


Columbia Basin College
Student Employment

Supervisor
Handbook

Phone: (509) 542-4875
Fax: (509) 547-3673
Website: http://jobs.columbiabasin.edu

The data in this handbook reflects an accurate picture of Columbia Basin College at the time of publication. However, the College
reserves the right to make necessary changes in procedures. Changes, if any, will be announced prior to their effective dates.
Revised November 2009



TABLE OF CONTENTS

Introduction

STUDENT EMPLOYMENT

Hiring Procedures

Supervisor Responsibility

Cost of Employing Student Workers
Hours of Employment

ON-CAMPUS EMPLOYMENT POLICIES AND PROCEDURES

Policies and Procedures

Eligibility Criteria

Employment During Non-Enrollment Periods
Summer Quarter Social Security Deductions
Eligibility for Summer Hire

Wages

Benefits

Payroll

Timecards

Answers to Commonly Asked Questions

WORK PERFORMANCE EXPECTATIONS

Hours

Schedule

Responsibilities

Appropriate Work Attire
Attendance

Confidentiality

Student Performance Evaluation
Student Employment Termination
Steps for Termination

Student Rights

Student Responsibilities to Review with Student Employees

SUPERVISOR’S ROLE

Supervisor’s Role

Why Students Don’t Come to Work

Poor Job Performance

Strategies to Help Supervisors Succeed
Maximizing the Positive Effects of Recognition
Delegation Guidelines

How to Follow Up

Problem Solving

Six Ways to Make Feedback Constructive
Praise Motivates

00 00 ~N~

12
12
12
12
12
12
12
13
13
13
14

15
15
15
16
17
18
18
18
19
20






SUPERVISOR HANDBOOK

INTRODUCTION
Student Employment at Columbia Basin College serves three purposes:
1. To provide employment for students enabling them to earn a portion of their expenses while
pursuing a college education.
2. To enhance the educational development and growth of students by providing work-related
learning experiences.
3. To provide academically related work experience which may be of value vocationally in post-

college years.

Student Employment at Columbia Basin College is committed to assisting students with their employment
needs. For further information, contact:

Student Employment
Columbia Basin College
2600 N. 20" Ave.
Pasco, WA 99301
Phone: (509) 542-4875
Fax: (509) 547-3673
Website: http://jobs.columbiabasin.edu



http://jobs.columbiabasin.edu/




4. 1t is beneficial during the interview process to provide each applicant with a Job Description so s/he
has a clear understanding of the job responsibilities, pay, and other important information. Also
provide an Office Policy Sheet which outlines such things as: probationary periods, attendance, dress
code, use of office equipment, personal phone calls, breaks, and Online Timecard.

5. For College Work Study and Athletic Scholarship jobs, it is important that both the employer and the
applicant are fully informed of the total amount of hours the applicant is able to work based on his or
her award.

NOTE: If you wish to have a reference check conducted, please contact Student Employment.

COST OF EMPLOYING STUDENT WORKERS

All Student workers are paid Washington State minimum wage per hour.

College Work Study: The Federal Government matches 75% of the College Work Study student’s
salary and the campus (your department) pays the remaining 25%.

Athletic Scholarship: Student athletes are awarded a scholarship at the onset of the school year. This
money is set aside to reimburse the student for their time worked throughout the school year.

NOTE: Student athletes may not work at NO COST to the departments. Student athlete hours are very
limited due to their one-time award.

On-Campus Student Employees: Any student who is not eligible for College Work Study and is not
receiving an Athletic Scholarship will be charged at 100% to the department for all hours worked.

HOURS OF EMPLOYMENT

Federal regulations do not allow a student to work more than 19 hours per week while classes are in session
(September to June). During non-enrollment periods (holidays and quarter breaks), students may work no more
than 40 hours per week (supervisor budget permitting). Students must be enrolled in at least 6 credits of
college-level courses at Columbia Basin College to be eligible for student employment.

College Work Study: The number of hours that a CWS student may work is determined by their
quarterly award and the current Washington State minimum wage.

Example: Quarterly Award = $1,900 + $8.55 hourly wage = 222 hours of work per quarter.

NOTE: CWS students who have expended their CWS Award may not continue working unless the
department formally notifies Student Employment, in writing, of their intent to pay 100% of the student’s
salary.

College Work Study students are limited to the number of hours per week indicated on their Referral Form. If a
College Work Study student (CWS) works more hours than indicated, they will expend their award money early
in the quarter. This means that they will either have to discontinue working or their remaining hours will be
charged at 100% to the departments. See the On-Campus Work Eligibility Scale (Appendix F) to determine the
number of hours a week a student may work depending on their award.

Athletic Scholarship: The number of hours that an Athletic Scholarship student my work is determined
by the amount of their scholarship and the current Washington State minimum wage.

Example: Full-Year Scholarship = $500 + $8.55 hourly wage = 58 hours of work per year.

NOTE: Athletic scholarship students are awarded a one-time only scholarship for the entire year.






To be eligible for HED, students must:
e Beenrolled in at least a 1 credit of college-level course at CBC during Summer quarter or be pre-
registered for at least 6 credits of college-level courses in Fall quarter.

e Have Financial Aid forms completed and on file in the Financial Aid Office for the upcoming
academic year.

e Have a signed Referral Form from their supervisor for Summer quarter.

e Meet with the Financial Aid Director.

