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Centralization of Student Employment  

 

Effective Summer Sessions 2011 the Melville Library and All Branches Libraries 

and Effective Fall 2012 Health Sciences Library  -  ALL student employment 

and student related employment issues were centralized in the Library Dean’s 

Office.  The Personnel / Student Employment Office is currently located in 

Room S-1430B, in the Melville Library.    

 

 

Reasons for Centralization 

 Employee Relations instructed the Library to centralize the Student        

Employment for the University Libraries.   

 To have uniformity in the student employment process. 

 Easy access to one central location for prospective students workers,      

current student staff and supervisors to address employment questions, 

issues and concerns.  

 Provide a neutral place where student staff can come with employment 

issues and concerns that will be kept in strict confidence and handled in an 

objective manner. 

 Central area for student staff budgetary information. 
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Student Employment Procedures  

 

 ALL Students must apply on-line to be considered for employment at the 

University Libraries. 

 The online student job application is listed under “Employment” on the   

University Libraries webpage. 

 Students will receive an automatic acknowledgement with the following 

statement upon submittal of the on-line job application. 

 On-line applications will be held active for the semester.  There is no need 

for the student to reapply during the semester, but students should inform 

Jeanne Quagliata of any changes in their availability and she will update the 

information on the     application. 

• Students will be able to reapply each semester. 

• We will be able to sort applications of interest (prior library experience,     

specific skill sets, etc. ) 

 Work Study Students will have preference in the hiring process.   
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Filling a Student Staff Position   

• Student supervisors must send an e-mail to Jeanne Quagliata listing the             

vacancies that need to be filled (include the day(s) & hours & number of                 

students needed .  Also let us know if you are looking for a particular skillset). 

 You will be provided with 3 to 4 applications for your review that indicates the 

student’s available on the day(s) and hours you are looking to fill. 

 Student supervisors will contact the students of interest and after you have 

interviewed with the  prospective students, provide Jeanne with your top 2 or 

3 students. 

 If, for any reason the first choice can not “clear” for employment, we will 

attempt to clear choice 2 and then 3.  

 Students must be able to “clear” in SOLAR to be eligible to work on campus. 

 Supervisors will be notified by e-mail once a student is cleared to work. 

 If a supervisor is no longer considering one or more applications distributed to 

their area please notify Jeanne.  DO NOT pass applications along to other     

departments / supervisors.  All the applications must be distributed  by the 

Personnel / Student Employment Office. We will make sure the applications 

are distributed to other areas in need.  

 Any and ALL paperwork regarding student employment will be handled in the 

University Libraries Personnel / Student Employment Office, located in room 

S1430B.  (no departmental or individualized paperwork is acceptable or should 

be used)      

 

Types of Employment 

 The Federal Work Study Program (FWS) - student wages administered 

through the FWS program., and is based on student’s eligibility on financial 

need which is determined by the Financial Aid and Scholarship Services Office.   

 The Student Assistant Program - wages are subsidized by the hiring                 

department therefore the library is fully responsible for the student’s salary. 
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Requirements for Employment 

  Must be enrolled and matriculated in a degree or certificate granting program. 

 Must have a valid social security number (position may be offered to students in     

need of obtaining a social security card.  This should not be a factor in hiring a                

student employee).   

 Obtaining a social security card - the student will be given a letter from the Office 

of Library Personnel / Student Employment with all the required information for 

the social security administration.  Depending on the students status they will be 

guided on the steps that need to be taken.  (this may take a couple of weeks).  

Once the student receives the social security card and their solar record is updated 

they will be able to clear to work (this usually is a 24 hour period).  

 Students Must successfully complete the University Libraries Student Staff online 

Orientation prior to their first day of work. 

 Effective Fall 2015 Student working on campus MUST participate in the Career 

Centers Student Employee Orientation, this can be done one of two ways the     

student staff can attend an in person workshop or take the Career Center Webinar.  

The Career Center will contact student employees and  make all arrangements.   

 Please keep in mind when filling positions that Work Study Students will be            

given preference. 

