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Introduction 
 
This Student Employment Guide is designed to complement the Student Handbook and to familiarize 
student employees, faculty and staff supervisors with Augsburg College’s policies, practices and 
procedures relating to on-campus student employment.  Augsburg College’s employment process is 
designed to simulate jobs in the outside work world, and students are encouraged to pursue employment 
related to their academic or personal interests by independently seeking out employment within the 
College.  It is the student employee’s responsibility to become familiar with the information included in 
this handbook, which is meant to provide guidance and clarification to the process of student 
employment.  Augsburg College hopes to help make the student employment experience a rewarding 
one. 
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STUDENT INFORMATION 
 

Types of Student Employment 
 
There are several types of student employment at Augsburg College: 
 

1. Work study covers the majority of on-campus positions during the traditional school year.  
Students are allowed to have multiple positions but cannot exceed a total of 20 hours of work in 
a week.   

 
2. Summer student positions are available during the time between the end of one school year in the 

spring and the beginning of the next in the fall.  Students are allowed to have multiple positions 
but cannot exceed a total of 40 hours of work in a week. 

 
3. Grants are administered and paid through the funding from a specified source other than work 

study.  These positions are subject to the rules and regulations outlined in the grant. 
 
4. Stipends are payments for which an employee does not record hours worked on a timesheet.  

Some common examples are work for the Echo or Residence Life.  They are paid on a set 
schedule in pre-determined increments.  Work study may, by virtue of work study, preclude 
stipend payments. 

 
5. Temporary positions are not work study eligible.  Generally, students may be hired to work in 

temporary positions during an internship period or for special projects outside of the work study 
program limits. 

 
On-campus employment is non-need based and is reported as income on financial aid applications in 
subsequent years, as would any off-campus earnings. 
 
 

How to Obtain a Student Position 
 
Procedures to Become a New Student Employee 
 
Consult the list of available student jobs on the Student Employment website:  
www.augsburg.edu/hr/student.  Please note that not all departments advertise on the Human Resources 
website. If you are interested in a position that is not advertised, contact the department to inquire about 
future openings. 
 
Directly contact the identified supervisor of the job for which you are interested. 
When hired by a department, complete the following forms from the Human Resources department 
before you start to work: 
 

 Student Application and Terms of Employment 
 W-4 
 I-9 (with corresponding documents) 
 I-20 or DS-2019 (for international students only) 
 Background Checks (only for positions deemed critical – see page 6 for explanation) 
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Once the required forms are completed and a sex offender check is conducted and deemed satisfactory, 
Human Resources will generate a personalized placement notice and timesheet to send to the supervisor.  
The placement notice must be signed by the supervisor and returned to Human Resources within the first 
week of employment.  The student employee must keep track of their hours on a daily basis on their 
timesheet.  At the end of the pay period, the timesheet – with the student’s and supervisor’s signature – 
is due in the Human Resources office according to the pay schedule (see page 15). 
 
(Note:  Students who hold a critical position, which includes Security, Residence Life, Events Services, 
Information Technology, and Custodial Services may work but cannot have full access until their 
background check has been cleared.  Once the background check has been cleared, Human Resources 
will email the confirmation to the supervisor). 
 
 
How to Add a New Job / Update Employment Status 
 
When should student employees stop by Human Resources department? 
 

 Any time they are hired for additional employment on campus 
 Beginning of Summer 
 Beginning of Fall 
 When returning to work after any substantial break 

 
Students do not need to complete the entire application process but do need to come to Human 
Resources department in person to report the title of the position, corresponding budget number, and 
start date.  Your supervisor will receive a placement notice and timesheet shortly thereafter. 
 
 

Employment Forms and Procedures 
 
Employment Forms 
 
I-9 (see sample form on page 22) 
The Immigration Reform and Control Act requires all new employees to provide proof of identity and 
employment verification.  To prove eligibility for employment, employees are required to provide 
documentation described on page three of the I-9 form.  Students must complete the I-9 form on or 
before their first day of employment and must provide appropriate documentation within the first three 
days of employment. Some commonly used forms of identification are:   
 
A U.S. Passport  
OR 
A valid driver’s license and social security card 
      OR 
A valid driver’s license and a certified copy of a birth certificate issued by a state, county, or municipal 
authority. 
 