WAGES

All students working on campus are paid at the rate of the current Washington State minimum wage per hour.
All wages will be paid by payroll check. {NAFSAA Regulatory reference 675.24 (b)}

BENEFITS

Student employees are hired into non-eligible positions. Student employees are not eligible for life, health,
disability, or any other institutional employment benefits. State unemployment insurance is not paid by the
College. Students are therefore not eligible for unemployment benefits. Students are covered under Worker's
Compensation for any injuries sustained while employed on campus.

PAYROLL

All on-campus student employees are paid on the 10" of each month. If the 10" falls on a Saturday, paychecks
will be available on Friday; if the 10" falls on a Sunday, paychecks will be available on Monday. Checks are
available at the cashier's window. Picture ID will be required for verification.

Student employees are required to log in their time via their Online Timecard. In order to do so, students must
view the Online Timecard Tutorial and successfully pass the quiz. A score of 100% is required for successful
completion in order to begin entering hours.

Students are responsible for entering work hours daily into their Online Timecard (Appendix L). Hours should
be computed by the quarter hour. For example: 1.25, 1.50, 1.75, 2.0.

Since students are paid only once per month, it is highly recommended student employees follow up with
supervisors to ensure that the Final Print of their timecard (Appendix M) is signed and submitted to Student
Employment on the last day of each pay period as stated on the Log-In Page (Appendix N) of their timecard.
Failure to do so will result in not getting paid until the next pay period.

NOTE: All timecard Final Prints must be signed by both the student and the supervisor/administrator of the
department before they are submitted to Student Employment. Incomplete timecards will not be accepted.

TIMECARDS

Final Prints must be submitted to Student Employment on the last day of each pay period, as indicated on the
Log-In Page of the Online Timecard. Failure to do so may result in the student not receiving their check until
the next pay period.

¢ Both the supervisor/administrator and the student employee must sign the Final Print.

e [t is the supervisor’s responsibility to ensure that student timecards are complete, accurate, and submitted in
a timely fashion. (Students who live on a marginal income cannot afford a delay in paycheck.)

¢ Inthe case of College Work Study or Athletic Scholarship students, the supervisor also has the
responsibility to monitor the student’s gross income closely to ensure that the student does not exceed
his/her award.

10



ANSWERS TO COMMONLY ASKED QUESTIONS

Can students work more than one job on campus?

Yes, students can work more than one job on campus. However, the total number of hours a student may work
may not exceed 19 hours a week, more than 8 hours in a day, or more than 5 days in a row (Sunday-Saturday).
It is important that supervisors are aware of other jobs students have on campus, so their work schedules are not
in violation of these requirements.

When and how do students get paid?

Student employees are paid on the 10" of the month, following the date that their timecard is turned in. I the
10" falls on Saturday, then checks are received on Friday the 9th. If the 10" falls on Sunday, checks are
received on Monday the 11",

Can students get overtime?
Since students are not allowed to work more than 8 hours a day, or more than 19 hours a week, students are not
eligible for overtime.

What happens if a student drops below 6 credits?
The student must stop working immediately and notify Student Employment if they drop below 6 credits of
college-level courses at Columbia Basin College.

Can a student be fired?

Yes, misinterpreting themselves in their application or hiring materials, poor performance, failure to work
scheduled hours, lack of available funding, or any other generally accepted reason to discontinue employment
may result in a student's employment being terminated at will.

Can a student take a break during their scheduled hours?

Yes, all employees are allowed to take a %2 hour unpaid lunch break, if they are scheduled to work a 5 hour or
longer shift. If an employee is scheduled to work a four hour shift, they are entitled to a 10 minute paid break in
the middle of that work shift.

Can a student study while working?

Generally, the answer is no. A supervisor may make an occasional exception to this rule if all of the student’s
work is completed, and they remain available to handle the basic tasks of their job (assist students, answer
phone calls, etc.) If a student needs to study for a test, their supervisor may be able to reschedule their work
hours. Although some of the jobs are called Work Study, students are not, in fact, being paid to study. If they
complete their work early, they should let their supervisor know so that he or she may assign additional tasks if
appropriate. Doing personal business (including studying) while being paid to work can be a reason to terminate
employment.

How does a student know how much they have earned?

Students and supervisors are responsible for keeping track of each timecard when it is turned in and tracking the
dollar amount that they have earned.
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WORK PERFORMANCE EXPECTATIONS

HOURS

Students may not work during time that their classes are scheduled. If there should be an exception (i.e. class
was canceled), then a notation should be made accordingly on the Final Print of their Online Timecard.

SCHEDULE

A schedule of work hours must be jointly agreed upon with the supervisor. The schedule should attempt to meet
the needs of both the student and the supervisor. If the student should be rehired for an additional quarter, the
schedule should be renegotiated at that time.

RESPONSIBILITIES

Student employment is just like any other job. As a student employee, the student makes a commitment to their
supervisor that they will perform the job duties assigned to them to the best of their ability. Students are
expected to be reliable, punctual, and demonstrate good work habits.

