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Introduction

Welcome to student employment at Anderson University! You are a valued
part of our workforce and a critical link in the services provided. In addition
to providing income, student employment is a part of the Anderson
University educational experience. It is our hope your employment will
provide work and life skills that will be useful to you in the future.

The staff of Work Life Engagement will help you with any questions or
concerns you may have while a student employee at Anderson University.
Feel free to drop by Decker Hall Suite 112 or call us at 765-641-4132 to ask
guestions or schedule an appointment.

Best wishes for a productive and enjoyable work experience.
Office of Work Life Engagement

Decker Hall Suite 112
765.641.4132



Equal Opportunity Statement

Anderson University is an equal-opportunity employer and as such, ensures
that both applicants for employment and employees are treated in compliance
with applicable laws and regulations governing equal-employment
opportunity and non-discrimination in employment on the basis of race, color,
national origin, disability, age, sex, or veteran status.

Handbook Purpose

This Student Employment Handbook serves as an overview of Anderson
University policies, procedures and general employment guidelines. It is
intended to provide student employees and their managers with
information needed to fulfill their roles and responsibilities for a
foundation of consistent and fair treatment of employees, students and
colleagues.

From time to time, conditions or circumstances may require University
leadership to change, amend, or delete some of the content of this
handbook. The provisions and guidelines included may also change to align
with updates to federal, state or local laws. University leadership will make
every reasonable attempt to communicate these changes.

Student Employment Guidelines

At-will Employment — Student Employment at Anderson University is at-
will meaning that either you or Anderson University may terminate your
student employment at any time, with or without cause and with or
without advanced notice.

Eligibility — Students must be enrolled at least six credit hours during the
semester to qualify for student employment. For summer employment,
students must be enrolled for fall semester at least six credit hours. The
minimum enrollment for international studentsis 12 credit hours. Students
must also maintain satisfactory academic progress to be employed.

International Students — Must be eligible to work in the US either as a US
Citizen, have work authorization status or be attending AU on an F1
Student VISA to be employed with AU.



Financial Aid — Federal Work Study (FWS) eligibility is determined each
year by the Office of Financial Aid and Scholarships.
(myfinaid.anderson.edu)

Types of Jobs — The majority of student jobs such as office, campus
services, and tutoring are paid hourly. A limited number of positions such as
elected and appointed student leaders are paid a stipend. Some student
jobs are called “designated” positions and require a specific certification,
skill, class, or other previous experience/qualification.

Federal Work Study Employment — FWS awards may be used only for
hourly paid positions either on-campus or with an off-campus agency
having an agreement with the university. FWS earnings are paid bi-weekly
and are subject to federal, state, and local tax withholding. We cannot
credit student accounts directly with wages earned, and FWS does not carry
over from one academic year to the next.

Students may work in an off-campus FWS job until their maximum FWS
allocation is earned. When FWS allotment is earned, a student employee
may continue working in the off-campus position if the off-campus FWS
employer has the funds and is willing to hire and pay students directly.

Maximum Work Hours — Students may work a maximum of 15 hours
per week in one or a combination of hourly and/or stipend positions.
International students may work a maximum of 20 hours per week in one or
a combination of hourly and/or stipend positions.

During academic breaks (Christmas, Thanksgiving, spring break) and over
the summer, all students meeting the minimum credit hour enroliment are
eligible to work up to but not exceeding 35 hours per week. Summer
employment requires fall class enrollment.

Students must be asked in advance by the supervisor to work additional
hours during breaks and/or over the summer above the 35 hrs. maximum.

Student Employment Application — Students seeking on-campus or
off-campus FWS employment must apply through Paycom at
https://anderson.edu/hr/student-employment/



https://anderson.edu/hr/student-employment/

Required Forms — Students are required to complete employment-
related information for payroll processing. The US Citizenship and
Immigration Services requires the completion of Form [-9 within three
business days of the first day of employment. The form requires
presentation of documents that establish identity (such as a driver’s
license) and employment eligibility in the United States (such as a social
security card or birth certificate). Both identity and employment eligibility can
be documented with a valid United States passport. Additional information
on suitable documents is available in Work Life Engagement as well as here:
| 9 Acceptable Documents.

