


You, as the supervisor, and your student worker are both
required to monitor your student workers earnings to ensure
that he or she does not exceed the approved grant
agreement amount. Budget managers will receive monthly
reports for all College Work Study employees. A quick and
convenient way for student workers to monitor their
earnings is by using the St. Johns University Information
System. The following are instructions for your student
workers to follow:

1. Log in to St. Johns Universitys Web site at

www .stjohns.edu
2. Click: Login St. John s UIS

3. Click: Click here to LOG-IN

4. Provide your User ID and PIN, then click Login
5. Click: Student Services and Financial Aid

6. Click: Financial Aid

7. Click: My Award Information

8. Click: Award History

9. Locate appropriate year (i.e., 2003-2004)

Academic Year

10. Locate under the fund column;
College Work Study

11. Under the Amount column you are provided with the
approved amount of your grant agreement (note: this is
the amount that you may not exceed)

12. Under the Paid to date column you are provided with
your earnings for the current year

13. To calculate how much is left on your contract, subtract
the Paid to date column_ from the Amount column

Make sure that both you and your student worker are aware of
the status of earnings and grant monies remaining at all times.

Meals and Breaks

The University provides a half-hour unpaid break to students
who work more than six consecutive hours in a day. Some
jobs may necessitate short work breaks during the day at
your supervisor s discretion. These paid breaks may not
exceed 15 minutes; and may not be taken at the beginning
or end of the students work hours; and may not be added

to a meal break; and rest breaks may not be accumulated.

Time Reporting and Pay Schedule

Completing Timesheets (for student workers)

If you are a non-exempt employee (typically, this means sta )
you must complete either a paper or Web time sheet each
pay period (every two weeks). Your timesheet must show the
exact number of hours you worked (excluding lunch) and any
time o or leave you have taken (e.g., vacation, sick,

personal, jury duty, etc.).

Web time sheets are accessed via UIS and paper time sheets
are available in your department. Part-time employees and
student time sheets must include time in and out each day.

Time should be rounded up to the nearest quarter hour
(15 minutes). To indicate paid/unpaid leave and time o ,
cross out the appropriate hours and have your supervisor
approve them.

Once you have completed your time sheet, submit it to your
supervisor. Your supervisor will review and approve it for
processing by the Payroll O ce. Those lling out Web time
sheets will submit them electronically and supervisors will
approve them electronically via UIS. Normally, time sheets must
be submitted to Payroll on or before the end of the pay period.

Be aware that falsi cation of your time sheet is considered
grounds for termination. Also, you are not allowed to
complete, make entries on or sign a time sheet on behalf of
someone else. For more on time sheets, refer to policy #306
in the Human Resources Policy Manual or call the Payroll

O ce on the Queens campus at ext. 6374 or 6345.

Applicable Employment Policies

Verification of Employment Information: Any employee
who receives a request for employment information about a
current or former student worker should direct the caller, or
forward the written r equest, to the Human Resour ces
Recruitment O ce. The Recruitment O ce will ensure that
the information pr ovided conforms to University policy.

Employment of Relatives: The University permits the
employment of relatives with certain restrictions. An
employee may not participate in decisions regarding the
hiring, retention, performance, status or salary of a student
worker who is a relative. In addition, an employee shall not
be in the position of dir ect supervision of a relative who is a
student worker. Relatives who are employed by the University
should be especially sensitive to the need to preserve
impartiality and con dentiality. Breaches of privacy or

con dentiality may result in termination of employment. See
Human Resources policy #109 in the Policy Manual for the
general University policy on Employment of Relatives.

Employment of Minors: The University adheres to Federal
and New York State Child Labor Standards concerning the
employment of minors. Human Resources policy #110 in the
Policy Manual outlines the legal requirements concerning the
employment of persons under the age of 18. The law
prohibits employment of minors under the age of 14. State
law mandates that minors under the age of 18 obtain an
employment certi cate issued by the school in order to work.

Tuition Remission Recipients: Students who are recipients
of Tuition Remission through the Universitys bene ts
program are eligible to apply for on-campus employment.




On-the-Job Injury or lliness

Student workers are covered by worker’s compensation
insurance. The University pays the cost of this insurance,
which provides weekly cash benefits and/or medical care for
employees who are injured or become ill as a direct result of
their job. If your student worker informs you that he or she
has been injured or has become ill on the job, you should
direct the student to report to the Health Services Office.
When a nurse is not on duty, the student should report to
the Public Safety Department. Either a nurse or a Public
Safety Officer will complete a form C-2 and forward it to the
Benefits Office for processing and follow-up with the student
worker. In the case of an emergency, the student may obtain
treatment from an emergency facility. For a list of area
hospitals for each campus, refer to Human Resources policy
#618, Worker's Compensation, in the Policy Manual. For
more information on worker's compensation, contact the
Benefits Office at ext. 2363.

