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Supervisor’s Guide to Student Employment

The Offices of Student Financial Services and Campus Student Employment publish this Guide annually to support departments in the effective hiring and supervision of student employees at the University of Southern Maine (USM or “the University”) and University of Maine School of Law (UM Law).

USM employs student employees across a wide range of departments and functions. Student employment supports the University’s operational needs while also providing students with meaningful work experience that complements their academic and professional development.

This Guide is designed to help supervisors effectively hire, manage and support student employees in a manner that is consistent with University policy, applicable laws and program requirements. It outlines key processes, expectations and responsibilities related to student employment, including Federal Work-Study and department-funded positions.

Supervisors play a critical role in ensuring that student employment is structured appropriately, administered in compliance with all requirements and carried out in a way that supports both departmental goals and student success.

Additional resources and contact information are provided at the end of this Guide to support supervisors in addressing questions or situations not covered herein. 


Table of Contents
Scope	2
Guiding Principles	2
Federal Work-Study vs. Department-Funded Student Employment	3
Steps to Hiring a Student Employee	4
Graduate Assistantships and Graduate Student Employment	9
Remote or Hybrid Student Employment	10
International Student Employees	12
Expectations of Student Employees	13
Supervising Student Employees	14
Employment Restrictions	17
Contacts and Resources	19



[bookmark: _Toc231541061]Scope
USM has adopted a three-tier framework for undergraduate and graduate employment. Unless otherwise noted, the information in this Guide applies to tier 1 only.

Tier 1: Student Employment (Non-Represented)
On-campus student employment includes undergraduate and graduate positions that are part time, flexibly scheduled around students’ academic schedules and closely supervised and mentored by faculty and staff members. This tier is guided by the Student Employment Classification Framework.

Tier 2: Hourly Graduate Assistantships (Represented)
Hourly Graduate Assistantships are part-time, on-campus positions that involve work falling within the scope of the Graduate Workers bargaining unit but that either (1) do not meet the academic or professional requirements for a stipended Graduate Assistantship, or (2) do not qualify for exemption from overtime under the Fair Labor Standards Act (FLSA). Hourly Graduate Assistantships may be used only in limited circumstances and evaluated on a case-by-case basis.

Tier 3: Stipended Graduate Assistantships (Represented)
Stipended Graduate Assistantships are structured 10- or 20-hour per week positions that enrich the academic and/or professional experiences of our graduate students and provide meaningful learning, professional development and contributions to the University’s academic mission. Stipended Graduate Assistantships are overseen by Graduate Studies. 

[bookmark: _Toc231541062]Guiding Principles
Student employment is an important component of the University’s commitment to student success, engagement and persistence. Research consistently demonstrates that meaningful on-campus employment can positively contribute to student retention, academic success, sense of belonging, career readiness and connection to the institution when structured as a high-impact educational practice.

At USM, student employment is intended to support both the operational needs of the University and the educational experience of students. Student employees contribute meaningfully to the daily work of the institution while also developing professional skills, workplace competencies and relationships that support their personal, academic and career development.

The University recognizes that student employment is most effective when students are meaningfully connected to the campus community through regular interaction with faculty, staff, peers and University operations. Accordingly, student employment should be designed as an in-person, campus-based experience. Remote or hybrid arrangements may be appropriate in limited circumstances when the nature of the work, the student’s level of independence and the department’s ability to provide appropriate supervision and mentorship support such an 

arrangement. See the Remote or Hybrid Student Employment section of this Guide for additional information and expectations related to remote student employment arrangements.

Student employment should be intentionally structured to:
· Support student learning, development and career readiness
· Promote engagement, belonging and connection to the institution
· Provide appropriate supervision, mentorship and feedback
· Complement rather than interfere with academic progress
· Ensure work assignments remain appropriate for student employment 
· Maintain compliance with University policies, applicable laws and collective bargaining obligations

The University recognizes that student employment experiences may vary significantly across departments and positions. Some roles may be highly developmental and closely aligned with a student’s academic or career interests, while others may appropriately prioritize operational support and employment flexibility. Both types of opportunities provide important value to students and the University.

Supervisors play a critical role in ensuring that student employment experiences are structured appropriately, administered consistently and carried out in a manner that supports both departmental needs and student success. Whenever feasible, supervisors are encouraged to help students understand how their work contributes to broader departmental and institutional goals and to foster the development of career-readiness competencies and transferable skills.

