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Introduction

Congratulations & welcome to our team!

You have been hired as a student employee at USCA. You are now a member of our staff of
student and per manent employees.

Our campus is busy and complex. As a student employee, you are working a“ real” job, and each
student who works here hel ps keep USCA running smoothly. While working here, you will be:

® Representing USCA to students, alumni, faculty, staff and the general public (including
potential students and their families)

Providing the University with needed assistance
Becoming familiar with the services and programs provided by USCA

Earning money to contribute toward your education

Gaining valuable work experience while also building your resume and enhancing your
mar ketability

You may be feeling somewhat nervous about starting your job. You may also have questions,
such as:

® Howdol dress?
® \What if | don’t know how to do something?
® \Whendo | get paid?
Relax! The following topicsin your USCA Student Employee Handbook will help you to feel

mor e at ease about these concerns by giving you a good under standing of what you can expect
from your job aswell as what will be expected of you.



Policies & Procedures

Absences

Phone your supervisor if you will be absent or late for work. If possble, tel your supervisor in advance
if you know that you will be absent or late. Failure to report to work during the agreed upon schedule or
ademongtration of consistent absences or tardiness may be grounds for dismissa.

Appropriate Dress

Although USCA has no specific dress code, student employees are expected to dress appropriately for
their pogtions. Casud attire may be alowable, but it is best to check with the specific department for
which you work for appropriate dress for that department. All student employees are visble to students,
aumni, faculty, saff, and members of the community. Again, appropriate dressis expected from all
student employees.

The following modes of dress do not contribute to a professiona work environment and are not permit-
ted:

barefoot or ingppropriate footwear (thongs, etc.)
lack of ashave

hair in curlers

soiled or tattered clothing

extremely short or Sde-split shorts

halter tops, tank tops, etc.

inflammatory or obscene writing or emblems

on dothing

Breaks

There are no officid work breaks. However, if you work six or more hours, you must take a 30-minute
“off-the-clock” lunch break. Breaks should not be taken in the work area. The times that bresks are to
be taken must be gpproved by the supervisor. Smoking is not alowed indde USCA buildings.

Confidentiality of Records

USCA records and information must be treated confidentially and professondly as stated in the Federd
Rights and Privacy Act of 1974. They are to be discussed only with individuas authorized to have
access to ingtitutiona records. Any violation of the USCA Policy concerning the confidentidity of
records congtitutes grounds for termination. Any student employee who provides confidentid informa:
tion obtained from USCA to any unauthorized individuas outside their designated department will be
terminated immediately and referred to the Director of Judicia Affairsfor further gppropriate disciplinary

action. Follow these guiddines concerning access to records:
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® Sgn aConfidentidity Agreement in your hiring department

Do not use computer terminas or filesfor any purpose other than to perform functions assigned
to you by your supervisor.

Do not discuss any confidentid informeation with unauthorized individuas
Do not let friends, relatives, or acquaintances know that you have accessto confidentid data.
Report to your supervisor any attempt to gain unauthorized access to information.

Dismissal

Y ou can be discharged for any reason of misconduct or unsatisfactory work performance. The following
are some examples of reasons for dismissal:

Working under the influence of acohol, simulants, or other drugs.

Missang work or unexcused absences without notifying your supervisor.
Reporting more hours on your time card than you actualy worked.

Forging the sgnature of your supervisor on your time card.
Violation of the Student Services Policy on confidentiality of records.
Certain violations of the Academic Code or the Student Judicial Code.

GPA- Minimum Requirements (FWS and ISE)

While all student employees are expected to maintain good academic standing, Federal Work Study
(FWYS) students are required to maintain satisfactory academic progress, as referred to in the Financia
Aid Office s“Terms and Conditions’ brochure.

Hiring Documents

1. Student Employment Training Agreement:

All new student employees must attend one Employment Training Session conducted by the
Career Sarvices Office. By signing this form, the student acknowledges that he/she has read the
information regarding student training and agrees to attend asession. A schedule of training
sessonsis located in the Career Services Office. If the hiring department sponsorsit’'s own
traning session, students should sl Sgn the agreement, dthough he/she will be exempt from the
CSO training sesson. The following departments sponsor their own training sessions:
Library, Student Activities Center, Wellness Center.

2. Student Employee Registration Form:

This document will remain on file in the Carear Sarvices Office for future reference.

3. Employee’ sWithholding Allowance Certificate (W-4):

Also known as the dreaded tax document, students must complete and sign the front bottom
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half of this document in order to be processed for employment.