Short-Term Disability

Student workers are covered by New York State Disability
insurance. Short-term disability (STD) benefits are available to
employees to replace, in part, wages lost due to injuries or
illnesses that do not arise out of or in the course of
employment. Refer to Human Resources policy #603 in the
Policy Manual for more information on this benefit, or
contact the Benefits Office at ext. 2363.

Resignation/Termination of Employment

St. John’s University is an “At Will” employer. This means the
University can terminate a student worker’s employment at any
time with or without cause or reason just as a student worker
may choose to resign at any time. At the time of graduation
from the University, student workers become ineligible for
further employment as a student worker. Therefore, they will
be terminated from employment prior to graduation day. The
only exception to this policy is if a student worker has been
accepted as a full-time student in a graduate program in the
University for the following semester.

Terminating a Student Worker: Prior to a student worker’s
termination from employment, notify the Student or
Recruitment Coordinator. On the student worker’s final time
sheet write, “TERMINATED"” across the middle. Send the time
sheet to the Payroll Office.

Student Employment Records

The Human Resources Recruitment Office maintains the
official employment files for student workers. Access to
information in the files is restricted due to the need to
maintain privacy and confidentiality. Students may make a
written request to the Student Recruitment Coordinator to
review the contents of their employment file. Students are
permitted to request a copy of any or all of the file’s contents.
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SECTION IV

Expectations on the Job

Workplace Conduct

As members of the St. John’s University community, student
workers assume an obligation to act in @ manner conducive
to the maintenance of good order and respect for the rights
and property of others. Their conduct is expected to be
consistent with the University’s Core Values and compatible
with the goals and purposes of an educational institution
established in the Vincentian tradition. As representatives of
St. John's, the University expects its student workers to
exhibit professionalism on the job and in their contact with
others. Professional conduct can range from the manner in
which they answer the telephone or address a visitor to the
integrity and honesty with which they perform their work.

Attendance/Punctuality

Student workers are expected to be at work at their
scheduled start time and not to leave before the end of their
scheduled hours. You should communicate with your student
workers that if circumstances should prevent them from
arriving to work on time, or if they need to leave early,

they should make every effort to give you as much notice

as possible.

Absences

If a student worker will be absent from work, he/she must
notify you as early as possible, but not later than 30 minutes
after the scheduled start time. Frequent absences and
lateness may result in termination of employment.

Supervision

Because student employment provides students with an
opportunity to build professional and technical skills, your
student workers should not be working unsupervised. A
staff, faculty or administrator within the department should
regularly monitor the student’s job duties and performance.

Performance and Related Concerns

Although there is no formal performance management
program in place, you are encouraged to discuss and resolve
with your student worker any job performance concerns or
complaints that arise over the course of employment. The
Student Recruitment Coordinator or the Human Resources
Generalist is available to assist in the resolution of concerns,
when necessary.

Confidentiality

Student workers often have access to confidential material
such as financial information, employee information, grades,
telephone numbers, addresses, etc. They are prohibited from
sharing information with others or using it for themselves for
any reason not connected with office business. Under no
circumstances are student workers permitted to release any
information to any unauthorized person including but not
limited to a friend, outside caller or other departments. A
supervisor should handle requests of this nature. Breach of
confidentiality is a serious offense and may result in
termination from employment. You should provide your
student workers with a copy of the “Statement on the
Integrity and Confidentiality of Student Records,” and require
that they sign the notice form. (See the Appendix for a copy
of the statement and the notice form)
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Workplace Attire

Student employment is a training ground for professional
employment. However, in balancing expectations for
appropriate workplace attire, a student worker’s status as
student should also be considered. A student worker is
expected to report to work in clothes that are neat and clean
and that appropriately reflect the Core Values of the
University, as well as the specific position he or she holds.
When in question, the supervisor has the discretion to make
decisions on what constitutes appropriate attire.

Telephone Usage

Office telephones are an important means of conducting
University business. Personal calls can interfere with
important business calls and should be made only in an
emergency. Urgent personal calls should be kept as brief as
possible. Similarly, visits to the workplace from friends during
work hours are not permitted. It is also important to
remember that student workers should not have extensive
conversations on their cellular phone or have their pagers
very loud while at work.

Use of University Property, Equipment
and Resources

The use of University property, equipment and resources
(i.e., facilities, copy and fax machines, postage, supplies,
computers, the University name, stationery, telephones, etc.)
by student workers must be limited to University

business only. University property and resources are provided
for University business, not personal use. Student workers
should report problems with University equipment
immediately to a supervisor.

