Student Employment Handbook
For
Supervisors

2009-2010

Student Employment
Office of Financial Assistance

312 Johnson Hall
(919) 760-8841
rhynesan@meredith.edu

http://www.meredith.edu/finaid/student-employment.itm



Table of Contents
l. Overview of Employment Programs
I. Responsibilities
1. Eligibility

V. Hiring Process

V. Payroll
VI. Performance Evaluations
VIl.  Grievance Procedures

VIIl. Policies and Procedures

Notes:



The Student Employment Program at Meredith Collegevides valuable experience to students both énsid
and outside of their field of study. Students wharkvpart-time while in school not only gain workpexience
but help contribute to the cost of their educatiod reduce their loan indebtedness. The purposelgedtives
of the program are
1. To furnish valuable work experience for qualifigddents through the performance of necessary jobs
on campus
2. Provide students opportunities to develop skillsl adentify interest that will later support their
candidacy for internships and job searches.
3. To provide financial assistance to students tp hahd their academic studies.
4. To ensure that student employment policies andqutares are in compliance with federal, state, and
local laws.

The guidelines, policies, and procedures containedis handbook have been developed toward mettimgeeds
of student employees and their supervisors.

Employment Programs

Through the Student Employment Program, MeredithleGe offers three programs to assist degree-sgekin
students looking for employment. Jobs posted tgm/lwww.meredith.edu/finaid/fws.htm are offerdddugh the
Federal Work Study (FWS) and College Work Study @Wprograms. Job Location and Development (JLD)
opportunities can be found on the Office of Finahgissistance website.

A. Federal Work Study (FWS)

The FWS Program is a federally subsidized prograsigthed to promote part-time employment of studentselp
them avoid excessive debt while in college. FW%uvailable to both undergraduate and graduate stsidemo
demonstrate financial need. Graduate studentsarmitially awarded FWS, but can make a requedtaee FWS
included in their award package. Priority is giterihose students who have completed the necegapeywork by
the appropriate deadlines. To be eligible for emyplent under this program, the student must beegegeeking,
have financial need according to the FAFS®://www.fafsa.ed.goy be making satisfactory academic progress
and enrolled in at least a half time basis (6 ¢sefdir undergraduate and 5 credits for graduatehguhe academic
year (fall and spring semesters).

B. Campus Work Study (CWS)

The CWS Program is on-campus employment, fundeldngdith College. This program is not based oarfmal
need. The student it required to file a FAFSA. The student must berdegseeking and enrolled in at least a
half time basis (6 credits for undergraduate aratedlits for graduate) during the academic yeat @atl spring
semesters).

C. Jab Location and Development Program (JLD)
The JLD program is designed to provide resourceaskist students with finding off campus employniemt
students, regardless of financial need. We haen lsuccessful in placing students in a varietybasinesses, as

well as with child care opportunities.

Students who work part-time while in school notyogain work experience but help contribute to thstof their
education and reduce their loan indebtedness.



The Student Employee

Working with student employees can be a rewardipgBence. Student employees often bring enthusiasargy,
and a deep desire to learn to the workplace. Stugtaployees may initially need more guidance thiwero
workers. Your employment of them may be their fjokt, an experience during which they will gain trecessary
skills for them to be successful later in life.

The biggest misconception that employers have astadent employees is that they are not "real" eygas; this
is not the case. Student employees have all thésrand responsibilities as any other employee. d4ew there are
some key differences between a student employee aagular employee. It is important to remembat gtudent
employees are in a period of transition. Educasaheir top priority at this stage in life. Thetudent-employment
is a key component of that education and is a tilnen they may learn business etiquette, custonneiceetime
management, and myriad other skills.

While going through this critical stage in theirds, students deal with diverse and complex isswhsding:

e autonomy — learning to be self-directed and selfivated

* identity — understanding their role in the work@ad in society

» moral and ethical development — learning the prayedraviors required of productive citizens, esphcia
the workplace

» personal concerns — dealing with family issues,amotig relationships and friendships

» concerns about classes — worrying about gradesedaibnships with their professors

» concerns about their futures — wondering what thi#lydo with their lives and how they will fit intthe
world

While it is important to make allowances and untderd the issues that students face, you are aésepting them
with an opportunity to become professionals. Omeetsof becoming a mature adult is learning howubpersonal
issues aside in order to perform one’s duties. dauhelp student employees by being flexible artlinng and at
the same time setting clear guidelines, rules anhdaries.

Don't walk in front of me, | may not follow; Domtalk behind me, | may not lead; Walk beside me, ard
just be my friend.
Albert Camus

Your Role as a Student Supervisor

Student supervisors serve a dual role: that of epgpland educator. As a student supervisor, yoinateimental
in assisting a student not only with career growtkt,with his or her personal growth as well. Tioie will have a
lasting impression on the students you supervise.

For instance, you may encounter a student who doiesgnderstand the importance of communicationsskil
Remember that your student employee is smart altidgvio learn, but it is up to you to give guidandn this case,
you should take the time to explain what good comigation skills are, why they are important and hbey will
make the student more attractive to future empkyer

You should also provide students with trainingtfoe skills you would like them to learn on the j&®
understanding if they don't get it on the first.tijou might make reading material about those skillailable so
that when the student employee has no work to @y she can be studying useful information. Pevid
opportunities for the student employee to learnuabther aspects of the workplace. Explain the psepof the
work that the student employee performs and thetat it has in the functioning of your departm&ume tasks
may seem menial to student employees, but if thalize the importance of each task, then the stugtaployee is
more likely to bring enthusiasm even to small jobs.



Because a student employee’s main objective iptinguit of an education, employers need to afftudents some
flexibility in their jobs while keeping in mind thust like any employee, students have rightsrandt be treated
with respect. Supervisors must also keep in miatlworking while attending college is part of thedent’s overall
education. When given the responsibility to supena student employee, it's important to understaack’s an
educational responsibility as well. The best suiserg see themselves as mentors and guides to stssisnts to
succeed at the university and in their future aaree

Student Eligibility Requirements

All undergraduate and graduate students who adledwith at least half-time enrollment (six hoper semester
for undergraduate students and three hours perssenier graduate students) and accepted into eeeggogram
are eligible to apply for FWS. Students must dertrates financial need as calculated by the Free idapbn for
Federal Student Aid (FAFSA) and must be citizenthefUnited States or eligible non-citizens. Aditlly,
students must be making satisfactory academic pssgr

How Students Apply For Work-Study

To apply for participation in the Federal Work-SglRrogram, all students must complete a Free Agiiin for
Federal Student Aid (FAFSA) indicating they areemested in a work-study job. Continuing work-stistiydents
who wish to return to their job the following yeaged to tell their supervisor in the spring terrd aomplete the
FAFSA.

