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Introduction & Important Contacts
This guide is designed to support supervisors in hiring and managing student employees at Rhode Island College. Student employment is coordinated through the Career and Life Design Center (CLDC), which serves as a resource to assist throughout the hiring and supervisory process.

The guide outlines key topics, including CLDC services, hiring procedures, onboarding and training, and supervisor responsibilities. While many common questions are addressed here, additional support is available—please refer to the contact information below for details.

Student employees are considered employees of the College and are therefore covered by applicable employment regulations, including Rhode Island labor laws and the federal Fair Labor Standards Act (FLSA). These protections include, but are not limited to, minimum wage, overtime eligibility, and recordkeeping requirements. Most student employees are classified as non-exempt, at-will employees.

The CLDC acts as a liaison between the Financial Aid and Payroll Offices. Once a position is posted and a candidate is hired by a department, the CLDC ensures that all required documentation is completed and submitted for payroll processing.

We hope this guide will serve as a useful reference as you support student employees in their professional development and contribute to a meaningful employment experience at RIC.

Thea Cerio
Director, Career and Life Design Center
tcerio@ric.edu
(401) 456-8820
Thea is the point of contact for escalated issues or concerns. 

Jacky Pseekos
Assistant Director, Career and Life Design Center
jpseekos@ric.edu
(401) 456-8230
Jacky is the point of contact for escalated issues.

Jennifer Xie
Coordinator of Student Employment, Adams Library, Lower Level, Career and Life Design Center
jxie@ric.edu 
(401) 456-8031
Please contact Jennifer if you have any questions that aren’t answered in this guide. Jenny is the point of contact for processing student employment paperwork.
Meghan Woodbine
Payroll Manager, Payroll Office, Building 5, East Campus
mwoodbine@ric.edu
(401) 456-8695
Meghan is the point of contact for payroll issues and personnel action forms (changing funding sources while employed).



Mary West 
Grant Accounting, Chief Accountant, Assistant Controller, Building 5, East Campus
Mwest@ric.edu
(401) 456-8197
Mary is the point of contact for grant inquiries.

Kaylee Luchka
Information Services Technician II, Office of Financial Aid, Building 3, East Campus
kluchka@ric.edu
(401) 456-6339
Kaylee is the point of contact for Finacial Aid, Federal Work Study inquiries. 

[bookmark: _Toc200096196]What is Student Employment?
Student employment provides undergraduate and graduate students the opportunity to work on campus as representatives of specific departments. These positions offer students meaningful professional experience while supporting the operational needs of the College. These positions allow students to develop career competencies—such as communication, teamwork, time management, and problem-solving—that are critical to post-graduate success. Supervisors are key partners in shaping these professional development experiences.
The Career & Life Design Center (CLDC) supports student employees by guiding them through the hiring process, facilitating required paperwork, and serving as a point of contact for questions related to on-campus employment. We also provide tools and resources to help students make the most of their employment as a learning experience connected to their academic and career goals.
[bookmark: _Toc200096197]At-Will Employment
Student employees are considered at-will employees, which means that the College may end the employment relationship at any time for a lawful reason. Students also may choose to end their on-campus employment at any time, with or without a stated reason.
Supervisors are encouraged to address performance concerns constructively and in partnership with the Career & Life Design Center before considering termination, to support a learning-centered employment experience.
[bookmark: _Toc200096198]Funding Types
On-campus student employment is supported through three primary types of funding: Work-Study Funds, Department Funds, and Grant Funding.
	Funding Source
	Funding Category
	Description

	Office of Financial Aid
	Work-Study
	· Funding is awarded to individual students based on financial need.
· Financial Aid must confirm that the student has a current Work-Study Award before hiring.
· Students may not earn more than their awarded amount.

	Departmental Budget
	Non-Work-Study
	· Funding comes from the hiring department.
· Requires departmental approval.
· Not tied to student financial aid eligibility.