APPROPRIATE WORK ATTIRE

Students are expected to dress in a neat, clean, and appropriate manner. Dress codes may vary from job to job;
therefore, students should check with their supervisor to determine the appropriate dress for their position.

ATTENDANCE

Student workers must notify their supervisor the day of their absence if they are unable to report to work. The
student is also expected to report to work on time or call the supervisor to inform them of their delay.

CONFIDENTIALITY

Some student employees may be working in offices dealing with student academic and financial records,
institutional data, and/or have access to conversations which are of a confidential nature. Students are required
to read and sign the CBC Code of Responsibility for Security and Confidentiality of Records and Files.

STUDENT PERFORMANCE EVALUATION

All employees can benefit from coaching and feedback. Even outstanding performers can learn, grow, and
improve when given the opportunity to view their performance through another person’s eyes. Since students,
however, are in the process of learning new skills in a new profession, coaching and feedback are critical to
students developing professional attributes and learning appropriate work performance expectations. For this
reason, we encourage you to take the time to meet with your student employee on a regular basis, and no less
than quarterly, to discuss qualities listed on the Student Employment Evaluation Form (Appendix O). Provide
the student with both positive and constructive feedback, and make it your goal to assist them in developing the
best work habits and work performance possible.

The Student Employment Evaluation Form can also be used as a tool to set expectations with students at the
onset of their employment. Do not presume that students know what you expect of them as workers; tell them
what you expect from the very start.
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RESPONSIBILITIES TO REVIEW WITH STUDENT EMPLOYEES

Each student employee is an important and valuable asset to the successful operation of Columbia Basin
College. We want them to enjoy the association and expect that they will put forth their very best effort. The
following information is general in nature. Supervisors should tell students what is expected of them in their
specific job assignment.

1.

10.

11.

12.
13.

Inform students that you are depending on their help. Continued tardiness or failure to notify the office
whenever they cannot report to work can be sufficient grounds for termination of employment.

Student employees are expected to work their assigned hours and to report the number of hours worked on
their Online Timecard each working day before they leave the job. Supervisors must approve any departure
from this procedure.

The student should avoid making appointments that will conflict with their working hours. If they cannot
avoid doing so, they should notify the supervisor as far in advance as possible.

When answering the telephone, ask them to identify the office in which they work. Supervisors may also
wish to have the student state their name; for example: “Admissions and Records, John Doe speaking.”

Information regarding individual students or staff members that you may come in contact with during the course
of your work is considered to be confidential and may not be released. A breach of confidentiality may be
cause for immediate termination.

Friends should not visit the student during work hours. Personal phone calls are highly discouraged and may
be made only with the supervisor’s specific approval.

Students should be encouraged to ask questions whenever they do not understand the instructions given and
make sure they understand what is expected of them.

Students are expected to input time daily via the Online Timecard and allow their supervisor access to it.
Students should sign and submit their Final Print to their supervisor, prior to the payroll closing date, for their
signature.

Work Study students are required to keep track of the total number of hours they have worked, as they
cannot work beyond the amount of their award.

College Work Study students need to notify the Financial Aid office if their enrollment status changes or
they drop or add courses.

Student employees must maintain enrollment in at least 6 credits of college-level courses at Columbia Basin
College. Students who drop below 6 credits during the quarter should notify their supervisor and Student
Employment immediately.

Students are expected to seek out new tasks after assigned tasks have been completed.

CBC computers are considered to be office equipment and should be used for work related activities.
Checking personal emails, downloading music/screen savers, playing games, visiting chat rooms, surfing
the net or doing homework are not considered work related activities and are prohibited for student
employees.

14



SUPERVISOR’S ROLE

SUPERVISOR’S ROLE

Student employees have unique characteristics which distinguish them from regular staff. Consequently, they
may require a different style of supervision than that used for other employees. The major difference is that
student employment is incidental to a student's principal responsibility (i.e. they are students first and
employees second). Nonetheless, student employment represents an important financial resource to assist
students in earning funds to offset the cost of a college education.

Often students will have a closer and more long-term relationship with their work supervisor than with any
other individual faculty member or advisor on campus. The supervisor can be a key figure in the student's
college experience and their personal growth.

Many students need to be trained in how to be effective employees. Some arrive with little or no job experience.
They need direction in proper office etiquette and establishing good relationships with co-workers. Other
students have had a career and are thoroughly familiar with how to conduct themselves on the job. This vast
disparity in backgrounds makes it impossible to describe one single effective style of supervision for students.
Clearly defined expectations, patience, and flexibility help to make the student employee successful.

WHY SOME STUDENTS DON’T COME TO WORK

1. Inability to get along with other employees — Personality clashes can quickly become a major problem,
with no winners.

2. Poor working conditions — Cold, heat, poor ventilations, fumes, fragrances, a dirty working environment,
etc.

3. Boredom — There may not be enough work to keep them busy. They may be bored or the job may be
routine or repetitive.

Inability to do the work — The work is too difficult or does not match their skill level.
Lack of appreciation — They do not feel they are needed.
Lack of motivation — They are not interested in the job or find little incentive to perform quality work.

N oo g &

Transportation or childcare issues — Please refer them to the Resource Center where bus passes, gas
vouchers and child care reimbursements are available to eligible applicants.

