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MissionS tatement

The Student Centergmides serices anddcilities
and suppds piograms vich enhance thergwth of the campus conmumity

Students ardeeloped and eduteal
through actie paticipaion in all ve do

Our quality is deterined ly the people avseve!

The Role of the College Union

“The union is the comumity center ofthe collge, seving studentsfaculty staf,
alumni, and guests By whaever form or name a collge union is an ganizdion
offering a wariety of programs actvities sewices and fcilities th when takn
together represent a wll-considexd plan ér the commnity lie of the collge.”

Assocition of College Unions - Intaraional,1996

ST .AR. Leadership and Management Program

ST.A.R. Program

As a student emplee you ae enolled in our S.A.R.Leadeship and Marggment Pogram.
The ST.A.R. Program is designed to guideouy in deeloping a set ofjob
relded skills and pgonal deelopment.

 Strie for qualityService

* Be an d&ctve Team member
» Act with geder Autonony

» Build pesonal Responsibility

What to expect as an emplgee in the pogram

You will be gien pesonal and mfessional suppbiStudent empi@es will be gén mini tain
ing insevices on:

e Supevising peer

» Evaluding pees

» Giving eedbak
 Training and testing

Other suppdrindudes

» Assistance with job seas bllowing gaduéion
* Resumeaviewing

* Mo intewviews

» Time mangement taining

» Team hilding eercisesetc
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ST.A.R. of the Month

Star emplgees a students

tha go éove and bgond the

call of duty They work effectively
with othes and & customer
sewrice orientedgxempliing the
guidelines ofhe ST.A.R.program.
Student empiees a nominged
eat month ly ary member of
The Student Center teamgluding
facultystaf and student emplees
The ST.A.R ofthe Month is then
chosen lg the fcultystaf and
intems

Rising Star

Yealy, The Student Centeadultystaf and intens honor one e student empiee (vino has
worked for the Student Centerfless than tw/full semestsj tha shavs gea potential and dedi
caion to The Student Centerhis avard is gven based on a studerdtive and their commitment
to The Student Center

Outstanding Student Employee of the Year

To be consided Dr this avard,students a&rtalen fom the entie pool ofstudent empi@es Wwo
have worked for the Student Center this academic caleaedallye outstanding student emygle
will be @iosen “in ecaynition of outstanding inittave and dtevement as a student enmple’
This has been an arigg tadition in the CCSU Student Center since I9#tte springthe facui
ty, staf, and gadu#e intens eview all candidas based on the criteria listedelo

Must hae worked inThe Student Centesrfmore than tw full semester

Must hae all god or better pesimance ealudions

Must be aote in may aeas ofthe campus and local coommty

Contritutes to their pesrin a posite manner

Contritutes to the @a(s) wrked in and has had a pesitimpact

Has &least a 2.0 @Pthroughout teare

Candidte is a student empte wWo has wrked r the Student Center within this academic
calendarear
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Management Support T eam

Wayne ‘Otis’ Mamed, Interim Director
Oversees all primgifunctions ofThe Student Centds responsile for comput
er functions andatilities mamgement

Kathy Poirier, Interim Associate Director
Overnall coodingion of the Assistant Dectos as wll asTW@GC Cental
Resevations Ofice (CR), Custodialand EMS

Joanne Rafferty, Assistant Director
Manaes the daily opaion of the CRO, Maintenangesetup Gaw and Center
Manaers

Tif fany Moffo Simpson,Assistant Director
Supevises the Infrmaion Desk/CENTtix Bax Office Tet ServiceReception,
Breakes Game Bom,Dancesand student psonnel

Marcia Gallg, Business Manager
Manaes alliscal miers and CENtix Bo Office

Maureen Zukowski, Administrative Assistant
Directly handles student gennel and éice
mangementand stdf payoll

Christine Girouard, Melissa Arroyo, and Lina Macedq Graduate Interns
Our pagprofessional sthfact as liaisons to all ogiemns and deatment fune
tions as parof their master dgree pogram

Student Center Operations

The Student Center is the “hudf”’the Unversity It provides sasices to students
facultyadministators, staf, alumni,and guests ahe Unversity The Student Center is atpar
of the edud@onal ppgram ofthe Unversity In all of its actiities it offers oppotunities br
growth in indvidual social competgnand goup efectvenessThe Student Center ses as a
unifying brce in the Ié of the Unversity

Within the Student Centgou will ind:

» Depattment of The Student Center * TV lounges
* Depatment of StudentActivities/ * Stug loungs
Leadeship Development * Meeting ooms
* E-mail stions » Womers Center
* Club ofices + Cad Office
* Breakes Game Bom « Achieve Financial @dit Union
* Semester& Alumni Hall « CCSU Bookster

* Informaion Desk and CENtix BoOffice « Devil's Den Bod Cout
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General Polices

Posters, Banners &

Printed Material

The Student Centergmides displaaeas ér
postes, bannes,and other pulicity maerials
a designeed aeas in the Student Centar f
recanizd campus ganiz&ions and eents
Information recarding posting isvaildle &
the Informaion Desk.

Posting
Posting is not penitted on wod,glassmetal,
walls or foor surhicesThe Unversitys poliy

on posting can betind in the CCSU Studen

Handbookaka Surival Guide

Sodecho

CCSU has coracted Sodého as the ¢od
Sevice Povider Sodeho povides ctering
concessionand cashdod sales on campus

Smoking Rolicy

In compliance with Student Union Bbaf
Govemors’ Resolution 92-11)niversity polig,
and stge lav, smoking is whibited in the
Student Centelou ae pected to assist in
the enbrcement ofthis polig.