 A list of acceptable proof of identification is described on page three the I-9 form. 
 
 
W-4 (see form sample on page 20) 
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All wages paid to student employees, including work study, are subject to income taxes.  Students must 
complete the Employee’s Withholding Allowance Certificate (W-4) before being placed on payroll.  
Payroll processing will not begin until this form has been completed and submitted to the Human 
Resources department.  
 
I-20 or DS-2019 
For the purposes of the I-9 form, International students are required to show a valid I-20 or DS-2019 in 
order to work on campus.  International student employees with F-1 status need to present a copy of 
their I-20, and J-1 status a copy of their DS-2019 visa to Human Resources.  It is important that 
international students do not allow their I-20 or DS-2019 visas to expire.  Once this visa has expired, the 
student will not be allowed to work on campus. 
 
 

Background Check Procedure 
 
Sex Offender Check 
All student users of Augsburg facilities or services are required to comply with the Campus Security Act 
and Sex Crimes Act of 2000, including registration with appropriate state agencies.  All offers of 
employment are contingent upon the satisfactory outcome of a Sex Offender check and/or additional 
background check if the process requires one.  The Human Resources department will conduct this 
check and produce a placement notice only when the student is not listed as a registered sex offender.   
 
Criminal Background Check for Critical Positions 
Student applicants for critical positions (a position which has a master key access) must undergo a 
criminal background check. The following departments staff critical positions:  Security, Residence 
Life, Event Services, Information Technology, and Custodial Services.  Employment is contingent upon 
the successful clearance of this check.  Students in critical positions should not have full access until 
they have cleared the background check. 
 
Kari Koskinen Manager Background Check Act 
Under statute 299C.67 through 299C.71, also known as the Kari Koskinen Manager Background Check 
Act, employees who are in positions designated as “critical” will be subject to pass a state and/or federal 
background check. This legislation was passed in response to a high profile case in which an apartment 
manager with a prior felony conviction murdered a tenant of the apartment building he managed. 
Although the thrust of this legislation was intended for apartments, all institutions of higher education 
are also covered under the terms set forth by the statute. The Act requires the College to perform 
criminal background checks on any individual who have the means, within the scope of the individual’s 
duties, to enter tenants’ dwelling units (residential dorm units). 
 
 

Salary, Hours and Wage Administration 
 
Time Reports and Pay Frequency 
It is the student employee’s responsibility to accurately complete a timesheet for each position and 
submit it to the proper supervisor by the last working day of the month.  Timesheets that are turned in 
without the supervisor’s and student’s signature will not be processed.  It is the student’s responsibility, 
not the supervisor’s, to turn in timesheets on time. 
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All pay periods are one month in duration.  There are 12 pay periods per year.  Students are expected to 
have their timesheets submitted no later than the fifth day of each month.  If the 5th falls on a Saturday, 
timesheets are due on Friday the 4th.  If the 5th falls on a Sunday, timesheets are due on Monday the 
6th.  Timesheets turned in late will be processed in the following pay period.  Payment will be made in 
the form of a check and will be available for pickup on the 15th of each month in the Enrollment Center.  
Student employees are required to show a picture I.D. in order to receive their checks.  If the 15th falls 
on a Saturday, checks will be available Friday the 14th.  If the 15th falls on a Sunday, checks will be 
available Monday the 16th.  Students must pick up their own paycheck. If a student is unable, the 
student can provide a letter-sized self-addressed, stamped envelope to Human Resources for the check to 
be mailed. 
 
