him/her; therefore, student employees should make a serious commitment to his/her job.  Some or all of these responsibilities may seem like common sense, but they are listed to help ensure that no one misunderstands what is expected of and for UMFK student employees.  Therefore, the supervisor expects the student to:
· Comply with and know the policies and procedures outlined in the Student Employment Program Handbook and adhere to the policies and practices of UMFK.
· Complete all hiring paperwork in a timely manner to ensure that the student is set up in the various employment and payroll systems.
· Understand the specific job responsibilities as well as the supervisor’s expectations and standards.
· Adhere to policies and guidelines of the employing department.
· Follow all departmental and campus rules concerning safety.  It is the responsibility of the student to report any accident to his/her supervisor.  
· Report to work promptly and work the required period of time.
· Maintain the work schedule agreed upon between the supervisor and the student employee.  
· Notify the appropriate supervisor if unable to work assigned times due to illness or other acceptable reasons.  Give sufficient advance notice when possible.  
· Act in a professional manner and take the job seriously.
· Perform tasks in an efficient and timely manner.  
· Use time productively and avoid socializing on the job.  Perform assigned duties and not to conduct personal work. 
· Enter all time worked in MaineStreet by the required deadline before the end of the pay period in order to ensure timely payment.  


Student employees can also expect to:
· Work in a safe manner and in a safe environment
· Become aware of health and safety issues related to any assigned job to ensure safety of the work environment
· Receive and participate in safety and skill development training for job related activities
· Be provided, upon request, with verbal feedback on job performance
· Know what is expected in terms of work schedule, actual duties, and any other requirements made by supervisor
· Use campus jobs as references for future employer and/or credit institutions
· Receive written notice of any termination


Supervision
It is the responsibility of all supervisors to provide adequate supervision and training to student employees. Many of our students may have had little or no formal work experience; therefore, the positions that they hold while attending UMFK very often will have a large impact in determining if they will be hired after graduation. It is in the students' best interests that they be provided with a realistic view of life in the working world. Students should be made aware that as supervisors, you will enforce all guidelines, and that you will take action on any infraction.

Supervisors are asked to work closely with their student employees, taking into consideration the students' classes when arranging their work schedule. A regular work schedule should be established and adhered to. All expectations regarding performance, job and work schedule should be discussed thoroughly with your student workers prior to the start of employment.

A student and supervisor’s first order of business is to discuss the work schedule, job duties, responsibilities, and the supervisor's expectations. Expectations and policies will vary from one work site to another. Make sure your work study students are aware of what is required of them.


SUPERVISOR’S ROLES AND RESPONSIBILITIES:  Supervisors are responsible for making job assignment opportunities for students to learn and test new skills while they earn necessary funds. The University expects a supervisor to treat students fairly and equitably. Supervisors train, motivate, guide and evaluate the student employee. For many students, supervisors bridge the gap between home, the classroom, and the “real world.” Therefore, student employees can expect their supervisors to: 

• Comply with, know, and enforce the policies and procedures outlined in the Student     
  Employment Program Handbook and adhere to the policies and practice of UMFK.
• Ensure that each student employee reviews and understands the Student  
  Employment Program Handbook. 
• Review the job description and responsibilities with the student employee. 
• Provide the student employee with an orientation and/or training session(s) so those 
  tasks to be performed are understood and clearly defined. Give the student employee 
  information on the mission/purpose of the department. Procedures that seem simple 
  and obvious to the supervisor may be confusing to a new student employee. Ask for 
  feedback, as it is the best way to make sure the student employee understands the 
  instructions/training provided.
• Provide supervision and offer constructive criticism to assist the student employee in 
  performing assigned tasks and developing skills. Clearly define to whom the student 
  should report. 
• Upon request provide verbal feedback on student’s job performance. 
• Report all injuries sustained by a student employee performing work duties to Benita 
  Ouellette, Human Resources office, within 24 hours of the accident. 
• Counsel the student employee if work performed is unsatisfactory. Provide 
  constructive criticism and positive re-enforcement. Address problems (or potential 
  problems) as they arise – do not let them build OR seek out Michelle Beaulieu in Human
  Resources for assistance.   
• Provide a safe work environment including, but not limited to, the various federal and 
  state regulated safety regulations. 
• Ensure that the student employee is working on assigned tasks. 
• Follow the termination and discipline procedures outlined in this handbook. 
• Validate submitted student employee’s hours by the required deadlines. 
 


