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TEMPORARY HOURLY STAFF HANDBOOK
Last Modified 2006-2007
Welcome to Grand Valley State Universitytc "Welcome to Grand Valley State University"
This handbook is designed to assist you in your role as a temporary hourly staff member.  If you have any questions regarding the material found in this booklet, please contact Human Resources at (616) 331-2215.  

The main campus is located near Allendale, midway between downtown Grand Rapids and Lake Michigan. Grand Valley’s 1,237 acre campus is designed to take advantage of the area’s scenic wooded ravines. A 230-foot pedestrian bridge, “Little Mac”, spans a 70-foot-deep ravine to connect the north and south sections of the campus. 

The Pew Campus in Grand Rapids is located just west of the Grand River on Fulton Street and includes the Richard M. DeVos Center, the Cook DeVos Center for Health Sciences, the L.V. Eberhard Center, the Keller Engineering Laboratories, the State Headquarters of the Michigan Small Business Technology and Development Center, WGVU/WGVS, and the Meijer Public Broadcasting Center.  

The University’s downtown living centers, Winter and Secchia Hall, can accommodate 370 residential students.  The Pew Campus offers a variety of undergraduate courses as well as majority of the University’s master degree courses. GVSU also offers courses on our Meijer Campus at 515 Waverly Road in Holland; in Muskegon at 221 South Quarterline Road on the campus of Muskegon Community College; and in Traverse City at 2200 Dendrinos Dr., Suite 200M. Muskegon is also the site for the Lake Michigan Center, home of the University’s Water Resources Institute, at 740 West Shoreline Drive and the Michigan Alternative and Renewable Energy Center (MAREC), at 200 Viridian Drive.

Employment Statustc "Employment Status"
Temporary hourly staff are employees appointed to part-time or full-time positions created for temporary purposes such as working on grants or contracts, filling in for regular staff who may be absent, completing specific projects, augmenting regular staff, and for other similar purposes. 

Appointments will be made for a limited and expressly stated term no longer than six months (consecutive or non-consecutive) and are not renewable without the written authorization of Human Resources.
Temporary hourly staff members are employed at the University on an at-will basis and have the right to terminate their employment at any time, with or without notice, for any or no reason.  Likewise, the University retains the same rights.  Nothing in University practice or policy should be construed to entitle a temporary hourly staff member to continuing employment, or employment for a specified amount of time.   

Conflict of Interest

Employment.  Appointment of any relative of an employee to a temporary hourly staff position must be approved by the president in advance of the appointment in order to insure that no conflicts of interest exist.
Required Forms For Employment

· Federal Withholding (W-4) Form
· State Withholding (MW-4) Form
· Employment Eligibility (I-9) Form

· Temporary Employee Information Sheet

· Employee Personnel Information Sheet

· GVSU Employment Application for Hourly Positions

All temporary hourly staff members are required to complete the above forms.  The tax forms can be found on the Human Resources website located at www.gvsu.edu/hro. First click on Forms, Employment, and then click on Tax Withholding Forms to find these forms.  If you live in the City of Grand Rapids, Muskegon, and Walker, you will also find the tax forms for these cities in the same location.  
By law, a properly completed Employment Eligibility (I-9) Form must be on file in Human Resources within the first three (3) days of employment. The Employment Eligibility (I-9) Form, Temporary Employee Information Sheet, and Employee Personnel Information Sheet can be found on the Human Resources website located at www.gvsu.edu/hro.  First click on Forms, Employment and then click on Employment Forms to find these forms.

The GVSU Employment Application for Hourly Positions can be found on the Human Resources website located at www.gvsu.edu/hro. First click on Forms, Employment, and then click on Employment Applications to find this form.

Please Note:   A work permit must be on file for employees under the age of 18 prior to the date the work assignment begins.
GENERAL INFORMATION
Equal Opportunity

Grand Valley State University is an affirmative action/equal opportunity institution.  It encourages diversity and provides equal opportunity in education, employment, all of its programs, and the use of its facilities.  It is committed to protecting the constitutional and statutory civil rights of persons connected with the University.