	External or Internal Grants
	Non-Work-Study
	· Funding supports student work on sponsored projects or research.
· Employment must align with the timeline and budget of the grant.
· Supervised by the grant’s principal investigator or designated administrator.




[bookmark: _Toc200096199]Work Study & Non-Work-Study Guidelines
[bookmark: _Toc200096200]Work-Study Employment Guidelines
For students with a Federal Work-Study Award, the following guidelines apply:
· Students may not begin working until they have received confirmation from the Career & Life Design Center indicating that all employment paperwork has been completed and they are cleared to work.
· A Work-Study Award provides eligibility, not a guaranteed position. 
· Work-Study Awards are tied to a specific dollar amount, which limits the number of hours a student may work during the academic year. Unless the department has approved alternative funding, student employees should not exceed the hours that their award can support. Both supervisors and student employees are responsible for monitoring earnings to ensure that the total does not exceed the awarded amount. 
· Regardless of funding, students may not work more than 20 hours per week in the academic year and 35 hours per week in the summer. 

Supervisors play an important role in monitoring student hours and ensuring compliance with these funding limitations. If you have questions about a student’s eligibility or available funding, please consult the Office of Financial Aid and the Career & Life Design Center.
Weekly hours Calculator
To calculate the number of hours a student can work each week, use the following formula:
(Work-Study Award Amount) ÷ (Rate of Pay) ÷ (Number of weeks of work) = Number of hours you can work per week
Example: ($1,400.00) ÷ ($15.09) ÷ (15 weeks) = 6.1 hours per week
Establishing a consistent schedule based on this calculation helps ensure that the student will not exceed their award amount.
[bookmark: _Toc200096201]Non-Work-Study Employment Guidelines
If a student has exhausted their Work-Study Award or is otherwise ineligible, there are two alternative funding options for continued employment: department-funded positions and grant-funded positions.
[bookmark: _Toc200096202]Department-Funded Employment
· Supervisors may transition a student employee from Work-Study to department-funded payroll if funding is available. To initiate this change, a Personnel Action Form (PAF) must be submitted to the Payroll Office (mwoodbine@ric.edu) before the Work-Study funds are fully expended.
[bookmark: _Toc200096203]
Grant-Funded Employment
· Students may also be hired to support research or other grant-related activities. These grant-funded positions must be directly tied to an active grant and supervised by the principal investigator (PI) or grant administrator.
· Grant funds are awarded for a specific time frame and must be used by the end of the grant.
· The number of hours a student may work is at the discretion of the grant’s principal investigator
· Hours worked must not exceed 20 hours per week during the academic year, and 35 hours per week in the summer.
· If a student is receiving a stipend for hours worked, pay rate must begin at minimum wage.

[bookmark: _Toc200096204]Student Employment Eligibility and Regulations
[bookmark: _Toc200096205]Academic Year 
Student employment is available to actively enrolled students. To be eligible for on-campus employment, students must meet the following enrollment criteria. Regardless of funding source, students may not work more than 20 hours per week during the academic year and 35 hours per week during school breaks.
	Student Type
	Eligibility Criteria

	Undergraduate Students
	· Must be enrolled in a minimum of 6 credit hours (half-time status) by the end of the semester’s drop period.

	Graduate 
Students
	· Must be enrolled in a minimum of 5 credit hours in a graduate degree program by the end of the semester’s drop period.

	International Students

	· In addition to meeting the enrollment requirements for undergraduate or graduate students, international students must also:
·  Work on campus only.
· Obtain a letter of intent.
· Apply for and present a Social Security card before beginning work. Social Security numbers are issued only to individuals authorized to work in the United States. *see international student addendum located at the end of this document


[bookmark: _Toc200096206]Summer
During the summer term, student employees are limited to 35 hours per week and 7 hours per business day across all on-campus positions. Eligibility varies by student status and funding source.
	Student Type
	Funding Source(s)
	Eligibility Criteria

	Returning Students
	Work-Study, Departmental, or Grant Funds
	· Registered for at least 6 credits for the upcoming fall semester

	May Graduates (Work-Study)
	Work-Study Funds
	· They were enrolled at least half-time during the spring semester
AND
· They have been accepted into a graduate degree program and will be enrolled at least half-time for the fall semester.