[bookmark: _Toc231541063]Federal Work-Study vs. Department-Funded Student Employment
Each year, the University employs hundreds of undergraduate and graduate students through both Federal Work-Study and department-funded student employment. These students bring a wide range of skills, perspectives and talents that contribute meaningfully to the work of departments across the University. 

Federal Work-Study
Federal Work-Study is a need-based program financially supported with federal and university funds. Undergraduate and graduate students apply for Federal Work-Study, grants and loans by completing the Free Application for Federal Student Aid (FAFSA). Using federal guidelines, the Student Financial Services Office determines a Federal Work-Study offer based on the student’s financial need and availability of funds.



[bookmark: _Toc227141169]Eligibility:
Students eligible for Federal Work-Study employment are notified by the Student Financial Services Office, usually in their original financial aid offer. Only students who are offered Federal Work-Study by the USM Student Financial Services Office may be employed in the Federal Work-Study program (otherwise, they may be eligible for department-funded student employment). A student may not begin working in anticipation of receiving a Federal Work-Study offer, unless their wages are paid for by department funds. Financial aid offers may be adjusted if the students’ eligibility changes. The Student Financial Services Office will notify the student if their Federal Work-Study offer is adjusted. Federal Work-Study eligibility is determined annually and is not guaranteed in subsequent years. The offer is earned through employment, and students are only paid for hours worked. 

Students who do not begin working by October 1 may lose their Federal Work-Study offer. To be eligible, the student must be enrolled at least half time, which is defined as:
· Undergraduate and UM Law students: 6 credits per semester 
· Graduate students: 3 credits per semester 

[bookmark: _Toc227141170]Non-Federal Work-Study (aka Department-Funded)
Non-Federal Work-Study employment—more commonly known as “Department-funded” employment—differs from Federal Work-Study employment in that the hiring department, not federal financial aid funds, pays wages. Department-funded employment has different eligibility requirements (see below). Department-funded student employment is contingent upon available funding in a department’s budget. If you are unsure if your department has funds to pay student employees, contact your department’s Finance Manager. 

Eligibility:
Undergraduate and graduate students who are paid with department funds must be enrolled in at least 3 credits during the fall or spring semester in which they are employed or, if employed during the summer, must be pre-registered for 3 credits in the upcoming fall semester. The student must remain enrolled to continue earning department funds. Unless an exception is granted by the Campus Student Employment Office, departments must follow the Federal Work-Study hourly wage bands.

[bookmark: _Toc231541064]Steps to Hiring a Student Employee
Step 1: Determine Whether Student Employment Is the Appropriate Staffing Model
Before creating a student position, departments must first determine whether student employment is the appropriate staffing model for the work being assigned. 



Student employment is generally appropriate when the work is:
· Part-time and structured around the student’s schedule; in most cases, student employees work between 5-10 hours per week and never more than 20 hours per week while classes are in session
· Performed under regular supervision
· Appropriate for student employment in scope and responsibility as defined by the Student Employment Classification Framework
· Does not assign primary accountability to the student employee for program, project, service or operational outcomes

Student employment is NOT appropriate when the work:
· Would displace regular employees or be used in lieu of hiring regular employees
· Primarily benefits a private individual rather than the University or public
· Is hazardous, unlawful or otherwise inconsistent with University policy
· Involves partisan or nonpartisan political campaign activity, political advocacy, lobbying or efforts to influence legislation or ballot initiatives
· Involves religious instruction, proselytizing or sectarian worship activities
· Is otherwise prohibited under Federal Work-Study or public funding rules
· Is assigned to a graduate student and involves instruction, instructional services (including tutoring), research or research services (see the Graduate Assistantships and Graduate Student Employment section of this Guide for more information)

Step 2: Determine the Funding
Before moving forward, the department must identify how the student position will be funded.
In most cases, if the department does not have dedicated student employment funding or grant funding available for student wages, the position will likely need to be funded through Federal Work-Study.

Departments should determine whether the position will be funded by:
· Federal Work-Study – for positions funded through student financial aid offers.
· Department Funds – for positions paid directly from departmental budgets. 
· Grant Funds – when allowable under the funding source. 

If you are unsure which funding source applies, consult the Campus Student Employment Office before posting or hiring.

Note: Even when department, grant or other funding is available, departments should consider utilizing available Federal Work-Study funding whenever appropriate to minimize the use of institutional or grant funds, unless an approved exception has been granted to pay above the maximum student employment rate (in which case, Federal Work-Study cannot be used). 

