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THIS HANDBOOK IS NOT A CONTRACT NOR IS IT INTENDED TO BE A
CONTRACT. SIMPSON COLLEGE ADHERES TO THE EMPLOYMENT AT
WILL DOCTRINE. THIS MEANS BOTH SIMPSON COLLEGE AND AN
EMPLOYEE CAN TERMINATE THE EMPLOYMENT RELATIONSHIP AT
ANY TIME, WITH OR WITHOUT PRIOR NOTICE, FOR ANY REASON (NOT
OTHERWISE UNLAWFUL) OR FOR NO REASON ABSENT A WRITTEN
AGREEMENT TO THE CONTRARY.

Nothing in this Handbook or in any other employment policies of Simpson College
Is intended to create any promise or representation of continued employment or
other terms or conditions of employment.

This manual is prepared to assist you, as a student employee, and as a supervisor,
in the understanding of the student employment policies and procedures at
Simpson College. It is the hope that this will enhance both the communication and
the understanding of the student employment program at Simpson College for both
you and your supervisor.

QUALIFIED STUDENTS

The employer can not discriminate on the basis of race, color, religion, national
origin, sex or handicap. The office of financial assistance will assign students to
the appropriate openings.

Student employment opportunities may be with either departments on campus or
community service agencies off campus.

PURPOSE OF STUDENT EMPLOYMENT

Student employment at Simpson College is designed with several purposes in

mind.

e To assist you in the financing of your education.

e To develop those job skills and work habits that will benefit you in your future
career.

e To provide support for the various offices and programs of the College.



Your success and satisfaction in the student employment program is greatly
enhanced if certain attitudes are in place.

You and your supervisor should establish excellent communication with each
other.

The job is looked at as an educational experience by both yourself and your
supervisor

Work habits are important to success both in your work position and in your
career.

STUDENT RESPONSIBILITIES

If this is your first job on campus, complete a work application, federal and
state W-4 Tax Withholding forms and an 1-9 Form. These forms are located in
the payroll office in Hillman Hall. A picture ID, along with an original social
security card, or a certified copy of your birth certificate are needed to complete
these forms. A passport can also be used.

Read your job description or job contract to understand your job assignment.
Conduct yourself professionally and ethically while on the job.

Demonstrate patience and courtesy at all times and provide excellent customer
service to all with whom you come in contact.

Report for work as scheduled and on time.

Personally contact your supervisor if you will be absent due to illness. If you
need to rearrange your work schedule, contact your supervisor as soon as
possible.

Ask questions; use time well; avoid socializing on the job; use the telephone
and internet for college business only.

Dress appropriately on the job. Your supervisor will define appropriate dress
for your position.

Complete a class-work schedule for the supervisor at the beginning of each
semester.

Never work during a scheduled class time unless the class has been cancelled.
Do not work more than 8 hours per day or 40 hours per week. If you work in
more than one department, this should be the total hours worked in all
departments.

All college records are confidential. These are not to be discussed with anyone
other than your supervisor. Each student employee is required to sign a
Simpson College Confidentiality Statement.

Follow procedures and meet expectations as instructed by your supervisor.



o Discuss any work-related problems you experience (schedules, job
expectations, not enough hours, etc.) with your supervisor.
o Use of college property and supplies are for college business only.

DRESS CODE

Because your appearance reflectst he s chool * sssadents,iyduaral e t ow
expected to be neat and well-groomed at all times. The following lists
inappropriate attire for Student Employees:
¢ No torn jeans
¢ No hats or caps
e No product advertising vulgarities on clothing
¢ No clothing advertising other colleges or universities with the exception of
international colleges

Individual departments may have additional guidelines, which differ from the
above minimum standards. If in doubt, please ask your supervisor.

VACATION

Because student employees are temporary, part-time employees of Simpson
College, they are not eligible for holiday pay, vacation pay, paid sick days,
personal time, or other Simpson College-paid benefits.