Animals

Animals (rcept for guide dgs) ae not per
mitted in the Student Centeaw prohibits
pets in pulic food aeasReport ary animal in
the Student Center to a tafember

Solicitation, Fund-Raising,
and PudMdicity

Solicitéion, fund-raisingand pulicity mg
take place omlin desigriad aeas eseved
through the Cendit Resesations Ofice
Distribution, solicitaion, or fund-mising will
not be allovred avay from assigned ea.. All
solicitdion, fund-raisingand pulicity st be
sponsoed ty a campus ganizéion.

Vending Machine Refunds

(Snak and Soda)

The Cad Office ppcessesanding mdune
refundsAfter 5 pm.and on welends the
Informaion Desk can mcesseafunds ér bes-
erage and sn&cmadines ont. The

Informaion Desk cannotefund mong to a
Blue Chip cat. For refunds fom the stamp
mading refer students to the Student Center
Administetive Assistant.

Lockers and PO. Boxes

A limited mumber oflodkers ae aaildle for
semester longntal. he fee ér these Iders
is $5.00 a semestEher is a $10.0@fund
alle ley deposit br the log&ers. Students can
also ent PO. Boxes br $5.00 a semester

Emergency Procedures

In an emagengy, the saéty and security of
individuals in the Student Center aur prime
responsibilityPleaseegulaty review and 6l-
low the emageng procedues in pur aea as
posted and/or lodad in the Standar
Opeiaing Pocedues Manal.

Sakty and First Aid

You ae requied to bllow all safty pecaud
tions and to use necegssaéty deices (i.
step stoolssakty dassesmork goves bak
suppots, etc). All accidents wolving an
emplgee or a guestp mater hav small,
MUST be eported to the Opetions
Manaer/Center Manger on duty
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Employment Process

Job Announcements

Availdle positions will be gertised in our montllnavsletter ST.A.R.dustas vell as other
campus puicaions

Applicdions ae aailadle during hiring times and as positions opleey. can be pked up and
dropped of at the Informaion Desk.

Employee Raperwork

Please note the student empdowill beasponsile for completing the necessaaervwork and
delvering it to Human &soucesand bringing copies tkai the Student CentAdministetive
Assistant.

Legal Documents needing to be completed:

Student Emyale Contract

W-4 Tax Foms
Both fedeal and ste tax 6rms nust be complete@hese érms seve to indicte deductions

Student HePogram Cedfication

This form nust be ifled out upon empjanent.This inbrmaion confrms tha you ae curently
working and onl needs to belled out onceunless gu dhhang accountgThere is a gearte
form for work stug/ and student he)p

I-9 Emplment Eligibilitgnfication

This form is used toerify citiznship or authoriian by the Immigeation and Néuralizdion
Sevice to wrk in the United Stas Plan to she two forms of ID at Human Rsouces wen
papervork is delrered.

Pay Fate Bm
If an emplgee is hied & a pa rate higher than Classal pg rate form is to beifled out.

State CodekEthics/Violencel®

Orientation/Ar eaTraining

Training is mandeary! It is epected that all empkes tend taining unlesoy hae been
excused P an immedta supevisor All portions of orientdion and taining a& designed to
provide yu with inbrmaion and telsniques necesyaio be successfulymur job You will be
paid br training
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Terms and Conditions of Employment

Terms & Conditions of Employment
» The tem of student emplgment is atinariy for one semester

* Four semestsrand tw summes ae the total limit to @k in one aga as a
manaer (unless supasor detemines thex is contined deelopment and
the student empjee has had a posttievaludion).

» Ongoing emplgment is contirgnt upon meetingegeal requiements cur
rently listed in the handbook.

« All upper lgel Student Center empioent oppdunities will be déred
intemally first.

« Evaludion: One written ealuagion and onging eedbak per semester

Event/Dance Crew

As a dpaitment,one of our maiy roles is to pvide suppdrfor events
Therefore,Event/Dance Cew is necessato meet this heeBvent/Dance
Crew specitally suppots the necessamiscellaneous sares thahase
become parf ewents and dances bugs colached, ticket talers, ushes

etc Students tw work Dance/Concarshifts enfrce the dance admission
and the conceadmission policies

All student emplees st vork & least one “dance or corngeshift and &
least one “eent cew” shift per semesterhis does not iligde stellite shifts
or aryone vorking in their primarwork areas to suppbevents Therefore,
sdellite shifts and primamork aea shifts do not 8sfy the Eent/Dance
Crew requiement.The point ofworking Exent/Dance Cew is to @in epe
rience in the Student Center outsidgooir primay work aea.

*It is at the distion athe supésor to malkany adjustments as deemgd necessar
Please note that fulfillingcthismrent will leflected ouy semestaiuation.

Level of Renumeration

The Student Centebides ly the Unversitys StudentWorker Ry Raes and
Jb Classi€dion scaleTo access the most pemt \ersion,visit the
Universitys website &
http://www.ccsu.edu/Humargsouces/PDF_Files/Student%2@§%20d
stificaion%202007.pdf

St increases arbased on penfmanceThese will beeviewed on a caseyb
case basis/hour supevisor. In addition, student emplgees canequest a
copy of their curent job descriptiondm their diect superisor if necessgr
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Pay Periods

Ead pa period spans bweeksfrom Fiday thoughThursdy of the second gek.You
will be paid on the secomtiursdy of a pa period ér the hous you worked in the pe-
vious p# period.

Stat 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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Paydl

Pay Chek Distribution

During the Semester
« Che&s ae handed outtéahe Reception Desk.
e Che&s can be piked up after 3:30Qm.on Thursdy accading to the pa
stedule(Note:Cheks ae daed for Frida, but ae distriluted onThursdg.)
¢ Che&s nust be piked up ly the peson whose name is on thieszk.
« Emplosees rast signdr their bied.