8. Poor supervision — Lack of clear direction, feedback and/or mentoring.

POOR PERFORMANCE

There may be instances when the student’s work performance is not at an acceptable level. It is important to
first try to work with the student to improve his or her performance. The following are possible reasons for
poor performance, and suggested strategies for improvement:

Reason for poor performance: Lack of knowledge of specific job duties or responsibilities.
Strategy for improvement: Provide additional training; may be helpful to develop a job description and/or
manual to make job responsibilities clear.

Reason for poor performance: Lack of skills for task to be performed.
Strategy for improvement: Provide training on skill development. Another approach is to shift the person to a
position where their skills can be utilized.
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Reason for poor performance: Personal problems due to family matters, academics, finances, personal
relationships, etc.

Strategy for improvement: It may help to be a “good listener.” It may be necessary to refer the student to
counseling if problem persists; time and understanding are often the solution to these problems.

Reasons for poor performance: Interpersonal conflict between student and supervisor, or between other
workers or staff in office.

Strategy for improvement: It is extremely important to open and develop understanding between parties
involved. It may be necessary to involve a third unbiased party to mediate the conflict and initiate
communication.

Reason for poor performance: General lack of motivation on part of the student.
Strategy for improvement: This can be more difficult to correct. Some suggestions include:
e Re-emphasizing expectations of the job and appropriate job behavior.
e Providing frequent feedback, both negative and positive, on performance (with emphasis on the
positive).
e Varying job responsibilities.
¢ Shifting the person to another position, where their skills and motivation can be better used.
e If necessary, consider probation, poor evaluations, and/or poor references as a means to encourage
proper job behavior.

STRATEGIES TO HELP STUPERVISORS SUCCEED

The training process can be a rewarding experience for both the supervisor and the student. Supervisors play a
key role in a student’s future employment success and should make every effort to encourage student employees
to develop characteristics of good judgment, dependability, initiative, and responsibility.

e Asking for feedback is the best way to make sure instructions are being understood.

e It may be useful to have a short manual available to the students explaining duties and responsibilities, or at
least a check-list of the duties to be preformed.

e Supervisors should supply students with the names and positions of the department staff, explain to them the
working conditions such as breaks, meal times, and how or whom to report absences or tardiness.

e Encourage the employee to ask questions and make suggestions from the start.

e Emphasize that this is a REAL job, and can give them skills and recommendations towards their future
employment endeavors.

e Set examples. Model strong work habits through efficient, dedicated, work practices. Let your own
approach to daily work be an example from which the students can learn.

o Be flexible. Understand that student employees are students first and employees second. Though it is
important to have high standards on the job, it is also important to be flexible to accommodate academic
obligations.

e Communicate the job standards and expectations to your student employees. One can’t assume that these are
self-evident to the student, even though they may seem obvious to you.

e Be fair and be a team player. Supervisors who are too lenient are not doing the student favors. Student jobs
are “real jobs”. Treat student employees as you would like to be treated in a given situation. As a team
leader, develop and nurture the unique contributions of each team member. Take a global perspective.

e Take time to train your students in important work skills, attitude, and habits, such as perseverance, time
management, phone skills, quality service practices, and handling difficult situations. This is “common
sense” from which success is made.
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e Conduct regular staff meetings with your employees and inform them how their work fits into a larger
purpose of the department and institution. Remember, purposeful work is meaningful work.

e Give recognition. When you see a student “going the extra mile” or “persevering through difficult
situations,” acknowledge this in front of other staff peers. People need to feel appreciated.

e Additional things to cover include, but are not limited to:
v Be sure all personnel paperwork is in order prior to starting the student to work.

v’ Health and safety practices.

v An orientation to the other offices and facilities in your building.

v' Office dress code.

v" Timecard due dates (and change in these dates during holidays, end of school term, etc).

v How students should monitor their total hours worked so they do not exceed their award.

v" Procedure of recording hours worked (daily, in their Online Timecard, before leaving their work-site
is recommended).

v’ Performance standards (the supervisor’s expectations).

v The need for confidentiality when dealing with student and staff records and information.

v Who is the alternate supervisor if the main supervisor is not available.

v Be prepared in advanced for the new employee, have the work station ready for them.

v" Make introductions to key staff and provide a tour of your department (don’t assume that they know

where the bathrooms are).

<

Give the individual a good general breakdown of their positions, its role and responsibilities; point
out the good features of the job and why their job is important to your department.

MAXIMIZING THE POSITIVE EFFECTS OF RECOGNITION

Timely: Give recognition as soon as possible after the performance takes place. Immediate recognition is the
best. The closer the recognition to the good performance, the easier it will be for students to remember what
they did, thus making it easier to duplicate the behavior/performance in the future. The passing of time tends to
reduce the effectiveness of recognition.

Specific: Recognition should be directed at specific behavior(s). What specifically did students do that you are
recognizing? To merely say “good job” doesn’t say much. Being specific lets students know what behavior they
should repeat in the future.

Sincere: Insincere recognition is meaningless and will usually do more harm than good. Student employees
probably know you better than you think, and they will sense insincerity.

Individual: Recognition should be directed toward individuals, rather than groups. Not everyone makes the
same contribution. If all share the same glory, the hardest working student employee may resent the fact that
everyone else was treated the same, and that you didn’t notice the difference in his/her performance. If you give
group recognition, it should be followed by individual recognition for specific achievements.

