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My job title is...

My supervisor is... and their number is...

Name:

Emergency Contact:

Human Resources Contacts:
HR Assistant - ext. 357

Payroll Officer - ext. 230

Business Office Contacts:

My job location is...
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A Word of Welcome...
Congratulations on getting a job at Feather River College!

  

FRC employs students on campus to perform various tasks that greatly

contribute to the functioning of the college community. Our commitment to

educating the whole person is advanced through on-campus employment.

Working on campus will not only provide you with wages; it will give you the

opportunity to gain marketable work experience for future career endeavors.

Our goals are to increase professionalism, connect your learning in the

classroom to your career goals, and help you develop 21st century skills that

transfer into the workforce. Student employment with FRC offers wonderful

opportunities for student employees to accomplish college and department

goals while giving you valuable out-of-class learning opportunities. Student

employees and their supervisors are an important part of the campus

community, so your work is greatly appreciated.

As confirmed by numerous studies, you can improve your grades, form

beneficial workplace habits, improve your organization and time management

skills, and develop a stronger connection to the campus through employment

with the college.  

We wish you the best in your employment experience with FRC and want you to

know we are here to guide and support you!
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How to Use This Handbook:

This handbook is designed to provide resources, reminders, and a place for

reflection of your employment experiences at FRC. 

- As an employee, you represent the college. Please review page 7 for

information for making a good impression.

- Review the Student Employment Responsibilities for an overview of conduct,

expectations, and compensation on page 8-10.

- On page 11 and 12 there is a calendar for when time sheets are due and a

sample time sheet. 

- Review the health and safety policies on page 13 and 14 for instructions on

keeping students safe. 

- The Student Employment Student Learning Outcomes on page 15 focus on

what student employees should learn through employment by the college.

Your supervisor should provide more explicit outcomes that are area-specific,

so record them during your meetings with your supervisor.

- Take notes throughout the semester on the skills that you learn, and reflect

on the Student Employment Student Learning Outcomes often. Record your

growth as an employee of the college; these notes will be valuable when your

supervisor evaluates you at the completion of the semester. They will also be

beneficial when you create a resume.

5



- A campus map, list of room numbers, and emergency procedures on pages

21-23 will help you to know the campus better so you can guide students.

- A staff directory with extensions is provided for when you need to reach

someone on campus. You can dial the extension directly from a campus phone.

From off campus or your cell phone, dial 530-283-0202 and then put the

extension.

- The college-wide Student Learning Outcomes on the back of this handbook

are general to what students who have attended FRC should have learned. Be

sure to refer to the Student Learning Outcomes throughout this handbook to

reflect on how you are acquiring these skills, and record them in your notes.

Let's start your journey!
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Dress Code:
At Feather River College, we have a variety of employment positions, each with
different dress code expectations.  

Please ask your supervisor what the appropriate dress code is for your
department. Dress according to what is advised.  

At all times, remember that you are representing Feather River College! 

Interpersonal Communication:
Student employees shall extend courteous and professional behavior
to supervisors, colleagues, other students, and guests. All student
employees should observe appropriate workplace behaviors,
keeping in mind that they represent their department and FRC as a
whole. 

Feather River College promotes an atmosphere whereby employees
can talk freely with members of the management staff.  Employees are
encouraged to openly discuss with their supervisor any problems so
appropriate action may be taken.  If the supervisor cannot be of
assistance, Human Resources is available for consultation and
guidance.  

Feather River College is interested in all of our employees' success
and satisfaction with us.  We, therefore, welcome the opportunity to
help employees whenever feasible.

7



Student Employment Responsibilities:

Feather River College strives to provide students with an opportunity to
explore various work situations while financially supplementing their
income. In exchange for this opportunity we expect a standard of
behavior equal to that of any professional.

Employment Paperwork & Start Date:
You may not begin work on campus prior to your Approved Start Date,
which is reflected on your completed Student Employee Hire form. This
hire form will be processed when all your employment paperwork
required by Human Resources has been completed. A copy of this
completed form will be provided to you by Human Resources. Any work
completed prior to your Approved Start Date will be considered
voluntary and unpaid.

Qualifications: 
You must be enrolled in at least 6 units at FRC for fall and spring
semesters to participate in the Student Employment Program (enrollment
may not be required for summer employment depending on funding
source). Working on campus allows you and your supervisor the
opportunity to schedule your work hours around your class schedule. 

8



You cannot work more than 20 hours per week, and you cannot work
overtime (overtime is defined as working over 8 hours in a day or 7
consecutive days). If you work for more than one supervisor, you must
coordinate your hours between your jobs to meet these requirements. 

California law provides most employees with the right to have an unpaid
30-minute meal period if you work more than 5 hours, and the right to have
at least one paid ten-minute rest break if you work at least 3.5 hours in a
day, and a second paid ten-minute break if you work at least 6 hours.

Sick Leave:
Student workers are given 24 hours or 3 days per academic year for sick
leave, but doesn’t take affect until 90 days after your hire date. 

Attendance:
Student workers are expected to treat their on-campus jobs as they would
any other work situation. Attendance is mandatory, not optional. If you are
going to miss work or be late, contact your supervisor prior to your
absence. Excessive absence can be grounds for dismissal.

Supervision: 
Your supervisor will provide the appropriate training and delineate all
expected duties and/or responsibilities for your position. Your supervisor is
the only person who will evaluate your job performance. Unsatisfactory
performance can result in dismissal. No call, no show equals no sick pay.
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Confidentiality: 
You will be working with college faculty and staff and may overhear
conversations concerning college operation, or you might be working in
an office that manages confidential student information. No matter where
you are employed, the information you hear or see in your work area is
strictly confidential and may not be shared with others. A breach of
confidentiality may result in your dismissal.