Student Holiday Pay 
A schedule of paid holidays is posted annually by the Human Resources department.  When it is 
necessary for certain College offices to remain open on a scheduled holiday, student employees who are 
required to work will be paid time and one-half pay for hours worked on the holiday. These should be 
clearly indicated and totaled separately on the timesheet.  Advance approval by the supervisor is 
required whenever a student employee works on a regularly scheduled holiday.  In general, the College 
observes the following holidays for departments not staffed 24 hours per day: 
    
  New Year's Day            Good Friday  
  Memorial Day               Independence Day 
  Thanksgiving Day    Day after Thanksgiving 
  Christmas Eve Day        Christmas Day 
  
Augsburg College observes the following holidays for student workers in departments that are staffed 24 
hours, such as the Department of Public Safety: 
 
12:00 p.m. New Year’s Eve to 12:00 p.m. New Year’s Day   
Easter     
Memorial Day 
Independence Day 
Thanksgiving Day    
Day after Thanksgiving 
Christmas Eve Day    
Christmas Day 
  
Note: 
Student employees are ineligible for any premium pay for hours worked on a holiday if the holiday is an 
extra holiday awarded by the President of the College, noted as a President’s Holiday. 
 
FICA 
During Fall and Spring semesters, work study earnings are exempt from FICA taxes (Social Security 
and Medicare).  During the Summer session student employees are required to pay FICA taxes for 
periods of non-enrollment or if their enrollment falls below half time. 
 
International students are exempt from FICA taxes year round.  
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Falsification of Records 
It is the student’s responsibility to accurately complete the timesheet.  Student employees or supervisors 
who knowingly falsify their timesheets are subject to discipline up to and including termination of 
employment. 
 
 

Student Employment Policies 
 
Attendance and Punctuality 
In order to maintain a productive work environment, the College expects student employees to be 
present and on time in reporting to work as scheduled.  Absenteeism, including arriving late and leaving 
early, places a burden on other staff members and on the College. 
 
A student employee who cannot avoid being late to work, who is unable to report to work as scheduled, 
or who must leave before the end of the work day must speak to the supervisor (or designee) prior to the 
anticipated tardiness or absence.  If advance notice is not possible, the student must report to the 
supervisor with an explanation within two hours of the absence.  Any student employee who does not 
report to work and does not call for three days will be considered to have voluntarily resigned from the 
job. 
 
Work Schedule 
Student employees who work four or more consecutive hours are entitled to a paid 15 minute break. The 
15 minute break is intended for students to step away from their desk or workload so that they can get a 
break from what they are doing and/or to use the restroom.   Student employees who work an 8-hour day 
additionally are entitled to a 30 minute unpaid lunch break.  Student employees and supervisors should 
arrange a work schedule that is compatible with the student’s class schedule and study time while 
meeting the needs of the department.  Student employees are allowed to work a maximum of 20 hours 
per week while school is in session and 40 hours per week during Winter, Spring, and summer break.  
 
Term-Off Work Study 
Students have the option to be an active student at Augsburg but not taking classes. Student employees 
are eligible to obtain regular, non-work study student employment at Augsburg during this ‘term-off’ as 
long as they become a full-time student the following semester. For example, a student who takes the 
Spring semester as a ‘term-off’ must return as a full time student the following Summer session. The 
same policies apply to students in a term-off as they do to regular work-study students. 
 
Less Than Half-Time Students 
A Student whose enrollment falls below half-time (2 credits) may be ineligible to work on-campus. 
Please contact Human Resources immediately if this situation applies to you. 
 
Professional Conduct 
Student employees provide an invaluable contribution to the work performed at Augsburg College.  
However, student employees are expected to work to their full potential while “on the clock.”  The 
following general guidelines apply: 
 

 The student employee must take into account time for studying, student activities, personal time, 
lunch time and breaks between classes and schedule work hours accordingly. Student employees 
are expected to work all scheduled hours each week. 
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 Student employees must dress appropriately, be dependable and prompt, and conduct themselves 
in a businesslike manner. Students in high-visibility areas should consult their supervisors for the 
appropriate dress code. 

 
 Student employees are not to do homework or engage in similar non-work related activities 

while on the job unless expressly permitted to do so by the supervisor. 
 

 Student employees need to discourage friends and family from visiting or telephoning them at 
work, except in emergencies. 

 
 If a student employee completes an assigned task and has nothing else to do, it is the student’s 

responsibility to ask the supervisor what additional tasks he or she may have.  If there is no 
additional work, the supervisor may make the student employee’s services available to other 
college employees needing assistance. 

 
 In the event of a supervisor’s absence, the student may be given further assignments to work on 

during that time period.  Someone else in the department may be designated to act in the 
supervisor’s absence. 

