Supervisor Guide 
STUDENT ASSISTANT INFORMATION
Posting a Job
Departments interested in hiring student employees through Student Employment will need to complete the job request form and turn it into the Career Connections Center office either by  e-mail,  fax, or in the campus mail.  If faxing, please fax it to 940-898-2956.  When completing the job request form, please fill out the form completely, with the exception of the Job# and put special emphasis on the following:
· Hours per week and a required schedule.  If a certain schedule is required for the position.  If a certain schedule IS required, please indicate that the schedule is required and add any special instructions, which can also include that the student must submit their school schedule when they apply for the position.
· Skills needed for the position.  Please use this section to list all required skills, job duties, dress code, and work ethic expected from students.  Being as detailed as possible on the job posting will help students get a better understanding of the job before they apply, and will be of benefit during the selection process.
· The specific process that students need to take to apply for the position.  Please provide a name and email address and/or a fax number if resume submission is required.
· The hourly rate can be no lower than the current minimum wage rate.  The current minimum wage rate is $7.25/hour.
Note: Once the position has been filled, please notify the Career Connections Center so that the posting can be removed.  The Career Connections Center will not remove a posting until the department has requested that the posting be eliminated from the website.
Application Process
The Career Connection Center office does not provide an application for students to complete and use to apply for jobs on campus.  Departments may develop their own application process for student employees. Since students apply directly through departments for on-campus jobs, it is a good idea for departments to develop their own application process. Departments can develop their own applications to be utilized for students to complete as well as also requiring students to submit resumes.
A more formalized application process displays to the student that the position is important, and that they will need to provide information to be considered for the position.  Also, this allows departments to select candidates better fitted for the position.
Some items to consider putting on an application, depending on requirements for the position:
· Student name  
· Student ID     
· Phone number   
· Address       
· E-mail address      
· Major/Minor    
· Classification    
· Graduation date  
· Number of hours student is enrolled for the current semester   
· Hours of availability    
· Number of hours student is available to work each week 
· Previous on-campus employment including department, dates and position description                                                                                                                
· Names and contact information of references    
· Request for students to provide recommendation letters 
· Skills and past experience/previous jobs/unpaid experience    
· designated space for student to explain why he/she believes he/she is qualified for the position                                                                                                 
· Availability to work beyond current semester   
· Why student wants to work in the department     
· Special skills experience that is needed for the job (especially for tutors, T/A lab techs, etc.)                                                                                                                       
· Ask for student to also provide a resume with the application   
· Copy of school schedule to be attached to the application 
Important note:   Students don’t always read the job postings carefully and may apply for a position even if they aren’t available to work the required hours, or even if they don’t have the required skills.  Having an application process that requires the student to verify information as they apply for the position will help the department, as well as the student, during the interviewing and selection process.
Interviewing & Hiring
The interview is the most important part of the hiring process.  When interviewing students, let them know exactly what the job will entail, the skills needed and the expectations that will be required from the student for good job performance, including punctuality, attendance tasks, duties, customer service, lunches, breaks, dress code etc.
It is important to remember that many students need strong mentoring, and will not just assume or even understand that punctuality, regular attendance focusing on tasks, etc., is a normal requirement for employment.  Further, many students have the perception that an    on-campus job doesn’t require as much commitment or accountability as an off-campus job, so supervisors need to be clear when interviewing students that this job is an important job to the department as well as to the overall operation of the university.  Supervisors should provide a clear description of the exact requirements of the job.
When interviewing students, it can be helpful to utilize more behavior-style questions.  Many students will state that they have good customer service skills and the ability to be detail-oriented, but they may not have what is needed for the position.  Asking for examples and explanation on how they have demonstrated a certain skill in the past will be beneficial in the selection process.
Let them know the dress code requirements for the department.  Many students are extremely casual as they go to class.  Most will come to work in between classes, not thinking about whether or not their attire is appropriate for their on-campus job.  Be specific at the interview with students regarding the departmental dress code requirements, and then plan to enforce the dress code while the student work in the department.
Here are the general dress code guidelines for students regarding clothing not to wear in on-campus positions:
· Cutoffs  
· rubber flip-flops 	
· Inappropriate t-shirts or sweatshirts  
· ragged clothing     
· halter tops/tank tops without a jacket to wear over them     
· Micro-miniskirts      
· revealing attire     
· Bare Midriff       
· Low-rise pants   
· Underwear as outerwear
If shorts, sweat suits and other extremely casual forms of dress are not appropriate for the department and the position, it would be a good idea to make it clear to students at the interview.
Student Employment Paperwork
[bookmark: _GoBack]If this a work-study position, the department needs to request a copy of the applicant’s work-study award letter to verify the student has been awarded work-study funds. Failure to verify work-study status may result in the student not being paid as a work-study, but instead the department being responsible for covering 100% of the students’ wages. Departments will not be reimbursed for any payments made on a non-work study hire. The award needs to be verified each academic year (fall/spring) and summer sessions. It is the student and department’s responsibility to monitor earnings to be sure they do not exceed the work-study award amount. It is recommended to utilize the Payroll Summary by Account Report located under Administrative Management SQL Reports each month to monitor the work study/student assistance charges. 
