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4. A student intern may not work on-campus as a Federal Work-Study or Department Paid Student Wages

employee during the internship.

5. The student must meet the GPA requirements for an internship.

6. There may be required courses for specific internships.

**  Payroll will notify a campus employer when a student worker has worked over 20 hours in 

a week during a pay period.  If violation is repeated, this could result in job termination ** 

REQUIREMENTS AND RESTRICTIONS OF STUDENT EMPLOYMENT 

Enrollment Eligibility  

Student employment positions are available ONLY to students who meet minimum enrollment 

requirements of 6 credit hours for undergraduate students and 3 credit hours for graduate students. 

A student worker may continue employment until the first day of the next academic term, whether or not 

he/she is enrolled in the succeeding term.  This does not apply to students who have graduated.  

Academic Eligibility  

The undergraduate student must be meeting Standards of Academic Progress to continue working on-

campus as an FWS or NWS student worker.  

Earned Hours/Quality Hours Minimum (whichever is greater) 
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graduate program and enrolled in courses.  Positions are posted on the HR website; application 

instructions are contained in the posting. 

Graduate assistants will be paid on a stipend basis and includes a tuition benefit. GAôs do not use web 

time entry, however, they must track their hours worked for ACA purposes. The tracking forms for 

GA/RAôs are located on the HR Intranet site under Payroll Information/forms. The Graduate School may be 

contacted regarding additional  guidelines for graduate assistantships. 

THE HIRING 

http://www.otterbein.edu/Files/pdf/Work-study/JobOpeningNotice.pdf
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 The Office of Student Financial Services will review the request, making sure it is within your

allotted department budget and student eligibility, and will email the supervisor approval/non-

approval, and if approved, the Hiring Forms for the requested student(s).

 If the student is hired, the hiring supervisor goes over the Conditions of Employment and the Code

of Responsibility for Security and Confidentiality of University Information.

 Hiring supervisor fills in information on Hiring Form completing all applicable blanks (i.e. position #,

campus location etc). Both student and supervisor sign form.

 The student should then take the Hiring Form and the Conditions of Employment to the Office of

Human Resources at 25 W. Home St.  He/She can complete an I-9, at that time, if needed.


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Privacy of Educational Records (FERPA) - The Family Educational Rights and Privacy Act (FERPA) 

grants students certain rights in connection with educational records maintained at Otterbein University. 

Questions and requests for greater detail should be addressed to the Vice President and Dean for Student 

Affairs.  

The University reserves the right to notify parents or guardians of ñdependentò students, regardless of the 

studentôs age or status, in health and safety emergencies, hospitalization, or where, in the Universityôs 

judgment, the health or well-being of the student or others is or may be at risk.  

1. Students, parents, and foreign government agencies supporting dependent students have access

rights to the educational records maintained about students during their enrollment.

a. ñDependentò means being listed as such on the parentsô annual federal income tax statement, or

(in the case of foreign students) receiving at least 50 percent of their support from parents or

foreign government agencies.





10 

8�6��'HSDUWPHQW�RI�(GXFDWLRQ
6WXGHQW�3ULYDF\�3ROLF\�2IILFH
����0DU\ODQG�$YH��6:
:DVKLQJWRQ��'&����������� 

TRAINING OF STUDENT WORKERS 

While it is often difficult to find the time to spend training your new workers, it is important. Things that 

seem very simple and obvious to you may seem confusing to the student. Remember, you may do these 

procedures every day, but it is new for the person you are training.  

When explaining procedures to student workers, try to think objectively and be clear. For example, if you 

knew nothing about the procedures yourself, think of how someone could best explain them to you. Some 

workers learn more quickly by watching others work through the procedures step-by-step; others will 

benefit more by listening to a thorough explanation before attempting the procedures themselves. Still 

others may require a combination of both methods. Find the method that works for your student worker. 

If the student seems confused, you can always switch to another method. The key is to start out simple -- 

with the general ideas -- and work toward the more complex.  

Prepare some written instructions in advance. This will save you time by eliminating the need for the new 

worker to ask basic questions repeatedly. At minimum, supervisors should make sure that your student 

workers know the following:  

 What to say when answering the phone.

 How to transfer calls.

 How to put calls on hold.

 How to sign on to the computer.

 Answers to commonly asked questions.

 Frequently used phone numbers.

 Areas of responsibility in the unit (who does what).

 Procedures for filling out or filing forms.

Training is important and should be given some priority, especially in the beginning. Well-trained student 

workers are more confident of their work performance and tend to be more efficient and productive. 

Taking time away from your busy schedule to train the student should suggest to him/her that his/her job 

is important to the office. Continued training as changes occur in the office will reinforce this.  

WORKERS COMPENSATION 
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Work-Study students are prohibited from working during scheduled class time (unless the class is 

canceled).  

Students will submit their hours using Web Time Entry in Banner self-service. Students are required to 

complete their timesheets weekly and submit them to their supervisor for approval by the due date. Late 

time sheets are not permitted. 

Keep track of student hours and the eligibility limits for your student hires, and do not allow them to work 

more than 20 hours a week or earn more than the annual eligibility amount. 

