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STUDENT EMPLOYMENT  
101 

The Process from 
 Start to Finish 



POSTING A JOB 
School must make work study jobs 

reasonably available to all eligible 
students 

 Federal regulations require we keep track 
of student’s job titles and job descriptions 

 To view postings on the web go under 
MyFSU 

Student Employment Channel 
 Job Vacancy Posting Form 
https://wwws.ferris.edu/admissions/finan

cialaid/studentemployment/jobs/ 
 







xxx-xx-xxx Brutus Bulldog 

231-591-5555 Bulldogb@ferris.edu 

 
 



STUDENTS PROFILE 

Brutus Bulldog xxx-xx-xxx 



INTERVIEWING 

 Create standard questions to ask all 
applicants 

 Discuss pay rate – refer to pay rate scale 
 Follow up with students in a timely 

manner 
 They need to know “Yes” or “No” and 

often are just waiting for a call 



HIRING 

 Electronic process of paper work 
 Print off paperwork for new students 
 How to access hiring system: 

MyFSU 
My Workplace Tab 
Under “Student Employment Channel” 
 Student Intent Hiring Form 

 Unless you have moved your channel to a 
different tab 

 



HIRING 

 We no longer require copies of student’s I-9 
documentation, just the completed I-9 

 Make sure they are originals 
 Make sure they are signed and valid (not 

expired) 
 W-4’s 
 Send only the I-9 and W-4 forms with 

paperwork within 3 days of first day of 
employment 



THE I-9 

 Acceptable documents 
 Unlawful to require any specific document – 

student must have choice 
 You need to see ACTUAL Social Security Card to 

confirm name & number matches, check to 
make sure student signed original card for W-4 
(payroll purposes) 

 Must complete from hire date to 3rd day of 
employment 



THE 
FRONT 

OF  
THE  
I-9 



THE 
BACK 

OF  
THE  
I-9 



Pay 
extra 

attention 
to these 

areas 





Example  
with  

Section 2  
Part A 

complete 

 
8/20/12 

8/20/12 



Example 
with 

Section 2 
Parts  

B & C 
complete 

 

 
8/20/12 

8/20/12 



UNITED STATES CITIZENS W-4 
INSTRUCTIONS 



UNITED STATES W-4 FORM 

 



INTERNATIONAL W-4 INSTRUCTIONS 



INTERNATIONAL W-4 FORM 



DIRECT DEPOSIT 

× Log in to your MyFSU 
× Click Academics and 
Services or Work Place 
Tab 
×Scroll down to Student 
Employment 
×Student Employment 
Homepage 
×Direct Deposit Form 



STUDENT WAGE RATES 
 
 
STUDENT WAGE RATE: 
 Level 1 – Entry Level   $7.40-$7.70 
 

 Level 2 – Specialized/Technical         $7.65-$8.00 
  After 1 semester minimum 
 

 Level 3 – Supervisor/Manager           $7.95-$8.70 
  After 2 semester minimum 
 

 Level 4 – Exceptions   $8.55-$12.00 



GENERAL STUDENT EMPLOYMENT 
INFORMATION 
 
 Students can not work during scheduled class time 
 We do NOT need a copy of the student’s Social 

Security Card: Liability 
 Must be enrolled half-time – can not be in Fast 

Track (must have completed high school) 
 Maximum hours for students to work is 26 hours per 

week or 20 hours per week for international 
students 

 ALL students can work up to 40 hours per week 
during summer session and semester break 
between fall/winter 

 Any deviation must be approved by Student 
Employment Office 

 What happens if students exceed max hours? 
 US Citizens? 
 International Students? 

 
 

 



DISCIPLINE/TERMINATIONS 
 
 
 Verbal Warning 
 Written 

Warning 
 Documentation 
 Notify Student 

Employment 
 

 
 



INTENT TO HIRE  
SYSTEM 

Student Employment 















-Choose Semester 
-Choose Year 



xxx-xx-xxx 
Brutus Bulldog 



xxx-xx-xxx 

Bulldog 

Brutus 

B 





Example of Student with Federal Work 
Study 

Gxxxxx-6810 



Example of Student with Ferris 
Work Study 



Example of Student with 
 Non-Financial Aid 

Gxxxxx-6810 



xxx-xx-xxx 

Brutus B. Bulldog 

@ferris.edu 

… 

xxxxx-xxxxx-6810-xxx 







PROCESS FOR INTERNATIONAL 
STUDENTS 

 
 Use Student ID  
 Process as normal 



S10000 

S1 

08/19/12 
08/19/12 

YourEmail@ferris.edu 

YourEmail@ferris.edu 







Click on the student ID number 



CLICK ON  
“REVIEW  
COMMENT  
HISTORY” 

xxx-xx-xxx 
Bulldog, Brutus B. 



