




The College has designated the Director of HR/Employee Relations to oversee its compliance with
affirmative action laws:

Kristan Coffey
Executive Director of Human Resources

Smith 101
508-793-3040

kcoffey@holycross.edu

ALLOCATION OF STUDENT EMPLOYMENT FUNDS

The Budget and Planning Office allocates student employment funds to specific departments for each
fiscal year. It is the responsibility of the department head to monitor and manage those funds and ensure
that all student earnings remain within the established budget and the student's authorization limits as
published by the Financial Aid Office.

In general, student employment is allowed during the summer. Summer wage rates are determined by the
Office of Human Resources. All students working over the summer must be rehired after the end of the
spring semester as positions do not continue following the end of the academic year, and summer
employment must be separately established. See “Resignation and Termination of Student Employees”
below.

RESEARCH GRANTS

The hiring for grant-funded research positions is coordinated through the Human Resources and Finance
Offices. A campus employment authorization form should be completed for each student hire, indicating
the name and chart string of the grant, the student working on the grant, their rate of pay, their weekly
hours, and the duration of the assignment. The rates of pay generally should be consistent with the
normal rates of pay for other comparable student employment positions. The completed form should be
submitted to the HR Records Coordinator and the Manager of Gifts and Grants in Finance for review and
approval. Once approved by the Manager of Gifts and Grants in the Finance Office, the HR Records
Coordinator will move forward with processing the hire. In addition, all conditions with respect to
employment of individuals set forth in the grant and applicable laws must be observed.
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If the student to be hired has never worked on campus in a paid position, the department must direct the
student to Human





Holy Cross is required by law to deduct certain income taxes from each paycheck. The amount withheld
is based on gross weekly wages less the number of exemptions the student employee claims on their
withholding exemption form. Changes to the number of exemptions claimed must be done in HR
Self-Service by signing a new withholding exemption form.

LEAVE

Paid Leave

In general, student employees are not eligible for paid leave benefits at the College unless required by
law.

Holidays

Student employees are not scheduled to work on traditional holidays. The traditional holidays are: New
Year’s Day, Indigenous Peoples’ Day, Good Friday, Thanksgiving Day, Memorial Day, Day after
Thanksgiving, Independence Day, Christmas Day.

The College observes five floating holidays, they are: Labor Day, Martin Luther King Day, Veterans Day,
President’s Day, and Juneteenth. The College maintains normal operations on floating holidays. Students
who work on these floating holidays will be paid their normal hourly wages.

Sick Leave

During the academic year students are not eligible to accrue or use sick time. Student employees who
work during the summer (non academic year) are eligible to accrue 1 hour of sick leave for every 30
hours worked, up to a maximum of 40 hours in any calendar year, but must work for 90 days before
students are eligible to use this time. Any accrued sick time cannot be used during the academic year. For
purposes of sick leave accrual, worked hours include overtime hours and paid sick leave hours. Accruals
are expressed as hours of sick leave. For more information regarding when students may use accrued
sick leave, please see the College’s sick leave policy, available here.

Student employees who work during consecutive summers may be entitled to “roll over” accrued sick time
from one summer to the next, in accordance with applicable regulations. Student `
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For any questions related to worker’s compensation, please contact the HR Office Coordinator at (508)
793-3566.

REPORTING ISSUES

Holy Cross encourages all members of our community to report issues, concerning or threatening
behavior, and potential misconduct as described below.

Emergencies and Immediate Response

All emergencies, including crimes in progress and acts of violence, should be reported
immediately to 911 or to the Department of Public Safety by calling the emergency number 2222
from an on-campus phone or 508-793-2222 from a cell phone.

Employment Issues
If a student employee is unhappy with their employment position and/or the conditions under
which they are working, or if they wish to terminate their job, they may first discuss the
circumstances with their supervisor if desired or consult with Human Resources.

Potential Misconduct
A student employee may report potential misconduct to their supervisor, Human Resources, the
Director of Title IX and Equal Opportunity or if unsure what form to use or if there is a desire to
make an anonymous report, please use our EthicsPoint reporting system and it will be routed to
the correct group.

RESIGNATION AND TERMINATION OF STUDENT EMPLOYEES

A student who voluntarily elects to terminate his or her employment should give at least 2 weeks notice to
their supervisor.

Termination at the End of the Academic Year and Summer

Please note that all student jobs are terminated at the end of the spring semester. Student
employees may wish to discuss whether they would like to return to the position in the fall with
their supervisor before leaving for the summer.

If a student worker from the previous semester will be working over the summer, a supervisor
must request that HR transfers them into a summer position. Human Resources will send an
email to student hiring managers in May asking if any student employees will be employed in your
department through the summer.

Student employees are at-will and may be terminated with or without cause.

PROGRESSIVE DISCIPLINARY

Involuntary Termination for Cause.