Student wages or earnings are subject to federal, state, and county income
tax. Federal, W-4, and State, WH-4, income tax information is required and
must be completed through Paycom before a paycheck can be issued.
Please note that students are generally exempt from Social Security (FICA)
withholding during the academic year. However, students are subject to
FICA withholding during the summer months. International students are
exempt from FICA withholding.

All university payrolls are distributed by electronic transfer of funds (EFT).
Students designate the bank to which payroll funds are sent, choosing
either a checking or a savings account. A pay stub is available through
Paycom.com or the Paycom App.

Students are required to be paid via direct deposit. The university does
not provide live checks. During onboarding, students are required to
provide banking information in a timely manner as well as when there is a
change in banking information. For students that do not have a bank, they
can utilize a paycard option that is available through our payroll platform
Paycom. Failure to provide accurate banking information that results in a
returned check will result in a $30 fee charged to the student’s account in
our Business Office.

Graduate Students — Graduate students must be enrolled in a graduate
program and have a FWS award or qualify for a “designated” job to be
eligible for student employment. These students should contact the Office
of Financial Aid and Scholarships for more information.

Employment of Relatives — Students may not be employed in the same
department in which an immediate family member works (i.e. spouse,
parent, grandparent, or sibling).


https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

Finding a Job
Students with Federal Work Study or International status are always given
priority to student jobs.

Hiring Periods — Most open positions occur at the beginning of each
semester. Students can look for work at any time. Students with Federal Work
Study (FWS) eligibility and international students may apply for open
positions. Students without FWS or international status meeting position
qualifications may apply to jobs that require specific certifications such as
lifeguard, require specific hours, skills or a completed class. Student Jobs
with AU Food Services or the Campus Bookstore do not require FWS
eligibility.

Applying for Jobs:

1. Review open student jobs at https://anderson.edu/hr/student-
employment/. Apply to ones you are interested in by including a
resume and completing the application questions. If you do not know
if you are eligible for Federal Work Study (FWS) ask your financial aid
counselor or contact the Office of Work Life Engagement This
information will be required. NOTE: A student must have FWS
eligibility to apply for jobs at off-campus non profit agencies
contracted with AU.

2. Continue to apply for jobs until you are hired for the jobs and number
of hours you wish to work per week. Students may work 15 hours per
week, Sunday through Saturday, for all student jobs combined (i.e. 5
hours in Admissions and 10 hours in the Business Office).

3. Interviews: Supervisors review applicant information and contact
students to schedule interviews. Go to the interview. Take a copy of
your resume. Dress appropriately. Review the job posting prior to
the interview and consider questions you may need to answer.

4. Follow up after the interview by sending a thank you note; contact the
hiring manager a few days later if you have not heard back.

5. If hired, review with the supervisor the rate of pay, hours of work per
week, position length (i.e. end of project, sports season or semester,
end of academic year, hire date, the department budget number, and
other expectations of the position).

6. Learn how to clock in/out using Paycom.com if an hourly paid position.

Community Job Postings — As a service to students and the community,
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Work Life Engagement maintains a part time job board in the bottom of
Decker Hall. Federal Work Study allocations are not applicable to community
jobs and international students are not typically eligible to work off campus.



Student Employment Wages & Benefits

Wages — The minimum hourly wage for Anderson University student
employees will be no less than federal and state minimum wages. The
hourly wage is based on the type of position (see page 2). Rates are
established each year for stipend jobs. As of 2024, the AU minimum wage
is $9.25 per hour.

Pay and Timekeeping — Student employees are required to punch IN and
OUT for each hourly paid student job by logging into Paycom.com from any
computer or via the mobile app.

Instructions: Log in to Paycom.com or use Paycom App. Go to the Web Clock
or use the orange dot for quick punch in or out. If more than one job, select
specific job, from drop down box, choose IN or OUT, “punch” and “OK”.
Repeat at end of work shift.