CONDUCT GUIDELINES

As a role model for the students you assist, as key personnel for the faculty and
staff you support, and as a representative of Simpson College, you are expected to
conduct yourself professionally and ethically in performing the duties of a student
employee.

Examples of unacceptable conduct that may lead to disciplinary action or

termination are described below:

¢ Neglecting your assigned duties and/or consistently producing poor quality
work after receiving proper instruction.

e Breach of confidentiality.



e Requesting payment for hours not actually worked.

o Interfering with, interrupting, or restricting the performance of other employees.

e Conducting personal business or soliciting funds for other than school-related
business during work time on the premises.

e Being repeatedly tardy or absent from work.

o Distributing, posting, or removing information in office areas without proper
authorization.

¢ Violating safety and security procedures.

e Being insubordinate by ignoring messages, directives or deadlines set by the
supervising faculty or staff members and/or refusing reasonable work
assignments.

¢ Acting in an immoral, indecent, or unethical manner.

e Destroying, defacing, or stealing property, records, or any materials belonging
to Simpson College or other employees.

e Provoking or starting a fight that results in physical contact.

e Possessing, selling, or purchasing firearms or weapons on Simpson College
premises.

o Selling, distributing, or using drugs (which apply to the Controlled Substance
Act) or beverages with any alcoholic content (including beer and wine) on the
Simpson College work premises.

¢ Violation of software policy law. Check with information services before
copying or loading any software. See Software Policies in this manual.

PAYROLL PROCEDURES
Students are paid monthly on the 15" or the Friday before if the 15" falls on a
weekend. For payroll the month ends on the last Saturday of the month.

Paychecks will not be issued early.

After you have completed your W4s and 19 in the Payroll Office, you will be able
to access your timecard on Stormfront.



A student employment timesheet is a legal document recording hours worked. It is
a super vi sor “issurerthe yssdistedon theititnesheetywerd o
actually worked by the student. Any payment made that is proven later to be
fraudulent (with supervisor knowledge) will be charged to the department. Both
the supervisor and the student should agree to these hours.

Once a student or supervisor has approved the timesheet, no changes can be made
to the hours worked (with the exception of a mathematical correction) unless
agreed to by both student and supervisor.

Simpson College Student Employee Web-Time-Entry Instructions
Simpson College StormFront: https://stormfront.simpson.edu

Beginning August 1, 2009, students employed by Simpson College will enter time
worked and submit their timesheet for supervisor approval by using a web-based
process called Web Time Entry (WTE). This replaces the existing ADP
ezLaborManager system. Paper timecards should not be used.

Overview of web time entry:
e Students enter their hours worked throughout the pay period on StormFront.
e When the pay period is complete, the student ~ wi | | , el ectroni c:
submit their time for supervisor approval (an email gets sent to the
supervisor telling them there is time that needs to be approved).
e The supervisor wil/l review the stude
o |f time is approved, it automatically goes to the Payroll Office for processing
with the student payroll to be paid on the 15" of each month.
e Iftime is rejected, the student will get an email from the supervisor with
instructions to correct and resubmit.
N/
== Note: In the past, the student pay cycle ended on the last day of the month
TS and the payroll was paid on the 15" of the following month. Due to
system requirements, the pay cycle will now end on the last Saturday of each
month with the payroll still paid on the 15" of the following month.

QW2 Note: Your supervisor can see and approve your time sheet at any point
during the payroll cycle. Once the payroll cycle has ended, you have until
noon the following Wednesday to submit your time sheet to your
supervisor. For example, the pay period ends on Saturday, August 29, the
student has until noon on Wednesday, September 2 to complete the time
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sheet and submit it to their supervisor. Contact your supervisor
immediately if you have not submitted your time by the deadline.

Instructions for entering time on the web:

171 Access your time sheet

Student time sheets can be accessed through StormFront on the Simpson Portal.
Under the section labeled Time Entry and Approval, select Time entry to access
your time sheet.

2 1_Choosing a time sheet

The Time entry screen will display the positions you currently have with Simpson.