4. Employment Eligibility Verification Form (1-9):
An 1-9 Form (Employment Eligibility Verification) must be completed for each student employed
on or after July 1, 1987. Completion of I-9 Formsis ALWAY S the respongbility of the hiring
department. The Human Resources Department will retain 1-9's for student workers including
graduate assstants. The following procedure outlines the process by which employers must
verify employment digibility for sudent employees. This procedure will satisfy the requirements
placed on student employers by the Immigration and Control Act of 1986:

Thel-9 Form must be completed within three (3) days from the date employment
begins. Students should complete Section 1 a the time of hire, filling in the persond informa:
tion, signing and dating the form. Students must present an origina document or documents that
edtablish identity and employment digibility within 3 busness days of thedate  employment
begins. Some documents establish both identity and employment digibility (List A). Other
documents establish identity only (List B) or employment dligibility only (List C).
Students can choose which document(s) they want to present from the lists of acceptable
documents. These lists appear on the back of the 1-9 Form.

5. USCA Confidentiality Agreement:
This document explainsin detail the Federd Rights and Privacy Act of 1974 (FERPA). Please
read carefully. Students and supervisor must Sgn; the white copy is for the supervisor' sfiles
while the yelow copy isfor the sudent. If you have any questions regarding the FERPA, please
contact the Career Services Office.

Payroll

Time Cards

Time cards are forms that come in perforated sets of two. Student employees are to complete time
cards each week. Each time card records work performed from 12:01 am. Sunday to 12:00 midnight
the following Saturday.

Student time cards are distributed to the various hiring departments by the USCA Human Resources
Office-- usudly through campus mail.

The student employee s supervisor is responsible for ensuring that time cards are signed by both the
supervisor and the student employee before being forwarded to the Human Resources Office. All
time cards must be turned in by noon on Fridays to the USCA Human Resources Office. Submit your
time card to your supervisor in sufficient time to be processed by the deadline.

*New student employees should obtain a blank time card from their supervisior to complete
weekly until they begin receiving pre-printed time cards.

Paychecks
Student employees, like all USCA employees, are paid on the 15th and the last day of each month. The

Payroll Department issues a Payroll Schedule twice a year which reflects the time period covered by
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each paycheck and the number of weeks covered. Please note there is at least atwo week lag from the
weeks worked to the payout. Students are paid for actua hours worked — not for estimated hours.
Therefore, students should dways refer to the Payroll Schedule when determining when their next
paycheck is due and what weeks are being paid out. This schedule should be posted in each depart-
ment and is aso available in the Human Resources Office,

Please note that this pay schedule often resultsin first checks being issued after the first pay period of
employment has passed and final checks not being issued until the student has completed the term and is
no longer on campus.

Student paychecks and direct deposit stubs are sent to the hiring departments for pickup by students.
Direct deposit of student pay is available through the Human Resources Office.

Please make arrangementsfor thesefinal checksto be ddivered by mail to you. A ssamped,
salf-addr essed envelope left with the Human Resour ces Office will ensure ddivery.

Performance Evaluations

Formal student employee evauations are to be completed at least once each semester by your supervi-
sor. In addition to the formal evaluation process, supervisors are expected to provide routine, informal
feedback to al student employees.

The purpose of the written evauation is to provide forma assessment and documentation of perfor-
mance as well as an opportunity for persond and inditutiona improvement. Y ou will be evauated on the
following generd areas attendance, dependability, qudity of work, quantity of work, attitude, initiative,
and professondism. Theorigina copy of your forma written evauation will be placed onfilein the
Human Resources Office.

If you have any questions about your performance or the evauation process, please talk with your
upervisor.

Personal Use of USCA Office EqQuipment

Student employees may not use the office telephone for persona calls without their supervisor’'s permis-
sion and only when absolutely necessary. Student employees may not use other office equipment, such
as computers (and associated printers, scanners, etc.), photocopying machines, word processors, or
typewriters, for persona business or class work.

Professional Conduct

Student employees provide an inva uable contribution to the work performed at USCA. However,
students are expected to work to their full potentiad while “on the clock.” The following generd guide-

lines apply:
® You arenot to do homework or engage in Smilar non-work related activities while on the job
unless expresdy permitted to do so by your supervisor.
® Discourage friends and family from vigiting or telephoning you a work, except in emergencies.
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® |f you complete an assgned task and have nothing eseto do, it is your responghbility to ask
your supervisor what additiona tasks he/she might have for you to do. If there is no additiond
work, then the supervisor may make your services available to other USCA faculty or staff who
need assstance.

® Inthe event of your supervisor's absence, you may be given further assignments to work on
during higlher absence. Someone ese in the department may be designated to act in your
upervisor’ s absence.  This supervisor-designate might be your supervisor's immediate supervi-
sor, aco-worker or someone else working on the same or asimilar project.

