Student Employment Supervisor Quick Reference
Guide

Central Ohio Technical College
Before You Hire
Your Responsibilities

L] Review the department's staffing needs.

O] Ensure funding is available.

L1 Work with Human Resources to create or update the student position description.
[ Interview and select the most qualified candidate.

L1 Give consideration to Federal Work Study students, when practical.

0] Notify Human Resources of your hiring decision.

Supervisor Tip

Hire for reliability, professionalism, and a willingness to learn. Student employment is intended
to provide valuable workplace experience as well as operational support.

Before the Student Starts
Complete Before the First Day

L] Student has accepted the position.

] Onboarding requirements have been completed.
L1 All HR paperwork has been submitted.

[0 Work schedule has been established.

L1 Student understands work-hour limitations.

Remember: Student employees may not begin working until all onboarding requirements
have been completed and confirmed by HR.

First Day Orientation Checklist

Review with student employee:

L1 Job responsibilities
O Department procedures
L1 Work schedule



L] Attendance expectations

[ Confidentiality requirements

L1 FERPA requirements (if applicable)
] Technology expectations

L1 Workplace safety procedures

0 Emergency procedures

L] Department staff introductions

] Job description

L1 Payroll and time reporting procedures

Supervisor Tip

A thorough orientation increases confidence, reduces questions, and sets clear expectations from
day one.

Supervising Student Employees
Throughout Employment

Performance

L] Provide meaningful work assignments.

[0 Communicate expectations clearly.

0] Coach regularly.

[J Recognize good performance.

[1 Address concerns promptly.

[0 Document significant conversations when appropriate.

Contact Human Resources before issuing written discipline or terminating employment.

Attendance & Scheduling

Ensure students:

L1 Work around their class schedule.

] Do not work during scheduled classes.

L] Notify you when absent or late.

[ Stay within approved weekly work-hour limits.



Supervisor Tip

Academic responsibilities always take priority. Whenever possible, work with students to
balance academic and work commitments.

Timekeeping & Payroll
Supervisors should:

[] Review timesheets for accuracy.

L1 Approve timesheets by payroll deadlines.

0] Ensure students never work "off the clock."

L1 Monitor departmental budgets.

[ Monitor Federal Work Study funding when applicable.

Confidentiality
Remind students to:

L1 Protect confidential information.

O] Access records only when required.

L1 Follow FERPA requirements.

L] Report suspected security incidents immediately.

Separation of Employment
When employment ends:

] Notify Human Resources.

L1 Collect College property.

] Remove department system access.

L1 Approve the student's final timesheet.

0] Thank the student for their contributions.



Who Does What?

Responsibility Supervisor HR Financial Aid Payroll
Recruit & Select Student v
Position Description v v
Determine Pay v
Verify FWS Eligibility v
Hiring & Onboarding
Orientation & Training
Assign Work
Monitor Performance
Coaching
Approve Timesheets

Corrective Action
Consultation

SEENENENENENEN

Process Payroll v
Employment Records v

Important Contacts

Human Resources

Hiring and onboarding
Position descriptions

Pay and compensation
Employee relations
Corrective action
Separation of employment

Financial Aid

e Federal Work Study eligibility
e Award balances

Payroll
e Payroll calendar

e Timesheet deadlines
e Payroll processing



Supervisor Success Tips

o Communicate expectations early.

e Provide regular coaching and feedback.

e Recognize accomplishments.

e Maintain open communication.

o Support the student's academic success.

e Partner with Human Resources whenever questions arise.

This two-page guide complements your handbook by serving as a practical desk reference.
Supervisors can use it to quickly verify key responsibilities, complete essential tasks, and
identify the appropriate office to contact for assistance, while the handbook provides the detailed
policies and procedures that support these responsibilities.
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