	May Graduates (Non-Work-Study)
	Departmental Funds
	· They have been accepted into a graduate degree program and will be enrolled at least half-time for the fall semester.

	August Graduates
	Work-Study or Departmental Funds
	· Registered for summer coursework in the current session

	Newly Admitted Fall Students
	Departmental Funds only
	· Registered for at least one summer session course AND at least part-time for the fall semester.


	Grant-Funded Positions (All Student Types)
	Grant Funds
	· Enrolled half time or more for the current or upcoming semester





[bookmark: _Toc200096207]HOW to Hire a Student Employee
Here are the steps to create a position and hire a student.
[bookmark: _Toc200096208]Step 1: Planning
· Discuss with your Assistant Vice President, Vice President, or Dean to:
· Determine available funding: Work-Study, Department Funds, Grant Funding.
· Determine supervisory responsibilities.
· Complete the Microsoft Hiring Form to post the position on Handshake.
[bookmark: _Toc200096209]Step 2: Posting and Selection
· The CLDC will post the position on Handshake once the hiring form is submitted. 
· Interview candidates.
· Extend a tentative offer of employment.
· Have your student complete the information collection form.
[bookmark: _Toc200096210]Step 3: Hiring
· The supervisor will complete the digital SEF for the selected candidate.
· The student will receive a congratulatory email from the CLDC, with instructions to make an appointment with Jenny Xie in Starfish to complete the hiring paperwork if they are new to payroll. This step completes the hiring process and registers the student as an employee in your department.
· Once all the paperwork is approved, the student and supervisor will receive a confirmation email with the first day of work eligibility listed.
[bookmark: _Toc200096211]Step 4: Onboarding
· The CLDC will send the verified paperwork to the RIC Payroll Office for processing.
· Supervisors are encouraged to:
· Provide a thorough orientation to the department and role
· Direct students to review the Student Employment Handbook
· Payroll will distribute timesheets via PeopleSoft.
· Tip: Establish a tracking system for hours worked and, if applicable, remaining Work-Study funds.


[bookmark: _Toc200096212]Publicizing Available Positions
All on-campus positions must be posted through Handshake, the College’s centralized job platform. Once you have completed the required Microsoft Hiring Form, the CLDC will post your position. To prepare for posting: 
1. Assess Departmental Needs
· Describe the responsibilities and time commitment required for the role.
· Evaluate the appropriate compensation based on the complexity of duties. All job descriptions must include a pay range. Titles and pay ranges should correspond with the complexity of job duties outlined in the Student Pay Scale.

2. Confirm Funding Source
· Determine whether the position will be funded through a Work-Study Award, departmental funds, or a grant.
· If your department lacks payroll funds, you will need to recruit a student with a Work-Study Award.

3. Assign a Supervisor
· Each student employee must have a designated staff supervisor.
· Students may not be supervised by other student workers.

4. Create a Position Title and Description
· Develop a clear job title and detailed job description.
· Submit the position to be posted by the CLDC on Handshake
· Unsure what your department has posted in the past? Email CLDC@ric.edu and we will be happy to provide you with past job postings from your area. 

5. Submit Separate Descriptions for Each Role
· If you are hiring for multiple distinct positions, each one must be submitted separately.
· Do not combine unrelated roles under a single title.

