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MANDEL SCHOOL
SUPERVISOR'S GUIDE TO STUDENT EMPLOYMENT

Introduction

Student employees can make significant contributions to Mandel School operations. For
students, working on campus provides income, and can help them develop professionally,
making them stronger candidates for employment after graduation.

As a supervisor, your role will be two-fold: to train the student employee in the skills and
processes needed for the job, and to coach them as needed on professional workplace
expectations including office etiquette, communication norms, time management, and other
issues. As a coach, frequent direct and kind communication is essential.

This guide lays out the basics of hiring, training, and supervising student employees.

The Mandel School has two different recruitment, hiring and payment processes for student
employees: one for doctoral students and one for undergraduate and graduate students.
Differences are noted throughout this guide.

Supervisor Responsibilities

e You are responsible for ensuring student employees do not work until employment
paperwork has been completed. Employment paperwork must be renewed each
academic year and summer session.

e If your student worker receives federal work study (FWS), you must monitor their work
study earnings and limit. The Office of Student Employment must be notified when a job
changes from FWS to non-FWS.

e For undergraduate and some graduate student employees, time must be approved every
two weeks, following the student employment approval calendar. If time is not approved,
student employees are not paid.

e Doctoral student employees are paid monthly. Doctoral student pay requests must be
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Beyond this, student employees are expected to:

Understand and practice the principles and actions of ethical and professional conduct
including personal responsibility, honesty, and confidentiality.

Report to work at the agreed-upon time, ready to work.

Meet grooming, hygiene, and dress standards for a casual professional environment.
Carry out assigned duties and not engage in personal or class activities while at work.
Take full responsibility for the results of their efforts and actions.

Notify their supervisor in advance of work schedule changes.

Maintain satisfactory academic progress and notify their supervisor of any enroliment
changes.

As a supervisor, you are expected to model, communicate, and uphold these
expectations.

Creating, Posting, and Hiring for a Position

UNDERGRADUATE AND GRADUATE STUDENTS

No student may be hired without approval of the Office of Student Employment. In some cases,
employment can affect a student’s financial aid package so it is essential supervisors and
students follow established procedures.

Positions need a job description, start and end date,


https://students.case.edu/career/employers/careerlink/
https://students.case.edu/career/employers/careerlink/
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month. Supervisors are expected to submit hours worked and their wage for
the work to Mandel HR by the 5 " for inclusion in that month’s payroll.

Required Hiring Paperwork

UNDERGRADUATE AND GRADUATE STUDENTS

New Hire paperwork will be handled by the Office of Student Employment. Students must
complete the following before hire: employment application, Ohio Employees Withholding
Exemption Certificate or equivalent, Form W-4, Employee’s Withholding Allowance Certificate,
Form 1-9, Employment Eligibility Verification: this form must be completed within three days of
start date. Acceptable forms of original documentation (no photocopies or scans) must be
presented in person. Students cannot complete new hire paperwork remotely.

DOCTORAL STUDENTS

New hire paperwork is handled by Mandel School HR. Full time doctoral students receiving a
fellowship stipend complete new hire paperwork at the program orientation at the beginning of
the academic year. Other doctoral students complete their new hire paperwork upon
engaging in paid employment at the university. Students must complete the following before
hire: employment application, Ohio Employees Withholding Exemption Certificate or
equivalent, Form W-4, Employee’s Withholding Allowance Certificate, Form 1-9, Employment
Eligibility Verification: this form must be completed within three days of start date. Acceptable
forms of original documentation (no photocopies or scans) must be presented in person.
Students cannot complete new hire paperwork remotely.

International Students

International Students must go to the International Student Services Office (ISSO) to obtain
permission to work and tax confirmation forms prior to completing employment paperwork.
International students must obtain valid social security cards within 30 days of obtaining
employment on campus.

Employment Guidelines

UNDERGRADUATE AND GRADUATE STUDENTS

Students may work up to 20 hours per week during the semester and up to 40 hours per week
during breaks at least a week long. Students may not work during times they are scheduled to
be in class. Mandel School Students with field placements can work on campus up to 15
hours per week outside their field placement while it is active.

Students should sign up for direct deposit (instructions on student employment website),
otherwise, paper checks can be picked up in the student employment office in Yost Hall.

DOCTORAL STUDENTS

International students on F1 visas can work no more than 20 hours each week while school is
in session. Other doctoral students can work at the university no more than an average of 29
hours/week or a total of 1,508 hours over the calendar year. See the Doctoral Program
Student Handbook for more information.

ALL STUDENTS
Students are only paid for days worked; they do not get paid holidays or emergency snow days,
unless they work these days with prior permission from their supervisor and can work remotely.

Students can be reimbursed for work-related travel and other work-related purchases.
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Student Pay Rates, Evaluations and Merit Increases

Each fiscal year, the Office of Student Employment publishes student employee wage rates
and classifications, and communicates federal work-study distribution for the period. For all
student employees, including doctoral students, hourly pay rates must follow these
guidelines. Please read the


https://case.edu/diversity/university-policies/affirmative-action-and-equal-employment-opportunity
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opportunity

On-the-job Injuries

If injured on the job, the student employee must notify their supervisor and report immediately to
University Health Service for diagnosis and possible treatment. If the injury requires immediate
emergency treatment, the student should be transported to the University Hospitals Case
Medical Center Emergency Room.

An injury report must be submitted to the Office of Risk Management and Insurance
(riskmanagementandinsurance @case.edu; 216-368-1547). Issues regarding worker’s
compensation are also handled through this office.

Confidentiality
When working on campus, student employees may have access to confidential information


https://case.edu/diversity/university-policies/affirmative-action-and-equal-employment-opportunity
mailto:riskmanagementandinsurance@case.edu
https://case.edu/utech/departments/information-security/policies/i-1-acceptable-use-of-information-technology-policy-aup
https://case.edu/utech/departments/information-security/policies/i-1-acceptable-use-of-information-technology-policy-aup

Student Employee Onboarding and Offboarding
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Departments and Centers are encouraged to offer their own, more robust, onboarding process.

Onbo arding Checklist

Prior to the First Day

e Designate, clean, and set-up student
workspace

e Inform relevant staff of new student
employee’s start date and tasks

e Identify a secondary supervisor or other
resource for the student employee if the
supervisor is away

Student’s First Week

Review job description and train on specific
tasks

Establish regular check-in times

Review office systems (phones, supplies,
etc.)

Review performance evaluation procedure

If student will work outside normal business
hours and is not a Mandel School student,
contact facilities to request off-hours building
a.)
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