Select the particular position and supervisor for which you are entering time by
clicking on the b ckooseOnlyOrne’e amoclickmen abel
Submit. If you work in multiple positions, you will need to enter time for each

position separately. You may enter time for only the positions and pay periods that

are displayed. If your position is not displayed, please contact your supervisor or

the Payroll Coordinator.
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Time entry >
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Time history Py
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Simpson College
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After selecting the position for which you are entering time, the Time Entry
screen will be displayed. Note the position information is displayed at the top of
the screen.

/= Home - Students - Windows Internet Explorer

& hitps simpson.edu L NEN I EIREE 2=
File Edit Wiew Favorites Tools Help
5l Favarites | 53 @& Free Hotmail &

- »
& Home - Students i - B 7| p=n v Page - Safety - Tools ~ igh-

08/27/0% Thursday

08/28/09 Friday

08/29/09 Saturday

I

~ O

~| O

08/28/09 Friday ~| O
~| O

~| O

08/29/09 Saturday

Additional Time(Prior Period) []

Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready |
for supervisor approval

Supervisor Decision Pending Approval
Supervisor Comments

Supervisor's E-mail Address cathy hoch@simpson.edu

SUEMIT

Simpson College
701 North C Street Indianola, 1A 50125

Portal powered by Datatel

‘s Start v 2% 7 [ @2Mer... - mmznv.. - £ 2Data.. -

Enter the time of day you started and stopped working. The Datatel system will
round your time to the nearest quarter hour for you. Use a HH:MM AM or PM
format.

If you worked more than two times in one day you can insert another line for that
day by clicking on the box under “InsertLine” f or t hat day. The
each time worked will be calculated for you.

Students can ignore the columns for Annual Leave Hours, Sick Hours, Other Time
Hours and Other Time Types. Students should also ignore the Additional Time
(Prior Period) check box at the bottom as any prior period time should be reported
by your supervisor directly to the Payroll Coordinator.

Af ter entering ti Bubmitvot loe @ aSubit’'mpbiutetcd’'n ¢
can be clicked as many times as needed as time is entered and/or changed

throughout the pay period. You are encouraged to enter and submit time on a daily

basis or after each work period.



41 _Signing and sending your time sheet

After the last Saturday of the month (end of the pay cycle) or whenever you are

done entering all your time for the pay period, click on the box near the bottom

wher e Checkisgdhys box Becomes your electronic signature

acknowledging your submitted time as accurate and ready for supervisor

approval” and tohnsubmit 1”1t cKThi s will advance yc
supervisor for review and aplipneBntnal . Yo
Status: Complete. ”

You will no longer be allowed to access your time sheet for this period once you
have electronically signed your timesheet. If changes are needed, either your
supervisor will need to make the changes or your supervisor will need to reject the
timesheet so that you can make the needed changes, electronically sign and re-
submit the time sheet to the supervisor.

/= Home - Students - Windows Internet Explorer,

|27 hetps simpson. edy N EISENRE [[2]=

File Edit View Favoribes Tools Help

< Favorites | s &) Free Hotmall &

Welcome Brady Thoraton = | My Links © | simpson.cdu | (@)

Al Sites bl I * Advanced Search

Confirmation >

“Back

' Main Menu

{+ Time Entry and Approval

- Flease be aware that you have not marked your time entry as complete
Time entry

Pay Period End Date 08/29/09

Time history

Time Entry Status Mot Complete

Current Pay Period Hours

Regular Hours 7.50 Confirmation

Annual Leave Hours 0.00
Sick Hours 0.00

Total Hours 7.50

Done &P Internet Fh v Wi00% -

-
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Frequently Asked Questions (F A Q&6 s )

What i1 f | dondét electronically sign

You will not be paid on a timely basis. Electronic time reporting is a commonly
used tool and familiarity with it will benefit you in future employment situations as
either an employee or supervisor of employees.

What if my supervisor is gone at the end of the payroll?

