To Supervisors of Student Employees (non-work study):
As you are aware, student employment provides our students with opportunities for professional growth and personal development while they are enrolled at Western Carolina University. Undergraduate student employment is comprised of 1) work study (federal and state financial aid administered through our Financial Aid Office) and 2) non-work study (administered through Career Services). Please see our reminder of ongoing practices regarding hiring, supervising, and compensating non-work study student employees, below.
1) All student employment positions (both hourly and contract) must be advertised through the Student Employment Office in Career Services (http://studentemployment.wcu.edu) in advance of hiring students.
2) New Student Employees (never previously employed at WCU):
a. Once student has selected a position for which he/she wishes to apply, the student meets with the contact person listed on the job ad to interview for the position. If the supervisor offers the student employment, the supervisor completes the hiring forms with the student and  then submits the hiring forms to the Student Employment Specialist (Jessica Ross; jcross@email.wcu.edu) in Killian Annex room 205 with appropriate, original identification documents on or before the first day of work* (up to a semester in advance of actual start date).
b. Supervisors will receive a scanned copy of the approved hiring form, which will be the official notification that all steps in the hiring process have been successfully completed. Students may not begin employment until supervisors have received this form.
c. Official start date of employment is the date indicated on the hiring form, pending an I-9 verification by the Student Employment Specialist.
d. Students must be registered for at least 6 (undergraduate) credit hours or 5 (graduate students who are employed hourly) credit hours. During summer term, students must be enrolled for at least 3 credit hours (OR a minimum of the above mentioned credit hours for the upcoming fall semester) to be eligible for non-work study employment on campus.
3) Continuing Student Employees (employed at WCU within the past 3 years):
a. Students who have been previously employed by WCU complete an abbreviated hiring process to the one outlined above for each new job or new academic year for which employment is being sought.
b. Students who have been employed at WCU in the past provide a new hiring form only (pending verification of previously submitted documents by the Student Employment Specialist).
Training sessions for all Work Study and Non Work Study supervisors will be held during the weeks of February 27 and March 5.  Details will be announced shortly.

Additional Immediate Action
1) Supervisors are not allowed to hire student employees unless the funding to compensate them is available in their budget. 
2) Supervisors have the authority to terminate student employment under the terms of the hiring agreement at any time that students are not performing (including completing timesheets) at or above expectations.
3) Supervisors cannot mandate that student employees complete work for which they will not be compensated. All hours worked will be compensated.
4) Supervising/hiring departments are responsible for tracking student employees, hours worked, wages earned, etc.
---------------------------------------------------------------------------------------------------------------------------------------
Proposed (under review) for Summer 2012
1) Bi-weekly reminder emails are sent to student employees and supervisors who have not opened or submitted their online timesheets for that pay period.  Missed or incomplete time sheets will result in the following progressive disciplinary actions:
Student at fault
	First offense- verbal warning
	Second offense- written warning to student and his/her supervisor
	Third offense- termination from position for the remainder of the term
University at fault
	First offense- verbal warning
	Second offense- written warning to approver and his/her supervisor
	Third offense- non work-study employment privileges suspended for the remainder of the term. To reinstate NWS employees, the department will A) need to submit a plan to the Student Employment Specialist indicating how they will change their process to comply with the timely approval/submission of time sheets, and B) consult with the Student Employment Specialist and the Assistant Vice Chancellor for Undergraduate Studies to determine additional sanctions.

