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Welcome! This handbook is designed to help our student employees understand what 
Davis & Elkins College expects from them and to better prepare you for the world of work after 
graduation. Your presence and contribution are invaluable to the overall mission of the College.    
 

The purpose of this handbook is to inform student employees of basic policies and practices.  Though 
you are expected to read, follow, and refer to the handbook, be aware that it is not a static document.  
The College will continually update its policies as circumstances change.  The most recent version of 
the handbook is posted in the My D&E Portal section of www.dewv.edu and paper copies are available 
in the Business Office in LA203.  
 

The current version of the Davis & Elkins College Policy Manual is also available to you at 
https://www.dewv.edu/about/compliance-ethics/. 
  

Although this handbook is quite thorough, it does not contain the answer to every question.  Please 
also refer to the Student Employment FAQ (Frequently Asked Questions). 
 

Your questions are always welcome in the Business Office.   All questions regarding student 
employment should be directed to the Student Employment & Payroll Coordinator.  In their absence, 
questions may be directed to the Assistant Director of Human Resources. 
 

 

Student Employment Assistant Director of  
& Payroll Coordinator Human Resources 

Chelsea Langevin Erin Quint 

Business Office, LA203 Business Office, LA203 

M-F; 8:00am – 4:30pm M-F; 8:00am – 4:30pm 

304-637-1204 304-637-1346 

langevinc@dewv.edu quinte@dewv.edu 

 

 

 

 

  

http://www.dewv.edu/
https://www.dewv.edu/about/compliance-ethics/
mailto:langevinc@dewv.edu
mailto:quinte@dewv.edu
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Key Policies: 
✓ There is no guarantee of continued employment.  Continued employment is contingent upon 

many factors, such as budgets and satisfactory performance.  Student assignments typically 
terminate at the end of the academic year – no later than June 30.  If at any time your supervisor 
deems your performance as unsatisfactory, you may be released from employment. 

✓ The maximum number of hours permitted to work while classes are in session is 18 hours per 
week. During school breaks (i.e. fall and spring breaks) students may work up to 20 hours per 
week. During summer, the Business Office will determine the maximum number of hours 
students may work, according to budget.  

✓ Federal Work Study awards are valid for the academic year in which they are given. Any unused 
portion of an award does not carry over to the next year. 

✓ Any student employee who feels they need to discuss an employment related problem, and 
does not feel comfortable discussing it with their immediate supervisor, is urged to contact the 
Student Employment & Payroll Coordinator or the Assistant Director of Human Resources.  

 

 

Employment Documentation: 
✓ No employment is permitted to commence without the proper documentation on file with the 

Business Office. All student employees who are working for the first time, or whose employment 
has lapsed for more than six months, must complete tax documents, including WV State 
Withholding, W-4, and the Federal I-9. This paperwork must be completed prior to the first day 
of employment.   

✓ You will be asked to show original copies of identification documents when completing these 
forms, as required by the Department of Homeland Security.  D&E participates in e-Verify and 
will provide the federal government with your Form I-9 information to confirm that you are 
authorized to work in the united States.  

✓ ALL STUDENTS (new and returning) MUST complete a Job Agreement and Acknowledgement of 
Student Employment Handbook form each year, without fail.  

✓ Any student who works prior to completing all employment tax paperwork may be considered a 
volunteer.  

 

 

Background Checks: 
Certain student employment positions will require a background check.  If a background check is 

required, you will be asked to complete an authorization form with the Student Employment & Payroll 
Coordinator before you begin work.  There is no charge to the student for this background check.  The 
background check report may contain information regarding your criminal history, sex offender registry 
status, social security trace, and other information about you. You may request a copy of your 
background check results at no cost to you. 
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Communication: 
Non-personal communication between staff and student employees will be through D&E email 

accounts, for both staff and students.  The Student Employment & Payroll Coordinator will 
communicate all important student employment information via email – you should check your D&E 
email account at least once each day. Your supervisor will call you (on the phone number you provide) 
only if instantaneous communication is necessary.   

Student employment can run smoothly only if everyone communicates freely with each other.  
Don’t be afraid to ask for help or clarification. Please suggest new ideas for improving services. You’re 
essential to the success of the student employment program, and we are very interested in what you 
have to say! 
 

 

Scheduling: 
Each office/department should provide student employees with a schedule of work in advance. 

Students are not permitted to miss class for work. If you have a conflict that will preclude you from 
working your shift, you MUST give your supervisor as much advance notice as possible of your absence. 
Missing a work shift without notice may result in suspension or termination. If your supervisor asks you 
to work more than the maximum allowable hours per week, it is ultimately your responsibility to 
decline or obtain permission from the Student Employment & Payroll Coordinator.  
 