THE HIRING PROCESS

Supervisors
The process of requesting work study students for your department begins with the supervisor assessing his/her needs.  To help you classify the particular job descriptions in your area, the UMFK Student Job Classification Schedule contains student job titles and position descriptions currently in use at UMFK. These listings should fit most of your needs. If you cannot find an appropriate job description, please contact the Career Planning Office.  Any new or changed job descriptions will need to be approved by Human Resources.

Once you have determined the number of students that you will require in your area, you will need to complete the appropriate Employee Request Form (i.e. academic year and/or summer). Forms will also be mailed directly to you or to your department’s chairperson during the months of January or February. Completed forms must be returned by the corresponding deadline(s). Late requests will not be considered until all approved requests have been filled.  Requests are required annually.

Department requests will be reviewed and prioritized according to need and according to the number of work-study positions that can be funded. You will be notified in writing of the number of work study positions approved in your area. A supervisor may hire only the number of approved positions in his/her area. 

Students
Eligible work-study students will be given a list of all approved positions. It will then be the responsibility of the student to apply for these positions. Students can fill out a Student Employment Application on-line or pick up an application in the Career Planning office.  While the supervisor has the responsibility of hiring his/her staff, the Student Employment and/or Human Resources Office reserve the right for final approval.

NEW HIRE PAPERWORK

Student employees are not authorized to begin work and will not be paid until approvals and all the necessary paper work are completed (properly) and on file with the Human Resources office. 






The forms necessary for employment at UMFK are:
· Student Employment Authorization Form (received from supervisor)
· Student Individual Data Sheet
· Form I-9 – Employment Eligibility Verification (See Immigration Reform Act below)
· Form W-4 – Employee’s Withholding Allowance
· Form W-4ME – Maine’ Employee’s Withholding Allowance
· Authorization Agreement for Payroll Direct Deposit (Optional)

Completed Forms and required identification for Form I-9 must be turned in to the Human Resource Office within 24 hours of hire. 

Important: If a student fails to make arrangements with a work-study supervisor and/or return his/her SEA to the student employment office during the first week of school, this may constitute a forfeiture of his/her work-study job. It is possible that the student’s work-study allocation may be canceled.


All other employment forms are available online on the Student Employment webpage. 
 
The Immigration Reform Act of 1986
The Immigration Reform Act of 1986 requires all employees to prove and certify that they are a U.S. citizen or an alien authorized to work in the U.S. The I-9 Verification Form must be completed BEFORE A STUDENT BEGINS WORK OR WITHIN 24 HOURS!

In order to comply with federal law, student employees are asked to provide documentation which establishes identity and employment eligibility. Before a student may begin working, he/she must bring either one document from list A from the I-9, or one document from each of lists B and C from the I-9, to the student employment office for verification. Student employees will not be allowed to begin employment until all required paper work is completed and on file. 










Pay Ranges-UMFK Student Employees
The chart below is based on the Maine State Minimum wage of $7.50/hr effective 10/01/2009.

	Pay Level I
	Wage Range     $7.50  →  $8.60 

	Pay Level II
	Wage Range     $7.80  →  $8.90

	Pay Level III
	Wage Range     $8.10  →  $9.20



Level I 
These positions require no prerequisite skills.  Work is performed under specific instruction and supervision, and becomes routine after the initial training period.  The main responsibility is to be on duty in a department which provides on-call services to the university community.  The employee is expected to use little independent judgment.  Current active jobs in this level are:

Allagash Wilderness Waterway Intern I		Laborer I
Athletics Team Manager I*				Library Clerk I*
Audio Visual Aide I					Web Administrator Assistant I
Instructor’s Aide I							

Level II 
These positions require the employee to perform complex tasks related to the daily operations and or recordkeeping of a department.  Independent judgment and initiative are sometimes exercised, and work may involve coordinating with one or two other students.  Current active jobs in this level are:

	Academic Computing Assistant II			Laboratory Aide II
	Acadian Archives Assistant II*			Library Assistant in Serials II*
	Administrative Aide II					Library Circulation & ILLC II*
	Athletics Office Aide II*				Library Clerk II*
	Athletics Trainer II*					Library Aide Supervisor II*
	Athletics Weight Room Attendant II*			Library Aide to Reference Librarian II*
	Audio Visual Supervisor II				Music Technology Lab Assistant II
Crafts Worker II					Nursing Resource Center Assistant II
	Financial Aid Office Aide II				Photographer II
	Forestry Assistant II					Student Activities & Diversity Aide II
	Greenhouse & Field Assistant II			Web Administrator Assistant II
	Instructor’s Aide II							

Level III 
These positions are intended to recognize those students who have gained a higher skill level and specific job knowledge as a result of prior work in a particular area.  Employees in this level will be expected to frequently work with little or no direct supervision, exercise a higher level of productivity, initiative, independent judgment, responsibility and discretion than Level II.  Current active jobs in this level are:

	Administrative Aide III					Laboratory Aide III
	Athletics TV/Radio Assistant III	*		Library Circulation & ILLC III*
	Editorial Assistant III					Library Aide Supervisor III*
	Forestry Assistant III					Nursing Resource Center Assistant III
	Forestry GIS III					Research Assistant III
	Instructor’s Aide III					Switchboard/Mailroom/Book Store III
ITV Program Assistant III				Video Streamer III

* = Community Service	
			

PAYMENT OF STUDENT EMPLOYEES

Time Entry and Pay Checks
Student payrolls are processed on a bi-weekly schedule. The work week begins on Sunday and ends on Saturday, with two weeks in each payroll period. It is the supervisor's responsibility to make sure that time is approved in MaineStreet on the Monday a student payroll runs. Supervisors who do not approve time in a timely manner are directly responsible for the additional two week delay in students receiving their pay. Supervisors also have the responsibility to verify that all hours submitted for payment are accurate and have actually been worked.  

Supervisors are asked to check the exceptions screen in MaineStreet and to clear these out as soon as possible. If exceptions are not cleared, it may be possible that the department may be charged for those hours.

We are strongly encouraging students to have direct deposit of their payroll checks. However, paychecks are available and will be distributed/released only according to the dates provided on the student payroll schedule. Checks can be picked up in the Human Resources office. If a student must have someone other than themself pick up their work-study check, the student will need to provide written authorization to the Human Resources office before release will be granted.  

If a student would like to have their check mailed off-campus, they need to provide a self addressed, stamped envelope to the Human Resources office.

Payroll Deduction and Direct Deposit 

Payroll Deduction
Payroll deduction is available to all work study students. Student employees can voluntarily "payroll deduct" their earnings. A student can request a percentage or dollar amount of his/her bi-weekly earnings to be deducted from his/her net pay to be applied against the student’s University bill for tuition, fees, and other student charges. To begin payroll deductions, a student must complete a Voluntary Student Payroll Deduction form with the Human Resources Office. Payroll deductions may be stopped/changed at any time.

Direct Deposit
Payroll Direct Deposit is a process whereby the employee's paycheck is deposited directly into the employee's personal bank account. This option is strongly encouraged for all student employees. If a student is interested, he/she may log on to MaineStreet to do so or pick up the required forms in the Human Resource office.  The direct 

deposit of the employee's paycheck should take place on the payroll following the student’s submission of the direct deposit form or two weeks whichever is later. The deposit is made to the employee's account, and is available at the start of day on the appropriate Friday.  All paychecks are available for viewing in MaineStreet in Employee Self Service.

Monitoring Work Study Allotments

In order to comply with the statutes and regulations governing federal aid programs, it is necessary to monitor your student employee's earnings. Each student who is awarded work study will have a limited amount of money available to earn each program period (fall, spring or summer semesters). This limit will be stated on the Student Employment Authorization (SEA). The supervisor and the student must monitor work-study hours carefully!

If a student under the Federal Work Study Program exceeds his/her work-study allotment, you may be placing the student in an over-award situation. If this happens, the student’s financial aid package may require adjustment and repayment of other forms of financial aid may be required from the student. A student can not earn more work study funds than the total allocation offered to the student by the student financial aid office.  Students being paid under the Federal Work-Study Program cannot be paid for more than 40 hours per week.

All earnings above the student’s allotment will be charged to the department the student works for.

[bookmark: _GoBack]Work Schedules

Actual day-to-day work schedules should be individually arranged between the student and supervisor. It is preferable for students to work one-half of their year's work-study allocation each semester. This way, students are assured a steady income throughout the year and work study supervisors are assured steady coverage.