Personal: All people are different. Adjust the style and method of your recognition to the individual being
recognized. For example, some individuals may like public praise, while others would appreciate private
discussion.

Proportional: Match the amount of intensity of recognition to the behavior being recognized. Overdoing
recognition for “small stuff” will make people question your motives. All good performances should be
recognized, but in varying degrees.
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DELIGATION GUIDELINES

1.

Be clear about the assignment. Before you ever talk to your student employee, think the job through. What
exactly are the results you want? What is the deadline? What options does the student have as s/he tackles
the assignment? Try to give the assignment in such a way that the person has some options as s/he does the
task. This way the student will have more of a sense of responsibility about the work to be done. Ask for
feedback before the student begins the job to clarify any doubts about the assignment.

Be sure that the student assigned the job has the time and resources to do the job. It doesn't hurt to ask for
that extra effort from your students, but be sure in your own mind that the assignment is reasonable. There is
a difference between delegation and dumping.

Monitor to be sure that the job is underway and performed correctly. Don't wait until the deadline to make
sure that students understood what they are to be doing and to check to see how things are going. Be
friendly and helpful as you monitor. Assume that students will do their very best once they understand the
assignment.

Provide feedback to let students know whether their performance is on or off track. Provide any assistance
that is needed to complete an unusual or difficult task. Even when the performance is okay, be sure to tell
them that the job is just what you wanted. Don't miss any opportunity to give praise or recognition.

Thank students when they complete a job you have given them. Be generous with praise and be sure that
students receive credit for the work they have done. Nothing is more discouraging than to give your all to
complete an assignment and then find that your supervisor has taken all of the credit for the job or never
mentioned your efforts.

Delegate with style and grace. Be pleasant in your dealings with your student employees. Make the
working relationships as pleasant as possible.

HOW TO FOLLOW UP

Walk around; go to where your employees are working.
Observe the progress of the job.
Ask if there are any questions, or if they need any help.

Make a note when you ask someone to do for you and mark it in your calendar to remind you to check back
on their progress.

Keep a list of all jobs to be done. Refer to this list to determine priorities.
Issue progress reports regularly.

PROBLEM SOLVING

There will be times in spite of your best efforts and careful planning, that performance problems will arise. At
this point, you're going to have to take some time to stop and examine what happened, discuss the problem with
the student, and try to come up with some kind of a solution. Here are some basic approaches:

1.

Define the problem: Decide what you expected the student to do. Clarify in your mind what exactly they
did, and how is that different from what was expected and how serious is the problem. If a student spends
too much time on the telephone, conducting personal business, clarify for yourself why this is a problem. Is
it a problem because the student is spending too much time away from their work assignment and not
getting anything done, or is the student getting the work done in spite of the time spent on the phone?

Before you even talk to the student, consider some acceptable solutions: If the student found a way to
complete all of the work, but continued to talk on the phone, would that be ok? If the student made personal
calls from a pay phone in the break area, would that be acceptable? Or, is the real problem that there is a
rule that says no personal calls and the student seems to be giving a defiant example to other employees?
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3. Meet with the student: If the problem is going to be serious or involved or very personal, be sure that you
have the discussion in a private setting, during work hours. Try to meet in a place that's comfortable for both
of you. If the problem is a work-related problem in which you're simply getting input from the student, and
it isn't going to take long to discuss, you can probably do it at a workstation.

4. Present the problem to the student in as clear a way as possible: Tell the student what s/he is doing or
not doing, how that is different from what's expected, and explain why this particular behavior is a problem.
Be sure to focus on behavior, rather than personality. That means that you have to talk about what they did
rather than your judgment about why they did it. That means that you talk about finding them "asleep in the
corner," rather than calling them "lazy." Try to use examples of the problem performance as you talk to the
student.

5. Get the student’s input: Try to obtain agreement from the student that the behavior is a problem. One of
the major reasons for difficulty in problem-solving is that when we sit down to talk with someone, we talk
about the problem and possible solutions but never get agreement from them that what occurred was a
problem, and that they have a responsibility for helping to solve the problem. Listen to the student's version
of what happened and to his/her reasons for doing what s/he did. Ask for his/her input about various aspects
of the problem and try to solicit from him/her possible solutions to the problem.

6. Pick a mutually agreeable solution: If at all possible, try to solve the problem in a way that makes sense to
the student, as well as to the supervisor or employer. If there's any chance whatsoever for disagreement
later, or for confusion, be sure that you document what was agreed upon as the solution.

7. Get a commitment from the student: Ask the student when s/he will begin to resolve the problem, find
out how long the student thinks it will take, and what sort of help or support the student will need.

Your goal throughout this process is to establish a spirit of cooperation. It's important that there be a feeling of
trust between the student and the supervisor. The student will be most likely to trust a supervisor who has been
consistent, open and honest with him/her in the past. Supervision is an ongoing process and much of your
success will depend upon your record and past dealing with employees.

As you work out a problem, try to take away any threat to the student. Use your energy trying to understand the
problem clearly. Look for solutions. It's easy to get trapped into a long and involved argument about who was at
fault. Fault-finding burns up energy that could be used to solve the problem.

