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Student Employment
· Definition of Student Employee
· Student titles are not benefit eligible. To be eligible for a student title, an individual must be enrolled at the University of Missouri. Enrollment in the summer session is not required as long as the student was enrolled in the winter semester and is pre-enrolled for the fall semester. A student employee's association with the University must primarily relate to the pursuit of an academic program. Employment in his/her field of study is not required as an undergraduate student but may be required for graduate assistantship appointments.
· Purpose of Student Employment

· CAFNR (College of Agriculture, Food and Natural Resources) provides student employment opportunities to allow students to gain work experience, develop good work habits (such as punctuality, understanding and following directions, and working effectively with others) as well as help finance their education while enrolled in the University.  
· CAFNR is known for being one of the best places to work on campus. Our student staff is integral to our teaching, research and outreach mission. 

· Student employees are hired to fill a specific role and support the activities and services provided by CAFNR.
· University of Missouri Student Staff Positions:

Graduate Assistant 

Graduate Fellow 

Graduate Instructor 

Graduate Library Assistant  

Graduate Research Assistant  

Graduate Teaching Assistant  

Peer Learning Assistant  

Student Assistant - Clerical  

Student Assistant - Craft/Trades 

Student Assistant - Professional  

Student Assistant - Service  

Student Assistant - Technical  

Student Assistant - Farm  

Student Research Assistant  

Student Teaching Assistant  

Expectations & Policies
· Using Your Supervisor as a Resource

· Your supervisor is your key resource person concerning University of Missouri policies and procedures. If you have any questions about which policy applies to a particular situation, consult your supervisor for clarification. Your progress on the job is one of your supervisor's most important concerns. Never hesitate to ask questions or seek your supervisor's advice and guidance.

· Non-Discriminatory Conduct
· Positive Work and Learning Environment--The University of Missouri is committed to providing a positive work and learning environment where all individuals are treated fairly and with respect, regardless of their status. Intimidation and harassment have no place in a university community. 
· Equal Opportunity--The University will recruit and employ qualified personnel and will provide equal opportunities during employment without regard to race, color, religion, sex, sexual orientation, national origin, age, disability or status as a qualified protected veteran.

· Sexual Harassment--In accord with providing a positive discrimination-free environment, the University intends that sexual harassment in the work place or the educational environment is unacceptable conduct. Sexual harassment is subject to discipline, up to and including separation from the institution. This policy aims for an increased awareness regarding sexual harassment by making available information, education and guidance on the subject for the University community.  You are encouraged to take the Sexual Harassment Prevention training.  To access the program:
Log into MYHR using your PawPrint/SSO ID. 

1. In the left-hand navigation, select "self-service," then "personal information" and then "HR training-PSH."

2. You may need to disable any pop-up blockers.

If you have questions, please contact Human Resource Services at 573-882-7976.
PROFESSIONALISM
· Good Work Ethics – Be on time, respect your co-workers, understand your role and perform your job to the best of your ability.
· Customer Service – Exceptional customer service is our commitment.

· No Profanity – Swearing and inappropriate behavior will not be tolerated.
· Training – Supervisors are responsible for your training.
· References – Working in CAFNR can provide you with many opportunities and skills for you in the future.  Demonstrate these skills and we will be able to provide you with an excellent reference in the future.
SCHEDULING
· Work Schedule 

· You are responsible for bringing to the attention of your supervisor any requests for a change to your work schedule once your work schedule has been set.

· Attendance

· Punctuality is expected of all student employees.  If you anticipate being late for your scheduled hours, contact your supervisor as soon as possible.

· Time Reporting  
· You are responsible for keeping an accurate and complete record of your time.  Your  time is entered into Time & Labor.  For complete instructions on how to enter your timesheet to go:  :   https://it-training.missouri.edu/peoplesoft/HR/TIMELABORStudent/TIMELABORStudent.htm.  If you have any problems or questions entering your time, contact your supervisor.

· Non-Exempt Student employees are paid every two weeks. The pay period lasts two weeks, beginning on a Sunday and ending on a Saturday. You will receive your paycheck on the second Wednesday after the close of a pay period. 
· All employees are required to enroll in the Direct Deposit Payroll Electronic Funds Transfer Program. In this program, you authorize the University through the Payroll Department to deposit your pay automatically to your checking or savings account. Your earnings are credited to your bank account. On payday, instead of a check, you receive a Pay Advice which serves as your notice of deposit and your record of payment. 

· You can update and access all of your information electronically including copies of your W-2 forms and enrollment changes in Payroll Electronic Funds Transfer Program online at MYHR.
· Requested Time Off
· All requests for time off from your regularly scheduled hours must be discussed verbally with your supervisor.   All leave time off is unpaid.  

· Sick Days
·  If you are ill and unable to come to work, please call or email your supervisor as soon as possible.  Sick days are unpaid.

· Breaks
· For each four-hour work shift, student employees are entitled to one paid 

15-minue break.
· Paid breaks may not be taken at the beginning or end of a shift.

· Students are to take their breaks at the discretion of their supervisor.

· Unused breaks are not eligible for extra pay.
· Disciplinary Action

· Your supervisor when appropriate my give you a verbal warning when there are behavioral and job performance violations.  Repeated violations my result in termination.
· Ending Employment
· If at any point you choose to terminate your employment, you should notify your supervisor at least two weeks prior to your intended end date.

· Student employment is considered temporary and can be terminated at anytime.

Office Procedures
· Confidentiality - At times, sensitive information may need to be handled by student employees.  Please insure any confidential documents are properly stored at the end of your work schedule.