 
Student employees should discuss any work-related problems with the appropriate supervisor. If the 
problem cannot be resolved, the student should contact Human Resources at extension 1058. 
 
Confidentiality 
Student employees are required to adhere to the following rules regarding the privacy and confidentiality 
of student records information.  Violation of these rules may subject a student employee to immediate 
termination of employment.  
 

 Student records are not to be removed from any Augsburg office by student employees unless 
requested to do so by the appropriate supervisor. 

 
 Student employees who are granted access to student record information are accountable for the 

protection of the information and its contents while it is in their possession. 
 

 Student employees are prohibited from accessing or discussing personal record information of 
friends, peers, or other college employees. 

 
Misconduct 
Misconduct by a student employee will not be tolerated under any condition.  Misconduct could result in 
a variety of disciplinary measures, including notation in a student’s permanent file and/or revocation of a 
student’s privilege to work on-campus for the rest of the academic year and/or permanently.  If a student 
does not show up for work, reports late to work or does not complete work satisfactorily, it is the 
supervisor’s right to terminate employment and may be done without just cause.  Some examples of 
misconduct may include: 

 Continued unsatisfactory job performance. 
 Excessive absences/tardiness or any absence without notice. 
 Job Abandonment (three consecutive work days where the employee has not called or reported to 

work). 
 Falsification of time keeping records 
 Theft  
 Negligence or improper conduct leading to damage of Augsburg-owned property 
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 Insubordination or other disrespectful conduct 
 Fighting or threatening violence in the workplace 
 Unauthorized disclosure of confidential information  
 Violation of department’s rules and regulations   

 
Resignation 
Student employees who wish to resign from an employment position are expected to provide at least a 
two week notice to the appropriate supervisor. 
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SUPERVISOR INFORMATION 
 

Supervisor Responsibilities 
 
Supervisors general responsibilities include and are not limited to the following: 
 

 Ensure student employees have approval to work from Human Resources by making sure all 
paperwork is turned in prior to or within the first three days of employment. 
 

 Provide the student employee with the training and orientation necessary to successfully perform 
job duties.  
 

 Supervise the development and implementation of good work habits. 
 

 Be accessible to the student employee to answer questions, monitor performance, and address 
concerns. 
 

 Establish a schedule of work hours acceptable to the student and department. 
 

 Monitor the hours on timesheets for proper recording and so the hours do not exceed the weekly 
limit.  By signing the timesheet, you are attesting to the accuracy of time reported. 
 

 Prompt notification of the Student Employment Coordinator in Human Resources when the 
student employee has resigned from the position. 

 
 

Hiring Procedures 
 
How to Recruit Student Employees 
Supervisors are not required to advertise for positions if they can find student workers independently. 
However, many students check the online job posting, www.augsburg.edu/hr/student, to help them find 
a job on campus throughout the year; it is a great resource for both of you.  Supervisors who would like 
to post student positions on the Human Resources website should complete a Student Needs form and 
return it electronically to Human Resources.  This form can be obtained from the Human Resources 
public drive or by contacting Human Resources at extension 1058.  When the position has been filled, 
supervisors must notify Human Resources to remove the posting from the website.   
 
 
 
How to Hire a Student Employee 
 
Student’s First On-Campus Job 
If this is the student’s first on-campus position, he/she will need to know the department, corresponding 
budget number, and start date in order to complete the following required forms: 
 

 Student Application and Terms of Employment 
 W-4 
 I-9 (with corresponding documents) 
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 I-20 or DS-2019 (for international students only) 
 Background Checks (only for positions deemed critical – see page 6 for details) 

 
 
Returning Student Employee 
If the student has been employed on campus before, he/she will need to come to Human Resources with 
the following information in order to sign up for the new or additional job: 
 

 Department 
 Corresponding Budget Number 
 Start Date 

 
Student employees should also report to Human Resources department with the same information at the 
beginning of Summer and Fall semesters if they are planning on continuing employment in the same 
department. 
 
