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INTRODUCTION 

The aspiration of the Blue Ridge Community and Technical College Student Employment Program is to increase the 

attraction of Blue Ridge CTC to potential students by establishing and maintaining an employment program that will 

benefit students not only while in school but also after graduation. To do this, the Student Employment Program will 

work to form partnerships with other departments on campus and with outside agencies to assist all students in the 

location of employment that will help to finance the student’s current academic pursuits and at the same time 

contribute to the building of a resume that will be valuable in the student’s application to graduate school or pursuit of 

a career. To prepare the student for life after Blue Ridge CTC, the Student Employment Program expects that work 

experience through the program will give a student a chance to meet and interact with individuals from diverse 

backgrounds, to develop a sense of community and involvement with the institution, to be involved in community 

services activities that he/she may not have time to volunteer for, to determine if he/she made the correct choice in 

field and major, to develop professional and personal relationships with faculty and staff who can serve as mentors and 

future networking contacts, to develop interpersonal skills that are necessary to succeed in the modern work 

environment, to establish time management and organizational techniques, and to apply principles and techniques 

learned in the classroom to real work experience. 
 

PURPOSE 

This policy has been created to promulgate procedures governing the employment of students by Blue Ridge CTC, to 

provide for a student categorization and pay plan, to establish the conditions of employment for students, and to 

supply guidance and direction to student employee supervisors. The Student Employment Policy reflects the standard 

guidelines that students must follow if employed on campus or off campus. Every job has unique characteristics that 

cannot be detailed in a general policy statement. Therefore, it is the responsibility of the supervisor—at the time of 

interviewing—to outline the specific departmental conditions of employment to which the student will be subject. 

Those conditions should include: specific job descriptions/duties, number of hours/specific hours of work, 

responsibilities, rights, and any additional departmental policies. All departmental policies must be in concurrence with 

the Blue Ridge CTC Student Employment Policy. 
 

EQUAL OPPORTUNITY EMPLOYER 

An equal opportunity employer is one that gives all applications equal consideration and makes no distinctions as to 

color, creed, handicap, national origin, race, sex, religion, or sexual orientation. It is the policy of Blue Ridge CTC to 

uphold the spirit and letter of the Equal Opportunity Laws. 
 

ELIGIBILITY FOR EMPLOYMENT 

CITIZENSHIP STATUS:  In order for a student to be eligible for student employment, he/she must be a U.S. Citizen or a 

non-citizen who is eligible to work in the United States, such as an international student having an F1 Visa (see section 

on hiring international students). 
 

ENROLLMENT REQUIREMENTS:  The student employee must be enrolled at least half-time: six (6) undergraduate hours 

at Blue Ridge Community and Technical College for each the fall and spring semesters and making progress towards a 

degree. International students must be enrolled full-time: at least 12 undergraduate hours for each the fall and spring 

semesters. A student who withdraws from class or graduates must stop working on the last day that he/she attends 

class or exams. During the summer, a person is considered to be a student and is eligible to apply for summer student 

employment, even though not enrolled, if that person is pre-registered for the appropriate number of hours the 

following Fall Semester. 
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SOCIAL SECURITY NUMBER:  Blue Ridge Community and Technical College utilizes a student’s social security number for 

identification and employment purposes, so every individual applying for student employment must have a valid social 

security number. This is a requirement for tax reporting and withholding purposes. Student employees will receive W-2 

forms from Blue Ridge CTC to use in the completion of their federal and state income tax returns. 
 

SATISFACTORY ACADEMIC PROGRESS:  Also, to be eligible for Student Employment, a student must be making 

Satisfactory Academic Progress. Satisfactory Academic Progress is measured by the Financial Aid Office. 
 

The College will monitor all student employees according to the following requirements: 

1. Students must be making satisfactory and measurable progress towards an Associate’s degree. 
 

2. Students must maintain a minimum grade—point average of 2.0 for their college career. 
 

3. Students must receive credit for 70 percent of the units attempted for each semester. This includes Academic 

Foundation and pass/fail classes. 
 

4. All students seeking an associate’s degree must complete the program within 90 attempted hours. 
 

For further information see the Financial Aid Office’s Satisfactory Academic Progress Policy brochure. 
 

HOURLY RESTRICTIONS 

HOURLY RESTRICTIONS:  The student employee must also be enrolled primarily for the purpose of pursuing a degree. 

Any student dropping below half-time status during the fall or spring semester will be asked to resign from his/her 

student employment position. The student employee’s role is to be secondary or incidental to academic pursuit, thus 

the student is strongly encouraged not to average more than 20 hours of work per week during breaks in the academic 

year, such as Thanksgiving Break, Winter Break, and Spring Break. The student not enrolled for classes during the 

summer sessions may work a 40-hour week. The student enrolled for classes during the summer sessions should work 

only 20-hours per week, and only when he/she is not scheduled to be in class. International student employees are 

limited by federal law to only 20 hours per week while they are enrolled in and attending classes and to 40 hours per 

week when they are not. 
 

The work week includes hours worked from 12:01a.m. Sunday and ending at midnight Saturday. No supervisor shall 

require or permit a student to work when he/she is scheduled for classes or examinations. Students are not permitted 

to work more than 6 consecutive calendar days without a day off. Payrolls are monitored for excessive hours during the 

summer, fall, and spring. It is expected that student employees will be allowed appropriate paid rest periods and unpaid 

meal breaks. All student assistants are to be allowed rest period or break of ten (10) minutes during each (4) four hours 

of continuous work at the discretion of the supervisor. An unpaid meal break of not less than twenty (20) minutes shall 

be given if students are expected to work in excess of six (6) hours. Based upon operational need, an employee may be 

required to work through a break; in such cases, the employee is not entitled to additional compensation. Breaks are 

compensable work-release time and may not be used or accrued to make up work time, leave work early, extend lunch 

time, etc. 
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CONFIDENTIALITY POLICY 

The federal Family Educational Rights Privacy Act (FERPA) requires that student information be protected and kept 

confidential. If the Student Employee gains access, through his/her work, to information about other students or 

employees, he/she MUST keep it confidential. Sharing confidential information with others who are not authorized to 

receive it (outside the scope of one’s job duties) is a serious federal violation and is cause for immediate dismissal, and 

could lead to further disciplinary action. 
 

LIMITATIONS 

1. Students are not permitted by Blue Ridge CTC to operate any vehicle during the course of their work duties 

without prior authorization by their supervisor. Supervisors are encouraged to limit the use by students of their 

personal vehicles for College business. Supervisors must insure that student employees are not assigned to any 

task that is considered unsafe. 

2. Student employment, regardless of funding source, is a form of financial assistance enabling the students to 

pursue their education. Student employment is intended to provide students with an opportunity to meet their 

educational objectives; therefore, student assistants are not entitled to the same fringe benefits as career 

employees. Service in this capacity does not apply to any seniority or years of experience if the student 

employee is hired for a full-time position by the college. 

