SAMPLE DEPARTMENT TEMPLATE
Employment Expectations for all Student Employees

(Customize to your Department)

Department Mission Statement

DEPARTMENT EXPECTATIONS OF STUDENT EMPLOYEES

· Reliability:
· Report to work on days scheduled     

· Report to work on time

· Call direct supervisor if unable to report to work, or if reporting to work late.

· Discretion:

· Confidentiality is required when dealing with student records as well as all facets of responsibilities

· Use good judgment in appropriate office behavior

· Keep personal conversations to a minimum, in the office setting, as well as in contact with customers 

· Maintain a professional demeanor while at work.

· Follow Directions

· Be receptive to constructive suggestions given by office staff.

· Follow office policies and procedures.

· Never hesitate to ask questions!

· Honesty and Integrity

· Record correct hours worked on timesheets.

· When mistakes are made (we ALL make them!) talk with supervisor about correcting the mistake.

· Dress Code

· Reasonable jeans are allowed – no cutoffs or shorts

· No crop tops

· No short skirts or tee-shirts with offensive writing on them

· Business/Professional attire preferred

· Long hair is to be pulled back, away from face

SKILLS NEEDED for EMPLOYMENT 

· Add skills

WHAT CAN STUDENT WORKERS EXPECT FROM US?

· Thorough training

· After a successful work experience in the Office, student workers can expect a reference/recommendation for future employers. A great resume-builder!

· Periodic performance reviews – an opportunity to visit with your supervisor, and review your progress.

· Two weeks after date of hire _______________________________

· Monthly, thereafter ______________________________________

· Mutual respect!

· Flexibility (within reason) with work schedule, especially around student’s final exams and necessary personal appointments (i.e. dentist, doctor, etc)

___________________________        ______________
_______________________________         _________________

Student Employee Signature
              Date

Supervisor Signature      
 
       Date 