Step 3: Select the Appropriate Student Employment Classification Level
Once student employment has been determined to be the appropriate staffing model and the 
funding source has been confirmed, review the Student Employment Classification Framework and 
Student Job Descriptions to identify the job description and level combination that best aligns with the department’s needs.
Contact the Campus Student Employment Office if…
· None of the existing student job descriptions match the responsibilities of the proposed position.
· You wish to pay above the maximum hourly rate associated with the selected classification (subject to approval; non-Federal Work-Study only).
· You wish to compensate the student via stipend or salary rather than hourly wages (subject to approval; non-Federal Work-Study only).

Step 4: Ensure Supervisor Authorization and Access
Unless already confirmed, email usmstudentemployment@maine.edu to ensure the prospective supervisor and department administrative support, if applicable, have the necessary access, including student hiring functions (Manager Self-Service, e-Hire tool and time approval) and the USM Job & Internship Board.

Step 5: Recruitment and Selection of Student Employees 
Advertising and Recruiting:
Federal Work-Study (FWS) positions must be posted on the USM Job & Internship Board. Visit this job aide for instructions on how to post a position to the Job & Internship Board. Students can access the Job Board through the USM Campus Portal by selecting the Job & Internship Board icon within the Launchpad.

In addition to the Job Board, departments may advertise student employment opportunities through other appropriate channels, including:
· Social media
· Contact usmstudentemployment@maine.edu if you would like your position shared on the Campus Student Employment social media channels
· Flyers or posters
· In-class announcements 
· Student publications 
· Direct outreach to students 

Interviewing and Selection:
The supervisor can begin interviewing students once applications begin to be received. For interview question ideas, see our Sample Interview Questions.


During the interview process, supervisors should assess the student’s qualifications and alignment with the position. This includes confirming eligibility for Federal Work-Study, if required for the position.[footnoteRef:1] [1:  Supervisors can also email the student’s name and ID to usmstudentemployment@maine.edu  or usm.finaid@maine.edu to confirm their Federal Work-Study offer.] 


Furthermore, supervisors should estimate the weekly hours needed based on department need, availability of supervision and availability of funding (whether Federal Work-Study or Department-Funding). 

University of Maine School of Law:
Students at the University of Maine School of Law who are interested in Federal Work-Study or other student employment opportunities should contact the Law Library or Law Clinic.

Note: Supervisors are encouraged to ask the student if they currently hold or anticipate holding other on-campus positions that could affect their availability or number of hours they may work per week. If the student holds multiple Federal Work-Study positions, ensure total scheduled hours are coordinated appropriately across roles to avoid overspending their Federal Work-Study allocation.

Step 6: Submit Hiring Authorization Before Work Begins
Once a supervisor has selected a student for hire, an electronic hire authorization (e-Hire) must be submitted through MaineStreet Manager Self-Service (Student Hire tile) at least one week in advance of the student’s expected start date. Please refer to the e-Hire Training Guide for instructions or contact Campus Student Employment for assistance with the e-Hire.

After the supervisor submits the e-Hire, the student will receive an email with instructions on how to accept the job in MaineStreet Student WorkCenter. Students may not begin work until the job has been set up! The student and supervisor will receive an email from payroll@maine.edu when this is complete. 

Note: A separate e-Hire is required for each position a student holds and for each term (academic year and summer). Unless otherwise specified by the e-Hire submitter, the authorization defaults to the end of the term. A new e-Hire is not required when a student continues in the same position from fall to spring within the same academic year.

Step 7: Complete Required Hiring Paperwork
After the job has been set up, students may begin completing the required payroll paperwork Supervisors play a key role in ensuring these steps are completed accurately and within required timeframes noted below. Not completing this paperwork accurately and within the required 

timeframes noted below may result in delayed payment of wages, chargebacks to the department and violations of employment law. 

Form I-9 (Employment Eligibility Verification):
· Unless the student is a returning student employee or has held a position on campus within the last 12 months, they must complete a Form I-9 within 3 business days of hire.
· If an I-9 is required, the student will be notified by Campus Student Employment in the onboarding/welcome email. The student must complete Section 1 and then visit the Campus Student Employment Office to complete Section 2, which requires them to present, in person, original, unexpired identification and work authorization documents in accordance with USCIS list of acceptable I-9 documents.
· Failure to complete the Form I-9 within the required timeframe may result in a no-work hold or termination of employment until the form is completed.

Direct Deposit Authorization:
· Completed by the student online through MaineStreet Employee Self-Service.
· See How to Set Up Direct Deposit.