Once the FAFSA information is processed, the OffitEinancial Assistance will send an Award Nottion
Letter to the student offering a FWS award forabademic period if there is substantial need. Bezawork-study
funds are limited, students should submit the FARBBA any other requested documentation early iye¢he

On and off Campus positions are advertised on theéedt Employment Course in Blackboa®tudents should
select several jobs they are interested in andacbttte individual employers to set up intervieassHiring
consideration.

Student Employment Process

Perhaps you've identified a need in your departrf@mpart-time help. Hiring a student makes goausse Many
students are eager to enhance their incomes apdrprthemselves for the world of work through stude
employment. Many employers find that students arasset in the workplace and that students oftierg br
knowledge and skills with them that prove to befuisé&or instance, student employees may bringshfr
perspective to handbooks, facilities or learninggalesigned for students. They may have an uradetisty of
current issues or innovative ideas for dealing weétthnical problems. Whatever your particular naedy be,
finding the right student employee involves a gindfiorward process.

Create the position

Advertise the job

Review applications/select successful candidate
Submit hiring paperwork

Processing hiring paperwork

Evaluations

Tmoow»

A. Createthe Position:

A current, accurate position description is reqiliii@r each student job. The purpose of the pasiiescription is
to identify the expectations of the job and thewlsalge, skills and abilities required to be a sssfd candidate. It
also establishes the appropriate pay rate. Iparsisor employs more than one student with theesam
responsibilities and knowledge, skills and abiditithe same description may be used. The follovgirzs example
of good job description:



Department
Student Assistant Job Description
Position: Student Office Assistant
Objective: To provide customer service and administratisssnce in support of the Department functions.
Responsibilities:
» Present a professional, helpful, and service-ce@néception for office visitors and callers.

» Staff reception desk and provide proper assisttmstudents, alumnae, faculty, recruiters, androthe
visitors.

» Answer incoming phone calls, take messages andhiafiion regarding co-ops, internships, and fulletim
job opportunities.

» Assist visitors with information and use of primtdaelectronic materials
e Maintain files for new and returning students
« Perform light typing, word processing, and datayedtities.

» Make photocopies, fax documents, assist with maskngs, and perform miscellaneous other tasks as
needed.

» Perform other special duties as assigned, for ek@amp

-Prepare and distribute posters, flyers, and atteketing materials

-Implement special computer projects

-Provide individual and computer room assistance
Qualifications: Ability to perform general office duties in a lyuslynamic environment. Good communication
skills and ability to relate well to students, fligustaff, and other office visitors. Flexibilignd willingness to
adapt to constantly changing needs and circumstarterergetic, assertive, positive attitude. Matprofessional
image. Confidentiality is a must.
GHours: Up to 20 hours per week, schedule to be arrangedrding to office need and student availability.
Supervisor:

Location:

Pay Rate Pay rate is determined by the approved pay sraldded by the Office of Financial Assistance.
B. Advertisethe Job:
m To facilitate the recruitment process, Federal Watldy and Campus Work Study job vacancies are

advertised on http://www.meredith.edu/finaid/fwsihtListed below are the instructions on how to
F % postit.

LOGIN INSTRUCTIONS

» Go to www.meredith.edu/finaid/secure fttp://www.meredith.edu/finaid/secure>




The username idinaid, the password igobs

TO ENTER A NEW POSITION

Under the “Modify Database” section, click on “Engenew position”

Complete this page entering information about trelable position. Make sure that you click YES fo
“Post this position” so that the job will appeartbe web.

Click “Submit”

You will then be told that the position was suctalbs submitted.

You can then return to the main page or enter @&ngtbsition if you need to hire for more than one
position in your department.

Once a position has been filled, please use thetingtions below to edit the position (and change “Bst this
position” to “NQ”") or delete the position from the database. This will remove the position from the psitions
listing page so that students are no longer able taew the position.

TO EDIT/UPDATE A POSITION

Under the “Modify Database” section, click on “Editupdate a position”

Find the position by selecting one of the choid®ss(tion, Department, Semester, Supervisor Email,
Supervisor Phone), enter in the search criterid,tian click “Search”

Click the button above the position you wish tatedid click “Submit”

Make any changes to the listing, and then clickdaie Job Listing”

You can then return to the main page or edit/updateher position.

TO DELETE A POSITION

Under the “Modify Database” section, click on “Digle@ position”

Find the position by selecting one of the choid®ssition, Department, Semester, Supervisor Email,
Supervisor Phone), enter in the search criterid,tan click “Search”

Click the button above the position you wish toetieland click “Submit”

Make sure you have the position listed that youtvwaulelete, and click “Delete”

Note: Clicking "Delete" will result in the positidmeing deleted from the workstudy database. Thismac
cannot be undone.

If the position listed is not the position you wighdelete, click “No, return to main page” at twtom of
the page

Your friends will know you better in the first mi@ayou meet than your acquaintances will know yoa i
thousand years.
Richard Bach, (lllusions)

C. Review applications/select successful candidate(s):

The hiring process for students has been designad'al world” job application experience: Emmpoy advertise
job openings, students review job announcementglamrs are contacted by applicants, employers wtind
interviews with selected applicants, and a jobffisred.

Job Applications



The Financial Assistance Office recommends that eé@partment create an application document to use
consistently with all students who apply for pasis within your office/department. It is an effgetitool that can
be used to evaluate applicants and select candiftatanterviews.

Interviews

Selecting the right person for the right job is basic purpose of any job interview. Beyond thédabkjectives, the
job interview is an important step in the studepttsgress toward becoming a confident and ablécgzant in the
world of work. As with all aspects of supervisounttions, individual adaptation needs to be madedet specific
work assignments. In general, the following intewiguidelines will benefit both supervisor and stud

1. Prepare for the interview - Review student'diapfion and have materials describing the positiod the
expectations of the position available.

2. List questions to ask the interviewee. Inclugereended questions that will give the applicanb@portunity to
talk about him or herself. In other words, try t@@ questions that can be answered yes or no.

3. Establish a friendly atmosphere - Most job agapits are a bit nervous, putting an applicant s @ath "small
talk" is appropriate. Questions about vacation,thexa etc. are usually good icebreakers.

4. Begin the interview by outlining what will taldace during the interview. This will help you tagentrol of the
interview and lets the applicant know what to expec

5. Before you ask questions, give the applicarief bverview of the job. Clarify information retd to required
skills and talents - be specific about necessdoyrimation concerning skills essential to the positiProvide
information on essential functions of the job, dfatls expected, your supervisory style, and otepfs. Be clear
about your personal expectations. Give enoughimidion that, by the end of the interview, the studell know if
he/she really wants this job.

