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https://urldefense.proofpoint.com/v2/url?u=http-3A__uroch.askadmissions.net_admin_Communications_ClickThru.aspx-3Fqs-3D-5FNU6LYL2ncP5fi9grwCMazae3WHyBu8fKrcW-2DBslT0QSP5iXLVPzkrZVN6Qe-2DnbKe&d=DwMFaQ&c=kbmfwr1Yojg42sGEpaQh5ofMHBeTl9EI2eaqQZhHbOU&r=8_bKpxAOSLsP-T7OwkemMSrDiAxtTDuxk1rB7007EwQ&m=oShyxqcjZmN_s4AjsHSX6OeJDHDHzaG9n8VJxun5kvs&s=sGYun4lu0o8PAXJ-r4jEJkTcfREamEpKuA-_j7GhYl0&e=
https://urldefense.proofpoint.com/v2/url?u=http-3A__uroch.askadmissions.net_admin_Communications_ClickThru.aspx-3Fqs-3D-5FNU6LYL2ncP5fi9grwCMazae3WHyBu8fKrcW-2DBslT0QTIx-5FKx3YflEQHnXll9r2sr&d=DwMFaQ&c=kbmfwr1Yojg42sGEpaQh5ofMHBeTl9EI2eaqQZhHbOU&r=8_bKpxAOSLsP-T7OwkemMSrDiAxtTDuxk1rB7007EwQ&m=oShyxqcjZmN_s4AjsHSX6OeJDHDHzaG9n8VJxun5kvs&s=ogkde73iUzT9d0VcL5QqIQJxERYHTTCfeOcPwaGH8zo&e=
https://urldefense.proofpoint.com/v2/url?u=http-3A__uroch.askadmissions.net_admin_Communications_ClickThru.aspx-3Fqs-3D-5FNU6LYL2ncP5fi9grwCMazae3WHyBu8fKrcW-2DBslT0QTIx-5FKx3YflEQHnXll9r2sr&d=DwMFaQ&c=kbmfwr1Yojg42sGEpaQh5ofMHBeTl9EI2eaqQZhHbOU&r=8_bKpxAOSLsP-T7OwkemMSrDiAxtTDuxk1rB7007EwQ&m=oShyxqcjZmN_s4AjsHSX6OeJDHDHzaG9n8VJxun5kvs&s=ogkde73iUzT9d0VcL5QqIQJxERYHTTCfeOcPwaGH8zo&e=
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GENERAL INFORMATION  
 
Students as Employees  

• Basic employment 

https://www.rochester.edu/human-resources/benefits/legal-notices/
https://www.rochester.edu/CARE/index.html
https://www.rochester.edu/ombuds/


https://www.nsea.info/nsew-week
https://www.nsea.info/nsea-student-employee-of-the-year
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• Encourage students to sign up for direct deposit through HRMS >Self-Service >Payroll and 
Compensation >Direct Deposit.  

• Students who have chosen direct deposit can review their payroll history online through HRMS 
>Main Menu >View Paycheck.  

• 

https://www.rochester.edu/payroll/
https://www.rochester.edu/policies/policy/on-call-pay/
https://www.rochester.edu/policies/policy/overtime-pay/
https://www.rochester.edu/policies/policy/shift-differential/
https://www.rochester.edu/policies/policy/travel-accident-insurance/
https://www.rochester.edu/policies/policy/workers-compensation/
https://www.rochester.edu/policies/policy/paid-family-leave/
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Student Employment -Paid Family Leave (PFL) Summary 
• Policy applies to those who work in New York State. 

 
Work Locations Outside NYS & USA 
University of Rochester, Policy and Procedures, Policy 132 

• It is important to be aware of the rules regarding student employees working outside of New 
York State (NYS). While some work can be done remotely, the legal rules related to 
employment can change depending on where the work is being performed. This means that 
the UR has different legal obligations when a student works in another state or another 
country. Based on this, the UR must evaluate any legal risk in advance to determine if there is 
support for any out-of-state effort. 

 
Sick Leave Plan  
University of Rochester, Policy and Procedures, Policy 337 

• All eligible employees are provided protected time off (56 hours) and will earn 1 hour for every 
30 hours worked. 

