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The data in this handbook reflects an accurate picture of Columbia Basin College at the time of
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Changes, if any, will be announced prior to their effective dates. Revised January 2012

1|Page

TABLE OF CONTENTS
Introduction

4

STUDENT EMPLOYMENT
Where do Students Work?

5

College Work Study Program

5

Who is Eligible to Receive Federal Student Aid

5

Athletic Scholarship Employment

6

On-Campus Student Employment

6

Eligibility for Summer Hire

6

Summer Employment for Students Who Are Eligible for Work Study

7

Summer Quarter Social Security Deductions

7

ON-CAMPUS EMPLOYMENT POLICES AND PROCEDURES
Equal Employment Policy

8

Drug Free Work Place Policy

8

Sexual Harassment Policy

8

Eligibility Criteria for Working On-campus

8

Application Procedures

8

Hours of Employment

10

Employment During Non-Enrollment Periods

10

Wages

10

Benefits

10

Payroll

11

Student Employment Termination

11

Steps for Termination

12

Student Rights

13

Student Responsibilities

13

2|Page

WORK PERFORMANCE EXPECTATIONS
Hours

14

Schedule

15

Responsibilities

15

Appropriate Work Attire

15

Attendance

15

Confidentiality

15

Answer to Commonly Asked Question

16

3|Page

STUDENT HANDBOOK
INTRODUCTION
Student Employment at Columbia Basin College serves three purposes:
1. To provide employment for students enabling them to earn a portion of their
expenses while pursuing a college education.
2. To enhance the educational development and growth of students by providing
work-related learning experiences.
3. To provide academically-related work experience which may be of value
vocationally in post-college years.
Student Employment at Columbia Basin College is committed to assisting students with
their employment needs. For further information contact:

Student Employment
Columbia Basin College
2600 N. 20th Ave.
Pasco, WA 99301
Phone: (509) 542-4875
Fax: (509) 547-3673
Website: http://jobs.columbiabasin.edu
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STUDENT EMPLOYMENT
WHERE DO STUDENTS WORK?
Student jobs are available in nearly every academic area and administrative office oncampus, encompassing a wide variety of skills and responsibilities.

COLLEGE WORK STUDY PROGRAM (CWS):
College Work Study is a federally subsidized employment program which provides
financial assistance to students by compensating them for work they perform. In order
to be eligible for Work Study, a student must file a Free Application for Federal Student
Aid (FAFSA) and be determined to have a demonstrated need. Work Study is one
component of the financial aid package and governed by federal regulations. Each
student is awarded a set dollar amount which determines the number of hours per
week they are eligible to work.

WHO IS ELIGIBLE TO RECEIVE STUDENT AID?
•

To be eligible to receive Federal Student Aid, you must meet the following
requirements:

•

Be a US citizen or eligible non-citizen

•

Have a valid social security number

•

Comply with Selective Service registration, if required (See www.sss.gov for
more information)

•

Have a high school diploma or a General Educational Development (GED)
Certificate or pass an approved ability-to-benefit (ABT) test.

•

Be enrolled or accepted for enrollment as a student working toward a degree or
certificate in an eligible program at a school that participates in the Federal
Student Aid program.
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Also:
•

Students must not owe a refund on a federal grant or be in default of a federal
student loan

•

Students must have financial need (except for unsubsidized Stafford loans)

•

Students must not have certain drug convictions

•

Students must not be receiving aid at another institution at the same time.

Note: Other requirements may apply. Contact our Financial Aid Office for more information:
(509) 542-5504.
To be eligible to work on-campus, students must also:
•

Be enrolled in at least 6 credits of degree-required classes at Columbia Basin
College each quarter they are working (with the exception of summer).

•

Maintain academic progress (at least a 2.0 GPA).

ATHLETIC SCHOLARSHIP STUDENT EMPLOYMENT
Students who receive athletic scholarships earn their scholarship dollars through an oncampus work opportunity. Scholarships are awarded in increments of $500 or $1,000 for
the entire academic year.

ON-CAMPUS STUDENT EMPLOYMENT (Non-Work Study)
Many opportunities for student work experience are available throughout campus that
do NOT require students to demonstrate eligibility for financial aid. All available oncampus positions are posted on the Job Board located in the Hawk Union Building
(HUB) and also via the internet at: http://jobs.columbiabasin.edu.

