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Community Service Student Work-Study Agreement
As a community service work-study student I understand that I must:

· Complete the hiring process & paperwork with my work site supervisor and with the Community Service Coordinator before I can start work.

· Participate in the community service work study program for an entire semester or for the entire school year. (Summer work-study employment is not allowed, but students may work during fall, winter, and spring breaks.)
· Re-apply for the program each year and verify my work-study award eligibility.
· Work one community service work-study job, at one site.
· Only work the number of hours allowable by my work-study award. I may not work hours that will result in being paid in excess of my work-study award

· Only be paid for hours worked.

· Keep track of my hours and enter them into the College’s E-time reporting system according to the college schedule. 
· Use my award by the end of the academic year or contract date or it will expire.
· Arrive at work on time and on the days arranged with my supervisor.

· Get prior approval from my site supervisor if I would like time off.

· Notify my employer in advance if I am not able to come to work due to extenuating circumstances.
· Comply with the policies of my work site and act and dress in a manner that respects the culture of the organization.
· Maintain confidentiality according to the policies of my work site.

· Complete and forward my signed time sheet to the Community Service Coordinator otherwise I will not be paid.
I understand that:

· I may work a maximum of 10 hours per week.
· My supervisor and I must mutually determine a work schedule that does not overlap with my class schedule and conforms with the requirements of my job before I begin work.
· Federal Work Study income is taxable income.

· I cannot volunteer for or be hired by the location where I am employed as a work-study student.
· That unless otherwise specifically arranged, I am responsible for transportation to and from my place of employment.
· Discrepancies between the time I report in e-time and what my supervisor verifies may result in my termination.
I recognize that:

· I have an obligation to perform my job duties satisfactorily.

· My work site supervisor has the right to terminate me from the job if he/she determines that my job duties are performed unsatisfactorily, if I do not show up to work on time, or if I do not adhere the organizations’ policies and procedures.
· I must not allow portable electronic devices to minimize my productivity (i.e. Facebook, Twitter, e-mail, internet surfing, etc.)
· If, due to unforeseen circumstances, funding for community service work-study changes my position may be discontinued.
I have read, understood, and agree to abide by the above Community Service Work-Study Agreement:
	Signature of Student
	
	Date
	

	Printed Name of Student
	
	Student ID #
	


          **Return signed agreement to Susan Sanning in the Community Service Program office 1233 Park.**
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	Signature of Community Service Coordinator
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	Community Partner Supervisor
	

	Duration of Placement
	
	Hours/Week
	
	Amount of Award ($)
	