Each employee is assigned an alternate supervisor who can review and approve
your time. Contact them directly if you do not receive confirmation that your time
has been approved.

Why did my time sheet disappear from the selection screen?
The period of time to enter time closes on the Wednesday following the last
Saturday of the month.

What if | entered hours wrong?

During the pay period you can correct hours entered in error yourself. After the
pay period has closed and or you have already approved your time, you should
contact your supervisor immediately for assistance. They may reject your previous
submission for you to correct and resubmit or assist with correcting the time
directly. If your supervisor has already approved and submitted your time they
will need to contact the Payroll Coordinator for assistance.

and

What i s that boxed entitlde)doFfAAddi ti onal

This is not a Simpson option. If you fail to report time on a timely basis, you will
need to contact your supervisor for assistance. Your supervisor will report unpaid
time worked in a prior period directly to the Payroll Coordinator.

Whatdoldoi f my position doesnét show
First contact your supervisor for assistance. Next, contact the Payroll Coordinator.
Note that students will not be set up with access to WTE and should not be
working until all employment paperwork is completed and submitted to the Payroll
Coordinator.

Paychecks will be mailed to your campus mail box during the academic year or
you may choose to have payroll direct deposited into a personal bank account.
During the summer, paychecks may be picked up in the business office on payday.
A picture ID may be necessary.

t h



Student employment earnings are taxable. Students are issued W-2 Wage and
Income Statements by the payroll office by January 31. Whether or not taxes must
be pai d depends inoomefdrimeegearst udent *s t ot al

Any work performed in addition to a fixed assignment must have written
supervision justification. Student employees are not permitted to work overtime.

SOFTWARE POLICIES

To prevent Simpson Col | degmirig$fomeiglgtions ur e t
of copyright laws or licenses, the following policies apply to all computer software
used at Simpson College:

e Simpson College licenses the use of its computer software from a variety of
outside companies. Even if Simpson College owns the tangible items (e.g.
disks, manuals), it does not own the intangible software or related
documentation. Unless authorized by the software owner, Simpson College
does not have the right to reproduce the software.

e Simpson College employees and students can use the software on local area
networks or on multiple machines only in accordance with the site license
agreement.

10



e Simpson College employees learning of any misuse of software or related
documentation with the college must notify the Chief Information Officer of
Si mpson College and the Student Empl o)
supervisor.
e Any Simpson College employee or student who makes, acquires, or uses
unauthorized copies of computer software will be disciplined as judged
appropriate under the circumstances. Such disciplinary action may include
termination.

SEXUAL HARASSMENT

Simpson College prohibits sexual harassment of its employees in any form.

Conduct which could be viewed as sexual harassment includes the following:

e Unwelcome sexual advances directed towards fellow employees or students.

e Requests for sexual favors directed towards fellow employees or students.

o Other sexual harassing conduct, whether physical or verbal. This includes
repeated offenses, sexual flirtation, advances, propositions, continual or
repeated abuse of a sexual nature, a graphic verbal commentary about an
individual, and the display in the work place of sexually suggestive objects or
pictures.

A student employee who has complained of sexual harassment at work, by anyone,
including supervisors, co-workers, students, faculty, staff, or visitors should bring
the problem to the attention of the supervisor or the Human Resources Director.

All complaints will be handled promptly. The facts surrounding the complaint,
including the identity of the charging party and person accused of sexual
harassment, will be kept confidential by the investigating official if at all possible.
Student employees who complain of sexual harassment will not be subject to any
acts of retaliation by the accused or any other agents of Simpson College.

The administration will retain documentation of allegations and investigations.

When investigations confirm all allegations, appropriate corrective action
including disciplinary measures, up to and including termination, will be taken.

11



TERMINATING YOUR EMPLOYMENT

Please notify your supervisor and the Student Employment Coordinator in the
office of financial assistance two weeks prior to wanting to terminate your
employment.