Federal and State Form W-4:
· Completed by the student online through MaineStreet Employee Self-Service.
· See How to Set Up W-4 Tax Withholding Status.

Sprintax Calculus Profile:
· Sprintax Calculus is a secure online system used by Payroll to ensure taxes are withheld properly.
· Required for non-U.S. citizen student employees, including students with F-1 visas.
· Students who are required to complete Sprintax Calculus will receive instructions directly from Payroll.

Returning Student Employees:
Students who have held a student job at USM, UM Law, or elsewhere in the University of Maine System within the past 12 months generally do not need to complete payroll paperwork again. However, they should review and update their personal information annually in MaineStreet > Employee Self Service > Personal Details, including address, direct deposit and tax withholding information.

International Student Employees:
International student employees may be authorized to work on campus but are subject to different rules and regulations. They should contact the Office of International Programs prior to accepting an on-campus student position to ensure they are eligible and understand what steps are required of them. Please see the International Student Employees section of this Guide for more information.

Off-Campus Employers:
Off-campus employers cannot use the e-Hire process and must request a work authorization by contacting the Student Financial Services Office at 780-5252. Students working at an off-campus location may also request a work authorization from the Student Financial Services Office.

Note: Even if a student is funded through Federal Work-Study, departments will be charged for any hours worked before all required forms and authorizations are completed.

Step 8: Prepare for the Student’s Start Date
Before the student begins work or on their first day, supervisors should:
· Establish a work schedule.
· Review job duties and expectations with the student.
· Provide department orientation/training and notify the student that they must complete compliance training if they have not already.
· Student employees must complete compliance training on UMS Academy within 30 days of their start date.
· Supervisors are expected to hold students accountable to this.
· Student employees only need to do this training once per academic year, and since many students hold multiple jobs on campus, it is possible that they have already completed the compliance training. If you are unsure, contact Campus Student Employment.
· Explain time entry and payroll processes.
· Review workplace conduct expectations.
· Provide necessary tools, equipment and access.

[bookmark: _Toc231541065][bookmark: _Toc227141173]Graduate Assistantships and Graduate Student Employment
Overview
Graduate Assistantships and student employment are separate programs and are subject to different requirements, approval processes and employment conditions. The University of Maine Graduate Worker Union collective bargaining agreement (UMGWU CBA), ratified in December 2025, establishes contractual requirements governing both stipended and hourly Graduate Assistant positions, including compensation, benefits, working conditions and other employment protections. Visit the University of Maine System Labor Relations website for a copy of the UMGWU CBA.

Stipended Graduate Assistantships
Stipended Graduate Assistantships are administered through Graduate Studies and are intended to support graduate students in roles involving instruction, instructional support, research, research support or administrative responsibilities. The UMGWU CBA establishes minimum stipend amounts based on degree level, along with tuition waivers, paid time off and other benefits and protections.

Graduate Student Employment
Graduate students may also be employed in student employment positions when the nature of the work aligns with the Student Employment Classification Framework and does not fall within the scope of the Graduate Worker Union. 

IMPORTANT: Student employment positions involving instruction, instructional services (including tutoring), research, research services or duties substantially similar to Graduate Assistant work must be reviewed for Graduate Assistantship eligibility and collective bargaining implications.

Approval Process 
All Graduate Assistantship positions, even those funded by the department, and other positions tailored to graduate students must be approved by the Graduate Employment/Assistantship Review (GEAR) Team. The GEAR Team is responsible for ensuring alignment with institutional academic and professional standards and collective bargaining agreement obligations.

To request approval for a Graduate Assistantship or if you have questions regarding Graduate Assistantships or graduate student employment, please contact Graduate Studies at usmgradstudies@maine.edu.

[bookmark: _Toc231541066]Remote or Hybrid Student Employment
Remote or hybrid student employment arrangements should be considered the exception rather than the standard approach to student employment. Because student employment is intended to function as a high-impact educational experience that promotes engagement, mentorship, skill development and connection to the University community, departments should carefully evaluate whether a remote or hybrid arrangement appropriately supports these objectives. Any remote or hybrid student employment arrangement must be approved by Campus Student Employment before remote work is offered to student employees. 

Supervisors remain responsible for ensuring that remote student employees receive appropriate supervision, guidance, mentorship and support comparable to an on-campus student employment experience. 