Summer ance8ks

« Emploees shouldxpect to eceve pydcedks in the mail to the name and
addess on thehed, unless & ae gven another mailing diess

« Those wrking & these times can still pigp their beds if aranged.

e Che&s will be put in the mail omiday.

About Your Workday

Eadh emplgee will hee one maindcus aga fom the list belw. Howe\er, with
training yu ma work in ary of the other aas:

Breakes Game Bom, Center Margement, Recgtion Desk,Informaion
Desk/CENtix Box Officeg Office Suppdr Setup GCew, Event Cew,
Graphic/Web DesignTed ServiceandTW@d

Studentalyoll Lgin Pocedes
Eah emplgee isesponsile for logging in to wrk. Failue to do this mar than
twice my result in a disciplinaaction*SeeTime Pocessing System orxhe

page.

The emplgee can owllag in if they meet thedllowing criteria:
e They ae a maiculded studenttaCCSU
e They ae on a cuent aea shedule
« They ae acting as a substitute within theister
« They do not hee ary steduled lasses
(NOTE: The pogram can detetine ¢ass dwedule3

New Employees:It takes 4 to 6 weks to&ceie your first hed.

http://stdctr.ccsu.edu9



Time Processing System

» Area Manger will assign andremdule empiees
» Upon arival to vork, you will died in & the Informaion Desk with
either the tendant or CM on dutyThey will lag you into our
intemal \erificaion system.
« When pu hae completedour shift,sign out aithe Information
Desk.
o NOTE: THIS DOES NOT TAKE THE PLACE OFYOU
ENTERING AND SUBMITTING ALL YOUR HOURS INTO
YOUR ACCOUNT ON YOUR TIME SHEET ON PIPELINE!

0 TO SUBMIT YOUR TIME SHEET :
« CREATE AN INDIVIDU AL TIME SHEET FOR EAH PAYPERIOD
Log in toTPS *(see Uwérsity instuctions)To Access TPS:
-Navigate tohttp://www.ccsu.edwith your Intenet bowser ofchoice
-Clik on the Centl Pipeline linkhen Iay in with pur Pipeline useame and
pass/ord.
-You will automtically come to tha&VelcomerTab.
- UnderWeb Sevices on the left-hand sidilcon TPS (Time Processing
System),andenter yur desigrtad usemame and passrd in the Lg In sceen.
- Once wpu ae lgeed in,click onNew Time Sheet in the pge tha follows
choose the@proprigde End Dae, and dick contirue Then enter the totaum-
ber of hours worked fr all shifts during the paeriod gu ae submittingdr.
- Finaly, dick on Submit for Approval, or, Save as a Daft if you ae not ea/
to submit et.
« We ound to the quaerhour
0 1 quater hour = .25 howsr
o 1 halfhour = .50 hows
0 3 quaters hour = .75 howr
» Times should be daed day after edtshift.
0 S&e as a @ft = saed,but can be edited
0 Submit = sendingrfal timesheet to supégor
« At the end ofthe pg periodsdedules should bevieved and
submitted fp 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 eviewed ly your direct superisor, you will be notiid if there ae
ary discepancies befe the supaisor conirms tha pay period deedule
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Disciplinary Procedures

Because the Student Centegmm is a delopmental ogram;we want yu to
succeed.
Our emplgees canxpect:

To be inbrmed if you ae not perbrming up to standdr

To be inbrmed ag time pu ae povided a writtenvaludion.

To be gren timegy informaion and 6llow-up

To see gur pesonal fle & ary time

To discuss anof your concems with the dculty member ofour doice
concening ay pesonnel issues

To be ganted a meeting with theamanger, intem and direct supesor.

Violations Procedure

Ead violdion tha constitutes as &mbal vaming and/or written awming will be eviewed
by a Student Cent&dministetive Faculty member

Examples of Valid Reasons or Intent to Terminate

Giving avay free serices or cash without authotiaa

Theft of ary kind

Consuming alcoholhite on duty or coming toork intaxicaed
Being under the ilnience ofnonprescription dugs

Repeded incidents afteeviev

Logging in/not working;i.e, going to ¢tassgetc

http://stdctr.ccsu.edu 1



Employment Policies and Practices

Personnel Files

A file is estalished 6r eab emplgee upon hiringead file indudes:
* Applicdion

 Current adiress and phonaimber (pemanent and local)

* Signed empjonent contact

» Perbrmance Ealuaions

» Recanition(s)

* Attendance imfrmation

« Any written commnicaion regarding emplgment and pesfmance
* You will be notied of ary adlitions to pur file

Work Sdchedules

Employees will assist in caimging aea shedulesOnce shedules @ confrmed,you will be
held accountde for cosering wur shift.

Hours

You ma not work more than seen and one halfiours (7.5) in anone shift without taking an
unpaid one halfiour (30 miates) ér a meal @ak.This meansou need tolodk out and then
clock back in.

If you work over four hous, You ae eligilke for a paid 15 mirte beak.
Please $edule beaks withqur dilect superisor

You ae not allaved to vork more than 40 hosgrfor ary two-week pg periodexduding
“break”weekslf you ae in dangr of going oser 40 hous, please se@yr supevisor immedi
aely.

lliness/P ersonal Emeigencies

If you ae unéle to caer your shift due to an illness or g@nal emeeng, we ask thiayou
arang@ to hae a substitute wer for wu. You nust PERSOMLLY
telephone and speak DIRECYLto one ofthe Pbllowing as soon as podsijlibut no lder than
one hour bedre your stieduled shift to iokm them ofyour illness

Fill in with yur pesonal inbrmation
Gradu#e Inten:
Phone Number
Faculty Supeisor.
Phone Number

Substitutions

Substitutions arony allaved flom the tained stdfin YOUR aea,unless pproved ty your
supevisor You will be gien a telphone list offellov emplyees gu my call.Plan ahead!
Uncovered shifts do not see our missiorlJnexplaineduncovered shifts will constitute a missed
shift and a missed shiftrin will be aded to pur file
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Employment Policies and Practices

Attendance

Attendance will beshkt by your direct superisor Perfect and god dtendance
will be aknowledged.Excessie dsenteeism or @iness will be documented ang head to dis
missal or nomneval of appointment.

