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College of Veterinary Medicine 

Student Employee Guidelines 
Revised: August 2013 

 

Welcome to the College of Veterinary Medicine! 

We hope you enjoy your position here in the College and that the skills and 

experience you obtain will provide a supplement to your academic experience here 

at The Ohio State University. 

We feel very strongly that our student employees provide value to our college for 

the following reasons: 

 Student employees are the face of the University!  

 Student employees know what students feel and need better than 

anyone! 

 Student employees are dedicated and energetic and represent our college so well! 

Not “Just a Job” – Accountability & Reliability 

 The College of Veterinary Medicine relies heavily on and highly values its student workers.  Your first 

priority, of course is academics, but while you are work, you are expected to approach your job 

professionally and give 100%.  Just like any job, your part-time student job requires a commitment. 

 You are expected to be at your job when you are 

scheduled to work.  Do you best to give your 

supervisor as much advance notice as possible 

when you know you are going to be absent or 

late.  Ask your supervisor in advance about the 

“call-in” procedure. 

 TIP:  At the beginning of each semester, take a 

look at your class syllabi and think about your 

schoolwork in relation to your work schedule.  

Let your supervisor know well in advance if you 

think you’ll need to take some time off when 

you have tests scheduled or papers/projects due. 

 As a student employee, you may be expected to accept a variety of assignments.  These may include 

but are not limited to office tasks such as working on a pc, filing, checking reports, running errands to 

another university building and other special projects as assigned.  If you are employed in clinical and 

research areas of the college, you may be asked to provide technical support.  However, if at anytime, 
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you feel uncomfortable about performing a task, you should bring it up immediately with your 

supervisor and/or the Human Resources Professional in your department. 

 

 

Professionalism – Approach, Conduct & Appearance 

 
 Have a Positive Approach! 

 Your student job may not be the most exciting position, but it can still provide a good 

experience.  Think of the benefits – gaining work experience, earning some money, and having 

schedule flexibility and the convenience or working on campus. 

 Your job as a college student will form the foundation for your working life.  Even if the job is 

not related to your major or career goals, it will help you to learn about the work world and 

acquire general work skills that may be useful to your when you graduate. 

 Be enthusiastic about learning new tasks and/or taking on additional responsibilities.  View 

your job as an opportunity to learn new skills…you never know for sure what you will be doing 

after you graduate, and the skills you learn in your student job may come in handy!  

 
 Be a “team player”! 

 Most departments on campus require 

people to work together as a team; as a 

student worker, you are part of your 

departmental team. 

 In most cases, to perform your job, you’ll 

need to interact with other students and 

staff members.  Establishing a positive 

rapport with other students as well as 

your supervisor and departmental staff 

will facilitate these interactions. 

 
 Refrain from conducting personal business on the job 

 Personal business such as making personal phone calls, doing schoolwork, and browsing the 

internet – tends to detract from your productivity while at work.  Do not engage in personal 

business unless your supervisor gives your specific permission to do so. 

 Food, in general, should not be consumed in key positions that provide front line visitor 

and/or client interactions.  In addition, some clinical and research areas prohibit consumption 

of food  

 
 Keep casual conversation to a minimum 

 While it’s acceptable for you to talk with other students and/or departmental staff while 

working, keep in mind that your casual conversation can become distracting for you and/or 

others. 
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 Confidential Information is Just That Confidential! 

 In the course of your work, you may be asked to work with confidential information about 

patients, clients, faculty, staff, and other materials. You are prohibited from discussing 

confidential information to anyone other than those people for which it is necessary for you to 

perform your duties.   Discussing confidential information both inside and outside of the 

University for reasons other than in the course of your duties, will result in immediate 

dismissal. 

 Dress appropriately for your department 

 Not all departments have formalized dress codes, but the college has standards of dress that 

even students need to abide by.   

 If you work in the Veterinary Medical Center, you will be required to follow their dress code 

policy.  See the HR Manager in the Veterinary Medical Center for a copy of the policy. 

 Avoid wearing: 

 Clothing with controversial, sexual or explicit messages, other university logos, and/or 

images.  

 Revealing clothing/tank tops/muscle shirts – avoid clothing that reveals the skin 

between the top and the pants/shorts/skirt, bra straps, or cleavage  

 Mini skirts/shorts, noisy accessories or too much perfume/cologne 

 Flip flops, snow boots, high stiletto type heels 

 Clothing with rips, tears, slits, or stains 

 Hats, caps, and other head gear (unless required by the job) 

 

 

Taking Initiative – Going the Extra Mile 

 

 Don’t do just the “bare minimum” ….give 100%! 
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 Supervisors count on you to produce high-quality work.  You may be tired or stressed from 

school, but keep in mind that the work you do while at your student job reflects on you and 

your department as a whole. 

 

 

 

 Ask for more work 

 When you complete a task, don’t assume there is nothing else to do.  Always take the 

initiative and ask your supervisor if anything else needs to be done. 

 

   

Communication – Developing a Productive Relationship with Your Supervisor 

 

 Talk to your supervisor 

 Establishing and maintaining open lines of communication with your supervisor will help you 

feel more comfortable on the job. 

 Talk to your supervisor if you are 

feeling overwhelmed by your 

academics; supervisors understand 

that academics are  your first priority 

and are usually willing to decrease 

your  hours should a situation like this 

occur. 

 Ask for feedback about your work 

performance and be receptive to constructive criticism.  Keep in mind that student 

employment is a learning experience; you are not expected to be perfect. 