6. Review and Finalize Descriptions
· Before submitting, carefully review the position description and update any outdated language or details to reflect the current academic term.
IMPORTANT REMINDERS FOR HIRING AND POSTING
All student employment positions must be posted on Handshake before a Student Employment Form (SEF) can be submitted. This step aligns job duties with pay rates and is required for audit purposes. You are unable to submit the SEF without a Handshake position ID.
Once all intended hires for a position have been made, please notify the CLDC so that the listing can be closed to further applicants. The position can be re-opened upon request.
This is an audited process. The College will be fined if a student begins work before they receive confirmation from the CLDC that their paperwork is complete and they are on the student payroll.
[bookmark: _Toc200096213]Required Paperwork for Student EMployment
To ensure a smooth onboarding process, supervisors should review all documentation requirements with student hires before referring them to the CLDC for final processing. Delays in paperwork submission or incomplete documentation will postpone a student’s official start date.
	Document
	Details & Instructions

	Student Employment Form (SEF)
	Completed online by the supervisor. The form routes to the department head to verify the funding source and then to the student to accept the position. This form, linked above, can be found on MyRic >Faculty /Staff links.

	I-9 Employment Eligibility Form
	Completed and signed by the student. The student must schedule an appointment with the CLDC to present original documents for identity verification. Please do not send students these forms. Students will be directed to make an appointment with the CLDC after they have accepted their position. 
Acceptable identification includes:
· State-issued Driver’s License
· Social Security Card
· State-issued Birth Certificate
· U.S. Passport or U.S. Passport Card
View full list of acceptable documents

	Federal and Rhode Island W-4 Tax Forms
	Required for payroll tax withholding. Forms must be completed by the student.

	Bar of Claims Form
	Must be signed by the CLDC.

	Drug-Free Workplace Acknowledgment
	Must be signed by the CLDC.

	Class Schedule 
(List View)
	The CLDC will provide this document, to confirm student employees are registered at least half-time.

	Work-Study Award 
(if applicable)
	Financial aid will provide this information. 


[bookmark: _Toc200096214]Rehiring Returning Student Employees 
Student employees who have previously worked on campus must be formally rehired each academic year and for summer employment. The rehiring process is streamlined but still requires the following documentation:
	Document
	Details & Instructions

	Student Employment Form (SEF)
	Completed online by the supervisor. The form routes to the department head to verify the funding source and then to the student to accept the position.




[bookmark: _Toc200096215]Payroll
[bookmark: _Toc200096216]Direct Deposit via BankMobile
All student employees must activate their BankMobile account to receive payment. Students who do not yet have an active account should register at www.refundselection.com.
Paychecks are issued bi-weekly through the BankMobile platform. The current payroll calendar, including submission deadlines and pay dates, can be accessed through the Payroll Office.
[bookmark: _Toc200096217]Monitoring Pay
Students are responsible for regularly checking their BankMobile or personal checking account to confirm receipt of wages. If a student does not receive a paycheck:
1. The supervisor should first review the timesheet submission and address any errors.
2. If the issue is within BankMobile, email CLDC@ric.edu for assistance. 
3. If the issue is in regards to payment, please reach out payroll at (401) 456-8695.
[bookmark: _Toc200096218]Entering Work Hours
· Time entry must be completed in PeopleSoft according to deadlines established by the Payroll Office. Timely and accurate reporting is critical to ensure students are paid appropriately.
· The individual responsible for submitting hours in PeopleSoft should be the student’s direct supervisor or another designated staff member who works closely with student employees.
· Supervisors should implement a system for students to track and verify their hours worked.
· For all payroll-related inquiries, please contact the Payroll Office directly: (401) 456-8695.



[bookmark: _Toc200096219]Pay Scale
Effective 08/26/2024; pay rates reflect the increase in minimum wage.
	Assistant Level: $15.09, $15.38, $15.66 and non-standard*

	Job Duties
	Required Experience
	Skills/Knowledge
	Supervision

	Assists in performing simple to moderately difficult tasks. Works within defined general guidelines including written or verbal direction.
	Little to moderate level of education/work experience required.
	Knowledge and skills to perform independently with training and support.
	Performs with some supervision. Uses limited independent judgement or initiative.