Short-Term Disability 
University of Rochester, Policy and Procedures, Policy 339 

• Short-Term Disability pays all or part of wages for an eligible individual who is absent from 
work for a period of days, weeks, or months due to disability that is not related to the job, and 
which prevents the individual from performing University duties and responsibilities.  

 
Minimum Standards Policy: Working with Minors 
Programs for Minor  

• A Central Registry for Programs for Minors has been established within the Office of 
Counsel/Risk Management (“Central Registry/Risk Management”). This Central Registry is 
where Programs for Minors should be registered, and it will also serve as a resource for 
information and forms related to these programs. 

 
 
 

http://www.rochester.edu/working/hr/leave/PFL_Summary_Student_Employment.pdf
https://www.rochester.edu/policies/policy/out-of-state-hiring/
https://www.rochester.edu/policies/policy/sick-leave-plan/
https://www.rochester.edu/policies/policy/short-term-disability/
http://internal.rochester.edu/counsel/programs-for-minors.html
https://www.rochester.edu/human-resources/hr-policies/
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• Policy #125, Hiring Replacements for Staff Members on an Approved Work Related or Non-
Work-Related Illness or Injury Absence does not apply to student employees. 

• Policy #134, Reinstatement of Previous Service Time When Rehired does not apply to student 
employees. 

 
Conditions of Employment and Employment Status 

• Policy #169, Probationary Period does not apply to student employees. 
• Policy #173, Flexible Scheduling does not apply to student employees per say, all employers of 

students are encouraged to be flexible with student scheduling. 
 
Wage and Salary Administration 

• All policies under this section are administered in consultation with the *Office of Human 
Resources and Compensation and University Finance through the Student Employment Office.  

 
Additional Compensation 

• Policy #211, Additional Work & Additional Compensation does not apply to student 
employees. Please contact our office for guidance on how to pay a student for additional work 
or prizes and awards. 

• Students who perform work for jobs outside of their normal duties (i.e., performances, 
videography/photography, honorariums, etc.) can be paid through Accounts Payable using the 
appropriate spend category. 

• Talk with your HR Business Partner regarding additional appointments for students.  
 
Insurance 

• Policy #251, Health Care Plans does not apply to student employees. 
• Policy # 255, Dental Assistance does not apply to student employees.  
• Policy #257, Flexible Spending Accounts (FSA) does not apply to student employees. 
• Policy # 265, Long-Term Disability (LTD) Plan does not apply to student employees.  
• Policy #273, 

•
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• Policy #351, Arrest of a Staff Member (insert student) is administered through the *Office of 
the Dean of Students.  

• The remaining policies in this section do not apply to student employees. 
 

http://iso.rochester.edu/taxes/glacier/index.html
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o Requires progressive experience, training, and coursework in a specialized area. 
o Exercises autonomous independent judgement, has highly advanced and focused 

experience in a related field with a high level of discretion. 
o Robust analytical skills: interprets problems and selects approaches. 
o Plans and conducts vigorous experiments and techniques that create new knowledge. 
o Designs and creates new procedures and practices. 
o Involves the use of specialized equipment or instrumentation  
o Integrates/supervises the work of others. 
o Must submit a resume. 
 

JOB CODE / CLASSIFICATION  
 
Job Code 273 - Office Assistant I  
Basic clerical and administrative activities that typically occur in an office setting that may include: 

• Filing and making files making copies, running errands, labeling envelopes, answering, and 
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• Assisting skilled staff with manual tasks, i.e., transporting goods, patients, equipment, 
specimens, or other materials.   

• Limited food preparation and serving, washing dishes and pots in a food related area, bussing 
tables, assisting in receiving, issuing, shelving, or storing stock, sports equipment, books, etc.   

• Ushering at special events.  
 
Job Code 279 - Service Assistant II  
In addition to the duties described in Service Assistant I, additional duties may include:  

• Checking stock and maintaining inventory, supplies, books, suggesting purchases, providing 
delivery or transportation services using auto, van, or light duty truck.  

