Central Ohio Technical College Student Employment
Supervisor Handbook

Purpose

This Student Employment Handbook is intended to assist supervisors of student
employees at Central Ohio Technical College (COTC). It provides an overview of the
Student Employment Program and outlines the responsibilities of supervisors in hiring,
training, supervising, and supporting student employees.

The Student Employment Program is administered by the Office of Human Resources.
Questions regarding student employment should be directed to Human Resources.

Relationship to College Policy

This Student Employment Supervisor Handbook is intended to supplement, not replace,
Central Ohio Technical College Student Employment Policy 2.2.05. The handbook provides
supervisors with practical guidance and information to support the effective hiring,
onboarding, supervision, and management of student employees.

Supervisors are responsible for complying with this handbook, Student Employment Policy
2.2.05, and all other applicable College policies and procedures. If there is a conflict or
inconsistency between this handbook and College Policy 2.2.05, the College policy will
govern.

Supervisors should refer to Student Employment Policy 2.2.05 for the complete
requirements governing student employment. Questions regarding the interpretation or
application of the policy should be directed to the Office of Human Resources.

Student Employment Program
The Student Employment Program is committed to promoting meaningful on-campus
employment opportunities that enhance students' educational experience while
supporting the operational needs of the College.
Student employment:
e Enhances students' educational experience through meaningful work
opportunities.

e Provides practical, career-related experience that complements students'
academic programs.
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o Offers financial assistance to students while they pursue their education.

e Develops professional skills and provides valuable employment references.

e Assists departments in meeting operational needs.

e Creates opportunities for meaningful engagement between students and staff.
e Brings fresh perspectives and innovative ideas to departmental operations.

Types of Student Employment Funding

The Student Employment Program includes both Federal Work Study (FWS) and Student
Wage positions. Although the funding sources differ, the hiring process is the same for all
student employees.

Federal Work Study (FWS)

Federal Work Study funding is available to eligible COTC students who have been awarded
Federal Work Study as part of their financial aid package.

Students employed under the Federal Work Study Program must:

e Maintain eligibility under the Financial Aid Standards of Academic Progress Policy.
e Beenrolledin at least six (6) credit hours.
¢ Notexceed their annual Federal Work Study award.

Students may monitor their remaining award balance through their financial aid portal.
Supervisors will receive periodic updates regarding available funding.

Student Wage

Student Wage positions are funded through departmental operating budgets for students
who have not been awarded Federal Work Study. Unit Budget Managers are responsible for
monitoring available funding in collaboration with the student's supervisor.

Before selecting a student employee, supervisors should confirm that the candidate meets the
requirements for student employment under College Policy 2.2.05. Student employees must be
enrolled at the College on a full-time or part-time basis, be associated with the College primarily
in pursuit of an academic degree or certificate, and be appointed to a position designated as
student employment.

Students may be subject to additional eligibility requirements based on the type of student

employment or funding source. Supervisors should contact Human Resources with questions
regarding student employment eligibility.
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Recruitment and Selection

o Refer to the Student Employment Hiring Process for instructions on creating a position,
selecting a candidate, initiating onboarding, and completing the hiring process.

o Students awarded Federal Work Study should be given consideration whenever practical;
however, hiring a Federal Work Study student is not required.

o Supervisors are responsible for following applicable College recruitment and selection
procedures.

Employment Eligibility and Background Checks

e Form I-9 employment eligibility verification is required for all student employees.

o Background checks and/or drug screenings may be required for certain positions in
accordance with College policy and applicable law.

e When required, background checks and drug screenings will be conducted on a post-
offer, pre-employment basis.

o Supervisors should consult Human Resources before making a commitment to a
candidate regarding any required background check or drug screening.

Onboarding and Beginning Employment

e A new Payroll Authorization is required at the beginning of each academic year and
whenever a student's funding source, pay rate, position, or department changes.

e Student employees may not begin working until all required onboarding requirements
have been completed.

General Guidelines

e COTC students may be employed in COTC departments and approved cost-shared
departments.

e Student employees must maintain enrollment in accordance with Student
Employment Program requirements.

e College emailis the official method of communication for Student Employment.
Student employees and supervisors are responsible for reviewing and responding to
College communications in a timely manner.

e Student employment follows the academic year, including Summer, Autumn, and
Spring terms.

