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IMPORTANT DISCLAIMER:
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PURSUANT TO S.C. CODE ANN. SECTION 41-1-110,
THIS HANDBOOK DOES NOT CREATE A CONTRACT OF
EMPLOYMENT. I UNDERSTAND THAT THE HANDBOOK
DOES NOT CONSTITUTE A CONTRACTUAL
AGREEMENT AND I  UNDERSTAND THAT BASED ON MY
AT-WILL STATUS, EITHER I OR THE UNIVERSITY MAY
TERMINATE MY EMPLOYMENT AT ANY TIME FOR ANY
REASON, OR NO REASON, WITH OR WITHOUT NOTICE,
WARNING, OR CAUSE. I FURTHER UNDERSTAND THAT
NO SUPERVISOR, MANAGER, OR OTHER
REPRESENTATIVE OF THE UNIVERSITY, OTHER THAN
THE PRESIDENT, HAS ANY AUTHORITY TO ENTER INTO
AN EMPLOYMENT AGREEMENT FOR A SPECIFIED
PERIOD OF TIME OR TO MAKE ANY PROMISES OR
COMMITMENTS CONTRARY TO THESE POLICIES OR
PROCEDURES.

Signature _______________   Date _____________
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I. Introduction
Welcome

On behalf of Anderson University, congratulations on receiving a
job as a student employee! 
 
You have joined a community of students, not only dedicated to
achieving their academic aspirations, but also working towards
their financial and career goals.  As an employee of AU, you are
part of a staff of about 500 student employees. Anderson
University is always evolving to better support its students and
these efforts would not be possible without its student employees. 
 
While working at AU, we hope your role provides you with more
than financial assistance. On-campus jobs are a great
opportunity to build relationships with peers and mentors, explore
career interests, develop transferable skills, and cultivate career-
readiness competencies that will benefit you in future jobs to
come.
 
Ultimately, our purpose is to support you as you prepare for your
God-given calling and life after graduation. Whenever we can be
of help to you, do not hesitate to contact the Student Employment
Office.  
 
We are praying for you and your time here at Anderson University!
 
Sincerely, 
 
Tori Waters
Student Employment Coordinator
G. Ross Anderson Jr. Student Center, 1st Floor
316 Boulevard Anderson, SC 29621
864.231.5675
studentemployment@anderesonuniversity.edu
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Mission
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The mission of Anderson
University’s Student Employment
Program is to provide students with
financial assistance to help fund
their academic goals as well as the
opportunity to explore careers,
develop authentic working
relationships, receive constructive
feedback, and acquire transferable
skills necessary for
success in the workplace.



Nondiscrimination Statement
Anderson University does not illegally discriminate on the basis of
race, color, national or ethnic origin, sex, disability, age, religion,
genetic information, veteran or military status, or any other basis
on which the University is prohibited from discrimination under
local, state, or federal law, in its employment or in the provision of
its services, including but not limited to its programs and activities,
admission, educational policies, scholarship and loan programs,
and athletic and other University-administered programs. In order
to fulfill its purpose, the University may, however, consider religion
in employment. The University is exempt from the application of
certain regulations promulgated under Title IX of the Education
Amendments of 1972 which conflict with the University’s religious
tenets. 
 
The following person has been designated to handle inquiries or
complaints regarding the non-discrimination policy, compliance
with Title IX of the Education Amendments of 1972, and inquiries or
complaints regarding the disability non-discrimination policy,
including compliance with Section 504 of the Rehabilitation Act of
1973:
 
Dr. L. Dianne King 
Associate Vice President for Student Development 
Dean of Student Success
Title IX Coordinator 
Thrift Library Office 203 
316 Boulevard, Anderson, SC 29621
864.231.2026 / 864.231.2075
ldking@andersonuniversity.edu
 
A report may also be made to the U.S.
Department of Education, Office for Civil Rights:
 
U.S. Department of Education 
Office for Civil Rights
400 Maryland Ave., SW
Washington, D.C. 20202-1328
1.800.421.3481
ocr@ed.gov
http://www.ed.gov/ocr
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Statement of Compliance with Title IX
As part of the Higher Education
Act Amendments in 1972, included
was Title IX, which states: “No
person in the United States shall,
on the basis of sex, be excluded
from participation in, be denied
the benefits of, or be subjected to
discrimination under any program
or activity receiving Federal
financial assistance….” Other
federal and state laws also
address discrimination and
harassment based on sex and
gender for students, staff, faculty,
and third parties in higher
education. Anderson University is
firmly committed to establishing
an environment free from such
discrimination and prohibits acts
including sexual harassment,
sexual harassment including
sexual violence (i.e. sexual assault
and nonconsensual sexual
touching, forcible or not),
relationship abuse (including
domestic and dating violence),
and stalking. 
 