6. Secure basic information - Obtain specific infation and as a student talks about educatiomjigaand
experience, it is important to listen carefully gpabe questions or comments that encourages etavoria is often
necessary to inquire about courses, training atrd@xricular activities.

7. Ask all the applicants for the same positiongame questions in basically the same way.

8. Remain within legal guidelines. Meredith Colleageommitted to the principles of equal opportyiit
admission, financial aid, employment, and housagardless of race, color, sex, religion, age, disgbveteran's
status or national origin.

9. After you have asked the questions, give thdiepp the opportunity to elaborate on any skillerperience
he/she may have that were not brought out in ttegvirew. Allow the opportunity for questions.

10. Conclude and advise - Tell the applicant whaum will make your decision and when he/she can expehear
from you.

11. After the applicant has left, rate the intewigxcellent, good, average, poor) and make ndteatanajor
points and about those which need follow-up. De thiile it is fresh in your mind, and before yoteiwview the
next applicant.

12. While an interview is a valuable method of seitgy student employees, other information, sucteterences,
and work evaluations should be considered.

Reference Checks

You must ask students’ permission for any refergmmeeseek. Be consistent when checking referei@ads.
references listed on a job application for eachoafr top candidates. Information provided shoulddmual and be
well documented. Do not ask references for persaf@mation such as marital status, age, religamgny
information not related to the applicant's job parfance.



Sample Interview Questions
You may want to change the wording to fit your iatew style, or ask questions that are more spetifihe job.
* "Tell me something about yourself." (The purposéhif question is to make the student feel more
comfortable and encourage the candidate to reldstant talking. This question also will help yoeciie
how good his/her communication skills are.)
» "Tell me something about your last job. What skdid you learn that will benefit you in this job?"
* "How would you handle the following situation...?"
* "What do you know about this department?"
e "Why does this position interest you?"
e "What do you consider your strengths - weaknesses?"

Do not ask questions about age, marital status, mndber of children, religion, or any other queatahat could
be perceived as discriminatory. Federal guidelipeshibit asking questions of this nature.

After reviewing applications, and conducting infews, the hiring supervisor/department makes tHecgen.
Supervisors are encouraged to contact all unsuctegplicants.

**In conducting interviews, all applicants should bsked the same set of questions to ensure faiamesaccuracy
in the selection process.

D. Submit hiring paperwork:

After selecting the successful candidate(s), thiadpisupervisor/department must request an Employr@entract

from the Office of Financial Assistance. After ttentract has been received the following stepsldhoeitaken.
» Financial Assistance issues contract to Supervisor

» Student and Supervisor complete contract

» If the student has not worked on campus in the pashonths, the student takes contract to Payndll a
completes hiring paperwork

» Student brings completed contract back to supervi&apervisor will make copy of contract for thke fi
» If the student is returning then the contract carstgaight back to Financial Assistance.
» The student will bring the original contract baokRinancial Assistance.

» Student begins work.

Leaders must be close enough to relate to othetsfialb enough ahead to motivate them.
John Maxwell

Timesheets:

Students should work no more thantfurs per week. Employers and students should ikeyind that the
student’s primary obligation is to their studietudgnts may begin work the first day of a term eadtinue to the
last day of exams for a term. Students are allowemdork during school breaks within a term. All céunt
employees earn money through Meredith College’'sqihy

Studentgnaywork in multiple departments. If a student workdvi or more departments, it is the responsibdity
all supervisors and students to ensure that theestwdoes not work more than a total of 20 hoursaysek during
the fall/spring semesters. Students may work asyraa 40 hours per week during the summer semester.
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All Student Employment timesheets should be tuindgd the Information Specialist in the Office ah&ncial
Assistance by 12 noon on th& df the month. This deadline is in place to ensutequate time for all timesheets to
be checked and recorded. Once they have been edj¢ley will be sent to the Payroll Department.

Timesheets may be turned in early, but students @MW post hours worked before they have actuallykedrthem.
Late time sheets will miss the Payroll processclwimeans that the student will have to wait uhtl mhext pay
period to receive a check. Do not turn in unsigtea sheets. Keep them until signatures are celte

Follow these guidelines when completing time sheets

» The electronic timesheet is available on the Firsmssistance Website. The supervisor may sawea it
his/her computer and submit it electronically ea@mth.

* The student will record the exact hours workedydayl listing exact time started and exact time ende
Sign in for work; out for lunch, breaks, classe¢ady time, personal errands, and when leavingtferday.
Calculate daily hours worked and round the daitgltto the nearest quarter hour (i.e.: 4.25 his) frs,
2.75 hrs, etc.). Indicate daily hours workedha tight-hand column of the time sheet. Fill inlAboxes
using -- or O for times not worked.

15 minutes = .25 30 minutes = .50 45 minutes = .75

» Atthe end of the pay period, calculate total hamnd post the cumulative total at the bottom oftime
sheet. On the last day worked, sign and date e $heet and return it to the supervisor beforatiee
date.

» If using a paper timesheet, use ink, and writelpeaitd accurately. Please make sure that all sypiate
dates and times are indicated on the time sheet.

The important thing to remember is that the timeshenust get processed by the deadline in ordehéostudent to
receive a paycheck or timely disbursement to thetount. Paychecks will be available in the ActimgnOffice
on the 18 of each month.

2009-10
Student Payroll Dates
Payroll Dates Pay Date
08/01 to 08/31/09 09/10/09
09/01 to 09/30/09 10/9/09
10/01 to 10/31/08 11/10/09
11/01 to 11/30/08 12/10/09

12/01 to 12/31/08 01/8/2010
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1/01 to 1/31/09 02/10/2010
2/01 to 2/29/09 03/10/2010
3/01 to 3/31/09 04/9/2010
4/01 to 4/30/09 05/10/2010
5/01 to 5/31/09 06/10/2010
6/01 to 6/30/09 07/9/2010

Student Employment Grade Level Guidelines

In accordance with Federal Work-Study (FWS) Progragulations, all employers must establish a jatcdption
for each position offered. While Meredith supeovismay determine the specific job title and dutiseach
position offered, all student work positions wi#t blassified in accordance with the Grade Level@lines. These
guidelines are intended to ensure equity amonstadlent workers.

Below is a guide for supervisors to determine tfalg level and hourly rate for each student em@mgsition. A
brief description is provided for you to determthe appropriate grade level of each position.