COMMENT HISTORY 

stuempl@ferris.edu 

Bulldog, Brutus xxx-xx-xxx 







KRONOS REQUIRED SIGN OFF 
The Payroll Office, in conjunction with Student Employment, is in the process of 
creating new procedures to compliment an established policy regarding 
supervisor Kronos approvals.  Supervisors have always been required to 
approve their student workers, yet this task has occasionally been forgotten.  
This creates a problem in that the Payroll Office “Sign Off” looks like an approval 
of the hours to an auditor.  In truth, it is merely a way for Payroll to lock the 
system so student hours can be uploaded. 
Federal Financial Aid regulations require that work study student’s hours must 
be monitored and approved by their supervisors.  In addition, vigilant supervisor 
attention to student hours in Kronos can prevent loss resulting from paying un-
worked hours. 
In an effort to ensure that this policy is upheld, beginning July 1, 2012, students 
whose hours have not been approved by their supervisor will not receive a 
check until the hours are approved.  The supervisor will need to call the Payroll 
Office, have a clerk lift the sign off, and then approve the hours.  At that time the 
supervisor will be given a time to pick up the checks. 
If you have any questions regarding this change, please feel free to contact the 
Payroll Office at ext. 2160 or Student Employment at ext. 3922. 

 
Michael Grandy, Director of Accounting Services 
 



IMPORTANT PAYROLL NUMBERS 

 
Any questions regarding KRONOS 

 
       Amy Parks                       X-2160 
       Sherry Hickman           X-3892 
       Deb Savides                    X-3983 



ANY QUESTIONS? 



SUPERVISING  STUDENT 
EMPLOYEES 

John Randle 
Manager of Student Employment 



The key to a positive experience for both 
student and employer is the effectiveness 

of training and supervising that takes 
place. 



STUDENTS SEEK THE WORK 
 EXPERIENCE TO PROVIDE 

Opportunities for career development 
Educational experiences 
Opportunities to demonstrate social 

responsibility 
Environments to serve others 
Personal growth and skill training 
Self help income/less student loan 

debt 
 



EMPLOYERS SEEK FROM 
THEIR STUDENT WORKERS… 

Economical and effective staffing 
 

Opportunity to teach skills, work 
ethics, etc… 



EXPECTATIONS 



CLARITY OF EXPECTATIONS IS THE  
KEY 

Without clear expectations you set 
yourself up for continually being 
amazed (dismayed). 

People are not born understanding 
what is expected in your area. 

Previous work experience doesn’t 
count- can’t generalize expectations. 



EXPECTATION WORKSHEET 

•Review prior to starting 
employment 
•Have student sign the form 
Retain original 
Copy to student 

• State what will happen if 
expectations are not met 



WORK WITH YOUR COLLEAGUES TO 
DETERMINE EXPECTATIONS WHICH MAY 
INCLUDE… 

 What is proper attire? 
 Who does the student report to? 
 How flexible is the schedule? 
 Are there grooming requirements? 
 Can they use the phone? For what type of calls? 
 Can students use office equipment for personal 

use? 



CONTINUED…  

 Are friends/family allowed in the workplace when student is 
working? 

 Are there secure items areas that students are not allowed in 
when supervisor is gone? 

 If rules aren’t followed, what are the consequences? 
 What are the policies for missing work? 
 Are there evaluations? 
 Are there times beyond the regular schedule that the student 

may be needed? 
 When a student finishes a task, what is expected of them? 
 Etc… 



TRAINING 

Critical for students 



TRAINING FOR JOB  
SPECIFIC SKILLS 

Tools include… 
 Job description 
 Procedure manuals 
 Equipment manuals 
 Instructional videos and software 
 Workshops 
 Conferences (free or low cost training) 



THINK OF STUDENTS AS REAL 
STAFF MEMBERS 

You will be more likely to include 
them in training 



METHODS OF TRAINING 



ON THE JOB TRAINING 

Does not mean “figure it out 
yourself”. 

