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1. Dress Code

a. University Student Center Student Employees are required to wear department issued uniform at all times while on duty.

i. Uniforms must be clean and neat at all times

ii. Uniforms cannot be altered or worn in an inappropriate manner

iii. No head gear is to be worn with the uniform unless issued by the department. (i.e. bandana, du rag, hat, etc.)

b. In the event that a student employee has not been issued a uniform they must report to work wearing professional attire and adhering to the following guide lines
i. Attire must be clean and neat at all times

ii. No head gear is to be worn 
iii. No open toed shoes, sandals, or flip flops, athletic shoes
iv. No jeans, shorts, low cut or see through tops

c. Any student employee not adhering to the aforementioned guidelines will be sent home and receive a Student Employee Grievance Reprimand.

2. Attendance

a. Time Off / Leave
i. If a student employee will be unable to report for duty for an assigned shift they are required to submit a completed leave slip to their supervisor no less than five business days in advance.
ii. Leave must be approved by immediate supervisor in advance.  
iii. Failure to complete a Leave Slip will result in a Student Employee Grievance Reprimand.

b. Calling Out

i. If a student employee will not be able to report for duty during their scheduled shift they are required to contact their direct supervisor less than 30 minutes prior to their shift.
ii. Failure to follow through with the aforementioned will result in a Student Employee Grievance reprimand.

c. Tardiness
i. If a student employee will be late reporting for duty during their scheduled shift they are required to contact their direct supervisor no less than 30 minutes prior to their shift.
ii. Failure to follow through with the aforementioned will result in a Student Employee Grievance reprimand.

d. Schedule Changes

i. All temporary and permanent schedule changes must be approved by the immediate supervisor

ii. Once the change has been approved the Student Employee must sign off on an updated work schedule.
e. Comp Time

i. Compensatory time can be accrued working additional hours outside of scheduled work hours.

ii. Regular Compensatory time is accrued at a rate of 1 hour of comp time per 1 hour worked.

iii. Holiday compensatory time is accrued at a rate of 1.5 hours of holiday comp per 1 hour worked by working on holidays.

iv. All compensatory time must be approved by a supervisor prior to working.

3. Web time
a. All University Student Center Student Employees must complete. A Web Time sheet on a bi-weekly basis or as indicated by the Office of Student Employment.
b. All hours indicated in Web Time must be supported by a USC issued time card.
c. If a work shift lasts more then five consecutive hours a minimum of a 30 minute break must be indicated on the time sheet 

d. If a work shift lasts more than eight hours on one day any hours beyond eight hours must be shown on a different day.

i. All adjustment must be approved by the supervisor.
e. In the event that a time sheet needs to be corrected after it has been approved by the supervisor, a paper time sheet must be submitted.

f. In the event that a time sheet is not submitted and the submission dead line has past a paper time sheet must be submitted.

i. Paper time sheets must be submitted before the conclusion of the next pay period. 
ii. Paper time sheet will not be accepted after the conclusion of the next pay period.
4. Time Cards

a. All Student Employees must punch in when reporting to work.

b. After punching in Student Employees must immediately report to their assigned posts

c. Student Employees must punch out at the end of their assigned shift or if they are leaving their assigned post for more than five (5) minutes.

d. In the event that a student employee forgets to punch in or out, they must have their immediate supervisor or a building manager sign off on their time card.

i. The University Student Center Staff reserves the right NOT to honor hours that are not accounted for on a time card.

ii. The University Student Center Staff reserves the right NOT to honor hours outside of a student employees scheduled work hours.
5. Daily Operations

a. All University Student Center Student Employees are required to perform basic daily work tasks as assigned by the area supervisor.

b. Additional duties may be assigned at the supervisor’s discretion.

c. Under no circumstances are non-employees or off duty employees allowed to loiter near, access or use any University Student Center areas, equipment or services.  
d. Under no circumstance are cell phones or head phones of any kind to be used while on duty.
e. Failure to follow adhere to the aforementioned will result in a Student Employee Grievance reprimand.
6. Student Employee Grievance Form

a. Any student employee who is in violation of any of the University Student Center or Morgan State University rules regulations or code of conduct are subject to receiving a Student Employee Grievance Reprimand from a supervisor.  

b. Depending on the severity of the violation and/or number of occurrences a student employee may be warned, sent home, suspended or terminated.
c. A Student Employee that is terminated from a position within the University Student Center is ineligible for any other position within the University Student Center.
7. Student Employee 10% Discount
a. Discounts only apply to students who are currently employed in the University Student Center. 
b. Discount cannot be used for friends, family, former student employees of guests. 
c. Discount is non-transferrable. 
d. Student Employees must present their Bear Card to receive the discount. 
e. Terminated or suspended student employees will be reported to Administrative Assistant and Supervisors are removed from the discount program immediately. 
f. Discounts only applies to the following retail areas 
g. Sweet Shop 
h. Discount cannot be combined with any other discounts or specials

i. Recreation Center 
j. Discount does not apply to arcade games

k. CyBear Café 
l. Discount cannot be combined with any other discounts or specials

m. MX Copy Center 
n. Discount cannot be combined with any other discounts or specials

o. Discount DOES NOT apply to Box Office purchases 
8. Student Employee of the Month
a. Nomination Criteria 

i. Job Performance 

1. Employee goes above and beyond what is required 

2. Employee proves themselves to be dependable

3. Employee’s attendance is exemplary and is rarely late or misses work 

ii. Attitude 

1. Employee demonstrates a positive and dedicated attitude

2. Employee’s actions and attitude positively affect a customer in a unique way

iii. Leadership/Initiative 

1. Employee exhibits strong leadership qualities

2. Employee independently makes efforts to improve efficiency

3. Employee needs very little supervision or direction

iv. Team Work 

1. Employee works well with fellow team members

2. Employee encourages a sense of team spirit through out the team and/or the USC Staff

v. Unique Situations 

1. Employee handles a unique situation in a commendable way

b. Nomination Limitations 

i. Only Student Employees can be nominated 

ii. Employees on probation are ineligible 

iii. Employees who have received Employee Grievance for within the past 30 days are ineligible 

iv. Employees must have a 2.5 semester GPA 

c. Student Employee of the Month Selection 

i. The Director of the University Student Center and Student Activities will review all nominations on the last day of each month. 

ii. The Student Employee of the month will be announced the first week of the month 

iii. Prizes will be issued when the announcement is made 