Not enough can be said for soliciting the solution from the student. You literally want the words to come out of
the student's mouth. If the student tells you his/her plan for resolving the problem and the solution is an
acceptable one, accept it. The student will be more likely to remember the solution, a commitment will be felt
toward the following through with the solution, and s/he will feel more a part of the organization.

6 WAYS OF MAKING FEEDBACK CONSTRUCTIVE

Part of being an effective manager or supervisor is knowing what feedback to give. The trick is learning how to
give it constructively so that is has some value. Constructive feedback is a tool that is used to build things up,
not breaking things down. It lets the other person know that you are on their side.

1. If you can’t think of a constructive purpose for giving feedback, don’t give it at all.

2. Focus on description rather than judgment: Describing a behavior is a way of reporting what has
occurred, while judging behavior is an evaluation of what has occurred in terms of “right or wrong,” or
“good or bad”. By avoiding evaluative language, you reduce the need for the individual to respond
defensively.

For example: “You demonstrate a high degree of confidence when you answer customer questions about
registration procedures.” rather than “Your communication skills are good.”
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3. Focus on observation rather than inference: Observations refer to what you can see or hear about an
individual’s behavior, while inferences refer to the assumptions and interpretations you make from what you
see or hear. Focus on what the person did and your reaction.

For example: “When you gave that student the financial aid form, you tossed it across the counter,” rather
than describing what you assumed to be the person’s motivation, “I suppose you give all forms out that
way!”

4. Focus on behavior rather than the person: Refer to what an individual does rather than on what you
imagine she or he is. To focus on behavior, use adverbs, which describe action, rather than adjectives, which
describe qualities.

For example: “You talked considerably during the staff meeting, which prevented me from getting to some
of the main points,” rather than “You talk too much.”

5. Provide a balance of positive and negative feedback: If you consistently give only positive or negative
feedback, people will distrust the feedback and it will become useless.

6. Beware of feedback overload: Select two or three important points you want to make and offer feedback
about those points. If you overload an individual with feedback, he or she may become confused about what
needs to be improved or changed.

For example: “The number of applicants and the time it takes you to enter them are both within the expected
ranges. The number of key errors you are currently making is higher than expected.”

Giving feedback constructively benefits everyone. You, as the manager or supervisor use the ongoing exchange
of information as a way to get to know your people and provide valuable guidance in their work. The employee,
manager, supervisor, or peer receives data that makes his or her job easier. The organization gains in improved
productivity of its own workforce.

PRAISE MOTIVES

Very close relatives of feedback are praise and reinforcement. The feedback that we talked about in the
previous section is simply a matter of telling people when their performance is off the track or on the track. The
praise is the added ingredient that says, "Your performance is on the track.” "You did a really good job." "I
appreciate your work." "You're a pleasant person to work with." If you ask supervisors how to motivate an
employee, many of them will immediately suggest that you give that employee a raise.

The fact of the matter is most supervisors don't have enough control over wages to use wages or money as a
motivator. And besides that, research tells us that money is a motivator only for short periods of time or only
when work performance is directly connected to the wages. In fact, in some places where wages are high and
overtime pay is as much as $20 an hour, workers sometimes refuse to work the extra hours because they would
rather have the leisure time.

Praise needs to be honest; it should come from someone who understands the job, and it doesn't need to be
elaborate. A sentence will do. "That was a really fine job." "We can always depend on you." Sometimes it
makes sense to let the employee know which part of the job you really liked. "I really appreciated the way you
dealt with that demanding customer.” "I appreciate all the effort that you made to meet the deadline."

Some supervisors are really fun to watch in operation. There are some who are very skillful in creating a
pleasant working atmosphere and one of the things they do is manage to find a way to praise all of their
employees. As you might guess, that can sometimes be a challenge but you'll hear the supervisor telling an
employee that they appreciate the fact that they can count on them to be there every day. Or that it's really nice
to know that they can always count on "so and so."”

Some will protest that they should not have to praise employees. "Isn't it enough that we pay them for doing the
job?" Well, it may be true that there isn't anything about praise in the union contract, or work agreement, but if
you learn to use praise skillfully, you'll get more performance for your dollar.
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Skills and Experience (please check all that apply):

é Skills and Experience: ) é )
Q Typing/WPM ( ) Other Skills and Experience:
Q Filing 1 Programming (list languages)

U Copy Machines

1 Microfilm/Microfiche Machines
U Accounting U Multi-Media (list software)
U Faxing

U Phones

1 10-key by Touch
U Transcription

U Operating Systems (list systems)

U Mail Handling
U Postage Machine Q Sign Language
U Sorting U Photography
U Computer Skills 1 Music
U Microsoft Word 1 Vocal
U Microsoft Excel 4 Piano

U Microsoft Access
U Microsoft PowerPoint
U Data Entry

U Shelving Books

\_ U Tutoring ) \_ )

Additional skills or experience you wish to list:

U Instrumental
U Foreign Languages (list):

Tutor Applicants:
Subject or Course # you wish to tutor in
Math Science Writing Other

”

Courses you have completed in these tutoring subjects, dates, and grades received. Do not list “see transcript

Course Completed Subject Dates Decimal Grade Received

Days and times available to tutor

Personal References (exclude relatives and former employers listed elsewhere in this application):

Name Occupation Phone ( )
Address
Name Occupation Phone( )
Address

| hereby give permission for the information contained on this form to be given verbally or in writing to prospective employers. | also authorize prospective
employers to contact the persons whose names are listed on this application regarding my personal and employment history. If offered employment with
Columbia Basin College, | understand that | must comply with all of the College’s policies, rules, and procedures.

| verify that all of the information provided on this application form is true, correct, and complete. | understand that this employment application is not an
employment offer from Columbia Basin College and that the employment relationship between CBC and the student employee is based upon mutual consent
and may be terminated by either the student or CBC at any time without notice or requirement of cause.