Once the student has reported their employment to Human Resources and filled out any necessary 
paperwork, Human Resources will generate a placement notice to the supervisor, who must verify the 
employment and a timesheet specific to that student and department.  Supervisors must sign placement 
notices and return them to Human Resources, within one week, and distribute the timesheets to student 
employees accordingly. 
 
Note:  Once you have hired a student, please have the student come to Human Resources before they 
start work.    
 
 
Standard, Technical, and Supervisor Positions 
Standard positions cover the majority of the positions on campus.  Student employees who have never 
worked on campus are paid at the lower rate of standard pay.  Returning Student employees get paid at 
the higher standard pay. (see page 15)  
 
*A Returning Augsburg student employee is defined as a student employee previously employed   for: 
  1.  Two semesters with an overall average of 7.5 hours per week, 
  2.  Four semesters with an average of 5 hours per week, or 
  3.  One summer with an overall average of 40 hours per week. 
   
Technical positions, paid at a slightly higher rate, are those which require special skills or are hard to 
fill; they must be approved by Human Resources.  Supervisors who would like a position to be identified 
as Technical can fill out a Technical Wage Survey, available on the Human Resources public drive, 
pending Human Resources analysis and approval.  Supervisors will be notified via campus mail within 
two weeks regarding the result of the Technical Wage Survey. (see page 15) 
 
Supervisor positions, paid at the highest rate of pay, are accountable for direct supervision of two or 
more other students on a regular basis. (see page 15)  
 
  
Graduating Students and Incoming Freshmen 
Students who have graduated from Augsburg College are no longer allowed to hold a work-study 
position.  It is Human Resources’ philosophy that work-study positions should be reserved for current 
students to allow them to gain experience within the College community during their time here.  
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Similarly, incoming freshman are allowed to work the summer preceding their first fall semester at 
Augsburg.  If a student who has graduated must be hired, he/she needs to be hired as a “temporary” 
employee and paid with non work-study funds.  
 
 

How to Close a Student Position 
 
When a student signs up for an on-campus position during the regular academic year, the position will 
be assigned to him/her on his/her first day of work to the end of Spring semester. Summer employment 
will be treated similarly.  If a student no longer works for your department, indicate his or her “last day 
worked” and date on the top right space of the student’s timesheet, sign the bottom, and return it to 
Human Resources. 

 
Training, Performance, and Feedback 

 
Orientation 
Supervisors should discuss details, such as the work schedule, job requirements, and terms of 
employment with the students at the beginning of their employment.  Supervisors should introduce 
student employees to the regular staff in the department and explain the role the department plays on 
campus.  This orientation provides student workers with an opportunity to understand their role within 
the department so they may better meet the department’s goals.  Student employees should be given, at a 
minimum, a verbal list of the expectations the supervisor and department has for them.  Student 
employees should be informed to whom they directly report and who signs their timesheet. 
 
 
Performance 
Communication between the supervisor and student employee increases departmental productivity and 
the educational value of work for the student.  Student employees should be made aware of the general 
work performance standards of the department.  This encourages responsible behavior and ensures 
accountability.  Reinforcing good behavior serves to increase student productivity and contributes to 
higher levels of morale.  Departments are likely to retain more student employees and reduce costs 
associated with training new hires. 
 
When accepting a campus position, a student employee assumes work responsibility for which he/she 
will be held accountable.  The list below describes general work performance expectations.  
Departments may have more specific expectations for their employees.  In no event do these 
expectations create a contract of employment.  All student employees are at-will employees, and the 
employer or employee may terminate the employment relationship at any time without cause or prior 
notice. 
 

 The student employee should report to work on time and let the supervisor know when he or she 
reports for work.  The student employee must contact the supervisor if it is not possible to show up 
for work on time. 
 

 The student employee should bring the supervisor’s attention to any problems or concerns he or 
she may have pertaining to the job in a timely manner. 
 

 The student employee should request permission in advance to be absent from work if special 
circumstances arise. 
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 The student employee should perform the duties assigned to the best of his or her ability. 

 
 The student employee should dress appropriately for the job as directed by his or her supervisor. 

 
 The student employee should give the supervisor a two-week notice if resigning from a job. 

 
 It is important each student employee understands the significance of his or her position.  

