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Purpose of



paid on timefor eachpay period. Aime sheetmust be submittecto Payroll if studentsdo notentertheir
hoursin ADP on time,which may result in delayedpay. Pay statementsay befound in astudent’s






4. SpecialEvent Hiring

Students may be hired tempdlsarfor special events (such as Croquet or Cona@eent, ordr acalemic
breaks). Students must be approved by the Financial fick (prior to working for thes events. A
student must be aertly employed in a Campus Employment position in order to work short-derm
receiveapprovalfor an exceptionSupavisors must provide



organization; (3) for legal seces or praeedngs; or (4) beasse the employee has tempdyar
relocatedasaresult of the domesticviolence, sexuahssault,or stalking.

Employeesarepermittedto useearnedSick and SafeLeavein incrementsn certainamountsestablishedby
their employer. Employeesrerequiredto give notice of the needto useearnedSick and Safd_eave when
it is foreseeableAn employer may denyleavein certaincircumstancesA family member

includesa spousechild, parent,grandparentgrandchild, osibling.

D. Student Responsibilities

Work-study positionsarereal jobs andnot aguaranteed benefit. Thereforegrk-study studentsmust

Setaregular schedulewith their supervisorand, agnuch aspossible,staywith that schedule;

Arrive on time to their job assignments;

Call their supervisorif they areunable to work asscheduled,;

Arrive at work readyandwilling to performto the bestof their abilities;

Performtasksin an appropriateandtimely manner;

Dress,speakandactappropriatelyfor the job or office;

Adhereto all policies and procedurespecifiedin the StudentHandbook,andasexplainedoy

individual supervisos;

Maintain strict confidentiality, egeially with regard to information about other studemts

alumni* (seenote below);

9. Communicateeffectivelywith supervisorandco-workersaboutassignedasksandon-thejob
problems;

10. Completeelectronic timesheeteachpay period by theleadline(seepayroll datesn sectionVl).
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*Confidentiality:

Each college office has developed Confidentiality agreements. Students will be required to sign and
abide by those agreements as part of the terms of their employment. If a student is found to have
breached such an agreement, they will be subject to immediate disciplinary action up to and including
the loss of their work-study eligibility for the current year and possibly subsequent years. The extent of
the disciplinary action will be gauged by the seriousness of the offense, as determined by the supervisor,
the Director of Financial Aid, and, if necessary, the College’s Work-Study Committee (the Dean and
Director of Financial Aid and the Financial Aid Coordinator).

Resignations:Studentemployeesshould notify their supervisorsat least10 working daysprior to
leaving aposition.

E. Supervisor Responsibilities

The supervisoris responsible foproviding adequatdraining for eachstudentworker. This may include
astatementof office policiesand procedures, &aining session,ongoing training, amanual of duties, and
explanatios and information on an agaled basis. The supervisor must also takeittee toanswerany
job-relatedquestionsthat a studentmay have. Supervisors are als@sponsiblefor ensuring studentare
registeredin ADP [{an)10 (goi)-2 (ng)]TJ0 Tc O Tw ()Tj-0.04 Tc 0.04 Tw 370.044 Tw 3.94 0 TdTw 0.32 0 Td [([(



Since



W-2 and 1042 Forms:

Eachyear, studentemployeeswill receive @&orm W-2 that providesdetails of the prior year'searnings,
taxes wihheld and othemiscellaneos data. W-2 forms W be distributedto student milooxes in January
eachyear.W-2forms arealso accessiblan ADP by navigatingto the home pageandselecting “Myself” —
“Pay” — “Annwal Statements”ADP keeps five gas of reords.

Employeesand/orstudentsthat areforeign nationalsmayreceive a@&orm 1042S.A Form1042-Ss a
yearendfederaltax documentgiven to anonresidentalien who receivedwagesthat wereexemptfrom
federal and sta tax withholding by a tax @aty and/or eceived a non-qualified taxable scholarship. In
certaininstancesforeign nationalsmay receiveboth a W-ZormandaForm 1042S for the same



supervisormust notify each studenif theywill not be rehired for the following year. In this case the
supervisor does noerdto follow the temination pocedire, butan explanation of the negatievaluation
would be helpful for both the student and the Financial Aftic®.

l. Work -Study Waiting List

Sincethe



