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Mission S tatement

The Role of the College Union

The Student Center provides services and facilities 
and supports programs which enhance the growth of the campus community.

Students are developed and educated 
through active participation in all we do.

Our quality is determined by the people we serve!

“T he union is the community center of the college, serving students, faculty, staff,
alumni, and guests. By whatever form or name, a college union is an organization 
offering a variety of programs, activities, services, and facilities that, when taken 
together, represent a well-considered plan for the community life of the college.”

Association of College Unions - International,1996

S.T .A.R. Leadership and Management Program

S.T.A.R. Program
As a student employee, you are enrolled in our S.T.A.R.Leadership and Management Program.
The S.T.A.R. Program is designed to guide you in developing a set of job 
related skills and personal development.

•  Strive for quality Service
•  Be an effective   Team member
•  Act with greater  Autonomy
•  Build personal    Responsibility

What to expect as an employee in the program
You will be given personal and professional support. Student employees will be given mini train-
ing inservices on:
•  Supervising peers
•  Evaluating peers
•  Giving feedback
•  Training and testing

Other support includes
•  Assistance with job searches following graduation
•  Resume reviewing
•  Mock interviews
•  Time management training
•  Team building exercises, etc.
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Employment
Recognition

S.T.A.R. of the Month

Star employees are students
that go above and beyond the
call of duty. They work effectively
with others and are customer 
service oriented,exemplifing the
guidelines ofthe S.T.A.R.program.
Student employees are nominated 
each month by any member of
The Student Center team,including 
faculty, staff and student employees.
The S.T.A.R of the Month is then
chosen by the faculty, staff and
interns.

Rising Star

Yearly, The Student Center faculty, staff and interns honor one new student employee (who has
worked for the Student Center for less than two full semesters) that shows great potential and dedi-
cation to The Student Center. This award is given based on a student’s drive and their commitment
to The Student Center.

Outstanding Student Employee of the Year

To be considered for this award,students are taken from the entire pool ofstudent employees who
have worked for the Student Center this academic calendar year. The outstanding student employee
will be chosen “in recognition of outstanding initiative and achievement as a student employee.”
This has been an ongoing tradition in the CCSU Student Center since 1975.In the spring, the facul-
ty, staff, and graduate interns review all candidates based on the criteria listed below:

•  Must have worked in The Student Center for more than two full semesters
•  Must have all good or better performance evaluations
•  Must be active in many areas ofthe campus and local community
•  Contributes to their peers in a positive manner
•  Contributes to the area(s) worked in and has had a positive impact
•  Has at least a 2.0 GPA throughout tenure
•  Candidate is a student employee who has worked for the Student Center within this academic

calendar year
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Wayne ‘Otis’ Mamed, Interim Director
Oversees all primary functions ofThe Student Center; is responsible for comput-
er functions and facilities management

Kathy Poirier, Interim Associate Director
Overall coordination of the Assistant Directors as well as TW@C, Central
Reservations Office (CRO), Custodial,and EMS

Joanne Rafferty, Assistant Director
Manages the daily operation of the CRO, Maintenance, Setup Crew and Center
Managers

Tif fany Moffo Simpson,Assistant Director
Supervises the Information Desk/CENtix Box Office, Tech Services, Reception,
Breakers Game Room,Dances, and student personnel

Marcia Gallo, Business Manager
Manages all fiscal matters and CENtix Box Office

Maureen Zukowski, Administrative Assistant
Directly handles student personnel and office 
management,and staff payroll

Christine Girouard, Melissa Arroyo, and Lina Macedo, Graduate Interns
Our paraprofessional staff act as liaisons to all operations and department func-
tions as part of their masters degree program

Student Center Operations
The Student Center is the “hub”of the University. It provides services to students,
faculty, administrators,staff, alumni,and guests ofthe University. The Student Center is a part
of the educational program of the University. In all of its activities, it offers opportunities for
growth in individual social competency and group effectiveness. The Student Center serves as a
unifying force in the life of the University.

Within the Student Center, you will find:

• Department of The Student Center 

• Department of Student Activities/
Leadership Development

• E-mail stations
• Club offices
• Breakers Game Room
• Semesters & Alumni Hall
• Information Desk and CENtix Box Office

• TV lounges
• Study lounges
• Meeting rooms
• Women’s Center
• Card Office
• Achieve Financial Credit Union
• CCSU Bookstore
• Devil’s Den Food Court

Management Support T eam
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General Policies

Posters, Banners &
Printed Material
The Student Center provides display areas for
posters,banners,and other publicity materials
at designated areas in the Student Center for
recognized campus organizations and events.
Information regarding posting is available at
the Information Desk.

Posting
Posting is not permitted on wood,glass, metal,
walls or floor surfaces. The University’s policy
on posting can be found in the CCSU Student
Handbook,aka Survival Guide.

Sodexho
CCSU has contracted Sodexho as the Food
Service Provider. Sodexho provides catering,
concessions, and cash food sales on campus.

Smoking Policy
In compliance with Student Union Board of
Governors’Resolution 92-11,University policy,
and state law, smoking is prohibited in the
Student Center. You are expected to assist in
the enforcement ofthis policy.

Animals
Animals (except for guide dogs) are not per-
mitted in the Student Center. Law prohibits
pets in public food areas. Report any animal in
the Student Center to a staff member.