Grade Level 1
Student does not need experience or previoustigaifiihese positions consist of routine tasks witimmal
responsibility. Work is monitored and supervised.

Grade Level 2

Little to moderate experience, technical knowledgegrevious training necessary. Special instructimy be
necessary for some aspects of these positionsei8tndeds to possess the ability to learn new tas#tsvork
independently with limited supervision.

Grade Level 3

Moderate to substantial training or experience seaey. Independent judgment and high mental agtarit/or
manual dexterity are required. Student needs tegsssspecial skills with a high level of competestd/or have
advanced technical knowledge and experience. Tmsidons may require decision-making ability wlitde or no
direct supervision. May involve supervision andrirgg of others.

Grade Level 4

In addition to duties and/or responsibilities asstee! with Grade Level 3, these positions requiréndividual who
possesses special or unique skills and/or advaecdical experience. Student may be involved oisien-
making on an administrative level, conduct analysil determine strategy. May involve overseeiregisp
projects.

Pay Rates
Regulations require that all employees be paiéatlat the state minimum wage, which for Northotdaa is $6.55

per hour.
»  $7.25 per hour during the first 2 semesters workingampus
»  $7.55 per hour during the third and fourth semesterking on campus
»  $7.85 per hour during the fifth and sixth semesterking on campus
*  $8.15 per hour during the seventh and eighth semestrking on campus
«  $9.00 per hour during first 2 semesters of gradseteol or 2 degree
«  $9.50 per hour during®and 4" semesters of graduate school 8rdzgree
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Only under unusual circumstances would students @aside of the pay ranges, and these exceptioss e
approved through the Office of Financial Assistance

Pay Raises
A student should hold the same position for attlaaemester prior to being eligible for a meritamngevity raise.
Rate increases are based on merit or longevity. thdyudents report that they are not working egfobours to earn
their full award amount due to either their empltg/er the student’s schedule, there are sevetalregto consider:
1. Ifthe employer does not have enough hours orttieest’'s schedule does not match your needs, the
student might want to consider resigning (with tmeeks' notice) and seeking another work-study job.
2. Remind the student that if the fall award is nahed, it can be carried over to spring (assumimgdules
allow more hours to be worked).
3. Suggest that the student contact the Office Firrdid@sistance to review options to make up the arhou
that will not be earned.

Most federal work study students are awarded $p&d§ear, ($650 per semester). To estimate the euofthours
a student can work, divide the student's awardh®isemester by their pay per hour. Divide theltiegunumber by
15, or the number of weeks remaining in the seméstegetermine the number of hours per week a stuckn
work.

It is the responsibility of each individual depaetmb to monitor their own student employment budget

One Time Payment for Student Employment

Meredith College Departments may hire current sttgléor short-term projects (ex. camp counselod) @ay them
a flat salary. Listed below are the policies anacpdures.

1. Prior to interviews, contact the Office of Finandasistance to inquire if applicants are federatky
study recipients.

2. Once the candidate has been selected contact tive Of Financial Assistance for a contract. If the
student is not a federal work-study recipient apeah must be submitted. If an appeal has alreaey be
granted for the student to work in the departmambther appeal does not need to be submitted déavrtb
time payment position.

3. Complete the One Time Payment for Student EmployrtEmo.

4. Have the student bring the contract and the Compihet One Time Payment for Student Employment
Memo to Human Resources and the Office of Finarksalstance. If the student has not worked during
the Fall and Spring semesters, she will need topbet tax forms in Human Resources.

5. Once the contract and memo have been receivece®ffice of Financial Assistance the student may
begin work.

6. All students will be paid on the {®f each month.

7. If the department would likéo pay the student out of a grant or a non-studssistant line
item a budget transfer to the department’s studssistant line item must be requested through the
Accounting Office.

One Time Payment for Student Employment

To: Kay Miller, Payroll Coordinator
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Sandra Rhyne, Assistant Director for Financial stssice for Scholarships and Campus Work

From:

Date:

Student:
Student ID:

The above student is working with the Camp/Program

sponsored by Meredith College. She will be paid $ . | request that a one time paymermkdbe cut

for her. The student assistant account number thhmed is

Thank you.

Training Students

=

Clearly defined expectations
* What specific tasks are the student employee’sorespilities?

N

Mission/purpose of the department
* What services does this office provide?

3. Supervision
* To whom should the student employee report folydagks/assignments or priority projects

4. Channel of communication
» If the student employee has a problem or concehe, ie'the best person to offer clarification?

5. Attendance and punctuality
 How many times can the student employee be absentwork before jeopardizinigis/her position?

6. Training
* What type of formalized training does the studenplyee receive?
* Isthe training important to the student employgetsperformance?

7. Physical Appearance
* What guidelines must students adhere to concerdnegs within the workplace?

8. Attitude
» How should the student employee present him/hetsélfe clientele the office serves?

9. Confidentiality
*  Will the student have access to confidential data?
* What is his/her comfort level with this responsti®
* How will the student’'s commitment to maintain cal@itiality be handled?
» Signed confidentiality statement?

10. Evaluation standards
* On what specific items is the student employeeuatal?
» How often do written evaluations occur?
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» Isthe rate of pay determined by the student eng@®yjob performance and evaluation?

If your actions inspire others to dream more, leaore, do more and become more, you are a leader.
— John Quincy Adams, 6th president (1767-1848)

Performance Evaluations

In practice, evaluation is an on-going process ybatapply almost daily. After the student is giveitial training,
you make periodic checks to see that performanoeeting the desired expectation. This is evalna#toformal
performance evaluation form represents the culnainaif your daily efforts.

Evaluation, either daily or cumulative, generaliiés the form of praise or criticism, but supemgseport that
they deal with criticism more often than they woptefer. Poor work usually needs immediate attentBut all too
often satisfactory and good work gets by with oroyr silent gratitude. Both deserve equal attentom timeliness
is important if your evaluation is to be of maximienefit to the student.

A work performance evaluation form for all studentployees should be completed at least once eaclemic
year. The evaluation form should be completed bystandent employee and the student's employenwlftieh both
should discuss the evaluation and formulate gaalthe future. This process should be used toifaiglinteraction
between the student and the supervisor.
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Meredith College
Student Employee Performance Appraisal

Student’s Name

Department Name: Tifleb

Supervisor's Name: emeSter/Year

Please evaluate the student’s performance accotalithg following criteria, where appropriate plegsovide
additional comments:

1 = Unsatisfactory Does not meet expectations

2 = Below Average Meets some expectations but nieegiovement

3 = Satisfactory Meets expectations, but does xoted them

4 = Very Good Exhibits above average performance

5 = Exceptional Exhibits superior performance

12345 Quality of Work: Student completes assignments in a timely manner,
performs high quality work that is accurate andéligh, and
manages time effectively.