Area Meetings

Ead sewice aea will hold egular stdf meetings Eadh meeting alles yu the
oppottunity to stg informed and contrilte to impoving the sefice aea in viiich you work.
Attendancetahese meetings is matuagl! If you miss a meetingly must discussoyir dsence

with your supevisor Missing an aa meeting constitutes a missed shift and will be documented
in your file. Urgent situions ma call 6r emegeng meetingsyou will be compentd when

you datend meeting@\ll meeting times should beflected in gur aea shedule

In-Service/T rainings

The pupose ofthese taining sessions is tegstudent empjees an opptunity to acque \ar
ious skills and touild relgionships with student stathat work in other agas ofthe Student
Center Training sessionaly induding subjectsud as customer séce resume bilding or
team hilding Attendance isequied & All Employee Training Dgs and dr & least one In-
Sevice edt semesterYou will be compental when pu dtend taining sessionkook for
notices in the gmtment nevsletter and speciabpnotional lers for information.

Eating or Drinking While On Duty

We ask thiayou confne ood to the cafterialf a student empjee has bécto bak dasses
before ariving for work, a light efreshment will be peitted.Howe\er, those werking long shifts
will be gien specit time to etheir mealNo one should bdacked in br meals\We adise pee
ple not to hee a beerage or Hod near computerShould a student empde spill one’food or
drink and dange the computer th@eison will be held lide for the damge.

Studying While On Duty

Please stydd home or aithe libary, not while you ae hee to povide a sefice

Personal Calls anadVisitors While On Duty

To provide quality and fidient serice Student Center phone® do be usedf business ol
Under NO cicumstances shouldw hae ary nonemplgee behind the counter gbur work
area.Visitors and cell phone use should && ko a signi€ant minimm. If an emegeng aris
es please se@yr dilect superisor so thewe can accomotiayou.

Name Tags
You ae supplied with a pmnal name ¢p for your aea. You MUST wear it
wheneer you ae on dutyWe sugest thayou kee it in your sevice aea.

Phone Etiquette
All telephone calls should be argd:“Hello, this is the Student Centeliay | help pu?”

http://stdctr.ccsu.edu 13



Employment Policies and Practices

Providing Quality Sewice
Providing quality seice to the gaons of the dgartment is oufTOP priority Your position is
extremey impotant in maintaining our oagg commitment to quality s&e

Here ae some ways in vhich you can contribte to quality seice:

« Welcome eeryone with a smile

* Be knavledgdle dout your joh your sevice aea,the dpatment and its
facilitiesNever sg “I don't knav.” Try and ind out.

Tred eab customenrxacty the vay you want to be teaed.

Be a poblem soler for the customer

Tale pride in \Wwa you do

Offer ideassolutions and sggstions ér imprmoving customer sece

Other Opportunities
You my also gt involved in special pjects outside ofour sevice aea.lf you ae inteested in
a special piect,talk with ypur supevisor to gt moe informaion.

There ae often wlunteer gperiencesvaildle thiough the Student Union Bdaof Govemors
(SUBOG) and CerafActivities Netwrk (CAN).Contact thelmaipeison of SUBOG or the s
ident of CAN for more speci€ informaion aout eab aea.

We often plan adfities br the entie Student Center dtad enjg. Look for notices in the geut-
ment nevsletter and speciabpnotional kers.

Opertion Mangers and Center Magers ae enplled in our J.A.R. Leadeship and
Managgement Pogram.To assistgu, major leadship oppotunities should bepproved ty your
supevisor

Leaving Employment

Should gu decide to [ea your position during the semester expect thayou will povide yur
supevisor with a mininam of seven (7) dgsWRITTEN notice so thglans can be mads han
dling the wrk and obtaining agplacement.

Exit Inter view
Prior to dparture we ask thiayou assist usytpaticipding in an git intewiew with your supevi-
sor. This will help us to better seremplgees in the futer

Student Center Unibrm Policy

The gpropriae dess tire is equied & all times as student emyaes epresent the Urersity
and the Student Center to allitsfpdrons and visitar Therefore,all Student Center emydes
should bllow their aea spediaions tut should bide ly the werall poliy staed belav as well.
Area supefisols mg ask student emphkes to €tum home to bang into propride dtire tha
abides ly the Student Centetinibrm polig/ bebre retuming to vork. Student Center empees
are to bllow the bllowing standais:

o Clean and unwrinkletbthing

0 Gaments st be fee ofteas and holes .

o Approprige footwear as déefed ly your work area nust be wrn & all times

o No wind pants ongedpants )

o Shots can be no merthan thee inbes aove the knegnot for business casual or higbfifr eents)
o Personal fgiene is a ust

o No has _

o Nametgs nust be wrn & all time

Failue to &ide ly the Student Center Umiin Rolicy will esult in a corersaion with yur aea
supevisor and a student gennel noticgContinued on net page)
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Employment Policies and Practices

Individual Area Uniform Policies
BREAKERSGAME RooM SraFF/A CCOUNTABILITY PERSON

All staf should vear their Student Center $fdlo while on shift and adheto the serall unibrm
policy

CENTER MANAGERS

=At no time should a Center Mgeabe wearing jeans or shsr
Nomal Vérk Days

During nomal huilding hous the Center Magear Uniorm Rolicy will be thedllowing:

o Student Center Stdfolo or Button Daevn Student Center shir

o Khaki or Dess Bnts/Skit tha follow the averall Unibrm Rolicy

o Student Center Namgtataced athe top oftheir laryard or on their collar so their namelé&ae
ly visibe.

