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THE NEW STUDENT EMPLOYEE 
ORIENTATION COVERS:

• Es s e nti al Stude nt Empl oy me nt Gui de l ines

•



WHAT IS STUDENT EMPLOYMENT?

• The F ede ral Wor k Study (FWS), Unive r s ity Wor k Study (UWS),  and 
Graduate Assi s tant (GA) programs are inte nde d to pro vi de financi al 







STUDENT PAYROLL

• Stu den ts are respon s i bl e for enter i n g time wor ked into self ser v i ce 
bann er a WEEKLY bas i s.  Electron i c times h eets m ust be submi tted 

for approval biweek l y.

• Of f Campu s CSL studen ts m ust have submi t a sign ed hard copy 
times h eet by the site super v i s or and an electron i c times h eet.

• Time she e t s are due at the “ret ur n date and time ”.  Please refe r to 
payro ll sc he dule for stude nt s on the pay ro ll websit e : 

www.una.e du/ pay ro ll

• It is the supe r viso r’s respo nsibilit y to appro ve time she e t s befo re the 
payro ll deadline. 

• If a stude nt ’s time she e t is late, the payc he c k can be issue d in the next
pay perio d.  



HOW TO ENTER HOURS ON 
YOUR TIMESHEET

1 . L og in to UNA Por t a l .

2 . F i r s t , clic k on Studen t Employee Dash b oa r d. 

3. Th en clic k ‘Ent er Time’ under My Activ i t i es.

4 . T h en you will selec t ‘sta r t timesh eet ’ . 

5. From there, you will clic k on the date and enter the hours wor ked for that date. Clic k 
save eac h time you enter hours. 

6. On c e all hours are entered for the pay period , you m ust selec t prev i ew in the bott om 
righ t cor n er, then selec t submi t if all hours are entered correc t l y.

7 . T h e timesh eet m ust be submi t t ed in order to be approved by your super v i sor.  

8. Th e time sheet m ust be submi t t ed by the deadl i n e indic a t ed on the studen t payrol l c hec k 
sc hed u l e in order to get paid on the correc t pay period . 

• GA and stipend recipients will only put a 1 as hours worked on each timesheet. 



HOW TO ENTER HOURS ON YOUR 
TIMESHEET



STUDENT PAYROLL
(CONT’D)

• S upe r viso rs are require d to monit o r the stude nt ’s ear nings to 
ensure that your wor ke r doe s not:

• Ear n moni e s in exce s s of your depar tme ntal budge t
• Ear n more per seme s te r than the stude nt is eligi ble for in fede ral 

wor k study
• Wo r k more than 29 hour s per wee k
• Fal s i f y hour s wor ke d

• S upe r viso rs are pro hibit e d fro m acce pt ing volunt ary ser vice s 
fro m WS stude nt s.  All stude nt s employe d unde r stude nt 
employ me nt m ust be paid for all hours wor ke d.



STUDENT PAYROLL
CSL (OFF CAMPUS) STUDENTS ONLY

• Yo u will be iss u e d a hardco py of a time s h e e t to docu me n t yo u r hour s.

• P le as e submit har dco py of your time s h e e t to your supe r v is o r for sign at u r e by the deadlin e 
as indicat e d on the stude n t pay ro ll c he c k sc he du le. 

• Yo u r hour s sho u ld be ente r e d on your ele ct ro n ic time s h e e t in bann e r no late r than 4:00pm on 
the Thur s day of the end pay ro ll per io d befo r e the deadlin e indicat e d on the stude n t pay ro ll 
c he c k sc he du le.

• Yo u or your supe r v is o r m us t pro v ide the origin al copy of appro ve d hour s by email or fax 
befo r e the deadlin e indicat e d on the stude n t pay ro ll c he c k sc he du le.

• Yo u r hour s will not be appro ve d in bann e r unle s s I have the appro ve d copy fro m your 
supe r v is o r. If your hour s are not appro ve d, you will not be paid until the nex t pay per io d.



JOB EXPECTATIONS

WHAT YOU CAN EXPECT FROM YOUR SUPERVISOR:

1. Respect

2. Training

3. Freedom to ask questions 

4. To be approachable



JOB EXPECTATIONS CONTINUED….