Employment of Minors

e Student employees under the age of 18 must comply with all applicable federal and
Ohio child labor laws, including restrictions regarding hours worked and required
meal periods.

e Break Requirements



e Student employees who are minors must receive a minimum uninterrupted 30-
minute meal period when working more than five consecutive hours, in accordance
with Ohio law.

e Supervisors are responsible for ensuring compliance with all applicable break
requirements.

At-Will Employment

Student employees are employed at will and serve at the discretion of the employing
department. Employment may be terminated at any time by either the student or the
College, with or without cause or advance notice, subject to applicable law.
Corrective Action

Student employees are expected to comply with college and departmental expectations.

When performance or conduct issues occur, supervisors should consult Human
Resources before issuing written disciplinary action or terminating a student employee.

Class Schedule
Academic responsibilities take precedence over student employment.

Student work schedules should be arranged around the student's class schedule. Student
employees may not work during scheduled class times unless documentation
demonstrates that the class has been canceled or dismissed. Supervisors are responsible
for ensuring students do not exceed the maximum allowable work hours established by
College policy.

Time Reporting

Student employees are responsible for accurately recording all hours worked and
submitting their timesheets within the applicable payroll deadlines.

Supervisors are responsible for reviewing and approving timesheets promptly and ensuring
that only hours actually worked are reported.

Maximum Hours

e Student employees may work up to 28 hours per week while enrolled in classes.

e Student employees may work up to 38 hours per week during official College breaks
and periods when classes are not in session, provided funding is available and
departmental needs permit.

e Exceptions require prior approval from Human Resources.
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Compensation

Compensation for student employment positions is determined by the Office of Human
Resources based on the position's assigned duties, responsibilities, and the complexity of
the work performed. Human Resources will evaluate each position to ensure internal
equity and appropriate placement within the established student employee pay structure.

Merit Increases

Student employees are not eligible for merit increases. If a position's duties and
responsibilities change significantly, the position description must be updated and
submitted to Human Resources for review. Human Resources will evaluate the revised
position to determine whether the changes warrant a pay adjustment.

Orientation and Training

Supervisors are responsible for providing a thorough orientation for each student
employee at the beginning of employment.

Orientation should include:

e Review of the student's work schedule and expected work hours.

e Discussion of job responsibilities and departmental procedures.

e Review of workplace expectations and standards of conduct.

e Introduction to department staff and explanation of the department's mission.

o Safety procedures and emergency information, when applicable.

e Review of confidentiality expectations.

e Distribution of the student's job description and Payroll Authorization, if not
previously provided.

A successful orientation helps student employees understand their responsibilities and
how their work contributes to departmental and institutional success.

Performance Management

Student employment should provide opportunities for learning and professional growth.
Supervisors are encouraged to provide ongoing coaching throughout the student's
employment rather than waiting until a formal evaluation. Performance discussions should

recognize accomplishments, reinforce positive behaviors, and identify opportunities for
improvement.
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When performance concerns arise, supervisors should address them promptly, document
significant conversations, and work with the student to establish clear expectations for
improvement.

Performance Expectations
Student employees are expected to:

e Reporttowork ontime and prepared to perform assigned duties.

e Complete assigned work accurately and professionally.

e Remain at work for their scheduled shift unless approved otherwise.

o Notify their supervisor before the beginning of their scheduled shift if they are
unable to report to work due to illness or other unforeseen circumstances.

¢ Maintain appropriate workplace behavior, professionalism, and confidentiality.

e Comply with departmental dress code and workplace expectations.

Supervisors should clearly communicate expectations and apply them consistently to
student employees performing similar duties.

Supervisor Responsibilities

Supervisors are responsible for ensuring student employees have a productive and
educational work experience while supporting departmental operations. Supervisors are
expected to:

e Recruit and select qualified student employees in accordance with College hiring
procedures.

e Provide athorough orientation and job-specific training.

e Clearly communicate work expectations, schedules, and performance standards.

e Assign meaningful work that supports departmental objectives and enhances
student development.

e Monitor work performance and provide regular coaching and feedback.

e Ensure compliance with College policies and applicable employment laws.

e Review and approve student timesheets by established payroll deadlines.

e Consult Human Resources regarding employee relations concerns, disciplinary
issues, accommodations, or changes to a student's employment.