TIME OFF POLICIES 

Sick/Emergency Leave 

Student workers are not entitled to sick pay. Students who are ill or have an emergency arise should call 

their supervisors prior to their scheduled shift. Should the student's illness persist for an extended period 

of time, you may need to evaluate the student's situation and make the necessary arrangements.  

In the event of illness or emergency, student workers should NOT be required to arrange for a substitute 
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accommodate students' work and class schedules. Student workers cannot be paid Otterbein wages for 

time served on jury duty.  

Severe Weather  

If Otterbein classes are canceled due to severe weather, students are not expected to work their regular 

work shifts, nor will they be paid for the work they miss. If the student is unable to make it to work (e.g., 

his vehicle will not start or roads are impassible), he should contact you as soon as possible. Students who 

work when the Otterbein is closed due to severe weather receive their regular hourly wages. Each 

supervisor should establish a severe weather policy and means of contacting students in the event the 

University is closed.  

Legal Holidays  

Student workers are not required to work on legal holidays and official Otterbein holidays, and are not 

entitled to special holiday pay. However, many University departments do remain open on certain 

holidays, and consequently you may need to schedule students to work. You must notify the student in 

advance when he/she is scheduled to work on a legal or University holiday. The student has the option to 

decline to work on designated holidays. Students who choose to work on legal or Otterbein holidays are 

paid their normal hourly rate.  

Religious Observances or Holidays  

If a student requests time off in advance for a religious holiday or observance, you must accommodate the 

student's right to observe the holiday. Students should not be penalized for missing work for their 

religious observances but cannot be paid for time missed to attend religious observances.  

WAGES 



13 

When a student worker is consistently tardy or absent or fails to perform specified tasks satisfactorily, you 

have the right to terminate his/her employment. However, you must first attempt to discuss and settle the 

problem with the student. The student should be given the opportunity to improve his/her performance. In 

many cases, an honest discussion focused on expectations for job performance followed by the creation of 

a plan for improvement will have positive results. In all instances, you should document the employee's 

behavior and the steps you have taken to resolve the situation.  

If a student is not meeting expected performance standards, you are responsible for addressing your 

specific concerns with the student, initiating a conference, and recording the problem and results. 

Progressive discipline should be used where applicable, including verbal warning, written warning, and 

finally termination, if the seriousness of the offense warrants it.  

Discipline and Terminating a Student's Employment  

When a student's employment ends, you must complete a Student Termination Form and submit it to 

Office of Human Resources.  

A student may be dismissed not only for unsatisfactory performance, but also for budget constraints, non-

completion of a project, lack of work, and other valid reasons. If possible, the employer should give the 

student a two-week written notice with the reason for dismissal if one of these situations arises.   

Listed below are actions that may require disciplinary action and/or termination: 

 Excessive tardiness.

 Excessive absences.

 Absences without a legitimate excuse.

 Sloppy or unclean appearance.

 Carelessness or lack of attention that results in injury to property, person, or public relations.

 Conduct inappropriate to representatives of Otterbein University.


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 Violation of any serious infraction of the University Student Code.

 Use of or under the influence of drugs or alcohol immediately prior to or during a scheduled work shift.

 Physical violence or obscene language when dealing with the public or other staff.

 Breach of confidentiality.

 No effort to rectify a grievance you previously presented (you must be able to document this

violation).

Resignation  

Student workers may terminate their employment at their own discretion. Reasons for a student's 

resignation include:  

 Course work overload

 Class scheduling conflicts

 Better job opportunity

 Co-op or internship opportunity

 Graduation

 Conflict with supervisor or co-workers

 Personal reasons

Student workers are encouraged to submit a letter of resignation or email message at least two weeks (14 

days or 10 working days) prior to their last day of work. The letter should include the effective resignation 

date. 

GRIEVANCE PROCEDURE FOR STUDENT EMPLOYMENT 

Policy Statement 

The University strives to maintain fair and consistent policies towards its student workers.  If a student 

worker believes that established personnel policies and procedures are not being properly interpreted and 

applied to the employeeôs situation, the employee should follow the respective grievance procedure 

referenced below.  The grievance procedure is to be utilized for specific violations of policy, as opposed to 

relating to general complaints, job analysis, or compensation. 

Employees with sexual harassment and affirmative action complaints should take the complaint to the 

Office Human Resources and the Vice President for Student Affairs. 

Grievance Procedure 

A. Application of Grievance Procedures

Student workers who have any dispute which arises out of their employment relationships including

but not limited to any disciplinary action or termination of their employment, or who believe they

have been discriminated against, shall use the following procedures for an equitable resolution of

their grievance.

B. Informal Grievance Procedures

The student worker shall first discuss the subject of the grievance with the person who is initiating

the adverse employment action, or who is alleged to have committed the discriminatory act(s).

This discussion should be undertaken to resolve any problem, which may be a result of

misunderstanding, or some other failure of communication.  If the matter cannot be resolved by

informal discussion, the student worker may request a conference with the department supervisor

at the next management level to request a review of the situation.

C. Formal Grievance Procedures

Student workers who have been unable to resolve the grievance through informal procedures may

file a formal Notice of Grievance with the Director of Human Resources in the Office of Human

Resources within fifteen (15) days of: (a) the receipt of the notice of termination or (b) the