ELIGIBILITY FOR SUMMER HIRE
1. Students must be enrolled in at least a 1 credit degree-required course at CBC
during the Summer quarter or be pre-registered for at least 6 credits of degreerequired courses in Fall quarter. If a student is registered for Summer classes
only, their employment will end at the completion of Summer quarter.
2. Students must have proof of registration (class schedule) on file at Student
Employment prior to their placement.
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SUMMER EMPLOYMENT FOR STUDENTS WHO ARE
ELIGIBLE FOR WORK STUDY
Students who were eligible for Work Study Spring quarter may work under the HED
program in the Summer. HED funds, however, are not Title IV funds and may impact
their DSHS Grant if the student is receiving aid.
To be eligible for HED, students must:
•

Be enrolled in at least a 1 credit degree-required course at CBC during the
Summer quarter or be pre-registered for at least 6 credits of degree-required
courses in Fall quarter.

•

Have Financial Aid forms completed and on file in the Financial Aid Office for
the upcoming academic year.

•

Have a signed Referral Form from their supervisor for Summer quarter.

•

Meet with the Financial Aid Director.

SUMMER QUARTER SOCIAL SECURITY DEDUCTIONS
During Summer quarter, student employees are required to have Social Security and
Medicare deducted from their paychecks. The student contribution will be 0.0765% of
their gross salary and Columbia Basin College will match an equal amount in payment.
Any student who works on campus after the completion of Summer quarter (during the
break between Summer and Fall quarters) will also have Social Security deducted from
their paycheck. Students who continue to work during Fall quarter, and are enrolled in
a minimum of 6 credits of degree-required courses at CBC, will be exempt from paying
Social Security and Medicare at that time.
Note: Student employees attending college may be exempt from paying Social Security and
Medicare during Summer quarter if they are enrolled and regularly attending classes (Internal
Revenue Bulletin Notice 2004-12). For any student worker who is not currently enrolled and
attending classes, Social Security deductions will be withdrawn from their paycheck.
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On-Campus Employment Procedures
The procedures listed below pertain to both work study and non-work study on-campus student
work experiences.

EQUAL EMPLOYMENT, DRUG FREE WORKPLACE
AND SEXUAL HARASSMENT POLICIES
CBC exists in an environment of diversity, fairness and equity to ensure that the people
of Benton and Franklin counties have access to educational programs providing
sufficient knowledge for higher educational achievement, meaningful employment,
basic skills, cultural enrichment, and physical and emotional well-being.
To review Columbia Basin College policies with regard to Equal Employment, Drug
Free Workplace and Sexual Harassment, visit the CBC website for Policies and
Procedures at:
http://www.columbiabasin.edu/home/index.asp?page=1191

ELIGIBILITY CRITERIA FOR WORKING ON-CAMPUS
1. Students must be enrolled in at least 6 credits of degree-required courses at
Columbia Basin College
2. Students must maintain a cumulative GPA of at least 2.0
3. Students must meet the posted requirements of the job

APPLICATION PROCEDURES
On-campus positions are posted on the Student Employment Job Board and the Student
Employment website at http://jobs.columbiabasin.edu . If a student meets the necessary
qualifications, they may apply for these jobs by:
1. Providing proof of enrollment in at least 6 credits of degree-required courses at
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Columbia Basin College (class schedule) to Student Employment.
2. Completing

a

Student

Employment

Application

Form

and

Applicant

Notification and Disclosure Statement in Student Employment.
3. Obtaining a Referral Form from Student Employment and contacting the
necessary Administrator/Supervisor for an interview.
NOTE: Supervisors will not interview students who do not have a Referral Form. If Supervisors
decide to recommend hire, the following will take place:
1. Background checks will be completed.
2. Supervisors will be informed by Student Employment of students’ eligibility to
work.
3. Supervisors will contact students to come to Student Employment to complete
final paperwork.
Process for completing final paperwork in Student Employment:
1. Complete a Student Information Worksheet, a W-4 Form, an I-9 Form, an
Applicant/Recruitment Data Form and a Parent/School Authorization form (if
required).
2.