 

Library Student Staff Online Orientation 

 All University Libraries Student Staff are required to complete the  University       

Libraries  Student Staff On-line Job Orientation prior to the date they are to start 

working.  The orientation consists of helpful information such as job expectations 

and guidelines and covers topics that should answer any  questions the student 

may have regarding their job at the University  Libraries.  We tried to make the    

orientation interesting, informational and helpful.  We want the student staff       

experience at the University Libraries to be positive and their employment at the 

University Libraries to be successful.   
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 Upon completion of the new hire paperwork, the student will receive an 

email with an individualized link to the University Libraries On-line Job      

Orientation.  All e-mails MUST be sent to the student’s stonybrook.edu         

e-mail address.    

 It is very important that the student complete the on-line job orientation 

with in 2 weeks or the link will expire and will hold up their employment 

start date. 

 The Orientation has multiple screens and snippets of videos.  The student 

will not be able to go to the next screen without answering the questions 

after each section correctly.  When they have correctly answered the      

questions they will move to the next screen and continue until they have 

successfully completed the on-line job orientation.   

 If student needs to stop at any point in the orientation, they use the same 

link and will be brought to the point in the orientation they left off and will 

continue from that point forward. 

 Upon completion of the orientation the student will receive an email        

confirmation with a PDF of the correct answers letting them know they have 

successfully completed the on-line job orientation.  The Personnel / Student 

Employment Office will also receive and e-mail letting us know the student 

has successfully complete the University Libraries Student Staff On-line Job 

Orientation. 

 Once the student clears and the orientation is completed the supervisor will 

receive an e-mail from the Personnel / Student Employment Office  stating 

the student is now able to begin working. 

Career Center Student Employee Orientation 

The Library Student Staff Online Orientation is separate from the Student Employee 

Orientation given by the Career Center.  The Career Center orientation is a campus 

wide orientation that is now required of all students who work on campus.  It does 

not cover University Library student employment procedures and many other items 

covered in the Library Student Staff Online Orientation. 
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 If a student needs to make a permanent change to his/her work schedule he/
she should inform his/her immediate supervisor and the supervisor should 
make the necessary changes to the calendar.  

 If a student calls in or makes a temporary change to his/her schedule, please 
note changes by their name on the calendar and also put the name of student    
covering his/her shift. Example: “John working for Mary”; “Mary  late”, John 
out” etc.  

 If  a Student is looking for additional work hours or wants to work in another 
area of the library they need to come to the University Libraries  Personnel / 
Student Employment Office and we will check availability and proceed in the 
best interest of all concerned. 

 

Viewing Student Staff Work 

Schedule 

 Click on the apps icon 

 go to calendars 

 You will be able to view the     
student staff schedules            
calendar  either under               
“My Calendar” or                             
“Other calendar”  depending on 
who created the calendar.                     

Work Schedules 

 Each area of the library should keep their student staff work schedules on 
google calendars and give viewing & editing access to Jeanne & Pam.  

 The Student Supervisor, Department Head, Jeanne and Pam should be able to 
view and edit the Student Staff Work Schedule Calendar for your  department 
in Google Calendars. 

1 

2 
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Here are a few examples of calendar entries. 

 

Weekly schedule 
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Daily schedule 

Showing notation to the Calendar 

Matthew 

Matthew out—

John covering  

Jane 

Jose Josh 

Jane 

John 

Matthew 

John 
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Making an edit to an entry 

 

Click on the entry you want to edit and a window will open, click 

on the pencil Icon and it will bring you to the entry page 
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Making an edit to an entry 
There you will be able to make 

the necessary changes or        

updates to the calendar 
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Student Time Sheets 

 Students must enter their time worked on the SOLAR System on-line time 
sheet.  They should enter their time worked each day.  If a student          
neglects to enter his/her time in the  SOLAR System, payroll will have no 
knowledge of the students time worked and they will not receive payment 
until the time is in SOLAR and approved by the authorized signatory by the 
payroll deadline. 

 Approvals should be done daily, do not wait for the deadline to approve 
your student(s) time sheet.  If for some reason a deadline is missed the   
student will not be paid for the hours worked until you approve their time 
in SOLAR.  And they will not receive payment until the following pay       
period. 

 If you still use a paper time sheet for your area, this documentation is for 
informational purposes only.  All time worked MUST be entered in SOLAR. 

 First and Second authorized signatories to approve / disapprove student 
on-line time sheet will be determined by the department.  (Jeanne 
Quagliata is the 3rd  authorizer for ALL student staff this is the only way 
the Library Personnel / Student Employment Office can have access to   
SOLAR reports).   