At a minimum, departments utilizing remote or hybrid student employment arrangements should ensure that:
· Students maintain a structured and predictable work schedule 
· Work expectations, assignments and deliverables are clearly communicated 
· Supervisors conduct regular check-ins, including at the beginning and/or end of shifts as appropriate to the position 
· Students have reliable access to their supervisor or designated support personnel during working hours and can reasonably expect timely responses to questions or issues 
· Supervisors regularly review work progress, provide feedback and maintain ongoing communication regarding performance and expectations 
· Opportunities for mentorship, professional development and connection to the department or University community are intentionally maintained, even in remote environments 
· Appropriate measures are in place to protect University data, systems and confidential information 

Departments must also ensure compliance with applicable University remote work procedures and documentation requirements. Student employees participating in remote or hybrid work arrangements may be required to complete elements of the University’s remote work process, including review of applicable remote work, data protection and workstation safety requirements. 

Remote or hybrid arrangements may be modified or discontinued at any time based on operational needs, performance concerns, supervision challenges, compliance considerations or the educational interests of the student employment program.

Procedure to Request and Formalize a Remote or Hybrid Arrangement with a Student Employee
1. Before requesting a remote or hybrid student employment arrangement, supervisors should carefully review the following criteria, all of which must be met:
a. The nature of the work can be effectively performed remotely 
b. The position includes clearly defined duties, expectations and deliverables 
c. The student can perform the work with an appropriate level of independence 
d. Appropriate supervision, mentorship, communication and accountability structures can be maintained 
e. The arrangement does not negatively impact operational needs, service delivery or student learning outcomes 
f. The supervisor should review the Remote Work Decision-Making Tool for additional considerations.
2. The supervisor should contact usmstudentemployment@maine.edu requesting approval for a remote or hybrid work schedule. 
3. Approval may be granted on a tentative basis. Following the tentative approval, the supervisor and student employee are encouraged to review the sample remote work agreement together and identify any potential issues that need to be resolved before consideration can be given to the employee working remotely. If the student employment position includes access to University systems or confidential data, the supervisor and student employment must review Employee Protection of Data and the Checklist for Protection of Covered Data.
4. Student employee reviews the Remote Computer Workstation Guidelines and completes the Remote Workstation Safety Review and Checklist.
5. Finally, the student employee completes the Remote Work Agreement.
[bookmark: _Toc231541067]International Student Employees
Supervisors who hire international students in F-1 status must ensure that employment is structured and managed in compliance with federal regulations and University processes. While these roles function similarly to other student employment positions, there are additional requirements that may affect hiring timelines, documentation, and ongoing supervision. 


Work Eligibility and Hour Limits
International students who are degree candidates may work in department-funded on-campus jobs, provided they maintain valid F-1 status. During the academic term, students may work no more than 20 hours per week in total across all on-campus jobs. During official University breaks, such as winter and summer, students may work full time, provided they intend to enroll in the next academic term. The 20-hour weekly limit applies to all on-campus employment combined, including graduate assistantships and resident assistant roles.

Supervisors are responsible for monitoring hours and ensuring students do not exceed these limits, as doing so may jeopardize the student’s immigration status.

Students enrolled in the Intensive English Language Program and exchange students are not authorized to work on campus.

Hiring and Payroll Processes
Supervisors must provide an employment letter to support the student’s work authorization process. This letter must include:
· Job title and a brief description of duties 
· Start date 
· Expected hours per week 

Supervisors are responsible for initiating the University’s Work Authorization process to notify Payroll of the hire. Following this step, the student will complete required employment actions, including obtaining authorization through the International Office, applying for a Social Security Number (if needed), and completing the I-9 employment eligibility verification process within required federal timelines. Students must also complete a Sprintax Calculus profile so Payroll can determine the appropriate tax withholding.

Note: Because these steps involve coordination across multiple offices, supervisors should anticipate additional lead time before a student is fully cleared to begin work or receive pay. Please direct questions to the Office of International Programs.


	[image: Warning icon] Important: Common Compliance Risks in Student Employment

	Supervisors are responsible for ensuring all student employment requirements are followed. The most common issues that result in payroll delays or departmental charges include:

· Allowing a student to begin work before the e-Hire is fully processed and approved.
· Allowing a student to work before all required hiring paperwork is completed.
· Scheduling students to work beyond their Federal Work-Study allocation.
· Hiring a graduate student into a role that should be classified as a Graduate Assistantship.
· Failing to provide appropriate supervision and oversight.

If any of the above occurs, the department may be responsible for associated costs or corrective action. When in doubt, contact Campus Student Employment before proceeding.