Applicant Signature Date

Federal law requires that employees complete the federal I-9 form and provide genuine and sufficient documentation to verify their employability within 72 hours of being hired.

Columbia Basin College complies with the spirit and letter of state and federal laws, regulations and executive orders pertaining to civil rights, equal opportunity and affirmative action. CBC does not discriminate on the basis of sex, race, color, national origin, religion, age, marital
status, physical, mental or sensory disability, sexual orientation or Vietnam veteran status in its educational programs or employment. Questions may be referred to Camila Glatt, Vice President for Human Resources & Legal Affairs, (509) 542-5548. Individuals with disabilities are
encouraged to participate in all college sponsored events and programs. If you have a disability and require an accommodation, please contact the CBC Resource Center, (509) 542-4412, or TTY/TDD at (509) 546-0400. This notice is available in alternative media by request.



























Form W-4 (2009)

Page 2

Deductions and Adjustments Worksheet

1 Enter an estimate of your 2009 itemized deductions. These include qualifying home mortgage interest,
charitable contributions, state and local taxes, medical expenses in excess of 7.5% of your income, and
miscellaneous deductions. (For 2009, you may have to reduce your itemized deductions if your income
is over $166,800 ($83,400 if married filing separately). See Worksheet 2 in Pub. 919 for details.) . . 1 $

$11,400 if married filing jointly or qualifying widow(er)

$ 8,350 if head of household

$ 5,700 if single or married filing separately

Subtract line 2 from line 1. If zero or less, enter “-0-" .

Enter an estimate of your 2009 adjustments to income and any addltlonal standard deduct|on (Pub 919)

Add lines 3 and 4 and enter the total. (Include any amount for credits from Worksheet 8 in Pub. 919 )
Enter an estimate of your 2009 nonwage income (such as dividends or interest)

Subtract line 6 from line 5. If zero or less, enter “-0-"

Divide the amount on line 7 by $3,500 and enter the result here Drop any fractron

Enter the number from the Personal Allowances Worksheet, line H, page 1

Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10

N
&+

2 Enter:

©C O O ~NO O A~
© 00N OhAW
&h A || R |P

-

Note. Use this worksheet only if you plan to itemize deductions, claim certain credits, adjustments to income, or an additional standard deduction

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)

Note. Use this worksheet only if the instructions under line H on page 1 direct you here.
1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if
you are married filing jointly and wages from the highest paying job are $50,000 or less, do not enter more
than “3.” . . . . L L L Lo e e e 2

3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter
“-0-") and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . Lo 3
Note. If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4—9 below to calculate the additional
withholding amount necessary to avoid a year-end tax bill.

4 Enter the number from line 2 of this worksheet . . . . . . . . . 4
5 Enter the number from line 1 of this worksheet . . . . . . . . . 5
6 Subtract line 5 from line 4 . . P 6
7 Find the amount in Table 2 below that applres to the HIGHEST paying |ob and enter it here . 7 $
8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed . . g $
9 Divide line 8 by the number of pay periods remaining in 2009. For example, divide by 26 if you are paid
every two weeks and you complete this form in December 2008. Enter the result here and on Form W-4,
line 6, page 1. This is the additional amount to be withheld from each paycheck . . . . . . . . 9 $
Table 1 Table 2
Married Filing Jointly All Others Married Filing Jointly All Others
If wages from LOWEST Enter on If wages from LOWEST Enter on If wages from HIGHEST | Enter on If wages from HIGHEST | Enter on
paying job are— line 2 above paying job are— line 2 above J paying job are— line 7 above| paying job are— line 7 above
$0 - $4,500 0 $0 - $6,000 0 $0 - $65,000 $550 $0 - $35,000 $550
4,501 - 9,000 1 6,001 - 12,000 1 65,001 - 120,000 910 35,001 - 90,000 910
9,001 - 18,000 2 12,001 - 19,000 2 120,001 - 185,000 1,020 90,001 - 165,000 1,020
18,001 - 22,000 3 19,001 - 26,000 3 185,001 - 330,000 1,200 165,001 - 370,000 1,200
22,001 - 26,000 4 26,001 - 35,000 4 330,001 and over 1,280 370,001 and over 1,280
26,001 - 32,000 5 35,001 - 50,000 5
32,001 - 38,000 6 50,001 - 65,000 6
38,001 - 46,000 7 65,001 - 80,000 7
46,001 - 55,000 8 80,001 - 90,000 8
55,001 - 60,000 9 90,001 - 120,000 9
60,001 - 65,000 10 120,001 and over 10
65,001 - 75,000 11
75,001 - 95,000 12
95,001 - 105,000 13
105,001 - 120,000 14
120,001 and over 15