• Patrolling University property to maintain security.  
• Performing limited printing, carpentry, painting, taking, and delivering meal orders, performing 

grounds-keeping duties i.e., mowing, weeding, or using lawn and garden tools. 
• Performing complex cash or business transactions; providing tours or assisting visitors to 

campus.  
 
Job Code 280 - Service Assistant III 
In addition to the duties described in Service Assistant II, additional duties may include:  

• Supervising and instructing other student employees  
• Coordinating and scheduling office, social, or recreational activities.  
• Assisting in preventative maintenance and mechanical work. 
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• Translating, developing, writing, or modifying new or existing programs. Analyzing procedures, 
developing new systems to improve production.  

• Developing, planning, directing and/or coordinating program activities to ensure that 
objectives are accomplished.  

• Conducting detailed analyses of program specifications, developing, and making presentations 
to students, faculty and staff.  

 
Job Code 296 - Program Assistant IV – Master Level  
In addition to the duties described in a Program Assistant III, additional duties may include: 

• Master Level or above 
• Analyzing student performance and making recommendations to the instructor. 
• Reviews, edits, and improves current policies and procedures  
• serves as Lead Instructor as well as develop and carry out lesson plans and provide supervision 

 
Job Code 297 - Program Assistant V – Ph.D. Level 
In addition to the duties described in a Program Assistant IV, additional duties may include: 

• Ph. D. Level, Master’s degree or higher preferred. 
• Support in the overall management, facilitation, and assessment of programs  
• Conducts research and proposes content for programming 
• Assist in teaching class, act as liaison/mediator between students and faculty 
• Make high level recommendations and assessments 

 
 
Job Code 282 - Technical Assistant I 
Basic activities that provide the technical support needed in office, laboratory, and technical settings 
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In addition to the duties described in Technical Assistant II, additional duties may include:  
• Supervising and instructing other student employees.  
• Administering special projects or programs; performing specialized techniques.  
• Recording and interpreting data for analyses, reporting, interpreting, or publishing results.  
• Creating software and hardware and acting as consultant when problems arise; making 

recommendations and/or repairs; assisting in planning, designing, creating, implementing, and 
conducting new techniques, procedures, practices, or equipment.  

• 
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Job Code 267 - Research Assistant III 
In addition to the duties described in Research Assistant II, additional duties may include:  

• Supervising and instructing other student employees.  
• Administering special projects or programs, performing specialized techniques.  
• Recording and interpreting data for analyses, interpreting, reporting, and publishing results.  
• Making recommendations and/or repairs, assisting in designing, creating, and implementing 
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Community Service Positions  

• Departmental assistance is needed to ensure the University's compliance with this 
requirement.  

• If a department thinks a position fits the definition below, please indicate this using the 
Community Service flag when the position is posted.  

• 

https://www.rochester.edu/policies/policy/workplace-values/
https://www.rochester.edu/policies/policy/affirmative-action/
https://www.rochester.edu/policies/policy/discrimination-harassment/
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• Employers complete an online job form with basic posting information: job title, classification/ 
position code, rate of pay, duties and responsibilities, qualifications, and learning outcomes. 
All fields marked with an asterisk (*) are required fields. 

• Upon completion, the posting information is sent to the Student Employment Office in 
Pending status for review. When the review is complete, the status will change to Listed.   

• Jobs must remain posted for a minimum of seven days. 
 
Job Description 

• The Job Title, Job Type (FWS) and Classification must align with the Federal definitions 
described in the Student Classification System section of the Employer Handbook. 

• Position Summary is the purpose (business need) of the position. 
• Authority is the level of independent judgement and/or level of decision making (latitude). 
• Duties/Tasks/Responsibilities begin with action verbs to describe major job activities. 
• 



Page | 17 
 

• Where can you make the greatest contribution to our department? 
• In what specific area do you need to expand your knowledge in to become more proficient at 

this job? 
• What one accomplishment has given you the most satisfaction?  
• Describe a major problem you have encountered. How did you approach it?  
• Describe what success in this position looks like.  
•

https://www.urmc.rochester.edu/compliance-office/integrity-hotline.aspx
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Where there is a practice of violations, employers that repeatedly allow staff to work prior to Form I-9 
completion are subject to civil fines, criminal penalties, debarment from government contracts, etc. 
https://www.uscis.gov/i-9-central/penalties.  