	Associate Level: $15.95, $16.53, $17.10 and non-standard*

	Job Duties
	Required Experience
	Skills/Knowledge
	Supervision

	Assists in performing tasks involving moderate to high level of difficulty and complexity.
	Moderate level of previous related education/work experience required (minimum of one year).
	Moderate to high level of related skills. Possesses knowledge and abilities to perform duties with minimum training.
	Performs with limited to minimal supervision. Uses some judgement and initiative.

	Specialist Level: $17.68, $18.25, $19.40, $20.55 and non-standard*

	Job Duties
	Required Experience
	Skills/Knowledge
	Supervision

	Assists with performing highly skilled duties of complex nature. Responsible for developing, coordinating, and implementing assigned projects.
	Substantial previous related work or educational experience required.
	Highly skilled, knowledgeable in all required duties. Ability to prioritize and perform multiple tasks with great attention to detail.
	Performs with minimal to no supervision. Uses independent judgement and initiative.



*Non-standard rates are those established by grants and which may fall outside rates established for student employment, but which match the descriptions for a specific grade.


[bookmark: _Toc200096220]Interviews, Orientation, and Training
While not a formal requirement, conducting an interview is strongly encouraged. It enables supervisors to make informed hiring decisions and provides students with the opportunity to experience a professional interview. 
[bookmark: _Toc200096221]Interviewing Student Employees
A well-structured interview process helps assess candidates’ competencies while modeling professional standards.
· Begin with a brief overview of the position, including key responsibilities, expectations, and schedule considerations.
· Use open-ended questions that allow candidates to elaborate on relevant experiences and strengths.
· Avoid yes/no questions.
· Ask consistent questions of all candidates to ensure equity and comparability.
· Focus your questions on job-relevant competencies, such as:
· Time Management and Organization
· Problem Solving and Initiative
· Oral and Written Communication
· Teamwork and Interpersonal Skills
· Aim to understand not only the candidate’s qualifications but also their reliability, motivation, and interest in the opportunity.
[bookmark: _Toc200096222]Onboarding and Orientation
Once a student has been hired and cleared by the CLDC, supervisors are encouraged to conduct a structured orientation that includes the following elements:
[bookmark: _Toc200096223]Workplace Familiarization
· Provide a tour of the work area, including shared resources, restrooms, and any spaces the student will regularly access.
· Introduce the student to key personnel in the department, including other staff members and student employees.
[bookmark: _Toc200096224]Expectations and Conduct
· Review your office’s policies and procedures, including:
· Start/end of shift procedures
· Communication protocols (e.g., leaving messages, notification of absences)
· Confidentiality policies and applicable sections of the Student Code of Conduct
· Professional appearance, punctuality, and hygiene expectations
[bookmark: _Toc200096225]Training
· Offer hands-on guidance in the use of necessary equipment, such as:
· Office telephones, including call transfers and voicemail
· Printers, scanners, and fax machines
· Department-specific software, tools, or web portals
· Review login credentials, access policies, and any required training on digital platforms
· If you find you do not have the required access for your student worker, please reach out to erossner@ric.edu for student worker email support and bwhite@ric.edu for PeopleSoft access (this information is initailly requested in the SEF. Should you have ongoing issues, please reach out to the above contacts.)
By taking time to clearly communicate job expectations and procedures at the outset, supervisors significantly increase the likelihood of a successful employment experience for both the student and the department.