 

Timekeeping: 
Davis & Elkins College has switched to an electronic timekeeping software – TimeClock Plus (TCP).  

Students must punch in and out for each shift at the appropriate kiosk or clock location for their work 
area.  Ask your manger or the Student Employment Coordinator for the specific location of your kiosk / 
clock.  Some student employment roles require a fingerprint to clock in and out, while others require 
your ID number or an ID swipe. 

 

Please note the following timekeeping policies: 
✓ Punching in and out for each shift ensures accurate, timely processing of payroll.  If you miss a 

punch, report it to your manager immediately so they may correct your time appropriately. 
✓ Timekeeping deadlines, and corresponding pay dates will be shared via your D&E email once 

you are officially hired.  They will also be posted in the Student Employment Coordinator’s 
office. 

✓ Falsifying hours or tampering with timekeeping system is a violation of federal and state law. 
This includes recording hours you did not work or clocking in and out for someone else. This is 
grounds for immediate termination.  

 

 

Student Employment Wage Scale:  
All student employees will be paid at least the current West Virginia minimum wage. 
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Payment: 
Student employees will be paid twice per month, based on the number of hours reported on your 

student timesheet.  Pay dates generally fall on the 15th and last day of the month but may vary due to 
weekends or holidays.  An exact list of pay dates can be obtained from the Student Employment & Payroll 
Coordinator.   
 

No advances on student pay will be made.  
 

Paper checks can be claimed from the cashier window on the second floor of Liberal Arts Hall on 
or after pay day. Please be prepared to show a photo ID. All student employees are encouraged to set 
up Direct Deposit or a MOCA Pay Card.  Details on these options will be provided at the time you 
complete your employment paperwork. 
 

 

Appropriate Office Attire: 
Student employees should dress in a manner suitable for work in an institution of higher 

education.  All student workers are expected to present a neat, clean, well-groomed, and appropriate 
appearance while at work.  Students who come to work dressed inappropriately may be asked to change 
or go home.  If your work location has a specific dress code they enforce, please follow their policy. 
 

Appropriate attire includes: 
✓ Dresses, skirts, jumpers of appropriate length for an office setting 

✓ Blouses, dress shirts, sweaters, polo-style shirts 

✓ Dress Pants, Khakis, or dark wash denim jeans (if clean and without fraying, holes, etc.) 
✓ Sweatpants, gym shorts, or other athletic wear should only be worn if appropriate for the 

job being performed 

✓ Some positions on campus may require employees to wear a uniform 

 

The following items are not acceptable: 
 Clothing that shows an excessive amount of skin 

 Extremely short shorts, skirts, or dresses 

 Torn, ripped or fraying clothing 

 Inappropriate images, slogans or wording on clothing. 
 

 

Cell Phones / Headphones / Laptop / Tablet Use: 
Student employees should not place personal calls on their cell phones while working. If you have 

your cell phone with you while on the clock, always keep it out of sight. Leave it in your pocket, backpack, 
purse, etc., and be sure it's silenced. Using a phone distracts from your work and is bad customer service.   

Calling and texting also distracts you from your work and makes it difficult for staff to 
communicate with you.  If you need to make or receive an emergency phone call or text, let a staff 
member know what you’re doing, and step outside the work area to make your call.  
  While working, you should refrain from listening to headphones or earbuds. Student work duties 
may include answering the phone and greeting customers – jobs that are hard to do if you are listening 
to headphones or earbuds. Students should also refrain from checking social media while on the clock.  
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Golf Cart Use: 
Use of the golf cart is restricted to those students and employees who have completed an online 

training course, an in-person test with Public Safety, and show proof of a current, valid driver’s license. 
This is required by D&E College insurance regulations and is for everyone’s safety. If your position 
requires you to operate a golf cart, your supervisor should let the Student Employment & Payroll 
Coordinator know, so trainings can be assigned. The mandatory training must be completed before you 
are permitted to drive the golf cart.  
 

 

Evaluations & Satisfaction Surveys: 
At the conclusion of each semester, supervisors are asked to evaluate the job performance of 

student employees.  Supervisors should provide you with a copy of your evaluation. Supervisors should 
also explain, at the beginning of your employment, the standards to which you will be evaluated.  
  

Additionally, student employees will be asked to complete a satisfaction survey at the end of 
each semester.  This survey asks questions about your work on campus and allows you to give feedback 
on what you did and did not like about your job.  Survey results are sent to the Student Employment & 
Payroll Coordinator and kept anonymous.  All student employees are encouraged to participate in the 
survey, as their input is valuable in the continuation and improvement of on-campus employment. 
 