It is the policy of Anderson
University to comply with Title
IX of the Education Amendments
of 1972, which prohibits
discrimination (including sexual
harassment and sexual
misconduct or violence) based on
sex in the University's educational
programs and activities. Title IX
also prohibits retaliation for
asserting or otherwise
participating in claims of sex
discrimination, harassment, or
misconduct.

Anderson University has designated
the Associate Vice President for
Student Development and Dean of
Student Success as the Title IX
Coordinator and has appointed
several individuals to serve as
Deputy Coordinators who will
collectively insure the University’s
compliance with Title IX and who
together with the Title IX Coordinator
and the Senior Vice President for
Student Development will serve as
the University’s Title IX Coordinating
Committee. The University will also
train faculty and/or staff to serve as
Investigators for reported Title IX
violations. The Title IX Coordinator’s
responsibilities include the
development, implementation, and
monitoring of meaningful efforts to
comply with Title IX legislation and
related regulations. At Anderson
University, the Title IX Coordinator
oversees monitoring of University
policy, implementation of grievance
procedures, including notification,
investigation and disposition of
complaints; distribution of
educational materials and training
for the campus community;
coordinating investigations of
complaints received pursuant to Title
IX; and ensuring a fair and equitable
process for all parties. 
 
Title IX Deputy Coordinators are
appointed by the University's
President to assist with the
implementation of the Title IX policy
and education. Investigators are also
appointed by the President to
conduct all investigations regarding
potential Title IX violations.
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Statement of Compliance with Title IX
Anderson University affirms the
right of reporting parties to
determine whether they wish to be
involved in the University’s Title IX
processes to address harassment
or discrimination. It should be
noted, however, that we cannot
take corrective action toward
behavior about which we are
unaware. Regardless, the
University is committed to
supporting reporting
parties through numerous
available support services. The
University encourages those who
wish to receive confidential
support services regarding
harassment and discrimination to
seek assistance from the AU
Counseling Center, Thrive
Wellness Center, the Campus
Ministries staff, designated athletic
trainers, and/or Foothills Alliance.
The University will also provide
support to any reporting party
who wishes to file a complaint of
illegal behavior to local
police. 
 

Page 9

For more information regarding
these policies and reporting
procedures, student employees
can contact:
 
Title IX Coordinator:

Dr. L. Dianne King 
Associate Vice President and Dean
of Student Success 
Thrift Library, Suite 202 
316 Boulevard, Anderson, SC 29621 
864.231.2026 
ldking@andersonuniversity.edu
 
Title VII Grievance
Coordinator: 
Amy Porpilia 
Director of Human Resources 
Merritt Administration Building, First
Floor 
316 Boulevard, Anderson, SC 29621 
864.231.2131 
aporpilia@andersonuniversity.edu



II. Eligibility
Student Status
To establish student status, an individual must be currently
enrolled at Anderson University. Student employees must be
enrolled for a minimum of six undergraduate hours or at least
three graduate hours. In order for students to remain eligible for
on-campus employment, all students are required to maintain
Satisfactory Academic Progress, including a 2.0 GPA. There are
no exceptions to this requirement. 

New Students
A new student is recognized as such upon proof of acceptance
for admission. New students are eligible for employment the term
before they start school once they pre-register for classes. If
registration does not appear in the system, departments must
specify in writing why the student has not registered prior to
school starting and include this documentation with the hiring
paperwork.

Employment of Minors
If the student is a minor, there are specific Bureau of Labor
regulations which apply. Proof of age (copy of a driver's license,
passport or birth certificate) must be filed in the department.
Each year the Office of Human Resources, on behalf of the
university, renews the annual employment certificate which gives
all departments the right to hire minors between the ages of 14
and 17.

Change of Student Status
Students are not eligible for employment after graduation.
Questions about a student’s status and eligibility to work should
be directed to the Student Employment Coordinator.
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III. Compensation and Payroll
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Compensation
There are five levels of student employment positions determined
by the skill levels required to perform the jobs. See the Student
Employee Classification Levels chart below for a brief description
of student pay rates.

