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A. Introduction
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Change is inevitable in any employment relationship and changes are likely to be made to the
guidelines offered in the student employment manuals. The guidelines outlined in the manuals
are not conditions of employment and may be changed at any time.
The Student Employment Policy and Procedure Manual was created to answer questions,
provide policies, procedures, and outline responsibilities for supervisors. This manual will serve
as a guideline for defining policies of student employment. If you have questions regarding the
manual, please call Student Employment at 513-529-8722. All student employees are
responsible for knowing the policies and procedures, and the employing departments are
responsible for enforcing the policies and procedures. This manual is set up in alphabetical order
by topic. Please see the Resources tab in HireTouch for detailed instructions on how to process
actions through the online hiring system called HireTouch.

B. Background Checks
General Information
Miami University requires criminal background checks on all student employees who are
designated residential youth camp employees or as a babysitter/caregiver. This designation will
include any individual specifically hired to work with and provide residential services to
programs (credit and non-credit) attended by individuals who are aged 18 or younger, and whose
participants reside one night or more on campus, or are providing assistance with changing of
clothes. This will include programs and camps offered through all divisions of Miami University.
The results of all background checks will be forwarded to Human Resources, not the hiring
department. These records are confidential (not subject to open record requests). If the criminal
background check reveals that an individual has been convicted of or plead guilty to a criminal
offense, Human Resources will review the record to determine if the employee’s employment
must be terminated.

Procedures for Student Employment Criminal Background
check
1) A department posts a job vacancy on HireTouch making a comment in the “Notes to Student
Employment” section stating the position requires a background check. Student Employment
will post the vacancy (internal or external based on department’s selection) noting on the
posting that a background check is required
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2) Interested applicants must apply for the vacancy, and an Employment Recommendation
Request must be submitted for each student. (Please see the Resources tab in HireTouch for
job posting instructions)
3) The department will provide the employee with the Request for a Background Check
(Civilian Fingerprinting) form for the student to complete (section 1) and the department to
complete (section 2, 3, and 5 if the department is paying for the background check)
4) Employee will go to the Miami University Police Department (MUPD) on US 73. Their
hours are Monday-Friday 8am-4pm.
 Student must bring a state ID/Passport (Miami ID is not enough)
 If an employee is unable to come during regular business hours, contact the MUPD to
schedule a special appointment
 If there is an employee who is only scheduled to work on the weekend and will leave
prior to Monday morning, please contact the MUPD to schedule a weekend
appointment
5) MUPD completes the fingerprinting process and notifies Student Employment that they have
been fingerprinted
6) Student Employment will approve the employees Employment Recommendation Request
(once all required paperwork has been completed)
7) The results of all the criminal checks will be sent to Human Resources, not the hiring
department
 These records are confidential (not subject to open record requests). If the criminal
background check reveals that an individual has been convicted or plead guilty to a
criminal offense, Human Resources will review the record to determine if the
employee’s employment must be terminated as set forth in O.R.C.2151.86(C)(1)
8) Background checks are required for each program in which the student is hired
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Cost of Background Checks
If the student employee has lived in Ohio for 5 consecutive years they are required to get:
 The Ohio background check at a cost of $36
If the student employee has lived outside of Ohio during the past 5 years they are required to get:
 The Ohio and FBI background check at a combined cost of $60
The cost of the records check will be charged to the account listed on the Hiring Proposal, not to
the applicant.

C. Benefits
Student employees have a 1.7% benefit rate. The breakdown for the benefit rate for fiscal year
2015-16 is as follows:
.004 Childcare
.086 Workers Comp
.11 Medicare
1.5 Retirement (OPERS)
In addition, if a student works any of the following dates the student will be paid time and a half
due to it being a university paid holiday (charged to the employing department).

2016
Date

Observance

January 1, 2016
January 18, 2016
May 30, 2016
July 4, 2016
September 5, 2016
November 24, 2016
November 25, 2016
December 24, 2016
December 25, 2016
December 28, 2016
January 1, 2017

New Year’s Day
Martin Luther King, Jr. Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Columbus Day
President’s Day Observed
Christmas Holiday Observed
Veterans Day Observed
New Year’s Day
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Miami University’s Affordable Care Act-Implementation Rules for Student Employment Effective with the 2015-16 Academic Year

Student Employees
We do not offer health care to graduate assistants, student employees and intern/externs. In order
to avoid an employer shared responsibility penalty (currently $3000 per qualifying employee) the
following rules must be followed:
Undergraduate Student Employees


Student employment is limited to 22 hours per week during the academic year.



Students may work up to 40 hours per week during periods of non-enrollment (e.g.,
break periods or summer) as long as they are enrolled during the academic year.



Undergraduate students may hold multiple positions up to a maximum of 22 hours.



RA’s may not have additional University employment during the academic year,
they may work up to 40 hours per week during periods of non-enrollment (e.g.,
break periods or summer) as long as they are enrolled during the academic year.



Federal Work Study hours are not included in the ACA calculation

Graduate Student Employees


Graduate Assistants and Teaching Assistants may not have additional University
employment without permission from the Grad School. International Graduate
Assistants and International Teaching Assistants may not have any additional
employment.

D. Break Requirements/Hours per Week
Student employees are not permitted to work more than 22 hours per week during the academic
year and no more than 40 hours per week during the summer and semester breaks. International
students are not permitted to work more than 20 hours per week during the academic year and no
more than 40 hours per week during the summer and semester breaks. These hour restrictions
must be followed regardless of the number of jobs held by the student. Student employees
are to have the following break and lunch structure:
Hours Worked
More than 4 hours
8 hours
More than 8 hours
More than 5 hours (minors only)

Break Required
15-minute break
Two 15-minute breaks
Two 15-minute breaks and a
60-minute lunch
30-minute break

Clock In/Out?
No
No
No for the break
Yes for the lunch
Yes
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Rules regarding Winter Break and Winter (J) Term:
Winter Break:
Student employees can work up to 40 hour per week. (this includes international students)
Students who graduate in December, are no longer permitted to continue working as student
employee (this includes Winter Break or Winter (J) Term).

Winter (J) Term:
Students who are enrolled in the J Term can only work up to 22 hours per week.
Students who are not enrolled in the J Term but enrolled in the Spring Semester can work up to
40 hours per week (this includes international students).

E. Clocking In/Out Payroll Schedule
Twenty four hours after receipt of the “Work Authorization” email, the student will be able to
clock in/out of Kronos using a Badge Reader or the Cisco Phones. Students are not permitted to
start working until the supervisor has received the “Work Authorization” email which is
verification that the student has completed all paperwork.
Hourly students are paid on a biweekly schedule. To view the payroll schedule, please visit the
Payroll Services website. Each student is responsible for clocking in/out using the Badge
Readers or the Cisco Phones; therefore all students are required to work on-campus. Students
are NOT permitted to work off-campus unless special permission is granted from Student
Employment prior to the student working. Special permission requests can be submitted to
studentjobs@miamioh.edu.
*All students are required to clock in/out with the exception of salaried positions.
Student Employees are unable to edit their own punches. Student employee requests for
supervisory edits to punches must be in writing (MU email, departmental form, or hand-written
note). The request must be retained by the supervisor for 3 years either electronically or hard
copy. Emails must be saved to the shared drive; they cannot be saved in an email program.
Please see the Guide to Using Kronos for detailed instructions on how to make supervisory edits
to punches. Edits may not be made to remove overtime. Removing overtime for an employee
may be cause for termination of the Supervisor.
Please refer any other questions pertaining to Kronos to Payroll Services (513-529-6223). More
information on Kronos is also available on the Payroll Services website.

