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2018-19 Norris Student Employee Policies

Introduction
X These employment policies exist to set clear expectations for staff and supervisors working for Norris
University Center. Each staff member is expected to read these polices and sign the acknowledgement
form. Violations of these policies may lead to disciplinary action.
X  The polices detailed in this document are Norris wide and apply to all Norris student employees. Consult
with your supervisor for area specific policies and procedures.
X These policies will be reviewed and updated periodically.

Conduct
X As a student staff member, you represent Norris and Northwestern University. Professional behavior is
expected at all times.
o All members of the Northwestern Community, including students, staff, faculty, clients, and guests
will be treated with respect, dignity, and a pleasant, friendly attitude.
o If you have an issue with a co-worker, address the issue with your supervisor or at a staff meeting.
Disagreements should never happen in front of clients or guests.
o If you encounter a difficult situation with a client or guest, remain polite. Involve a supervisor, CM,
or professional staff member to help resolve the situation.
o Yelling or foul language of any kind will not be tolerated.
x  Norris student staff members are prohibited from:
0 Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to include
possession of drug paraphernalia).
o Being under the influence of alcohol or an illegal drug during any work shift.
0 Possessing or consuming alcohol or illegal drugs during any work shift.

X Whenever possible, plan your meals around your work schedule. Do not eat while you are posted at a
public location such as one of the SOFO windows or a reception desk. Consult with your supervisor about
if, where, and when eating is acceptable during a shift.

Dress Code

X Student staff members are expected to be in uniform while on shift. Uniforms consist of:
O Norris polo shirt, any Norris t-shirt, or your own Northwestern or purple gear.
O Khaki pants or nice jeans (no rips) are appropriate. No sweatpants or leggings (in lieu of pants) are

permitted

O Shorts and skirts can be worn, provided they extend past your fingertips when your hands are at
your side.

O No visible underwear.

O Clothing should be clean and wrinkle-free.

O No hats or caps can be worn while on shift.

O Closed toed shoes required.

o Correct name tags will be worn while on shift.

X Additional dress code requirements may be specified by your area supervisor.

All Norris student staff members will receive two Norris shirts and a nametag

X When exceptions to this policy are necessary, requiring special attire for certain tasks or events, your
supervisor will notify you on a case by case (or location by location) basis. This includes theatrical blacks,
painting clothes, casual days, and formal events.

x

X If you have questions about appropriate dress code, consult with your supervisor.

Attendance

x  Student staff members are responsible to know their work schedules and to report on time, ready to work.
Training on the use of Shift Planning will be provided by your supervisor. Each area has procedures for shift
trades and substitutions.
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Attendance (continued)
x Staff members DUH UHVSRQVLEOH WR OHDUQ WKHLU DUHDTVY SURFHGXUHV IRU QR
a shift or calling in to report iliness, etc.
X The time clock in Norris is located near the Center Desk, across from the freight elevator. When working
within the Norris University Center, student staff members are expected to swipe in with their Wildcard
directly before their shifts begin, and report immediately to their work site. At the end of a shift, proceed
immediately to the time clock to swipe out.
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Safety

x Learn and adhere to safe work practices, including:

o Never use equipment that you have not been trained to use.

Lift with your legs, not your back.
Report dangerous conditions to the CM or a supervisor immediately.
Report any injury to yourself, a co-worker, or a guest to the CM or supervisor immediately.
/HDUQ 1RUULVY DQG \RXU GHSDUWPHQWYTV (PHUJHQF\ 3URFHGXUHV
for emergency situations.
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ACKNOWLEDGEMENT

I the undersigned Norris student employee have read and understand the above 2015 Norris
Student Employee Policies and agree to comply with the standards and requirements contained
therein, and further understand that violation of these policies may lead to disciplinary action.



Division of Student Affairs Employee-Student Relationships Policy

In the Division of Student Affairs, employees recognize their unique relation#ips

Northwestern University students as trusted university representatives. Student Affairs employees
denonstrate respect for students as individuals and avoid any exploitation, harassment,
discriminatory treatment of students. In many situations, participation in a romantic or sexual
relationship with atudenteven when consensualconsidered exploitative toward the student
imperilsthe integrity of the work and educational environmentcanstitutes a prohibited

conflict of interest.

Student Affairprohibits all division employees from engaging in romantic, dating, or sexual
relationships with Northwestern students whom they are currently supervising, advising, evaluating,
mentoring, teaching, or counseling in the scope of their duties. For the purpose of this policy,
Stulent Affaireemployees include staff, faculty, administrators, and student employees of Student
Affairs. Student employees include, but are not limited to, graduate assistants, Residential Services
graduate student positions, and practicum students.

If a Student Affairemployee is found to be in a prohibited relationship under the policy, the
employee will face disciplinary action in accordance with disciplinary procedures contained in the
relevant handbooks, policies, procedures, practices, or contracts.

| the undersigned Student Affammployee have read and understand the above policy and agree
to comply with the standards and requirements contained therein, and further understand that
violation of this policy may lead to disciplinary action as stated above.

EmployeeName (Please print) NU ID number

Employeesignature Date



Personal Data Form

Type of Request: |:|






Note: For tax years beginning on or after
January 1, 2017, the personal exemption
allowance, and additional allowances if you
or your spouse are age 65 or older, or if
you or your spouse are legally blind, may
not be claimed on your Form IL-1040 if
your adjusted gross income for the taxable
year exceeds $500,000 for returns with a
federal filing status of married filing jointly,



lllinois Withholding Allowance Worksheet

Step 1: Figure your basic personal allowances (including allowances for dependents)

Check all that apply:
No one else can claim me as a dependent.
| can claim my spouse as a dependent.
1 Enter the total number of boxes you checked. 1

2 Enter the number of dependents (other than you or your spouse) you will claim on your tax return.

3 Add Lines 1 and 2. Enter the result. This is the total number of basic personal allowances to which you are




Form W-4 (2018)

Future developments. For the latest
information about any future developments
related to Form W-




Form W-4 (2018)

your wages and other income, including

income earned by a spouse, during the year.