12345 Attendance: Student is responsible, punctual, has good atteedamd notifies supervisor if she
will be late or unable to work.

12345 Dependability: Student is responsible and dependable in meetiadlides and completing
assignments.

12345 Attitude Toward Work: Student is enthusiastic, interested,
diligent, courteous, and will work at difficult disagreeable tasks

12345 Communication Skills: Student expresses thoughts clearly and is
professional in dealing with both co-workers angl public.

12345 Initiative: Student works independently and asks for work tfassigned. Student offers
suggestions for new or better methods of operation.

12345 Relationships with Others: Student is tactful, diplomatic, and
maintains good working relationships with co-wossesupervisor,
faculty, and staff.

Additional Comments: Please identify some of the student’s strengthgeaknesses, offering any suggestions for
improvement. Please discuss the performance appweth the student, and then both sign below. 3igeature of
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the student employee does not signify that the eye agrees with the evaluation, only that it heentdiscussed
with the employee. The employee’s response inngithay be attached to this appraisal,
and filed in the employee’s personnel file.

Supervisor’s Signature Date

Employee’s Signature Date

Providing Feedback
Although criticism is never pleasant to give or¢geive, students feel less threatened and ardymae
responsive if it is made within these guidelines:

* Be constructive and specific - What are the aatuaimples of poor performance? What should be done i
the future to improve quality?

e Maintain privacy - Whereas good work deserves praidront of other students or employees, crititis
should never be made within earshot of others.

» Be positive - When discussing poor performance withudent, start on a positive note. Most people
perform at least some facet of their work satigfalst, so select a particular attribute or skildamention it
first. Tell the student what you like about herAwisrk. Then explain what areas warrant improvement.
When criticism is presented in a friendly and pgesitvay, students usually realize that you arengyto
help and are more likely to listen to what you haweay.

* Do not feel guilty - Students usually know whenytineed criticism. If you fail to react to unaccdpéa
work, you may lose the respect of the student wealas well as that of other workers in the depantm
Your goal is to keep all students working at ttielk and most productive capacity.

* Be Sensitive - People cannot be expected to perdotime same levels of proficiency. Differences in
abilities and aptitudes should be taken into carsition for each individual evaluation.

e The long range goal of student evaluation is nop$y to provide a system for grading work. It isamed
as an instrument to assist the student in herfhisldpment and to enlarge the dimensions of the
work/educational experience.

Practical Tips for Giving Feedback on Poor Performace
* Look for common ground
* Work together to arrive at solutions
* Reinforce the positives
* Suggest better results to be gained
» Respect the employee's knowledge and good judgment
e Ask for input rather than assume facts of the titna
» Encourage employee to find the solution

Communicating With Students
The ability to communicate is important in the waekting. If a supervisor cannot explain clearlyatvis expected
in assignments and responsibilities, studentsheilinable to perform their work to an acceptabtgete

1. Be a better listener.Pay attention to your employees. Sounds simpleit [lRia common gripe, says Maureen
Dolan Rosen, a human resources expert based ireCHalp N.C. Among the things she stresses in vgbdps with
managers is "learning how to listen better.” Slaédd offer a story about one of her former bossés, cleverly
perched his hand under his chin and appeared itingedo be listening intently to whoever was spegkBut if
you looked closely, under his glasses, his eyes wiesed. He'd use the meetings to snooze.

2. Make time for employeesRegular, one-on-one meetings with your team mesnéer important; if employees
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work remotely, meet by phone. If you can't meetkhgalo it at least twice a month. And don't takmpe calls
during meetings, unless it is an emergency. Shaw gmployees they have your full attention. Talkwitheir
career paths and how you envision them growingéir fobs. On the flip side, employees need toviara of
bosses' time pressures.

3. Get the word out to those affected as efficientlysapossible Take great pains to reach those who should be in
the know about workplace changes coming down frbova. This is tough. How easy it is to forget tibpeople,

on a timely basis, something they should know alimit jobs. But know the downfall: Work may not giene,

and you may also look like you aren't in the knowwhich doesn't exactly inspire confidence in yooops.

4. Put out a consistent message about your valugénowing who you are, and what you stand for, celp lyour
employees make better decisions on their own (t@ast decisions that you will like better). If yausending
mixed messages, explain them or suffer the consegge

5. Give regular feedback; avoid surprisesEmployees shouldn't first learn about significp@tformance issues in
an annual evaluation. They should be confronted lwedbrehand (and as humanely as possible) thet the
something they need to improve. "The annual evianahould be more of a recap,” Rosen says.

6. Be effective in speaking to groupd'm not talking here about speaking to the lo¢erober of commerce or
Rotary Club — although that is not a bad skill &wé too, by the way. | mean employee groups. Ifganit speak
well at employee meetings or in front of employesups, you lose credibility as a manager. Learn twmdo it;
learn how to get better at it. The same thing doewriting group e-mails.

7.Don't hide behind e-mails.Most delicate matters must be discussed in pefdost conflicts must be settled in
person, or at least by phone. When emotions ahiad, e-mail becomes a less-appropriate vehicle to
communicate. And e-mail is never an appropriatehogtto tell someone he or she is being laid offis@xperts
say. (Yes, | know it happens.) Nonetheless, e-imaih important communications tool.

Student Employee Recognition Ideas

Recognition is important to expressing appreciatorrthe valuable work student employees providgatar
department. There are a variety of ways in whishigervisor may recognize student employees fde fitt no
cost. The following are some ideas that can helprgcognize your student employees in a special way

= Treat Day - full-time staff bring in treats/lunch for studesmployees.

= Food- reward students for a job well done with a ti@faheir choosing.

= Take pictures- post employee pictures and list what wondeHirids they do for your department.

= Coupon Booklets- this is always a hit with students! Insert conp for a free can of soda, movie night at
the boss’ house (everyone needs to redeem fooriels one dozen home baked goodies, etc. Be\oedati
designing your own coupons.

= Notes Home- send a note to the families of your student eyg#s. Let them know what the student does,
how their work impacts your department, and hovwifterthe student is.

= Have your staffvear special name tagfionoring student employees (STUDENT EMPLOYEES ARE
GREAT EMPLOYEES — WE APPRECIATE OUR STUDENT EMPLOER)

= Buylow cost, blank certificatesand make up silly awards for students: best t&leplvoice, best web-

surfer, etc.
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Friendship Plants - take cuttings from a plant in the office andegte each student as a live “connection” to
the office.