8

F. Confidentiality Agreement
Miami University collects, stores, and distributes large amounts of information essential to the
performance of University business. Although a large portion of Miami University information
is available to the public, a significant portion of our information is protected by state and federal
laws. To comply with these laws and protect the University community, Miami University has
the right and obligation to protect, manage, secure, and control information in its possession.
Any student employee that has access to confidential information maintained by Miami
University, including information about students, parents, faculty and staff should maintain the
absolute confidentiality of all such information.
All student employees that have access to such confidential information must sign the Miami
University Student-Employee Confidentiality Agreement. Any breach of confidentiality by the
student may result in student disciplinary action and/or the termination of employment.
Intentional or deliberate violations may be cause for criminal or civil sanctions.

G. Contact Us
LOCATION:
Department of Human Resources
Student Employment
15 Roudebush Hall
Oxford, OH 45056

PHONE/FAX/EMAIL:
Main Line: (513) 529-8722
Fax: (513) 529-4223
Email: studentjobs@miamioh.edu

OFFICE HOURS:
Academic Year: Monday-Friday 8am-5pm
Summer: Monday-Friday 7:30am-4:30pm

WEBSITES:
http://www.units.miamioh.edu/humanresour
ces/employment/student
(Policies/Procedures)
miamioh.hiretouch.com
(Applicant’s online hiring site)
miamioh.hiretouch.com/admin
(Department’s online hiring site)

H. Departmental Office Policies
Each department is encouraged to create their own student handbook which outlines their
policies and guidelines. Examples of topics to include:
 Disciplinary actions
 Calling off
 Dress code
 Attendance/severe weather
 Phone use/computer use
The handbook should be provided to each student employee to ensure they know and understand
the expectations and guidelines for the department.
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I. Direct Deposit & Direct Deposit Advices
It is mandatory for all employees to have direct deposit with the exception of students with
Federal Work-Study (FWS). Hourly students are paid on a biweekly schedule. To view the
payroll schedule, please visit the Payroll Services website. Salaried students are paid on the last
day of each month. If a student has set up direct deposit through Accounts Payable (usually set
up for Financial Aid refund checks), they must also set up direct deposit for employment since
these records are separate.
Students may set up their direct deposit online by following these procedures:
1. Go to www.miamioh.edu/bannerweb
2. Click “Login to BannerWeb”
3. Click “Employee Services Online”
4. Click “Pay Information”
5. Click “Payroll Direct Deposit Allocation”.
 Follow the instructions provided to input your direct deposit information
 For more information regarding direct deposit, please contact Payroll Services
at 513-529-6223
Students can access their direct deposit pay advice online by following these procedures:
1. Go to www.miamioh.edu/bannerweb
2. Click “Login to BannerWeb”
3. Click “Pay Information”
4. Click “Pay Stub”
5. Choose a “Pay Stub Year”, then click “Display”
6. All pay stubs for the selected year will be displayed. Click the pay stub to access pay
stub detail.
 For more information regarding direct deposit, please contact Payroll Services
at 513-529-6223.
Please note: If a student failed to set up direct deposit, they may pick up their check in Payroll
Services, Roudebush Hall, Room 2, on the pay date. Please call Payroll Services at 513-5296223, if you have any questions.

J. Drug & Alcohol-Free Work Environment
Miami University is dedicated to providing a safe, healthy, and efficient workplace for its
employees and for the entire Miami University community. Therefore, Miami University
recognizes that one of the most important obligations to the employees is to maintain an alcohol
and drug-free workplace. Illegal use or being under the influence of drugs or alcohol is
prohibited on Miami University property. The unlawful manufacturing, distribution,
dispensation, possession, or use of controlled substances is strictly prohibited. Any student
employee who violates any portion of this policy will be subject to disciplinary action up to and
including discharge under the appropriate disciplinary procedures. (Student Handbook Part 4
Chapter 4. - Policy on Alcohol)
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K. Employment Eligibility Requirements
Miami University Students
A. EMPLOYMENT DURING THE ACADEMIC YEAR
During the academic year, Miami University students must be registered for a minimum of six
credit hours per term (in a degree seeking program) to be eligible to work as a student employee.
Exceptions can be made, for one (1) semester, for students who need less than six credit hours to
graduate by submitting a written request for review to studentjobs@miamioh.edu prior to the
student working.
B. EMPLOYMENT DURING THE SUMMER
During the summer, Miami University students must be registered for the current or upcoming
term (in a degree seeking program) to be eligible to work as a student employee.

Other University Students
A. EMPLOYMENT DURING THE ACADEMIC YEAR
During the academic year, Other University students must be registered (in a degree seeking
program) to be eligible to work as a student employee. The student must provide proof of
enrollment (DARS (Degree Audit Reporting System) or acceptance letter) to their direct
supervisor.
B. EMPLOYMENT DURING THE SUMMER
During the summer, Other University students must be registered for the current or upcoming
term (in a degree seeking program) to be eligible to work as a student employee. The student
must provide proof of enrollment (DARS (Degree Audit Reporting System) or acceptance letter)
to their direct supervisor.

Graduate Assistants and Teaching Associates
Graduate students with an assistantship and Teaching Associates need to obtain permission from
the Dean of the Graduate School to work in addition to their teaching/assistantship. If approved,
GA’s and TA’s are not permitted to work more than 10 hours per week outside of their
teaching/assistantship. International students are not permitted to work outside of their
teaching/assistantship due to the hour restrictions associated with their visa.
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Graduate Students
A. EMPLOYMENT DURING THE ACADEMIC YEAR
During the academic year, Graduate Students must be registered for a minimum of six credit
hours per term (in a degree seeking program at Miami) to be eligible to work as a student
employee.
Student Employment terminates Miami graduates after each semester. Hiring departments must
email studentjobs@miamioh.edu if a student will continue to work in their department after
graduation. The email must contain, student’s name, unique ID, position number to leave open,
and anticipated graduation date from graduate school.
B. EMPLOYMENT DURING THE SUMMER
During the summer, Graduate Students must be registered for the current or upcoming term (at
any university) to be eligible to work as a student employee. If the student will be attending
graduate school outside of Miami, they must provide proof of enrollment (DARS (Degree Audit
Reporting System) or acceptance letter) to their direct supervisor.
Student Employment terminates Miami graduates after each semester. Hiring departments must
email studentjobs@miamioh.edu if a student will continue to work in their department after
graduation. The email must contain, student’s name, unique ID, position number to leave open,
graduate school they will be attending, and anticipated graduation date from graduate school.