All student positions are non-exempt and thus, students are paid
an hourly rate. Non-exempt employees are subject to minimum
wage and overtime regulations. Any student working over 40
hours in a work week is entitled to overtime pay at a rate of 1 ½
times their normal rate of pay.



All names and signatures printed in ink   
All required fields completed
All times entered electronically
Time-in and time-out rounded to the nearest quarter hour

Pay Rate Increases
Student wage increases are determined by the assigned
supervisor. These can be based on merit, time in the position,
or an increase in assigned duties. Requests should be sent to the
Student Employment Coordinator.
 
Time Sheets 
Student time sheets are required to report hours of work for
payment purposes. Time sheets must be completed on the
appropriate electronic time sheet found on Anderson University’s
website under Resources > Financial Aid > Work-Study Program >
Student Worker Time sheets. 
 
Time sheets are due to the Center for Career Development Office
by 4:30 pm on the 1st business day of each month. Late time
sheets and time sheets with errors will not be paid until the
payment date of the following month. 
 
Time sheets should be completed in the following format:

Workload Policy
Undergraduate students are limited to working no more than
twenty (20) hours per week while classes are in session.
Graduate students can work up to twenty-eight (28) hours per
week. During breaks and holidays where classes are not being
held, students are limited to working no more than 40 hours per
week. Because of the visa requirements for international
students, these students may not work more than 20 hours per
week. This limit includes all university student employment
positions held simultaneously. 
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Method of Payment
Students are paid once a month through direct deposit into their
checking and/or savings account. All students must have a
direct deposit form set up with the Student Employment
Coordinator before they can receive a paycheck.

Paid Leave
Student employees do not receive paid leave for holidays, jury
duty, vacation, or illness.
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IV. Hiring Process

Job Postings
All available University positions will be posted on the online job
platform, Handshake. Students can access their Handshake
account using their AU credentials at the link below:
https://andersonuniversity.joinhandshake.com/login

Job Descriptions
On-campus employment job descriptions can be found on
Handshake and a copy will be provided to students upon
employment. Position descriptions are required for reporting
purposes and providing student employees with clear job
expectations.

Job Applications 
A student is required to complete an application on Handshake
and list all positons for which the student wishes to be
considered. Any required application documents will be listed in
the job posting. Application information will enable the
employing department to evaluate the student's ability to
perform job requirements. 



Complete the new employee training course in Canvas
Obtain supervisor signature on necessary paperwork 
Provide the Student Employee Coordinator with required I-9
documentation
Set up direct deposit with the Student Employment
Coordinator

Hiring Process
Students are responsible for completing the following items prior
to beginning work. 

 
Violation of this policy could result in the loss of student
employment eligibility.

Immigration Reform and Control Act
Hiring departments must comply with university policies and
procedures regarding the Immigration Reform and Control
Act. Students must provide evidence of their identity and
employment eligibility and complete an I-9 form as a part of the
hiring process.
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V. Student Employee Policies

Office Hours
The standard University office hours are 8:30 am to 4:30 pm,
Monday through Friday, unless otherwise posted. Punctual and
consistent observance of these hours is expected of all University
employees. You will be informed in writing of your specific hours
by your supervisor.
 
Consistency and Punctuality: It is the responsibility of the
employee to be at work on time. Emergencies are
understandable; however, it is the responsibility of the employee
to notify his/her immediate supervisor of the inability to report for
work within thirty (30) minutes of the scheduled report time.



New Year's 
Good Friday
Easter 
Memorial Day

The employee is also responsible for keeping his/her immediate
supervisor informed on a daily basis of the anticipated date of
return to work from an illness. Absence without notice for three
(3) consecutive days is considered job abandonment and may
result in immediate termination.

Department heads and supervisors are authorized to permit
reasonable rest periods during the workday. A reasonable rest
period should not exceed a fifteen (15) minute break during each
half day of work or three (3) hours. Rest periods should be taken
at a time and in a manner which does not interfere with the
efficiency of a department or area. Employees are expected to
be punctual in returning from breaks. Rest periods do not
accumulate if not taken. 
 
A lunch break is an unpaid break of at least thirty (30)
minutes and not more than sixty (60) minutes for employees
who work at least 6 hours in a day. The department head or
supervisor will inform the employee of their lunch period
schedule. Employees are expected to be punctual in returning
from lunch. 