Bright Ideas - spray paint a light bulb gold, screw into a japtay-dough and make a label around the jar
naming who is receiving the “Bright Idea” award.

Take your student employeesltmch or buy them pizza.

Give “gag” awards: “hazardous duty” (cleaning coffee machine); lostgérive, etc.

Good Egg Award- buy plastic Easter Eggs, fill with goodies ativkgut with “Good Egg” certificates.
List what the student did to deserve this award.

Handwritten thank you notes on cardssent to oncampus P.O. boxes.

Bake cakedor student employees on their birthdays.

Buy low cost gifts and gift certificatesto reward students for a job well done.

"Kudos" certificates attached to a Kudos candy bar.

Give stickersto all employees and ask them to hand them out \fresnsee someone doing a good job.
Traveling trophy - each recipient hands it off to the next recipient

Develop aoken systemto earn points for items.

Surprise incentive - put a reward somewhere in a project that requegsistence (filing) to surprise the

student.

Pat on the Back- Draw an outline of your hand on a piece of pag&notocopy enough copies for all
students in your office. On each hand write a tiodt tells the student why they deserve a “Pahen
Back”.

Change the department phone message recognize student employees.

Look around the office or at home fondite elephant item Name the item for the awarHroiployee of the
Month/Week, Great Idea Award, Gotcha Awardhtch someone in the act of doing something good)
Decorate an office bulletin boardor the office door in recognition of your students.

Chalk the sidewalkin front of your office saying “thanks” to yourustent employees.

Verbally thank students for their contribution to your department.

"You Rock" award - print "You Rock" on a rock and present it to some when they go a good job.
Encourage the student to present it to another raeoftthe staff when they observe someone doingpa g
job.

Nominate students for CSB or SJU Student Employeef the Year or CSB/SJU Student Team of the
Year.

Develop gpeer recognition program(e.g. employee of the month/week - other studeatsgive input or
feedback) and place on a tag board or poster foligorecognition.

Promote students to higher level positions your department.
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= Ask students what motivates them and implemeaetagnition program that is based on individual
preferences
= Ask students to share their expertise with other sident employeedy offering a training session.
= Offer tobe a mentorfor student employees.
= Provideflexible scheduling and a choice of projectfor student employees that have proven themsétves
your department.
= Acknowledge personal achievements a group.
= Provideletters of recommendationfor students who do well in your department.
= Use the Internetfor cool "freebies" to recognize your student ergples:
= 123 Greetings:http://www.123greetings.com
= 1001.com:http://www.1001.com/postcards
= American Greeting Cardbttp://www.americangreetings.com
= Awesome CyberCardshttp://www.marlo.com/card.htm
= Blue Mountain Greeting Cardsttp://www.bluemountain.com
= Cardmasterhttp://www.cardmaster.com/
= Cards Up:http://www.cardsup.com
= Custom Greeting Cardbttp://www.dltk-kids.com/cards/index.html
= Digital Postcardshttp://www.all-yours.net/postcard/dp.html
= EGreetings:http://www.egreetings.com
= Go Greetingshttp://www.gogreet.com/index.html?/
= Hallmark Greetingshttp://www.hallmark.com
= Mail a Meal: http://www.mailameal.com/
= Print-free Cardshttp://www.printfree.com
= Roadrunner Cardshttp://www.roadrunner.pacprod.com
= Thundercloud:http://www.thundercloud.net
= Toon O Gramhttp://www.toonogram.com/
= Virtual Florist: http://www.virtualflorist.com/
= Virtual Presentshttp://www.virtualpresents.com/
=  Wow Greetings:http://www.wowgreetings.com

= Yahoo Greetingshttp://greetings.yahoo.com

Corrective Discipline

Employers are encouraged to give positive feedbaskudents when warranted; however, there majnest
during the academic year when a student employeetiperforming up to your expectations as a supervThis
may relate to attendance, punctuality, job perfareeaor attitude. At these times it may be necgdsainform the
student of your dissatisfaction with their perfonoe.
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This is a departmental process. Therefore, therldties not need to be sent to the Office of FiahAssistance. A
letter should be maintained by the supervisor Aecemployee. Once these procedures are followerk thill
hopefully be an improvement in the situation. IfMewer, the problem continues to be unresolvedal be
necessary to terminate the student employeeirtipsrtant that you document any corrective action take and
notify Student Employment if a problem persists.

Resignation/Termination Process

Students are expected to remain in their FWS jolafioacademic year. However, a student may disooati
employment at any time. The student is encourageile a minimum of two weeks notice when resigrfiogn a
position. Students should submit their resignatiowriting directly to their supervisor and includespecified final
date of employment. While on-campus student empénris a learning experience for many, it is stijbb and
carries with it all the responsibilities of any jfdund off-campus. The student needs to maintarptioper attitude
and behavior on the job and perform the requirelistan an acceptable manner. Students who do ngt@at these
responsibilities after sufficient warning by thegeswisor can be terminated from their job. It igamd idea for
employers to maintain a personnel file on eachestudnd document each occurrence.

Some of the major reasons for termination inclueigture to report to work; repeated tardiness; @itiude;
insubordination; failure or inability to performehasks required; falsification of time sheetsfttbe embezzlement;
destruction of University property; threats or oé@hysical force; any illegal activities conductaa University
property including alcohol or drug use. Terminasiavill be handled in accordance with the policied procedures
established by Meredith College. Employers shoolitact Sandra Rhyne, Assistant Director of Findncia
Assistance for Scholarships and Campus Work at8B8(- or rhynesan@meredith.com to report the tertoimaf

a student.

Grievance Procedures

All employees are encouraged to voice their compdaihrough the proper channels. In working sitredj it is
normal that people have differences affecting thaiployment relationships and working condition$s important
to work out solutions to those problems as quiekiy fairly as possible within the established liokauthority.
The College recognizes the meaningful value anditapce of full discussion in resolving misundemsliags and
preserving good relations between supervisors amoyees. In order that employees may be assurtadrof
consideration, there is a means for appeal, witheejudice, to a higher level of authority.

A grievance is defined as any complaint by a studemployee dealing with terms or conditions of émployment.
Matters that are academic or personal in natur@@rsubject to processing under this procedure.