High School Students/Students Obtaining a G.E.D.
*Miami University policy does not permit the hiring of anyone under the age of 16. For rules
and regulations regarding employing minors, please see the section entitled Minors in this
manual.
A. EMPLOYMENT DURING THE ACADEMIC YEAR
During the academic year, High School students must be enrolled in high school or taking
classes to obtain a G.E.D. There is not a minimum credit hour requirement.
B. EMPLOYMENT DURING THE SUMMER
During the summer, the student must be attending high school the following year.
When a student graduates high school, they are permitted to work during the summer (after
graduation) only if they are registered (at any university) for the upcoming semester. If the
student will be attending a university outside of Miami, they must provide proof of enrollment
(DARS (Degree Audit Reporting System) or acceptance letter) to their direct supervisor.
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International Students
International students possessing an F-1 Student Visa or a J-1 Exchange Visitor Visa (with
permission of their sponsor) may be employed under Student Employment. An international
student cannot displace an equally qualified student who is a U.S. Citizen or Permanent
Resident.
International students are subject to the work hour limitations of their visa status. Failure to
comply with the work hour restrictions could result in the student losing their legal status in the
US. The same hourly restrictions on employment apply to both F-1 and J-1 students. F-1 and J1 visa students do not qualify for the Federal Work Study Program. International Graduate
students with a full assistantship are not permitted to work outside of their assistantship due to
the hour restrictions associated with their visa status.
Once a student has found an on-campus job, and finished completing the required employment
paperwork, Student Employment will provide the student with the Confirmation of Employment
form upon request, to apply for a social security card. The student must take the form to their
direct supervisor for completion. Students will need to take the completed Confirmation of
Employment form with them when applying for their social security card.
Students can contact the Office of International Education at 513-529-5628 or
international@miamioh.edu for more information.
A. F-1 STUDENTS
International students attending Miami University on an F-1 Student Visa are not permitted to
work more than 20 hours per week during the academic year and no more than 40 hours per
week during the summer and semester breaks (Fall, Winter, and Spring Break). These hour
restrictions must be followed regardless of the number of jobs held by the student. Failure
to comply with the work hour restrictions could result in the student losing their legal status in
the US. The student’s eligibility for on-campus employment is incident to their student status
and the Department of Homeland Security does not require formal work authorization.
B. J-1 EXCHANGE VISITORS
International students who hold a J-1 Exchange Visitor Visa must request work permission from
their sponsor for any on-campus employment. Assistantships count as on-campus employment
and need authorization from the sponsor. Students who hold a J-1 Visa are not permitted to work
more than 20 hours per week during the academic year and no more than 40 hours per week
during the summer and semester breaks (Fall, Winter, and Spring Break). These hour
restrictions must be followed regardless of the number of jobs held by the student.
Failure to comply with the work hour restrictions could result in the student losing their legal
status in the US.
Permission for the on-campus employment of a J-1 student is granted by an officer of the
Exchange Visitor Program. Students sponsored by Miami University must get authorization
from the Office of International Education. For those students sponsored through other agencies,
the student must submit a request for work authorization through that agency.
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L. Employment of Family Members
Ohio's Ethics Law prevents public employees from using their position to obtain employment for
family members. This includes, but is not limited to, children, spouses, and siblings of the
employee. Miami University policy provides that "one immediate family member may not
supervise another or be in the supervisory line. No individual may be assigned to a department
or unit under the direct or indirect supervision of an immediate family member." (Miami
University Policy and Information Manual (MUPIM) Section 3.15 - Employment of Members of
the Same Family.) Because student employees work under the direct or indirect supervision of
nearly everyone in the unit in which they are employed, student workers are effectively
prevented from working in the same office as their immediate family member. An exception
could be permitted for large departments where the lack of interaction or supervision between the
child and parent can be documented. A written request must be submitted to
studentjobs@miamioh.edu for consideration prior to employing the student.

M. Equal Opportunity Employer
Miami University does not discriminate on the basis of sex, race, color, religion, national origin,
disability, age, sexual orientation, gender identity, pregnancy, or veteran status. If you have
questions regarding this policy, or to report violations of this policy, please contact the Office of
Equity and Equal Opportunity, Hanna House, Miami University, Oxford, Ohio 45056, 513-5297157 (TTY accessible).

N. FERPA
The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the
privacy of student records, including financial, academic and employment. For the student’s
protection, FERPA limits release of student record information without the student’s explicit
consent. It provides students with a right of access to their education records, permits students to
challenge the accuracy of the records and prohibits the non-consensual release of such
information except in limited circumstances. Miami University informs students of their rights
under FERPA by annual publication of the Miami University policy in the Student Handbook
and by publication of annual notification of rights in The Miami Student. Information that is
protected by law may only be disclosed to authorized personnel. Examples of confidential
information include:
 Social Security Numbers
 Banner Student Identification Numbers
 Health and Medical Information
 Disability Status
 Student Advising Records
 Student Disciplinary Records
 Employment Records
It is in violation of FERPA to release the records of a student without first obtaining a signed
release with the exception of directory information.
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Approved Information to Provide without Release
FERPA contains exceptions for the release of “directory information” without a student’s prior
written consent; students have the right to request that such directory information not be
disclosed. Miami University has designated the following as directory information:
 Name, campus address, home address, telephone listing and campus e-mail address
 Age and date of birth
 Name and address of parent(s) or guardian(s)
 Major field(s) of study, including the college, division, department or program in
which the student is enrolled
 Classification as a freshman, sophomore, junior, senior or graduate student
 Dates of enrollment and current enrollment status
 Degrees (including date of graduation) and honors awarded, including Dean’s List
honorary organizations and grade point average of students selected
 Most recent educational institution attended
 Photographic, video, or electronic images taken and maintained by the University
 Participation in officially recognized activities and sports
 Weight and height of members of athletic teams
A student has the right to refuse to permit the designation of any or all of the categories of
directory information. Any student wishing to exercise this right must inform the Office of the
Registrar in writing on or before July 15 of the categories of personally identifiable information
that are not to be designated as directory information with respect to that student.

Employment Verification/Reference Letter
Student Employment completes all written employment verifications. If a department receives a
written request for verification of employment, please fax (513-529-4223) or campus-mail (15,
Roudebush Hall) the document for Student Employment to complete. Departments can provide
a letter of recommendation or a verbal reference as long as the department first obtains a FERPA
Release signed by the student. Departments do not need to obtain a FERPA Release if the
information is given directly to the student requesting the information. Only when the
information is provided to someone other than the student in question does the department need
to obtain a FERPA Release.

FERPA Release
Students may waive, in writing, the release of their records (specific records or all records) by
signing a FERPA Release. The supervisor who releases the records (letter of recommendation,
employment verification, or personal reference) will need to obtain a signed FERPA Release
before providing the information.
 FERPA Release (all records)
 FERPA Release (reference request)
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For additional information regarding FERPA, please see the Office of General Counsel’s
website.