University Calendar
The academic calendar can be found in the Student Handbook.

Holidays
The University typically observes the following holidays and will
be closed for:
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Independence Day 
Labor Day
Thanksgiving
Chrisitmas



Reflects Christian values in general, the values of the South
Carolina Baptist Convention and the values and policies of
Anderson University;
Demonstrates respect for the University, the South Carolina
Baptist Convention, and the Christian church in general;
Reflects the University's culture on diversity and acceptance
of others;
Demonstrates respect, courtesy, civility, and restraint for the
feelings and rights of all persons; and 
Is demonstrative of positive, wholesome role models for
students

These holidays are subject to change at the discretion of the
University.  Student employees do not receive holiday pay.  For
other student holidays and breaks where classes are not in
session, students should consult with their supervisors to
determine expected work schedule.  

Termination and Conduct of Employees
Student employees are hired on at will basis.  This means that a
student employee can be terminated at any time, without cause
and without notice.  Similarly, student employees may leave their
position at any time but should give a 2 week notice of their
intent to resign.  All employees of Anderson University are
expected to conduct themselves, on the job and in their lives
away from the University, in a manner that:

Acceptance of Gifts by University Employees
University employees should not accept gifts, favors, or gratuities
from businesses and vendors seeking to do business or currently
doing business with the University. To do so may give the
appearance of impropriety; and depending on the situation, it
may be improper. Acceptance of items of nominal value such as
ink pens, portfolios, umbrellas, etc. generally with values of $50 or
less is acceptable.
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Confidential Records
An important responsibility of working in different offices on
campus is confidentiality of student records. Records must be
treated confidentially and professionally. They may be discussed
only with individuals authorized to have access to educational
records. Student employees must never discuss a student’s
record with anyone. This is cause for immediate termination. 

Use of Personal Electronic Devices
Questions relating to the use of personal electronic devices
should be brought to the managing supervisor.  

Use of University Electronic Devices  
Students are required to be logged into their student employee
account when using any University Device for work purposes.
Please note: this account is separate from a general student
account.  Students should have no expectation of privacy when
using University electronic devices.  These devices are subject to
monitoring and deleting a message or other document does not
necessarily mean it is deleted. Students should comply with all
other policies regarding the code of conduct and social media. 
Students are not permitted to download any software without
permission of IT.

Requests for the creation of a student employee account should
be included in the hiring documentation provided to the Student
Employment Coordinator during student training. If the request is
being made after the student employee has begun working,
requests should be submitted to the Student Employment
Coordinator, who will put in an IT Work Request at
www.helpdesk.andersonuniversity.edu
 
To request additional access rights for a student employee
account, Supervisors should put in an IT Work Request at
www.helpdesk.andersonuniversity.edu
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Student employees are prohibited from using their general
student account or another employee’s account for work
purposes.  
 
Failure to comply with these policies may result in the immediate
disabling of the student’s and/or supervisor’s account until they
meet with the University’s Chief Information Officer (CIO).  

Dress Code
All Anderson University employees should project a professional
and welcoming image to the students, parents, and customers
with whom they interact. Employees are expected to dress and
present themselves in a manner appropriate to their working
environment and to the type of work performed and to maintain
personal cleanliness and hygiene. 

Disclosing Disabilities and Requesting Accommodations 
Student employees wishing to disclose information regarding a
disability or need for a reasonable accommodation should
contact the Center for Student Success & Accessibility Services or
their immediate supervisor. The supervisor can then assist the
student in reaching out to The Center for Student Success  &
Accessibility Services. 
 
For immediate questions regarding disclosing disabilities or
accommodation services students may contact The Center for
Student Success at gberndt@andersonuniversity.edu
or aflemings@andersonuniversity.edu

 
Additional information on Accessibility Services can be found at:
www.andersonuniversity.edu/student-success/accessibility-
services
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Interacting with Public/Media
University employees should not provide information to the
media on Anderson University's behalf without express
permission from university administration. All media requests for
information should be directed to the Executive Director of Public
Relations.

Social Media
Anderson University’s Social Media Policy incorporates all
other university policies and rules of conduct. Employees are
expected to conform to all of the university's standards of
conduct and its core Christian ethical and moral values at all
times, whether at work, in their personal lives, and in the course of
using social media. 
 