Once a student is hired, BEFORE the student begins working in the department, the student will need to come to Office of Human Resources to complete employment paperwork. Students may not begin working on campus until a satisfactory criminal background check has been processed and the federal I-9 form and E-Verify process have been completed. 
· When interviewing students, departments must inform student applicants that employment eligibility will be based on a satisfactory criminal record check and verification of employment authorization.    
· After making an offer of employment to a student, send the student to:                             	      
· Denton campus –Office of Human Resources, 1219 Oakland St.  Denton,                                                                      
· Dallas campus – Student Life Office, Room 3600                                          		      
· Houston campus – Financial Aid Office, Room1300C, International Students		         Student Life Office, Room 2300     
· The appropriate office will send notification to the hiring department once the student has completed all of the required paperwork.  The department than submit the new hire PTF before the student’s start date.  All departments are responsible for entering the Student PTF in the Manager Self Service System through Phoenix.  To learn more about the Manager Self Service System, visit the Payroll website for training: http//www.twu.edu/payroll/                                                                                                   
· After the Office of Human Resources has received the new hire PTF the hiring department, the Office of Human Resources will conduct the criminal background check and E-Verify based on the appointment start date that is listed on the PTF.   
· The Office of Human Resources will notify the student and department once the background check has returned as satisfactory and employment has been authorized through the federal E-Verify system.  The department will then be allowed to let the student start working based on the start date that was provided o the PTF.   
· For students who receive an adverse criminal record check, HR will continue to notify departments and determine employment eligibility.
Payroll Deadlines
Students MUST turn in all paperwork to the Office of Human Resources by the deadline posted on the Payroll Deadlines webpage in order for the changes to take effect on the next pay period.  This includes new hire paperwork renewing paperwork, or updating changes to current paperwork.
The Office of Human Resources instructs students on the paperwork needed for their on-campus job and informs students of the payroll deadline each time they come to the office to complete paperwork.  Students are solely responsible for meeting the deadlines for their paperwork.  The Office of Human Resources will not continue to contact students to remind them of the paperwork deadline. 
Any paperwork turned in after the deadline of each month will be processed accordingly for a later pay period.
Approving Time Sheets
Student Assistants are paid once a month on the first working day of the month.
For students, pay periods run from the 15th of the previous month through the 15th of the current month.  For example, for the pay period of September 16th – October 15th, students are paid on the first working day of November for the hours worked during that time period.
Each pay period, the Payroll office will send an e-mail to all time approvers informing them of the open time frame for approving student assistant’s time sheets.  Time approvers will need to go into the portal system and approve the time for all student assistants for which they approve time.  If the time approver does not approve the student’s time in the time frame provided by Payroll, the student will not be paid on the upcoming pay day.
To approve a time sheet for a student assistant, the time approver will need to do the following:
· Log on the Pioneer Portal 	
· Click on “My Tools”   	
· Click on “Hourly Timesheet”  	
· Under “Please Choose a Person”, click on the student assistant’s name – it will be in red  	
· Student’s time sheet will appear        
· Review student’s time for accuracy      
· Click “Approve This Timesheet”    
· If changes need to be made, click the “Edit“ button next to the entry and type in the correction                                                                                                                     
· If an entry needs to be deleted, click the “Delete” button to delete the entry
 Training and Development
Students need to be trained for their on-campus job.  Some students have never had a job prior to being hired for an on-campus position and will need training.  For those that have worked in the past, training is still needed.  For instance, even if students have had experience answering phones in the past, there are still fundamentals that need to be explained to the student.  Supervisors should not assume that students will know how to handle all phone calls without some sort of detailed instructions.  For example, students will not always know how to practice discretion, i.e., when or when not to interrupt staff and faculty when they are in meetings etc.  Students will need guidelines and a clear understanding of how to greet customers and perform their tasks.  Be clear on breaks, lunches, socializing, personal phone calls, how to schedule appointments, how to operate the machinery, and how to accomplish various tasks/projects, etc. 
 A great way to start working with student employees is to schedule an orientation session that includes written/hard-copy department policies and procedures for student assistants.  Have a document that the student can sign to verify that they have been informed of the policies/procedures, and that they agree to follow the guidelines as set by the department.  This is also a good place to implement a corrective action protocol, so that students are aware that they must meet job performance standards.
Many students will have a very limited or not employment history prior to working on campus. Training and guidance is essential for these students to succeed and develop for future career opportunities in their field of study.
Some items to consider for departmental policy manuals/training are:
· Introduction that reflects the importance of student assistants to the department                                                                                   
· Attendance/Punctuality    
· Breaks and lunch   
· Semester breaks and summer hours     
· Rules for studying while working     
· Personal phone calls and visitors       
· Eating in the office   
· Excessive visiting  
· Confidentiality of information       
· Fraudulent acts        
· Use of office equipment and supplies    
· Computer rules for student assistants      
· Storing personal belongings       
· Dress code        
· Student assistant evaluations       
· Raises              
· Disciplinary action        
· Uniforms

For any questions regarding any training related topics, please contact Human Resources at 940-898- 3555.