Solicitation, Fund-Raising,
and Publicity
Solicitation, fund-raising, and publicity may
take place only in designated areas reserved
through the Central Reservations Office.
Distribution,solicitation, or fund-raising will
not be allowed away from assigned area. All
solicitation, fund-raising, and publicity must be
sponsored by a campus organization.

Vending Machine Refunds
(Snack and Soda)
The Card Office processes vending machine
refunds. After 5 p.m.and on weekends the
Information Desk can process refunds for bev-
erage and snack machines only. The
Information Desk cannot refund money to a
Blue Chip card. For refunds from the stamp
machine, refer students to the Student Center
Administrative Assistant.

Lockers and P.O. Boxes
A limited number oflockers are available for
semester long rental.The fee for these lockers
is $5.00 a semester. There is a $10.00 refund-
able key deposit for the lockers.Students can
also rent P.O. Boxes for $5.00 a semester.

Emergency Procedures
In an emergency, the safety and security of
individuals in the Student Center are our prime
responsibility. Please regularly review and fol-
low the emergency procedures in your area as
posted and/or located in the Standard
Operating Procedures Manual.

Safety and First Aid
You are required to follow all safety precau-
tions and to use necessary safety devices (i.e.,
step stools, safety glasses, work gloves, back
supports, etc.).All accidents involving an
employee or a guest,no matter how small,
MUST be reported to the Operations
Manager/Center Manager on duty.
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Job Announcements

Available positions will be advertised in our monthly newsletter, S.T.A.R.dust,as well as other
campus publications.

Applications are available during hiring times and as positions open.They can be picked up and
dropped off at the Information Desk.

Employee Paperwork

Please note the student employee will be responsible for completing the necessary paperwork and
delivering it to Human Resources, and bringing copies back to the Student Center Administrative
Assistant.

Legal Documents needing to be completed:

Student Employee Contract

W-4 Tax Forms
Both federal and state tax forms must be completed.These forms serve to indicate deductions.

Student Help Program Certification
This form must be filled out upon employment.This information confirms that you are currently
working and only needs to be filled out once, unless you change accounts. (There is a separate
form for work study and student help.)

I-9 Employment Eligibility Verification
This form is used to verify citizenship or authorization by the Immigration and Naturalization
Service to work in the United States. Plan to show two forms of ID at Human Resources when
paperwork is delivered.

Pay Rate Form
If an employee is hired at a pay rate higher than Class I,a pay rate form is to be filled out.

State Code ofEthics/Violence Policy

Orientation/Ar ea Training

Training is mandatory! It is expected that all employees attend training unless you have been
excused by an immediate supervisor. All portions of orientation and training are designed to
provide you with information and techniques necessary to be successful at your job. You will be
paid for training.

Employment Process
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Terms and Conditions of Employment

Terms & Conditions of Employment
• The term of student employment is ordinarily for one semester.

• Four semesters and two summers are the total limit to work in one area as a
manager (unless supervisor determines there is continued development and
the student employee has had a positive evaluation).

• Ongoing employment is contingent upon meeting general requirements cur-
rently listed in the handbook.

• All upper level Student Center employment opportunities will be offered
internally first.

• Evaluation: One written evaluation and ongoing feedback per semester.

Event/Dance Crew
As a department,one of our many roles is to provide support for events.
Therefore,Event/Dance Crew is necessary to meet this need.Event/Dance
Crew specifically supports the necessary miscellaneous services that have
become part of events and dances such as coat check, ticket takers,ushers
etc. Students who work Dance/Concert shifts enforce the dance admission
and the concert admission policies.

All student employees must work at least one “dance or concert” shift and at
least one “event crew” shift per semester. This does not include satellite shifts
or anyone working in their primary work areas to support events. Therefore,
satellite shifts and primary work area shifts do not satisfy the Event/Dance
Crew requirement.The point ofworking Event/Dance Crew is to gain expe-
rience in the Student Center outside ofyour primary work area.

*It is at the discretion ofthe supervisor to make any adjustments as deemed necessary.
Please note that fulfilling this requirement will be reflected in your semester evaluation.

Level of Renumeration
The Student Center abides by the University’s Student Worker Pay Rates and
Job Classification scale. To access the most current version,visit the
University’s website at
http://www.ccsu.edu/HumanResources/PDF_Files/Student%20Wage%20Ju
stification%202007.pdf.
Step increases are based on performance. These will be reviewed on a case by
case basis by your supervisor. In addition,student employees can request a
copy of their current job description from their direct supervisor if necessary.
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Payroll

Pay Periods
Each pay period spans two weeks, from Friday through Thursday of the second week.You
will be paid on the second Thursday of a pay period for the hours you worked in the pre-
vious pay period.

