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individual life and society through high-quality, accessible 
educational programs and engaged learning opportunities. 
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Student Employment Program  
 
The student work program at John A. Logan College is designed to serve three basic 
purposes:  provide a means of income for those students that have established a financial 
need in order to attend college, provide an opportunity for students to gain work experience 
in a systematic and professional environment and provide valuable and needed assistance 
to faculty and staff in each division. 
 
The student work program is financed through the regular College budget and also through 
work-study, a program funded by the federal government and administered by John A. 
Logan College. 
 
Enroll ment Requirement  
 
Any student seeking a student work position must make application through the Career 
Services Office located in Room C215.  However, before an application for on-campus 
employment can be activated, the student must have completed all of the adopted College 
requirements listed under the guidelines and criteria for the employment of student workers 
(Administrative Policy #811). 
 
To be eligible for on-campus employment, students must carry at least six (6) semester 
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Eligibility to Work in the United States  
 
Pursuant to the Immigration Reform and Control Act of 1986, the College requires all 
employees to complete a Department of Homeland Security, U. S. Citizen and Immigration 
Services, Employment Eligibility Verification Form (I-9).  The documents that are accepted 
for demonstrating eligibility are listed on the I-9 form. 
 
Limitations to Student Employment  
 
Student workers are allowed to work no more than 16 hours per week except during break 
and the summer, at which time they may work up to 20 hours per week.  The only 
exception to these new hours will be for areas which are specifically related to safety and 
security (lifeguard and computer lab student workers). 
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Employment Files  
 
The employment files of student employees are kept in the Career Services Office.  
Student employees can review their employment file during normal hours of operation.  If 
your student employees would like to review their file, advise them to bring photo 
identification to Career Services, in Room C215. 
 
TimeClock Manager  
 

�x Student Workers should immediately visit the Human Resources office to complete 
new hire paperwork.  Two forms of ID are required. 
 

�x Student Workers are paid on a semi-monthly basis and may elect to participate in 
the College electronic direct deposit system or may elect to receive a check. 

 
�x You will use a software program called TimeClock Manager to approve work hours. 

 
Tell Your Student Employees I t Is Important That They Remember : 

Payday is 7 days after the period ends; 
 (Adjusted to the last workday prior when there is a weekend or Holiday) 
 
Pay Periods: 
 

�x 1st through the 15th (paid on the 22nd) 
 

�x 16th through the 31st (paid on the 7th) 
 
Procedures for Hiring a Student Employee  

1. As with  every position on campus, the hiring process for a student employee 
position starts with a job description.  

 
If a job description is already on file with Career Services and you do not want to 
make any changes; you may notify Career Services to post the position. 

 
If your opening will be a newly created student employee position, you must 
complete a Student Worker Job Description form, located on the Intranet under 
“forms used campus wide”. 

 
The form has fields for a variety of information:  all fields are required. 

 
Send the completed form to Career Services.  
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2. Review you r budget and determine if y ou have adequate f unds.  
 

If you are uncertain, you will need to check with your immediate supervisor. 
 
3. Notify Career Services w hen you wish to fill a position.  

 
Please notify Career Services that you wish to fill a position, by phone at extension 
8424, or email bethhanner@jalc.edu. 

 
4. Career Services w ill post your opening.  

 
Current openings are displayed in the Career Services Office in Room C215.  All 
positions will be posted for a minimum of 5 days or until the position is filled. 
 

5. A John A. Logan College s tudent employment a pplication is required from all  
interested candidates.  

 
Those students interested in applying for on-campus student work positions must 
make official application through the Career Services, Room C215. 

 
6. Career Services w ill forward applications to you for your review.  
 

Career Services personnel will attempt to match a student’s academic background 
and previous work history with corresponding departmental vacancies.  This 
information is then forwarded to the individual student worker supervisors in order 
that they can compare various applicant credentials and make a final decision 
regarding the employment of a student worker.  The actual decision to hire a student 
is not made by the Career Services; the final decision is made by the supervisor in 
charge of the specific work site.  Career Services will; however, assist both the 
student applicant and the supervisor in making certain that all established guidelines 
and procedures are followed according to policy during the hiring process, and 
thereafter.   