Unlawful acts of discrimination or harassment by members of the campus community are prohibited.  In addition, even if not illegal, acts are prohibited if they harass or discriminate against any University community member(s) through inappropriate limitation of access to, or participation in, educational, employment, athletic, social, cultural, or other University activities on the basis of age, color, disability, familial status, height, marital status, national origin, political affiliation, race, religion, sex/gender, sexual orientation, veteran status, or weight.  Limitations are lawful if they are:  directly related to a legitimate University purpose, required by law, lawfully required by a grant or contract between the University and the state or federal government, or addressing domestic partner benefits.

Discrimination

The University will not discriminate against any temporary hourly staff member in matters of employment, promotion, demotion and assignment because of race, creed, age, sex, non-disqualifying handicap, union membership, political affiliation, height, weights, marital status, or national origin as required by law.  The University will work to take all actions necessary to comply with all applicable laws, including as they apply to the matters of reasonable accommodation.

Anti-Harassment Policy 

The purpose of the anti-harassment policy is to maintain a positive work environment for employees and a climate conducive to learning for students.  The University, consistent with its policies and procedures, promotes institutional diversity by embracing such concepts as “affirmative action” and “equal opportunity” as a campus-wide strategy to provide equal access to opportunity.  The University’s commitment to non-discrimination is the foundation for such efforts.  This policy outlines expectations for institutional and individual conduct that apply to all University faculty and staff members.

Harassment on the basis of age, color, disability, familial status, height, marital status, national origin, political affiliation, race, religion, sex/gender, sexual orientation, veteran status, or weight is considered a violation of University policy.

The Policy contains a complaint procedure.  To file a complaint alleging an anti-harassment policy has been violated contact Human Resources. 

Copies of this policy are available at Human Resources in 140 Lake Michigan Hall.  You may also find a copy of this policy located on the Human Resource website at www.gvsu.edu/hro. Select the Policy and Procedures and then click on the Policies and Procedures link to find the Anti-Harassment Policy. 
Complaint Procedure

A temporary hourly staff member may file a complaint concerning an issue or incident within the University.  This process can not be used for issues related to terms and conditions of employment. To file a complaint call Human Resources, (616) 331-2215.

Obligations of Appointees

As the result of accepting a temporary hourly staff appointment, the recipient becomes obligated to comply with all policies and regulations of the University applicable to his/her position including those in effect at the time of his/her appointment and those duly adopted and issued thereafter.
Personnel Information
All personnel information and files maintained by Grand Valley State University are the confidential property of the University and are maintained in Human Resources.  Employees can expect that a right to a reasonable degree of privacy will be honored and that the confidential character of certain personnel data will be respected as such. Whenever possible, information released for public purposes shall be in a form, which will protect the anonymity of the individual.    All personnel information collected shall be pertinent to the needs of the University.  
Personnel File
Access to personnel files is limited to those persons responsible for personnel, the employee, and the employee's supervisor.  Personnel files for temporary hourly staff may include, but are not limited to, payroll information and documentations, records of employment actions and documentations, records required by federal, state and local law, employment applications, resumes, testing scores, reference check information, recommendations, interview comments, and such other information as may be needed from time to time.  

All personnel records of active employees will be retained for the length of the employee's service and thereafter in compliance with all applicable federal, state, and local laws. 

Employment Verificationstc "Identification Card"
The University will provide prospective employers with title, employment dates, and eligibility for rehire status only, unless the employee or former employee requests additional information.  The University will also respond to both verbal and written employment verifications as required by mortgage lenders, or pursuant to court requests. 
Identification Cardtc "Identification Card"
A valid identification card will be needed when using the recreation facilities, golf course, bus service, and when cashing checks.  An identification card is available in Human Resources upon request.  A library card can be issued after showing your identification card to the University library staff.
Working Hours
Working hours will vary according to the needs of the department where the temporary hourly staff member is hired to work.
Smoking Policy

Smoking is prohibited in GVSU buildings.  The complete smoking policy can be found on the Human Resources website located at www.gvsu.edu/hro.  First click on Policy and Procedures, Policies and Procedures, click on GVSU Procedure Manual, click on 500 Facilities, and then click on 514 No Smoking Policy.
Parking Permitstc "Parking Permits"
A parking permit/sticker will be issued after a temporary staff member position has been approved through Human Resources.  The parking permit/sticker will allow faculty and staff members to park in the faculty/staff parking lots.  Parking permits/stickers are valid on the main campus in Allendale and at the Pew Campus in Grand Rapids.  If assigned at one of GVSU’s other locations, parking arrangements or instructions will be given.
Keys

The issuing of keys must be authorized by an appointing officer/dean before they are issued to a temporary hourly staff member.  All keys and such equipment must be used only as authorized and must be returned to the University upon termination of employment or upon request.