[bookmark: _Toc200096226]Expectations for Supervisors
It is important to take note of the responsibilities outlined below. This way, you are better prepared as a supervisor and can create an efficient workspace for you and your student employees.
Supervisors play a critical role in shaping the professional development of student employees while adhering to federal and institutional requirements. The responsibilities below outline the role of supervisors in creating an effective student employment experience.
[bookmark: _Toc200096227]1. Authorization and Onboarding
[bookmark: _Toc200096228]Confirm Employment Eligibility
· Do not allow students to begin work until you receive formal hiring authorization from the CLDC as this is against the law. 
[bookmark: _Toc200096229]Set Expectations Early
· Clearly communicate office policies, student payroll protocols, and departmental expectations during the onboarding process.
[bookmark: _Toc200096230]2. Training and Daily Oversight
[bookmark: _Toc200096231]Provide Direct Supervision
· Ensure students receive appropriate training and ongoing supervision. While experienced student employees may assist others or coordinate tasks, they may not hire, discipline, or terminate fellow student employees.
[bookmark: _Toc200096232]Prepare for Independent Work
· If students must work independently or outside of standard office hours, ensure they are equipped with multiple means to contact a supervisor or designated full-time staff member.
Be Inclusive in Your Supervision Style
· Students may or may not disclose a disability in the workplace depending on their comfort level. Adopting a supervisory style that is appropriate for all types of learners will support each of your student workers
· Disability Inclusion Workplace Strategies https://diversity.com/post/disability-inclusion-workplace-strategies    
· Disability Etiquette https://disabilityin.org/resource/disability-etiquette/
· How a Universal Design Mindset can Support Learning in the Workplace https://www.ahead.ie/journal/how-a-universal-design-mindset-can-support-learning-in-the-workplace
We support an inclusive workplace environment for student employees. Students with disabilities are welcome to request reasonable workplace accommodations at any time. 
If a student approaches you about this, please direct them to the CLDC. Supervisors are not responsible for making disability related accommodation decisions. CLDC will request student documentation and meet to determine eligibility. If approved, the CLDC will connect with the supervisor directly regarding next steps.

[bookmark: _Toc200096233]3. Performance Management
[bookmark: _Toc200096234]Support Growth and Accountability
· Offer regular, constructive feedback, recognizing positive contributions and addressing concerns promptly.
· Consider recommending a merit-based pay increase at the start of a new employment cycle, subject to budget availability and performance.
[bookmark: _Toc200096235]Address Performance Issues
· Discuss problems with students as they arise. If you are unable to come to a resolution, contact the CLDC Director to request a resolution facilitator. If the problem continues, you must give the student:
1. A verbal warning (with written documentation for your office records)
2. A written warning
3. Notice of termination
It is important that the student be aware that there is a problem before termination occurs. Please follow this procedure, as effective communication with student employees is essential.
[bookmark: _Toc200096236]4. Payroll and Compliance
[bookmark: _Toc200096237]Ensure Timesheet Accuracy
· Review timesheets carefully to verify accuracy in reported hours and pay rates before submission in PeopleSoft.
· If discrepancies are found, address them with the student immediately.
· Students who misrepresent their hours worked on timesheets may face disciplinary action. 
· Supervisors share accountability for timesheet accuracy because they enter and approve hours into the PeopleSoft system.
[bookmark: _Toc200096238]Monitor Work-Study Award Usage
· Although students are responsible for managing their Work-Study funds, supervisors are expected to monitor work hours in alignment with the awarded amount. Best practice is to determine the number of hours a student is eligible to work in alignment with the award amount (see page 7 for a breakdown of the formula). 
· If a student’s award is adjusted, they will receive updated documentation from the Office of Financial Aid. Students should inform you of any changes immediately.


[bookmark: _Toc200096239]Professionalism in the Workplace
Student employment provides a meaningful opportunity to develop transferable skills and contribute to the mission of Rhode Island College. Supervisors and students are encouraged to refer to the “Becoming a Valued Employee” guide for additional resources.
[bookmark: _Toc200096240]Balancing Work and Study
A Federal Work-Study award is a form of financial aid that students earn through employment. While student workers are expected to prioritize their assigned duties during work hours, supervisors may determine if and when it is appropriate for a student to engage in academic study during less busy periods. In general, students should complete all tasks and ask if additional work is needed before requesting to study while on the job. This practice varies across departments based on the nature of the work. 
[bookmark: _Toc200096241]Attire
Students are representatives of Rhode Island College and should maintain a professional appearance appropriate to their role. Since expectations vary by department, supervisors should communicate dress code guidelines clearly during onboarding.