 
7. You conduct interviews.  

 
If you are interested in interviewing a given student, please contact him or her 
directly to schedule a time. 
 
Career Services has compiled a list of interview questions that you can use to 
determine if a student has certain desirable skills and characteristics.  These 
questions are on pages 17, 18, and 19. 
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8. Hiring Decision  
 
Once the supervisor makes a decision on filling a vacant position, the student and 
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A supervisor’s primary responsibility is providing student employees with adequate 
guidance, training, and support.  You are responsible for the work that your student 
employees do.  Many students have a great deal of potential but very little work experience, 
and your patience and support can help them develop that potential and become a valuable 
asset to the department as they gain important work experience. 
 
Make certain that all criteria and guidelines listed under Administrative Policy #811 (policy 
for the employment of student workers) are followed and completed. 
 
After the student has been hired, set time aside to orient the student to the department.  It 
is suggested that the supervisor reinforce topics discussed at the interview as well 
as the additional topics listed below:  
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Although it may be difficult to establish a formal training program for student employees, 
good personnel practices require that every new worker be oriented to the organization of 
the specific workplace and trained to perform necessary tasks.  If you supervise student 
workers at John A. Logan College, you have the following responsibilities:  
 

1. Submit a complete job description or responsibilities and duties for each student 
work position to Career Services. 
 

2. Inform the student of his/her role in the department and the standards of behavior 
expected from all employees. 

 
3. Assist the student in developing skills and procedures necessary to perform 

assigned tasks. 
 

4. Provide a work space that is safe and free from hazards 
 

5. Keep communication lines open, clear, and constructive. 
 

6. Set a good example. 
 

7. Treat student employees according to their rights, which are the same as all 
employees, as defined by applicable College, state, and federal regulations. 
 

8. Evaluate each student employee one time per semester and forward the evaluation 
to Career Services. (evaluation forms will be sent fall and spring semesters) 

 
9. Work with your student employees to establish regular work schedules, making it 

clear that you expect them to follow these schedules. 
 

10. Give a student’s academic progress priority by allowing flexibility in scheduling 
during exam times. 

 
11. Verify the accuracy of your student worker’s Timeclock before approving it.  The 

person who signs as supervisor confirms the hours worked as they appear on the 
Timeclock.  Timeclock entries become official records open to audit by the federal 
government, and supervisors are accountable for the accuracy of the records. 

 
12. Respond to Career Services when you are notified that your employee does not 

meet the enrollment requirement for student employment. 
 
13. Notify Career Services when the student ends their employment. 
 
14. Supervisors should not ask 
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 A. Ensure the work off campus is justifiable. 
 B. Request written approval from the appropriate Vice President. 
 C. In memo format ask the student worker if they have a valid driver’s license  
  and insurance.  (document with student’s signature) 
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If you are going to terminate a student employee because he or she is not satisfactorily 
completing the essential functions of the position, Career Services asks you to adhere to 
the following procedure (except if the student engaged in gross misconduct).  Begin by 
talking to your student employee regarding his or her unsatisfactory performance and make 
suggestions for improvement.  If he or she is still not completing satisfactorily the essential 
functions of the position, give the student employee a verbal warning.  If his or her 
performance does not improve, give the student employee a written warning.  If after the 
written warning the performance doesn’t improve, terminate the student employee.  Please 
provide Career Services a copy of the written notice.  Information will be retained in the 
student’s personnel file. 
 
Notify Career Services When a Student Employee Ends Employment in Your Office 
for Any Reason.   
 
Career Services is required to maintain accurate student employee records.  The only way 
we can achieve this goal is with your help. 
 