Students should arrive on time, complete assigned tasks and stay until they are scheduled to leave.  If 
they are ill or unable to come in as scheduled, students should inform supervisors prior to their 
scheduled time.  Supervisors may vary on how they handle their regular employees but should be 
consistent with students on the same task.  Supervisors should address expectations such as 
confidentiality, dependability, dress code, office etiquette, work ethic, job requirements and explain 
the relative weight of each. 

 
 
Reviews 
Although evaluations of student workers are not required, supervisors may wish to give written 
evaluations to student employees.  These evaluations not only serve to give positive reinforcement to 
students but are also valuable when preparing letters of recommendation for student employees.  In the 
event a student does not perform satisfactorily, supervisors should maintain documentation for future 
reference in case they decide to discontinue student employment.  Supervisors must notify Human 
Resources if a student’s employment terminates, whether it is due to unsatisfactory work or normal 
release.   
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Student Monthly Payroll Schedule 
 
 
Academic year student employment runs from the first day of Fall semester to the last day of Spring 
semester, including Finals week.  Any hours worked before the first day of Fall and after last day of 
Spring semester are considered summer employment and should be recorded on the appropriate 
timesheet. 
 
All student pay periods are one month in duration.  There are 12 pay periods per year.  Students are 
expected to have their timesheets submitted to Human Resources no later than the 5th day of each 
month. If the 5th falls on a Saturday, timesheets are due on Friday the 4th.  If the 5th falls on a Sunday, 
timesheets are due Monday the 6th.  Timesheets turned in late will be processed the following month.  
Payment will be made in the form of a check and will be available for pickup on the 15th of each month 
in the Enrollment Center.  Students are required to show a picture I.D.  If the 15th falls on a Saturday, 
checks will be available Friday the 14th.  If the 15th falls on a Sunday, checks will be available Monday 
the 16th.  Students must pick up their own paycheck. If the student is unable, the student can provide a 
letter-sized self-addressed, stamped envelope to Human Resources for the check to be mailed. 
 
 
 

 
Pay period begins 

 
Pay period ends   

Timesheets due in 
Human Resources by 

4:00 p.m. 

Paychecks available 
in the Enrollment 

Center by 10:00 a.m.: 
First day of the 

month 
Last day of the 

month 
By the fifth of each 

month 
On the 15th of each 

month 
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WORK STUDY STUDENT EMPLOYMENT 
WAGE STRUCTURE 
Effective: September 5, 2007 

 
WAGE STRUCTURE  

GRID 
STANDARD 
POSITIONS 

TECHNICAL/SPECIAL 
SKILLED/ HARD-TO-FILL 

POSITIONS* 

SUPERVISORY 
POSITIONS** 

 
First year as a student 
employee at Augsburg 

College and/or first year 
working on campus 

 

 
$7.10 

 
$9.60 

 
$9.85 

 
Returning Augsburg 

student employee (see 
page 10) 

 

 
$8.15 

 
$9.60 

 
$9.85 

 
 
 

 SUMMER STUDENT EMPLOYMENT 
WAGE STRUCTURE 

Effective: May 4, 2007 
 

WAGE STRUCTURE  
GRID 

STANDARD 
POSITIONS 

TECHNICAL/SPECIAL 
SKILLED/ HARD-TO-FILL 

POSITIONS* 

SUPERVISORY 
POSITIONS** 

 
All Summer Student 

Employees 
 

 
$8.70 

 
$9.65 

 
$9.90 

 
 
 
 
 
 
 *To qualify for technical/special skilled/hard-to-fill positions, staff/faculty student supervisors must complete a Technical 
Wage Survey for each non-standard position and submit it to Human Resources for consideration.  All technical/special 
skilled/hard-to-fill positions must be approved by Human Resources.  Technical pay rates will go into effect on the date that 
Human Resources approves the position.  
**To qualify for a student supervisor position, the student job must involve the on-going supervision of the work of two or 
more other student employees.
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Sample Forms 

 

 

Sample 

 



Augsburg College Student Employment 
Terms of Employment 

 
Augsburg College considers your on-campus job a part of your overall education.  Therefore, we 
structure on-campus jobs as you would find in other positions outside of Augsburg.  We expect you to 
treat your on-campus job with the same respect and dedication you would any job you would accept off-
campus. 
 