3. Student employees are not generally permitted to work overtime, to work on snow days, or to work on college 

observed holidays. Over-time is recognized as time spent working over 40 hours per week. When the college is 

closed for inclement weather, student employees are not to report to work unless they have been designated 

by their supervisors as emergency employees. Guidelines for College observed holidays are provided in the 

Board of Governors Policy No.8. Over-time and holiday work must be authorized by student’s supervisor and by 

the Student Employment Office. Supervisors can submit the Over-time and Holiday Work Request Form 

requesting authorization for student overtime and holiday work. Over-time and holiday work are permitted only 

in extreme circumstances. Work on days when the college has been closed for inclement weather is not 

permitted for non-emergency student employees. 

4. Students involved in student employment programs are not eligible for health and welfare benefits, sick leave, 

vacation, paid holidays, retirement benefits, unemployment compensation or any other benefit offered through 

Blue Ridge CTC for classified employees. 

5. For Student Employees there is no automatic year-to-year continuation of the job. Supervisors determine 

whether or not a student will be invited to return to the position. Student employment is completely at will. No 

disciplinary steps or procedures need be undertaken by the supervisor before the dismissal of a student 

employee. That understood, the general appointment period is for one standard academic year (fall/spring) and 

is subject to renewal. Students must reapply every fall for the fall and spring semesters. Employment for the 

summer term must be applied for separately. 

6. Student Employees may not work in positions that involve construction, operating, or maintaining any part of a 

building used for religious worship or sectarian instruction. 

7. Student Employees may not volunteer while working in the Student Employment Program. All hours must be 

reported to Payroll and be compensated. Training is paid and considered “on the job,” and students must be 

approved college employees before training begins. Students may not volunteer, even if they are requested to 

do so by their work-site supervisors. One exception to the no-volunteering law is when a Student Employee’s 

FWS award is exhausted and the department cannot pay the student from their funds. The employment is 

considered terminated, and the student can then volunteer is he/she wishes to do so. The supervisor MUST tell 

the student that he/she is no longer an employee and cannot force the student to volunteer. A document 

stating that the student understands he/she is no longer an employee and will not be paid for any time spent 
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volunteering for the department or agency must be signed by the student and returned to the Student 

Employment Office. 
 

TAXES 

FICA:  Social Security taxes are not deducted while the student employee is enrolled at least half-time (six 

undergraduate hours for the fall or spring semester, three undergraduate hours for the summer terms) and 

pursuing a degree. Federal law requires the Social Security tax be withheld from student employee pay if he/she 

works during summer term and is not enrolled in at least half-time. (There is a special exemption from paying 

Social Security [FICA] tax for students who are enrolled at least half-time and working at the institution where they 

are enrolled. It does not apply during break periods of over 5 weeks in the United States for fewer than five years 

and are on an F-1 or J-1 Visa are exempt from FICA taxes. 

 

FEDERAL:  All earnings (including Federal Work Study) are subject to federal income tax and must be reported on 

the student’s income tax return, if the student is required to file an income tax return. The student may change 

his/her tax withholding anytime by submitting a new W-4 form to the Human Resources Office. The student must 

submit a new W-4 form if his/her information changes, such as address, marital status, number of exemptions 

claimed, etc. In the case of an address changes, the student must change it with the Registrar AND with the Human 

Resources Office. The address provided on the W-4 is where the W-2 wage statement will be sent in January and 

where paychecks will be mailed to the student if they are not picked up at the Finance Office. There are special tax 

forms for international students whose home countries have tax treaties with the United States (see hiring 

International Students section). 

 

STATE:  Student Employees must fill out a West Virginia state tax withholding form. PA, MD, KY, OH and VA 

residents can elect to not have WV taxes withheld from their pay be completing the West Virginia Certificate of 

Non-Residence since those states have a reciprocal tax program with WV. Residents from all other states are 

responsible for WV taxes and must fill out a WV Employee’s Withholding Exemption Certificate. If they are not 

going to make over $10,000 during the current calendar year, student employees who are WV residents or 

residents of states other than PA, MD, KY, OH, and VA may elect to file a West Virginia Department of Tax and 

Revenue Low-Income Earned Income Exclusion Certificate Election to Not Withhold State Income Tax. To reclaim 

any monies that were withheld for WV states taxes, the student employee who is not a West Virginia Resident 

must file a West Virginia State income tax return for nonresidents. 
 

REQUESTING/CATEGORIZING STUDENT EMPLOYEES 
 

Departments and agencies wishing to utilize student employees will submit a Student Employee Request Form to the 

Human Resources Office for each position (example one contains a job description, which is used for categorization of 

the position by the Human Resources Office. The job description will include a narrative of the duties and 

responsibilities, the qualifications, the freedom of action, the complexity and problem solving, the scope and effect, the 

breath of responsibility and the amount of direct supervision exercised required for the position. Also included on the 

Student Employee Request Form is the number of hours the student employee will be expected to work per week. The 

Student Employee Request Form is also used to notify the Student Employment Office of all vacancies to be posted on 

the Student Job List. No Student Employee is permitted to begin work before he/she is authorized to do so by the 

Human Resource Office. All Student Employees who will be paid through the Student Employment Program, including 
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those whose positions are funded by grants or other outside funds and those who are selected to do a one time task, 

must have turned in paperwork and been approved before they begin work or do the job. 
 

Wages:  Most all student employees are paid on an hourly basis. All Federal Work Study students are paid on an hourly 

basis. Certain departmentally funded positions can be paid by stipend. The Human Resources Office will 

determine if a stipend payment is necessary. All student employees will be paid on an hourly basis when possible. 

Supervisors do not have to reapply for positions that have been made into stipend positions in the past, unless 

something fundamental changes about the position, which might change its status. Student employment positions are 

categorized and paid in accordance with the skill and training that each position requires. 
 

Over-time:  Student employees who are authorized to work over 40 hours per week will be paid at 1.5 times their 

normal pay rate. Students who are authorized to work on holidays or days when the College is closed due to inclement 

weather will be paid at 2.5 times their normal pay rate. To request over-time or holiday work authorization, please 

complete the Over-time and Holiday Work Request Form. 
 

Student Job Categories:  There are ten levels of separation in regards to student employees, with the distinction 

between levels based on the Qualifications, Duties and Responsibilities, Freedom of Action, Complexity and Problem 

Solving, Scope and Effect, Breadth of Responsibility, and Direct Supervision Exercised inherent in the manual, clerical, 

advising, public contact, technical, and/or research-related duties performed. Most positions fall into the Level 1 

category. Level 2 and 3 positions require specific training and more advanced knowledge of experience. Levels 4, 5, and 

6 require more specialized knowledge and a degree of independent thinking. Levels 7 and 8 require specialized training, 

independent decision making, technical skills including web development, and sometimes the supervision of others. 