An involuntary termination can be initiated by a supervisor due to unsatisfactory performance or
failure or an inability to comply with College or department policies or rules. Except for situations
of serious misconduct (see further description below), supervisors are required to
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Student Job Titles and Compensation
(Appendix A)

Pay Rate Job Title

$15.00 Audio Visual Assistant
Baker-Campus Ministry
Computer Assistant I
Computer Operator
Editor
Editorial Assistant
EMT
Equipment Manager
Event Coordinator
Facilities Attendant
Film Assistant
Fitness Instructor
First Response Messenger
Grader
Intramural Official (Referee, Monitor, Scorekeeper)
Laboratory Attendant
Laborer
Library Assistant I
Lifeguard
Multimedia Resource Center Assistant I
Note Taker
Research Assistant I
SPUD Assistant
Student Assistant
Tech Staff
Telephone Operator/Dispatcher
Teller
Tour Guide
Trainer
Van Drivers/Monitor
Visual Arts Assistant I
Zamboni Driver
Intramural Commissioners
Coordinators
Tutors
Peer Mentors

$15.25 Computer Assistant II (ITS only)
Research Assistant II
Community Service Project Workers – Off Campus (limited to Work-Study only)
Cook-Campus Ministry only



Visual Arts Assistant II
Library Assistant II
Multimedia Resource Center Assistant II
Asst. Web Editor II – Public Affairs

$15.30 Building Supervisor Jo

$15.50 Computer Assistant III (ITS only)
Educational Technology Assistant III
Multimedia Resource Center Assistant III
Research Assistant III
Library Assistant III
Dining Services
Community Service Work Study (CSWS) Positions

$16.25 Kimball Captains

$16.50 Student Office Apprentice

$16.75 Student Office Dining Manager

Job Descriptions

Job Title Description

Audio Visual Assistant Responsible for setup, operation and
maintenance of audiovisual equipment on
campus. Technical ability necessary. Must be
able to operate videotape, PA systems,
motion picture, overhead and filmstrip/slide
projectors. Perform other related tasks
as assigned.





Event Coordinator Assist in planning and implementation of
campus wide events through SPLD, publicize
and promote campus-wide events. Provide staff
support for some events. Meet weekly with the
Assistant Director of Student programs to
prepare for weekend events. Perform other
duties as assigned.

Facilities Attendant Duties include control of access to assigned
campus buildings, checking IDs, serving as
contact for campus Public Safety, and
ensuring general integrity of building security.
Perform other duties as assigned.

Film Assistant Responsible for the operation of the
projection system in the Kimball Theater.
Perform other duties as assigned. Requires
working evenings and weekends.

First Response Messenger Act as liaison between the College and the
Worcester Police Department. Deliver
messages to apartments where a complaint
has been received. Use two-way radio. Must be
available Thursday, Friday, Saturday from 10
pm to 2 am. Perform other duties as assigned.

Fitness Instructor Provide instruction for safe fitness classes.
Appropriate
certification(s) required. Perform other
similar duties as requested.

Grader Grade assignments on specific subject
matter. Must have successfully
completed courses or have upper-level
status in the major and/or field in which
grading will be performed. Perform
related tasks as assigned.

Intramural OfficepInstr2
p
ins

as
rks

as
rcompleeeinini sess cep

Acration of
ion

as

P 10
cni s1r

h ty
the ssagduties

as assigneor
srcp

tm

It





Multimedia Resource Center Assistant I Duties include Circul



Student Assistant Office position of generally clerical nature. May
include general typing, filing, addressing/filling
envelopes, sorting, maintaining records,
providing information, running errands, library
work, operating basic office machines, and
some telephone coverage. Some basic word
processing and data entry possible. Perform
related tasks to specific departments as
assigned.

Tech Staff Duties include setup and breakdown of stage
and sound systems for special events. Must
be available for special events for technical
troubleshooting. Perform other duties as
assigned.

Telephone Operator/Dispatcher Duties include handling of incoming calls to
the College, transferring calls, and providing
information. Perform other duties as assigned.

Tell



Visual Arts Assistant I Monitor Photo Lab, handle lending and
receiving of photo equipment, assist students
with photo equipment, report inventory to Lab
Supervisor, keep adequate supplies at hand
for students, keep work areas clean. Perform
other tasks as assigned.

Zamboni Driver Make new ice hourly with Zamboni, edge ice
before games, shovel snow away from exit
doors. Remove ice at end of season and
other seasonal duties. Check keys in and out,
patrol locker rooms for damage. Perform
other similar duties as requestent

nd





Visual Arts Assistant II Assist in providing a safe work environment
in the Millard Art Center. Clean student work
areas



Educational Technology Assist



Computer Assistant III (ITS only) Primary responsibilities include developing
software programs and/or creating substantial
modifications to canned software systems,
creating and developing multimedia enhanced
Web Pages. Provide faculty instruction and
assistance in initiating, implementing and
enhancing the use of technology in their
curriculum and pedagogical endeavors.
Perform other tasks as assigned. Extensive
investment required by the College
and the individual in developing the
necessary skills.

Research Assistant III Requires significant training or experience in a
particular discipline in which the research will be
conducted. Works independently or under
minimum supervision of the Principal
Investigator/Professor and assists in various
aspects of scholarly research. Active
involvement in the creation of programs to
support research databases and analysis tools.
Perform other similar duties as assigned.
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