CAMPUS EVENTS 
 STUDENT EMPLOYMENT MANUAL
2009
        Welcome to the Campus Events Department!  Our department is deeply committed to the Christian values held by Messiah College.  We would hope that you maintain the same level of ethics in your work area that you would elsewhere on campus and aspire to a greater understanding of your fellow worker.  We hope you will find the job in our department to be a learning experience and that as you grow in your academic knowledge and Christian service at Messiah you will gain valuable experience in your job as well.  Working with your supervisor to develop qualities of leadership, responsibility, and cooperation are some of the goals that we strive to achieve in this department.  Please take the time to read this manual so that you are aware of our expectations and guidelines empowering you to become a valuable employee.  You are responsible for all of the items contained in the manual.  If you fail to follow any part of these guidelines, lack of knowledge is not an acceptable excuse.  If you have any further questions, please contact the Campus Events Office.  

SCHEDULE

Each student worker has an individual schedule.  You are expected to work as you are scheduled.  Please read the following policy concerning absences from work.  If you have any questions concerning this policy, contact your supervisor or the Campus Events office.

Reporting your work time

The time that you have worked is reported on a time sheet.  Your Supervisor generates the time sheets on the computer.  You MUST sign your time sheet at the end of your last scheduled work day for the two-week pay period or we cannot pay you.  Be sure to check the number of hours worked to make certain they are correct.  


You are expected to arrive at your place of work before starting time.  Chronic lateness can result in disciplinary actions. 


Deliberate FALSIFICATION of time sheets or other work-study records can be considered embezzlement of FEDERAL funds and is punishable under the law.  A supervisor has the right to TERMINATE an employee guilty of falsification of time sheets.
Students are paid bi-weekly and a payment schedule will be published on MC Square. 
Student Absences

Each student will have a Supervisor. All students assigned to the Campus Events Department are expected to work as scheduled by their immediate Supervisor.  After schedules are finalized, a list of students that work in your department will be posted for substitution purposes.  Only students on that list may be used as subs.

Student workers may be excused from work for the following reasons:  

1.
Illness.  The Immediate Supervisor requires verification of illness by the Health Center Staff for each day the student is absent.  Supervisor will arrange coverage
2.
Field trips.

3.
Collegiate sports player; scheduled events and practices only.

4.
Officially scheduled academic activities by a professor.

5.
Choir, orchestra, theater members; scheduled performances and practices only.

6.
Family emergencies.


The Supervisor must be notified as soon as possible if you are unable to work. In cases 2 through 6, the student will be responsible for finding a sub, and if they cannot, they will need to make arrangements with their Supervisor to cover the work - a minimum of 24-hour notice is expected.  Subs must be employees of the Campus Events Department.
Students may not be excused from work for the following reasons:

1.
Paper or project is due.

2.
Study for an exam or to study with someone else.

3.
Recreational activities.

4.
Committee meetings.

An immediate Supervisor may use his or her discretion regarding the following:

1.
Attendance at concerts or sports events on campus.

2.
Senate and other student government meetings.

3.
Floor/dorm meetings that are not mandatory.

4.
Early departure for the weekend.

5.
Going to see a professor or advisor.
Communicate – Communicate – Communicate!

Student workers must always try to find a sub first.  If a sub is not available, they must notify their Supervisor at least twenty-four hours in advance.  You must email the supervisor and CC: the Sub to confirm the date and time they will be working for you.

Audio Equipment Policy

Headphones or speakers that are carried on one’s person and connected to audio equipment are not allowed at any time!  If you are seen wearing them while on duty, you will be asked immediately to remove the items from your person.
Academic Buildings/Satellites


The use of audio equipment is allowed during the hours between midnight and 5:30am.  Use is prohibited at all other times.  The use of audio equipment should not impede the work progress.  Volume and type of music must be such that it does not offend other workers or contradict the ethos expectations of Messiah College.  The Shift Supervisor has authority over the use and may regulate or disallow at his/her discretion.

Residence Buildings


The use of audio equipment is allowed in residential buildings.  The use of audio equipment should not impede the work progress.  Volume and type of music must be such that it does not offend other workers or contradict the ethos expectations of Messiah College.  The Shift Supervisor has authority over the use and may regulate or disallow at his/her discretion.

WORK PERFORMANCE EVALUATION

Your work performance will be formally evaluated at the end of each semester and placed on file.  See attached form.

WORK KEYS
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 Category Conversation

First 

Warning

Second 

Warning

Final

Warning

Termination/

No Rehire

Quality issues x x x x x

Falsifying a

Work Record

At Hiring At Hiring At Hiring x x

Insubordination x x x x x

Lateness 

(with no calls)

x x x x x

No Show for 1 day 

(with no calls)

At Hiring x x x x

Attempt(s) to contact

must be documented

No Show for 3 

consecutive days

(with no calls)

At Hiring At Hiring At Hiring x x

No Show for 5 

consecutive days

(with no calls)

At Hiring At Hiring At Hiring At Hiring x

Theft At Hiring At Hiring At Hiring x x

Unauthorized

Borrowing

At Hiring At Hiring*At Hiring* x x

Unsafe Act x x x x x

Student Warning Chart

Daily attempts to contact

must be documented.  After

two no show days a Final 

Notice blue sheet will be 

sent to the student.



* Severity of warning is at 

supervisor's discretion, 

depends on item borrowed


Keys are issued to individuals according to the needs of their assignment.  They are to be used for work only.  Misuse of keys can lead to disciplinary action or termination.  You should know where your keys are at all times.  Keys that are assigned to you should never be lent to other people.  Keys that are lost are to be reported to your Supervisor immediately.  You are financially responsible for lost keys.  A lost key will cost you $60.00 per door that it opens.
DRESS

You are expected to wear clothes that are suitable for cleaning. Remember that you are representing the college and should choose your clothes appropriately.  All employees must always wear shoes and they must be closed toe shoes.  Supervisors will ask you to change inappropriate footwear immediately.  