o Closed-toed shoesaequied — no lip flops or sandals

High Pofile Events

During high pofile dgs the Center Maigar Uniform Rolicy will be thedllowing:

0 Button Davn Student Center Sthir

o Khaki or Dess Bnts/Skit tha follow the aerall Uniform Rolicy

o Student Center Namgtataded &the top oftheir laryard or on their collar so their namelésae
ly visile.

o Closed-toed shoesaequied — no lip flops or sandals

EVENT/D ANCE CREW

o Student Center Stdolo

o Khaki or Dess Bnts/Skit tha follow the averall Unibrm Rolicy
o Closed-toed shoesaequied — no lip flops or sandals
GRAPHIC/W EBI TW@C STAFF

o Student Center Stdfolo
0 Shots/Pants/Skit of any mderial or &bric as long as thdollow the werall Uniform Rolicy

http://stdctr.ccsu.edu 15



Employment Policies and Practices

INFORMATION DESK & RECEPTION DESK
Nomal Days

o Student Center Stdolo or Long Sleed Plo shit
o rans or another pants thdollow the aerall Uniform Rolicy

Business Casual or HigiteHtvent Days

0 Student Center Stdfolo or Long Sleed Plo shit
o Khaki or Dess Bnts/Skit that follow the werall Uniform Rolicy

SFETUP CREW

Nomal Days

o Student Center Stdfolo

0 Xrans a accpteble

o Closed-toed shoesaequied — no lip flops or sandals
o Gloves eyewar and lifting beltseapiovided if needed.
Business Casual or HigiteHevent Days

o Student Center Stdfolo

o Khaki pants thdollows the gerall unibrm polig.

o Closed-toed shoegaequied — no lip flops or sandals
o Gloves eyewar and lifting beltseapiovided if needed

TECH SERVICES

Maintenance Hoarand Nomal Shifts (without an *):

o Student Center Stdfolo or Student Center Button ®o shit
o rans or another pants thdollow the aerall Uniform Rolicy

o Closed-toed shoesaequied — no lip flops or sandals
Business Casual or Higlofite Events (with one or wwv*):

0 Student Center Stdfolo or Student Center Button Wo shit
o Khaki or Dess Bnts/Skit tha follow the averall Unibrm Rolicy

o Closed-toed shoesaequied — no lip flops or sandals

**Winter and Summer &akAttire is subject tohang**
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Conditions of Employment

Grade Point Average Policy

The Student Centezalizs the impdance ofacademic aevement and ges students
to strive for academicxeellence in their studidecoding to Unversity polig, all students arexpected to
maintain a cuualaive GFA of 2.00 or higher to be in Good Standiigstudents Wwo fall belov a 2.00 will
receve notifcaion of either an academicaming or pending dismissabrr the Rgistiar's Ofice
Consequentla mininum cunulaive GRA of 2.00 is equied br both gplicdion and contined emplg-
ment in the degatment.If you ae a frst-year or tansér studentyour GRA will be based orowr first full
semestertaCCSU

If after yu ae hied,your semester G¥falls belar a 2.00the Pllowing will hapen:
1. To suppot you with ypur academicsou will eceve a letter fsm your direct superisor outlining
resouces thaare aaildle to yu, so tha you can seek out help as need be
2. If you progressiely incease qur semester @R you mg remain in emplonent ér up to tvo semes
ters,if you ae in god academic standing andryoverall GRA does notdill belev 2.00Employment or
your thid semester will bevieved ly your ditect superisor

If your cunulative GFA falls belar a 2.00you will be ineligile to work per the Uniersitys Good
Standing 8licy. Your direct superisor will contactgu to adise pu of this
* For ma infenation about the vehsity’ Good StandingligP visit the fife ofReistres’ wbsite at
htip://wwwecsu.edeistrar/Blicies/Good_ Stanlfimg

Performance E\aluations

Evaludions ae used to encoage emplgees to better their skills and to commend #esan
which thg hare excelled Approading the midle of every semesteyour aea manger, intem
and diect superisor will hold a pvete meeting withou where your perbrmance will be dis
cussed along thelliowing guidelines:

» Sevice Skills

e Team Skills

» Autonomous Skills
» Responsibility Skills

Ongoing Employment
Once selected as an egpdoofthe dpaitment,you will be gien the oppdunity to etun to
your curent position orequest to ansér to another aa,providing yu hae met thedllowing
requiements:
* Are a maiculded studenttaCCSU
» Completion oftraining
» Maintenance dofdisfactol or better pedrmance assessments omsho
contiruous impovement
* Maintenance od 2.0 cumlaive GFA on a 4.0 scale
Submission o& written e-gplicdion letter to gur supevisor (yu will be povided
a letter ofintent eale semester)

Exam Week

Employment contines though fnal eaminéions Sdeduling will be subject to
modificaion based upon pewnal gam shedulesHowe\er, all emplgees mst vork. All sevic-
es will be opetional during xxam veek.Sheduling will be detained by the immedeasuper
visor prior to gam veek.