Start End Paid
08/04/06 08/17/06 09/01/06
08/18/06 08/31/06 09/15/06
09/01/06 09/14/06 09/29/06
09/15/06 09/28/06 10/13/06
09/29/06 10/12/06 10/27/06
10/13/06 10/26/06 11/10/06
10/27/06 11/09/06 11/24/06
11/10/06 11/23/06 12/08/06
11/24/06 12/07/06 12/22/06
12/08/06 12/21/06 01/05/07
12/22/06 01/04/07 01/19/07
01/05/07 01/18/07 02/02/07
01/19/07 02/01/07 02/16/07
02/02/07 02/15/07 03/02/07
02/16/07 03/01/07 03/16/07
03/02/07 03/15/07 03/30/07
03/16/07 03/29/07 04/13/07
03/30/07 04/12/07 04/27/07
04/13/07 04/26/07 05/11/07
04/27/07 05/10/07 05/25/07
05/11/07 05/24/07 06/08/07
05/25/07 06/07/07 06/22/07
06/08/07 06/21/07 07/06/07
06/22/07 07/05/07 07/20/07
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Pay Check Distribution
During the Semester
•  Checks are handed out at the Reception Desk.
•  Checks can be picked up after 3:30 p.m.on Thursday according to the pay 

schedule. (Note:Checks are dated for Friday, but are distributed on Thursday.)
•  Checks must be picked up by the person whose name is on the check.
•  Employees must sign for their check.

Summer and Breaks
•  Employees should expect to receive paychecks in the mail to the name and
address on the check, unless we are given another mailing address.
•  Those working at these times can still pick up their checks if arranged.
•  Checks will be put in the mail on Friday.

About Your Workday

Each employee will have one main focus area from the list below.However, with
training you may work in any of the other areas:

Breakers Game Room, Center Management,Reception Desk,Information
Desk/CENtix Box Office, Office Support, Setup Crew, Event Crew,
Graphic/Web Design,Tech Services, and TW@C!

Student Payroll Login Procedures
Each employee is responsible for logging in to work.Failure to do this more than
twice may result in a disciplinary action.*See Time Processing System on next
page.

The employee can only log in if they meet the following criteria:
•  They are a matriculated student at CCSU.
•  They are on a current area schedule.
•  They are acting as a substitute within their cluster.
•  They do not have any scheduled classes.
(NOTE: The program can determine class schedules.)

New Employees:It takes 4 to 6 weeks to receive your first check.

Payroll
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•  Area Manager will assign and schedule employees.
•  Upon arrival to work, you will check in at the Information Desk with

either the attendant or CM on duty. They will log you into our 
internal verification system.

•  When you have completed your shift,sign out at the Information 
Desk.

o NOTE: THIS DOES NOT TAKE THE PLACE OF YOU 
ENTERING AND SUBMITTING ALL YOUR HOURS INTO
YOUR ACCOUNT ON YOUR TIME SHEET ON PIPELINE!

o TO SUBMIT YOUR TIME SHEET :
• CREATE AN INDIVIDU AL TIME SHEET FOR EACH PAYPERIOD
Log in to TPS *(see University instructions) To Access TPS:
-Navigate to http://www.ccsu.eduwith your Internet browser ofchoice.
-Click on the Central Pipeline link,then log in with your Pipeline username and
password.
-You will automatically come to the Welcome Tab.
- Under Web Services on the left-hand side click on TPS(Time Processing
System),andenter your designated username and password in the Log In screen.
- Once you are logged in,click on New Time Sheet, in the page that follows
choose the appropriate End Date, and click continue. Then enter the total num-
ber of hours worked for all shifts during the pay period you are submitting for.
- Finally, click on Submit for Approval, or, Save as a Draft if you are not ready
to submit yet.
•  We round to the quarter-hour

o 1 quarter hour = .25 hours
o 1 halfhour = .50 hours
o 3 quarters hour = .75 hours

•  Times should be logged daily after each shift.
o Save as a draft = saved,but can be edited
o Submit = sending final timesheet to supervisor

•  At the end ofthe pay period,schedules should be reviewed and 
submitted by midnight on Thursday!

IF TIME SHEET IS NO T SUBMITTED , YOU WILL BE SUBJECT TO
DISCIPLIN ARY ACTION AND WORST: YOU WILL NO T BE PAID
ON TIME!
After being reviewed by your direct supervisor, you will be notified if there are
any discrepancies before the supervisor confirms that pay period schedule.

Time Processing System
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Because the Student Center program is a developmental program;we want you to
succeed.
Our employees can expect:
•  To be informed if you are not performing up to standard.
•  To be informed any time you are provided a written evaluation.
•  To be given timely information and follow-up.
•  To see your personal file at any time.
•  To discuss any of your concerns with the faculty member ofyour choice 

concerning any personnel issues.
•  To be granted a meeting with the area manager, intern and direct supervisor.

Violations Procedure
Each violation that constitutes as a verbal warning and/or written warning will be reviewed
by a Student Center Administrative Faculty member.

Examples of Valid Reasons for Intent to Terminate

•  Giving away free services or cash without authorization
•  Theft of any kind
•  Consuming alcohol while on duty or coming to work intoxicated
•  Being under the influence ofnonprescription drugs
•  Repeated incidents after review
•  Logging in/not working;i.e., going to class;etc.

Disciplinary Procedures
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Employment Policies and Practices

Personnel Files
A file is established for each employee upon hiring. Each file includes:
• Application
• Current address and phone number (permanent and local)
• Signed employment contract
• Performance Evaluations
• Recognition(s)
• Attendance information
• Any written communication regarding employment and performance
• You will be notified of any additions to your file

Work Schedules
Employees will assist in coordinating area schedules. Once schedules are confirmed,you will be
held accountable for covering your shift.

Hours
You may not work more than seven and one halfhours (7.5) in any one shift without taking an
unpaid one halfhour (30 minutes) for a meal break.This means you need to clock out and then
clock back in.