 
• Students must complete Part I of Form I-9 at http://www.newi9.com.  
• Students will need the following information to complete Part I of Form I-9:  

o Employer code:   11968  
o

https://www.uscis.gov/i-9-central/penalties
http://www.newi9.com/
http://www.uscis.gov/i-9-central/acceptable-documents
https://www.rochester.edu/policies/policy/meals-rest/
https://www.rochester.edu/policies/policy/missed-meal-reporting/
https://www.rochester.edu/policies/policy/attendance-records/#A_Nonexempt_Staff
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• All work time must be paid even if the work was not authorized by the supervisor (see section 
on performance). 

 
ONBOARDING 
Confidentiality 
University of Rochester, Personnel Policy & Procedure Manual, Policy 108  

• The University has a responsibility to provide and maintain confidentiality for all faculty, staff, 
patients, and students.  

• Unauthorized and/or improper use or disclosure of confidential information may result in 
corrective action, up to and including termination. 

 
Confidentiality Training Requirement  
Student Employment Confidentiality Training Video (4:17) 
https://mypath.rochester.edu/ 

• In search bar, type Student Employment Confidentiality Training. 
• Launch one-time training. 
• Training cannot be completed without HRMS access.  
• Training time is compensable and must be completed upon hire.  
• If training is not completed upon hire, the employer and the student will be notified that 

student will be terminated. 
 
Onboarding Program 
University of Rochester, Personnel Policy & Procedures, Policy 130  

• Tour of department and staff introductions. 
• Review departmental website for additional information.  
• Provide training. 

 
Dress 
University of Rochester, Personnel Policy & Procedures, Policy 157  

• The University expects employees' appearance, personal hygiene, and dress to be neat, clean, 
and appropriate to the function they perform.  

• More specific guidelines may be established by the department based on nature of the work.  
 
Employment Expectations 

• May include signing the department’s Statement of Confidentiality for the record.  
• Describe what needs to be done; define the expectations, objectives, and responsibilities of 

the job. 
• Provide a copy of the job description. 
• Discuss relevant policies and departmental practices (time worked reporting-HRMS, 

attendance, proper attire, calling in sick, cell phone use, etc.). 
• Identify resources available to accomplish intended results. 
• Define standards of performance and acceptable behavior, performance assessments and 

feedback  
• Manage job performance and explain consequences of substandard performance.   

 
Training 

• Explain skills needed to perform job. 

https://www.rochester.edu/policies/policy/confidentiality/
https://mypath.rochester.edu/
https://www.rochester.edu/policies/policy/onboarding/
https://www.rochester.edu/policies/policy/dress/
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• If a student employee is not meeting the expectations of their position, it is important for 
supervisors to take actions that help the student succeed. 

• Connect directly with the student employee and describe the unacceptable performance, 
behavior, etc., using specific work examples.  

• Identify the desired performance, behavior, etc. necessary to allow the student to succeed in 
the position.  

• Follow-up the discussion with a confirming email that captures the conversation and outlines 
the agreed-upon acceptable performance, behavior, etc. that will allow the student to succeed 
along with the timeframe allowed for improvement.   

• If improvement has not occurred within the timeframe allowed, connect directly with the 
student employee, and create a formal written action plan that identifies the specific 
performance issue, the expectation/competency, etc. that must be demonstrated, the action 
that the student employee must take to address the performance gap, the assessment method 
(observation, etc.) used, the frequency of discussing progress to date, and the timeline 
expected for improvement.  

• 

http://www.rochester.edu/working/hr/policies/pdfpolicies/154.pdf
http://www.rochester.edu/college/dos/conduct
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• Talk with department leadership. 
• Contact the Student Employment Office. 

 
 
HIRING NON-MATRICULATED RECENTLY GRADUATED COLLEGE STUDENTS  
HR Service Center: (585) 275-

http://www.rochester.edu/jobopp/strongstaffing/contact
http://www.rochester.edu/jobopp/strongstaffing/forms

