HANDBOOK

Student Employee’s Rights and Responsibilities

This is to welcome you as a student employee of Central Michigan University. You will be
performing work that is important to students, faculty, staff, and the university.
To function as an integral part of the university, it is important you clearly
understand the rules and regulations applying to all student employees.

(989) 774-3881
Bovee UC, Office 121
StuEmpl@cmich.edu

SUPERVISION

Student employees are expected to report to their assigned supervisor at the beginning of each work shift. Students will be
assigned to a particular area of the department and will be responsible to the individual in charge of that area for the duration
of their assigned tasks.
If a problem arises between a student and supervisor, the student and/or supervisor should attempt to
resolve the problem. Students or supervisors who cannot resolve the difficulty should bring the problem to the attention of the
supervisor's supervisor.

WORK SCHEDULE

Student employee work schedules will be determined each semester per the student’s class schedule. Students are not allowed to
work during their scheduled class times.
Work schedules will be determined by personnel needs within each section. Consideration will be given to special circumstances
when possible. When setting up work schedules, students should plan to be available to work whenever they are not in class.
Students are expected to plan their studies, projects, and extra-curricular activities around both their class and work schedules.

ILLNESS OR OTHER EMERGENCY

In the event of illness or other emergency, students must notify their workplace for each scheduled work period. If the student
knows in advance that he/she will be out for several days, the student should communicate that information to the appropriate
supervisor as soon as possible.

TIME CLOCKS AND TIMESHEETS

Students are expected to clock in at the beginning of their shift and clock out at the end of their shift on the current university time
clock system.
In rare circumstances, students must complete a timesheet each pay period, sign, and obtain the supervisor's signature.
Timesheets should be updated at the end of each work shift; enter exact hours worked to the quarter (1/4) hour. If a student fails to
update the timesheet for a scheduled work period, payment for those hours will be delayed.

WORK ELIGIBILITY

Citizen students may work forty (40) hours per pay period during the Academic Year. International students may work 20 hours
per week. During the summer sessions, both citizen and international students may work 40 hours per week (80 hours in a two
week pay period). Work-study students may have limits on their maximum hours of work because of their work-study eligibility.
The hours of General Student Assistance (GSA) students may be limited by the availability of department funds.
Student employees must meet minimum credit hour requirements to be eligible for on campus employment.
Undergradate students: minimum 6 credit hours
Graduate students: minimum 5 credit hours
International undergraduate students: minimum 12 credit hours
International graduate students: minimum 9 credit hours
All students are FICA exempt if they meet the above credit hour requirements. Students who work during the summer are not
FICA exempt unless they are enrolled in the minimum credit hours listed above for the summer session.