Contact Work Life Engagement for specific instructions or if working through
the FWS program off campus at a non-profit community service agency or
governmental dept.

Immediately notify your supervisor of timecard corrections and additions by
making a request through Paycom.com. For corrections, go to the
timecard, select the incorrect time and complete the dropdown request.
For additions, review the “recent punches” and select “Request New Punch”
Option. On a cell phone, select the orange “add entry” option to request
additional punches in or out.

Review yourtimecard each week to confirm no errors need to be corrected and
confirm the automated time system is correct. “Approve” by date to notify
your supervisor that you have reviewed your timecard and all punches are
correct. (Time Management, Web Time Sheet, Approve Timecard.) This
process will change the timecard to yellow.

It is the student employee’s responsibility to accurately record their work
time via the process above. Failure to do so may result in pay errors or a delay
in payment. It is Anderson University’s practice to accurately compensate
student employees in compliance with state and federal laws. However,
errors can occur. When mistakes happen, notify your supervisor
immediately to allow Anderson University to promptly make corrections on
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the next scheduled student payday.

All student employees are required to accurately record their work hours via
Paycom. Student employees are prohibited from the following actions as
these are considered ‘time theft” including but not limited to:

e Clocking in or out for another employee

e Clocking in before arriving at work or clocking out after leaving

e Extending breaks beyond the allotted time

e Falsifying time records

e  Working off the clock

Student employees who violate the above may face disciplinary action up to
and including termination from student employment and being banned from
future student employment.

Pay Days — The Bi-Weekly Payroll Schedule is available in Work Life
Engagement. This schedule details when supervisors are to approve payroll every
two weeks and provides the pay dates. Payroll is deposited directly into the bank
account of the employee’s choice. Pay stubs are available electronically by date at
Paycom.com. If an actual paycheck is issued, it will be available at Work Life
Engagement, Decker Hall, Suite 112. You must show picture ID to pick up your pay
check on the Friday of Payroll or after.

Questions or concerns about pay checks should be directed to Work Life
Engagement at worklife@anderson.edu.

Break Periods — A 15-minute rest period is allowed during each four- hour
work period. A rest period may be taken at the assigned time or with the
approval of the supervisor. A lunch break of at least 30 minutes but

no more than one hour is to be taken near the middle of each seven-hour
period worked. Supervisors may determine the exact time and length of
rest and lunch breaks for convenience of the department. Federal law does
not require employers to offer a rest period or lunch break during the
workday. Therefore, depending on department circumstances, students
may periodically be asked to work without a rest period or lunch break.
Concerns regarding rest periods or lunch breaks should be discussed with
the assistant director of Work Life Engagement. Employees must use the
web clock to clock IN or OUT for breaks of 30 minutes or more.


mailto:worklife@anderson.edu

Overtime — During the academic year, when classes are in session,
students are limited to working 15 hours per week under the student
employment program (20 hours for International students). During breaks
and summer, students are not authorized to work more than 35 hoursin a
work week (Sunday-Saturday) due to limitations of department budgets.
In rare circumstances, a supervisor may ask and expect students to work
overtime. Students must request and/or receive advanced approval from
their supervisor to be paid for overtime work. If approved in advance,
student employees will receive overtime pay at the rate of time and one-
half for hours worked in excess of 40 hours per week.

Worker’s Compensation — As required by the State of Indiana, all
university employees, including student employees, are covered by
Worker’s Compensation during the time they are carrying out any part of
their employment responsibilities. If an accidental injury occurs while at
work the supervisor should be notified immediately. The supervisor will
complete an Employer’s First Report of Injury, available from Work Life
Engagement , within 48 hours. Student employees must also complete
required forms.

All work-related illness or injury medical expenses are paid by Worker’s
Compensation. Work Life Engagement will provide forms, instructions, and
processing information for Worker’s Compensation treatment and claims.

If life threatening injury occurs, dial 9-911 from any campus phone.