If you work over four hours, you are eligible for a paid 15 minute break.
Please schedule breaks with your direct supervisor.

You are not allowed to work more than 40 hours for any two-week pay period,excluding
“break”weeks. If you are in danger of going over 40 hours,please see your supervisor immedi-
ately.

Illness/P ersonal Emergencies
If you are unable to cover your shift due to an illness or personal emergency, we ask that you
arrange to have a substitute cover for you. You must PERSONALLY 
telephone and speak DIRECTLY to one ofthe following as soon as possible, but no later than
one hour before your scheduled shift to inform them ofyour illness.

Fill in with your personal information
Graduate Intern: __________________________
Phone Number: ______________________
Faculty Supervisor: _________________________
Phone Number: ______________________

Substitutions
Substitutions are only allowed from the trained staff in YOUR area,unless approved by your
supervisor. You will be given a telephone list offellow employees you may call.Plan ahead!
Uncovered shifts do not serve our mission.Unexplained,uncovered shifts will constitute a missed
shift and a missed shift form will be added to your file.
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Employment Policies and Practices

Attendance
Attendance will be kept by your direct supervisor. Perfect and good attendance

will be acknowledged.Excessive absenteeism or tardiness will be documented and may lead to dis-
missal or nonrenewal of appointment.

Area Meetings
Each service area will hold regular staff meetings. Each meeting allows you the 
opportunity to stay informed and contribute to improving the service area in which you work.
Attendance at these meetings is mandatory! If you miss a meeting you must discuss your absence
with your supervisor. Missing an area meeting constitutes a missed shift and will be documented
in your file. Urgent situations may call for emergency meetings. You will be compensated when
you attend meetings. All meeting times should be reflected in your area schedule.

In-Service/T rainings
The purpose ofthese training sessions is to give student employees an opportunity to acquire var-
ious skills and to build relationships with student staff that work in other areas ofthe Student
Center. Training sessions vary including subjects, such as customer service, resume building, or
team building. Attendance is required at All Employee Training Days and for at least one In-
Service each semester. You will be compensated when you attend training sessions. Look for
notices in the department newsletter and special promotional flyers for information.

Eating or Drinking While On Duty
We ask that you confine food to the cafeteria.If a student employee has back to back classes
before arriving for work,a light refreshment will be permitted.However, those working long shifts
will be given specific time to eat their meal.No one should be clocked in for meals. We advise peo-
ple not to have a beverage or food near computers.Should a student employee spill one’s food or
drink and damage the computer that person will be held liable for the damage.

Studying While On Duty
Please study at home or at the library,not while you are here to provide a service.

Personal Calls and Visitors While On Duty
To provide quality and efficient service, Student Center phones are to be used for business only.
Under NO circumstances should you have any nonemployee behind the counter ofyour work
area.Visitors and cell phone use should be kept to a significant minimum.If an emergency aris-
es, please see your direct supervisor so that we can accomodate you.

Name Tags
You are supplied with a personal name tag for your area. You MUST wear it 
whenever you are on duty. We suggest that you keep it in your service area.

Phone Etiquette
All telephone calls should be answered:“Hello, this is the Student Center. May I help you?”
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Employment Policies and Practices

Providing Quality Service
Providing quality service to the patrons of the department is our TOP priority. Your position is
extremely important in maintaining our ongoing commitment to quality service.

Here are some ways in which you can contribute to quality service:
•  Welcome everyone with a smile.
•  Be knowledgeable about your job, your service area,the department and its 

facilities. Never say “I don't know.” Try and find out.
•  Treat each customer exactly the way you want to be treated.
•  Be a problem solver for the customer.
•  Take pride in what you do.
•  Offer ideas, solutions and suggestions for improving customer service.

Other Opportunities
You may also get involved in special projects outside ofyour service area.If you are interested in
a special project,talk with your supervisor to get more information.

There are often volunteer experiences available through the Student Union Board of Governors
(SUBOG) and Central Activities Network (CAN).Contact the chairperson ofSUBOG or the pres-
ident of CAN for more specific information about each area.

We often plan activities for the entire Student Center staff to enjoy.Look for notices in the depart-
ment newsletter and special promotional flyers.

Operation Managers and Center Managers are enrolled in our S.T.A.R. Leadership and
Management Program.To assist you,major leadership opportunities should be approved by your
supervisor.

Leaving Employment
Should you decide to leave your position during the semester, we expect that you will provide your
supervisor with a minimum of seven (7) days WRITTEN notice so that plans can be made for han-
dling the work and obtaining a replacement.

Exit Inter view
Prior to departure we ask that you assist us by participating in an exit interview with your supervi-
sor. This will help us to better serve employees in the future.