[bookmark: _Toc227141189][bookmark: _Toc231541068]Expectations of Student Employees
[bookmark: _Toc227141185][bookmark: _Toc227141190]There are some basic expectations that all student employees must meet. Part of a supervisor’s job is to hold student employees accountable for meeting these expectations. 

Reporting Time Worked
Students who have completed the e-Hire process and Form I-9 may report hours worked through MaineStreet Employee Self-Service when working in an approved Federal Work-Study position. Best practice is that students enter their time at the end of each day worked. Supervisors are responsible for reviewing and approving student time entries on a regular basis and must ensure that all time is approved no later than the Monday preceding the close of each payroll week. Best practice is for supervisors to approve time every Monday.  Please refer to the payroll schedule for specific deadlines. Late time entry or approval may result in delayed pay for the student. Emergency loans are not available for delays caused by late timecards or incomplete paperwork. As a reminder, departments will be charged for any hours worked before all required hiring forms and authorizations are completed.

Please visit Payroll’s Time Entry/Approval Resources for more information.

Completing Annual Compliance Training
Student employees, like all other employees, are required to complete annual compliance training. Students must complete compliance training within their first 30 days of employment and need only complete compliance training once per year. Time spent completing compliance training must be paid. Students may access the compliance training via UMS Academy. 




Maintaining Satisfactory Job Performance
Student employees are expected to meet the same basic performance standards as other university employees; be at work on time according to an agreed work schedule, perform work in a satisfactory manner, be professional and courteous, maintain confidentiality, report hours worked honestly and meet other expectations and requirements as explained by the supervisor. Supervisors should be clear about their expectations and hold students accountable for their work and actions.

[bookmark: _Toc231541069]Supervising Student Employees
Supervising student employees is both an operational responsibility and a developmental opportunity. Student employment should support departmental needs while also providing students with meaningful work experience. Clear expectations, consistent supervision, and timely feedback are essential to achieving both goals.

Authorized Supervisors
[bookmark: _Toc227141186]For the purposes of this Guide, the terms “department,” “supervisor,” and “employer” are used interchangeably unless otherwise noted. A regular University employee must be designated as the supervisor for all student employees. While students may assist in coordinating or guiding the work of other students, they cannot serve as the official supervisor of record.[footnoteRef:2] [2:  In some situations, students in more senior roles (e.g., Student Employment Levels 3-5, Residential Assistants, Lead Residential Assistants, or Graduate Assistants) may provide day-to-day direction to other student employees. However, the official supervisor, who must be a University employee, remains fully responsible for hiring, discipline/termination, time approval and ensuring work assignments comply with University policies and guidelines.] 


The University employee serving as the supervisor is formally accountable for the student’s employment and is responsible for:
· Approving hiring actions, work authorizations and time entries in MaineStreet.
· Ensuring work assignments are appropriate and align with the student employment classification framework.
· Maintaining overall oversight of the student employee’s work.
· Making decisions related to hiring, discipline and termination.

Supervision Responsibilities
In addition to formal accountability, supervisors are expected to actively manage and support student employees on an ongoing basis. Effective supervision includes:
· Clearly communicating job duties, expectations and workplace procedures at the start of employment.
· Providing sufficient initial and ongoing training.
· Maintaining regular contact and being available for questions and guidance.
· Monitoring attendance, punctuality and time reporting.
· Approving timecards accurately and on time.
· Ensuring job duties remain consistent with the approved position description.
· Monitoring hours worked, including Federal Work-Study earnings limits when applicable.

The quality of day-to-day supervision directly impacts student performance, compliance, retention, and the overall value of the student employment experience.

Performance Management and Mentorship
Student employment is intended to be both operationally supportive to the University and developmentally beneficial to the student. Supervisors play a critical role in ensuring student employees are successful in their positions and gain meaningful professional experience through their employment. Supervisors are expected to provide regular oversight, training, coaching and mentorship to student employees throughout the duration of their employment.

Student employees should not be hired into roles where they are expected to function without meaningful supervision or mentorship. Even in higher-level student employment positions, regular oversight by a University employee remains required.

Supervisors are expected to provide regular, constructive feedback, address questions and challenges as they arise, and create a supportive environment that encourages learning and growth. 

Furthermore, to support student employee development, supervisors are encouraged to explain how the student’s work contributes to departmental and institutional goals and coach student employees on workplace expectations and skills needed to be successful in the workplace, such as communication, critical thinking, leadership, professionalism and teamwork.