1. Performance:  I agree to attend work as scheduled by my supervisor.  I will be regular, punctual, 

efficient, accurate, and cooperative in any job I accept.  I will treat all individuals, College records, 
and other information that I come in contact with in a confidential and professional manner. 

 
2. Responsibilities: I agree to perform work duties, abide by established work hours, work standards, 

and agree to perform responsibilities as assigned by my supervisor(s). 
 
3. Performance Evaluation: My work performance is evaluated by my supervisor.  My supervisor(s) 

have the right to terminate my employment for any reason, at any time. 
 
4. Employment Forms: I understand that in order to begin employment on campus, I must first 

complete the Student Employment application, W-4, and I-9 forms.  Additionally, I understand that I 
must get a Placement Notice from Human Resources for each department in which I work on 
campus.  My supervisor's signature on the Placement Notice authorizes my employment in his or her 
department.   I understand that I need a new Placement Notice each academic year and summer, 
even if I am returning or continuing in the same job. 

 
5. Timesheets: I agree to accurately complete my timesheet each month and give it to my supervisor 

for approval by the last working day of the month.  I understand that timesheets turned in without 
my supervisor's signature will not be processed.  I agree to turn in my timesheet according to the 
published pay schedule. I agree that it is my responsibility to turn in my timesheet to Human 
Resources, not my supervisor's responsibility.  If I do not turn in my timesheet in time for payroll 
processing, I understand that my check will be delayed until the following pay period.  I agree to 
monitor the number of hours that I work each week, and agree to work no more than 20 hours per 
week when classes are in session and no more than 40 hours per week when not in session.  

 
6. Paychecks:  I will go to the Enrollment Center and show picture identification in order to receive 

my paycheck.  I understand that I may not have access to my paycheck if I have not completed all of 
the required student employment forms.  I understand that I am the only person who can pick-up my 
paycheck and that if I’m not able to pick-up my check, I will provide a letter-sized self-addressed 
stamped envelope to the Human Resources department for my check to be mailed home on the 
schedule pay date. 

 
7. Absence/Tardiness: If I am ill, or if unforeseen circumstances prevent me from being at work 

during my normal scheduled work hours, I agree to notify my supervisor in advance of my usual 
reporting time.  I understand that excessive absences or tardiness may result in termination of my 
employment. 

 
8. Resignation: If I wish to voluntarily terminate my employment relationship with a department, I 

will provide the department with at least 2 weeks notice.  I will also notify Human Resources of my 
last day.                                                                                                                                 (page 1 0f 2) 
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9. Misconduct: I understand that misconduct will not be tolerated under any condition.  I understand 

that misconduct of a serious nature could result in a variety of disciplinary measures, including 
notation in my permanent student file and/or revocation of my privilege to work on-campus for the 
rest of the academic year and/or permanently.  I agree that my work study job deserves the same 
respect and dedication as any job I would accept off-campus. 

 
a. Is there any reason that you would not be able to perform the basic functions of this position? __Yes __No 
    If so, describe: 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
b. Have you ever been subject to student disciplinary action? __Yes __ No 
    If so, describe: 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
My signature below indicates that I agree to abide by the terms listed in this agreement. 
 
_______________________________________________________ ___________________ 
                                 Student Signature                    Date 
 
_______________________________________________________               Revised 7/2007 
                                           Print Name
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Sample 
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Sample 
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Sample 



    

 

Sample 
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Sample 



 
Obtaining Updated Forms 

 
All forms are located on the Human Resources public drive:  
 

O:/Human Resources/Student/Student Employment 
 

Additionally, the following forms can be found online: 
 

W-4:  http://www.irs.gov/pub/irs-pdf/fw4.pdf
 

I-9:  http://www.uscis.gov/files/form/i-9.pdf
 
If you have any comments or questions, please feel free to contact the Human Resources 
department at: 

2211 Riverside Avenue, CB 79 
Minneapolis, MN 55454 
Phone:  612-330-1058 
Fax:  612-330-1443 
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