Student Center Uniform Policy
The appropriate dress attire is required at all times as student employees represent the University
and the Student Center to all ofits patrons and visitors. Therefore,all Student Center employees
should follow their area specifications but should abide by the overall policy stated below as well.
Area supervisors may ask student employees to return home to change into appropriate attire that
abides by the Student Center’s uniform policy before returning to work. Student Center employees
are to follow the following standards:

o Clean and unwrinkled clothing
o Garments must be free oftears and holes
o Appropriate footwear as defined by your work area must be worn at all times
o No wind pants or sweatpants
o Shorts can be no more than three inches above the knee (not for business casual or high profile events)
o Personal hygiene is a must
o No hats
o Nametags must be worn at all time

Failure to abide by the Student Center Uniform Policy will result in a conversation with your area
supervisor and a student personnel notice. (Continued on next page)
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Employment Policies and Practices

Indi vidual Area Uniform Policies

BREAKERSGAME ROOM STAFF/A CCOUNTABILITY PERSON

All staff should wear their Student Center Staff Polo while on shift and adhere to the overall uniform
policy

CENTER MANAGERS

**At no time should a Center Manager be wearing jeans or shorts

Normal Work Days

During normal building hours the Center Manager Uniform Policy will be the following:

o Student Center Staff Polo or Button Down Student Center shirt
o Khaki or Dress Pants/Skirt that follow the overall Uniform Policy
o Student Center Nametag attached at the top oftheir lanyard or on their collar so their name is clear-
ly visible.
o Closed-toed shoes are required – no flip flops or sandals

High Profile Events

During high profile days, the Center Manager Uniform Policy will be the following:
o Button Down Student Center Shirt
o Khaki or Dress Pants/Skirt that follow the overall Uniform Policy
o Student Center Nametag attached at the top oftheir lanyard or on their collar so their name is clear-
ly visible.
o Closed-toed shoes are required – no flip flops or sandals

EVENT/D ANCE CREW

o Student Center Staff Polo
o Khaki or Dress Pants/Skirt that follow the overall Uniform Policy
o Closed-toed shoes are required – no flip flops or sandals

GRAPHIC/W EB/TW@C STAFF

o Student Center Staff Polo
o Shorts/Pants/Skirt of any material or fabric as long as they follow the overall Uniform Policy
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Employment Policies and Practices

INFORMATION DESK & RECEPTION DESK

Normal Days

o Student Center Staff Polo or Long Sleeved Polo shirt
o Jeans or any other pants that follow the overall Uniform Policy

Business Casual or High Profile Event Days

o Student Center Staff Polo or Long Sleeved Polo shirt
o Khaki or Dress Pants/Skirt that follow the overall Uniform Policy

SETUP CREW

Normal Days

o Student Center Staff Polo
o Jeans are acceptable
o Closed-toed shoes are required – no flip flops or sandals
o Gloves, eyewear and lifting belts are provided if needed.

Business Casual or High Profile Event Days

o Student Center Staff Polo
o Khaki pants that follows the overall uniform policy.
o Closed-toed shoes are required – no flip flops or sandals
o Gloves, eyewear and lifting belts are provided if needed

TECH SERVICES

Maintenance Hours and Normal Shifts (without an *):

o Student Center Staff Polo or Student Center Button Down shirt
o Jeans or any other pants that follow the overall Uniform Policy   
o Closed-toed shoes are required – no flip flops or sandals

Business Casual or High Profile Events (with one or two *):

o Student Center Staff Polo or Student Center Button Down shirt
o Khaki or Dress Pants/Skirt that follow the overall Uniform Policy
o Closed-toed shoes are required – no flip flops or sandals

**Winter and Summer Break Attire is subject to change**
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Conditions of Employment

Grade Point Average Policy
The Student Center realizes the importance ofacademic achievement and urges students

to strive for academic excellence in their studies. According to University policy,all students are expected to
maintain a cumulative GPA of 2.00 or higher to be in Good Standing. All students who fall below a 2.00 will
receive notification of either an academic warning or pending dismissal from the Registrar's Office.
Consequently, a minimum cumulative GPA of 2.00 is required for both application and continued employ-
ment in the department.If you are a first-year or transfer student,your GPA will be based on your first full
semester at CCSU.

If after you are hired,your semester GPA falls below a 2.00,the following will happen:
1. To support you with your academics, you will receive a letter from your direct supervisor outlining
resources that are available to you,so that you can seek out help as need be.
2. If you progressively increase your semester GPA, you may remain in employment for up to two semes-
ters, if you are in good academic standing and your overall GPA does not fall below 2.00.Employment for
your third semester will be reviewed by your direct supervisor.

If your cumulative GPA falls below a 2.00,you will be ineligible to work per the University’s Good
Standing Policy. Your direct supervisor will contact you to advise you of this.
* For more information about the University’s Good Standing Policy, visit the Office ofRegistrar’s website at
http://www.ccsu.edu/registrar/Policies/Good_Standing.htm.

Performance Evaluations
Evaluations are used to encourage employees to better their skills and to commend the areas in
which they have excelled.Approaching the middle of every semester, your area manager, intern
and direct supervisor will hold a private meeting with you where your performance will be dis-
cussed along the following guidelines:
•  Service Skills
•  Team Skills
•  Autonomous Skills
•  Responsibility Skills

Ongoing Employment
Once selected as an employee of the department,you will be given the opportunity to return to
your current position or request to transfer to another area,providing you have met the following
requirements:
•  Are a matriculated student at CCSU.
•  Completion oftraining
•  Maintenance ofsatisfactory or better performance assessments or show

continuous improvement
•  Maintenance ofa 2.0 cumulative GPA on a 4.0 scale
•  Submission ofa written re-application letter to your supervisor (you will be provided

a letter ofintent each semester)

Exam Week
Employment continues through final examinations. Scheduling will be subject to 
modification based upon personal exam schedules. However, all employees must work. All servic-
es will be operational during exam week.Scheduling will be determined by the immediate super-
visor prior to exam week.