Addressing Performance Concerns
Student employees are expected to meet basic standards of reliability, professionalism, and conduct. When concerns arise, supervisors should address the issue promptly, clearly explain the concern and expected improvement, and/or provide coaching or additional training. If performance does not improve despite these interventions, progressive discipline may be necessary. Supervisors should consult Campus Student Employment before taking further action.

Progressive Discipline and Termination
Progressive discipline is used when a student employee’s performance or behavior does not meet expectations. Its purpose is to address concerns early, set clear expectations for improvement, and provide the student with a reasonable opportunity to correct the issue. In most cases, this process begins with a written warning, followed by a final written warning if sufficient improvement is not demonstrated, and may ultimately result in termination if expectations continue to be unmet.

Certain serious violations, such as theft, falsification of time, or breaches of confidentiality, may warrant immediate termination without prior disciplinary steps. In these situations, supervisors should contact Campus Student Employment before taking action to ensure the appropriate process is followed.

For more information, please see the Student Employment Guide to Performance Management.

Earnings Monitoring
It is the joint responsibility of the department and the student to monitor earnings. Student employees cannot exceed their Federal Work-Study allocation. Federal and state employment laws require a student to be paid for all hours worked, even if they are more than the Federal Work-Study offer. 

Once you are aware of or have been notified of the over earnings, the student must stop working through the Federal Work-Study program. Any department allowing a student to exceed their Federal Work-Study offer will be charged for any hours in excess. 
If you wish to continue employing the student with department funds, it will be necessary to make a change to the active job in e-Hire. Supervisors should monitor earnings regularly, as student Federal Work-Study eligibility can be adjusted for various reasons throughout the semester. Students are notified of changes to their offer and are responsible for notifying their supervisor when changes occur. Supervisors may view students’ Federal Work-Study balances by viewing the student’s timecard.

Incident and Injury Reporting
Student employees are covered by the University of Maine System’s Workers’ Compensation Program (“Workers’ Compensation”). For their protection and to comply with the Workers’ Compensation Act, a student is required to immediately report any injury—no matter how minor—or near miss to their supervisor or the next appropriate person in the department. A near miss is an unplanned event that did not result in injury, illness or property damage, but had the potential to do so. The supervisor will provide assistance in immediately seeking the appropriate medical attention for the injury and submit an incident report as soon as possible.

If it is an emergency or a life-threatening injury, the supervisor or other staff member should dial
911 immediately (do not wait until an incident report has been completed).

Reasonable Accommodations
In accordance with the Americans with Disabilities Act (ADA), USM is required to provide reasonable accommodations to student employees with disabilities when such accommodations are necessary to enable them to perform the essential functions of their position, unless providing the accommodation would impose an undue hardship on the University. If a student employee requests reasonable accommodation, even if it is an accommodation you can and will easily provide, please 

contact the Campus Student Employment Office or Human Resources to ensure the ADA process is followed and documented.

[bookmark: _Toc227141193][bookmark: _Toc231541070]Employment Restrictions
[bookmark: _Toc227141175][bookmark: _Toc227141194]Off-Campus Jobs
Generally, Federal Work-Study funds distributed at USM can only be used for on-campus positions apart from America Reads/Math tutors. That said, the University may explore student employment opportunities with off-campus federal, state or local public agencies or certain private non-profits. A contract is required of any potential off-campus employer with a percentage of wages being paid by the employer. Off-campus jobs must be in the public interest and academically relevant. For more information contact Student Financial Services.

Type of Work 
Federal regulations specifically prohibit the use of Federal Work-Study funds to pay for work that is religious in nature, related to partisan or nonpartisan politics or that benefits a private individual. A student can be paid for general office work or to help develop classroom materials. A student cannot 
be paid to type a dissertation or assist with private consulting. A student may work for an individual professor if the work is in line with the professor's official duties and is considered work for the institution itself. A student employee cannot displace or replace a regular university employee.

[bookmark: _Toc227141195]Schedule and Hours
Student employees may not be scheduled to work during times when they are expected to be attending class.

Student employment is intended to be part-time and structured around a student’s academic schedule. In most cases, student employees work between 5-10 hours per week.[footnoteRef:3] Based on departmental need and available funding, supervisors may schedule students for up to 20 hours per week during the academic term and up to 40 hours per week during breaks when classes are not in session. While additional hours may be possible, scheduling beyond these levels during the academic term is discouraged, as it may interfere with a student’s academic progress. [3:  Research suggests that students working approximately 5-10 hours per week tend to perform best academically. While students may work additional hours based on departmental need and available funding, it is generally recommended that total work hours not exceed 20 hours per week during the academic term or 40 hours per week during breaks.] 