Performance Evaluation /Pay Increases.
Many departments will want to give increases to student employees based on job performance and longevity.  This is a great way to provide development for student employees.
Students need feedback on their work performance, so supervisors should make plans to meet with students regarding their progress and five them developmental feedback.  If there is room for improvement, this would be a great way to talk about it with the student and then provide guidance and a timeline for improvement.
This would be good to discuss with the student at the interview so that they will know what to expect.  Also, it will give students a goal to aspire to as they work in the department.  Knowing that they have guidelines, clearly explained responsibilities, and the chance for an increase will allow the student to understand even more that this is a real job, and that she/he is seen as a staff member and/or member of the department.
For student hourly rate increases departments may update hourly raises through the Manager Self Service system in Phoenix.  To learn more about Manager Self Service, system, visit the Payroll website for training.  http://www.twu.edu/payroll
Corrective Action
If students are not performing at an acceptable level, supervisors can provide guidance with appropriate forms of corrective action.  If a student has received training and has been provided with expectations for the position but does not perform to expectations, then meeting with the student and setting a corrective plan would be a good way to provide development for the student.
Corrective plans can be developed to cover oral warnings and/or written warnings, depending on he needs of the department.  If corrective plans are used, they should remain consistent for all student assistants in the department.
If the student does not make improvements after being offered the guidance for improvement, then the supervisor may determine that termination is the best option.
Terminations
Student employees are employees of the state, and as such, are subject to the Employment-at-Will policy of Texas Woman’s University.  The Human Resources Department adheres to the same policy as that of Texas Woman's University.  The Texas Woman's University Employment-At-Will states:
“Texas Woman's University is an “Employment At-Will” University.  This means that once hired, an employee serves at the pleasure of Texas Woman's University.  Discontinuance of employment may occur at any time, without cause, at the discretion of Texas Woman's University” Employment- At-Will policy states.
 In accordance with the above policy, student employees may be terminated at any time during their employment at TWU, for any reason.
To terminate a student, departments will submit a termination request in Manager Self Service in Phoenix.  To learn more about Manager Self Service System, visit the Payroll website for training http://www.twu.edu/payroll
Hours
Students working on campus are allowed to work a maximum of 20 hours per week when classes are in session.
Please note:  Summer enrollment sessions, with the exception of summer 1, are considered regular enrollment periods, and students are allowed to work a maximum of 20 hours per week during Summer II, and Summer III.
Students may work more than one job on campus, but the total amount of hours for all jobs combined may only be 20 hours per week maximum.
Between Semesters Break Periods
Break periods are the periods between semesters when school is not formally in session and during the week of Spring Break.  During break periods students can work up to 40 hours per week, maximum, if the hiring department’s budget will allow the extra hours.
The break periods are the following:  
· between fall and spring semesters  		
· between spring and summer semesters  
· between summer and fall semesters      
· Spring Break
Summer Employment
Summer Student Employment is as follows: 
· Students working during the Summer 1 break period are allowed to work up to 40 hours per week during this time.  
· Summer II, Summer III are not considered break periods.  
· To be eligible to work as a student worker over the summer, students must have completed at least 1 credit hour at TWU for the spring semester and must be planning to enroll in at least 1 credit hour for the upcoming fall semester.  Students no longer need to be enrolled during the summer to be employed in an on-campus student role.
EXCEPTION NOTE; Students who received work-study and wish to work in a work-study funded job during the summer must be enrolled in a least 6 hours combined for all summer terms.  (e.g. hours in summer II and 3 hours in Summer III.)   As in the fall/spring semesters, students are allowed to work up to 20 hours/wee during summer employment.
Lunch Breaks/Breaks
Student employees may only work up to 20 hours/week during semesters, therefore lunch times will vary depending on schedules.  If a student works an eight hour shift, typically an hour is given for a lunch break.  If students want to take more than an hour, they will need to coordinate the extra time with their supervisor.
If a student works less than eight hours but more than four hours for a shift, they will need to coordinate an appropriate lunch break with their supervisor.
Human Resources follow the same guidelines that the university follows for employees regarding non-lunch breaks, for further information on TWU’s policy, please visit http.//www.twu.edu/human resources/work-week–and-work-hours.asp.
Students will need to coordinate the taking of breaks with their supervisor.  Typically, employees working a shift of four hours may take a 15 minute break.  If students work an eight hour day, then two 15 minute breaks may be taken at times deemed appropriate between the supervisor and the student employee.
Employees who are scheduled to work at least four hours may receive one 15-minute break for each four hours during the work day.  If a student works less than eight hours but more than four hours for a shift, they will need to coordinate an appropriate break with their supervisor. In conjunction with TWU’s policy, because rest periods are a privilege and not a right, they may not be taken at the beginning or end of the day or in conjunction with the lunch break, nor may they be accumulated for use at a later date.	