A student employee having a grievance as definesteabhould:

1. Attempt to resolve the grievance through a disaussiith his/her immediate supervisor within 10 wiark
days of the incident which gave rise to the grieearf the employee is not satisfied with the rasoh
proposed, the employee may:

2. Within 10 working days of the decision at steptierapt to resolve the grievance through discussiibim
the department or unit head next in authority alibeemmediate supervisor. If the employee is not
satisfied with the resolution proposed in steph, may:

3. Within 10 working days of the decision at stepuhmit to the Assistant Director of Financial Asarste
for Scholarships and Campus Work a written statémtine grievance and the remedy desired. The
Assistant Director of Financial Assistance for Sahehips and Campus Work, or representative fraam th
Office of Financial Assistance, will conduct an@stigation into the matter, which may necessitate a
meeting with both the employee and the immediapesiisor present. The Assistant Director of Finahci
Assistance for Scholarships and Campus Work arndéorepresentative may invite any other individual
they deem appropriate to attend the meeting.

4. The Assistant Director of Financial AssistanceScholarships and Campus Work, or representativa fro
the Office of Financial Assistance, will reach @id®n and communicate it to the parties involved.
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5. Grievances, disciplinary action and unresolvedassuay be referred to the Associate Vice Presigent
Enroliment or Dean of Students for follow-up anghegpriate action.

Mid-Year Job Changes

Students who are dissatisfied with their job shdind meet with their supervisor to discuss thelppem. If both the
student and the supervisor are not satisfied, esaluion cannot be reached, the student may reBigiquent mid-
year changes are discouraged because they colddtneégatively on a student's work record. Ifshedent wants
to attempt to find a new position, he or she folaive same job placement procedures as beforeulttims work-
study website and contact employers. The new emplogeds to complete a new voucher with the student

Management is doing things right; leadership isddhe right things.
— Peter Drucker, economist, management guru, aytt@09-2005)

Policies and Procedures

Attendance/Absences

AttendanceAttendance during scheduled hours of work, repgrtor work on time, and continuing to work until
the end of the work period is expected of each eygd. Employees who must leave early are to infiweir
supervisor in advance.

Absences or Tardines®hen it is necessary for an employee to be alwdardy from work, the employee must
notify the supervisor on a daily basis, as fardmamce as possible, but not later than the nortagirsg time, unless
circumstances prevent the employee from doing sad@mic responsibilities should not impact schetlulerk
hours. However, supervisors are encouraged, atdfgeiretion to consider changes in the changéseinvork
schedule to accommodate students' academic rebpitiesi. Supervisors must approve changes in thedule in
order to accommodate required academic respottigbiluch as exams and verifiable projects.

Attire

Student employees should dress for the job. Busicasual is accepted at Meredith. Short shortanmesg, torn
jeans, sweat pants, bathing suit cover-ups, etmatracceptable attire for work. If the departnifeast a different
dress code it will be discussed.

Breaks

Employees working 4 consecutive hours a day alidlezhto a fifteen-minute, paid break. If a studesmtrks a 8
hour day she is entitled to an unpaid lunch houveaBs may not be taken at the beginning or enbeoivork period
and are not cumulative.

Cell Phones
Student employees are expected to exercise diserietiusing personal cellular phones for persoab$ftext
messaging while at work. Personal calls duringwbek hours, regardless of the phone used, carféngewith
employee productivity and be distracting to otheZalls should be limited to three minutes. If thex an
emergency please notify your supervisor. ListedWweadre tips regarding using a cell phone at work.
1. Turn your cell phone ringer off
2. Use your cell phone only for important callsydiu are expecting an important call, please let yo
supervisor know.
3. Let your cell phone calls go to voice mail whiteu are at work. If you are in doubt about wheter
incoming call is important, let voice mail pickup. It will take much less time to check your mgesa
than it will to answer the call and then tell ttedler you can't talk.
4.Don’t send or receive text messages while at work
5. Find a private place to make cell phone calls
6. Don't bring your cell phone to meetings unléss on silent.
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Confidentiality

Some positions require that students have accexfédo students' record information. All Collegepoyees,
including students, must abide by th@mily Education Rights and Privacy ABuckley Amendment) and other
confidentiality provisions for state and federal/l&simplified, the amendment states:

 Employees are authorized to access only the studeotd information that is necessary to perforairth
job functions.

» Employees are not allowed to look at and/or comeatrito others student record information othen tha
what is necessary to perform their job functions.

The development of good work habits is vital toryauweer. Do not hesitate
to ask your Supervisor questions if you do not ustdad your job responsibilities.
Maintain a good relationship with your supervistrture employers may
seek a recommendation from your on campus employer.

Employment of Relatives
Students will not be hired into a position whenrelative occupies a position in the supervisoryirtle command
under which the student will work. This is in actance with the Meredith College Staff Handbook.

Worker's Compensation

Every student employee is covered during her warkiours by Worker's Compensation insurance. Issemtial
the employee report immediately any job-relateddsatt or iliness to the supervisor. Additional infation
regarding Worker's Compensation is available frbeAssistant Director of Financial Assistance fon@&arships
and Campus Work or Human Resources.

Nearly all men can stand adversity, but if you wartest a man’s character, give him power.
— Abraham Lincoln, 16th president (1809-1865)

Harassment and Non-DiscriminationPolicy and Complaint Procedures

Meredith College is committed to providing a wordastudy environment that is safe, fair and freenfr
discrimination and harassment for all memberssofé#mpus community. Meredith College prohibits daods not
engage in discrimination or harassment that isdasea person's religion, race, color, nationalinriage (as
defined in the Age Discrimination in Employment Actex, disability, veteran’s status, sexual oaénh or any
other category protected by law The College vithis conduct as a very serious matter and any stute
employee who violates this policy will be subjeztisciplinary action, up to and including dismisgdease see
disciplinary information in appropriate handbookhether such conduct occurred on or off campus.

For complete policy please contact the Office ofrtdin Resources.

Don't tell people how to do things; tell them whatdo and let them surprise you with the results.
— George S. Patton, Army general (1885-1945)

Students with Disabilities

Section 504 of the Rehabilitation Act and the Aroanis with Disabilities Act (ADA) are federal lawsat protect
“otherwise qualified individuals with disabilitiedfom discrimination on the basis of disability amdjuire an
employer to provide a “reasonable accommodatiorgmployees and applicants for employment, unlessuid
be an undue hardship.
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A supervisor may become aware of a student applgcdisability in order to ensure an accessiblernview
location and to request reasonable accommodatiecessary for the student to perform the employment
responsibilities. The supervisor may not inquirewta disability unless a reasonable accommodatsrbeen
requested, and any inquiries should be limited lietiver the applicant is able to perform the “esakbhinctions of
the position with or without a reasonable accomrtiodd A supervisor need not alter essential fumesi of a
position to accommodate a disabled applicant; énetent an applicant would be unable to perforrards
functions of a position, the applicant would notdbkeerwise qualified for the position.