Line G. Other credits. You might be able
to reduce the tax withheld from your
paycheck if you expect to claim other tax
credits, such as the earned income tax
credit and tax credits for education and
child care expenses. If you do so, your
paycheck will be larger but the amount of
any refund that you receive when you file
your tax return will be smaller. Follow the
instructions for Worksheet 1-6 in Pub. 505
if you want to reduce your withholding to
take these credits into account.

Deductions, Adjustments, and
Additional Income Worksheet
Complete this worksheet to determine if
you're able to reduce the tax withheld from
your paycheck to account for your itemized
deductions and other adjustments to
income such as IRA contributions. If you

Page 2
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Two-Earners/Multiple Jobs Worksheet |

Note: Use this worksheet only if the instructions under line H from the Personal Allowances Worksheet direct you here.

1  Enter F8SEMHED Oron 2R 5688 a14A2R8)Hh cell/ MEBT KES 8652 [irfél Bl Oih g8 32316 1by2i Tiskligifi50/F3 8.52 T 0 0 1 2800323 539.7+
Deductions, Adjustments, and Additional Income Worksheet on page 3, the number from line 10 of that
worksheet) . . . . . . L. e e

2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if you're
married filing jointly and wages from the highest paying job are $75,000 or less and the.EGr8h2etfivaded #65.1.74 238.49 reWnBTIF3
you and your spouse are $107,000 or less, don't enter more than“3” . . . . . . . . . . . . . 2

3 Ifline 1is more than or equal to line 2, subtract line

1



H ECTRONIC [HQSTRUCTIONS

The Electronic 1-9 must be completed prior to any work or training at Norris, ¢r
before being hired into any position at Northwestern.

Document Reguirement:As part of the 1-9 process, yowist present original copies of documents proving work
eligibility (see step 3). Only certain documents are accepted, and copies/faxes/emails are not valid. Please ensure yc
have appropriate documents prior to completing the 1-9 form. You will not be allowed to work until original documents

are reviewed in person.

1. Create an I-9 Account

Go to: https://northwestern.i9servicecenter.com

Norris Department/Center List:
Choose th@umberin the drop-down that corresponds to your department below, even if the name is different online:

Administration t 1861 «Z] [+ KIZQO5 Marketing t 1876 Operationst 1869
Artica t 1863 Dittmar Galleryt 1864 Mini Coursest 1861 Satellites- 1867
Bookstore/Apple Stord 1866 Facilitiest 1860 NorrisOutdoorst 2 Ti

BoxOfficeCenter Deskt 1847 Game Roomt 1865 Eh ]v]nP28



2. Complete Section 1 of Form -9

. N
1. Enter your Last Name, First Nam
and Middle Initialexactly as they
appear on your Social Secur@ard

or official document.

~ s
. L
2. Enter your permanent address,

birth date, and social security
number (required).
~ .

3. Complete the citizenship questior

} EKd (]Joo }
veo S}E &

5. Scroll down to submit the form.
Then scroll down again to
electronically signMake sure you
sign with the exact name you used
in Section 1this time typingyour
first name first (do not put geriod
after your middle initial). Submit
your electronicsignature.

. 7

3. Bring Documents to Student Employment Coordinator

Although the online form is completed, your I-9 is not finished until you bring original documents proving your work

eligibility to the Norris Student Employment Coordinattmder federal law, copies, faxes, and emails will not be
acceptedyou must have originals sent to you if you do not have thefour documents will be returned to you

immediately.

See the attached list for eligible documeritgou must either have one dgcu vS (E}u "or]ps (WE}u }SZ A>]e
v ~>]e¢§ X _ Please contact the Student Employment Coordinator if you have any questions.

Your hire is not complete, and you are not allowed to work or participate in
training, until appropriate original documents are presented. Any hours logged
until that point will be considered volunteer work.




LIST A

1. U.S.Passport or U.S. Passport Card

2. Permanent Resident Card or Alien
Registration Receipt Card (Form
I-551)

LISTS OF ACCEPTABLE DOCUMENTS

All documents must be unex pired

LIST B

1. Driver's license or ID Card issued by
a State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color, and address

LIST C

. Social Security Account Number

card other than one that specifies
on the face that the issuance of the
card does not authorize
employment in the United States

3. Foreign Passport that contains a
temporary [-551 stamp or temporary
I-551 printed notation on a machine-
readable immigrant visa

4. Employment Authorization Document
that contains a photograph (Form
I-766)

2. ID card issued by federal, state or
local government agencies or
entities, provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color, and address

. Certification of Birth Abroad

issued by the Department of State
(Form FS-545)

3. School ID card with a photograph

. Certification of Report of Birth

issued by the Department of State
(Form DS-1350)

5. In the case of a nonimmigrant alien
authorized to work for a specific
employer incident to status, a foreign
passport with Form 1-94 or Form
I-94A bearing the same name as the
passport and containing an
endorsement of the alien's
nonimmigration status, as long as the
period of endorsement has not yet
expired and the proposed
employment is not in conflict with
any restrictions or limitations
identified on the form

4. Voter's registration card

5. U.S. Military card or draft record

6. Military dependent's ID Card

7. U.S. Coast Guard Merchant Mariner
Card

. Original or certified copy of birth

certificate issued by 71 or cdb

T




	AuthForm1718
	newemployeepacket-2017-2018
	2015-16 Norris Student Employee Policies

	W4-2017