The University’s full social media policy can be found in the
student and employee handbook.
 
Use of Social Media for Institutional Purposes 
Anderson University embraces the technology of social media
as a means to inform a wider audience about the events,
programs, people and significant news happening on campus. 
The policies outlined here are developed in an attempt to guide
Anderson University faculty, staff and students representing
campus organizations and academic programs in ensuring a
positive and consistent presence for the University in these
media.

Anderson University utilizes social media channels to
communicate with various constituencies of the University and to
receive feedback, gain a wider audience, and enhance the
recognition and perception of the University.
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Faculty, staff and students who manage an Anderson University
social media presence do so as representatives of Anderson
University and are responsible for all expectations for
professional behavior as representatives of the University. It is
important to recognize that messages delivered to social media
are instant, worldwide, and can be stored forever. Thus, careful
consideration must me made prior to sending a message as
to whether it represents the University in the best light possible
and is consistent with the mission of Anderson University. 

University Guidelines as to the creation and management of
Social Media sites 
Before any social media page or site is launched that represents
itself as being an Anderson University page (or that of an
Anderson University organization, program, college or
department), it must be approved in writing by the Executive
Director of Public Relations, who must be given administrative
rights to the page/site/channel to ensure consistency with the
university social media policy and, in the event of the departure
of the originator, ensure editorial control. These rights will be used
to remove any pages/sites/channels that violate these policies,
to make changes when necessary, or to handle complaints and
negative feedback to the University that might occur. It is the
primary account holder’s responsibility to inform the Office of
Marketing and Communications if there is an issue that requires
attention.

NOTE: Social media channels representing Anderson University
that are not approved by the Executive Director of Public
Relations, and for which administrative rights including all
usernames and passwords have not been given, are subject to
deletion without notification of the account creators, and may be
reported to social media service providers as being in violation of
copyrights and trademarks.
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NOTE: In the event of campus emergencies, severe weather,
etc. The Office of Marketing and Communications works directly
with the Campus Safety Office and the University Crisis
Management Team to deliver urgent messages to the campus
via text message and email. This is the only approved method for
delivering such information. 
 
Provided the above guidelines are followed, Departments,
Colleges, Student Organizations, athletic, academic and
nonacademic programs are permitted and encouraged to utilize
social media to showcase and highlight their work at Anderson
University as well as facilitate conversations with friends, alumni
and fans of the University. 
 
Complaint Procedure 
Student employees and other interested parties who have
complaints regarding institutional policies and practices, or who
wish to request deviation or release from the requirements of
University programs or policies, must submit written statements
summarizing their concerns to the following offices: 
1. Enrollment Management and Marketing– matters pertaining
to admissions, financial aid, and Registrar functions and policies. 
2. Academic Affairs – matters relating to academic programs
and policies. 
3. Student Development – matters relating to student
development programs and policies including residence life. 
4. Administration – matters relating to food service, bookstore
operations, physical facilities and grounds including buildings,
programs and policies. 
5. Financial Operations – matters relating to financial and
business operations. 
6. Information Technology – matters relating to information
technology services, systems, and policies. 
7. Athletics – matters relating to athletic programs and policies. 
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This policy requires the above offices to maintain records
of complaints and how they are processed. Each office named
above will submit formal complaints to a digital log recording
names of complainants, date of complaints, the nature of
complaints, and a supporting file reflecting actions taken in
response to complaints. Each office must provide a simple
written procedure statement which states the steps in the
complaint process to each complainant.
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VI. Emergency & Safety Policies
Working Outside of Office Hours
Campus safety should be notified of any employees working
during campus closures or outside of reasonable office hours.
 
Campus safety can be reached at 864.231.6001 or
campussafety@andersonuniversity.edu

Keys and Access Requests
Student Employees who require office/building keys to
perform their duties should work with their supervisor to put in a
Physical Plant Work Request at
https://www.andersonuniversity.edu/physical-plant.

On-the-Job Injuries
If a student employee is injured on the job, the student must
immediately report it to the employing department supervisor
which should contact either 9-1-1 for immediate emergency
services or Campus Safety for all other injuries. An injury report
must immediately be filed with the Office of Human Resources.
Injury Report forms can be found on the public Sharepoint page
for the Office of HR. Failure to immediately report an injury by the
student may result in a delay or denial of a claim.