 If you need to make changes to the authorized signatories please send 
Jeanne Quagliata an e –mail (CC: Pam DiPasquale).  

 Each area will be responsible to approve/disapprove student entries in       
SOLAR for hours worked.  

 When you approve the students time on the on-line time sheet  in SOLAR 
please provide a copy of the “Approved Time Sheet” to the Personnel / 
Student Employment Office.  The following week  the Time  Sheets Paid 
screen will appear in SOLAR, when the “Time Sheets Paid” are available in 
SOLAR please provide a copy of the “Time Sheets Paid” to  our office as 
well.   

 The deadlines for the copies of Approved Time Sheets and copies of the 
Time Sheets Paid are listed on the “Student Supervisor Deadline Schedule” 
sheet.  Please have your copies to the Personnel / Student Employment 
Office by the deadline! 
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Keeping Track of Work Study Balance 

 All authorized signatories will be able to view their work study student(s) 
award balances in the SOLAR System.  The balance updates with each Solar 
entry. 

 From the Solar System Home Page Click on “View FWS Balance” 

 This will bring you to the “Search Criteria” Screen in SOLAR..  You will need 
your students Solar ID #. 

 Student Supervisors should check the FWS Screen each pay period and more  
frequently as time passes so there will be no problems with student working 
after their award has been exhausted. 
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 After you entered the student’s Solar ID # click on “Search”  so you can view the 
FWS Balance Screen. 

 

   The FWS balance screen will have the following information: 

 Student Solar ID# and Name 

 Award Amount 

 Disbursed—of Paid Amount 

 Payroll Pending Amount  

 Current Time Sheet(s) 

 Current FWS Balance 



17 

Problems with the FWS Balance: 

 If the figures don’t seem to be correct, it maybe that the student has another job 
on campus and is being paid from the FWS Award from both areas.  

 Or the student hasn’t entered all their hours worked in the Solar System. 

 Supervisors should check this screen each pay period. 

 

If you need assistance or have questions  regarding the Work Study Balance 

Screen please Contact the Library Personnel / Student Employment Office. 
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Viewing Budgetary Spread Sheets in Google Drive 

 If your Department Head has given you access as the student supervisor to view 

the bi-weekly budgetary spread sheet, you will be able to view the spread sheets 

in Google Drive. 

 

 

 

 

 

 

 Once in Drive the folder name will read -                                                                   

“Your Department Name 15-16 Student 

Budget” 

 The spread sheet will show: 

 the bi-weekly expenditures, 

 balance  

 the target percentage for that pay period 

 the actual percentage used for student assistant position. 

(Work Study information is listed on the spread sheet in a separate section but is not 

included in the actual budget expenditure amount since FWS students are paid from 

the FWS Award and will not effect your fiscal year allocation). 

 If your FWS student(s) are close to exhausting their award, you will need to get  

permission from your AD if you wish to continue employment as a student           

assistant.   

 Please make sure the Pam & Jeanne are CC’d on the email request and on the        

reply. 
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Viewing Budgetary Spread Sheets in Google Drive 
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Job Performance 

 The Library Personnel / Student Employment Office is here to assist the students 
and student supervisors with student staff work related issue.   

 Managers and Supervisors will be responsible for the training, supervising and    
terminating of student employees.   

 If a student needs to improve in a certain area, please speak to the student,  and 
give them a reasonable time to improve before you terminate employment. 

 When a Manager/ Supervisor terminates a student, they should email Pam            
Di Pasquale & Jeanne Quagliata. 

 The email should include reasons for termination, listing instances and dates of    
instances.   

 

Attendance Issues 

• Student’s should contact their department and inform their immediate supervisor 
if they are unable to come to work.  

 If a student calls in, please make the necessary notations to the google calendar.  

Also note on the calendar who will be covering if another student will be covering 

their shift. 

 If for some reason a student can not contact his/her department when they call in, 

they can call the Library Personnel / Student Employment Office at 631-632-1594 

or 6631-632-1598 and if after hours leave message on voicemail we will notify the 

supervisor.  (This should be the student’s last resort) 

 In the public service areas students need to try to obtain coverage if they know 

they can not make it into work. 
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No Call no Show 

 

  If a student is a “no call no show” you must inform Pam (CC: Jeanne)      
immediately  and an e-mail will be sent to the student informing them that 
their position in the library is in jeopardy and this can not happen again. 