O. Grievance Procedures
Student employment at Miami University is terminable at the will of either the student or Miami
University. This means that the student may quit at any time, with or without notice, or with or
without cause. However, students should be aware that quitting without giving their supervisor
at least two weeks’ notice (not counting finals week) may result in the supervisor refusing to
provide the student with an employment recommendation.
Miami University may discharge a student employee at any time, with or without notice or with
or without cause. No representative of Miami University has any authority to make any contrary
promise, unless in writing and signed by the President. Students who feel they have been asked
to work more than the maximum allowable hours per week or discharged unfairly may address
their concerns in writing to the Director of Compensation, Employment & Technology, Miami
University, Department of Human Resources, 501 E. High Street, Oxford, OH 45056 or call 513529-3131.

P. I-9 Form
All U.S. employers must complete and retain a Form I-9 for each individual they hire for
employment in the United States. This includes citizens and noncitizens. The employer must
examine the employment eligibility and identity documents(s) an employee presents to
determine whether the document(s) reasonably appear to be genuine and related to the individual
and record the document information on the Form I-9. Students are not permitted to work until
their status is at “Hired” in HireTouch to ensure all paperwork, including I-9, has been
completed. Students can present documents to complete their I-9 at any of the following
locations:
 Oxford Campus - Human Resources, 15 Roudebush Hall (513-529-8722)
 Hamilton Campus - Cashier’s Office, first floor of Mosler Hall (513-785-3162)
 Middletown Campus - Business Services, 114J Johnston Hall (513-727-3324)
We cannot accept copies or faxes of documents. For a complete list of acceptable documents
visit USCIS website and view page 9 of the Form I-9.
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Q. Increment
Student employees will be eligible for a one time per year increase based upon the criteria establish by the
department (either longevity or for performance).
Departments must keep justification criteria in their department to substantiate reasons for increase and/or
variations in hiring rates.
The amount of increase cannot infringe on the overall increase amount awarded annually to classified
employees. During any year that classified employees do not receive an increase, student employee
increases will be withheld.
Departments are not required to offer a standard annual increase to student employees except as
designated by Human Resources in response to increases to minimum wage, etc.
Miami University reserves the right to eliminate or suspend student pay increases at any time for any
reason.

R. Injury and Illness Guidelines/Form
If a student suffers a valid injury on the job, as an employee of Miami University, they are
covered by Workers' Compensation. It is imperative that the student’s employment paperwork is
completed and their status in HireTouch is at “Hired” prior to working. Any injuries incurred
prior to the student being at the status of “Hired” will not be covered by Workers' Compensation.
 If the student is injured on the job, regardless if treatment is required, the student
should report the injury to their supervisor immediately.
 An Injury and Illness Report must be submitted to Human Resources within one
working day of the incident. Environmental Health and Safety Office (513-5292829) must also be contacted as soon as possible to request that an "Accident
Investigation Report" be completed.
 If the student is injured on the job and requires medical treatment, they may seek
minor treatment at the Student Health Service or at a physician that is BWC certified.
 Medical treatment for approved claims as a result of the injury will be covered in full.
The Injury & Illness Forms:
 Incident Report-Employee
 Incident Report-Supervisor
 Incident Report-Witness
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S. Interviewing Applicants
The interview format can be one-on-one or by a panel of people. Most employers will ask
questions about the interviewee's experience, skills, knowledge, and goals. Most questions asked
are open-ended so that the interviewee can relate their experiences to the needs of the position.
The interviewer should provide information about the department. Questions that pertain to any
of the following non-discrimination policies are illegal: sex, race, color, religion, national origin,
disability, age, sexual orientation, gender identity, pregnancy, or veteran status.
Even the most experienced interviewer can find themselves asking potentially inappropriate
questions in an interview. The table below provides examples of appropriate and inappropriate
questions to discuss with candidates during the hiring and selection process. It is important to
note that if a question is appropriate and is asked in an interview, then the question must be
asked of all interviewed candidates.
Interviewing Topics Covered:








Absenteeism
Age
Alcohol, Drug, and Tobacco Use
Citizenship, Nationality or Ethnic Origin
Criminal Arrests and Convictions
Disabilities
Marital or Family Status

ABSENTEEISM
Examples of inappropriate interview questions
Examples of appropriate interview questions
• Have you ever been warned, disciplined, or
• How many days were you absent last year?
terminated for absenteeism or tardiness?
• Have you ever filed for Worker’s Compensation?

•

After reviewing our department’s attendance
policy, are you able to abide by that policy?
Federal Legislation
Worker’s Compensation is a legal right that employees have.
Additional Details to Consider
The number of days that an employee is absent may not constitute an attendance problem per the company’s
policy. The best practice is to provide your department’s attendance/tardiness policy to all candidates and confirm
that each candidate is able to abide by the policy, if hired.
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AGE
Examples of inappropriate interview questions
Examples of appropriate interview questions
• If hired, can you provide proof that you are at
• What is your date of birth?
least 18 years of age?
• How old are you?
•
This
position requires a high school degree or
• What year did you graduate from high school?
equivalent, do you meet this requirement?
Federal Legislation
The Age Discrimination in Employment Act prohibits employment discrimination against individuals age
40 and over. The Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay, recordkeeping, and
youth employment standards affecting employees in the private sector and in federal, state, and local
governments. The federal youth employment provisions, authorized by the FLSA of 1938, also known as the child
labor laws, were enacted to ensure that when young people work, the work is safe and does not jeopardize their
health, well-being or educational opportunities.

ALCOHOL, DRUG, AND TOBACCO USE
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•

Have you ever been treated for alcoholism?
Have you been addicted to or used any illegal
drugs in the past?

Miami University is a Tobacco & Drug Free
campus. Are you willing to abide by these
policies?

Federal Legislation
The Americans with Disabilities Act prohibits discrimination against a qualified candidate who in the past was
addicted to or used illegal drugs and/or alcohol. There is no ADA protection for people currently using illegal drugs.
Additional Details to Consider
Tobacco Policy prohibits the use of all tobacco products on all property that is owned, operated, leased, occupied,
or controlled by Miami University.
CITIZENSHIP, NATIONALITY, OR ETHNIC ORIGIN
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•
•

What country were you born in?
Do you speak/write/understand (specific
language(s) required for the job)? (Only ask if
What an unusual name, are you from…?
speaking/writing/understanding a particular
What an interesting accent. Where are you
from?
language is a job requirement.
• Do you speak any other languages other than
English?
• How long have you lived in Ohio?
Federal Legislation
The Civil Rights Act of 1964/1991 and the Immigration Reform and Control Act of 1986 prohibit discrimination
based on national origin, citizenship status and/or appearance.
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CRIMINAL ARRESTS AND CONVICTIONS
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•

Have you ever been arrested?
Have you ever committed any crimes that I
should be aware of?

No questions are appropriate.