Level 0 is for students who participate in the off-campus community service program. Level A is for hall security student 

employees who work late night shifts. Other rates of pay, besides those incorporated into the 0-8 levels of pay, exist, 

but those must be applied for on a case-by-case basis and only in extraordinary circumstances. In the interest of 

equality and fairness, the Human Resource Office strives to maintain a constant standard of pay for comparable 

positions. 
 

It is understood that the categorization in the Student Employment Program are on a student level and may not 

compare with a full-time employees position in responsibility, workload, etc. It is understood that Student is a part of 

any title and that a Student Employee should never be used in any way that may displace or replace a permanent 

employee. The Student Employment Program categorizations are governed by employment conditions that are 

appropriate and reasonable according to the type of work performed, the geographical region, and the compensation 

scale for Blue Ridge Community and Technical College Classified Employees. The Human Resources Office is responsible 

for the final assignment of all Blue Ridge CTC Student Employee positions to appropriate job titles and pay levels. 
 

Raises:  First year student employees start at the Year 1 rate (see Appendix D) and may be eligible to receive a twenty-

five cent increase in pay for each academic year (a fall semester and a spring semester) that they work in the same 

position. Raises are calculated only at the beginning of the fall semester. In order for a semester of employment to be 

counted toward the raise, the employment must begin on or before October 1 for the fall semester and March 1 for the 

spring semester. If he/she moves to a new position, the student employee will receive the beginning wage for 

whichever category the position is in. 
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Level 1 

Qualifications:  Level 1 is used for positions that require commonly available skills and abilities that do not require 

licenses or certifications, and do not require extensive training and/or experience. Duties and responsibilities:  Typical 

kinds of work at this level may include any of the following: general clerical work (typing, utilizing common computer 

software programs such as Microsoft Office Suite, keeping basic records, filing, sending faxes, stuffing letters, sorting 

mail, answering the phones, greeting customers, entering data, occupying the front desk, checking identification cards), 

custodial tasks, general food service, laboratory setup and supply maintenance, basic storekeeping, security, parking 

enforcement, crowd control, and routine library operations. Freedom of Action:  Positions at this level are structured 

and control is exercised by the supervisor over work assignments. Control is exercised in the way assignments are 

made, instructions are given to the employee by the supervisor, work assignments are checked, and priorities, 

deadlines and objectives are set by the supervisor.  

Complexity and Problem Solving:  Students who occupy these positions are not involved with independent decision-

making, they are not required to do complex problem solving, nor are they required to make judgment calls. Scope and 

Effect:  Students who occupy these positions are under constant direct supervision, so any mismanagement on the part 

of the student employee should be contained to the assigned project and corrected by the supervisor when work is 

checked. Breadth of Responsibility:  Positions at this level are not responsible for the management of any functional 

area. Direct Supervision Exercised:  Students occupying these positions do not supervise other employees. 
 

Examples of Level 1 positions are: 

Student Assistant 

Student Office Assistant  

Student Hall Security 

Student Desk Attendant 

Student MRC Attendant 

Student Bus Attendant 

Student Ambassador/Tour Guide 

Student Sales Associate 

Student Parking Enforcement Assistant 

Student Lab Assistant 

Student Postal Clerk 

Student Food Service Assistant 

Student Console Attendant 

Student Building Service Assistant 

Student Athletic Maintenance Assistant 

Student Team Assistant 

Student Reference Assistant 

Student Shop Assistant 
 

Level 2 

Qualification:  Level 2 is used for positions that require more specific knowledge and skills, usually acquired through 

training and or experience, and that may require knowledge from introductory coursework. Duties and 

Responsibilities:  Duties at this level may include work in an office or department that is not exclusively clerical and that 

is related to the student employee’s major. This may include athletic training, personal training, laboratory work 

requiring a moderate level of scientific knowledge such (preparation of simple media, reagents, and specimens), 

technical duties requiring above average skills (simple computer trouble-shooting), basic knowledge of a specific 
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software program used in an office. Freedom of Action:  Positions at this level are structured and control is exercised by 

the supervisor over work assignments. Control is exercised in the way assignments are made, instructions are given to 

the employee by the supervisor, work assignments are checked, and priorities, deadlines and objectives are set by the 

supervisor. Complexity and Problem Solving:  Students who occupy these positions are not involved with independent 

decision-making, nor are they required to make judgment calls. They may be required to do supervised complex 

problem solving. Scope and Effect:  Students who occupy these positions are under constant direct supervision, so any 

mismanagement on the part of the student employee should be contained to the assigned project and corrected by the 

supervisor when work is checked. Breadth of Responsibility:  Positions at this level are not responsible for the 

management of any functional area. Direct Supervision Exercised:  Students occupying these positions do not supervise 

other employees. 
 

Examples of Level 2 positions are: 

Student Athletic Trainer 

Student Lab Assistant II 

Student Medical Office Assistant 

Student Video Technician 

Student Field Technician 
 

Level 3 

Qualifications:  Level 3 is used for positions that require specialized training, advanced knowledge of a specific software 

program used in an office and the ability to direct others in its use, and/or certification.  Duties and Responsibilities: 

Duties at this level may include any of the following: monitoring the pool area at the College, providing resume critiques 

for fellow students, assisting with the coordination of critical departmental events.  Freedom of Action:  Positions at 

this level are structured and control is exercised by the supervisor over work assignments. Control is exercised in the 

way assignments are made, instructions are given to the employee by the supervisor, work assignments are checked 

only when needed, and priorities, deadlines and objectives are set by the supervisor.  Complexity and Problem Solving: 

Although, the student employee may occasionally make a judgment based on his/her training and experience; he/she 

works under supervision and defers decision to supervisor when in doubt:  Scope and Effect:  Students who occupy 

these positions are under constant direct supervision, so any mismanagement on the part of the student employee may 

not be immediately detected and corrected by the supervisor and may affect a limited number of people inside and 

outside of the College system.  Breadth of Responsibility:  Positions at this level include a level of responsibility and 

accountability in respect to the primary activities performed. Direct Supervision Exercised:  Students occupying these 

positions do not supervise other employees. 
 

Examples of Level 3 positions are: 

Student Lifeguard 

Student Office Assistant III 
 

Level 4 

Qualifications:  Level 4 is used for positions that require a second or advanced certification. Duties and Responsibilities:  

Duties may include any of the following: opening and closing the pool facility, testing pool water for safety, checking 

and adding chemicals to the pool, maintaining order in the pump room and chemical storage areas, and writing reports 

for the local health departments. Freedom of Action:  Positions at this level are less structured, and control over work 

assignments is exercised by the supervisor and the student employee. Assignments are made initially by the supervisor. 

Instructions are given to the employee by the supervisor the first time the work assignments are made, but then the 

student employees are expected to carry out daily duties without instruction or direction. Work assignments are 
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checked only when needed. Priorities, deadlines and objectives are set by the supervisor, but maintained by the student 

employee. Complexity and Problem Solving:  the student employee makes lower level decisions to his/her supervisor 

when in doubt.  Scope and Effect:  Students who occupy these positions are not always under constant direct 

supervision, so any mismanagement on the part of the student employee may not be immediately detected and 

corrected by the supervisor and may affect a limited number of people inside and outside of the College system. 