If not life threatening, call 3333 on a campus phone or 765-641-3333 on a
personal phone to contact a first aid trained officer on duty to complete an
evaluation of the injury.
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Employment Expectations

Student employees are expected to follow these basic employment
expectations. Departments may communicate additional work-related
expectations.

Attendance & Punctuality — Student employees are expected to report to
work promptly or call in if unable to report to work due to illness or other
emergency. Supervisors should work with student class schedules,
academic, chapel commitments and other scheduling demands. However,
student jobs are important in each department, and an unplanned absence
places a greater burden on others in the department.

Work Activity — Student employees are not to have visitors during
assigned work periods except for brief visits from parents and faculty
members if authorized by the supervisor. Supervisors may expect student
employees to engage in only work-related activities during the work period
and refrain from non-work-related activities such as personal phone calls, e-
mail, and homework assignments.

Attitude — Student employees are expected to be interested, enthusiastic,
and motivated about their work assignment. Student employees are
expected to be pleasant when performing assigned tasks and be adaptable
to changes and/or suggestions as needed.

Authority — Student employees are expected to be respectful toward their
immediate supervisor, including other students who are managers. Be
attentive and cooperative when receiving instructions or feedback. Conflicts
and work-related concerns should be addressed directly with the
immediate supervisor. If resolution is not reached, the concern should be
discussed with the next level of supervisory authority. If the concern remains
unresolved it should be discussed with Work Life Engagement .

Cooperation — Student employees are expected to work cooperatively

with others, treating students, staff, faculty, and visitors respectfully.
Employees are expected to comply with all work guidelines and safety
standards. Safety concerns should be reported immediately to a supervisor.
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Dependability — Student employees are expected to be dependable,
follow instructions and fulfill work responsibilities. They should consistently
strive to complete assigned tasks accurately, completely, and on time.

Integrity — Students are expected to always be honest and in regard to all
matters. In the course of their work, student employees may have access to
or awareness of confidential information. This information should not be
discussed outside of work and may not be used in an inappropriate,
unethical, or illegal manner. Student employees violating this trust may be
terminated.

Student employees who, due to the nature of their work, have access to
confidential information are prohibited, both during their employment or
anytime thereafter from:

e Disclosing the private/confidential information to anyone either
verbally or in writing;

e Removing or using the information for any purpose except as
properly required in the course of employment duties

e Releasing or causing confidential information to be accessed or
released due to negligence.

Confidential information is considered personal or financial information
relating to employees, students, alumni, donors or other AU constituents.

Title IX Commitment - Anderson University, in compliance with Title IX of the
Education Amendments of 1972, is committed to providing an environment
that respects the dignity of all students, faculty, staff and campus visitors.
Student employees are expected to comply with AU’s Title IX Policy.
Employees receive Title IX training annually and upon hire, that includes
details on our Anti-harassment policies and the processes and procedures for
reporting potential issues and how they will be investigated and resolved.
The University has assigned two Title IX Coordinators who work in
partnership to coordinate the University’s compliance with Title IX.

Academic Standing — Student employees must continue to meet academic
standards. Student employees who are on academic probation may be
suspended from employment eligibility until they have shown progress and
improvement.
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Learning — Students are expected to be open to learning new concepts,
skills, and methods. Habits of working or thinking may be required to
change.

Professionalism — Departments may establish dress standards appropriate
for the location, season, and type of work performed using the Staff Dress
Code as a guideline. Student employees may be required to dress or act
more formally than in a social or other work setting. All employees are
asked to be careful of their personal hygiene, neatness and cleanliness.

Quality of Work — Following an appropriate training period, student
employees are expected to perform their assigned tasks accurately and
thoroughly. It is important to recognize errors and problems with tasks and
correct them. Students should ask questions and use good judgment. Giving
recognition to tasks being done well will be a motivating factor that will
maintain or increase good performance.