Inclement Weather

In the event of indement waher, emplgee &endance isequied unless otherwise nisdf.
Information recarding sbeduled eents br the dg in question anagular serices will be post
ed on the Center Mage wicemailwhich is (860) 832-1969.
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Student Union Board of Govemors

The Student Union Bahof Govemors (SUBOG) is a studefagcultystaf
and alumni @anizdion tha advises the Dgatments ofThe Student Center
and StudenActivities/Leadeship Development in caying out their missions
on campus

Graduate Intemship Program

The Degpatments ofStudentActivities/Leadeship Development and he Student Center co-
administer a tw+year Gaduge Intenship Pogram br training pofessionals in the student
actvities/college union feld.While completing theirgdu#e requiementsintems spend one of
the two yeas in the pogram as stéfof eat dgpatment seve in an adsory ple to student
clubs and gganizéions and the CerafActivities Netwrk and supetise student emplees

CAN is a wlunteer studentrgup tha plans pro-
motesand poduces manprograms and acfities
for the campus commity If interested in joining
CAN, stop ly Room 205 or call 832-367Bhe
CAN Office is loded in Rom 205jn the Student
Center

StudentGroup s

The Student Center is home to enthan just SUBOGelded oganizéions Housed in the
Student Centeoy will ind a mmber ofdifferent oganizdions all designed to serthe CCSU
comnunity The bllowing goups ag open to all studenBStudent Center emptes should be
accustomed tooaking with thesergups

¢ Student GeemmentAssocition (SGA) Room 211
e The Recoder Room 107
« WFCS 107.7 Room 108
¢ PRIDE (GLBT Oganizéion) Room 209
e Blak Student Union (BSU) Room 210
e Lain American Student Qeanizéion Room 205
* Mosaic Center Room 205
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Stdet  Actviies / Leadership Development

Club Fair

The Degpatment of StudentActivities/Leadeship Derelopment (SA/LD) collaorates
with studentsstudent aganizaéions and dfiliated campus gatments to adse and @sent
eductonal,recedional,socialand cultual oppotunities

Student aatities pogramming is a vital gasf the edudional experience Every
full-time unversity student is téred our dpatmental sesices Ead peson mg patake as a
paticipant/planner or an audience/obsar

It is a major function athis ofice to bster oppadunities vinere students arencour
aged to eperience ne things as @l as think “out othe ba” These setices a ofered
through a ariety ofprograms anderues sut as wrkshopsseminas, socialsand instuction.
Our primay functions inlcde aglising program planning andstal suppar All of our facut
ty, staf, and intens ae aaildle for consultdon to help daieve activity gals hex @ CCSU
SAJ/LD is locded on the secondbbr of the Student CentdRoom 201the main phoneum+
ber is (860) 832-1990.
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Miscellaneous Information

Banking

There ae two automsed teller mdgnes
One is locted in thewillard/DiLor eto pak-

Office in Daidson Hall Rom 103the
Library Ciculaion Desk or the Urersity
Police D@atment.Lost IDs ae retumed to

ing lot and one is outside the Student Cente|Ihe Cad Office locéed in the Student Center

near the booksterSevice is povided
throughAchieve Financial @dit Union.The
madine acgets most aa bank cds for
withdrawals ony. A brand office is locd in

the Student Center or call 1-888-242-2600.

Study Areas

Studentsfavorite stug aeas inlude the
Library, first floor lokby of DiLoreto Hall,a
small windaed loung on the secondiobr
of MarcusWhite Hall,and the loung space
in the Student Center

Copy Machines

Copy and ending maunes can befind in
the DiLorto lokby,the Libiary, the
Computer Lb and on the 1st and 2riddrs
of the Student Center

Fax Machines

A fax mahine br geneal use can bednd
a the Informaion Desk in the Student
CenterFax line is (860) 832-19Fes &
minimal br both sending an@ceving

Word Processos

Both PCs anépple computer ae aaildle
for use  all in the Mi@computer L
(MarcusWhite).A Bluenet ID account is
requied or entry. Wd and E-mail arksta
tions ae also aildle in the Student Center

Lost and Found

Che for lost itemstahe Informaion Desk
in the Student Centéhe Studenfffairs

Student ID Cads

You ae requied to cary your ID a all times
and nust shav it when equestedyb
University staf membes in

performance oftheir dutiesComplete irdr-
mation éout ID cads can bedund in the
CCSU Student Handboalka Surival
Guide on the veb, & http://www.ccsu.edu

Central Pipeline Locdions

They ae locéed & the main enemce of
Kaiserthe south side ofopenicusin the
Student Center near thednhaion Desk,n
Davidsonthe secondldor in Banad, the
secondIbor of the Libary Entrancethe
first and seconddors of Memorial Hallthe
secondlbor of Diloretg and theifst and
secondlbor of Vance Academic Center

Card Value Centes

They ae locéed in the Libay net to the
Reseve Room,in MarcusWhite the Plice
Stdion, the Student Center near the
Informaion Desk and near the Bookstor
entance b the estroomsand in Sheridan
Hall Lokby.
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Undicel Academic Calendar 2006 - 2007

See Unversity Site alendar/getault.ntm Tor the most curent version.

January

22 Classes lgin 8 a.mLast dg for full-time students to withalv with 100% efund

22-29  Add/Dr op Reriod

29 Last dg to dang from pat-time to full-time stas;Last d& for pat-time students to
withdraw with 100%efund

30-12 Full-time studentsyntBop couses It cannot dop belav full-time sttus (need De&n

gpproval)

February

5 Last dg for full-time students to withalv with 60% efund;Last dg to diop first eight-
week cowses

9 Last dg to dhang from full-time to part-time dtes

12 Last dg to detare Rass/Rail andAudit optionsiast dg for pat-time students to with
draw with 50% efund

13 Withdrawal from couses withoutproval."W" will be entezd.No pemission

to go belav full-time staus equied
16-19 Presidents' HoligaBreak-No Classes

20 Last dg to withdawal from first eight-wek cowses withoutproval."W" will be entezd,;

Last dg for full-time students wadthdraw with 40% efund

March

1 Final dg for gaduge students topply for May/A ugust 2007rgdudion (Gradude
Studies)

16 Midtem; Last dg to withdew from full-semester caes without@proval."W" will be

enteed;First eight-wek cowes end
19-25 Spring Rcess- No Classes

26 Classesesume 8 a.nSecond eighteek couses bgin

April

6-7 Good Fiday (A Dy of Reflection)-No Classes

9 Last dg to diop second eightegk cowses

17 Final submission dfhesis to Gaduge Studies

21 Last dg to withdaw from second-eightegk cowses withoutggproval."W" will be
enteed

23 Last dg for full-time students to withalv from the Uniersity

28 Final dg for undegraduges to aply for May 2008 gadudion (Registiar's Ofice)

May

9 Day dasses end

10-11 Reading Dgs (No Classesiale-up dg if needed)
14-19  Final Exams

19 Semester end¥nal dg of Sdurday dasses

19 Commencement

2007 Summer Session

May 29 First five-week session gies;Eight-week session gms
June 28 First five-week session ends