Needs to be deliberate and well 
planned. 

Schedule specific work station 
instruction. 

Patience. 
 



TRAINING MEETINGS  

Groups of students or individuals 
Promotes teamwork 
Overcome communication problems 

 



MODELING 

Takes place whether you are aware or 
not 

Very powerful 
What THEY see is what you get 
Exhibit high standards 



COACHING 
May need to start at square one. 

Fundamentals! 
Good coaches… 
Teach 
Allow practice 
Critique the practice 
Suggest changes for improvement 
Praise good effort 
Promote teamwork 



TRAINING FOR TRUST 
Undertake early and review 

frequently 
When training new students, 

include veterans 
Explain to them that you trust them 

with duties that require professional 
behavior and that you fully expect 
them to live up to expectations. 

 Importance of confidentiality 



SUPERVISION 



DEVELOPING RAPPORT 

Feel at ease and help them feel at 
ease with you 

Express interest in their activities and 
families 

Be patient. May take time for some 



MAINTAINING IMPARTIALITY 

Some students are easier to like 
Avoid showing favoritism 



BE A CO-LEARNER 

Be open to student’s views on 
how to complete tasks 

You may benefit from their 
coursework 



SHOW RESPECT 
 Separate the person from the behavior 

when responding to problems. 
 The behavior may not be worthy of 

respect but the person is. 
 Confront shortfalls but don’t degrade or 

embarrass. 
 Deal with in private. 
 Treat with respect but leave no doubt of 

what will occur if behavior doesn’t 
change. 



INAPPROPRIATE RELATIONSHIPS 
WITH STUDENTS 

 Hostile environments are unacceptable 
 Ask yourself, “if my son, daughter, 

brother, sister were here would I be 
uncomfortable?” 

 Make sure personal relationships keep 
a professional edge 

 Don’t party 
 Don’t be best friends 
 Etc… 

 



COMMUNICATING 

“I know you believe you 
understood what you think I said, 
but I am not sure you realized 
that what you heard is not what I 
meant.” 



EMPHASIZE NON-VERBAL 
COMMUNICATION 

Be aware of: 
Facial expressions 
Eye contact or lack of it 
Body language 
Tone of voice 
They all transmit feelings, reactions, 

attitudes and impressions. Avoid 
conveying unintentional messages. 



DEVELOP LISTENING SKILLS 

Think at 600 words/minute. Talk 
at 125 words/minute. 

Easy for your mind to wander 
Tend to fill in the blanks 
Listening shows respect for 

thoughts and ideas 



PRE-COMMUNICATION 
CHECKLIST 

 Stop and think it through before speaking 
 React honestly 
 Keep in mind the total impression-verbal and 

non-verbal 
 Listen for ideas and meaning. Ask questions to 

make sure you understand it 
 Create an uncritical atmosphere. Encourage 

questions 
 Don’t interrupt or contradict even if you 

disagree. 
 Point out errors courteously 



MOTIVATING 



DESIGN IN DEPENDENCE 

Make your department rely on 
students 

Work that trapeze without a net 
Brings out responsibility 

 



DESIGN IN RESPONSIBILITY 

Delegate those back burner issues 
Don’t consider certain things as 

“student” tasks 
 



MOTIVATING IS MOSTLY 
INTERNAL 

 Students are motivated by non pay pay 
 Being treated with consideration 
 Interesting job 
 Being complimented for good 

performance 
 Timely feedback/constructive criticism 
 Sense of work that matters 



TREAT STUDENTS LIKE OTHER  
EMPLOYEES 

Assume students to be 
responsible until they prove 
otherwise 

Certain area this can’t be 
avoided- 

  Scheduling  



EXTERNAL MOTIVATION 

Employment ladder that rewards 
initiative and good work 

Higher pay 
More challenging work 
Supervisors who occasionally do 

the same work as students- 
CAUTION! You will be copied! 



MOTIVATION IN LOW-LEVEL, 
UNPLEASANT TASKS 
If work is especially boring or unpleasant the following 

should act as motivators… 
 Not letting others down. 
 Don’t want to damage reputation as “can do” employees. 
 “It’s rotten job but somebody has to do it” attitude. 
 Use whatever works for you. 
 Must know your students to know what works. 
 Make it fun. 
 Change things up. 
 Don’t schedule hard or boring tasks for long durations. 