[bookmark: _Toc200096242]Breaks
Student employees are not eligible for paid holidays, vacation, or sick leave. Breaks are permitted at the supervisor’s discretion, based on the following guidelines:
According to Federal Fair Labor Standards Act (FLSA):
· Paid 5-20 minute rest breaks are not required, but are at the discretion of the supervisor under 6 hours of work.
· 6 Hour Shift: 20 minute unpaid meal break
· 8 Hour Shift: 30 minute unpaid meal break
Note: Student Employees are not paid for holidays, sick time, or vacations

[bookmark: _Toc200096243]Call-In Rule
In the event of unforeseen circumstances (e.g., building closure or power outage), student employees will be compensated only for the hours actually worked on-site.


[bookmark: _Toc200096244]Confidentiality
Student workers may encounter confidential information and are expected to maintain confidentiality in accordance with college policies. Students should sign the college’s Non-disclosure Agreement.

Conduct and Discipline
Students are expected to act professionally and follow all college and departmental policies. Supervisors should establish expectations early, provide adequate training, and maintain consistent communication. If performance or conduct issues arise, supervisors are responsible for guiding corrective action in accordance with the procedures outlined in this guide. 
[bookmark: _Toc200096246]Personal Evaluations
Although not required, performance evaluations are strongly encouraged. Providing students with constructive feedback supports their professional development and fosters a culture of accountability and continuous improvement. 

[bookmark: _Toc200096247]Discipline
Supervisors play a critical role in fostering a professional environment for student employees. The following tiered approach outlines common infractions and recommended responses:
[bookmark: _Toc200096248]Tier 1
Verbal or written warning, depending on the severity and whether it is a first or repeat occurrence:
· Tardiness or arriving late for scheduled shifts
· Unexcused absences
· Failure to comply with dress code 
· Inattention to job responsibilities
· Disrespectful behavior toward coworkers, supervisors, or members of the community
[bookmark: _Toc200096249]Tier 2
Offenses that may result in termination:
· Insubordination
· Failure to comply with confidentiality policies 
· Frequent tardiness and/or unexcused absences (after warning has been given)
· Sleeping while on duty
· Failure to comply with the Student Code of Conduct, as outlined in the Student Handbook


[bookmark: _Toc200096250]Injuries
[bookmark: _Toc200096251]Responding to Student Employee Injuries
If a student employee is injured while working, it is the supervisor’s responsibility to ensure prompt medical attention is received, if necessary. The supervisor should immediately report the incident to both of the following contacts:
Evania Santos
Personnel HR Assistant, Human Resources
(401) 456-8216 
[bookmark: _Toc200096252]Workers’ Compensation
If a student employee is unable to return to work due to a job-related injury, they may be eligible for coverage under the college’s workers’ compensation program. Injuries that are not work-related are not eligible for this coverage.
[bookmark: _Toc200096253]Returning to Work after an Injury
To return to work—regardless of whether the injury is work-related—the student must provide medical documentation:
1. A doctor’s note clearing the student employee to return to work with no restrictions 
2. A doctor’s note clearing the student employee to work with restrictions: 
· Type of restrictions (e.g., no lifting over 10 lbs., no prolonged standing)
· Duration of restrictions (e.g., one month or until next appointment in two weeks) 
If these restrictions prevent the student employee from performing their original job duties and the supervisor is unable to reassign the student in another area or to different tasks, the position may be terminated. If this occurs, contact the Coordinator of Student Employment for support in helping the student seek an alternative placement. 
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