Inclement Weather
In the event of inclement weather, employee attendance is required unless otherwise notified.
Information regarding scheduled events for the day in question and regular services will be post-
ed on the Center Manager voicemail,which is (860) 832-1969.
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Student Union Board of Governors

Graduate Internship Program

Central Activities Network

Student Group s

The Student Union Board of Governors (SUBOG) is a student,faculty, staff
and alumni organization that advises the Departments ofThe Student Center
and Student Activities/Leadership Development in carrying out their missions
on campus.

The Departments ofStudent Activities/Leadership Development and The Student Center co-
administer a two-year Graduate Internship Program for training professionals in the student
activities/college union field.While completing their graduate requirements, interns spend one of
the two years in the program as staff of each department serve in an advisory role to student
clubs and organizations and the Central Activities Network and supervise student employees.

CAN is a volunteer student group that plans, pro-
motes, and produces many programs and activities
for the campus community. If interested in joining
CAN, stop by Room 205 or call 832-3678.The
CAN Office is located in Room 205,in the Student
Center.

The Student Center is home to more than just SUBOG related organizations. Housed in the
Student Center you will find a number ofdifferent organizations all designed to serve the CCSU
community. The following groups are open to all students. Student Center employees should be
accustomed to working with these groups.

•  Student Government Association (SGA) Room 211
•  The Recorder Room 107
•  WFCS 107.7 Room 108
•  PRIDE (GLBT Organization) Room 209
•  Black Student Union (BSU) Room 210
•  Latin American Student Organization Room 205
•  Mosaic Center Room 205
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Student Activities / Leadership Development

The Department of Student Activities/Leadership Development (SA/LD) collaborates

with students, student organizations, and affiliated campus departments to advise and present

educational,recreational,social,and cultural opportunities.

Student activities programming is a vital part of the educational experience. Every

full-time university student is offered our departmental services. Each person may partake as a

participant/planner or an audience/observer.

It is a major function ofthis office to foster opportunities where students are encour-

aged to experience new things as well as think “out ofthe box.” These services are offered

through a variety ofprograms and venues such as workshops, seminars,socials, and instruction.

Our primary functions include advising, program planning and fiscal support. All of our facul-

ty, staff, and interns are available for consultation to help achieve activity goals here at CCSU.

SA/LD is located on the second floor of the Student Center, Room  201;the main phone num-

ber is (860) 832-1990.

Club Fair 
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Miscellaneous Information

Banking
There are two automated teller machines.
One is located in the Willard/DiLor eto park-
ing lot and one is outside the Student Center
near the bookstore.Service is provided
through Achieve Financial Credit Union.The
machine accepts most area bank cards for
withdrawals only.A branch office is located in
the Student Center or call 1-888-242-2600.

Study Areas
Students’favorite study areas include the
Library, first floor lobby of DiLoreto Hall,a
small windowed lounge on the second floor
of Marcus White Hall,and the lounge space
in the Student Center.

Copy Machines
Copy and vending machines can be found in
the DiLoreto lobby,the Library, the
Computer Lab and on the 1st and 2nd floors
of the Student Center.

Fax Machines
A fax machine for general use can be found
at the Information Desk in the Student
Center. Fax line is (860) 832-1971.Fees are
minimal for both sending and receiving.

Word Processors
Both PCs and Apple computers are available
for use by all in the Microcomputer Lab
(Marcus White).A Bluenet ID account is
required for entry. Web and E-mail worksta-
tions are also available in the Student Center.

Lost and Found
Check for lost items at the Information Desk
in the Student Center, the Student Affairs

Office in Davidson Hall Room 103,the
Library Circulation Desk or the University
Police Department.Lost IDs are returned to
the Card Office located in the Student Center.

Student ID Cards
You are required to carry your ID at all times
and must show it when requested by
University staff members in 
performance oftheir duties. Complete infor-
mation about ID cards can be found in the
CCSU Student Handbook,aka Survival
Guide, on the web, at http://www.ccsu.edu

Central Pipeline Locations
They are located at the main entrance of
Kaiser, the south side ofCopernicus, in the
Student Center near the Information Desk,in
Davidson,the second floor in Barnard, the
second floor of the Library Entrance, the
first and second floors of Memorial Hall,the
second floor of Diloreto, and the first and
second floor of Vance Academic Center.

Card Value Centers
They are located in the Library next to the
Reserve Room,in Marcus White, the Police
Station, the Student Center near the
Information Desk and near the Bookstore
entrance by the restrooms, and in Sheridan
Hall Lobby.
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Unofficial Academic Calendar 2006 - 2007
See University website at www.ccsu.edu/Calendar/default.htm for the most current version.
January
22  Classes begin 8 a.m.;Last day for full-time students to withdraw with 100% refund
22-29 Add/Dr op Period
29 Last day to change from part-time to full-time status;Last day for part-time students to 

withdraw with 100% refund
30 - 12     Full-time students may drop courses but cannot drop below full-time status (need Dean’s 

approval)
February 
5 Last day for full-time students to withdraw with 60% refund;Last day to drop first eight-

week courses
9 Last day to change from full-time to part-time status
12 Last day to declare Pass/Fail and Audit options;Last day for part-time students to with

draw with 50% refund
13 Withdrawal from courses without approval."W" will be entered.No permission 

to go below full-time status required
16-19 Presidents' Holiday Break-No Classes
20 Last day to withdrawal from first eight-week courses without approval."W" will be entered;
Last day  for full-time students towithdraw with 40% refund
March 
1 Final day for graduate students to apply for May/August 2007 graduation (Graduate 