Additional Details to Consider
Student Employment processes Background Checks for predetermined positions and monitors the results for
disqualification.

DISABILITIES
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•

Are you disabled?
I see that you use a cane/wheelchair, how will
you get to work?

This position requires you to stand and sit for long
periods of time as well as work with a diverse
population; can you perform these
responsibilities with or without reasonable
accommodations?
Federal Legislation
The Americans with Disabilities Act prohibits discrimination against any qualified candidate with a disability who
could perform the job with or without a reasonable accommodation.
Additional Details to Consider
An essential functions question should be asked of every interviewed candidate. This question states the essential
functions of the position and asks if the candidate can perform these functions with or without reasonable
accommodation. HR best practice is to ask this question during the phone interview so that a candidate does not
perceive that you are asking the question due to a visible disability. If a qualified candidate states they need a
reasonable accommodation, contact the Office of Equity and Equal Opportunity at (513) 529-7157 or via their
website at http://www.muohio.edu/oeeo to determine if and how Miami University could accommodate the
request.
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MARITAL OR FAMILY STATUS
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•
•

Are you married? What is your spouse’s name?
Do you have any children? Who will take care of
them when you are working?
Do you have any commitments that would
prevent you from working extra hours?

•

•

Are you currently or have you previously worked
at MU? If yes, please tell me the department,
dates of employment and the other names you
were employed under.
This position requires you to work 8 hour shifts,
are you able to meet this requirement?

Federal Legislation
The Civil Rights Act of 1964 and 1991 prohibits discrimination based on marital status.
Additional Details to Consider
It is also important to state the requirements (over-time expectations, shifts, weekend work, etc.) of the position to
allow all potential candidates to understand what would be required of them, if hired.

PHYSICAL CHARACTERISTICS
Examples of inappropriate interview questions
Examples of appropriate interview questions
Do you have any distinguishing physical
Please review our department’s dress code. If
characteristics such as scars, birthmarks,
hired, would you be able to meet these
tattoos, body piercings, etc.?
requirements?
Federal Legislation
Although we cannot say the above questions are illegal, the American with Disabilities Act and Civil Rights Act of
1964 and 1991 does prohibit employment discrimination based on the assumption that certain scars are
associated with past medical history, tattoos with certain lifestyles, risky behaviors, or such.
Additional Details to Consider
If your department has a specific dress code it is important to share this policy during the interview to allow the
candidate to understand what would be required of them, if hired.
POLITICAL BELIEF
Examples of inappropriate interview questions
Examples of appropriate interview questions
• Are you a Republican?
No questions are appropriate.
• Who did you vote for in the last election?
• How do you think the president is doing?
What do you think of the Governor?
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PREGNANCY
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•

Are you pregnant?
Do you plan to become pregnant in the next few
years?

This position requires lifting, bending, and
stooping. Are you able to meet this
requirement?

Federal Legislation
The Pregnancy Discrimination Act of 1978 prohibits employment discrimination based on whether women were
pregnant or could become pregnant during their employment.
Additional Details to Consider
HR best practice is to remind all interviewers that the subject of pregnancy is off limits with candidates during the
selection process.
RACE OR COLOR
Examples of inappropriate interview questions
Examples of appropriate interview questions

•
•

Are you bi-racial?
What color is your hair, eyes, or skin?

No questions are appropriate.

Federal Legislation
The Civil Rights Act of 1964 and 1991 prohibits employment discrimination based on race or color.

RELIGION OR CREED
Examples of inappropriate interview questions
Examples of appropriate interview questions
• What church do you belong to?
This position requires that you work
• If I called your pastor, what would they say
6:30am-3:30pm Wednesday through Sunday.
about you?
Are you able to meet this requirement?
• Would it be a problem for you to work on
Sundays?
Federal Legislation
The Civil Rights Act of 1964 and 1991 prohibits employment discrimination based on religious affiliation.
SEX, GENDER OR SEXUAL ORIENTATION
Examples of inappropriate interview questions
Examples of appropriate interview questions
• My wife didn’t work after we got married.
No questions are appropriate.
Will you?
• This is a female dominated field; why do you
want to work in this field?
Federal Legislation
The Civil Rights Act of 1964 and 1991 prohibits employment discrimination based on sex.
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VETERAN STATUS OR MILITARY SERVICE
Examples of inappropriate interview questions
Examples of appropriate interview questions
• Are you a veteran? Did you serve in Iraq or
Describe how your experiences relate to this
Afghanistan?
position.
• Are you currently in the National Guard?
Federal Legislation
The Vietnam Era Veterans' Readjustment Assistance Act of 1974 (VEVRAA) makes it illegal to discriminate against
veterans and disabled veterans. The Uniformed Services Reemployment Rights Act of 1994 (USERRA) makes it
illegal to discriminate against members of the active or reserve military.
ADDITIONAL APPROPRIATE QUESTIONS
Examples of appropriate Stress Questions
Examples of appropriate Research Questions
• How do you think you work under pressure?
• Could you tell me about yourself?
• Describe a major work-related problem and
• What led you to choose your major field of
how you dealt with it.
study? Why are you interested in this field?
• Tell me about a difficult person that you have
• Tell me what you expect to learn from this
encountered and how you dealt with it.
position?
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T. Job Postings
When hiring a student, the first step is posting a job vacancy through HireTouch. All vacancies
must be posted regardless if the position is a one time or reoccurring job.
There are two ways to post job vacancies; internal (only students sent a link will be able to view
the posting) and external (posted on the website). For detailed instructions on posting jobs and
hiring applicants, please see the Resources tab in HireTouch.