Breadth of Responsibility:  Positions at this level include a level of responsibility and accountability in respect to the 

primary activities performed. Direct Supervision Exercised:  Students occupying these positions do not formally 

supervise other employees. 
 

Examples of Level 4 positions are: 

Student Certified Pool Operator 
 

Level 5 

Qualification:  Level 5 is used for positions that requiring knowledge from advanced coursework, requiring considerable 

knowledge of various policies and procedures, and requiring specific skills. Duties and Responsibilities:  Duties at this 

level may include any of the following administrative duties requiring knowledge of basic accounting, basic office 

management, and specialized computer programs. Freedom of Action:  Positions at this level are less structured, and 

control over work assignments is exercised by the supervisor and the student employee.  Assignments are made initially 

by the supervisor. Instructions are given to the employee by the supervisor the first time the work assignments are 

made, but then the student employees are expected to carry out daily duties without instruction or direction. Work 

assignments are checked only when needed. Priorities, deadlines and objectives are set by the supervisor, but 

maintained by the student employee. Complexity and Problem Solving:  The student employee is expected to do a 

variety of assignments involving independent decision making, to perform a variety of complex or specialized 

assignments, and to do research on decisions when in doubt before questioning her/his supervisor. Scope and Effect:  

Students who occupy these positions rarely under constant direct supervision, so any mismanagement on the part of 

the student employee may not be immediately detected and corrected by the supervisor and may affect a great 

number of individuals inside and outside the College system. Breadth of Responsibility:  Positions at this level include a 

heightened level of responsibility and accountability in respect to the primary activities performed. Direct Supervision 

Exercised:  Students occupying these positions do not formally supervise other employees. 
 

Examples of Level 5 positions are: 

Student Accountant 

Student Disability Coordinator 

Card Office Student Assistant 
 

Level 6 

Qualifications:  Level 6 is used for positions that require the skills, ability, and knowledge to tutor fellow students on 

specific course related material. Students who occupy these positions must have completed specific pre-requisite 

courses with particularly grades and received recommendation from specific instructors. The student employee is 

expected to receive additional training throughout the appointment period and to maintain a certain GPA. Duties and 

Responsibilities:  Duties at this level may include acting as support network for students having difficulties with course 

work, supplementing class lectures for students, contributing to the revision of the Tutor Handbook, and helping to 

maintain data for the Study Center on number of hours/number of contacts for each field of study. Freedom of Action:  

Positions at this level are loosely structured, and control over work assignments is exercised by the student employee. 

The student employees are expected to schedule tutoring sessions and carry out daily duties without instruction or 

direction. Priorities, deadlines and objectives are set by the student employee. Complexity and Problem Solving:  The 
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student employee is expected use to independent decision making skills. Scope and Effect:  Students who occupy these 

positions rarely under constant direct supervision, so any mismanagement on the part of the student employee may 

not be immediately detected and may affect a limited number of people inside the College system. Breadth of 

Responsibility:  Positions at this level include a heightened level of responsibility and accountability in respect to the 

primary activities performed. Direct Supervision Exercised:  Students occupying these positions do not formally 

supervise other employees. 
 

Examples of Level 6 positions are: 

Student Tutor 
 

Level 7 

Qualifications:  Level 7 is used for positions that require prior experience directly related to the employment, require 

knowledge from advanced coursework, require considerable knowledge of various policies and procedures, and require 

leadership, organizational, and training skills. Duties and Responsibilities:  Duties at this level may include updating 

procedures and policies, scheduling the work of other employees, coordinating daily agendas, assisting in the training of 

other student employees, and organizing effects and projects independently. Freedom of Action:  Positions at this level 

are loosely structured, and control over work assignments is exercised by the student employee. The student 

employees are expected to identify work assignments and carry out daily duties without instruction or direction. 

Priorities, deadlines and objectives are set by the student employee and reviewed by the supervisor for completeness 

and accuracy. Complexity and Problem Solving:  The student employee is expected to perform a variety of assignments 

involving independent decision making, to perform a variety of complex or specialized assignments, and to do research 

on decisions when in doubt before questioning his/her supervisor. Scope and Effect:  Students who occupy these 

positions rarely under constant direct supervision, so any mismanagement on the part of the student employee may 

not be immediately detected and may affect a limited number of people inside the College system. Breadth of 

Responsibility:  Positions at this level include a heightened level of responsibility and accountability in respect to the 

primary activities performed. Direct Supervision Exercised:  Students occupying these positions do supervise other 

student employees. 
 

Examples of Level 7 positions are: 

Student Information Center Manager 
 

Level 8 

Qualifications:  Level 8 is used for positions that require prior experience directly related the employment, require 

knowledge from advanced coursework in area of major, require considerable knowledge of various policies and 

procedures, require very advanced and uncommon computer skills, including computer programming in Java, 

Javascript, Visual Basic, Oracle, ePos, etc., and require the knowledge of specific software and internet technologies, 

including web page design. Duties and Responsibilities:  Duties at this level may include supporting user in planning, 

developing, and deploying Internet services, developing technical architecture of Web site, including scripting, database 

design, and user interface design. Freedom of Action:  Positions at this level are loosely structured, and control over 

work assignments is exercised by the student employee. The student employees are expected to develop work 

assignments and carry out daily duties without instruction or direction. Priorities, deadlines and objectives are set by 

the student and reviewed by the supervisor only if problems or issues arise with the student employees output. 

Complexity and Problem Solving:  The student employee is expected to perform a variety of assignments involving 

independent decision making and the ability to perform a variety of complex or specialized assignments. Student is 

expected to have specialized knowledge that supervisor may or may not have direct access to and to do research on in 

order to provide information that may not be available. Student may or may not have guidelines, standards, or 
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precedents to follow or to use in solving problems. Scope and Effect:  Students who occupy these positions rarely under 

constant direct supervision, so any mismanagement on the part of the student employee may not be immediately 

detected and may affect an unrestricted number of people inside and outside the College system. Breadth of 

Responsibility:  Positions at this level include a heightened level of responsibility and accountability in respect to the 

primary activities performed. Direct Supervision Exercised:  Students occupying these positions may or may not 

supervise other student employees. 
 

Examples of Level 8 positions are: 

Student Engineer 

Student Web Developer 
 

Level 0 

Level 0 is used for positions that are at off-site community service agencies. Work at community service sites includes 

supervision of children, tutoring children and adults, participation in community betterment. Such jobs are intended to 

improve the quality of life for community residents, particularly low-income individuals, and to solve problems related 

to the needs of those residents. Work at for-profit agencies is directly related to the student’s major or intended career 

field. Jobs involving child care, health care, elder care/assistance, literacy training, and tutoring elementary aged 

children in reading, business internships with local companies are all potential projects for Federal Work Study eligible 

students interested in a career-oriented field experience. Agencies wishing to participate in the Community Work 

Program must sign a contract for every employment period to be kept on file at the Student Employment Office. 
 