Pay Schedule and Pay Check Distributiontc "Pay Schedule and Pay Check Distribution"
Paychecks shall be bi-weekly and available the middle of the second week following the close of the pay period.

Direct deposit is available at no cost for your convenience.  Your money will be in your account on payday and immediately available.  When you sign up for direct payroll deposit, you authorize the Payroll Office to deposit all or part of your pay automatically to your checking and/or savings account.  If all of your pay is direct deposited, on payday, instead of a check, an electronic statement will be emailed to you that shows your gross pay, deductions, net pay, etc.  The statement will be your notice of deposit.  
If you do not have your check direct deposited, it will be sent to a centralized location for the temporary staff member to pick up on pay day.
Holidays  tc "Holidays  "
Temporary hourly staff members are not eligible for holiday pay.   The following are the University’s holidays (usually the Friday proceeding any such holiday which falls on Saturday and the Monday following any such holiday which falls on Sunday):


*New Year’s Day



*Thanksgiving Day
*Day preceding New Year’s Day 

*Day following Thanksgiving Day

*Memorial Day



*Christmas Day
*Independence Day



*Day preceding Christmas Day

*Labor Day


Work on a Holiday

Temporary hourly staff members required to work on an approved calendar holiday will be compensated at their regular hourly rate for all hours worked on the holiday.

Overtime Pay

Temporary hourly staff members need prior approval from their supervisor before they work any overtime in order to receive overtime pay. 
Worker's Compensation

This policy covers all staff, including temporary hourly staff members, on the University payroll.  It will cover medical expenses and lost wages, according to the laws of the State of Michigan, incurred by staff members through injuries suffered while acting within the scope of their duties or performing services on behalf of or under the direction of the University. 

Work-related injuries must be reported to the supervisor and Human Resources immediately, regardless of the severity.  The injured individual and supervisor must complete a workers’ compensation injury report.  The form is available from Human Resources and is located on the Human Resources Website at www.gvsu.edu/hro. First click on Forms, Benefit Forms, click on the Worker’s Compensation Injury Report.    The form must be completed and returned to that office within 24 hours. 
More detailed instructions are outlined in Section 10.010 of the GVSU Procedures Manual, which can be found on the Human Resource website at www.gvsu.edu/hro.  Select the Policies and Procedures, click on GVSU Procedures Manual, click on 200 Human Resources, and then click on 207 Worker’s Compensation.  
Benefit Information

There are no health, disability, or retirement benefits associated with this type of position.

OPPORTUNITIES & PLACES OF INTEREST
Bus Service –
Go to www.gvsu.edu.  Go to Quick Links drop down menu, click on Bus Schedule, and then The Rapid bus website comes up.  A complete schedule of departure times and stop locations are located on The Rapid website. The Campus Connector provides easy and convenient transportation between the Pew campus and the Allendale campus. The Campus Connector runs Monday through Friday when classes are in session and only requires a valid University ID to use. There is also a Saturday and Sunday Schedule.  The Campus Connector makes six stops along Lake Michigan Drive throughout its route. A complete schedule of departure times and stop locations can be obtained in Allendale at 2020 Kirkhof, Information Desk and on the Pew Campus at the Security Office. In addition, schedules are available at the Student Services Centers on both the Allendale and Pew campuses. Any questions regarding the Campus Connector should be directed to the Pew Campus Operations Office at (616) 331-6700.

