Student Employment Agreement Form


Department description
[Include a brief description of your department]
As an employee in [department name] you are a University official, which means that you are expected to represent the University well and provide excellent service to students, customers, and guests.  

Attendance Policies: 

· You should arrive at the desk ready to work at the time your shift is scheduled to begin and plan to stay until the end of your shift.  

· Use your student ID to punch in and out at the nearest time clock location.
Dress and Appearance:
· While this is a casual work environment, we expect your person and your clothing to be clean and neat when you report for work.

Attitudinal Expectations:

· Make a positive impression.
· Be friendly and professional. 

· Pay attention to detail.

· Take initiative.
· Be enthusiastic and willing.
Job Responsibilities:
· Perform general labor requiring minimal training and under the supervision of a full-time staff member(s).

· Accurately and expeditiously perform data entry.

· Utilize microcomputer software (e.g., MS Word, Excel, Access; Corel Word Perfect, etc.) to complete tasks as assigned.

· Assist with record keeping and filing.

· Help departmental customers / clients to obtain services, utilize resources, and/or access assistance from full-time staff members.

· Greet office visitors, answer the telephone, and appropriately record messages.

· Schedule appointments for professional staff people.

· Appropriately refer people to various departmental resources (e.g., Internet solutions, publications, etc.)

· Create and update bulletin boards, campus postings, and department publications as directed.

· Participate in the implementation of events (e.g., ushering, security, orientation, etc.)

· Process mailings (i.e., fold letters, stuff envelopes, etc.).

· Monitor and control access to facilities (i.e., weight rooms, buildings, laboratories, etc.).

· Track supply usage and conduct inventories.

· Work in a safe manner adhering to departmental guidelines and training.

· Dress appropriately for work/job requirements.

Ethical Responsibilities 

· No discrimination or harassment.
· Treat people with respect and courtesy.
· Be honest.
· Illegal swiping is not tolerated.
· Report concerns to supervisors immediately.
Relevant Departmental Policies:

· Eat before or after your shift.  No meals at the front desk.

· Answer the phone by saying “Hello, (department name), this is (your name), how may I help you?” 
· Don’t advertise other universities or colleges (e.g., clothing, tattoos, etc.), alcohol or drugs, and tobacco products while at work. SVSU apparel is encouraged.
Mandatory Meetings

· All student employees are required to attend staff meetings and training sessions.  Every effort will be made to schedule these meetings so that you can attend without missing class.  
Minimum Qualifications: 

· Enrolled in SVSU classes as a degree seeking student (excludes guest students)

· Fall and Winter: at least 6 credit hours each semester

· Spring / Summer: at least 6 credits total or be pre-registered for at least 6 credits for the upcoming Fall semester

Progressive Discipline:
The following due process procedures are intended to ensure fair treatment of SVSU student employees.  In the event that a student employee demonstrates unsatisfactory work or attendance, the supervisor will follow the procedures outlined below.

· Verbal Warning – the student will be advised exactly how their performance is unacceptable and instruction in how performance can be improved.

· Probation – continued unsatisfactory performance or attendance may result in probation.  The supervisor must document the unsatisfactory performance issue, provide written instructions for improvement, and outline the nature and duration of the probation in a letter to the student with copies sent to the Student Employment Office.

· Termination – if the unsatisfactory performance does not improve to an acceptable level, the supervisor may terminate the student employee after consulting with the Director of Career Planning and Placement.  Student employees may be suspended or discharged without due process. 
· Termination – not for cause: in addition to termination for cause previously specified, a student employee may be terminated for the following reasons: budget constraints, completion of project, or other such valid reasons unrelated to job performance.  The employer will give students two weeks written notice of their termination.
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I have read and understood the above expectations.  Any questions I may have had were answered by my supervisor.  I acknowledge that the above expectations are reasonable and agree to conform to them.








Name Printed: _____________________________________________  





Signature: ____________________________________________  Date: ____________








