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Introduction 
 

 

 

This manual was created to provide you with general information on student employment at CSU and make 
the student employment process more efficient and effective.  Student employees are responsible for 
understanding and abiding by both the general student employment regulations set forth in this manual as 
well as the specific expectations and guidelines of the employing department.  Please read this manual 
carefully since it contains important information about your employment at the University. 

 

The topics in this section include: 

 What is Student Employment? 
 What does “At-Will” employment mean? 
 How does Student Employment benefit me? 
 What is FWS/NWS? 
 What is the benefit of having FWS? 
 How does a student get FWS? 
 How does FWS work at CSU? 
 What should I expect from a Student Employment job? 
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What is Student Employment? 
 
 
“Student Employment” at Cleveland State University refers to temporary, part-time, on-campus positions 
available to registered, degree-

-   
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o  personal responsibility  
 
Working on campus can also help you fund your schooling by reducing your reliance on student loans.  The 
money you earn can be used to pay for tuition, books, food, living expenses---anything you need.   
 

 

What is FWS/NWS? 
 
 
FWS stands for Federal Work Study.  This is a federal financial aid program designed to help degree-seeking 
students meet their educational expenses.  Students earn their FWS awards by working in the Student 
Employment program.  Only students who are citizens or resident aliens can receive a FWS award; 
international students are not eligible for FWS.   

It is NOT a requirement that students have FWS to work on campus, however; any student who meets the 
eligibility requirements for the Student Employment program can work on campus whether or not they 
have a FWS award.   

Jobs for students who do not have FWS are referred to as NWS (Non Work Study).  The only difference 
between a FWS job and a NWS job is where the wages come from.  In the former case, the wages come 
from the Federal government; in the latter case, the wages come from the 
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Financial Aid tab.  Campus411 can assist you if you have any questions about your eligibility for and 
awarding of FWS. 

 
 

How does FWS work at CSU? 

 

To use FWS, students must obtain an on-campus job.  [See the section on “Finding Jobs” for information on 
how to obtain an on-campus job.] 

Students who receive a FWS award may earn up to the amount of the award during an academic year (Fall 
& Spring semester, including Winter Break and Spring Break; FWS is not available for the Summer).   

When a student’s FWS award is exhausted, any wages earned in excess are automatically deducted from 
the employing department’s budget line.  Since many departments do not have a budget line for student 
wages, it is important that you find out from your supervisor at the point of hire whether the position will 
end as soon as you use up your FWS award or whether the department will continue to fund your wages 
after your FWS ends. 

Note that monitoring earnings and FWS balances is the exclusive responsibility of the student and the 
employing department.  To monitor your usage of FWS, you should view your bi-weekly pay stub and 
subtract the gross pay of each check from your total FWS award allocation.  [See the “Pay Day” section for 
information on how to access your pay stub.] 

 
 

What should I expect from a Student Employment job? 

 

As a student employee, you are a member of CSU’s staff.  You will assist in the operation of the office in 
which you are employed.  Students are an important part of every campus office.  Not only do you have the 
opportunity to earn part of your college expenses, but you will also gain valuable work experience.  Under 
the guidance of your supervisor, you will be trained to carry out your specific work assignments to help the 
office operate efficiently.  Student staff must be reliable, efficient, and willing to proceed on their own with 
limited supervision.  You have the obligation to do the best job you can possibly do.  We depend upon 
student staff for handling the jobs they are assigned to do, for projecting a favorable image of CSU, and for 
promoting good public relations. 

We hope you will regard your employment as the learning experience it is designed to be.  Your supervisors 
should help you develop quality work habits, responsibility for tasks you are given, and pride in 
accomplishing them. 
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Student Employment Program Rules 
 

 

 

 

The topics in this section include: 

 Eligibility Requirements 
 Credit Hour Rules 
 Work Hour Rules 
 
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Eligibility Requirements 

 

You are eligible to work an on-campus student employment position if you meet the following criteria: 

 Registered for at least 6 credit hours during the semester you wish to work 

 



10 
 

cannot work during that time.  To determine what the official schedule is for a course, look at what is listed 
in CampusNet.  The official exam schedule is listed on the Academic Calendar at www.csuohio.edu .  