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on You are not required to provide the information requested on a form that is

this form to carry out the Internal Revenue laws of the United States. The Internal
Revenue Code requires this information under sections 3402(f)(2)(A) and 6109 and
their regulations. Failure to provide a properly completed form will result in your
being treated as a single person who claims no withholding allowances; providing
fraudulent information may also subject you to penalties. Routine uses of this
information include giving it to the Department of Justice for civil and criminal
litigation, to cities, states, the District of Columbia, and U.S. commonwealths and
possessions for use in administering their tax laws, and using it in the National
Directory of New Hires. We may also disclose this information to other countries
under a tax treaty, to federal and state agencies to enforce federal nontax criminal
laws, or to federal law enforcement and intelligence agencies to combat terrorism.

subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax returns and return information are
confidential, as required by Code section 6103.

The average time and expenses required to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.






General Information on Hours of Work Allowed For Minors

Hours and Schedules Minors are Permitted to Work in

Non-agric

Itural Job
Hours

Hours

Days

Begin

Quit

aDa a Week | aWeek
14- and 15-year-olds

Hours and Schedules Minors are Permitted to Work in
Agricultural Jobs

School 3 hours 16 6 days 7am. | 7p.m.
weeks (8 hours hours
Sat. - Sun.)
Non- 8 hours 40 6 days 7am. | 7pm Note: 12- and 13-year-olds are allowed to work only during non-school weeks
Sl hours ©pm. hand-harvesting berries, bulbs, cucumbers and spinach.
weeks June 1to 14- and 15-year-olds
Labor D
abor Day) School 3 hours | 21 6 days 7am. 8 p.m.
16- and 17-year-olds weeks 8 hours hours gi;.qn;l. in
School 4 hours 20 6 days 7am. | 10 p.m. Non- agriculture
Weeks (8 hours hours (Midnight school and
Fri. - Sun.) Fri. - Sat.) days irrigation)
School 6 hours 28 6 days 7am. | 10 p.m. Non- 8 hours | 40 6 days 5a.m. 9 p.m.
weeks with | (8 hours hours (Midnight school hours
a special Fri. - Sun.) Fri. — Sat.) weeks
variance * Exception: 14- and 15-year-olds are allowed to work 7 days a week in dairy,
from school livestock, hay harvest and irrigation during school and non-school weeks.
Non- 8 hours 48 6days | 5a.m. | Midnight 16- and 17-year-olds
school hours School 4hours | 28hours | 6days | 5a.m. | 10 p.m.
weeks weeks 8 hours (No later
. . . . . than 9 p.m.
= An adult must supervise minors working after 8 p.m. in service Non- on more
occupations, such as restaurants and retail businesses. school than 2
= Overtime rules apply for all hours worked over 40 in one week. days consecutive
nights before
= These rules also apply to home-schooled teens. a school day.
Non- 10 50 hours | 6days | 5a.m 10 p.m.
PARENTS: To obtain a copy of the prohibited school hours (60 h°Uka,
duties and other child labor provisions, you may weeks R hanical
contact L&I's central office through the various harvest of
options listed on the front side of this form, or call peas, wheat
and hay)

your local L&l office listed in the government pages

of the telephone book.

* Exception: 16- and 17-year-olds are allowed to work 7 days a week in dairy,
livestock, hay harvest and irrigation during school and non-school weeks.

Optional Special Variance Authorization

(Non-agricultural Employment Only) For Participating Schools*

A Special Variance allows a 16- or 17-year old minor to work up to 28 hours per week with 6-hour shifts during the school week with
approval of the authorized school official and the parent. This authorization must be signed by the employer, the minor, the minor’s
authorized school official [pursuant to WAC 296-125-070(3)], and the minor’s parent or legal guardian.
School officials should not sign the Special Variance if a review of the student’s progress indicates the additional work hours will be
detrimental to the minor’s academic education. Please note that the employer must renew this form each year.

Date: | Title: | Signature of EMPLOYER or REPRESENTATIVE:
| >
Date: | Signature of MINOR EMPLOYEE:
|>
Date: | Title: | Signature of SCHOOL AUTHORITY:
| >
Date: | Signature of PARENT or LEGAL GUARDIAN:
>

* Schools interested in using this 28-Hour Special Variance process must first enroll in the program by contacting the

Department of Labor and Industries at the office listed on the front of this form.

F700-002-000 parent/school authorization 05-06 Information on minor’s hours of work & SPECIAL VARIANCE APPROVAL are listed on the reverse






Violation can also lead to action under Columbia Basin Student Conduct and/or
State of Washington statutes pertaining to the theft, alteration of public records,
or other applicable sections.

| have received a copy of, have read, do understand, and will comply with
Columbia Basin College's Code of Responsibility for Security and
Confidentiality of Records and Files.

Student’s Signature Date

| have also received and understand the Student Employee Handbook and
am prepared to comply with the instructions contained within. If | am hired
during a time when the handbooks are being printed, | understand that there
is a copy of the Student Employee Handbook in each division office and | am
responsible for asking the supervisor to read the office copy.

Student’s Signature Date
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