Studies)
16 Midterm; Last day to withdraw from full-semester courses without approval."W" will be 

entered;First eight-week courses end
19-25 Spring Recess- No Classes
26 Classes resume 8 a.m.;Second eight-week courses begin
April
6-7 Good Friday (A Day of Reflection)-No Classes
9 Last day to drop second eight-week courses
17 Final submission ofThesis to Graduate Studies
21 Last day to withdraw from second-eight week courses without approval."W" will be 

entered
23 Last day for full-time students to withdraw from the University
28 Final day for undergraduates to apply for May 2008 graduation (Registrar's Office)
May
9 Day classes end
10-11 Reading Days (No Classes;make-up day if needed)
14-19 Final Exams
19 Semester ends;final day of Saturday classes
19 Commencement

2007 Summer Session 
May 29 First five-week session begins;Eight-week session begins
June 28 First five-week session ends
July 2 Second five-week session begins
4 Independence Day - No Classes
19 Eight-week session ends
August 2 Second five-week session ends
6 Three-week post session begins
23 Three-week post session ends
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Hours of Operation
These hours are subject to change without notice.

Student Center
Monday - Friday 7:00 AM - 11:00 PM
Saturday & Sunday 9:00 AM - 11:00 PM

Student Center (Winter/Spring/Summer Break)
Monday - Friday 7:00 AM - 5:00 PM
Saturday & Sunday Closed

Bookstore
Monday - Thursday 9:00 AM - 7:00 PM
Friday 9:00 AM - 4:00 PM
Saturday 11:00 AM - 3:00 PM
Sunday Closed

Breakers
Monday - Friday 9:00 AM - 11:00 PM
Saturday & Sunday Noon   - 11:00 PM

CENtix
Monday - Friday 9:00 AM - 10:45 PM
Saturday & Sunday 9:00 AM - 10:45 PM

Central Reservations Office
Monday - Friday 8:30 AM - 4:30 PM
Saturday & Sunday Closed

Inf ormation Desk
Monday - Friday 7:00 AM - 11:00 PM
Saturday & Sunday 9:00 AM - 11:00 PM

E-mail Stations
Monday - Friday 7:00 AM - 10:45 PM
Saturday & Sunday 9:00 AM - 10:45 PM

TV Lounges
Monday - Friday 7:00 AM - 10:45 PM
Saturday & Sunday 9:00 AM - 10:45 PM

Mail Boxes
Monday - Friday 7:00 AM - 10:45 PM
Saturday & Sunday 9:00 AM - 10:45 PM

Ruthe Boyea Women’s Center
Monday - Friday 9:00 AM - 6:00 PM
Saturday & Sunday Closed

Card Office  
Monday - Wednesday 9:00 AM - 5:00 PM 
Thursday                                 9:00 AM - 7:00 PM
Friday 9:00 AM - 4:00 PM
Saturday & Sunday Closed
Achieve Financial Credit Union
MWF 9:00 AM - 4:00 PM
Tuesday 10:00 AM - 4:00 PM
Thursday 9:00 AM - 5:00 PM
Saturday & Sunday Closed

SODEXHO
HOURS OF OPERATION

Nor th Dining
(Breakfast)
Monday - Friday 7:30 AM - 11:00 AM
Saturday - Sunday Closed

(Lunch)
Monday - Friday 11:00 AM - 1:30 PM
Saturday - Sunday Closed

(Dinner)
Monday - Thursday 4:30 PM - 7:30 PM
Friday 4:30 PM-6:30 PM
Saturday - Sunday Closed
South Dining
(Lunch)
Monday - Friday 11:30 AM - 2:00 PM
Saturday - Sunday (Brunch) 10:30 AM - 2:00 PM
(Late Lunch)
Monday - Thursday 2:00 PM - 4:30 PM
Friday 11:30 PM - 4:00 PM
(Dinner)
Monday - Thursday 5:00 PM - 7:30 PM
Friday and Saturday 4:30 PM - 6:30 PM
Sunday 4:30 PM - 7:00 PM
(Late Dinner)
Monday - Thursday 7:30 PM - 9:00 PM
CONN-ections
Food to Go thru the Nutmeg Dining Room
Monday -Thursday 5:30 PM - 6:30 PM
(Meal Plan and Blue-Chip Only)

Elihu Bur ritt Libr ary
Jazzman’s
Monday - Thursday 11:00AM-10:00PM
Friday 8:00 AM - 2:30 PM
Student Center Dining
Sandella’s
Monday - Thursday 11:00 AM-6:00 PM
Friday 11:00AM - 2:00PM
Grill
Monday - Thursday 10:00AM - 6:00PM
Friday 7:30 AM - 2:00 PM
Starbucks
Monday - Thursday 7:30AM - 10:00PM
Friday 7:30 AM - 3:00 PM
Pandini’s
Monday - Thursday 11:00 AM-10:00PM
Friday 11:00 AM - 2:00PM
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Other Phone Numbers