U. Minors
*Miami University policy does not permit the hiring of anyone under the age of 16.
A. FEDERAL AND STATE LAWS
Both federal and state laws are severely more restrictive with respect to the hours worked and the
type of duties performed by 16 and 17 year olds versus those aged 18 and older. Departmental
directors and student employment supervisors should understand the additional administrative
burdens associated with hiring and supervising minors. Labor laws are closely monitored and
fines are assessed for non-compliance. Compliance with both the federal and state laws rests
with departmental supervisors and any fines for non-compliance will be paid by the
department. There are 8 sections in this manual (A-H) in regard to minors. Departments
are responsible for reading, understanding, and enforcing all sections.
B. EMPLOYMENT DURING THE SUMMER
Summer break for minors is defined by Ohio law as the time period "after the last day of the
school term in spring and before the first day of the school term in fall." This term does not
correspond to Miami University's summer break. You must use the school district summer dates
in which the student resides.
C. WORK PERMITS DURING THE SUMMER
Minors employed during the summer are not required to obtain a work permit. Instead, as a
condition of employment, minors must present the following information to Student
Employment prior to working:
1. Proper ID's for I-9 purposes.
2. A Parental Consent Form signed by the minor's parent(s) or legal guardian consenting
to the proposed employment. These forms are provided through Student Employment
(15 Roudebush Hall, 513-529-8722) and must be signed in our presence. If this is not
possible, the parent may pick up the form and have it notarized and returned to Student
Employment.
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D. WORK PERMITS DURING THE SCHOOL YEAR
A work permit must be obtained by each minor and kept on file by each department before the
student begins working. Students that do not attend the Talawanda school district may still
obtain the work permit from Talawanda; they do not need to have their information verified or
completed by their home school district. Work permit forms may be obtained from the
Talawanda School District Central Office located at 131 W. Chestnut St, Oxford, OH 45056.
Proper documentation includes:
 Application for employment (printout of application from miamioh.hiretouch.com is
sufficient)
 Pledge of employer form including:
o Name and address of employing department
o Employer tax ID number 31-6402089
o Number of days working per week
o Hours per day
o Starting time and quitting time
o Physician certificate
Students should bring completed documents, along with their original birth certificate, to the
Talawanda School District Central Office located at 131 W. Chestnut St, Oxford, OH 45056.
Please allow one business day for processing. Students will then be required to return to the
Talawanda School District Central Office to sign the work permit. Please call Talawanda School
District Central Office at 513-273-3100 with any questions.
Important Reminders:
 The employing department must return the work permit to the superintendent of
schools within five working days of the minor's dismissal or withdrawal from service.
 No department should continue to employ a minor after the work permit is voided.
 Work permits are valid as long as the student is working in the same department. If a
student changes departments, a new work permit is required.
 If the student is employed during the school year but does not work over the summer,
the work permit will be invalid for the next school year. If the student is
subsequently employed elsewhere, a new work permit must be obtained.
E. HOUR & BREAK REQUIREMENTS
 Minors may not be employed before 7 a.m. on any day that school is in session,
except such person may be employed after six a.m. if the person was not employed
after eight p.m. the previous night
 Minors may not work after eleven p.m. on any night preceding a day that school is in
session.
 Minors may not work more than 22 hours per week during the academic year and no
more than 40 hours per week during summer and semester breaks (regardless of the
number of jobs held).

25

All student employees are to have the following break and lunch structure:
Hours Worked
More than 4 hours
8 hours
More than 8 hours
More than 5 hours (minors only)

Break Required
15-minute break
Two 15-minute breaks
Two 15-minute breaks and a
60-minute lunch
30-minute break

Clock In/Out?
No
No
No for the break
Yes for the lunch
Yes

F. WORK DUTY RESTRICTIONS FOR 16 AND 17 YEAR OLDS
Below is the complete list of hazardous occupations denied to minors under the Fair Labor
Standards Act. While many of these occupations will not be present at Miami University, it is
important to provide the list in its entirety:
 Manufacturing and storing explosives
 Coal mining
 Logging and saw milling
 Power-driven woodworking machines
 Exposure to radioactive substances
 Power-driven hoisting apparatus
 Power-driven metal-forming, punching, and shearing machines
 Mining, other than coal mining
 Slaughtering, or meat-packing, processing, or rendering
 Power-driven bakery machines
 Power-driven paper-products machines
 Manufacturing brick, tile, and kindred products
 Power-driven circular saws, band saws, and guillotine shears, chainsaws
 Wrecking, demolition, or ship-breaking operations
 Roofing operations
 Excavation operations
 Motor vehicle operation restrictions:
o The minor employee cannot be hired primarily as a driver. All driving done
must be incidental to the job and on an occasional basis.
o Driving is restricted to daylight hours only.
o The vehicle to be driven must not exceed 6,000 lbs. gross vehicle weight.
o The employee must have a valid driver's license for the type of driving
involved and have completed a state-approved driver education course.
o The vehicle to be driven must be equipped with seat belts for the driver and
each helper.
o The employer must instruct the employees to use seat belts.
o The employee shall not be employed in the towing of other vehicles.
o The employee shall not be employed to ride outside the cab of the vehicle for
any reason.
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G. RECORD KEEPING REQUIREMENTS
An employing department must show a work permit to enforcement officials, if requested.
An employing department must keep, on premises, a complete list of all minors employed at a
particular establishment (i.e., each dining hall, and department). This list must be posted in plain
view in a conspicuous place to which all minors have access. For example: Posted in a
manager’s office.
Records of employment must be kept on each minor stating name, address, phone number, hours
worked, and days worked. These records must be accurate and must be kept for two years. They
must be shown upon request to any authorized representative or enforcement official of the state
or federal government.
H. VOLUNTEERING
Individuals under the age of 16 may not serve as a volunteer without the express written consent
of their parent or guardian. Minors may not volunteer more than 3 hours in any school day, 18
hours in any week that school is in session or after 7 p.m. during the school year. For limitations
on hours during times that school is not in session or on individuals age 16 and 17, please see
Hour and Break Requirements in the Minor section of this manual. Any minor that serves as a
volunteer must sign the Minor Volunteer Form and the hiring department must keep this form on
file however long the student remains active plus 3 years.
Compliance with both the federal and state laws rests with departmental supervisors and any
fines for non-compliance will be paid by the department. There are 8 sections (A-H) in regard to
minors. Departments are responsible for reading, understanding, and enforcing all sections.
For more information regarding the employment of minors, see the Ohio Revised Code at
Lawriter - ORC - Chapter 4109: EMPLOYMENT OF MINORS.

V. OPERS (Ohio Public Employees Retirement
System)
OPERS is a retirement system for State Employees and takes the place of Social Security. If
enrolled in OPERS 10% will be deducted from the employee’s paycheck and placed into an
OPERS account. The University matches this contribution by 14%. Joining OPERS would
benefit students who will be going into public employment (working at a state institution, i.e.
school district) after graduation. Students have 30 days after their employment start date to
complete the OPERS enrollment/exemption form. Failure to complete the form within the 30
days will result in the student automatically enrolled into OPERS.
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Miami University Students
Miami students who are enrolled for a minimum of 3 credit hours per term have the option to
join or exempt themselves from paying into OPERS. At the time a student completes their
employment paperwork they will complete either an enrollment or exemption form for OPERS.
If a student chooses to exempt themselves from OPERS but at a later date (summer included)
falls below the 3 credit hour limit, their status will automatically switch to being enrolled in
OPERS then back to exempt after meeting the credit requirement.
If a student has a break in employment (not employed and then hired into a position) they will be
required to complete a new OPERS form. They have the option to enroll or exempt themselves.

Other University/High School Students
Since Other University and High School students are not enrolled at Miami University, they are
required to enroll in OPERS (Ohio Public Employees Retirement System).
If at any time the student is enrolled at Miami University for a minimum of 3 credit hours per
term, they have the option to exempt themselves from OPERS. The exemption form must be
completed within the 30 day window.