Examples of Level 0 positions are: 

Boys and Girls Club 

United Way 

Chamber of Commerce 

Extension Office 

Board of Education 
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REGULATIONS FOR HIRING A STUDENT EMPLOYEE 
The procedure for hiring a student employee (funded by federal work study, college departmental funds, outside 

grants, or other means) is as follows: 
 

 The student contacts a potential supervisor for a job opening, which appears on the Job List maintained by the 

Human Resources Office, to arrange an interview. 

 The supervisor conducts an interview with the prospective student employee making sure that the student 

employee is made aware of employment requirements, department requirements, the details of the specific job 

description, and specific requirements unique to the department (i.e. dress codes, acceptable behavior, 

security, etc.) 

 The supervisor must let the student know when the hiring decision will be made. It is the supervisor’s 

responsibility to contact the student when a decision has been made. 

 When the supervisor completes the interviewing process and finds the student that he/she wants to work in 

his/her department, he/she completes the supervisor’s section of the student employment application by 

writing in his/her department name and Banner Organization number for his/her department and filling in the 

other blanks. (If the supervisor wishes someone else to be the contact for Student Employment paperwork, 

he/she would put that person’s name and e-mail address on the student employment application where it reads 

contact designee). The student must sign off on the Application to prove that he/she has read all of the policies 

and that he/she accepts the terms and conditions of the employment offered. 
 

The student employee is not allowed to begin working at this point! 
 

 The student employee, if it is his/her first time working for Blue Ridge CTC, must then complete the I-9, Federal 

W-4, and one of State withholding certificates. The Federal and State withholding forms are given to the student 

along with the employment application, but the supervisor must send the student to the Human Resources 

Office for completion of the I-9. The I-9 requires that certain forms of identification be presented. These are 

listed on the back of the I-9 form. The forms of identification presented must be the original and not a copy or 

fax. The Blue Ridge CTC representative who signs the I-9 must see the original identification documents. NOTE: 

The work authorization of students who do not have correct original forms of identification at the time of hire 

will be delayed until the correct original forms of identification are presented. 

 If the student employee has worked on campus before, the only paperwork that must be completed is the 

student employment application, which must be returned to the Human Resources Office to be processed. 

 Once the paperwork has been processed and the student employee put on the Student Payroll, the supervisor 

will receive confirmation in the form of an e-mail and a master timesheet from the Human Resources Office. 

The student employee is then allowed to begin working. (For best results, student employee paperwork should 

be turned in at least two weeks before the supervisor wants him/her to begin working.) 

 Student Employees must re-apply for work every fall semester, even if it is for work in the same department. 

Summer employment must be applied for separately. 
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ADDITIONAL REGULATIONS FOR HIRING AN INTERNATIONAL STUDENT EMPLOYEE 
Along with the previous regulations for hiring a student employee, the following regulations must be followed when 

employing an international student employee. The Human Resources Office determines whether the individual 

international student meets the requirements listed below. 
 

 International students are not eligible for Federal Work Study or other Federal Financial Aid awards and can 

work only for those departments who can pay their wages from the departmental budgets. International 

students may generally work only on campus. 

 To be eligible for on-campus employment, international students must be pursuing a full course of study. A full 

course of study is defined as a minimum of 12 credits at the undergraduate level. 

 An international student must possess an I-20 from Blue Ridge CTC and an F-1 or J-1 Visa. Students with J-1 Visas 

must obtain permission to work on-campus from their educational sponsors. 

 An international student must have a valid Social Security number to be placed on the payroll. If he/she needs 

to apply for one, he/she must ask the Human Resources Office to give him/her a letter stating that he/she is 

eligible for employment at Blue Ridge CTC. This letter will be given if the international student has a valid 

passport, an F-1 or J-1 Visa, I-94 card, an I-20 from Blue Ridge CTC, and is enrolled full-time. The international 

student employee must then take the letter from the Human Resources Office, his/her passport, I-94 card, and 

IAP-666 or I-20 from BlueRidge CTC to the local Social Security Administration Office, which is located in 

Martinsburg, to apply in person for a Social Security Card. 

 International students have federal limitations on the number of hours per week that they are permitted to 

work. Students studying in the United States on F-1 Visas are permitted to work 20 hours per week while classes 

are in session an 40 hours per week when they are not. Because of these federal regulations international 

students who would like to have more than one on campus job must carefully monitor their hours. 

 International students have special federal tax requirements. If an international student’s home country does 

not have a tax treaty with the United States, then he/she must complete the Federal W-4. When completing the 

Federal W-4, an international student must use his/her local mailing address. This cannot be a residence hall 

address. He/she is not allowed to claim exempt. The “single” block must be checked regardless of actual marital 

status. The international student can claim only one withholding allowance, unless he/she is from Canada, 

Mexico, Japan, Korea, or India. On the line for additional withholding, the international student employee must 

put $16.60. If the international student’s home country does not have a tax treaty with the United States that 

exempts him/her from tax withholding, then he/she may elect to complete Form 8233 and not have federal 

income taxes withheld from his/her pay. 
 

DUAL POSITIONS 
Students may be employed at more than one location on campus. Supervisors are encouraged to discuss with student 

employees the possible ramification of holding more than one job. The Student Employee who has more than one job 

must speak with all supervisors to insure coordination of work so that neither dollar nor hour limits are exceeded. This 

is especially important for international student employees whose hours are limited by federal requirements. Some 

departments may have conditions or terms of employment that make having two jobs impossible. It is ultimately the 

responsibility of the student to make sure that he/she does not work more hours then he/she is permitted. See the 

Human Resources Office if you have questions. 
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TIMESHEETS 
Blue Ridge CTC wants to ensure timely payment to student employees for services rendered. Supervisors are 

responsible for completing necessary paperwork to ensure students are paid semi-monthly for the work they 

performed during the pay cycle. Under no circumstances should supervisors or student employees hold timesheets. If 

work has been performed during a payroll period, then a timesheet must be turned in on the due date for that pay 

period. The Human Resources Office sends the supervisors a list of timesheet deadlines and student paycheck dates. 

Timesheets are to be taken to the Human Resources Office, B01, by noon on the 10th and 25th of each month. If the 10th 

or the 25th falls on a weekend, the timesheets are due the following Monday. For the timesheet turned in on the 10th 

the student will be paid on the 30th/31st. For the timesheet turned in on the 25th, the student will be paid on the 

15th/16th. If a payday falls on a weekend, paychecks will normally be issued the preceding Friday. The Student Employee 

should immediately notify his/her supervisor if he/she believes there is a problem with his/her paycheck. For additional 

information about paychecks and timesheets, see the current timesheet instruction memo. 
 

EVALUATIONS 
Student Employee Supervisors are to complete Student Employee Evaluation Form at the end of every Spring Semester 

or upon the student employee’s separation from the position. Documentation of the student’s performance is kept in 

the student employee’s file to be used to support a termination from employment or to provide information about the 

student’s work experience at Blue Ridge CTC, if the student employee releases the information to future employers. 
 