SUPERVISOR6 S RESPONSI BI LI TI ES

e |t is your responsibility to read and understand this handbook in its entirety.

e Your student employee must have a signed job description or job contract, work
application, both Federal and lowa W-4 Tax Withholding Forms and an 1-9
Form on file in the payroll office before the student begins working. Check
with this office if you are unsure.

e Prepare a written job description or job contract that includes all job duties and
responsibilities of your student employees. This document should be reviewed
annually and should reflect the individual responsibilities of the student. Give
one copy to the student, one copy to the Student Employment Coordinator in
the office of financial assistance, and keep one copy for your records.

¢ Provide training and supervision for your student employees. This should
include appropriate phone etiquette and customer service training. Student
employees should be paid for their time spent training.

¢ Student employees should not work more than 8 hours per day or 40 hours per
week unless on contract. If a student is working in more than one department,
this should be the total hours worked in all departments. Students are not to
work during scheduled class times, unless the class has been cancelled. It will
be your responsibility to know the student"s class schedule and to have a copy
of the student®“s schedule on file in \

e Student employees are expected to meet the level of performance as listed in the
job description or job contract. If the student is not meeting your expectations,
pl ease see the student®“s job descripti

e Student employees should be evaluated annually on their overall performance if
their earnings exceed $300.

¢ Inform students of any special safety considerations pertaining to their job and
work environment.

e Provide protective covering for all students if the nature of the job is such that
personal attire may be damaged.

12



¢ A monthly report is sent from the office of financial assistance to assist in
monitoring Yy o u ensue studedteda rotedrn mhrothar s t o
awarded and to insure students are given the opportunity to earn their awarded
amounts.

e [t is your responsibility to make sure you stay within your student employment
budget.

o Contact the office of financial assistance if a student terminates employment for
any reason.

o The Confirmation Statement at the back of this handbook must be signed by all
student employees in all departments and maintained in your student

empl oyee"s fil es.
e The attached Confidentiality Statement must be signed by all student employees
and keptinyourst udent empl oyee*s fil e.

e Student * s h cardedon aDAlICMIbasE. Speafic date, time-in
and time-out, and actual hours and minutes must be recorded. It is your
responsibility to know that what you are signing is accurate. Any identified
abuses of the program will be charged back to your student employment budget.
Both student and supervisor signatures should be included before turning in a
timesheet.

JOB DESCRIPTION/JOB CONTRACT

The Job Description is used when paying an hourly rate for employment. The Job
Contract is used when paying a set amount for a specific job. Always get approval
from the Student Employment Coordinator in the office of financial assistance
before using the Job Contract.

FINANCIAL ASSISTANCE RESPONSIBILITIES

e Administer available on-campus employment opportunities for qualified
students and assign them to available positions.
e Send communication to students and supervisors indicating:
0 the work assignment and the amount allocated
o miscellaneous important information regarding student employment

13



STUDENT EMPLOYEE DISCIPLINE PROCEDURE

As with any job, if expectations are not achieved, workers run the risk of losing
their job.

A discipline procedure should be used as a tool for growth and communication.
Problems should be discussed informally before beginning a formal process. The
following process incorporates both an informal procedure and a formal procedure
for supervisors to follow. A student can be terminated without beginning an
informal process.

INFORMAL WARNING

An informal warning consists of a verbal indication that the student is not
performing to expectations and termination could result. Document this meeting
(having the student sign the documentation) to acknowledge that he/she is aware of
the action being taken, and send a copy to the Student Employment Coordinator in
the office of financial assistance.

WRITTEN WARNING

I f after the informal war ni ng fationstae
written warning should be issued stating that any further infractions will result in
termination. The student must sign the written warning with the understanding that
he/she is aware of the consequences of the formal warning, that he/she has had the
opportunity to refute the warning, and that he/she is aware that further negligence
on his/her part will result in termination. A copy of the warning and rebuttal must
be sent to the Student Employment Coordinator in the office of financial

assistance.