Rights: 
In accordance with State and Federal laws, Feather River College does
not discriminate on the basis of race, color, national origin, gender or any
other protected classification. You have a right to be treated with respect
and in an unbiased manner. If you are having difficulty with your
supervisor, please contact the Human Resources Office.

Payroll Responsibilities:
You are responsible for keeping track of your work hours. By your last
working day of the month, you must submit your monthly time sheet to
your supervisor for verification of hours worked and for their signature, and
the time sheet must be submitted to the College Payroll Officer according
the College’s Mid-Month payroll schedule. Failure to submit your time
sheet by the payroll deadline may result in a delayed pay check.
Falsification of attendance records may lead to dismissal.
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Payroll and Time Sheets:
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Your time sheet will be turned in electronically at the end of each
month unless your supervisor requests that you submit it via
hardcopy.  

*Be sure to get your time sheet signed by your supervisor!

Here is an example of a completed time sheet: 
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Health and Safety:
Policies for Student Health and Mental Wellness

http://www.frc.edu/studentservices/student-policies

Student employees must comply with all safety rules posted within the campus
and the individual departments.

In the event that you choose to write or speak about having survived sexualized
violence, including rape, sexual assault, dating violence, domestic violence, or
stalking and specify that this violence occurred while you were an FRC student,
federal and state education laws require that, as your supervisor, I notify the 
itle IV Coordinator. She will contact you to let you know about accommodations
and support services at FRC and possibilities for holding accountable the person
who harmed you.

If you do not want the Title IV Coordinator notified, instead of disclosing this
information to your supervisor, you can speak confidentially with the following
people on campus and in the community. They can connect you with support
services and discuss options for holding the perpetrator accountable (see next
page).
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Mental Health and Wellness Center, Ext. 234 or Ext. 205

Monica Potter, LPCC - Extended Opportunity Program & Services Counselor,
Ext. 354  

Plumas District Hospital Emergency Room - 530-283-7111

Plumas County Mental Health - 530-283-6307

Plumas County Intervention and Resource Center - 530-283-5515 or 1-877-
332-2754

FRC recommends the phone application of My3 – available for free in the Apple
App Store and Google Play: http://my3app.org/. This app is a safety plan which
links you to a network of three people (of your choice) for support and
intervention should you have thoughts of suicide.
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1. Students will relate the tasks in their student employment to their classes,
major and career and explain how these tasks prepare them for the
workforce.

2. Students will demonstrate professionalism by practicing workplace
etiquette, being reliable, understanding and practicing confidentiality,
accepting direction, and receiving feedback and applying it for
improvement.

3. Students will communicate effectively in person, on the phone, in writing,
or through technology with other students, faculty, staff, and community
members.

4. Students will exhibit resourcefulness by taking initiative, solving problems,
adapting to new situations, and being willing to learn new skills.

5. Students will recognize teamwork as an important aspect of being part of
the campus community by being flexible, being cooperative with coworkers,
and managing conflict in order to develop strong work relationships.

Student Employment Student Learning Outcomes:
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Job-Specific Student Learning Outcomes:

16



Notes:
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Notes:
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Notes:
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Evaluation:
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Emergency Procedures:
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FRC Student Learning Outcomes:
Students who complete a certificate or degree at Feather River College should be able to demonstrate that
they have achieved the following student learning outcomes. Each academic program and student support
service area has additional outcomes.

1. Students will communicate effectively by:
• Writing clearly and accurately in a variety of contexts and formats
• Articulating thoughts, ideas, concepts, and opinions verbally
• Reading, comprehending, and applying published ideas
• Listening and responding to others

2. Students will demonstrate critical thinking skills by:
• Applying principles of scientific and/or qualitative reasoning and logic to solve problems
• Evaluating strengths, weaknesses, and fallacies of logic in arguments and information
• Utilizing a variety of academic lenses to develop and employ a multidisciplinary worldview
• Applying knowledge and skills in real-life settings

3. Students will locate, evaluate, and apply information by:
• Using technologies to identify, access, evaluate and use information to accomplish a specific
   purpose or task. (e.g., library and Internet search engines)
• Using social learning tools (e.g., systems that connect learners, instructors, and information:
   (Moodle, Sharepoint, Google docs, social software/media sites.)
• Organizing information (e.g., creating and maintaining electronic organization system for files)
• Understanding the social and ethical issues surrounding the responsible use of information
 technology
• Demonstrating competency in concepts, terminologies, and applications (e.g., word processing,
 spreadsheets, databases, presentations, and web.)

4. Students will demonstrate a sense of personal and professional ethics by:
• Accepting responsibility for their own actions
• Respecting and honoring diversity of individuals and ideas
• Exhibiting personal, professional, and academic honesty

5. Students will develop a clear sense of self, purpose, and ability to achieve goals by:
• Developing autonomy
• Developing Prioritization skills
• Advocating for self
• Delaying self-gratification
• Setting goals
• Using time management skills
• Accessing resources

6. Students will demonstrate skills in relationships through interpersonal communication, compromise,
teamwork, and collaboration. 

7. Students will value their education, understand its privilege, and become responsible citizens by:
• Participating in community service
• Respecting and questioning authority
• Expressing themselves creatively
• Being proactive in learning
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