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Welcome Student Employee

As a student employee at the University of Toledo, you represent one of the finest student bodies and
institutions of higher education in Ohio. While reading the following student manual, keep in mind
that your department has specific needs, rules, and regulations that they will provide to you. The
following text includes general University information about student employment.

Looking for a Job:
e All departments are required to post job openings on Handshake for 7 days.
e Toreview job openings on Handshake, you can sign in 3 different ways
1. The Handshake link in the University Career Services section on your student tab.
2. The Handshake link on the Career Services webpage.
3. https://utoledo.joinhandshake.com/
e Students are automatically loaded in Handshake, and your UTAD and password will be your
sign-in credentials. The first time you sign in, you will need to complete your account.
0 Besure to upload aresume as this will be used to apply for jobs on campus.
e Job listings are updated on a regular basis.

Applying for a Job:

e Each job posting will explain how to apply for the position. You may be requested to appear in
person, call for an appointment, or email a resume. If you are given an application, be sure to
complete it accurately.

» Each job will have a specific description and qualifications needed. If you are required to
forward a resume to an employer, Career Services can help you develop one or help
strengthen your existing one.

e Your references will be checked by the hiring department. Be sure to use professional
references, rather than a friend, neighbor, or relative.

INTERNATIONAL STUDENTS:

International students are allowed to work on-campus only!

* The hiring department will complete a “Verification of Employment” form and give it to you to
take to the Office of International Student & Scholar Services (OISSS) in Room 1000, Snyder
Memorial.

e The Office of International Student & Scholar







GPA Requirements:

The university expects students to demonstrate satisfactory academic progress towards degree
completion. Academic good standing requires a student to maintain a cumulative grade point average
of 2.0 or higher on a 4.0 scale each term.

0 Note: A student may be suspended if the student falls below a cumulative GPA of 2.0 for two

consecutive semesters after attempting more than 60 semester hours

The following grade point average requirements were established to enable students to meet their
academic goals while being able to work at part-time positions on campus. If a student does not meet



promotions, awarding rate increases, and/or substantially influencing such actions for or
against student staff.

= This policy will be upheld regardless of the gender of the relatives involved or the
classification or rank of supervisor.

» |Immediate family is described as spouse, mother, father, son, daughter, brother, sister, half-
brother, half-sister, aunt, uncle, mother-in-law, father-in-law, sister-in-law, brother-in-law,
grandparent, stepparent, and legal guardian or other people who stand in place of a parent.

Appropriate Office Attire:

A professional attitude is required of all student workers, and appropriate dress will be specific to your
department/role. You may also be required to wear a uniform. Remember you represent your
department and The University of Toledo.

Inappropriate Attire: Tube tops
Slippers
Flip flops
Short shorts
Pajamas/Pajama Pants
Clothes that show off your midriff area
Miniskirts/short dresses
No tongue studs or excessive piercings
Any article of clothing perceived as vulgar/obscene/profane/offensive
Yoga pants

Work Schedules:
e Each student employee and his/her immediate supervisor will schedule the appropriate work



Call-In Policy:

If you must miss work for an emergency (iliness, family commitment, personal emergency,
etc.), call your supervisor immediately. If your supervisor cannot be reached, speak with
another full-time staff member.

Do not call in and leave a message with another student employee unless told to do so. Give
the nature of the emergency, and the date and time when you will next report to work.

If we are experiencing inclement weather, you may call 530-SNOW to see if the university has
closed down. If you work in a department which is required to remain open, you must call and
speak to your supervisor about your schedule while the university is closed.

Time Cards and Paycheck:

Students are responsible for completing and submitting their time cards electronically. Time
cards are due on the Friday preceding a pay week.

Do not sign in before your work has begun or signed out before your workday has ended.
When entering the time, please round to the nearest fifteen (15) minutes. Student employees
are responsible for filling out their timecards.

If the time card is missing or hours are not properly recorded, you will not receive a paycheck,
or you may not be paid for all the hours worked.

Be sure to complete your time card promptly and accurately. Falsifying time cards can result
in termination. Do not let another student



AMERICANS WITH DISABILITIES ACT

Accommodation Policy

UT is committed to providing reasonable accommodations that will permit the employee to perform
the "essential functions" of the job. The Rehabilitation Act of 1973 (Section 504) and the Americans
with Disabilities Act of 1990 (ADA) demand equal access and Require that facilities, goods,
programming, and services be made accessible to people with disabilities by removing barriers and
providing reasonable accommodations.

If a student employee has a physical or mental impairment that substantially limits one or more major
life activities, has a record of such impairment, or is regarded as having such impairment, the student
should take the following steps:

1. The student should inform the Employee Group Supervisor and the ADA Compliance Officer by
email and disclose that he/she is an individual with a disability and is, therefore, requesting work
accommodations.



- Leadership

« Professionalism/Work Ethic
- (Career Management

« Global/Intercultural Fluency

Resignation and Termination:
e Please provide your supervisor at least two weeks’ notice if you wish to resign from your
position.



e Step 2: Awritten warning will be issued to the student employee detailing the misconduct,
and a copy of the written warning will be held on to during the student’s employment.

e Step 3: The student employee will be released from work assignments upon being informed,
inwriting, of the reason for the release. The student employee is entitled to respond to the
action, as outlined in the next section, "Grievance Policy."

Grievance Policy:
Step 1: The student requests a meeting with his/her supervisor regarding the issue.
Step 2: If the issue is not resolved by speaking to the supervisor, the student employee may
submit a written appeal to the Director of Career Services. At that time, the Director of Career
Services will meet with the student and supervisor separately, then the student and his/her
supervisor together, if necessary, to resolve the student's issue. The Director of Career
Services gives a decision on the issue.
Step 3: The student may appeal to the Director of Career Services decision to a Student
Employment Hearing Committee. This committee consists of the Student Employment
Specialist (Committee Chair), representatives from Payroll, Financial Aid/Registrar, Human
Resources, and two students. The student submitting the written grievance would need to
appear before a quorum of the committee. A two-thirds majority of those present is needed
for each decision; this committee’s decision is binding.

PLEASE NOTE Each department will provide additional training and policies in addition to those
stated in this guide. If not provided to you, please ask for your department’s guidelines!

Questions? Contact Student Employment
University Hall Suite 3190

Joshua Vail — Student Employment Specialist
(419)530-8553/Joshua.vail@utoledo.edu