Submit required identification to determine work eligibility, which may include
a driver's license and Social Security card for photocopying.

3. Read the Student Employment Handbook and sign the Code of Responsibility
for Security and Confidentiality of Records and Files indicating you have read
and understand the contents of both.
NO STUDENT MAY BEGIN WORK UNTIL THEY HAVE COMPLETED ALL THE
NECESSARY

FORMS

IN

STUDENT

EMPLOYMENT

AND

STUDENT

EMPLOYMENT HAS NOTIFIED THEIR SUPERVISOR THAT THEY MAY BEGIN
TO WORK.
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HOURS OF EMPLOYMENT
Students may not exceed an average of 19 hours per week over the period of enrollment
(September to June), WAC 250-40-050(7). During non-enrollment periods (holidays and
quarter breaks), students may work no more than 40 hours per week (supervisor
budget permitting).
College Work Study: The number of hours that a CWS student may work is
determined by their quarterly award, and the current Washington State minimum
wage.
Example: Quarterly Award = $1,977 ÷ $9.04 hourly wage = 219 hours of work per
quarter.
Athletic Scholarship: The number of hours that an Athletic Scholarship student may
work is determined by the amount of their scholarship, and the current Washington
State minimum wage.
Example: Full-Year Scholarship = $500 ÷ $9.04 hourly wage = 55 hours of work per year.
NOTE: Athletic students are awarded a one-time award for the entire year.

EMPLOYMENT DURING NON-ENROLLMENT PERIODS
During non-enrollment periods (holidays and quarter breaks), students may work no
more than 40 hours per week (supervisor budget permitting). {National Association of
Student Financial Aid Administrators (NASFAA) Regulatory reference 675.20(b)}.

WAGES
All students working on-campus are paid at the rate of the current Washington State
minimum wage per hour. All wages will be paid by payroll check. {NASFAA
Regulatory reference 675.24 (b)}.

BENEFITS
Student employees are not eligible for life, health, disability, or any other institutional
employment benefits. State unemployment insurance is not paid by the college.
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Students are therefore not eligible for unemployment benefits. Students are covered
under Worker's Compensation for any injuries sustained while employed on-campus.

PAYROLL
1. All on-campus student employees are paid on the 10th of each month. If the 10th
falls on a Saturday, paychecks will be available on Friday; if the 10th falls on a
Sunday, paychecks will be available on Monday. Checks are available at the
cashier's window. Picture ID will be required for verification.
2. Student employees are required to log in their time via their Online Timecard. In
order to do so, students must view the Online Timecard Tutorial and
successfully pass the quiz. A score of 100% is required for successful completion
in order to begin entering hours.
3. Students are responsible for entering work hours via the online timecard system.
Hours should be computed by the quarter hour. For example: 1.25, 1.50, 1.75, 2.0.
4. Since students are paid only once per month, it is imperative that student
employees follow up with supervisors to ensure that timecards are submitted to
Student Employment on the last day of each pay period as stated on the Online
Timecard Log-In Page. Failure to do so may result in not getting paid until after
the next pay period.
ALL TIMECARDS MUST BE SIGNED BY BOTH THE STUDENT AND THE DEAN
OR ADMINISTRATOR OF THE DEPARTMENT BEFORE THEY ARE SUBMITTED
TO STUDENT EMPLOYMENT. INCOMPLETE TIMECARDS WILL NOT BE
ACCEPTED.

STUDENT EMPLOYMENT TERMINATION
Our hope is that both the student and supervisor will find the employment experience
beneficial. The supervisor can be a key figure in the student's college experience and
their personal growth. Training and feedback are essential in helping students develop
appropriate job skills as well as a positive work ethic and in correcting deficiencies
and/or problems when they develop.
Despite our best efforts, however, there may be occasions when the student or the
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supervisor decides to terminate the working relationship. Whenever a student worker
terminates, for whatever reason, the supervisor must notify Student Employment,
complete a Termination Form signed by the student and the supervisor and return the
last completed and signed timecard to Student Employment. If the department wishes
to re-open the position, Student Employment must be notified as soon as possible.