SUPERVISORS REALLY MAKE 
A DIFFERENCE 
Student work not just a means to 

a degree. 
It’s a significant part of the 

education experience. 
Take satisfaction that you have 

had a positive impact. 
 



DISCIPLINE 
Verbal Warning 
Written Warning 
Probation 
Termination 



DOCUMENTATION 

Document, document, document… 
then document some more 
 
 

Be prepared to be questioned 



75% OF TERMINATIONS ARE DUE TO  
NO SHOWS 

Padding time cards 
Using internet 
Online games 
Socializing- friends at workplace 
Coming in late 
Suspected drunkenness 
Disclosing confidential information 
 Attitude 



REASONS FOR POOR JOB  
PERFORMANCE 

Lack of knowledge 
Lack of skills 
Personal problems 
Conflicts 
Lack of motivation 

 



REASONS STUDENTS DON’T COME 
TO WORK 
Personality clashes 
Poor work conditions 
Bored 
Don’t feel needed 
Not motivated 
Transportation/child care issues 
Poor supervision 



HOW TO BE PROACTIVE IN 
PROBLEM SOLVING 

Communicate with all employees 
including students 

Don’t assume anything 
Policy books 



HOW TO BE ASSERTIVE WHEN 
PROBLEMS ARISE 

Confront immediately 
Your performance depends on 

their performance 



EVALUATIONS 
Can do verbally or in written form. 
Example on Student Employment 

web page 



WORK STUDY 
 Work study is need based financial aid program 
 Two sources: Federal and Ferris funded 
 How we distribute. 
 Original awards go to students on a first come 

first serve basis.  
 Work study wait list 

 
 Where we stand: 

 
    11/12   12/13 
    FWS 659,408 637,768 
 FSU: 120,000 300,000 
 



WORK STUDY CONTINUED 

 For hourly wages only 
 Grad, undergrad,  professional 
 Community service requirement 



WORK STUDY CONTINUED… 

 Job descriptions 
 Job posting requirements 
No FICA if enrolled half time or more 
Doesn’t count against you for financial 

aid purposes 
Typically high numbers of jobs available  



TRACKING WORK STUDY 
BALANCES 

Make sure you are aware of what 
account students are getting paid 
from. 

Department earnings reports sent 
out every pay period. 

Other reports can be requested 
Notified when students are within 

$200 of earning limit and when 
they run out. 
 
 



NON-FINANCIAL AID 
 (Non-work study) 
Does count against you for financial 

aid purposes 
No FICA if enrolled at least half time 
Entirely funded through 

departmental budget 
Typically has fewer jobs available 

 



SUMMER EMPLOYMENT 

FICA 
5.65%     
Non-enrollment 
Less than half time enrollment 

 
($7.40 on campus = $8.00 off 

campus) 
 
 



CRIMINAL BACKGROUND 
CHECKS 

Must be for everyone in a given 
group 

Cant pick and choose 
No exceptions 



STUDENT DRIVING REQUIREMENTS 
 FSU vehicles 
 Must have valid drivers license 
 Must have less than 6 points  
 Must not have had an OUIL, DUID, Driving impaired, 

or Reckless Driving offense in the last three years. 
 Must not have had driver’s licenses suspended for a 

traffic related violation in the last three years. 
 Must not have had two or more at fault accidents in 

the last three years. 
 Must not have been convicted of a crime using a 

motor vehicle 
 Send names and drivers license #’s of students who 

drive Ferris vehicles to Chris Weber. 



POSTING REQUIREMENTS 

Michigan Minimum wage poster 
Youth employment standards 



STIPENDS/ ONE TIME PAYS 

Ferris does not recognize stipends 
Still must meet minimum wage 

requirements 
Overtime regulations still apply 



MISC… 

How we determine wages 
Volunteering 
Must be clear 
 Sign “volunteer” letter 
Student employment handbook 
 Internships/ co-ops 

 



MORE MISC… 
Breaks/Lunches 
 Not required* 
 No student policy 
 Use common sense 
 Not to be used to leave early and arrive late 

 
 View posted jobs on MYFSU 
 Adding/changing job titles and descriptions 
 Notification of students over 26 hours and student 

less than half time. 
 
*Refer to MI Department of Labor requirements for 

minors. 
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