AUGSBURG
COLLEGE

Student

Employment




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:

X/
°

Student Application and Terms of Employment

» W-4

% 1-9 (with corresponding documents)

«» 1-20 or DS-2019 (for international students only)

¢ Background Checks (only for positions deemed critical — see page 6 for explanation)

0
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http://www.augsburg.edu/hr/student

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?

X/
L X4

Any time they are hired for additional employment on campus
» Beginning of Summer

Beginning of Fall

When returning to work after any substantial break

DS
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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

-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)



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.

1-20 or DS-2019

For the purposes of the 1-9 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 [-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 [-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.



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.



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.



X/
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X/
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*

X/
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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.

R/
A X4

*

R/
A X4

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:

K/
£ %4

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

9
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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

DS
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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.

10



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.

o,

¢ 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
s W-4
¢ 1-9 (with corresponding documents)

11
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% 1-20 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.

12



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.

13



+»+ 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.

14



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 [.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.

Timesheets due in Paychecks available
Pay period begins Pay period ends | Human Resources by in the Enrollment
4:00 p.m. Center by 10:00 a.m.:
First day of the Last day of the By the fifth of each On the 15th of each
month month month month
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WORK STUDY STUDENT EMPLOYMENT

WAGE STRUCTURE
Effective: September 5, 2007
WAGE STRUCTURE STANDARD TECHNICAL/SPECIAL SUPERVISORY
GRID POSITIONS SKILLED/ HARD-TO-FILL POSITIONS**
POSITIONS*
First year as a student
employee at Augsburg
College and/or first year $7.10 $9.60 $9.85
working on campus
Returning Augsburg $8.15 $9.60 $9.85
student employee (see
page 10)

SUMMER STUDENT EMPLOYMENT
WAGE STRUCTURE

Effective: May 4, 2007

WAGE STRUCTURE STANDARD TECHNICAL/SPECIAL SUPERVISORY
GRID POSITIONS SKILLED/ HARD-TO-FILL POSITIONS**
POSITIONS*
All Summer Student $8.70 $9.65 $9.90

Employees

*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

Student Employment Application

Harne

Sodert 10 Number

Ferrnamert Address Carnpus Box Sodal Security Monber
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Please call the
Human

R esowr ces
department at
(612) 330-1058 if
you have
questions about
thi= application.

| H&%E BEE R HIRED T2 WWORK M THE FOLLOWNG DEPARTMEMT (ST

DEFARTMENT HAME: | | SUFERYISOR HAME: |

BEUDGET NUMEER: HIRE DATE FOSITION CODE

N

O Sample )

_

By Signingthis application, | agres= tha | maybe terminated if oy application and document=s are not complete.

Signature of Studernt: | haive re=d the Ter ms of Date Signed:
Ernployrnerit

[Hurm=n Resources Office Use Onhy: [HR U=e Onlwy:

Registerad Sex Offend er Ched Results wy-d omn File:

M ebsites Chedied: F3 on File:
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bittp:sd cdocstate . mn.usfleve3rSe arch.asp
it presid Stpaul. gow'd epte/policds exooff. bhtml

Irf or miation werifie d by

_ Listed _ MotListed
_ Listed _ HotListed
Crate:
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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 oft-
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.

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).

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.

Employment Forms: I understand that in order to begin employment on campus, [ must first
complete the Student Employment application, W-4, and 1-9 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 [ am returning or continuing in the same job.

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.

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.

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. [ understand that excessive absences or tardiness may result in termination of my
employment.

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)

18



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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o ————————————————————————————————————————————
Pleass read Instructions carsfully befora complefing this form. The Instructions must ba svallable during completion

af this form. ANTIHDISCRIMIMATION HOTICE: |12 llsgal o diacriminabs against work sligibies Indlvidusls. Employers
CAHNOT 9pacrEwhlnn documantis) thay will accept from an employes. The refsal to hire an Indlvidual bacauss of
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Frink Mame:  Last First hidie inifia Idaiden Mams

Address (Simal Mame and Mumhen Apl& Dol of Birh imontdiapiead

Chy Stai= Zip Cocie Sociyl Seouriy 2
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Imprizenment andior finas for falss sfatements or O A ctizen of nalsenal of Hia Unibed Stalis
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compledion of thig farm. [ An aflen authorized wersanll __J__J__
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Employes’s Signature Cals (mondissiean
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List & R List B AND List C

Cocumen die

l3suing authority:

Cocument 2

Expration Date jrany: | | M| | i i

Cotumemad:

Evpiraton Dabe ram __ 1 1
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amployes began amploymant on imonfudaygean 1 amd Bhat So the besd of my knowledgs the smployas

Ie #llghals to waork in tne Unsed Statsc. [2ats smployment agenolss may omit the dats the smployes began
smiploymsns.)