Student Initiated Termination
There may be times when a student finds it necessary to resign. Proper notice is
required and defined as 14 days. This will allow time for the supervisor to make other
arrangements.

Supervisor Initiated Termination
The supervisor, working in conjunction with their dean and Student Employment, has
the authority to hire and terminate students as deemed appropriate. Sometimes it
becomes necessary to terminate a student employee for reasons such as elimination of
funding, change in need, ineligibility for student employment, or unsatisfactory work
performance.
1. In the event of unsatisfactory work performance, it is recommended that the
supervisor meet with the student to review performance and outline steps for
improvement. Specific suggestions for change should be provided. This is not the
time to be vague but to be clear and directive. When progress is not adequate, it
may be necessary to terminate the student.
2. In the event of funding issues or other institutional-related causes for
termination, it is recommended that students be given as much advance notice as
possible to allow them to look for alternative employment.

STEPS FOR TERMINATION
1. Verbal Warning: Specific areas of concern that need improvement should be
communicated to the student employee. Steps for improvement should be
suggested and expectations clearly defined.
2. Termination:

After allowing the student time to improve, and noting that

progress is not adequate, the supervisor has the right to release the employee
from his/her position.
3. Termination Form Filed: Upon termination the supervisor must fill out and sign
a Termination Form and file it with Student Employment. The form should also
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include a student signature whenever possible. The student's signed timecard
should accompany the Termination Form as well.

STUDENT RIGHTS
The CBC Student Rights and Responsibilities document outlines the rights and
responsibilities of students at Columbia Basin College. Copies of the document can be
obtained from the Library, the Vice President for Student Services’ Office, various other
Student

Services

offices

on-campus,

and

on

the

CBC

website:

http://www.columbiabasin.edu/docs/student-rights-and-responsibilities-2007.pdf.
In the event an on-campus student employee feels his/her rights have been violated or
an action of a College employee taken against him/her is inconsistent with College
policy or usual practice, the student employee should refer to the “Procedure for
Addressing Student Complaints” on page 20 of the document.

STUDENT RESPONSIBILITIES
Each student employee is an important and valuable asset to the successful
operation of Columbia Basin College. We want you to enjoy the association and
expect that you will put forth your very best effort. The following information is
general in nature. Your supervisor will tell you what is expected of you for your
specific job assignment.
1. The people in the office where you are assigned are depending on your help.
Continued tardiness or failure to notify your office whenever you cannot report
to work can be sufficient grounds for termination of your employment.
2. Avoid making appointments that will conflict with your work hours. If you
cannot avoid doing so, please notify your supervisor as far in advance as
possible.
3. When answering the telephone, identify the office in which you work. Your
supervisor may also wish for you to state your name (for example: “Admissions
and Records, John Doe speaking”).
4. Information regarding individual students or staff members that you may come
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in contact with during the course of your work is considered to be confidential
and may not be released. A breach of confidentiality may be cause for
immediate termination.
5. Your friends should not visit you during work hours. Personal phone calls are
highly discouraged and may be made only with your supervisor’s specific
approval.
6. Ask questions whenever you do not understand the instructions given to you;
make sure you understand what is expected of you.
7. You are expected to input time daily via the Online Timecard (Appendix L) and
allow your supervisor access to it. Sign and submit it to your supervisor prior to
the payroll closing date for their signature.
8. Work Study students should keep track of the total number of hours they have
worked as they cannot work beyond the total amount of their award.
9. Work Study students need to notify the Financial Aid Office if their enrollment
status changes or they drop or add courses.
10. If you are a student employee, you must maintain enrollment in at least 6 credits
of degree-required courses at Columbia Basin College. Students who drop below
6 credits during the quarter should notify their Supervisor and Student
Employment immediately.
11. CBC computers are considered to be office equipment and should be used for
work related activities. Checking personal emails, downloading music/screen
savers, playing games, visiting chat rooms, surfing the net or doing homework
are not considered work related activities and are prohibited for student
employees.