A student who claims to have a qualified disabitityst self-report with the Meredith College OffizeDisability
Services (ODS). The ODS staff will work with theidént to gather medical documentation, verify thalifjed
disability, and identify reasonable accommodatidree student may also sign a consent for ODS &tatflease
information and to discuss the disability conditemd reasonable accommodations with the studampsrsisor.
Any questions about student applicants or studepi@yees with disabilities should be addressedD&O

Supervising Student Workers with Disabilities

information adapted from www.washington.edu/doit

Rights and Responsibilities

Everyone has both rights and responsibilitieshihdase of the inclusion of students with disaegitn work-based
learning activities, educators and employers hbgeaight to require that students demonstrate kedgd and skills
essential to an internship or other work-relategasfunity. On the other hand, qualified studentthwisabilities
have the right to reasonable accommodations.

The Americans with Disabilities Act of 1990

The Americans with Disabilities Act of 1990 (ADAJqghibits discrimination against a qualified indiuil with a
disability in employment. To be protected from distnation in employment under Title | of the ADAR
individual must have a substantial impairment thiggacts a major life activity such as hearing, sgespeaking,
breathing, performing manual tasks, walking, cafargoneself, working or learning.

The ADA makes it unlawful to discriminate in empiognt practices such as

e recruitment

e hiring

e firing

e promotion

e job assignments

e training
* leave

o lay-off

* benefits

An individual with a disability must be able to fiem the essential functions of the job with orhitit
reasonable accommodations. Reasonable accommatlatiemodifications or adjustments that permit the
individual to participate in the application prosgperform essential job requirements, and progglel access
to the benefits and privileges afforded to emplgy@ghout disabilities. Examples of reasonable
accommodations include the use of readers or aigguiage interpreters, equipment modifications sistige
technology devices, and flexible work schedules.

The law requires that employers with fifteen or memployees make reasonable accommodations in the
workplace for employees with disabilities. Accomratidns are made on a case-by-case basis and mag not
required when costs create an undue hardship. Rablsoaccommodations must also be made to allow
individuals with disabilities to participate in ti@plication process.
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In order to receive accommodations the individuidhwa disability must disclose information abous bir
disability. The person with the disability is thesh source of information regarding the accommodathe or
she may need.

Universal Design and Accommodations

When the wide variety of characteristics of potgintisers of facilities, services, and informatieaaurces are
considered in the design process, they are moessitde to everyone. This process is called urévelssign.
Universal design reduces, but does not eliminhtepeed for accommodations for specific studerits. Jest
accommodations are unique to the individual andeibg/from a cooperative relationship between thdestt,
instructor, staff, employer, and/or disability Seevprovider.

Who Is Responsible for Providing Accommodations?

The employee or intern is responsible for providaegsonal accommodations, such as hearing aidgle¥sers,
and personal attendants.

In most cases, it is the employer's responsiltilitgrovide on-site job accommodations for an emgéoyt is
sometimes possible, however, for the employerdeive tax credits and incentives for doing so. Ystate division
of vocational rehabilitationan assist you with obtaining information abousthprograms.

If the worker is an intern or student worker, hoaethe school and the business/department sleollborate to
provide reasonable accommodations. Most likelhef student requires accommodations at the workptaen
they are already receiving academic accommodatfopnsigh Disability Services.

Accommodations

In postsecondary settings it is the students' resipiity to request disability-related accommodas. Typically,
students with disabilities present documentatigyareding their disabilities to a central office tlagproves
accommodations and communicates with staff andtfamembers as appropriatéxamples of accommodations
commonly used by students with different typessabdities include the following.

Visual Impairments

» large print, Braille or audio publications

* TV monitors connected to microscope to enlarge gsag

» assignments in electronic format

* computers equipped to enlarge screen images oiderepeech and/or Braille output
» raised-line drawings of graphic images

» auditory emergency warning signals

« adapted lab equipment (e.g., talking thermometacsije timers)

Hearing Impairments

* note takers

» sign language interpreters

* real-time captioning

* FM amplification systems

» captioned films

» visual aids

e visual emergency warning systems

Learning Disabilities

* note takers
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e audio assignments

* extratime

» visual and tactile instructional demonstrations

» computers with speech output, spell checkers, sachimar checkers

Mobility Impairments

* note takers; lab assistants

» workplace, classes, labs, and field trips in adb&s$cations

e adjustable tables; lab equipment located withichea

« computers equipped with special input devices (spgech input, alternative keyboard or mouse)

Health Impairments

» flexible attendance requirements

* note takers

e extra exam time

» use of email to facilitate communication

Strategies for Helping Supervisors Succeed

The good Supervisor must have many talents. Tetamgpervisors of student employees, the Natiosabgiation
of Student Employment Administrators has develapedollowing guidelines:

1. Be an Example
Model strong work habits through efficient, dedéxhtvork practices. Let your own approach to daibykabe an
example from which students can learn.

2. Be Flexible
Understand that student employees are studentafidssemployees second. Though it is importanateethigh
standards on the job, it is also important to bgifile to accommodate academic obligations.

3. Communicate Expectations
Communicate the job standards and expectationsuostudent employees. Don't assume these are\sdént to
the students, though they may seem obvious to you.

4. Give Feedback Frequently
Provide consistent and appropriate feedback to student employees. Student employees, like alleyaps,
benefit from feedback in job performance, providinig communicated with a positive spirit.

5. Be Fair
Supervisors who are too lenient are not doing stisdany favors. Student jobs are "real jobs." Tstadent
employees as you yourself would like to be treateal given situation.

6. Train, Train, Train

Take time to train your students in important wekkls, attitude, and habits - such as perseveraimme
management, phone skills, quality service practiaed handling difficult situations. This is theofomon sense”
from which success is made.

7. Be a Team Player
As a team leader, develop and nurture the unigo&ibations of each team member. Take a globalgsetsre.

8. Give Recognition
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When you see a student "going the extra mile" ersevering through difficult situations," acknowdecthis in
front of other staff and peers. People need todppleciated.

9. Share the Vision
Have regular meetings with your student employeelsisform them how their work fits into a largerrpase of the
department and institution, member, purposeful wemkeaningful work.

10. Be an Educator
To the degree that we each contribute to the ifeghers, we are all educators. Ask yourself how gan
contribute to the education of your student empisye

Contact Information
For questions or concerns about the Student Emmayrogram, contact Sandra Rhyne, Assistant Dirext
Financial Assistance for Scholarships and Campusk\\&d 760-8841 or rhynesan@meredith.edu.

This handbook is meant to be a general descrigtidhe Student Employment Program at Meredith Gelle
Information presented may be changed without maiiifon. Any questions about this information skl
directed to the Office of Financial Assistance.