Refund of OPERS Contributions
OPERS contributions are fully refundable upon termination of employment at Miami University. Students
are not eligible to withdraw OPERS contributions until they have completely stopped working for the
university and do not intend to work again. To request a refund the student must do the following:
1. Go to www.opers.org
2. Click “Register Now” under the Access Your Account Area
3. Input Social Security Number, Home Zip Code and Date of Birth
4. Click “Next Step”
5. Create a User ID
6. Confirm User ID
7. Enter email address
8. Confirm email address
9. Select a security question
10. Input answer to security question
11. Click “Next Step”
12. Review information input for errors, then click “Register”
13. An email will be sent with a temporary PIN. Use the PIN as the password to log into
www.opers.org
14. User will then be prompted to change password
15. After logged in, click “Refund” then “Apply for Refund” at the top of the screen
16. Follow steps on screen for obtaining a refund
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W. Promotions and Upgrades
If a student's job duties have changed, their supervisor may promote them to a higher
classification. To determine the new pay classification the student’s job duties fall under, please
see the section entitled Job Classifications and Descriptions in this manual.
For more detailed instructions on how to process a promotion through HireTouch, please see the
Resources tab in HireTouch.
**Please note: When a student is promoted, the student will receive a minimum pay
increase of $.25.

X. Record Keeping
What is a record?
Any information stored on a fixed medium prepared or received in the normal course of business
(paper, image, digital) that documents the organization, functions, policies, decisions,
procedures, operations or other activities of the office constitutes a record. Regardless of the
medium used to store a record, the same retention period applies. For example, a student’s
missing punch notification or request to edit a missing punch sent electronically through email
has the same retention period as the information provided in paper format.

What happens if the records aren’t destroyed as specified?
A. RECORDS KEPT TOO LONG:




B.

Noncompliance with legal requirements: subject to litigation losses
Operational inefficiencies: cannot find important information
Space inefficiencies and costly

RECORDS NOT KEPT LONG ENOUGH:




Needed information is lost
Incomplete information can be misleading or discriminating
Can be legally liable in a court-of-law to produce records according to the retention
schedule
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Y. Retroactive Pay
If a student is entitled to retroactive pay for time worked, the department supervisor must
complete the Retroactive Payment form in HireTouch. All fields on the form must be completed
including a brief explanation as to why the hours were not logged into Kronos. You may also
print the form for your records. Retroactive payments should be kept to a minimum. It is
important that paperwork be prepared and processed in a timely manner to ensure that the
student employees are paid correctly and on time. Penalties for not paying students in a timely
manner include prosecution for 1st degree misdemeanor and any unpaid wages recoverable in
civil action plus damages of 6% of amount unpaid or $200, whichever is greater.

Z. Salaried Student Employees
Salaried jobs are considered "monthly" or "contracted" pay and may be a one-time job or a
recurring job.
To ensure timely payment at the end of the month, all salary processing forms must be submitted
to Student Employment by the 13th of each month.
Salaried Student Employees cannot be employed in any other student position at Miami
University.

AA. Severe Weather Pay
Student employees who work when the University is closed for severe weather will receive
severe weather pay for all hours they worked. Students are not eligible for both regular and
severe weather pay for hours worked when the University is closed; only severe weather pay.
Work study does not cover severe weather pay. The department will be charged for the
additional pay that a student receives as a result of working when the University is closed for
severe weather.
Student employees who do not work are not eligible to receive pay for the hours they normally
would have been scheduled to work.
In the event of the University being closed for severe weather, Kronos instructions will be sent
out to managers via the Kronos and Student Employment listserv.
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BB. Sexual Harassment
Miami University policy prohibits sexual harassment in the working (and living/learning)
environment by and between students, faculty, staff, visitors and other third parties. Sexual
harassment includes, but is not limited to; unwelcome sexual advances, requests for sexual
favors and other verbal, non-verbal, physical, written or visual conduct of a sexual nature. This
conduct constitutes sexual harassment when it explicitly or implicitly affects an individual's
employment (or living/learning environment), unreasonably interferes with an individual's work
performance (or academic performance) or creates an intimidating, hostile or offensive working
(or living/learning) environment. If you have questions regarding this policy, or to report
violations of this policy, please contact the Office of Equity and Equal Opportunity, Hanna
House, Miami University, Oxford, Ohio 45056, 513-529-7157 (TTY accessible) or via Ethics
Point at www.miamioh.edu/iacs/ethicspoint/.

CC. Student Job Classifications and Descriptions
Job Classifications and Pay Rate Table
All student employees must be paid on an hourly basis starting at the minimum pay rate for that
particular classification regardless if the money is coming from a departmental account, Federal
Work Study or a departmental or outside grant. (Resident Assistants and musical performances
are the only approved salaried student positions).
The wages listed show the base amount and the maximum amount that an employee must start
prior to pay increases. Effective June 11, 2016, the hiring wage schedule is as follows:

Job Title
Student Assistant
Student Associate
Student Specialist
Master 1 Undergrad
Master 2 Undergrad
Master 1 Grad
Master 2 Grad

Minimum Hiring Rate
8.10
8.35
8.50
9.35
10.85
9.85
10.85

Maximum Hiring Rate
8.65
8.90
9.05
9.90
11.40
10.40
11.40

Below are the job classification descriptions. Students must be paid according to their job duties.
Please reference the job classification descriptions to determine which pay classification the job
duties fall under.
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Student Assistant


Work assignments are completed under close supervision; procedures are well
established; employees typically follow well-defined policies and procedures;
minimal training or prior knowledge of work is required.

Student Associate


Work assignments require limited direction and supervision; experience or
specialized knowledge in area required. Ability to provide training or tutorial
consultation for employees or students; assist faculty in planning or producing
instructional materials; work directly with management in technical tasks.

Student Specialist


Work assignments require advanced knowledge, skills, or abilities; some independent
judgment or initiative; a considerable knowledge of the work process as obtained
through on-the-job training; may involve supervisory responsibilities for an activity
of limited scope; and/or may require a significant amount of physical exertion,
adverse hour, or working conditions

Student Master 1 Undergrad
To pay the Student Master 1 Undergrad classification, it must be Pre-Approved through Student
Employment prior to the student working. Please submit the job posting or promotion request at
miamioh.hiretouch.com/admin. For detailed instructions on how to post a job or grant a
promotion, please see the Department User’s Guide.
Work performed is highly complex and requires extensive training (either coursework or inhouse departmental training). Work is done independent of supervision.
Tasks must include the following:
A.

ACADEMIC AND ADMINISTRATIVE ASSISTANCE


Engage in Web authoring, JAVA, SQL, Basic C++, and create databases using
various software packages and
o Provide support for divisional/departmental services
o Provide supervisory functions including, but not limited to, scheduling,
determining training needs, preparing training materials, and conducting
training sessions
o Evidence of advanced technical and customer support leadership, skills in
mentoring, training, expert management, and intermediate business
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B.

UNIVERSITY POLICE


Serve as public safety dispatchers, emergency response coordinator, and handle
confidential information

Student Master 2 Undergrad
To pay the Student Master 2 Undergrad classification, it must first be pre-approved through
Student Employment prior to the student working. Please submit the job posting or promotion
request at miamioh.hiretouch.com/admin. For detailed instructions on how to post a job or grant
a promotion, please see the Department User’s Guide.
Work performed at this level is done independent of supervision and requires the highest level of
artistic, technical, or scientific expertise. Provide supervision to student employees at the
Student Master 1 Undergrad level.
Tasks must include the following:
A.