Students awarded with an academic year work-study allocation may only earn their allocation during the academic year. Money awarded for the academic year cannot be transferred during the summer period.

Students awarded with a summer work-study allocation may only earn their allocation during the summer. Summer work study students are allowed to work A MAXIMUM OF 40 hours per week. Money awarded for the summer cannot be transferred or worked during the academic period.

In the event that you allow a student to work in excess of 40 hours per week, your department must pay these hours. Funds will be taken from your department's budget. The excess hours will be paid to the student at 1.5 times the student's regular pay rate.
Students can not be scheduled to work during times they are scheduled to be in class. 

Students cannot be required to work during school breaks or vacations. Students may work during school vacations and holidays if it is mutually agreed upon with the student
 and the individual supervisor. Time and one-half holiday pay will not be paid. Students cannot work over 40 hours per week. If any time is missed because of illness, a holiday, or any other reason, students will not be paid for time missed.


ATTENDANCE POLICY AND PROCEDURES

UMFK expects its student employees to report to work on a reliable and punctual basis.  This policy provides attendance standards for all student employees and outlines the appropriate procedures to follow for scheduled and unscheduled absences.  

Tardiness
Students are responsible for informing their supervisor when they know that they will not be reporting to work on time.  Excessive tardiness will result in discipline, up to and including termination.

Absences
Students are responsible for informing their supervisor when they expect to be absent from work at least two hours before their scheduled shift.  E-mail is not acceptable for reporting absences.  A valid reason for the absence will be expected for the absence to be excused.  Continued unexcused absences will result in discipline, up to and including termination.  

Examples of excused absences include: use of pre-approved leave where approved by a student’s supervisor at least two hours before their scheduled shift; emergency visits or hospitalizations (student employee and immediate family members); contagious disease or condition rendering employee unable to perform job duties; Acts of Nature rendering the student employee unable to report to work or result in the late arrival of a student employee to work; and any other approved leave provided by law.  

Holidays
Students are responsible to work holidays not recognized by UMFK.  Advance notice should be given to the supervisor if the student would like to observe other holidays.  As possible, supervisors should try to accommodate these holidays.  


Adjustments to the Work schedule  
Both the work supervisor and the student employee must agree upon any required adjustments to the work schedule.  Students may not be required to work during exam periods.  
      
RULES OF CONDUCT

UMFK expects student employees to follow rules of conduct that will protect the interests of the University and safety of its employees.  Although it is not possible to list all the forms of behavior that are considered unacceptable in the workplace, the 
following are examples of misconduct that may result in disciplinary action, up to and including termination:
· Telephone conversations or electronic communications which are not work related
· Refusal or reluctance to do agreed upon tasks
· Neglect of assigned duties (unsatisfactory work performance)
· Violation of department work rule or procedure
· Record of tardiness
· Improper attire, per the department’s policy
· Record of frequent absences
· Improperly using work privileges for personal gain

Illustrations of serious types of misconduct, subject to immediate dismissal, include but are not limited to:
· Breach of confidentiality – disclosure or use of confidential information for any reason
· Falsifying time sheets
· Violation of UMFK’s Anti-harassment policy
· Dishonesty
· Unauthorized possession, distribution, use of or being under the influence of alcohol, marijuana, or other non-prescription drugs or controlled substances during work hours
· Deliberate destruction or misuse of UMFK property
· Theft of UMFK property or the personal property of a student, staff or faculty member
· Endangering the safety of colleagues or members of the community at large
· Violating federal and/or state safety regulations within hiring department



WARNINGS AND/OR TERMINATIONS

As an employee, students should be aware that not performing as expected (including improper behavior and/or inappropriate actions) may result in their employment being terminated. Immediate termination is possible. Work-study employees who are terminated will lose their work-study allotment for the remainder of the academic year.  If a student employee is performing in such a manner that requires disciplinary action, please notify the Human Resources office immediately. As supervisors, your responsibility is to enforce all guidelines and take appropriate action when your employees are not performing as expected. This includes terminating employees. The policy for terminating student employees is as follows:

a. 	The student should be verbally warned and the supervisor should
make a note of this for his/her records.