When a student employee ends employment in your office, please notify Career Services.  
The supervisor will need to complete the Student Employee Recommendation Form which 
can be found on the Intranet under Forms Used Campus Wide.  If a student is being 
terminated and no other student is being hired at that time, indicate it as a termination and 
the termination date.  Complete the rest of the form.  If it is only a termination, then the only 
signature that is required is the immediate supervisor’s. 
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General Tips  
 

�x Prior to providing a reference, obtain consent from the person about whom the 
reference will be given.  If you are unaware that the job applicant has named you as 
a reference, ask the prospective employer for verification that the individual has 
given consent for the reference.  Such verification could include a copy of the 
student’s signed application listing you as a reference, your name listed as a 
reference on the student’s resume, or verbal confirmation by the student to you. 
 

�x Don’t guess or speculate – if someone asks you questions regarding personal 
characteristics about which you have no knowledge, state that you have no 
knowledge. 

 
�x Document all information you release. 

 
�x Illinois law provides protection to supervisors who provide truthful information to 

prospective employers.  The Employment Record Disclosure Act (745 ILCS46/1 et. 
seq.) grants protection from civil liability for any employer who provides truthful 
written or verbal information, or who has a good faith belief in the truthfulness of the 
information provided, regarding a current or former employee’s job performance. 

 

Written References 

 
1. Provide a written reference only if a student employee has given your name as a 

reference and a signed authorization form is on file.  (Authorization form located in 
Appendix) 
 

2. When you prepare reference letters, be factual; do not editorialize.  Avoid vague 
statements. 

 
3. Respond to the specific inquiry about the student employee.  Direct the response to 

the particular person who requested the information. 
 

4. If a “to whom it may concern” reference letter is requested, document that this is the 
type of reference requested and that the student or job applicant takes responsibility 
for disseminating the letter to the proper persons. 

 
5. Relate references to the specific position for which the person applied and the work 

that the applicant will perform. 
 

6. Information given should be factual, based upon personal knowledge/observation of 
the student employee through direct contact with the student employee. 
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7. A good practice is to avoid giving personal opinions or feelings.  However, if you 
make subjective statements or give opinions because they are requested, clearly 
identify them as opinions and not as fact. 

 
8. If you give an opinion, explain the incident or circumstances upon which you base the 

opinion. 
 

9. State in the reference letter, “This information is confidential, should be treated as 
such, and is provided at the request of [name], who has asked me to serve as a 
reference.”  Statements such as this give justification for the communication and 
leave no doubt that the information was not given to hurt a person’s reputation. 

 
 10. Do not include information that might indicate the individual’s race, color, religion, 

national origin, age, disability, citizenship status, sex, or marital status. 
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SAMPLE REFERENCE LETTER 1  
 
 
 
[Date] 
[Name] 
[Title] 
[Address] (Address of the person to whom you are writing) 
 
Dear [Name of Potential Employer]: 
 
This reference letter is provided at the request of [name of current or former student 
employee].  It is my understanding that [name] has applied for the position of [job title] with 
your organization.  The information contained in this letter is confidential and should be 
treated as such.  It should not be disclosed to anyone within your organization who would 
not be involved in the hiring decision regarding this individual. 
 
[Name] has been employed as a student employee in the Office of [Office Name] since 
[date].  In this position, [he/she] had responsibility for [explain the person’s main 
responsibilities in this position].  [State your estimation of his/her performance, based upon 
performance appraisals or other work records that would support your evaluation.]  [Name] 
interacted well with co-employees, was reliable, and showed good judgment.  [Give 
examples.] 
 
If you would like to discuss this further, please feel free to contact me at [phone number]. 
 