 

Dismissal: 
We hope never to dismiss our student employees.  However, if you habitually fail to show up to 

work or disobey student employment policy, you may be dismissed from your position.   
 

The following transgressions are grounds for immediate dismissal: 
✓ No call / no show when scheduled to work. One warning is standard before termination. 
✓ Falsifying timesheets (as described under the timesheet policy section). 
✓ Leaving work without permission during your shift (walking off the job). 
✓ Excessive tardiness or calling off work. 
✓ Sleeping on the job. 
✓ Theft, misuse, or destruction of College property. 
✓ Refusal to perform duties as assigned. 
✓ Reporting to work under the influence of alcohol or illegal drugs or using alcohol or illegal drugs 

on College property. 
✓ Falsifying College records or violating faculty/staff/student confidentiality by disclosing data to 

unauthorized persons. 
✓ Harassment or assault in any form: sexual, physical, verbal, etc. 
✓ Assault of a fellow employee, official, individual doing business with the College or a member of 

the general public while at work or representing the College. 
 

For other, lesser offenses, it is typical to receive a verbal warning for the first offense, a written 
warning for the second offense, and termination for the third offense.  
 If you are terminated from your student employment position, you may no longer work on 
campus for the remainder of the current academic year.  This includes working for other departments 
or in any additional student employment roles you may currently have.  
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Statement of Equal Opportunity and Non-Discrimination: 
Davis & Elkins College, in compliance with Titles VI and VII of the Civil Rights Act of 1964, Title IX 

of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Americans 
with Disabilities Act of 1990, and the West Virginia Human Rights Act is an equal opportunity institution 
that does not discriminate on the basis of race, color, sex, religion, ancestry, national origin, age, sexual 
orientation, disability, veteran status, gender identification, or genetic information  or any other 
characteristic protected by federal, state or local law.   
 

 

Harassment Policy: 
Davis & Elkins College will not tolerate verbal or physical conduct by any student employee which 

harasses, disrupts or interferes with another’s work performance or which creates an intimidating, 
offensive or hostile environment. Harassment of any kind will not be tolerated, including harassment 
based on race, religion, color, sex, gender, age, national origin, ancestry, disability or familial status.  
 

 

Sexual Harassment Policy: 
Davis & Elkins College recognizes that all people have rights at work, including the right to be 

treated with respect and dignity, the right to be recognized and rewarded fairly for performance, and 
the right to a work environment free from discrimination and harassment. The College is committed to 
these rights. All people at the College are expected to treat each other in accordance with these rights. 
Faculty, staff, and students should be aware that any form of harassment and any form of illegal 
discrimination against any individual is inconsistent with the values and ideals of the College community.  
 

 

Consensual Relations Policy: 
In keeping with the College’s Personnel Handbook, please be aware that relationships of a 

romantic or sexual nature with a non-student College employee are prohibited. Additionally, the College 
highly discourages such activities that may lead to the abuse or the appearance of abuse of this policy 
such as consuming alcohol with College employees, partying with, or accepting rides from non-student 
College employees.  
 

 

Confidentiality: 
All student employees in the student employment program will be asked to read and sign a 

Student Confidentiality notice as part of this handbook. Federal law prohibits sharing any information 
you may learn about any D&E faculty, staff or students through your work as a student employee. Please 
refer to Statement of FERPA Understanding at the end of this document.  
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Acknowledgement of Handbook Policies 

 

I have read and understand the 2025-2026 Student Employment Handbook and understand that any 
violation is grounds for correction, probation, suspension, or termination. 
  

I understand that the most current version of this handbook is available electronically in the My D&E 
Portal section of www.dewv.edu and paper copies are available in the Business Office. 
 

 

  

Printed Name  ____________________________________________________________  

  

 

Signature ________________________________________________________________  

   

 

Date  _________________________ Student ID # _________________________  

   

 

 

 

Confidentiality Waiver 

 

I understand that by the virtue of my employment at Davis & Elkins College, I may have access to 
records or information which contains individually identifiable information, the disclosure of which is 
prohibited by the Family Education Rights and Privacy Act (FERPA) of 1974. I acknowledge that I fully 
understand that intentional disclosure by me of this information to any unauthorized person could 
subject me to criminal and civil penalties imposed by law. I further acknowledge that such willful or 
unauthorized disclosure also violates Davis & Elkins College policy and could constitute just cause for 
disciplinary action including termination of my employment regardless of whether criminal or civil 
penalties are imposed.  
 

 

 

Signature _________________________________________  Date  ______________________ 

 

 

SIGN and RETURN to the Student Employment & Payroll Coordinator  
before employment begins. 

 

http://www.dewv.edu/