• A s a studen t employee, you make a commi tmen t to your 
employer that you will perfor m your job duties assign ed 
to you to the best of your abili ti es. Studen t employee 
positi on s are real jobs and shou l d be treated as suc h . 
Cons i der your job an oppor tu n i ty for prof es s i on al 
devel opmen t an d an excel l en t occas i on for you to build 
skill s you cann ot lear n in the clas s room.



JOB EXPECTATIONS CONTINUED….

The following is what will be expected of you:

1. Main tai n satis f actor y academi c progr es s.

A ll stude nt s that rece ive d fede ral aid i.e. grant s, loans, FWS, 
m ust pass 75% of all wor k atte mpt e d .  When a stude nt dro ps a 
class or fails a class it goes against the ir perce nt age. The first 
seme st e r a stude nt dro ps below 75% their fede ral aid is on 
war ning stat us , if the stude nt s perce nt age is not up to 75% the 
2 nd se me st e r,  the stude nt s fede ral aid is suspe nde d.  This 
include s grant s, loans and FWS.



JOB EXPECTATIONS CONTINUED….

2. Be cons i s te nt

- Show up when you have been sc hedul ed to wor k and be on time.

3. Ple as e do not study whil e on the clo c k. 

- You are paid to wor k, not study! 

4. Be cour te o us and frie ndl y to thos e you ser ve.

5. M ai ntai n goo d comm uni cati o n with your supe r viso r and cowo r ke r s.





GENERAL STUDENT EMPLOYEE 
GUIDELINES 

• Dress appropriately 

I n all case s, nea t ne s s, hea l t h and safe t y, app ro p ri a tene ss and goo d tast e sha l l be obse r ve d. 

Stud e nt emp l oye es sho ul d wear gar me nt s tha t are app ro pr i a te in leng t h and cove ra ge. The fol l owi ng ite ms 
of clo t hi ng are consi d e r ed ina p p ro p r i at e/una ccept ab l e whi l e perfo r mi ng wor k for the Uni ve rs i t y : 

• Stra p l e ss, hal t e r top s, tub e top s, tank top s or spa g he t ti stra p s

• B a re mid ri ffs 

• S ho r t -s hor ts

• U nd e r ga r ment s showi ng

• B a t hi ng sui t s

• Pa j a ma s / l oungewea r

• S l i p p e r s /f l i p flo p s

• Ti g ht , loo se, sag g i ng, bag gy or reve a l i ng clo t hi ng

S t ud e nt emp l oye es who vio l a t e the dre ss cod e wil l have the opti o n of corre ct i ng the vio l a t i o n. 
Stud e nt emp l oye es who vio l a t e the dre ss cod e rep e a ted l y wil l be disci p l i ne d with a wri t t e n war ni ng up to 
a fina l war ni ng incl ud i ng ter mi na t i o n. Stud e nt emp l oye es who have a que st i o n abo ut the app ro p ri a te ness 
of an ite m sho ul d discuss the spe ci fi c issue with his/ he r sup e r vi so r befo re weari ng the item. 



GENERAL STUDENT EMPLOYEE 
GUIDELINES 

•



GENERAL STUDENT EMPLOYEE 
GUIDELINES CONTINUED ……

• Pe r s o nal pho ne calls 

- It is best not to make any pers onal 
phone call s without the per mi s s i on of 
your super vi s or. 

• D o not use your cell pho ne 

- It is not appropr i at e to use your cell 
phone at wor k. The best poli c y is to 
tur n your cell phone off and stor e it in 
your bag, purs e or poc ket . 

• U nive r s it y pro pe r t y is not for 
perso nal use.

•



GENERAL STUDENT EMPLOYEE 
GUIDELINES CONTINUED ……

• Pe r s o nal pho ne calls 

- It is best not to make any pers onal 
phone call s without the per mi s s i on of 
your super vi s or. 

• D o not use your cell pho ne 

- It is not appropr i at e to use your cell 
phone at wor k. The best poli c y is to 
tur n your cell phone off and stor e it in 
your bag, purs e or poc ket . 

• U nive r s it y pro pe r t y is not for 
perso nal use.

•



•



• Re tur n pho ne calls and emails within 24 hours eve n if only to say that you will pro vide 
reque ste d info r m atio n late r.