Sincerely, 
 
 
 
[Signature] 
[Typed Name] 
[Title] 
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SAMPLE REFERENCE LETTER 2  
 
 
 
[Date] 
 
[Name] 
[Title] 
[Address]  (Address of the person to whom you are writing) 
 
Dear [Name of Potential Employer]: 
 
It is with great pleasure that I recommend [name of student employee] for [position title] at 
[name of company].  As [your job title] at John A. Logan College, I have worked with [name 
of student employee] while employed from [dates] in the Office of [office name].  In this 
capacity, [name of student employee] was responsible for [lists duties].  [Name of student 
employee] is a diligent and dedicated employee who will no doubt be an asset to your 
company. 
 
[Give specific examples of the student’s work and your evaluation of the student’s 
performance.  Your evaluation should be based on observation and any documented 
performance evaluations of the student.] 
 
[Cite another example of the student’s work that draws similarities between work he/she did 
in your office and the work required by the prospective employer.  You should be able to 
derive your examples based on the initial conversation you and the student employee had 
about writing the letter of recommendation.] 
 
The information contained in this letter is confidential and should be treated as such.  It 
should not be disclosed to anyone within your organization who would not be involved in 
the hiring decision regarding this individual. 
 
If you would like to further discuss [name of student employee’s] employment with the 
Office of [office name], please do not hesitate to contact me. 
 
Sincerely, 
 
 
 
[Signature] 
[Typed Name] 
[Title] 
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SAMPLE REFERENCE LETTER 3  
 
 
 
[Date] 
 
 
 
Subject:  Letter of Recommendation for [name of student employee] 
 
To Whom It May Concern: 
 
Note:  The information contained in this letter is confidential and should be treated as such.  
It should not be disclosed to anyone within your organization who would not be involved in 
the hiring decision regarding this individual. 
 
[Name of student employee] worked under my supervision as a student employee from 
[dates of employment].  [Name of student employee’s] responsibilities included [list job 
duties].  During the course of employment, [name of student employee] proved to be 
[describe the type of worker the student was]. 
 
[State specific duties the student performed and your evaluation of the work done.  
Describe the student’s strengths, skills, and talents.] 
 
Overall, I strongly recommend [name of student employee] for a position in the [name the 
industry].  If you would like to further discuss [name of student employee’s] employment 
with the Office of [office name], please do not hesitate to contact me. 
 
Sincerely, 
 
 
 
[Signature] 
[Typed Name] 
[Title] 
 
Sample letter 3 taken from http://resume.monster.com/articles/recommendation 
  



17 
 

INTERVIEW QUESTIONS FOR STUDENT EMPLOYEES 
 
 

Looking for People Skills  
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Looking for Responsibility  
 

�¤ 
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Appendix  
 

 1. Administrative Policy #811 
 
 2. Campus Student Work Program – Job Description 
 
 3. Employee Recommendation 
 
 4. Student Worker Evaluation Form 
 

 5. Authorization For Release of Academic Information 
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Employment of Student Workers   
(Continued)  Administrative Policy  811 

 
10. Student workers will not be permitted to begin work until the employee recommendation form has been 

properly completed by the student worker supervisor, and necessary approval signatures have been 
secured. 
 

11. Student employees may not work more than five hours continuously without a half-hour unpaid 
break. 

 
12. If a student worker is leaving at the end of the semester, the student should be terminated immediately 

at the end of the final exam week. 
 
Exceptions to these rules may be made on an emergency basis if approved by the vice-president for 
administration, or the president. 
 
 
 
 (Original signed by Dr. Mike Dreith) 
 
   
 PRESIDENT 
 
 April 4, 2013  
 DATE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED: JUNE 5, 1990 
AMENDED: JULY 15, 1996; OCTOBER 20, 1998; JULY 1, 2003; SEPTEMBER 20, 
 2007; APRIL 12, 2010; AUGUST 17, 2012; FEBRUARY 25, 2013 
CROSS REF.: BOARD POLICY 8151 
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 John A. Logan College 
 Campus Student Work Program Job Description 

 
Any John A. Logan College employee who supervises a student worker should provide the 
designated information concerning each specific student worker position. 
 
 
Location of student worker position:    

 