FORMAL TERMINATION
After the written warning, a formal, written termination may be issued if
performance does not improve. A copy of the termination must be sent to the

Student Employment Coordinator in the office of financial assistance who will
keep it on file.

14
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Employment Guidelines for

Non-Resident Students

As an F-1 student, you are not permitted to work off-campus or to engage in
business without specific employment authorization from the Immigration and
Naturalization Service.

However, you are permitted to work on-campus, which is limited to 20 hours per
week, while school is in session. Such employment may be full time during
vacation periods for students who are eligible and intend to register for the
subsequent academic term. There are no exceptions to the 20-hour per week
ceiling. You will not be paid for hours in excess of 20 hours per week.

Non-Resident students will not be permitted to work without proper documentation
(e.g. an INS Form, Social Security Card, Unexpired Passport, 1-94 and another
form of | . D. I .e. driver®"s |icense, stu

If you have any further concerns, please contact Todd Little in the Hawley
Academic Resource Center located in Dunn Library.

15



STUDENT EMPLOYMENT
JOB DESCRIPTION

2009-2010
Student Employee: Student ID #:
Department: Supervisor:
hrs. per week for weeks at $ per hour.

Amount To Be Paid:

Beginning and Ending Dates of Employment:

Purpose of Job:

Duties and Responsibilities:

Job Qualifications:

I have read this Job Description and accept responsibility for performing to its
expectations. The above responsibilities are essential job functions, subject to
reasonable accommodation. Job requirements listed indicate the minimum level of
knowledge, skills and/or ability deemed necessary to perform the job proficiently. This
Job Description is not to be construed as an exhaustive statement of duties,
responsibilities or requirements. Student employees may be required to perform any
other job-related tasks as requested by their supervisor, subject to reasonable
accommodation.

Student Employee: Date:

Supervisor: Date:

16



STUDENT EMPLOYMENT
JOB CONTRACT
2009-2010

Student Employee: Student ID #:
Department: Supervisor:
Beginning and Ending Dates of Employment:

Amount to be Paid:

Schedule of Payment:

Purpose of Job:

Duties and Responsibilities:

Job Qualifications:

| have read this Job Contract and accept responsibility for performing to its expectations.
The above responsibilities are essential job functions, subject to reasonable
accommodation. Job requirements listed indicate the minimum level of knowledge,
skills and/or ability deemed necessary to perform the job proficiently. This Job Contract
is not to be construed as an exhaustive statement of duties, responsibilities or
requirements. Student employees may be required to perform any other job-related tasks
as requested by their supervisor, subject to reasonable accommodation.

Student Employee: Date:

Supervisor: Date:

17



SIMPSON COLLEGE
STUDENT EMPLOYMENT EVALUATION

[] Evaluation for academic year: 20 - 20 or [] Evaluation for summer: 20
Name: Student ID # Date:
Department: Supervisor:

AREAS OF EVALUATION
5=consistently demonstrates outstanding performance
4=above average employee; often exerts extra effort
3=average employee; performs in an acceptable and satisfactory manner
2=needs to improve; occasionally does not meet standards required
1=performance unacceptable; consistently fails to meet minimum standards

Job Knowledge: Awareness of what to do without constant supervision

Knowledge of how to perform duties

Job Performance: Organization

Accuracy and Quality

Speed and Quantity

Work Habits (effective use of time)

Attitude: Initiative

Conformance to operational policies

Cooperation with others (co-workers and/or public)

Acceptance of supervision

Reliability: Consistency of performance

Completion of tasks

Adherence to work schedule

Dependability

OVERALL RATING: COMMENTS:

WORK EXIT INFORMATION
Effective Date: Reason for leaving:

Would you rehire this employee? []Yes [No
If no, why?

I have personally completed this evaluation and discussed it with the student.

Supervisor Signature Date

I have discussed this evaluation with my supervisor; however, my signature does not indicate agreement with
the rating or any attached comments.

Employee Signature Date

Copy to Financial Assistance, Copy to Supervisor, Copy to Student
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