Slgnaure of Erpioyer or Autorzed Reprasentate | FTMhame ke

Business or Drganizadon Mame / {mrealName and NiRDer, CRY, S5am Jip Co0s .| L T
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A e Bame (I apoicais) 5. Cale of renire fmenihimepear (¥ apoicab’e)

. M enployes’s presvious gramt of work aulnorza@on has sepired, provide e imfoemalion beloa for e document that =siablishes cument amplogment
Elglzilly,
Cocument T Cocument = Expiration Dale ofaryl: |
| aftmet, uncer panatly of parjury, that to the beet of my krowssdge, Shis smployes s slgibls to work In the Uniad Stabss, and If the
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Ll M= Itll-l.'l.l-i.',.l".lpiml|||.']||1|.'
Employment Elizibility Verification

Dleparrmazt 2f Heemalazd Seceriry
LA Citizenalep and Immigralion Bervices

INSTRUCTIONS
PLEAZE READ ALL INATRUCTIONS CAREFULLY BEFORE COMPLETING TH: FORM

Andl-Dilacrimination Hotice. =15 Nisgal to dizscrimicass against any Indhildusl foier than an aler mof autorzed b wort |n the
U.2.) In hiring, dschargirg, or recrulting o referring for a fee because of that Individuas natbional origin or cHizenship siatus. I s Degal
Io discAminate againsi work eiglbie Individusls, Employers CANKOT spechy which documentis) #hey will accept foom an employes. The
refizzal fo Aire an indhvidual because= of a fuluns sxpration dabe may also consftube Negal dscrimination

Section 1- Employee.  aempoyees, céizens and
rorchizens, Rired afer Moysmioer £, 1986, must complzls Sxcfion
1 of fhis Jorm at the Bme of Bire, which ls e aclual beginning of
mmployment, The amployer ks racponsibls for ancuring that
Saotlon 1 k timaly and proparly somplated.

PreparerTranalator Cerliflcation. Tre Sresarer Transistar
Carttiication must be completed i S=cfion 1 & prepared by &
person ofter than the smployes. & preparsniransistor may be
wsed only wihen fe amplopes 5 unabke o complets Bscban 1 on
Rinfsr pwn. Howeger, fhe smployes must sHi sign Secton 1
personally.

Section 2 - Employer. For the purposs of compisting tis
form, the t=m "smpkeyer Includes fhoss recrdisrs and refarmers
for & f== who are agricubiumal azsociations, agricuBural smployers
or farm [abar coniraciors.
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e dais amployment begins. IF employess &
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me dotuments) wihin three business days and the aciuy
documents) wihin ninety (33) days. Howeeer, F employers kine
ndlviduals far a dumation of less than free business days, Section
2 mrust be complefed af the @me employment begins. Employarc
mu&t record: 1) document THe; Z) 1ssuing sutharity; 3) cocument
numier, 4) seplmation dad=, F any; and ) the dale smployment
o=gins, Employers must sign and dai= fhe cerificafion. Employees
miust present original documents, Employsrs may, buk ars not
required 1o, phoboooy the doecumentis) presenbed. These
phoiocoples may only be used for the verficabon proc=ss and
miust be retyned with the -5 However, amiployers ars cill
responelbls for scompleting the 19,

Section 3 - Updating and Reverification. emaoysrs

murst complete Seclion 3 when updafing andior reveritying the 5.
Employers must reverly smployment elgloiRy of thelr employess
on or before e sxpration dake recorded In Bechion 1. Employsrs
CANNOT specily which doourment(s) they will accept from an

mrployes,
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Sloct B and the sigrature black.
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comples= Block B and:
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Iz authorized 1o work In fhe U.S. {s== st & or O,

= record the docurment Slie, document number and
expiration date (i any) In Block G, and

corpisle the signaturs Kok

Friotooogying and Restalning Form -8, A Zank -3 may be
reproduced, provided bodh sides are copled. The Instnactons must
o= avaliabies fo all employess complietng this form. Employers
rriust redsin oormpleded I-9s fior three (3] years afier the dabe of hire
or one [1] year afier the date smployment spos, whicheyer |s aber.

For mors datali=d Informadion, vou may refer bo the Departmesnt
of Homatand Ssourlty (DHE) Handbook Tor Employers, (Form

Sample

obtaln the handbook at your looal U.3.
jon ervioss [UECIE) offloe.

orky for coliaching this
N Refoms apad Condrol Act of 158E,

This Ivtmabion is for amployers bo verfy e aigkilsy of
Indisiduals for smploymen fo prachde: e enizaful Hidng, or
recruling or refEming for & fee of AlEns wiho ane not authorzsd i
waork In the Urib=d Slales

Thiz irdarmabion wil be used by smployers as a recand of their
nasls for defemining eligibiity of an =mployee 0 work n fhe Unked
Bfahes, The fiorm wil bie epk by the employer and mads avaliabie
for Inspeciion by ofMclals of the UL, Immigmtion and Cusioms
Erforcement, Depardment of Labor and Sffice of Special Counss
for Immigration Ralated Unialr Employmant Fracioss.