Jly 2 Secondife-week session gims

4 Independence Da- No Classes
19 Eight-week session ends
August 2Secondife-week session ends
6 Three-veek post sessiongies
23 Three-veek post session ends
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Hours of Operation

These hours subject to change without notice.

Student Center
Monda - Riday 7:00AM - 11:00 PM
Séurday & Sunda 9:00AM - 11:00 PM

Student Cente{Winter/Spring/Summer Bxak)

Mondgy - Fiday 7:00AM - 5:00 PM
Sdurday & Sunda Closed
Bookstore

Monda - Thursdy 9:00AM - 7:00 PM
Friday 9:00AM - 4:00 PM
Séurday 11:00AM - 3:00 PM
Sundg Closed
Breakers

Mondg - Riday 9:.00AM - 11:00 PM
Saurday & Sunda Noon - 11:00 PM
CENtix

Mondg - Riday 9:.00AM - 10:45 PM
Saurday & Sundp 9:00AM - 10:45 PM
Central Resewations Office

Monda - Riday 8:30AM - 4:30 PM
Séurday & Sunda Closed
Information Desk

Mondgy - Fiday 7:00AM - 11:00 PM
Saurday & Sunda 9:.00AM - 11:00 PM
E-mail Stations

Mondgy - Fiday 7:00AM - 10:45 PM
Saurday & Sunda 9:00AM - 10:45 PM
TV Lounges

Mondgy - Fiday 7:00AM - 10:45 PM
Saurday & Sundga 9:00AM - 10:45 PM
Mail Boxes

Mondg - Riday 7:00AM - 10:45 PM
Saurday & Sunda 9:00AM - 10:45 PM
Ruthe BoyeaWomen's Center

Monda - Riday 9:00AM - 6:00 PM
Séaurday & Sunda Closed
Card Office

Monda -Wednesda 9:00AM - 5:00 PM
Thursdy 9:00AM - 7:00 PM
Friday 9:00AM - 4:00 PM
Saurday & Sunda Closed

Achieve Financial Cedit Union

MWF 9:00AM - 4:00 PM
Tuesdg 10:00AM - 4:00 PM
Thursdy 9:00AM - 5:00 PM
Saurday & Sunda Closed

SODEXHO

HOURS OF OPERATION
North Dining
(Breakast)
Monda - Riday 7:30AM - 11:00AM
Saurday - Sunda Closed
(Lund)
Mondg - Riday 11:00AM - 1:30 PM
Saurday - Sunda Closed
(Dinner)
Monda - Thursdy 4:30 PM - 7:30 PM
Friday 4:30 PM-6:30 PM
Saurday - Sunda Closed
South Dining
(Lund)
Mondg - Fiday 11:30AM - 2:00 PM
Saurday - Sunda(Biund) 10:30AM - 2:00 PM
(Late Lunty
Monda - Thursdy 2:00 PM - 4:30 PM
Friday 11:30 PM - 4:00 PM
(Dinner)
Monda - Thursdg 5:00 PM - 7:30 PM
Friday and Sarday 4:30 PM - 6:30 PM
Sundg 4:30 PM - 7:00 PM
(Lee Dinner)

Monda - Thursdg 7:30 PM - 9:00 PM
CONN-ections

Food to Go thu the Nutmg Dining Rom

Monda -Thursdy 5:30 PM - 6:30 PM

(Meal Plan and Blue-Chip @nl
Elihu Burritt Libr ary

Jazzmaris

Monda - Thursdy 11:00AM-10:00PM
Friday 8:00AM - 2:30 PM
Student Center Dining

Sandelles

Monda - Thursdy 11:00AM-6:00 PM
Friday 11:00AM - 2:00PM
Grill

Monda - Thursdy 10:00AM - 6:00PM
Friday 7:30AM - 2:00 PM
Starhucks

Monda - Thursdy 7:30AM - 10:00PM
Friday 7:30AM - 3:00 PM
Pandini's

Monda - Thursdy 11:00AM-10:00PM
Friday 11:00AM - 2:00PM
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Other Phone Numbers

RS T Yo o 1S 832-1979
Achieve Financial @it UNION ..ot e et e e e e e e e e e eabaeees 1-888-242-2600
2T I CT= 11 1=, 2 SO PPPTOTTRR 4-4655
[ LTSI AT a1 =T = o Yo 1 o 832-1978
2 ToTe] 1 (o] I O N T A . VGO T RPN 832-2665
LS STz 17 832-1988
2351 832-3748
(0 T 1| o T RIS} 7 PP PPPPPSRRR 832-1935
Campus BliCe (GENE BUSINESS) .iiouiiiiiiiiiiiieee ittt e e e e e e e et e e e e e et e e e e e et e e e eeattn s aeaaans 832-2375
Caopital Cleaning Custodial CONBTIOL. ..........iiiiiiiiiie et e e e e s e e e s 832-0747

(OF=1 o IR @ 11 To7 =T 832-2140
(6102510 B O] o] o] TSP PT U PP T TPPPTPPPTRPPN 0
CeNLEE MANGEE  STHON. ... e 832-1969
(OF=T 0] 0= AN YL LTSRN N L= 1 v 832-3678

(08 =\ 1 G = To T @ ) 1 To PO STRUPPORN 832-1989
(8 [oTa 2 K011 =T S = o Yo Tt o 832-1977
DeSteinis Ken; ReCRAION  COOMINAON ...........coiiiieeeeee ettt ettt see s esre e 832-3732.........