Attendance Expectations
Regular attendance and punctuality are essential.
Student employees are expected to:

e Reporttowork as scheduled.
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¢ Notify their supervisor before the beginning of their shift if they will be absent or late.
e Requestapprovalin advance for planned absences.
¢ Communicate changes to their class schedule that may affect work availability.

Repeated tardiness, unexcused absences, or failure to follow departmental call-off
procedures may result in corrective action.

Confidentiality
Student employees frequently have access to confidential information.
Depending on the position, confidential information may include:

e Student educational records

e Employee information

e Financialrecords

e Personneldocuments

e Protected institutional information

Student employees are prohibited from accessing, discussing, or sharing confidential
information unless required as part of their assigned job duties.

Violation of confidentiality expectations may result in disciplinary action, including
termination.

FERPA and Student Privacy

Many student employees may have access to educational records protected under the
Family Educational Rights and Privacy Act (FERPA).

Supervisors should ensure student employees understand that:
e Studentrecords may only be accessed when necessary to perform assigned job
duties.
e Educational records may not be disclosed to unauthorized individuals.
e Questionsregarding FERPA should be directed to the Office of the Registrar or
Human Resources.
Failure to comply with FERPA requirements may result in disciplinary action.

Technology Expectations

Student employees are expected to use College technology resources responsibly,
professionally, and in accordance with College policies. Access to College computers,
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software, email, networks, and other technology resources is provided to support assigned
job responsibilities.

Student employees are expected to protect confidential information, comply with the
College's information security requirements, and immediately report any suspected
security incident, phishing attempt, or unauthorized access to their supervisor and
Information Technology.

Professional Conduct

Student employees are expected to conduct themselves in a professional, respectful, and
courteous manner while representing Central Ohio Technical College. Supervisors should
communicate workplace expectations during orientation and reinforce them throughout
the student's employment.

Student employees are expected to:

o Treat students, employees, visitors, and the public with courtesy, professionalism,
and respect.

e Provide quality customer service and maintain a positive attitude.

e Use appropriate language and demonstrate professional behavior in all workplace
interactions.

e Limit personal cell phone and social media use during work hours so it does not
interfere with assigned responsibilities.

e Use College equipment, technology, and other resources responsibly and only for
authorized purposes.

e Comply with all College policies, including those related to confidentiality,
technology, and workplace conduct.

Workplace Safety

Supervisors are responsible for maintaining a safe working environment.

Student employees should receive training appropriate to their assigned duties, including:
e Emergency procedures
e Safe equipment operation
e Hazard reporting

e Workplace injury reporting procedures

Any workplace injury should be reported immediately to the supervisor and Human
Resources.
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Payroll Calendar
Payroll deadlines are established annually by Payroll Services.
Supervisors are responsible for:

e Reviewing payroll schedules each semester.

e Ensuring students submit timesheets by the published deadline.

e Approving timesheets before payroll processing closes.

Failure to meet payroll deadlines may delay student pay
Timekeeping Expectations

Student employees must accurately record all hours actually worked.
Supervisors should ensure:

e Students never work "off the clock."

e Time records accurately reflect hours worked.

e Meal periods are properly recorded when applicable.

e Overtime is not worked unless specifically authorized.

e Timesheets are reviewed and approved before payroll deadlines.
Knowingly falsifying time records may result in disciplinary action.
Separation of Employment
Student employment may end for a variety of reasons, including:

e Graduation

e Withdrawal from the College

e Loss of eligibility

e Completion of the assignment

e Voluntary resignation

e Departmental budget limitations

e Unsatisfactory performance

e Violation of College policy
Whenever possible, students should provide at least two weeks' notice prior to resigning.

End of Employment Procedures

When a student's employment ends, supervisors should:
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Notify Human Resources promptly via email.

Ensure all College property is returned.

Remove access to department-specific systems, if applicable.
Verify final timesheets have been submitted and approved.
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