Students are also not permitted to work on days that the University is closed for a holiday.  Students are 
not eligible for holiday pay or for overtime/comp time pay that would come with a holiday closure, so 
hours are not permitted to be recorded by student employees on official University holidays. 

 

What Happens When Students Violate These Basic Rules 

 

 When a student is enrolled in less than 6 credits: 
o The Student Employment Office sends a no

http://www.csuohio.edu/
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Student employees who did not complete at least 6 credit hours in the spring term cannot work after the 

last day of spring classes unless enrolled in 6 credit hours during summer term.   

Students who have graduated at the end of spring semester cannot work over summer unless they have 

been accepted into a new degree-seeking program for the fall and will be registered for at least 6 credit 

hours. 

Students who are newly-admitted to CSU for that upcoming Fall semester are NOT permitted to be hired as 

student employees during the summer prior to their first semester. The first day they can be employed is 

the first day of Fall semester. 

There is no summer Federal Work Study.  All of our allocation is earned during the fall/spring terms. 

Even if students have applied to be exempt from OPERS, OPERS will be deducted from the paycheck any 

time you are enrolled for less than 6 credit hours.  [See the section on “Getting Hired” for an explanation of 

OPERS.]  For information on obtaining a refund of the OPERS deduction, students should go to the OPERS 

website at the start of Fall semester.  
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Types of Jobs 

 

There are many types of jobs on campus that students may be qualified for.  This handbook applies only to 

on-campus positions that are processed through the Student Employment Office.  But there are additional 

opportunities that you might want to consider: 

 The CSU Bookstore, Dining Services, Residence Life, Recreation Center, and the CSU Call Center are 

run by outside companies that welcome student applicants.  To apply for jobs in those areas, visit 

their pages on the CSU website. 

 Internships are related to a student’s academic major.  Information regarding placement and credit 

for these positions is available from the respective academic departments. 

 Co-operative education (co-op) experiences are available to provide students with the opportunity 

to work and gain experience in their field of choice.  In a co-op experience, students usually 

alternate semesters of work and study.  Information regarding placement and credit for these 

positions is available from the respective academic departments. 

 Graduate Assistantships are available to graduate students.  As funds are available, positions are 

assigned to academic and administrative units and awarded to graduate students who meet specific 

qualifications.  Occasionally, these positions are posted with the on-campus Student Employment 

positions on Handshake if a department has not already found a qualified candidate.   

 

 

Handshake 

 

CSU utilizes a job portal called Handshake to post all on-campus student employment positions.  If you are 

a registered student at CSU, your Handshake account has already been created for you.  It uses your CSU ID 

and CampusNet password for log-in.   

 

 

Handshake Instructions 

 

To locate an on-campus student employment position, first go to Handshake.  The log-on link can be found 

on the Student Employment website (www.clestatecareers.com/ocsestudent) and on the Office of Career 

Development & Exploration’s webpage (www.clestatecareers.com).  Instructions on how to use Handshake 
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are available through the Office of Career Development & Exploration (CDE), but here’s a basic plan for 

what you’ll need to do to use the system: 

Once at your account, you will need to upload a résumé.  All jobs will show up as restricted until you have 

uploaded this.  (If you have never created one before, contact CDE or go to the resources section of their 

website for assistance.)  Please note that some jobs may require other documents as well before you can 

apply for them; you will need to read through the job description to see what other documents may be 

required!   

Searching for available on-
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 Your cover letter is your sales pitch.  If a job requires one, make sure you address any requirements 
in the job posting and indicate in your letter how you meet them.  Let the reader see that you are 
the best person for the job. 
 

 Use targeted cover letters specific to each job.  You can have multiple cover letters stored in 
Handshake. Make sure when you apply for a job you are attaching the correct cover letter!   

 

 Read through the job descriptions carefully to see if you meet the qualifications.  Applying to jobs 
that you are not qualified for is a waste of your time and of the hiring department’s time. 

