
 
 
 	

Dominican University 
 

Version Spring 2018 

Student Employee 
Handbook 
 
Ange L. Reda, HR Generalist 
 



1 
 

Introduction	
Student employees at Dominican are an important part of the university work force. With approximately 
600 students working on campus, student employees play a significant role in the day-to-day functioning 
of Dominican University. Student employees perform a wide range of duties from general office 
assistance to positions that require specialized training.  
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Students who receive a FWS award with their financial aid package receive at least 75% of 
their earnings through the federal government. FWS student employees are limited to up to 
10 hours of work per week and must earn an hourly wage (no stipends). FWS student 
employees are eligible to participate in community-service, off-campus work-study 
programs. They are not eligible to work in a position that involves the operation, 
constructing or maintenance of a religious worship area. 
 

• Dominican Employment (DE):  
Students with a DE award have 100% of their earnings funded by Dominican University. DE 
student employees are limited to up to 10 hours of work per week and can earn an hourly 
wage or a stipend. 
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• DHS Employment Eligibility form (I-9): The I-9 form is used to confirm 
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Each department will determine the student employee dress code based on what the student 
employee’s duties will be. Supervisors are responsible for setting the dress code guidelines upon hire. In 
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records. The Act applies to all institutions that are the recipients of federal aid administered by the 
Secretary of Education, including Dominican University.    
  
More information on student rights can be found on the Registrar's MyDU Page under FERPA. 
 
In addition to following FERPA, student employees are required to keep confidential any information 
used or learned through the on campus position. Student employees should not share, distribute or 
discuss any information that is considered department privileged knowledge. This includes emails, 
conversations or work-related texts.  

Maximum	Hours	per	Week	
Undergraduate students are limited to 10 hours of work per week during the academic year. If a student 
holds more than one job on campus, he/she must split the ten hours between the positions. 
Occasionally students may be offered upper-level student employment positions; these positions may 
allow a student to work over 10 hours per week during the academic year upon approval from Human 
Resources.  
 
Graduate students employed in a graduate student position may work up to 20 hours per week. If a 
graduate student holds more than one job on campus, he/she must split the 20 hours between the 
positions. If a graduate student is employed in a position normally held by an undergraduate student, 
then he/she can only work up to 10 hours at that position. 
 
Though students are given a maximum number of hours of work per week, the supervisor will indicate 
how many hours the position will require on the job description and work authorization form. Some 
positions may not require the full 10 or 20 hours of work.  
 
In order to provide flexibility, student employees are allowed to exceed the hours per week limit with 
the understanding that the hours may be lowered the following week (i.e., a student employee works 15 
hours in Week 1 and 5 hours in Week 2). However, at no point should any student employee exceed 
more than 20 hours of work in a week while classes are in session.  
 
During university break periods including winter break, spring break and summer break, all student 
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Wages	
Most student employees receive an hourly wage of at least $10.00/hour. Any student employee 
stipends need to calculate to an hourly rate of at least $10.00/hour. The rate of pay can increase based 
on years of service, specialized skills or prerequisite knowledge. There is no guarantee that the hourly 
rate will increase each year, except as mandated by local or federal minimum wage requirements.  
 
Some positions will provide tuition credit as part or all of the compensation. Those positions eligible for 
tuition credit are clearly marked in the job description. The credit is arranged by the hiring department 
through Financial Aid. No other tuition remission benefits are available and hours worked under student 
employment do not count toward tuition remission benefits should the student later be hired as an 
adjunct or part-time employee. 

For accounting and taxation purposes, student employees must receive any compensation for any duties 
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Breaks	
Student employees earn a 15-minute paid break for every four consecutive hours of work within a 
department. Breaks should be scheduled ahead of time with the supervisor. The student employee does 
not clock in/out for the paid breaks.  

All paid breaks should be documented by the supervisor either by using the Note button in the time and 
attendance portal
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closings (i.e., snow days) will be paid 1.5 times their hourly rate. Only student employees with positions 
that are vital to the safe operation of the university should be allowed to work during school closings 
(ex: Security dispatchers). 

Volunteering	
The Fair Labor Standards Act of 1938, as amended, prohibits employers from accepting voluntary 
services from any paid employee. All student employees must be paid for all hours worked, even if the 
hours violate the weekly hourly limit or place the student into overtime. The student employee may be 
asked to adjust his/her schedule to offset any extra time from the previous pay period. 

In addition, no student, including those not eligible to work in the United States, can volunteer for a 
position that would normally receive compensation.  

Injuries	at	Work	
Supervisors should provide a safe, healthy work environment for their student employees. Student 
employees should not be allowed to perform any duties without the appropriate equipment and 
training. Supervisors should be aware of dangerous weather situations (i.e., storm or heat advisories) 
and instruct student employees on proper protocol for dealing with such circumstances (i.e., when to 
seek shelter or provide hydration stations). 

Any injury to a student employee while at work needs to be reported to Human Resources as soon after 
the occurrence as possible. Human Resources will file a workers’ compensation claim and the insurance 
carrier will follow up with the student employee regarding the claim. 

Computer	Access/University	Equipment	
For security reasons student employees who need access to a Dominican computer, department shared 
drives and/or department specific programs must be provided with a student employee login. 
Supervisors must submit a Non-Affiliated Peron Form (available on-line) to the IT department for each 
student employee who requires access.  

Supervisors should provide the student employees with their own, unique login and password for every 
program they are required to use in the capacity of their employment.  Supervisors should never allow a 
student employee to login under anyone else’s user name and password.  

If the position requires that the student employee be given any university property such as a uniform, 
name badge or keys, the supervisor will provide the student employee a written agreement that must 
be signed  regarding damage or lose of university property. Human Resources should be notified prior to 
next payday if the student employee needs to have his/her paycheck withheld or deducted because of 
missing or damaged items. 

Student	Employee	Appreciation	
Supervisors may give student employees gifts to celebrate events, such as holidays, birthdays or end of 
year appreciation. The gifts should be in a reasonable price range and should not be items that can be 
perceived as favoritism or inappropriate for a supervisor/student employee relationship. The University 
also participates in the National Student Employee Appreciation week, held the first full week in April.  
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2. 
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11. Illinois is an at-will employment state; therefore supervisors retain the right to terminate a 
student employee at any time. Supervisors should send Human Resources a work authorization 
indicating the end date of employment for the student employees. Likewise, a student can end 
his/her employment with a position at any time.  

Resignation/Termination	
As with any employment, student employees are encouraged to provide as much notice as possible 
when resigning from a position. Two weeks notice is the generally accepted standard. Some supervisors 
may request that resignations be submitted in writing. Students are encouraged to communicate 
hardships to supervisors, as they may be able to offer a reduced work schedule or additional assistance. 
 
At times, it may be necessary to end a student employment position due to budgetary or other 
constraints. 
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employee as soon as possible to discuss the employee's concern.  The department head/unit 
supervisor's decision shall be final, exclusive and binding on the university and the student. 
 

3. Human Resources has no authority to change an employment-related decision by any university 
department, but are available to discuss a student employee's concerns once the student 
employee has met with their immediate supervisor. 
 

Summer	Employment	
The summer employment term, which begins the day after graduation and ends the day before the start 
of school, is not part of the normal student employment program. There are no work study awards for 
summer employment and many of the restrictions of hours and wages are lifted.  
 
Supervisors with open positions for the summer post the positions on the jobs website. Students who 
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