Questions

Don't be afraid to ask questions of your supervisor or to ask him/her for help. The only “dumb” ques-
tion isonethat isn't asked! It's better to admit you don’t know — but are willing to learn — than to
give someone incorrect information.

Resignation

Give your supervisor at least one week’s notice if you plan to end your employment. Otherwise, your
re-hire status with USCA may be affected.

Safety and Injuries

Although USCA is generdly aquiet and safe environment, you should observe common safety rules and
exercise proper caution.

Lifting - Be very careful in lifting heavy or bulky objects. Get help if needed. Bend with your knees and
not with your back. Don't overreach. If an item is heavy to lift, ask for assistance from another em-
ployee and use a cart.

StorageAr eas - When storing materials, do not place heavy objectsin unstable, high places. When
retrieving items, make certain that, by moving one thing, you do not cause an avdanche of other items.
Do not overextend your reach or try to lift heavy objects over others— move yourself or the obstacles
fird.

Copier /Printer Office Equipment - Be very careful of dl moving parts of this equipment, such as

rollers, drums, and whedls. Watch that loose clothing, long hair, jewelry and ties do not get trapped in

the equipment. Be familiar with the location of the “off” switch. Do not place your hands in the mecha
nism while it is operating. Turn off machines before you attempt to clear a paper jam. Be careful of hot
drums ingde copying machines.

If you incur an injury during working hours, you are required to first notify your supervisor
immediatly and then notify the Human Resources Office and complete a“Notice of First Injury Form.”
Non-emergency medica trestment must be obtained from either location of The Family Medical Center
in Aiken. If emergency medicd service is deemed appropriate, notify the USCA Public Safety Office
immediatdy.



Scheduling Work Hours

Be sure to coordinate your work hours with your supervisor in your hiring department. Y ou are con-
tracting with your hiring department to work these scheduled hours.

Student Athletes & On-Campus Employment

Any student athlete who is hired for on-campus employment after the first day of classes for the Fall
semester must check with the NCAA Compliance Coordinator before accepting the job. Before a
student athlete can accept ajob, the Compliance Coordinator must confirm that the money earned from
the job will not cause the student athlete, or the team he/she participates on, to exceed the NCAA
equivaency limit. Additiondly, the supervisor must provide the NCAA Compliance Coordinator with a
letter gating the amount the student athlete will earn during the year and that the student athlete was
hired without regard to hisher athletic ability or for an athletic reason. If athletic ability or an ahletic
reason plays arole in the decision to hire the student athlete, the student athlete cannot accept the
position. These rules dso apply to student athletes whose ad isincreased during the year. Failure of
the student athlete or the supervisor to follow these rules could result in the student athlete
being declared ineligible for athletic participation and/or sanctions against the team.

Telephone Etiquette

Don't try to answer the telephone(s) in your hiring department until you are properly trained by your
department. If you have questions, ask your supervisor for help. However, the following are generd
telephone rules:

® Try to pick up the telephone by the third ring. Always identify yoursdlf. Give both the depart-
ment name and your name when you answer and when you place a phone call.

Each phone call isimportant. Be courteous and agood listener.
@ Your voice cregtes an image. Use apleasing tone of voice and spesk clearly into the receiver.

Keep pads and pencils near the phone. Take complete messages: name of caller, area code and
phone number, date and time, the message, and your name. Get the correct spelling of names.

® Before you put someone “on hold,” explain to the caler what you are doing. Check back
frequently. If the wait will be long, offer to take amessage.

® |f you place a phone cal — on or off campus — be sure of what you intend to say before you
place the cdl.



Working Your Allotted Federal Work Study Award

Students awarded Federd Work Study (FWS) may not earn more than the dollar amount approved on
the financia aid award. Keep arecord of the money you earn and the available baance for the semes-
ter. If you are close to earning the approved amount before the end of the semester, check with your
supervisor immediately. If your FWS award changes, notify your supervisor.

Federal Work Study Earnings Record

Department:

Student’s Name: SSH#:

Expected Earnings: $

Week of: HoursWorked X HourlyWage = Week'sEarnings Cumulative Earnings




Still Have Questions?

For questionson thefollowing ... Contact ...

Financial Aid Angela McKinney
Financid Aid Office
102 Adminigration Building
803/641-3476

NCAA Compliance Tim Hall
NCAA Compliance Office
Student Activities Office
803/641-3331

Student Employment Job Allison Brown-Owens
Posting and Training Career Services Office
108-E Adminigration Building
803/641-3440
Timecard and Payroll JoAnn Davis

Human Resources Office
116 Adminigtration Building
803/641-3317