Personal Conduct — The Student Employment experience is designed to
provide students with hands on, experiential learning, to prepare them for
future career success. As such, student employees are expected to follow
general conduct standards and not engage in conduct that is considered
severe in nature. While the following list is not all-inclusive, the violations
listed below can result in disciplinary action up to and including termination
of student employment:

1. Falsification of time records, clocking of another employee’s
time or having another employee clock your time.

2. Making or permitting a false record relating to any material or
work.

3. Defacing, damaging, or destroying property of the University
or another employee.

4. Possession or consumption on university premises or
reporting to work under the influence of intoxicants or
unauthorized drugs.

5. Theft, pilferage, or unauthorized removal of property of the
University.

6. Abusing University equipment or property or using any piece
of equipment or property without being authorized to do so.
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7. Assisting any person to gain unauthorized entrance to any
portion of university premises.
8. Failure to follow required safety regulations.

9. Repeated absence or tardiness; failure to report to work
without a satisfactory reason.

10. Causing bodily injury to another employee or other forms of
disorderly conduct.

11. Failure to report absence or lateness by normal starting time.

12. Use of University facilities after normal working hours without
authorization.

13. Interfering with, obstruction of, or otherwise hindering the
production of work performance of another employee.

14. Engaging in horseplay, running, scuffling, or throwing objects
on university property.

15. Sleeping during working time.

16. Failure to meet quality or quantity requirements.

17. Contributing to unsanitary or unsafe conditions.

18. Violations of University policy on fair treatment, equal
opportunity, and non-discrimination.

19. Gambling on University property.

Discipline and Corrective Action — Anderson University strives to make the
student employment experience positive and one that offers the student the
opportunity to develop future employability skills. The student employee
must, at minimum adequately perform the job, follows the rules established
by Anderson University, the department and the supervisor. This include
adhering to law but also acting with honesty, integrity and respecting the
rights of others. Student Employees who violate University employment
policies or procedures, may face disciplinary action up to including
termination of their student employment. Based on the situation, the
student may also be referred to the student conduct office. This may also
lead to the student being barred from future student or post graduation
employment at Anderson University.

Communication: Both written and verbal communication should be
professional and should always meet the standards of Anderson University’s
core values of: Integrity, Excellence, Responsibility, Generosity and Servant
Leadership.

Open-Door Policy — When problems arise and student employees are faced
14



with a workplace issue, they are encouraged to first, try to resolve the issue
with the individual(s) involved in a respectful, professional manner. Should
this not resolve the issue, student employees should discuss the problem
with their supervisor or a member of management. Issues should be
discussed openly and freely without fear of discrimination or retaliation for
presenting a problem.

University Equipment and Property - Student employees entrusted with
University equipment, computers, technology or property are responsible
for the care and security of this University property. Do not use University
equipment and property for personal reasons unless authorized by your
supervisor. Unauthorized use or removal of university property may be
cause for employment termination.

Workplace Safety — Anderson University is committed to creating and
keeping the work environment safe and healthy. Student employees are
expected to follow these standards as well as promote a safe and healthy
work environment. Failure to follow safety and health standards may result
in employment disciplinary action up to and including employment
termination.

Workplace Violence — Anderson University has a zero-tolerance policy
concerning workplace violence. Threats or acts of violence — including
intimidation, bullying, physical or mental abuse that occur by student
employees will not be tolerated.
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Acknowledgement - Student Employee Handbook

| have received a copy of the Anderson University Student
Employee Handbook. | understand that the information
contained in the Handbook is subject to change or may be
revised based on changes in policies or procedures.

It is understood that the contents of the Handbook are not a
contract of employment. | have entered into employment
with Anderson University voluntarily, understanding that my
employment is on an at-will basis, which means that the
employment relationship may be terminated at any time by
either the employee or Anderson University, with or without
cause, and with or without notice. Furthermore, |
acknowledge that this Handbook is neither a contract of
employment nor a legal document, but merely guidelines set
by the University. | understand and agree that | will read and
comply with the policies contained in the Handbook and any
revisions, am bound by the provisions contained therein, and
that my continued employment is contingent upon following
those policies.

Printed Name Date

Student Signature
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