Department of Public Safety – Allendale Campustc "Department of Public Safety – Allendale Campus"
The Department of Public Safety is located in the Service Building, at the north end of the Allendale campus and operates 24 hours a day, seven days a week.  Students, faculty, or staff members may report incidents by calling GVSU’s Department of Public Safety Services at (616) 331-3255.  Medical, police, and fire emergencies may be reported by calling 911, or 9-911 if using a campus phone.  Public Safety Officers are dispatched by the Ottawa County Central Dispatch Authority (911) as well as through the Department of Public Safety Services Office.

tc ""
Pew Campus Security tc "Pew Campus Security "
Pew Campus Security is located on the first floor of the Eberhard Center and operates 24 hours a day, seven days a week.  Pew Campus Security can be reached anytime by calling (616) 331-6677. Students, faculty, or staff members may contact Pew Campus Security to report criminal incidents, request an escort, or make an inquiry regarding parking. Any medical, police, or fire emergencies may be reported by calling 911. The Security Office also maintains the lost and found for the Pew Campus. 
Additional Securitytc "Additional Security"
Muskegon Center: 
(231) 777-0315
Holland Campus:
(616) 355-1200


(Holland Police Department)

If an emergency situation arises, you may dial 911 for immediate assistance from any location.

Children's Center

Grand Valley recognizes that the large number of working parents with young children presents a need for reliable childcare.  The Children's Center is an attempt on the part of the University to meet that need at a nominal cost to those staff members (including temporary hourly staff members) who wish to use it.  Located on Campus Drive West, the Center is just west of Parking Lot H.  Programs are designed to help children age two and one-half to twelve in educational, social, psychological and physical development. Fees are reasonable and vary according to each child's attendance schedule.  Operating hours are 7:00 am to 9:00 pm, Monday through Thursday and 7:00 am to 6:00 pm Friday.  For further information, please call 895-4146.

Arts at Noon Series – Allendale Campustc "Lunchbreak Series – Allendale Campus"
The Arts at Noon Series features professional level music, theater, and dance performances. Events are held in either the Louis Armstrong Theater in the Performing Arts Center or in the Cook-DeWitt Center.  Both are located on the Allendale campus.  All events begin at 12:00 pm and are approximately 50 minutes in length with free admission to the general public.   A new schedule of events is published at the beginning of each school year and can be obtained from the Music Department, 1300 Performing Arts Center. 
University Bookstore - Allendale Campus
(Located on the main level of the Kirkhof Center)

Open 8:00 am – 6:00 pm Monday through Thursday; 8:00 am – 5:00 pm on Friday; and 10:00 am – 5:00 pm on Saturday.  The bookstore carries textbooks and supplies required for students taking classes on the Allendale campus, as well as having a variety of GVSU imprinted clothing and gifts, general reading books, postage stamps, film processing, and class rings.  The Copy Center Plus is located in the bookstore and offers copying services, film processing, and UPS shipping service.

University Bookstore - Pew Campus

(Located off of the Plaza, Building C of the DeVos Center)

Open 8:00 am – 7:00 pm, Monday through Thursday; 8:00 am – 5:00 pm on Friday; 8:00 am – 2:00 pm on Saturday. The bookstore carries textbooks and supplies required for students taking classes on the Pew Campus, as well as having a variety of GVSU imprinted clothing and gifts, general reading books and postage stamps. 

The Meadows Golf Course - “A Golfer’s Haven” 

(Located on the western edge of the Allendale Campus) A championship 18-hole public golf course where players will appreciate the flexibility of five tee options at every hole, with back tees playing more than 7,000 yards and the front tees less than 4,000 yards.  It is open 7:40 am-until dark, weather conditions permitting, early spring until late fall. 

Fieldhouse/Recreation Center Complex

Located in the Fieldhouse, the Student Recreation Center has the capacity to serve approximately 4,000 persons a day.  It features a two-level fitness center, an elevated track, a climbing wall, 3 wood basketball playing courts, overlays for three volleyball courts, and six badminton courts.  The fitness center includes a ground floor area with approximately 35 weight machines.  The second-floor balcony houses approximately 40 pieces of cardiovascular equipment, including stair steppers, bicycle machines, rowing machines, ergometers, and treadmills.  The elevated four-lane jogging and walking track separates runners from the active sports on the main floor.   