· Telephone

· Personal phone calls are discouraged during working hours.
· Speak clearly.
· Do not give out personal information (i.e. personal phone number or cell number, personal whereabouts, home address, home phone number, etc.) of  employees.  

· Do not transfer a call without letting the person know where they are going.  If you are transferring the call to another office, you should give them the number in case you get disconnected.

· Do not attempt to discuss what could be confidential.
· Copy Machine

· When making copies don’t forget to remove your copies and the originals from   
the machine.

· Recycling
· We make every effort to recycle.  Check with your supervisor for recycling programs in their area.

· Requirement to a Drive University Vehicle

· Must have a Valid driver’s license with no restrictions
· Workspace

· At the end of the day, log out of your computer and put away any office related materials.  Sensitive or valuable materials should not be stored in the office unless arrangements have been made with your supervisor.

· General Emergencies

· Each building has an emergency plan.  It is your responsibility to know which area is safest during a crisis. 

· Severe Weather Warning – Tornado Warnings

· Remain calm and go to the designated safe location within your building and remain inside until further instructions.
· Emergencies – Injuries or Illness
· In the event of any job injury or illness, NOTIFY YOUR SUPERVISOR IMMEDIATELY.   

CAFNR

CAFNR VISION

We will be recognized as a caring College that discovers and enlightens through excellence in teaching, and through research, extension and outreach in agricultural, life sciences and natural resources programs that are life-enhancing, socially sensitive, environmentally responsible and economically beneficial.  

VALUE STATEMENT

CAFNR's core values – respect, responsibility, caring, discovery and excellence – embrace the Statement of Values established by the University of Missouri-Columbia.

In that context, we seek to recruit and retain outstanding faculty, staff and students who are:

· Leaders 

· Committed to blending service with scholarship 

· Good colleagues who will collaborate with others from diverse disciplines and backgrounds 

· Flexible, adaptable and innovative in an era of rapid change 
CAFNR MISSION STATEMENT

CAFNR's vision will be achieved through the missions of:

· Acquiring new knowledge. 

Through research and scholarly endeavors, CAFNR strives to discover and disseminate new knowledge, scientific information and innovations through formal and non-formal educational programs.

· Developing human and community potential. 

CAFNR's ultimate goal is to improve the quality of life including socioeconomic status, self-esteem, health and leadership abilities.  It is dedicated to providing educational opportunities and science-based information to the public to meet the challenges of the new millennium.  CAFNR's programs will examine how present and future research, education and public policy in agriculture and natural resources affect individuals and their communities.

· Enhancing sustainable use of agricultural and natural resources. 

Food, fuel and fiber generation depend on the efficient and sustained use of soil, water and air.  CAFNR seeks to improve the management and conservation of Missouri's agricultural and natural resources that affect human welfare through education, research and service.

· Developing food and other bio-based products for value-added and new uses. 

CAFNR's programs teach Missouri's citizens how technology is used to increase the market value of food, fuel and fiber products.  

· Enhancing environmental quality. 

Through education, research and service activities, CAFNR seeks to improve management and conservation of regional and global air, water and land systems that affect human welfare.

CAFNR DIVERSITY STATEMENT

CAFNR aspires to build a community where diversity is embraced through educational and program excellence that we feel leads to:

· Respect for others. 

· Awareness of choices. 

· Variety of experiences. 

· Understanding of issues. 

· A community where we all feel safe to cross boundaries. 
CAFNR STATEMENT OF NONDISCRIMINATION

CAFNR follows the University's policy of nondiscrimination. 
The University of Missouri does not discriminate on the basis of race, color, religion, national origin, sex, sexual orientation, age, disability or status as a protected veteran.

Resources
Human Resources Manual
Policies and procedures concerning employment by the University of Missouri.  http://www.umsystem.edu/ums/rules/hrm
Student Staff Resources

http://www.umsystem.edu/ums/hr/student_staff
Student Resources
http://www.missouri.edu/students/
CAFNR Website

http://cafnr.missouri.edu/
Student Career Center

http://career.missouri.edu/
CAFNR Career Services

http://cafnr.missouri.edu/career-services/
CAFNR Study Abroad

http://cafnr.missouri.edu/study-abroad/
Student Life

http://mizzoulife.missouri.edu/
Student Services

http://admissions.missouri.edu/mizzou-life/student-services.php
Disability Resources

http://www.missouri.edu/disability-resources.php
Department of Personal Financial Planning

http://pfp.missouri.edu/financial/index.html
Division of Information Technology DOIT

http://doit.missouri.edu/
Important Phone Numbers
· University Police 
· From a campus phone: 7202

· From any phone: 573-882-7201

· From an emergency phone: push the button 

· City of Columbia Police Department Emergency: 911 

· Fire Department: 911

· Ambulance Service: 911

· Safety and Emergency Resources 
· Environmental Health and Safety: 573-882-7018

· Abuse, Assault, Rape (The Shelter): 573-875-1370

· Mid-Missouri Crisis Line: 573-445-5035

· Poison Control Center: 800-222-1222

· Campus Facilities: 573-882-8211

· Counseling / Mental Health Resources
· MU Counseling Center: 573-6601

· Medical Resources
·  Student Health Center:  573-882-7481

· University Hospital & Clinics: 573-882-7979

· Academic / Administrative Resources
· CAFNR Vice Chancellor & Dean: 573-882-3846

· CAFNR Associate Dean Academic Programs : 573-882-0089

· CAFNR Associate Dean Research and Extension: 573-882-7488
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