[ DY Y A 1 832-0441
[ Y (0 o (=] o) A O =T o (= PR 832-1967
[ N L] T4 g aF ([0 N Ty 832-1971

[ oToTo BT/ [l ST PTRPPT 832-3765
(LRY Ko g F= LTeY N L= 832-1970
[N S @ T @ o7 = 832-2340
117 = L = oY o o T 832-2528
1Y o 1oY= Lo @7 o] 110 011 (=T PSR 832-1993
(@] o1=Y = [ o IS Y =TT (= G @ ) o =SS UOPPPPPPRRN 832-1968

[ 1 PPN 832-3545
[ T o0 = N 832-3744
Ruthe BgeaWomers CenterColhina Bovin, JACQUENNE..........cccviiiiiiiiiiie e 832-1655

Scala, Mandi; Program ASSIStant — GCIREION........ccoiiiii i 832-3732

StUAENT GOEMIMENT ASSOCIHON. ... .ieiuiiiiiite ettt e e ettt e et e e ettt e e e et e e e et e e e e st e e eeateeeeatn e sstanaesssaaerssaaesesaeeesrans 832-3740

ST a1 LV = o 1= 832-3333
LAY 2 S O T PP 832-3751
[y 1 1=T (o 1= [0 PR 911
(€] = Vo [T TSI 1 =Y o TP 982-8668
N oF T gL o LI o Vi 1T (YU UU U TUPPUPRTPN 982-8604
TIffany MOTO SIMPSON. ...ttt et e e e sttt e e sttt e e ea bt e e e beeeeas bt e e enteeeeenbeeeanteeesseeeesnneeeanneeenans 982-8964
[ 11 )V = o1 = PPN 982-8794
T a 1T BT Y T T © )« £ PSSP 982-4404
Popular Deliveries

EImess: Gred OaksS PizZzZa @BLAUBRNT.............uuiiiiiiiiiiie ettt e e ee e e e e e e ee e e e e e e et eaeeeeeastaaeeeeseasaeaeesesnrans 225-7881

L= o] o 11 o PPN 229-1156
HONG KONG (CRINESE)...iiiiiiiiiiiiiiiteeeeeee ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e ee e 225-8799
100 011 a0 1= 225-6644
TONY'S CONMIAI PIZZA... ...ttt et oo oo oo oo oottt e e e e et e e e e e e e eeeees 225-5625
10 111U 667-1733
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People to Know

Student Center Opegtions - 832-1960

Shari Cook
Cooks@ccsu.edu
Resevaions Ofice Assistant
832-1986

Christine Girouard
st_giouadc@mail.ccsu.edu
Graduége Inten
832-1961

Melissa Arroyo
st_aroyom@mail.ccsu.edu
Graduge Inten
832-1962

Ruby Blackmon
Bla&monmul@ccsu.edu
Processingednician
832-1980

Fabian Amuso
AmusoBh@ccsu.edu
Generallrades\Norker
832-1983

Wayne “Otis” Mamed
Mamed@ccsu.edu
Interim Director
832-1984

Melvin Ortiz
Ortizm@ccsu.edu
Maintainer
832-1983

Central Resewations Office - 832-1964

Tif fany Moffo Simpson
Moffot@ccsu.edu
Assistant D&ctor

832-1972

Lina Macedo
st_macedol@mail.ccsu.edu
Graduée Inten
832-1963

Marcia Gallo
Gallo@ccsu.edu
Business Mager
832-1985

Kathy Poirier
Poirier@ccsu.edu
Interim Associte Director
832-1982

Joanne Rafferty
Raffertyj@ccsu.edu
Assistant Diector

832-1974

Maureen Zukowski
Zukowski@ccsu.edu
Administetive Assistant
832-1976

Stephanie Wanat
Wandstl@ccsu.edu
Cental Resevaions Coopettive
Educdion Student
832-1964
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People to Know

Student Activities / Leadership Development

Pat Anderson
Andesonp@ccsu.edu
Depatment Se@atay

832-1990

Kevin Croke
st_cokelep@ccsu.edu
ProgramAssistant
832-1996

Scott Hazan
hazanscz@ccsu.edu
Assistant D&ctor
832-1992

Chamagne Brooks
Brooksc@ccsu.edu
SA/LD Secetay
Student Geemment
Assocition
832-3740

Student Affairs

Dr. Margaret Toston
Tostonm@ccsu.edu
Vice Pesidentdr Studeniffairs
Davidson Hall
832-1602

Dr. Jane Higgins
Higginsj@ccsu.edu
AssistanVice Pesident/
Dean of Students
Davidson Hall
832-1606

Susan Sweney/
Sweeng@ccsu.edu
Interim Director
832-1991

Meghan Kenney
st_lkenngmel@ccsu.edu
ProgramAssistant
832-1994

Maria Garofalo
gamfalo_mal@ccsu.edu
ProgramAssistant
832-1995

Amanda ames
st jamesamm@ccsu.edu
Media Boat UniveristyAssistant
832-1998

Duane Oroske
Orlosle@ccsu.edu
Associte Dean ér Student
Affairs
Student Center
832-1973

Ramon Hernandez
hemande@ccsu.edu
Assistant Dearof Student
Affairs

Davidson Hall
832-1619
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