 

DISCIPLINARY ACTION 
Each Student Employee must maintain standards of performance and conduct as outlined by the immediate supervisor 

and institutional policy and comply with applicable policies, procedures, and laws. When a Student Employee does not 

maintain the appropriate standards of performance or conduct he/she may be dismissed. Student employment is at 

will, and no stages of disciplinary action must be completed before termination. When practical, the supervisor will give 

the Student Employee notice of the unacceptable performance, an explanation of the supervisor’s concerns, and an 

opportunity for the Student Employee to provide an explanation for the behavior in question before termination of 

employment occurs. Examples of reasons for immediate termination: Absence from work for three consecutive 

scheduled workdays without proper notice, explanation and/or authorization. This is terminated. Computer related 

misuse and breeches of the Confidentiality Policy are considered gross misconduct and result in immediate dismissal. 

Additional information regarding disciplinary action may be obtained by contacting the Human Resources Office. 
 

TERMINATION 
A Student Employee Separation Form must be turned in to the Human Resources Office when a Student Employee’s 

work in a department is terminated (either by resignation or dismissal) during the Academic Year or Summer Term, this 

includes December graduations. The end of the Spring Semester and the end of the Summer Term are natural 

termination dates and forms do not have to be turned in at those times. Student Employment is completely at will and 

a student employee may be released from employment at the discretion of the supervisor. If a student employee feels 

that he/she has been dismissed unfairly, he/she is encouraged to share his/her concerns with the Human Resources 

Office. 

STUDENT EMPLOYEE RIGHTS 
Complaint Procedures:  Any applicant for employment, current or former employee, or student at Blue Ridge CTC may 

file a discrimination or harassment complaint with the Human Resources Office. 

Filing of Complaints:  The Human Resources Office has the responsibility for monitoring and addressing allegations of 

sexual harassment brought by an employee, applicant, or student. For current employees, complaints of sexual 
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harassment may be made to the immediate supervisor, the next level supervisor, or the Human Resources Office. Job 

applicants and others should contact the Human Resources Office. 
 

WORKERS COMPENSATION 
Employees of Blue Ridge CTC, including Student Employees, are covered against job-related injuries by the West Virginia 

Workers Compensation Fund, to which Blue Ridge CTC pays premiums for all employees. If an employee is injured on 

the job, he/she must report the injury to his/her supervisor within twenty-four hours. All accidents must be reported. 

The employee should secure a WC-123 form. When the WC-123 form has been completed by the employee and 

physician, the employee should forward the form within three days to the Office of Human Resources. The time limit for 

filing a WC-123 Claim for job related injury/illness has been reduced from two years to six months effective February 

10, 1995. Occupational Safety and Health Administration (OSHA) regulations require that each department report any 

occupational injury or illness by submitting an incident report to the Human Resources Office within three days. This 

information is then entered into the College’s log of occupational injuries and illnesses. 
 

UNEMPLOYMENT COMPENSATION 
Wages at Blue Ridge CTC are reported quarterly to the West Virginia Department of Employment Security. For more 

information about this program, contact the local Job Service Office/Office of Employment Security. Student Employees 

are generally not eligible for unemployment compensation. 
 

SUPERVISOR RESPONSIBILITIES 
All departments who wish to have Student Employees must complete the Participation Agreement on the following 

page. Supervisors must attend mandatory training sessions offered by the Human Resources Office in order to offer 

employment to students in their departments or agencies. Contact the Human Resources Office if accommodation is 

necessary. 
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Blue Ridge Community and Technical College Participation Agreement 

 

 

 

 
 

 

  

 

 

 

  

Student Employment Program 
 

As the authorized Student Employment Official for my department/agency, I understand the requirements 

and expectations outlined below which relate to employment of students through the Blue Ridge CTC 

Student Employment Program. I agree that I will follow and enforce these requirements and expectations. 
 

1. I have read and understand the Student Employment Policy. I take responsibility for: a) informing 

staff members in my department/agency about policies and procedures which pertain to their 

interactions with student employees, and b) making a copy of the Student Employment Policy 

available to all supervisors of student employees in my department/agency. (Will be available on-line 

at http://www.blueridgectc.edu). 
 

2. I am aware of the responsibility the department/agency bears for hiring, training, supervising and 

evaluating Student Employees 
 

3. I acknowledge the role the department/agency has in the hiring process and know that the Student 

Employment Office must send approval to me before the Student Employee can actually begin 

working. 
 

4. I understand that my department/agency is required to pay for hours that the department’s student 

employees work after I have been notified that their Federal Work Study Awards are exhausted. 
 

5. I understand that timesheets must be turned in for each pay period that a student works and cannot 

be held by the student employee or supervisor for any reason. 
 

6. I am aware that a student must fill out a new application for every Academic Year. The Academic Year 

begins on the first day of fall classes and ends on the last day of spring exams and includes winter and 

spring breaks. I understand that the summer term is not a part of the Academic Year and must be 

applied for separately. 
 

7. I agree to follow all of the policies and procedures listed in the Student Employment Policy. I 

understand that failing to do so will have serious consequences, such as suspension from the Student 

Employment Program. 

 

Department/Agency ______________________________________ Phone # __________________________ 

 

Address ___________________________________________________________ Zip ____________________ 

 

Signature ______________________________________________________ Date ______________________ 

 

Printed Name ____________________________________ E-mail address _____________________________ 
 

Return to: Blue Ridge Community and Technical College Human Resources Office, 400 West Stephen St. 

Martinsburg, WV 25401 

TELEPHONE: (304) 260-4380 X 2232     FAX: (304) 260-4367   

   

 

http://www.blueridgectc.edu/
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RESULTS OF NONCOMPLIANCE 
Violation of the Participation Agreement can result in the department’s suspension from the Student Employment 

Program. The policy is as follows: 
 

 The first violation results in a written (e-mail or paper) notification of the violation from the Human Resources 

Office and a statement of how to be in compliance. 
 

 The second violation results in a second written notification of the violation and a statement that another 

violation will result in a period of suspension from the Student Employment Program. 
 

 Third violation results in a notification that the department is on temporary suspension from the Student 

Employment Program, which means that Student Employees cannot work that department for one semester. 
 

 The fourth violation results in a notification that the department is on suspension from the Student Employment 

Program for two semesters. 
 

 The fifth violation results in a notification that the department is indefinitely suspended from the Student 

Employment Program and must wait at least four semesters before it can apply for re-admission to the 

program. 
 

 Any further violations of the Student Employment Policy would result in the department’s being called up on 

charges before the executive staff of Blue Ridge CTC for evaluation and could result in the department’s long-

term suspension from the program. 
 