 

 Ask questions 

 Don’t hesitate to ask questions when you’re not sure how to do something or how to respond 

to a question.  In most cases, your supervisor would much rather have you ask questions that 

do a procedure incorrectly or give someone inaccurate information.  Asking questions also 

helps you build a knowledge base, thus ultimately helping your department. 

 

 

General Customer Service Tips & Techniques 

 

 Speak to customers in a mature, professional manner 

 Put yourself in the customer’s position.  Follow the Golden Rule (i.e. “Do unto others as you would 

have them do unto you”) 

 Have commonly used resources available (i.e. commonly requested phone numbers and/or 

information, etc.) 
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 Be accountable for customers you assist, whether on the phone or in person.  Example: if you tell a 

customer that you will call him/her back, be sure to follow through in a timely manner.  If you are 

unable to get back to the person during your shift, pass along the details of the situation to your 

supervisor, so he/she may follow up. 

 If you are dealing with a customer in person, be aware of your body language and “non-verbal 

communication”.  Make eye contact and act interested in the customer’s inquiry. 

 When speaking to customers outside of the university community, avoid lingo such as “CVM” or 

“VMC”. 

 If you don’t understand the customer’s question or situation, ask him/her questions to clarify your 

understanding….don’t make assumptions about what the customer is asking. 

 If you can’t answer the customer’s question or you are uncomfortable handling the situation, refer 

him/her to a staff member who is able to help.  Try to explain the situation as best you can to the 

person you’re referring the customer to, so the customer does not have to reiterate what he/she has 

already told you. 

 

Providing Customer Service on the Phone 

 

 Ask your supervisor if there is a specific protocol 

for answering phones in your department….and if 

so, use it.  Otherwise, answer the phone in a 

professional manner, identifying the name of the 

department as well as your name. 

 Find out the procedure for transferring calls to 

other staff members or to voicemail. 

 Speak clearly and at a normal volume and pace.  

Keep in mind that if a customer is a non-native 

English speaker, you may need to speak more 

slowly (but not more loudly!) 

 Use conversation cues – such as “yes”, “okay”, etc. – to let the customer know you’re paying attention 

to what he/she is saying. 

 If it’s going to take a while to resolve the customer’s issue/question, ask the customer whether he/she 

would prefer to hold or have you call him/her back with an answer.  If the customer is holding, do not 

keep him/her on hold for more than a minute or two.  If you are calling the customer back, tray to give 

him/her an approximate time frame in which to expect a response. 
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Dealing with Difficult Customer Service Situations 

 

 Listen patiently to the customer and allow him/her to “vent”. Angry or frustrated customer generally 

will not listen to or accept your response until they have had a chance to voice their concerns and 

frustrations. 

 Express empathy/regret 

 Don’t get defensive and don’t blame the customer.  The problem may be a result of something the 

customer did incorrectly, but blaming the customer will only exacerbate the situation. 

 Don’t argue with the customer.  If you have tried to resolve the situation and are not getting 

anywhere, refer the customer to your supervisor. 

 If possible, offer several ways of dealing with the problem at hand and allow the customer to choose a 

resolution. 

 Don’t make promises to customers unless you are absolutely certain you can deliver what’s been 

promised. 

 If the customer asks to speak to your supervisor or a manager, don’t take it personally; it’s natural for 

customer to want to confirm information with a manager-level staff member.  When this happens, 

simply ask your supervisor if he/she would like to speak to another staff member or leave his/her 

phone number for the supervisor to contact him/her later. 

 After dealing with the difficult situation or angry customer, it is advisable to inform your supervisor 

about the interaction, even if you feel that you handled it appropriately. 

 

Getting Paid  

 

 The College of Veterinary Medicine utilizes eTimesheet/Webclock to collect time from student 

employees.  You are responsible for tracking your hours and submitting the final etimesheet to your 

supervisor for approval on a weekly basis.  Failing to submit their timesheets each week by Monday at 

9:00 am may result in a delay in pay until the next pay period. 

 Due to payroll processing schedules, if you are a new student employee, you may have as much as a 

months delay before receiving your first check.  In addition, last checks will be paid at least two week 

after the last day worked. 

 You are strongly encouraged to sign up for direct deposit.  You can enroll for direct deposit 
one business day after your appointment has been entered into the Human Resource 
Information System (HRIS) by the department's human resources professional. You should 
have your account number(s) and corresponding routing number(s) handy before continuing. 
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You can enroll in Direct Deposit by going to http://hr.osu.edu and selecting the Employee Self-
Service module.  You will need your University username (name.#) and password to access the 
system.  

 Funds should be directly deposited into the requested account(s) within 1-2 pay periods. An e-mail 
notification will be sent to the lastname.#@osu.edu account (by default) regarding the change to your 
account. 

 You can view your paycheck stub in the Employee Self-Service module located at http://hr.osu.edu. 

 Students are limited to working a combined 28 hours per week for ALL jobs they hold on campus.  

Exceeding the combined 28 hours per week, may result in termination of employment. 

 TO DO: 

o Watch the eTimesheet Student Training Video (approximately 10 minutes) located at 

http://vet.osu.edu/etime.  If you work in the Veterinary Medical Center, you should watch the 

video on the WebClock, however, if you work for any other department, you should watch the 

video on eTimesheet. 

o Sign up for Direct Deposit at http://hr.osu.edu using the Employee Self-Service Module. 

Dismissal 

 

 The College may terminate your employment at any time.  Causes for dismissal may be, but are not 

limited to the following: 

 You fail to enroll for the current semester  

 Unacceptable performance 

 Excessive absenteeism and/or tardiness 

 Malicious behavior (this is cause for 

immediate dismissal and termination) 

 You are convicted of a criminal offense 

 There is a lack of available funding 
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