Note: If a student cannot be warned verbally, the verbal notice can be
replaced with a written notice. This written notice should give the student
the opportunity to make arrangements to meet with his/her supervisor to
discuss the matter. If a written notice is given because a verbal notice
was not possible, this written notice will count as a verbal warning. A copy of the notice should be provided to the 
Human Resources office. If the problem continues, a second 
written notice will be issued.

b. 	If problems persist, the student may be given a written warning by the supervisor. A copy should also be sent to the Human Resources Office.

c.	If the student continues to perform unsatisfactorily after the warnings have been issued, the supervisor may end the employment arrangement. A copy of the dismissal letter should also be sent to the 
Human Resources office for termination and removal of 
access to time entry in MaineStreet.

d. 	A student who believes that he or she has been dismissed unfairly may appeal the dismissal through the following channels: Human Resources Office, Vice President of Administration, President.

When a student is terminated, he/she will not be eligible to work for the remainder of the academic year.  If the student is a financial aid recipient, the amount of unearned wages will not be supplemented with other forms of aid.  


RELEASE FROM WORK COMMITMENT

Students commit to a one-year obligation when signing a work agreement.  If it becomes necessary for a student to stop work due to medical reasons, a letter from the student’s personal physician must be sent to the Student Employment Coordinator and forwarded to Human Resources.  If a student needs to be released from the work commitment for reasons other than medical ones, the student must meet with his/her supervisor or the Student Employment Coordinator.  Over-commitment to sports and extra curricular activities are not considered valid reasons for release of work commitment.  

A release from the work commitment is not considered termination, and does not jeopardize the student’s participation in future campus employment.  If a student voluntarily resigns from employment, he/she is not guaranteed employment elsewhere on campus.  If the student is a financial aid recipient, the amount of unearned wages will not be supplemented with other forms of aid.

CONFIDENTIALITY

Student employees often have access to confidential material such as financial information, grades, telephone numbers, addresses, etc.  It is important to understand the legal ramifications of this issue.

UMFK, like all post secondary institutions that receive Federal Aid, operates under the statutes set forth in the Family Educational Rights and Privacy Act (FERPA).  This law ensures a student’s access to his/her records and at the same time, prevents disclosure of the information contained in the record to anyone other than a school official who has legitimate need to have the material.  Students may give written consent for disclosure to certain other persons.  

Student employees may need to have access to specific pieces of confidential information in order to perform their jobs.  However, this in no way allows for the sharing of this information with anyone in any form whatsoever.  This includes verbal communication as well as written or copied transfer of documents.  UMFK treats this legislation with great seriousness and limits student access to other student’s records.  

If a student employee is exposed to confidential material in the course of his/her campus employment, it is important to understand the sensitive nature of the documents and to treat the information with confidentiality.  Breach of confidentiality will result in discipline, up to and including termination.  



All students will be required to sign a confidentiality statement during new employee orientation.

TRANSFERS

Students may transfer from one department to another providing there is an opening in the requested department.  Please notify the Career Planning office as soon as possible if you will be leaving your current work study job for another on campus.

DRESS CODE

Supervisors may require dress codes when they are reasonable and related to the purpose or function of the employing department.  Please discuss dress code expectations with your supervisor.  

ELECTRONIC DEVICES

The use of iPods/iPads, mp3 players, palm pilots, electronic book readers, cell phones (phone calls or text messaging), or any other electronic device may or may not be permitted during a work shift.  Please check with your supervisor.  

INJURY ON THE JOB

Injuries sustained while performing the duties of a student employment position must be reported within 24 hours of the accident.  An Accident Report must be obtained from Human Resources.  It is the responsibility of the student to report any accidents to his/her supervisor.  It is the responsibility of the supervisor to ensure that the Accident Report is completed and filed in Human Resources.    


STUDENT EMPLOYMENT EVALUATIONS

Student evaluations will be completed at the end of the academic year and at the end of the summer term.  All supervisors are expected to complete and sign student employee evaluation forms.  These evaluations are extremely important in determining future pay increases, job placement and to provide experiential learning.  Supervisors are asked to discuss the completed evaluation with the student employee.  The student’s signature is optional.  Evaluations will be turned into the Career Planning office and forwarded to Human Resources to place in the student’s file.  Students self evaluations will be completed at the end of one academic year.  All evaluations are maintained in the student’s employment file for the duration of his/her employment at UMFK.     
[image: UMFK Logo 2]