Note for Croc Wearers – Crocs that have holes are not acceptable and will be treated as sandals or flip flops.  

NO SANDALS - NO FLIP FLOPS - NO EXCEPTIONS!
TRASH HANDLING

At times trash cans contain sharp items.  It is important to handle trash with care and caution.  You should not place your hand into trash containers to push the trash down.  You must wear gloves!

WORK PLACE INJURY REPORTS

Any injury experienced while on duty must be immediately reported to your shift supervisor and an occupational injury form completed within 24 hours. Your supervisor has access to these forms and they must be completed immediately.

DEPARTMENTAL PROCEDURES AND METHODS

There are standardized methods and procedures by which we accomplish our tasks.  This facilitates teamwork and enables workers to move in and out of any work location more easily.  Your supervisor will train you in these procedures along with safety procedures as well.  

LOST AND FOUND

All employees are expected to turn in all lost articles, which have been found.  Please give them to your supervisor.

PHONES AND COMPUTERS
Personal use of phones and computers while on the job is strictly prohibited.  Checking of personal phone-mail and e-mail is not permitted while working.  Student workers are not allowed to use office computers for personal use.  Student workers may use office computers only for job related business if they are directed to do so by their immediate supervisor on a day to day basis.  Phones are available for emergency use only.
NO WORK DURING CHAPEL
Campus Events strongly supports the Chapel Program of the College.  We feel that spiritual enrichment is a vital aspect to a student’s education.  Student workers will not be required to work nor will they be allowed to work during Chapel time.  Student workers will not be excused from Chapel attendance for Campus Events work.
DEPARTMENTAL PERFORMANCE DISCIPLINE/JOB TERMINATION

The student employee handbook outlines steps to be taken when it becomes necessary to deal with, incompetence or poor attitude on the job.  If a student does not report to work, is incompetent or has a poor attitude, the following steps will occur:

1. In some cases a situation with a student worker will be handled with a conversation.

2. The student worker is given a First Warning by his or her supervisor if the situation continues unresolved.  The problem is to be discussed and ways to improve will be specified at that time.

3. If the problem still exists after the specified time period elapses, the supervisor conducts a disciplinary interview with the student worker and issues a Second Warning.

4. If a student remains uncooperative after the Second Warning, (a third and Final Warning may be given) or the student's work assignment may be terminated (see your Financial Aid Student Employment Handbook for more info).

Note: If a situation arises in a different warning category, a student will receive the next warning (i.e. if they received a First Warning, they will receive a Second Warning
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IMPORTANT PHONE NUMBERS
Campus Events Manager

  Scott Zeigler
Ext. 2940

Campus Events Administrators 

  George Blackburn (Days)
Ext. 7322

  Chuck Pulis (Nights)
Ext. 7383


Campus Events Adm. Asst.
 Denise Blackley         Ext. 7145

Safety/Dispatch Office  

                                  Ext. 6005

Fire/Emergency/Ambulance




          991

	Direct Supervisor Phone Numbers:

	Chris Amey
	7201
	Toni Michael
	7081

	Dave Anderson
	7204
	Suellen Neidigh
	3917

	Linda Blaine
	2281
	Jean Peck
	7383

	Bob Brubaker
	5624
	Jeff Pilsitz
	7107

	Val Curd
	2283
	John Shaffer
	3949

	Theresa Day
	2191
	Kent Sheaffer
	7189

	Katie Deitch
	3919
	Matt Showers
	2549

	Ray Derk
	7286
	Heidi Shultz
	7202

	Bob Erb
	7383
	Mandy Summers
	2414

	Elvin Eshelman
	3918
	Sue Summerville
	7221

	Jim Fackler
	7121
	Lynda Tritt
	7155

	Ted Gingrich
	7062
	Mike Vandrew
	6727

	Gene Heintzelman
	3680
	Mike Wadlinger
	3566

	Don Heistand
	7132
	Holly Windsor
	2271

	Gloria Hile
	2650
	Bob Wulffleff
	3905

	Joe Holtzinger
	2330
	Elick Yeadon
	2324


I have read this manual and understand the expectations in its contents   -   
Printed Name ______________________________________________________
Signature _________________________________________________________       
Date ___________________       
Job Assignment ____________________________________________________
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		Student Warning Chart

		Warning
 Category		Conversation		First 
Warning		Second 
Warning		Final
Warning		Termination/
No Rehire

		Quality issues		x		x		x		x		x

		Falsifying a
Work Record		At Hiring		At Hiring		At Hiring		x		x

		Insubordination		x		x		x		x		x

		Lateness 
(with no calls)		x		x		x		x		x

		No Show for 1 day (with no calls)		At Hiring		x		x		x		x		Attempt(s) to contact
must be documented

		No Show for 3 consecutive days
(with no calls)		At Hiring		At Hiring		At Hiring		x		x		Daily attempts to contact
must be documented.  After
two no show days a Final Notice blue sheet will be sent to the student.

		No Show for 5 consecutive days
(with no calls)		At Hiring		At Hiring		At Hiring		At Hiring		x

		Theft		At Hiring		At Hiring		At Hiring		x		x

		Unauthorized
Borrowing		At Hiring		At Hiring*		At Hiring*		x		x		* Severity of warning is at supervisor's discretion, depends on item borrowed

		Unsafe Act		x		x		x		x		x