 There may be extenuating circumstance for this to happen.  Each case will 
be considered individually. 

 The student can be terminated after the 2nd  “No Call No Show” 

 
 

Maintain Adequate Student Coverage 

 

 To maintain adequate student coverage - students may be asked to float to 

other areas of the library if need be.  (Public Service will have priority).   

 

Confidentiality 

 All issues brought to the Library Personnel / Student Employment Office 
attention will be held in strict confidence. 

 If a student has a confidential issue that needs to be addressed, we will 
need  take the appropriate action and may not able to explain to the        
supervisor / department as to why a particular action was taken. 

 
 

Notification 

 Keep Pam and Jeanne informed.  Notify us of any problems, provide           
copies, e-mail us, call us or come see us with your questions or concerns 
regarding your student staff issues. 
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  Student’s Cleaning:  

 

Student Staff CANNOT Clean:  

Student cannot mop, climb ladders, Swiffer or do General cleaning  

Students cannot perform tasks that would normally be handled by the custodial staff  

If you need your area cleaned please contact custodial services.  

 
 

 Student can help with projects  

Students can keep their area neat and tidy ( desk, information desk)  

They can wipe down the book and shelves if they are shifting or shelving  

They can work along side you if you are doing a special project  

  

 

 See attached e-mail from Human Resources:  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

On Fri, Jul 12, 2013 at 2:10 PM, Jane Paraskevas <jane.paraskevas@stonybrook.edu> wrote:  

I spoke with Karen in HRS who handles the Student Payroll. She mentioned she was aware of this concern 

and that it was explained to Pamela Di Pasquale that the students are not hired to do cleaning, mop floors, 

climb ladders, etc. That is for maintenance/custodial.  

If, however, a student is working with the books and shelves, they can dust off their work area.  

I hope this helps answer your questions.  

Thank you.  

Jane Paraskevas Human Resource Services Admin Building Room 390 Stony Brook, NY 11794-0751 Phone 631 632-6195 

Fax 631 632-4984 Jane.Paraskevas@Stonybrook.edu  
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Termination of Student Staff 

 

 All terminations of employment are the responsibility of the Student         

Supervisor.   

 Unless the student does something that requires an immediate                            

termination the following procedures will be followed. 

 Complete the “Library Student Employee End of Assignment” Form. 

 You should have already verbally addressed any issues or problems with 

the student employee before the student is terminated or their                 

assignment has ended. 

 Once you verbally inform the student of any issues please give the student 

time to improve and note the date you spoke to the student regarding any 

issue.   If there is no improvement or additional incidents occur and you 

feel you the need to end or terminate their assignment .  Please send  

complete the documentation to Pam Di Pasquale  in the Library                  

Personnel / Student Employment Office ASAP. 

 Complete the Library Student Employment End of Assignment Form (see 

instructions on page 23. 

 Please  carefully read each section of the document and address your               

particular situation. (you can complete more than one section) 

 If  the reason for ending the student’s assignment or terminating a student 

employee is not listed in the document, please add the necessary                

information in “OTHER:” and - or- then add dates or any other information 

in the Comments fields. 

 You  MUST notify the student if they will not be coming back for the next 

semester (no matter the reason).  Send the student an email to inform 

them.  

 Please send a copy  of the email sent to the student to Pam and Jeanne. 

 Please keep a copy of the document for your records. 
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 You Should have already verbally addressed any issues or problems with the stu-

dent employee before the student is terminated or their assignment has ended. 

 Once you verbally inform the student of any issues please give the student time to 
improve and note the date you spoke to the student regarding any issue, and add 
this information to the document. If there is no improvement or additional inci-
dents occur and you feel you need to end or terminate their assignment please 
complete the documentation and send to me & CC: Jeanne. 

 You can find the Form on StaffWeb. 

 Please carefully read each section of the document to address your particular               
situation. 

 If the reason for ending the student’s assignment or terminating a student employ-
ee is not listed in the document, please add the necessary information in “OTHER:” 
and - or- then add dates or any other information in the Comments fields. 

 You MUST notify the student if they will not be coming back for the next semester 
or that they are being terminated, send the student an email to inform them.  

 Please copy Pam and Jeanne on the email sent to student staff. 

 Please keep a copy of the document for your records. 

Instructions Ending Library Student Employment Assignment  
- and-  

  
Completing the Library Student Employment End of Assignment Form 
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