 

 If a department requests anything other than a Resume, Cover Letter, or Unofficial Transcript, that 
document (or documents) would be something you’d upload as OTHER.  Be sure to read the 
posting carefully to see what the requested items are that the hiring department wants you to 
upload as your Other document.  Sometimes it’s a class schedule, but many times it’s multiple 
things.  You must create ONE document with all of those things for that job!  Be extra careful about 
this so that you are sure the department gets what they are asking for or they will not consider 
your application. 

 
 Departments make their own hiring decisions.  You will be notified by the department if you are 

selected for an interview.  Keep in mind that not all departments will reply to résumés if they have 
declined them; they often will only reply to applicants they want to interview.  So if you haven’t 
heard anything in a while, just continue applying elsewhere. 

 

 Handshake will always show your application status as “Pending” after you’ve applied because on-
campus departments do not make their decisions within this software.  They will call or email you 
directly if they are interested in you for their position.  So be sure to have your phone number and 
email address in your contact information section of your resumé!  

 

 

Interviews 

 

If your application appeals to an employing department, you may be offered an interview.  Interviews are 

often anxiety-inducing, but they don’t have to be that way.  If you know what to expect and practice your 

answers, you will do well!  The following are some tips that will help you ace your interview: 

 Review the job posting to be familiar with what the job entails 

 Bring your résumé and be prepared to discuss how you can meet the department’s needs 

 Supervisors usually address the following topics during an interview: 

o Responsibilities of the job 

o Skills required to perform the job 

o 
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o Pay rate 

o

 

Pay rate  
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Getting Hired 
 

 

 

This section will explain what you’ll need to do once you’ve been offered (and have accepted) a job on 
campus. 

 

The topics in this section include: 

 Necessary Paperwork 

 How to Complete Each Form 

 Information for International Students 
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Necessary Paperwork 

 

No student is permitted to work until all hiring paperwork has been accurately completed and forwarded to 

the Student Employment Office.  You will receive an email confirming when you are able to begin working 

once your paperwork has been entered by us. 

The following documents are ones you should expect to complete as a new hire: 

 
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  You will need to put your name 
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  Security Number and you only have 30 days from your date of hire to opt out of OPERS.  Otherwise, 
  you will need to wait until you are no longer employed at CSU to get your OPERS contributions  
  refunded to you. 
 
  OPERS is handled entirely by OPERS itself, not CSU, so for more information or for questions, contact 
  OPERS directly via the contact information in their email.  (Check your spam folders as sometimes 
  their emails go there.)  Again, remember that to opt out or have them look up your account, you will 
  need your social security number and CSU email address, as that is how your accounts are created 
  with them. 
 
  Also r

mailto:intadvisor@csuohio.edu
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Working on Campus 
 

 

Since an on-campus job is often the first job a student has had, this section addresses the expectations and 
responsibilities involved in working in the Student Employment program.  

 

The topics in this section include: 

 Employer’s Expectations 

 University’s Expectations 

 Timekeeping & Compensation 
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Employer’s Expectations 

 

Your student employment position should be treated seriously, just as any employment opportunity.  Your 
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 Meal & Comfort Breaks 
 
Most students work in areas where they are free to use restroom facilities at their convenience. You 
should verify with your supervisor if this is applicable to your job.  In situations where students aren't 
free to take periodic comfort breaks without some work coverage being provided, your supervisor will 
arrange such reasonable coverage.  However, remember that student workers only get paid for time 
worked.  If actual breaks (such as coffee breaks, smoking breaks, or meal breaks) are taken, you must 
clock out of Kronos during that time. 
 
 
 

 Visiting & Childcare 
 
Personal conversations should be limited.  When you are off-duty, do not congregate in the work area.  
Remember that your work station is not a party setting; you should wait until you are off of work to 
meet up with your friends.  If you have children, you should not bring them to stay with you while you 
are working.  If you cannot get a babysitter, make arrangements with your supervisor to have someone 
else work your assigned hours. 
 
 
 Homework/Studying 
 
Homework, studying, or any other non-work activity should be done on your own time, not at work.  
When your assigned tasks are completed, consult your supervisor for your next project. 
 