•



TERMINATION PROCEDURES

T h e Office of Studen t Employmen t may ter mi n ate a 
studen t’s wor k study positi on , shou l d the followi n g occu r :

• E n rol l men t statu s drops below half - ti me
• Sati s f actor y academi c progr es s is not main tai n ed
• H ou r s wor ked exceed FWS eligi bi l i ty 
• Mu s t redu ce FWS due to additi on al resou r ces, whic h 



TERMINATION PROCEDURES



PROGRESSIVE DISCIPLINE

Wor k study studen t s shou l d be held respon s i b l e for duties, resp on s i b i l i t i es, and 
expec t a t i on s outli n ed by the super v i s or. If a studen t fails to meet these crit eri a , 





PERFORMANCE EVALUATION FORM

• Thi s is a tool to addr e s s are as whe r e impro ve ments m ust be made 
and to enco urage stude nts in are as whe r e they exce l .

• Whe n sear c hi ng for on- campus or off - campus posi ti ons, stude nts may 
reque s t a copy  of the i r eval uatio n fro m the stude nt empl oy me nt 
coo r di nator to pre s e nt to pote nti al empl oyers.

• S upe r vis ors may perfo r m a perfor mance eval uati on at 30 day s, 90 
day s or annual l y.



UNA POLICIES

•



EMPLOYMENT DISCRIMINATION

• S TUDEN TS WILL NOT BE TREATMEN T UNFAI R LY 
BECAUS E OF RACE, COLOR , RELI GI ON , SEX 
INCLUDI N G PREGN AN CY, NATI ON AL ORIGI N , AGE 
(40 YEAR S OR OLDER), DISAB I LI TY OR GENETI C 
INFOR MATI ON .  ALL STUDEN TS ARE GIVEN FAIR 
CONS I DER ATI ON DURI N G EMPLOY MEN T : 

• S E LE C T ION P R OMOT IONS

• T E R MINAT ION AC C E S S TO TRA INING

• JOB ASS IGNME NT S



HARASSMENT

• SEXUAL HARASSMENT IS DEFINED AS

UNWELCO M ED BEHAVI O R OF A SEXUAL NATURE THAT OCCUR 
WITHI N SPECI FI C CONTEXTS SUCH AS:
1. SEXUAL ADVANCES
2. REQ UESTS FOR SEXUAL FAVORS
3. OTHER VERBAL AND PHYSI CAL CONDUCT OF A SEXUAL NATURE

THERE IS ZERO TOLERANCE FOR HARASSM ENT.  
IF YOU OR SOMEO NE YOU KNOW IS BEING HARASSED, 

PLEASE REPORT IT TO YOU SUPERVI SO R AND REPORTS CAN BE 
SUBMI TTED ELECTRO NI CAL LY ONLI NE BY CLI CKI NG HERE . 

THE COMPL AI NT WILL BE INVESTI G ATED AND 
ANY WITNESSES WILL REMAI N ANONYM O US.



TITLE IX
• LISTEN --> SUPPORT --> REPORT

• ALL UNA EMPLOYEES ARE CONSIDERED "MANDATED REPORTERS." TH AT MEA NS THAT ANY 
EMP LOY EE (TH AT IS NOT OTH ERWI S E DES I GNATED AS A CONFI D ENTI A L REP OR TI NG OPTI ON) 
WHO REC EI V ES NOTI C E OF SEX U A L HAR A S S MENT, SEX U A L VIOLENC E, DATI N G/ D OMES TI C 
PAR TNER VIOLENC E, OR STALK I NG IS OBLI GATED TO REP OR T THE INFOR MA TI ON TO THE TITLE 
IX COOR D I NATOR .

• A S AN EMP LOY EE, IT IS NOT YOU R JOB TO INVES TI GATE OR ADJU D I C ATE AN ALLEGATI ON OF 
SEX OR GEND ER -BA S ED HAR A S S MENT OR DIS C R I MI NATI ON; HOWEV ER , IT IS YOU R JOB TO 
LISTEN. SUPPORT. REPORT. FOR MOR E INFOR MATI ON ABOU T YOU R OBLI GATI ONS, CHEC K 
OUT THE UNA EMP LOY EE RES P ONS E GUI D E FOR INC I D ENTS OF SEX U A L MIS C OND U C T AND 
OUR SEX U A L MIS C OND U C T RES OU R C E AND RES P ONS E CAR D S. 

1. R EP OR TS CAN BE SUB MI TTED ELEC TR ONI C A LLY ONLI NE BY CLI C K I NG HER E . 

THI S IS THE PREFER R ED REP OR TI NG OPTI ON.