 Appeals at any level may be addressed to an appeals committee with final decisions being made by the 

Executive Staff Council. 
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CALENDAR FOR STUDENT EMPLOYEES 
 

ACADEMIC YEAR (Example: August 10, 2004 through May 24, 2005) (Approximately 41 weeks) 
 

The payroll schedule for Academic Year runs from the first day of the pay period that falls wholly or partially within the 

academic year to the last day in the payroll period that falls wholly or partially within the academic term (Example: 

August 10, 2004 through May 24, 2005). The Academic Year includes both the Fall and Spring Semesters. 
 

Fall Semester  (Example: August 10, 2004 through December 10, 2004) Approximately 18 weeks) 
 

Continuing student employees, those students who are going to be attending classes in the Spring Semester, are 

allowed to work through the winter break if the department where they work will be open or they have applied in 

advance to work in another department that will be open over the break, their supervisors approve the work, and there 

are funds enough for the student to be paid. 
 

For students who are not continuing in the spring, either because they have graduated or decided to not re-enroll, the 

last day of employment is the last day of Fall Final Exams (Example: December 10, 2004). 
 

Spring Semester (Example: January 10, 2005 through May 24, 2005 (Approximately 19 weeks) 
 

For student employees who did not attend during the Fall Semester are starting classes in the Spring Semester, the first 

day of eligible employment is the first day in the payroll period that falls wholly or partially within the spring academic 

term (Example: January 10, 2005). The last day of employment for student employees who are not continuing in either 

the Summer Sessions or the Fall Semester because they have graduated or decided to not re-enroll is the last day of 

Spring Final Exams or the final day of their contractual employment (Example: May 11, 2005) 
 

The last day of employment for continuing students, students who are taking Summer classes or have registered for 

classes in the Fall Semester, that have not applied for summer employment is the last day in the payroll period that falls 

wholly or partially within the spring academic term (Example: May 24, 2005). 
 

SUMMER TERM (Example: May 25, 2005 through August 9, 2005) (Approximately 11 weeks) 
 

The first payroll period for Summer Term starts after the last day in the pay period that falls wholly or partially within 

that academic term (Example: May 25, 2005), and the last payroll period for summer term ends the first day in the pay 

period that falls wholly or partially within the academic term (Example: August 9, 2005). The Summer Term includes 

both Summer I and Summer II Sessions. 
 

Summer I Session (Example: May 25, 2005-June 24, 2005) (Approximately 5 weeks) 
 

The first day of the payroll period, which falls wholly or partially within the Summer I Session, is considered the start of 

summer student employment (Example May 25, 2005). 
 

Students who are enrolled for Summer I at least half-time do not have FICA taxes withheld from their pay for the payroll 

periods that are wholly or partially included in that academic term. 
 

Summer II Session (Example: June 25, 2005-August 9, 2005) (Approximately 7 weeks) 
 

Students must be enrolled for Summer II at least half-time do not have FICA taxes withheld from their pay for the 

payroll periods that are wholly or partially included in that academic term. 
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Appendix A 

Blue Ridge Community and Technical College 

Over-time and Holiday Work 

Request Form 
 

1. Name of Student Employee: 

________________________________________________________________________ 

 

2. The Student Employee is requested to work: (Please circle one) 

Over-time   or   Holiday time 

 

3. Dates and times that the above named Student Employee is requested to work  

Over-time or Holiday time: (Be specific) 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

4. Reason why student is requested to work over-time or on a College observed Holiday: 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

______________________________________________________ 

 

5. Is the presence of the above named Student Employee necessary for the basic operation  

of business?  

  Yes   or   No 

 

Supervisor Signature: ______________________________________ Date: _________________ 

For Human Resources Office Use Only 

 

Date Request Form Received: _____________________________________________________ 

 

Request Approved or Denied: _____________________________________________________ 
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Appendix B    

 
Application for Student Employment 

 

Student Employee Certification (READ CAREFULLY)  
 

I understand that this offer of employment is conditioned on the final determination by the Human Resources Office of my eligibility for 

Student Employment at Blue Ridge Community and Technical College, which includes the following completion of the Federal 

Employment Eligibility Verification I-9 form. I have read the Student Employee Handbook and understand my rights and responsibilities 

as a BRCTC Student Employee. I have provided a copy of the Blue Ridge CTC policy regarding the requirement to maintain a drug-free 

workplace as required by the Drug-Free Workplace Act of 1988. I agree to abide by the terms of the policy. I am aware that violation of 

this policy is cause for immediate dismissal. I understand, too, that under federal law and as a condition of employment, if I am convicted 

for violation of any criminal drug statute in the workplace, I must report said conviction to my supervisor and the Human Resources Office 

no later than five (5) days after such conviction.   I accept this position and will to the best of my abilities perform the duties assigned. 

 

Studentôs Signature _____________________________________________ Print Name ________________________________________ 

  

Student ID Number ___________________________________  Social Security Number ________________________________________  

 

BRCTC e-mail address _____________________________________________________________  Date __________________________ 

 
 

Human Resources Office Use 

 

FWS Award: Fall ____________Spring ____________ Summer I ____________ Summer II ____________ Summer III ____________     

 

Reg. Student Employment:  Fall __________ Spring _________ Summer I__________ Summer II _________ Summer III __________ 

 

Hours Enrolled: Fall ___________ Spring ___________ Summer I ____________Summer II ____________ Summer III ____________ 

 

Pay Rate _________________________________________                        Banner Update ______________________________________ 

 

Previous Student Employee         I-9                          W4                            State Tax                            Making SAP:                          No            

Yes 

 

Same Position                Yes               No          Original Start Date ______________________________________________________ 

 

BRCTC Cost Center _____________________  EPICS # ____________Timesheet/Stipend Sent __________ EPICS Update __________ 

 

Date Approved  ______________________________________________________ 

 

 

     Application 

     Student Employee Certification 

      I9 

     Identification 

     W4 

     West Virginia Employeeôs Withholding Exemption Certificate 

     Direct Deposit Form 

     Drug Free Work Place Policy 

     Confidentiality Form 

      Budget Established 

Training 
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Application for Student Employment  

 

Name _________________________________________________________________________________________________________ 

              Last                                                            First                                                  Middle                                                      Maiden    

 

Address ________________________________________________________________________________________________________ 

                          Number                                           Street                                         City                                   State                        Zip  

Telephone # __________________________________________            

 

Are you 18 years of age?     No          Yes                                                     Are you an International Student           No                        Yes 

Are you eligible for Federal Work Study funds?         No          Yes          Donôt Know   

 

Position applied for ____________________________________ 

 

How many hours can you work weekly? _____________                              Days/hours available to work 

                                                                                                                          No Pref _____________        Thurs _________________ 

Can you work nights? ___________________________                                Mon ________________        Fri ___________________ 

                                                                                                                          Tues ________________        Sat ___________________ 

Can you work weekends? __________________________                            Wed ________________        Sun ___________________ 

 

When are you available to start work? ________________ 

 

Have you ever been employed by BRCTC before?        No           Yes 
 

Are you legally eligible to be employed in the United States?            No      Yes  (Proof will be required upon hire) 
 

Have you ever been convicted of a crime?            No       Yes 

(If yes, on a separate sheet of paper detail how the conviction is or not related to the job for which you are applying.) 