Work Performance Expectations
HOURS
Students may not work during time that their classes are scheduled. If there should be
an exception (i.e. class was canceled), then a notation should be made accordingly on
the Final Print of their Online Timecard.
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SCHEDULE
A schedule of work hours must be jointly agreed upon with the supervisor. The
schedule should attempt to meet the needs of both the student and the supervisor. If the
student should be rehired for an additional quarter, the schedule should be
renegotiated.

RESPONSIBILITIES
Student employment is just like any other job. As a student employee, the student
makes a commitment to their supervisor that they will perform the job duties assigned
to the best of his/her ability. Students are expected to be reliable, punctual, and
demonstrate good work habits.

APPROPRIATE WORK ATTIRE
Students are expected to dress in a neat, clean, and appropriate manner. Dress codes
may vary from job to job; therefore, students should check with their supervisor to
determine the appropriate dress for their position.

ATTENDANCE
Student workers must notify their supervisor the day of their absence if they are unable
to report to work. They also are expected to report to work on time or call the
supervisor to inform them of their delay.

CONFIDENTIALITY
Some student employees may be working in offices dealing with student academic and
financial records, institutional data, and/or may have access to conversations which are
of a confidential nature. Students are required to read and sign the CBC Code of
Responsibility for Security and Confidentiality of Records and Files. A breach of
confidentiality may be cause for immediate termination.
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ANSWERS TO COMMONLY ASKED QUESTIONS
CAN STUDENTS WORK MORE THAN ONE JOB ON-CAMPUS?
Yes, students can work more than one job on-campus. However, the total number of
hours a student may work may not exceed 19 hours a week, more than 8 hours in a day,
or more than 5 days in a row (Sunday-Saturday). It is important that students make
their supervisors aware of other jobs they have on-campus, so their work schedules are
not in violation of these requirements.

WHEN AND HOW DO I GET PAID?
Hourly and student employees are paid on the 10th of the month, following the date
that your timecard is turned in. If the 10th falls on Saturday, then checks are received on
Friday the 9th. If the 10th falls on Sunday, checks are received on Monday the 11th.

CAN I GET OVERTIME?
Since students are not allowed to work more than 8 hours a day, or more than 19 hours
a week, students would not be eligible for overtime.

WHAT HAPPENS IF I DROP BELOW 6 CREDITS OF DEGREEREQUIRED COURSES AT COLUMBIA BASIN COLLEGE?
You must stop working immediately and notify Student Employment if you drop
below 6 credits of degree-required courses at Columbia Basin College.

CAN I BE TERMINATED?
Yes, misinterpreting yourself on your application or hiring materials, poor
performance, failure to work scheduled hours, lack of available funding, or any other
generally accepted reason to discontinue employment may result in your employment
being terminated at will.
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CAN I TAKE A BREAK DURING MY SCHEDULED HOURS?
Yes, all employees are allowed to take a ½ hour unpaid lunch break, if they are
scheduled to work longer than five hours. If an employee is scheduled to work a four
hour shift, they are entitled to a 10 minute paid break in the middle of that work shift.

CAN I STUDY WHILE WORKING?
Generally, the answer is no. Your supervisor may make an occasional exception to this
rule if all your work is completed, and you remain available to handle the basic tasks of
your job (assist students, answer phone calls, etc.) If you need to study for a test, your
supervisor may be able to reschedule your work hours. If you complete your work
early, let your supervisor know so that you may be assigned additional tasks if
appropriate. Doing personal business (including studying) while being paid to work
can be a reason to terminate your employment.

HOW DO I KNOW HOW MUCH I HAVE EARNED?
You are responsible for keeping track of each timecard when it is turned in.
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Appendix M

Columbia Basin College complies with the spirit and letter of state and federal laws, regulations and executive orders pertaining to civil rights, equal opportunity and affirmative action. CBC does not discriminate on the basis of sex, race, color, national origin, religion, age, marital
status, physical, mental or sensory disability, sexual orientation or Vietnam veteran status in its educational programs or employment. Questions may be referred to Camilla Glatt, Vice President for Human Resources & Legal Affairs, (509) 542-5548. Individuals with disabilities
are encouraged to participate in all college sponsored events and programs. If you have a disability and require an accommodation, please contact the CBC Resource Center, (509) 542-4412, or TTY/TDD at (509) 546-0400. This notice is available in alternative media by request.

Appendix F