The University’s computers, network system and voice mail
system are intended for the University’s business use. All
records (including e-mail, voice mail and other messages)
generated or stored on these computers or systems are
considered University records. The University reserves the
right to access and disclose, at any time and for any purpose,
all records sent over or stored in its systems. A person’s use
of the University's computers and/or systems constitutes his
or her consent to this access and disclosure.

Student workers are responsible for understanding and
complying with the University Computer and Network

Use policy. You can direct student workers to a copy of this
policy in the Student Handbook, and you yourself can refer
to it in the Human Resources Policy Manual, policy #901.

Discrimination and Harassment

As a supervisor of student workers, you have a responsibility
to be vigilant and to provide your student workers with a
workplace that is free from harassment and discrimination.
The University’s Policy Against Discrimination, Discrimination-
Related Harassment and Sexual Harassment and Related
Complaint Procedures applies to the entire University
Community. The policy and procedures can be found in the
Human Resources Policy Manual, the Employee Handbook
and the Student Handbook. If you should suspect behavior
that is discriminatory or harassing in the workplace, report it
to the Employee Relations and Compliance office in Human
Resources, ext. 2660.

Related policies, which apply to student workers as well as
other members of the University Community, include the
University policy against Sexual Abuse and Sexual Abuse of
Minors, as well as the Bias/Hate Crimes policy. You will find
these policies published in the Employee Handbook and the
Human Resources Policy Manual.
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APPENDIX A

Statement on the Integrity and Confidentiality of Student Records

The first responsibility of every University office is to ensure
the integrity and the confidentiality of student records. We
realize that as a student worker, you are aware of this, but
the University’s concern for this responsibility is such that we
have created this statement that makes the University’s
position clear and that serves as a statement of our
confidentiality policy.

First of all, everyone should know that there is a federal law
that governs the release of student record information.
Known by the acronym of FERPA, the title of the law is the
Family Educational Rights and Privacy Act. Passed in 1974
and sponsored by then senator James Buckley, it is commonly
referred to as “the Buckley Amendment.” The original
intention was to assure the right of students to have access
to their educational records. The chief practical effect of this
law from our perspective is that it also requires us to respect
the confidentiality of personally identifiable student information
by adhering to well-defined guidelines about its release.

In brief, FERPA requires colleges and universities to define the
information that they will release without a student’s prior
written consent. The St. John's Student Handbook provides a
list of those “directory information” items that we may
release. (Please see Student Handbook for further
information.) One common misconception is that FERPA
requires us to release student information. It does not.
Accordingly, the University asks you to err on the side of not
releasing information when you are in doubt.

You should always feel free to ask your supervisor for
assistance before releasing the requested information.

FERPA pertains to everyone who works at St. John's
University, regardless of his or her position. What FERPA
says, in effect, is that we may all have access

to as much information about students as we need to do our
jobs. Clearly, many people who work at the University have
no access to student records and have no need for individual
student information. Some of these same people, however,
may come across confidential information in the course of
doing their job. The people who empty wastebaskets, for
example, may come across information about students. They
are equally obliged, as we are, to respect its confidentiality.

Beyond any legal requirements, the University is bound by
professional ethics to safeguard the integrity and
confidentiality of student information. This includes
everyone, whether clerical, administrator, student worker,
full-time, part-time or temporary. What follows, then, are
some principles that the University wants to be certain that
all student workers are aware of:

1. We may have access to all the information we need to do
our jobs; but we have no right to any information not
needed to do our jobs.

2. We may not disclose any information about any student to
anyone who does not need this information to do his or
her job at the University.

3. We may not browse through student records, whether in
“hard copy” form or in computer files, for information
about students at random or for information about
persons we know.

4. We must take reasonable precautions to safeguard access

to student information. These include:

— tearing up or shredding documents

— not sharing our computer IDs and passwords

- not allowing anyone else to do work under our IDs
and passwords

— not leaving Banner up and running and accessible
when we are away from our computers
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Notice

Regarding the Statement on the Integrity and Confidentiality of Student Records

To: All Student Workers

From: Office of Human Resources

You have just received a copy of the St. John’s University Statement on the Integrity and Confidentiality of Student
Records. This information is provided to all student workers to ensure that you understand the University’s position
on the release of student information.

Once you have read this information, we ask that you please complete and sign the acknowledgement form
provided below to show that you have received and read it. Then return your signed form to:

Office of Human Resources
Chiang Ching Kuo Hall
Attn: Mary Cascio

If you have any questions regarding this information please call the Student Recruitment Office at (718) 990-2331.

Thank you and we appreciate your cooperation.

| have received and read St. John's University’s Statement on the Integrity and Confidentiality of Student Records.
| understand that if | have any questions about the information contained in this statement | will contact the
appropriate Human Resources representative specified above.

Name (please print)

Signature Date
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