Student Employee Evaluation Form



Name:___________________________________   Date:_____________

____________________________________________________________________

1-Unacceptable/ 2-Needs Improvement / 3-Satisfactory / 4-Above Average / 5-Outstanding
________________________________________________________________________________________

1.  _______Attendance:
(Reliable, on time, minimal last minute calls)

2. ______Customer Service:
           (Displays helpful attitude and positive interactions with others)

3. ______Job Knowledge:			
           (Demonstrates knowledge of his/her position; willing to ask questions)

4. ______Job Quality:			
	(Consistent, works at reasonable pace, does not need to be asked to re-do tasks)

5. ______Initiative:	
	(Eager to perform tasks when current assignment is complete, strives to do more than    	 	 expected)

6.  ______Attitude:
	(Follows instructions, does not complain, does not argue, checks in with supervisor when 	  	 appropriate or needed)

7. ______Appearance:
(Presents a clean and professional appearance)

Comments:






_______________________________		________________________________
Supervisor						Student Employee
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		Student Employee Self Assessment Form

	Student Employee Name:
	Employee ID #:

	Department/Job Title:
	Date:

	Supervisors Name:



Self Assessment
	1.  List 1-2 of your contributions to the department.




	2.  What aspects of your job are most enjoyable?




	3.  Which skill area(s) are your strongest and why?




	4.  Which skill area(s) still need development?




	5.  How can your supervisor help you develop these skills?




	6.  How would you assess your relationship with your co-workers?




	7.  If you could, what would you change about your position?




	8.  Suggest some ways in which your skills and talents can be better used by the department?






______________________________				________________
Student Employee Signature						Date
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Notification of Unsatisfactory Performance
Written Notice in Place of Verbal Warning

TO:_________________________________________________________________________
FROM:______________________________________________________________________
DATE:____________________
As you are aware, in order for the ____________________ department to continue functioning
effectively and efficiently, we rely on work study students for assistance. The ______________
semester has been in session for __________ days/weeks, and you have not showed up for work.
I’ve made attempts to contact you with no success. If you do not contact me by _____________,
I will interpret your actions (or lack of) as you not being interested in the work study program. I
will then notify the Student Employment Office and your work study allocation will be
cancelled.
University policy states that a student may be dismissed from a work study job if the student is
performing and/or behaving unsatisfactorily.
Since a verbal warning was not possible because of your absence, this memo will be considered
a verbal warning. The reason(s) you have been given this warning is (are) as follows:
_____ 1. You did not show up for work ____________________________________________
_____ 2. You have been repeatedly absent from work ________________________________
_____ 3. Other: ______________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Comments:



Note: If you do not want to work for this department, transferring to another department may be
an option. However, if your are dismissed from your work study job, you may NOT be
given another work study assignment during this academic year (or summer period).
(Please make a copy of this form and send it to the Student Employment Office)
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Notification of Unsatisfactory Performance
Written Notice


TO:_________________________________________________________________________
FROM:______________________________________________________________________
DATE:__________________________

University policy states that a student may be dismissed from a work study job if the student is
performing and/or behaving unsatisfactorily.
This memo is to inform you that you have received a verbal warning and this is your first/second
written warning. The reason(s) you have been given this warning is (are) as follows:
_____ 1. You did not show up for work ____________________________________________
_____ 2. You have been repeatedly absent from work ________________________________
_____ 3. You did not properly perform your duties on ________________________________
_____ 4. Other: ______________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Comments:






Note: If you do not want to work for this department, transferring to another department may be
an option. However, if your are dismissed from your work study job, you may NOT be
given another work study assignment during this academic year (or summer period).


(Please make a copy of this form and send it to the Student Employment Office)
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Work Study Dismissal
Termination of Employment


TO:_________________________________________________________________________
FROM:______________________________________________________________________
DATE:_________________

University policy states that a student may be dismissed from a work study job if the student is
performing and/or behaving unsatisfactorily.
This memo is to inform you that you have received sufficient warning and are officially
dismissed from your work study job as of the above date. The reason(s) you have been given
this warning is (are) as follows:
_____ 1. You did not show up for work ____________________________________________
_____ 2. You have been repeatedly absent from work ________________________________
_____ 3. You did not properly perform your duties on ________________________________
_____ 4. Other: ______________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Comments:









(Please make a copy of this form and send it to the Student Employment Office)
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