The Fieldhouse/Recreation Center Complex is open 6:30 am - Midnight on Monday through Thursday; 6:30 am – 12:00a.m, Friday; 6:30 am – 9:00 pm, Saturday 9:00 am – 8:00 pm and Sunday 11:00 am -11:30 pm.  Times are subject to change certain times of the year.

CAMPUS DINING FACILITIES

Allendale Campus
tc "Campus Dining Facilities – Allendale Campus    "
GVSU offers a variety of dining options on campus. As described below, the selections vary from location to location.  There are selections for those who are more health conscious and also for employees who want to eat a quick meal on the go.   The hours for each location are posted at each location and are available on the web page at http://www.gvsu.edu/campusdine/hours.html

Kleiner Commons 

Kleiner provides customers with a pleasant, contemporary atmosphere and great food.  Located among the residence halls and living centers, visitors will find a Convenience Store, Java City coffee bar, and the Marketplace.  The Marketplace includes Bene Pizza for your Italian favorites.  For those who prefer a burger and fries, the Marketplace has a grill station with a traditional menu.  Also, prepared fresh in front of your eyes, The Grille offers American or world cuisine.  With late night hours and around the clock service at the C-Store, customers can enjoy Kleiner’s atmosphere at their leisure.

Commons

The Fresh Food Company is a market style restaurant featuring an assortment of choices in an all-you-can eat setting.
The Food Court is located in lower level Commons.  Pizza Hut, Subway, and Taco Bell Express serve your favorites fast.  Yogurt, soup, fruit, ice cream, novelties and many other fun food items are also waiting for you.

The Einstein Bros. Bagel Company, located upper level of the Commons, is in tune with your needs and features Melvin’s Coffee and fresh baked Einstein Bagels.  The atmosphere is quiet enough for studying and fun enough for meeting friends.  A number of juices are offered for non-coffee drinkers.  Bagel sandwiches, fruit plates, salads, and jumbo muffins round out your variety of choices.

Kirkhof Center

The River Landing is located in the newly renovated lower level of Kirkhof Center. It offers The World’s Fare station where you can select Bene Pizza and Pasta featuring fresh-baked pizza by the slice, made to order salad bowls, and other specialty items such as calzones and grinders. The Center Stage station will have traditional home-cooked entrees and vegetables.  The Grille area will feature Tortilla Fresca, a fresh Mexican station offering quesadillas and fajitas.  Hamburgers, cheeseburgers, and fries are just some of the other items ready for you hot off the grill.

The LobbyShop, located in the lobby of Kirkhof Center, offers a variety of candy, snacks, and specialty drinks galore with Java City and the Freshens smoothie Company, as well as magazines and newspapers.  The walk-in convenience store also offers a selection of supplies and gift items.  Also serving as a campus information center, the Lobby Shop is open during Kirkhof Center building hours.
The Meadows Restaurant

Enjoy stepping away from hectic campus life and relax in a casual, fine dining atmosphere.  The Meadows Restaurant is located in the clubhouse at The Meadows Golf Club at Grand Valley State. It is open for lunch and dinner.  This public restaurant offers a menu that is both elegant and simple.  From appetizers to entrees, there is something for all tastes at this great campus escape.

Pew Campus

The Plaza Café located in DeVos Hall will be open during lunch and dinner and has four dining concepts for patrons to choose from.  Tortilla Fresca, a freshly prepared Mexican food concept offers a variety of quesadillas, fajitas, and burritos.   Bene Pizza offers a variety of pizzas sold by the slice.  
The Grille features a daily special in addition to a limited menu presented for quick service.  Two homemade soups are offered daily, self-serve.  A salad bar is available in the self-serve refrigerated display case along with a variety of juice, yogurt, and fresh fruits.  Pepsi fountain drinks and Starbucks coffee are featured along with other self-serve beverages.

The Gazebo located in DeVos Hall is open throughout the day (hours may vary).  Starbucks premium brewed coffee and espresso drinks, pastries, and sandwiches; Pepsi fountain beverages and snacks are featured.

We hope that this information has been helpful. If you have any questions please contact Human Resources at (616) 331-2215.
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