1849 Room....................................................................................................................................................832-1979
Achieve Financial Credit Union ................................................................................................1-888-242-2600
Bellin Gallery A..................................................................................................................................................4-4655
Blue &White Room ...............................................................................................................................832-1978
Bookstore - O’Leary, Jack.................................................................................................................................832-2665
Breakers...................................................................................................................................832-1988
BSU...................................................................................................................................................832-3748
Campus Ministry............................................................................................................................................832-1935
Campus Police (General Business) ......................................................................................................832-2375
Capital Cleaning, Custodial Contractor.........................................................................................................832-0747
Card Office ..............................................................................................................................................832-2140
CCSU Operator ...................................................................................................................................................0
Center Manager Station.....................................................................................................................................832-1969
Central Activities Network............................................................................................................................832-3678
CENtix Box Office.................................................................................................................................832-1989
ClockTower Room .......................................................................................................................................832-1977
DeStefanis, Ken; Recreation Coordinator.................................................................................................................832-3732
Fax SA/LD....................................................................................................................................................832-0441
Fax Student Center .................................................................................................................................832-1967
Fax Information Desk ............................................................................................................................832-1971
Food Service ............................................................................................................................................832-3765
Information Desk ...................................................................................................................................832-1970
LASO Office ...........................................................................................................................................832-2340
Mail Room ...............................................................................................................................................832-2528
Mosaic Committee ..................................................................................................................................832-1993
Operations Manager Office ..................................................................................................................832-1968
PRIDE........................................................................................................................................832-3545
Recorder.......................................................................................................................................832-3744
Ruthe Boyea Women’s Center--Cobbina Boivin, Jacqueline................................................................................832-1655
Scala, Mandi; Program Assistant – Recreation.............................................................................832-3732
Student Government Association....................................................................................................................832-3740
Snow Phone...................................................................................................................................................832-3333
WFCS.............................................................................................................................................832-3751

Emergency........................................................................................................................................911
Graduate Intern.............................................................................................................................................982-8668
Joanne Rafferty..................................................................................................................................................982-8604
Tiffany Moffo Simpson...............................................................................................................................................982-8964
Kathy Poirier...................................................................................................................................................982-8794
Mamed, Wayne “Otis”...................................................................................................................................982-4404

Popular Deliveries
Elmers: Great Oaks Pizza Restaurant..............................................................................................................225-7881
Peppinos .......................................................................................................................................................229-1156
Hong Kong (Chinese)........................................................................................................................................225-8799
Dominos.........................................................................................................................................................225-6644
Tony’s Central Pizza.......................................................................................................................................225-5625
Tom’s ............................................................................................................................................................................667-1733
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People to Know

Marcia Gallo
Gallo@ccsu.edu

Business Manager
832-1985

Fabian Amuso
Amusofah@ccsu.edu

General Trades Worker
832-1983

Ruby Blackmon
Blackmonrul@ccsu.edu
Processing Technician

832-1980

Melvin Ortiz
Ortizm@ccsu.edu

Maintainer
832-1983

Lina Macedo
st_macedol@mail.ccsu.edu

Graduate Intern
832-1963

Kathy Poirier
Poirier@ccsu.edu

Interim Associate Director
832-1982

Joanne Rafferty
Raffertyj@ccsu.edu
Assistant Director

832-1974

Maureen Zukowski
Zukowski@ccsu.edu

Administrative Assistant
832-1976

Student Center Operations - 832-1960

Central Reservations Office - 832-1964

Wayne “Otis” Mamed
Mamed@ccsu.edu
Interim Director

832-1984

Tif fany Moffo Simpson
Moffot@ccsu.edu
Assistant Director

832-1972

Christine Girouard
st_girouardc@mail.ccsu.edu

Graduate Intern
832-1961

Shari Cook
Cooks@ccsu.edu

Reservations Office Assistant
832-1986

Melissa Arroyo
st_arroyom@mail.ccsu.edu

Graduate Intern
832-1962

Stephanie Wanat
Wanatstl@ccsu.edu

Central Reservations Cooperative
Education Student

832-1964
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People to Know

Student  Activities / Leadership Development

Duane Orloske
Orloske@ccsu.edu

Associate Dean for Student
Affairs

Student Center 
832-1973

Student  Affairs

Dr. Margaret Toston
Tostonm@ccsu.edu

Vice President for Student Affairs
Davidson Hall 

832-1602

Dr. Jane Higgins
Higginsj@ccsu.edu

Assistant Vice President/
Dean ofStudents

Davidson Hall 
832-1606

Pat Anderson
Andersonp@ccsu.edu
Department Secretary

832-1990

Meghan Kenney
st_kenneymel@ccsu.edu

Program Assistant
832-1994

Susan Sweeney
Sweeney@ccsu.edu
Interim Director

832-1991

Kevin Croke
st_crokekep@ccsu.edu

Program Assistant
832-1996

Maria Garofalo
garofalo_mal@ccsu.edu

Program Assistant
832-1995

Ramon Hernandez
hernandez@ccsu.edu

Assistant Dean for Student
Affairs

Davidson Hall
832-1619

Scott Hazan
hazanscz@ccsu.edu
Assistant Director

832-1992

Charmagne Brooks 
Brooksc@ccsu.edu
SA/LD Secretary

Student Government
Association
832-3740

Amanda James
st_jamesamm@ccsu.edu

Media Board Univeristy Assistant
832-1998