International student employees in F-1 status are subject to federal work restrictions and may not work more than 20 hours per week while classes are in session (or 40 hours per week during authorized breaks).


Note: Many students work multiple jobs on campus, and total weekly hours across positions may exceed 20 hours per week. While a supervisor for a specific job is not responsible for monitoring total hours across all roles, supervisors should encourage open communication and make reasonable efforts to schedule work in a way that supports the student’s academic commitments.

Academic Credit
A student may receive both academic credit and Federal Work-Study payment for the same job, with restrictions. Students should be referred to the Student Financial Services Office if this is being considered.

[bookmark: _Toc227141196]Enrollment 
Only USM students enrolled at least half-time (6 credits per semester for Undergraduate and UM Law students or 3 credits per semester for Graduate students) or more may earn Federal Work-Study. Students who drop below half-time can no longer earn Federal Work-Study and must stop working immediately. Students attending both the fall and spring semesters may earn Federal Work-Study during semester breaks. Undergraduate and Law students who worked in the fall semester and wish to work over winter break must be pre-registered for at least 6 credits for spring semester. 
Graduate students who worked in the fall semester and wish to work over winter break must be pre-registered for at least 3 credits for spring semester. Students enrolled for fall only must stop work on the last day of the fall semester and may not continue to work during semester break. 

Summer Federal Work-Study and academic year Federal Work-Study are separate offers and earning periods requiring separate e-Hire work authorizations. A student may not “carry-over” unearned Federal Work-Study from summer to the academic year or vice versa. Unearned Federal Work-Study funds are forfeited annually.

Students paid with department funds for the summer must be enrolled in 3 credit hours for the summer or pre-registered in at least 3 credits for the fall.

[bookmark: _Toc227141197]Premium Pay, Benefits and Raises 
Student employees do not receive fringe benefits, merit raises, step increases, bonuses, fixed salaries, premium pay (e.g., overtime, shift differential, administrative leave, or holiday pay), or paid time off, unless eligible for Maine Earned Paid Leave (MEPL).[footnoteRef:4] Federal Work-Study funds may only be used to pay for hours actually worked and cannot be used for time not worked (e.g., illness,  [4:  Students who do not meet FICA exemption criteria (e.g., enrolled less than half time or, if employed during the summer term, not actively attending classes during the term) are eligible for Maine Earned Paid Leave (MEPL), which accrues at one (1) hour for every 40 hours worked. To use this leave, students must request time off from their supervisor in advance. See the UMS Payroll Maine Earned Personal Leave policy for more information.] 

vacation, holidays, or closures). Student employees who work more than 40 hours in a work week 

(Sunday through Saturday) must be paid time-and-a-half, which will be charged to the department. Federal Work-Study funds cannot be used to pay overtime.

[bookmark: _Toc227141198]Timely Payment of Wages
Wage and hour laws require a student to be paid within a "reasonable" amount of time (one month for Federal Work-Study purposes). If a student begins working for you prior to your submission of a properly completed work authorization and two payroll periods have passed without the required information, UMS Payroll will charge the department's account to pay the student for hours worked through the week of the current payroll.

[bookmark: _Toc231541071]Contacts and Resources
[bookmark: _Toc227141200]Contacts
For questions about Federal Work-Study funding, contact:
· Valerie Clark, Valerie.clark@maine.edu, 780-5252
· Tammy Whittington, tamaraw@maine.edu, 780-5377

For questions about student employment, supervisor or posting jobs, contact:
· Campus Student Employment, usmstudentemployment@maine.edu, 780-4660
· Haley Rice, haley.rice@maine.edu, 780-4660

For questions about student payroll, e-Hire work authorizations, paychecks, I-9 or W-4s, contact:
· [bookmark: _Toc227141201]Payroll Office, payroll@maine.edu, 581-9104

Online Resources
· USM Campus Student Employment Office
· Student Resources
· Supervisor Resources
· Student Employment Classification Framework and Student Job Descriptions
· Student Financial Services Office
· Federal Work-Study Basics for Students
· Payroll Operations
· Time Entry and Approval Resources
· E-Hire Training Guide
· Payroll Schedule
· Office of Graduate Studies
· Graduate Assistantship Resources for Supervisors
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