B.

ACADEMIC AND ADMINISTRATIVE ASSISTANCE


Complex research activities in the scientific field; students engaged in such activity
may be responsible for completion of project assigned with no supervision of
administrative staff. May serve as group leader in research activities.

TECHNICAL


Advanced computer knowledge and customer support knowledge in advanced
client/server programming, relational databases, Novell, C++, TCP/IP, SQL, JAVA,
Visual Basic and
o Evidence of advanced technical and software skills, leadership, skills in
mentoring, training, expert management, and business skills
o Maintain professional environment for fellow employees and clients
o Approve supervisory functions, provide expert leadership, and approve
schedules
o Ability to work unsupervised

Student Master 1 Grad and Student Master 2 Grad
A Graduate Student can be paid at the Student Master Grad 1 or 2 levels, provided that the skill
and complexity of the job is equivalent to a Graduate Assistant/Teaching Associate (e.g.,
researcher). Prior approval from Student Employment is not necessary to pay at this level.
Graduate students with an assistantship and Teaching Associates need to obtain permission from
the Graduate School to work in addition to their teaching/assistantship.
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DD. Termination of Employment
Student employment at Miami University is terminable at the will of either the student or the
University. This means that the student may quit at any time, with or without notice, or with or
without cause. However, students should be aware that quitting without giving their supervisor
at least two weeks’ notice (not counting finals week) may result in the supervisor refusing to
provide the student with an employment recommendation. For more detailed instructions on
how to submit a termination through HireTouch, please see the Resources tab in HireTouch
The University may discharge a student employee at any time, with or without notice or with or
without cause. No representative of the University has any authority to make any contrary
promise, unless in writing and signed by the President. Students who feel they have been asked
to work more than the maximum allowable hours per week or discharged unfairly may address
their concerns in writing to:
Theresa Murphy
Director of Compensation and Employment Services
Department of Human Resources
15, Roudebush Hall
Oxford, OH 45056
513-529-3131
murphyt9@miamioh.edu

EE. Volunteering/Form
Recognizing that a significant number of individuals wish to volunteer their time, energy, and
talents to the University and that the University will benefit from the services of volunteers, the
University establishes the following policy on the use of volunteers:
1. Volunteers may not be used in lieu of or to replace regular employees.
2. University employees may not volunteer in the same department in which they are
employed at Miami University or perform, as a volunteer, essentially the same duties the
individual is employed to perform for Miami University.
3. Departments desiring to utilize the services of volunteers should engage in a review
process that is appropriate given the nature of services to be performed (e.g. process may
include face-to-face conversations, references, criminal history, fingerprints, and/or
background checks).
4. Departments may not use volunteers to assist an employee with his or her assigned
employment responsibilities.
5. All volunteer services must be provided on a purely voluntary basis. In addition,
volunteering does not entitle the volunteer to any preference for hiring at Miami
University. Miami University may decline an individual's volunteer services at any time
for any reason.
6. Individuals under the age of 16 may not serve as a volunteer without the express written
consent of their parent or guardian. (Consent form may be obtained from the personnel
offices) Minors may not volunteer more than 3 hours in any school day, 18 hours in any
week that school is in session or after 7 p.m. during the school year. For limitations on
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hours during times that school is not in session or on individuals age 16 and 17 please see
Hour and Break Requirements in the Minor section of this manual.
Any student serving as a volunteer must sign the Volunteer Form and the hiring department must
keep this form on file for however long the student remains active plus 3 years.
 Adult Volunteer Form
 Minor Volunteer Form

FF. Websites
www.miamioh.edu/humanresources/employment/student
Student Employment’s general website has a wealth of information for both supervisors and
student employees. For supervisors, there is information regarding posting job vacancies,
various forms, and our handbook and publications. For student employees, there is information
regarding searching for job vacancies, direct deposit, work study, manuals/reference material,
and directions for completing the Form I-9 and other required employment forms.

miamioh.hiretouch.com/admin
This website is for supervisors to post job vacancies, hire and review applicants, granting
promotions, terminating employees and monitoring their budget position numbers.

miamioh.hiretouch.com/
This website is for student employees to create their online application and apply for job
vacancies.

GG. Work Study
Work Study is a federal financial aid program based on need computed from information
provided on the FAFSA. Currently, federal funds contribute 65% of the student's wages. The
employing department pays the remaining 35%. This is subject to change. To be considered for
the Federal Work-Study Program, a student must file the FAFSA by Miami University's priority
deadline, indicate on the FAFSA their interest in Federal Work-Study, and be eligible for needbased aid. If eligible, a student will receive a Federal Work-Study award on their Financial Aid
Award Letter. Contact the Office of Student Financial Assistance at 513-529-8734 for more
information. Students can view their financial aid award letter to see if they have been awarded
work study by:
 Going to www.miamioh.edu/bannerweb
 Click “Login to BannerWeb”
 Click “Student Services & Financial Aid”
 Click “Financial Aid”
 Click “View your award letter and Financial Aid Checklist”
 Select Aide Year
o If the student was awarded work study, it will be listed.
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Only a small percentage of students are awarded work study. All other student employees on
campus are regular wage employees, where the employing department pays 100% of the
student’s wages. The majority of on-campus employment is filled by regular wage employees.
If the student was not awarded work study, they cannot be considered for positions that require
work study.
If a student has been awarded work study, any on-campus job will be set up through student
employment as a work study job (regardless if it is stated that work study is required on the job
posting) with the exception of salaried positions (Resident Assistants and Musical
Performances). Students that have been awarded work study often seek employment with the
America Reads or America Counts program. Both programs are funded 100% through work
study funds.

HH. America Reads & America Counts
America Reads is a tutoring program that allows Miami University students who are eligible for
Federal Work Study to assist children in the local community while earning money for college.
America Reads at Miami University has developed partnerships with several area schools and
local agencies in an effort to provide one-on-one support and assistance for children in grades K6 in the areas of reading, writing, spelling, and vocabulary. For more information about America
Reads, please visit the Office of Community Engagement & Service website, call 513-529-2961
or email communityengagement@miamioh.edu.
America Counts is a tutoring program that allows Miami University students who are eligible for
Federal Work Study to assist children in the local community while earning money for college.
America Counts, at Miami University, has developed partnerships with schools in the Talawanda
School District in an effort to provide one-on-one support and assistance for children in grades
K-9 in math. For more information about America Counts, please visit the Office of Community
Engagement & Service website, call 513-529-2961 or
email communityengagement@miamioh.edu.
Both America Reads and America Counts require their student employees get a background
check since they will be working with minors.

II. Working Off-Campus
Due to Wage and Hour Law, tax complications, and Miami’s liability if a student is injured, all
students must perform their job duties on-campus, even if the work can be performed offcampus.
In extenuating circumstances, when a student’s job duties cannot be performed on-campus, a
written request must be submitted to studentjobs@miamioh.edu for approval, prior to the student
working.
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