Bubmission of the Rformation required s s fom 18 volurkary.
HowEvar, an Indyicual may not begin employmernt urlsss this form
= compleled, snce =mployErs are subject b chdl or cominal
oenbizs ey do mot comply with the Immigration Refoms and
Conimol Act of 1586,

Reporfing Burdesn. We iry fo cresi= dorms and Instructions that ans
scourabe, can be =asily undersood and which Impose the east
posshble bunden o you to provide us with indormation. Citen tis s
dificull becayuse some mmigradon |aws are very complex.
Accordingly, e neporiing burden for this coleciion of Information
5 compuied a5 Tolliows: 1) lzaming about this form, S minuies; 2)
complzding the form, 5 minutes; and 3) assembling and fling
{reconike=ping) the foms, S minutes, for an avermage of 15 mimi=s
per response. H you have oomments regarding the accuracy of this
surden esiimabe, or suggestions for making fhis fom siepler, you
can wrike fo UL Cltzership and immigraiion Serdces, Regulsiony
Management Division, 111 Massachusfis Avenus, NV,
‘Washingion, DG 20529, OME Ma. 18150047,

OTE: Thiz [z the 1931 =dion of the Form 5 that has been
=oranded with a cument prinfing dabe o refect the recent frans®on
mi fhe NS 1o OHS and Ks compoanenis

EMPLOYERS MUST RETAIN COMPLETED FORM |-3

Fanm |4 (Eow, U3FABTY

PLEASE DD NOT MaIL COMPLETED FORM -3 TO ICE OR USCIS
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LISTS OF ACCEPTABLE DOCLUMENTS

LIST & LIETE LIET C
Documants that Establigh Soth Decumants that Establizh Diecumants that Establizh
Identity and Employmant [denfity Emplayment Ellglbiilty
Eliglbility OR AND
, 1. Crivers lizense or ID card 1. .. soclal secunty card kEsued
1. US :'Efj‘fﬁlm'-““m”'”’ b0 3 53l o uing by the Social Securty
Expired nossession of the Unfied STates AdminisTatian fother than a card
pﬁﬂ-.-med nrnu'?lgl[mns aa1b:| i stating It is ?j:-.'l.-sﬂ-:r for
o phatograph ar Information such as emolgymen
4. Certiicale of L.3. Clzenchip name, date of bird, gendsr, height
{Famm =500 or h-541) eYe color and address
2. Certification of Sirth Abroad
3. Cenficate of Naluralzalon 2. |Cveard Issued t'} fedaral, slats [5ELed bw ine EEFEIW-EF'-:TSIHI:E
oo - .
{Form N-550 or N-570) ar kacal govemment agenckes or {Form F5-545 or Form D5-13504

entities, provided it contalns a
photograph or Infarmatian such a5

4. Unespired forelon passpor, name, date of o, gander, heignt
with 557 stamp or atached &y Color and adress
- m ! pyof 3
EMpOymEN Sunarizaton nirin certificate sued by 3 state,
courty, muricipal auiharky or
-:u’.l}1rlie|:-:|5cae5.5b:m oif the Linlied
5. Permanent Resident Card or Staie bearing an oficial s2al
Alen Registration Recelpt Card
with phatograph (Fom 5. U.5. Mittary card or draft resard
=157 or 1-551)
§. Iliary dependents 1T card 4. Nailve American tribal document

B Unexpired Temparary Resident

e ] 7. LS. Coast Gard Merchant
Viariner Car 5. U5, CRizen ID Card {F
7. Unexpired Employment C e L Lead {romm
Buthiorzation Card (Fomm 8. Nalive Amerkan trbal document il
(454
Hi8EA) 3. Driver's license Issued by 3
Canadan gavemment authorfy B |0 Card for 52 of Reciden
8. Unexpired Reeniry Pemi Cltizen in the Untied States
{Farm 1-327) For peraana undar age 18 who iForm 1-170)
are unable fo pragent a

3, Unexpired Refuges Travel documant listad above;

Document (Fom 571 7. Uneupired empiyment
10. Unexpirza Employment 10. Sehool recard of repart card N (L e e by
Awrhortzation Dacument isuad by psal '
DS ihat cartains a phaiogragh 1. Cline, docter or hospital recor
{Fam |"E155Ef,|

12. Cav-care or nursery schoal
recand

ustrations of many of thaes documants appaar In Part § of tha Handbook for Employers (M-274)

Form |9 [ Kew. U3 ELURTY Page 3
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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

1-9: 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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