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Overview
· Allegheny College budgets $2 million for student employment
· Student employment is coordinated through the Financial Aid Office
· Student employment objectives:
· Meet students’ financial aid awards
· Provide meaningful work or collaboration opportunities to complement the academic experience
· Support the needs of the College
· Student employment wages may be earned
· During the academic semesters
· During summer and winter breaks (breaks are any time frame greater than 5 days without academic classes)
· [bookmark: _GoBack]Summer student workers may be eligible for Campus housing (see Residence Life Webpage)	

Institutional Policy

· Only qualified Allegheny students are eligible for student employment 
· An Allegheny student is someone who is currently enrolled for the work period, or for break employment  will be enrolled at Allegheny College in the upcoming semester 
· Allegheny College seniors graduating in December or May are not considered Allegheny students for the purposes of break employment
· Allegheny does not prohibit children or relatives of employees from working at the College; however, no child or relative can work under the direct or indirect supervision of the employee
· Open positions must be advertised through the Financial Aid Office so Allegheny students may apply for them
· Job postings must have a job description, a designated supervisor, and a student wage budget account number
· The SEF must be submitted to Financial Aid before the start of work
· Departments must have available budget funds in student employment budget lines in both fiscal years or must get budget approval from the Budget Office (L. Wetsell)
· Student employment hours and wages must follow all federal regulatory and institutional guidelines (e.g., U.S. Dept. of Education guidelines, federal work study regulations, awarding and hour limits, Federal wage law)
· All hours worked by Allegheny students must be reported electronically


Procedures

· Summer employment supervisor timeline:
· Post open positions by March 21st
· Submit job descriptions for jobs that are filled by April 20th 
· Job descriptions are the same as job posting forms (https://alleghenycollege.wufoo.com/forms/fa-job-posting-database/)
· Hire summer workers by April 20th (summer campus housing deadline)
· Limited housing is assigned by April 27th 
· Required paperwork
· Federal Wage Law requires that human resource paperwork is completed before the start of work
· The Financial Aid Office will email the student section of the Student Employment Form (SEF) to students who have completed paperwork 
· The Financial Aid Office will email the supervisor section of the Student Employment Form (SEF) to the supervisor
· Supervisors will only need to select the pay rate and sign the SEF
· Supervisors submit student and supervisor student employment forms together prior to student beginning work (?) or by (date)
· No longer need job description submitted with Student Employment Forms
· Open Positions
· Every effort must be made to hire qualified Allegheny Students
· Follow up with Natasha Eckart in the Financial Aid Office if struggling to hire by April 20th deadline
· What to do with a vacant student position after all efforts have been made with the Financial Aid Office to hire an Allegheny student)
· Evaluate options within the department to meet need
· Pool needs with other departments when possible
· Communicate unmet needs with respective AEC member
· The respective AEC member must approve the hiring of a non-Allegheny student
· With AEC member approval, coordinate non-student employment with the Human Resources Office
· Non-Allegheny students must provide proof of student status elsewhere – Transcript, note from registrar, or course schedule for next academic period
· Required HR paperwork for non-Allegheny students must be completed and processed through the Human Resources Office prior to the student working
· Non-Allegheny student employees are not paid from student employment budgets but will be paid monthly
· Non-Allegheny students will complete paper timesheets and submitted to HR by the last working day of the month

Special Circumstances Not Met by These Guidelines
Supervisors unable to meet guidelines due to time requirements (e.g., College events prior to summer break) and/or “Student” requirement or “special skills” (e.g., graduating senior finishing research work) may coordinate student/non-student employment to support the College’s needs with their respective AEC member’s approval.

