
Table of Contents

I.  Introduction
Wichita State University Organizational Chart      3
Mission Statement          4
Objectives           5-6
Operational and Unifying Principles       7

II.   Staff
 Quality of Personnel         9
  Project Director          9
  Assistant Director          10
  Academic Advisor          11
  Database Manager          11
 Senior Administrative Assistant        12-13
The Time Commitment of Key Project Staff      14
Staff Meetings          14-15
Job Performance Agreement for Staff              16  

  Director          16-20
 Assistant Director         21-24
 Academic Advisor         25-29
 Datbase Manager          30-35
How to Fill an Unclassified Professional Position – Student Affairs Division  36
 Establishing and organizing the search process     36
 The Search Process         37
 Offer Employment         38
 Check Sheet for Filling a Regular Classified Position    38
 Promotional/Transfer Opportunities       39
 Search Activities: Interview and Selection      39-40
Guides To Professional Practice For SSS Trio Professionals    41
Being a Professional Staff Member       43
Dress Code          43
Staff Time           44
Family and Medical Leave of Absence Act      45
Workers Compensation Procedures       46
Enrollment in WSU Classes by SSS Staff      47
 Reimbursement of Tuition         47
Monthly Meetings with SSS Students       48-51
Staff Exit Interviews         52

III.   Intern, Student Assistants & Tutors
Study Skills Intern (SSI)         55
 Student  Assistant Policies and Procedures       60
Student Assistant Hiring         62
Student Assistants Job Description       63
SSS Tutors           65
Tutor Job Description         66
Policies and Procedures for Tutors       66



Hours of Tutoring         67
Tutor Training         67
Time Commitments        68
Matching Tutor and Student       68
Tutor Student Initial Contact Process      69
Student-Tutor Contracts        69
Time and Tutorial Sessions       70
The Enhancing Student Learning       70
Students Missed Session        70
Tutors Missed Session        71
Tutor Responsibilities for Daily Program Contact    71
Mid-Semester-Conferences       71
Continuous Rehiring        71
Tutor Request and Follow-up       72
Policies To Hire Tutors & Student  Assistants       73-77

IV.  Student Enrollment
Program Enrollment Procedures       80
Filing Information in Student Folders      83
Database Managerʼs role in maintaining transcript  information   83
Data base Entry Procedure for  Returning Students    84
Data base Entry Procedure for New Students     85

V.   Scholarships
Flow Chart of Distribution for SSS Scholarships     88
SSS Scholarships         89
Procedures for awarding Scholarships      90
Boeing Scholarship        90
Jess Cornejo & Sons Scholarship       91
Philip and Gloria Farha Endowed  Scholarship     92
Marian Hicks Endowed  Scholarship      93
Dr. Christine Thelen Endowed Scholarship     94
Poor Charitable Foundation Scholarship      94
Kansas Gas &  Electric ( KGE )  Scholarship       95
Dr. Harshini V. De Silva  Endowed  Scholarship     95
Clark and Rowena Ahlberg Endowed Scholarship    96

VI.   Miscellaneous 
General Usage of Computers and Printers     99
Maintenance and Care        99
 Security          100
Staff use of the Internet, e-mail and mail      101
Memos routed by Director       102
Controls          102
Typewriter and Computer Use       103
Acceptable Use for Campus Network Access     103
University Information Technology Systems     105
(Relative to E-mail)        105
Maintaining The Confidentiality Of Student Records    107
 Policy on Security and Confidentiality of Student Records and Files  109
Textbook Loan Library Program       110
Newsletter          111
Cultural Spring Fling        111



Marketing the SSS Program, Public Relations and Presentations  112
Database Files         113
 Main Student Database       113
 Current Students        113
 Student Contact        114
 Prior Participants        114
 Alumni and Graduates       114
Transcript Analysis        115
Registrarʼs Lists          115
Program Activities Records       116
Evaluations         116
Monthly Reports         117
Services Received         117
United States Department of Education (ED) Annual Performance Report 117
Computerized Backups of Data       118

         