2 . REP OR TS CAN BE EMAI LED TO OUR TITLE IX COOR D I NATOR , AT TITLEI X @ U NA . ED U. 

3. REP OR TS CAN BE MADE VIA PHONE, BY CALLI NG THE OFFI C E OF TITLE I X AT 

256 -7 6 5 - 4 2 2 3 .

4 . REP OR TS CAN BE MADE IN -P ER S ON, BY STOP P I NG BY THE OFFI C E OF TITLE IX INS I D E GUC 202 .



UNA EMPLOYEE RESPONSE GUIDE FOR 
INCIDENTS OF SEXUAL MISCONDUCT 



SEXUAL MISCONDUCT RESOURCE 
AND RESPONSE CARDS



TOBACCO POLICY 

• I T IS THE POLI C Y OF THE UNIVER S I TY OF NOR TH ALABA M A TO 
PROVI D E A TOBAC C O - FREE ENVI R O NM ENT FOR STUDENTS, 
FACULTY, STAFF AND VIS I TO RS. THE USE OF TOBAC C O PRODU C TS 
WILL BE PROHI B ITED WITHI N ALL UNIVER S I TY FACI LI TI ES. 

• TH E USE OF TOBAC C O PRODU C TS WITHI N THIR TY FEET OF 
ENTR ANC ES, EXI TS, OPEN WINDOWS, AND INTER C O NNEC TED 
BREEZ EWAYS IS PROHI BI TED.



UNIVERSITY DRUG AND ALCOHOL 
ABUSE POLICY

•



UNIVERSITY DRUG AND ALCOHOL 
ABUSE POLICY CONTINUED

• I T IS THE POLI C Y OF THE UNIVER S I TY OF NOR TH ALABA M A THAT 
THE UNLAWFU L POS S ESSI ON, USE, OR DIS TR I BU TIO N OF ILLI C I T 



STUDENT EMPLOYMENT 
EXPECTATIONS SUMMARY

• Thi s job is a seri o us obl i ga t i on and your perfo r ma nce, atti t ud e, and cond uct sho ul d refl e ct thi s commi t me nt .  
Hold i ng a camp us posi t i o n mea ns you are hol d i ng a posi t i o n of tr ust ; thi s is a rea l job! Resp ect the posi ti o n 
you hol d as it coul d lea d to glowi ng reco mme nd a ti o ns for future posi t i o ns.

• A t -Wi l l emp l oy me nt app l i e s to Stud e nt Emp l oye e s.  This is an emp l oy me nt rel a t i o ns hi p of ind e fi ni t e dura t i o n 
tha t may be ter mi na t ed by eithe r par t y, at any time, witho ut cause or for any rea so n exce pt one tha t is 
unl a wf ul .

• A s a stud e nt emp l oyee, you m ust be enro l l e d in at lea st 6 cre d i t hours for the fal l and spri ng and lea st 3 
cre d i t hours for summe r is reco mme nd ed . Inte r na t i o na l stud e nt s m ust mai nt a i n a ful l course of study (12 hours 
und e rg ra d). You are req ui re d to noti fy your sup e r vi s o r if your sc he d ul e c ha nge s.

• D o me s t i c stud e nt s are all owe d to wor k up to 29 hours per wee k.  Inte r na t i o nal stud e nt s are all owe d to wor k 
20 hours per wee k whi l e cla sse s are in sessi o n and 29 duri ng inte ri m peri o d s as long as the stud e nt is enro l l ed 
in the upco mi ng seme st e r.

•



YOU HAVE COMPLETED 
NEW HIRE ORIENTATION. 

P l e a s e  C L I C K  H E R E

to 

c o m p l e t e  t h e  

S t u d e n t  
E m p l o y m e n t  

Orientation.Once you complete the fields, you will receive an<email to sign the 
orientation 

a

c k n o w l e d g e m e n t  f o r m .

I f  y o u  h a v e  a n y  q u e s t i o n s  o r  c o m m e n t s ,  
p l e a s e  e m a i l  S t u d e n t  E m p l o y m e n t  a t  s t u d e n t e m p l o y m e n t @ u n a . e d u o r  v i s i t  t h e  

Office o f Hu ma n  Reso u rces 
lo ca ted  in  Cra mer Wa y  Ro o m 2 2 6   
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