 

 

List any academic honors, skills, courses, extra curricular activities, offices held, etc. which would make you more qualified to perform the 

duties of the position for which you are applying. 

 

 

 

 

List any jobs that you have held, duties performed, skills used or learned, advancements or promotions which would make you more 

qualified to perform the duties of the position for which you are applying. 

 

 

 

 

 

 

The information provided above is true and accurate.  

 

Signature _________________________________   Date _______________ 
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Appendix C 

Blue Ridge Community and Technical College 

Student Employee Request Form 
 

Department and Banner Org or Name of Employing Agency: 
 

______________________________________________________________________________ 
 

Term of Employment: Full Academic Year  Fall Only  Spring Only 

(Circle requested term/s)   Full Summer Term  Summer I Only Summer II Only 
 

Position Title: __________________________________________________________________ 
 

Length of Employment: __________________________________________________________ 
 

Number of Positions Available: ____________________________________________________ 
 

Job Location: __________________________________________________________________ 
 

Address of Employer: ____________________________________________________________ 
 

Contact: ______________________________________________________________________ 
 

E-mail: ________________________________________________________________________ 
 

Phone: _______________________________________________________________________ 
 

Purpose of Position: _____________________________________________________________ 
 

Job Description:  

Include Duties and Responsibilities, Qualifications, the Freedom of Action, the Complexity and Problem Solving, the 

Scope and Effect, the Breadth of Responsibility, and the amount of Direct Supervision Exercised to be expected of 

the Student Employee filling this position. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hours per weeks: _______________________________________________________________ 
 

Funded:  Federal Work Study      Regular 
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Appendix D 

 

Current Pay Scale 

 

Current Pay Scale 

Levels Year 1 Year 2 Year 3 Year 4 

1 $7.50 $7.75 $8.00 $8.25 

2 $7.50 $7.75 $8.00 $8.25 

3 $7.50 $7.75 $8.00 $8.25 

4 $7.50 $7.75 $8.00 $8.25 

5 $7.50 $7.75 $8.00 $8.25 

6 $7.83 $8.08 $8.33 $8.58 

7 $7.50 $7.75 $8.00 $8.25 

8 $7.50 $7.75 $8.00 $8.25 

9 $7.50 $7.75 $8.00 $8.25 

0 $7.50 $7.75 $8.00 $8.25 

A $7.50 $7.75 $8.00 $8.25 

Community Service $7.83 $8.08 $8.33 $8.58 

 

* New Pay Scale 2007-2008 Academic Year no yearly pay raise increase * 
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Appendix E 

BLUE RIDGE CTC 

STUDENT EMPLOYMENT 

TIMESHEET INSTRUCTIONS 
 

Where and when to drop off time sheets: 

All timesheets are to be brought to the Human Resources Office, located in B01. If the time sheets are late, the student’s 

pay could be delayed. 
 

Timesheets are due at noon on the 10th and 25th of the month to the Human Resources Office. If either of these days occurs 

on a weekend, the timesheets are due by noon the following Monday. 
 

Timesheets due on the 10th should show hours worked from the 25th of the month before as well as hours worked during the 

current month up to and including the 9th. Timesheets due on the 25th should show hours worked from the 10th through the 

24th of the same month. 
 

At holiday time a memo will be sent instructing you on timesheet due dates different than the 10th or 25th. 
 

Important information about timesheet preparation: 

 Use the timesheet that Human Resources sends along with each e-mail approval of a new student employee. This 

attachment includes the dates that the student begins and ends work. 

 Verify the student’s name, your department number, the student’s EPICS number and your cost center (including 

type code 81 or 88) on a new timesheet that is sent to you be e-mail. If there is an error on a timesheet, notify 

Human Resources for a corrected timesheet. 

 If the EPICS number or cost centers change for the student during the work assignment period, Human Resources will 

notify you with a new timesheet attachment in an e-mail. 

 The pay period (MONTH) is required information. If the student does not fill it in, the supervisor must type or write it 

on the timesheet. 

 The total hours, rate of pay and total pay must be tallied by the supervisor and written or typed on the blanks 

provided. 

 The supervisor must initial any changes in hours or pay on the timesheet. 

 Both supervisor and student must sign and date the timesheet. ** 
 

** If the student is not available to sign the timesheet, the supervisor must make a copy of the timesheet and turn in the 

original with “signature on file” written on the student’s line. When the student is available, have the student sign the 

supervisor’s copy in blue ink. The supervisor keeps the copy on file in case an audit is required. 
 

Additional payment information:  
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Appendix F 

Blue Ridge Community and Technical College 

Student Employee Evaluation Form 
Return this completed form to the Human Resources Office 

 

Student’s Name ________________________________________________________________ 

EPICS # _______________________________________________________________________ 
 

Check the appropriate block 

EFFECTIVENESS CHECKLIST 

 Fails to Meet 
Expectations 

Meets 
Expectations 

Consistently 
Exceeds 

Expectations 

Is Punctual    

Gives timely notification of absences    

Completes job assignment    

Displays initiative (self-starter, does work 
on his/her own 

   

Is a dependable worker    

Uses time wisely    

Cooperates well with co-workers    

Is not wasteful, takes care of equipment    

Is respectful to those being served    

Uses effective communication skills    

Complies with department rules 
(procedures, dress code, confidentiality, etc.) 

   

Applies organizational skills    
 

EFFECTIVENESS IMPROVEMENT CHECKLIST 

Shows interest in improving effectiveness    

Finds new approaches to completing work    

Continually improves on job skills    
 

Supervisor’s comments and summary: 

Please note that remarks about needing improvement are not necessarily a negative. Efforts to improve, which are encouraged, 

require feedback about goals to seek.) 
 

Supervisor’s signature ____________________________________________ Date _______________________ 
 

Student’s signature ______________________________________________ Date _______________________ 
 

My signature indicates that I have discussed this evaluation with my supervisor 
 

 If student is no longer with the department, please complete the evaluation and write “no longer in department” on 

Student Signature line. 
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Appendix G 

Blue Ridge Community and Technical College 

Student Employee Separation Form 
 

Name of Student Employee: ______________________________________________________ 

 

Position: ______________________________________________________________________ 

 

Department: ______________________________ Supervisor: ___________________________ 

 

Dates of Employment: from ___________________________ to _________________________ 

 

Reason for separation: 

 

______________ Resignation from Student Employee 

 

______________ Termination by Supervisor 

 

______________ Other: __________________________________________________________ 

 

Explanation of actions: ___________________________________________________________ 
    

____________________________________________________________ 
 

____________________________________________________________ 

 

Please attach history of disciplinary actions if separation is a termination. 

 

Eligible for Rehire: 
 

___________________ Yes 
 

___________________ No 

 

Signature of Supervisor: ____________________________________ Date: _________________ 

 

Printed name of Supervisor: _______________________________________________________ 

 

 