 
 Phone Usage 
 
You should not use the University phone for personal calls.  Your employing department’s budget is 
charged for all calls.  Also, your cell phone is expected to be turned off and put away during your time at 
work.  You should not be using it unless you have been permitted to.  If there is an emergency, let your 
supervisor know and ask permission for phone access.   
 
 
 Personal Property 
 
Keeping your personal property safe while at work is your responsibility.  You should keep any items 
locked up and out of public view.  Any use of personal items during work hours is dependent upon 
permission of your supervisor.  CSU is not liable if your items are lost or stolen, so we encourage you to 
keep your personal items at home. 
 
 
 University Property 
 
Your supervisor may allow you to use various University items, such as keys, vehicles, computers, and 
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uniforms.  These items are University property and MUST be returned to your supervisor when you 
leave employment.  Their use is dictated by University policy. 
 
 
  

Earphones and Personal Electronics 
 
Use of earphones and personal electronics is discouraged in the workplace.  They minimize personal 
interaction with others, can be a safety hazard, and are generally unprofessional.  It is up to your 
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University’s Expectations 

 

As an employee of Cleveland State University, there are also expectations that we are all, as a community, 
required to fulfill. 

 

 Student Conduct Code  

All students should be familiar with and abide by the University’s Student Conduct Code.   This is 

available on the CSU website.  

 

Confidentiality 

The files and records that you may view during the work day are confidential and should not be 

discussed outside of the office.  In the course of your job, you may see such things as class 

registration, grades, and employment information for fellow classmates. You are required to keep 

confidential any information you have access to.  Any student employee who violates this rule will 

be subject to disciplinary action, including termination. 

 

The Family 
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The University prohibits discrimination/harassment toward individuals of the University community 

on the basis of race, sex (including pregnancy), religion, color, age, national origin, veteran and/or 

military status, genetic information, or disability and di
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Logging into Kronos 

 Go to the CSU homepage (www.csuohio.edu) 

 Click on the orange “myCSU” button 

 Go to the blue “For Faculty & Staff” column 

 Click on “Employee Self Service” 

 Click on “myTime” 

 Enter your CampusNet Username and Password 
 

Instructions on Using Kronos 

 Go to the Student Employment website: www.clestatecareers.com/ocsestudent 

 Scroll down to “Various Forms” section 

 Click on “Kronos Instructions” link 

 Note: if you have more than one student employment job, the way you log in to Kronos is different! 
So be sure to review the instructions to see how to do it correctly.  Otherwise you might not be 
paid! 

 

Pay Day 

Pay day is every other Friday.  The schedule of pay dates is listed on Payroll’s website under their “Forms 

and Schedules” area.  www.csuohio.edu/controllers-office/payroll   (Student Employment positions are 

paid on the Bi-Weekly schedule.) 

Compensation will be deposited to your bank account via direct deposit on the morning of the pay date. 

You can view an electronic pay stub online under “myProfile”. 

 

Logging into myProfile 

 

 Go to the CSU homepage (www.csuohio.edu) 

 Click on the orange “myCSU” button 

 Go to the blue “Faculty & Staff” column 

 Click on “myProfile” 

 Enter your CampusNET Username and Password 
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FAQs 
 

 

This section will provide you with the answers to common questions and situations regarding on-campus 
student employment.  

 

The topics in this section are divided into: 

 Hiring Issues 

 Paycheck Issues 

 On-the-Job Issues 
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Hiring Issues 

 

 

 

When can newly-admitted students start working? 

Newly-admitted students cannot begin working until the start of the first semester in which they are 
registered for at least 6 credit hours. 

 

Can family members be employed as student workers? 

Yes.  However, CSU employees cannot supervise the work of a member of their own family. 

 

Can a student have more than one student employment position? 

Yes.  Students who have more than one job should notify each of their supervisors so that appropriate work 
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I have FWS.  Are my wages taxable? 

Yes.  This is money that represents payment for services rendered, so it is subject to taxation. 

 

Where do I get my W-
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