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Expectations Agreement

Service Center 530-898-6771
FAX: 530-898-5120

This document is provided as a sample template to assist departments in establishing clear expectations for
hourly student employees. Departments are encouraged to customize this agreement to reflect their specific
operational needs, job responsibilities, workplace expectations, and departmental procedures. If you have any
questions or need assistance customizing this agreement, please contact On-Campus Student Employment.

Student Employee Name:
Position Title:
Department:
Employment Start Date:
Supervisor:

Student Employee Expectations:
As an hourly student employee, | agree to:
Professionalism

e Arrive on time and prepare for each scheduled shift.

o Dress appropriately for my work environment and follow departmental dress expectations.

o Treat students, faculty, staff, and visitors with courtesy and respect.

e« Demonstrate respect, empathy and integrity in all work activities.

Attendance and Scheduling

e Maintain a reliable work schedule.

o Notify my supervisor as soon as possible if | will be absent or late.

¢ Request schedule changes in advance whenever possible.

e Understand that academics remain my first priority and communicate anticipated scheduling conflicts
early.

Job Performance

o Complete assigned duties to the best of my ability.

o Ask questions when | need clarification or additional training.

e Accept feedback professionally and work to improve my performance.

e Follow departmental procedures and university policies.

Confidentiality

e Maintain the confidentiality of student, employee, and university information.

o Comply with FERPA (Family Educational Rights and Privacy Act. A U.S. federal law enacted in 1974
that protects the privacy of students' education records at schools that receive funding from the U.S.
Department of Education) and any other applicable privacy requirements.

e Use university equipment, technology, and resources appropriately.

Safety

e Follow all workplace safety procedures.

e Report unsafe conditions, accidents, or injuries immediately.

o Complete required safety training before performing assigned duties.

Timekeeping
e Accurately record all hours worked.
o Ensuring accuracy of my IN/OUT punch times
o Entering at the conclusion of each shift
e Never work "off the clock."
e Obtain supervisor’s approval before working additional or unscheduled hours, when required.

Supervisor Expectations:
As a supervisor, | agree to:
e Provide clear job duties and performance expectations.
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Ensure the student receives appropriate training and resources.

Maintain regular communication regarding schedules, priorities, and performance.

Provide constructive coaching and timely feedback.

Support the student's academic success by offering reasonable scheduling flexibility whenever
operationally possible.

e Foster an inclusive, respectful, and welcoming work environment.

e Recognize good performance and address concerns promptly and professionally.

Department Expectations:
The department agrees to:
e Comply with all university student employment policies and applicable federal and state employment
laws.
Maintain accurate records of hours worked.
Provide a safe work environment.
Ensure student employees complete required onboarding and mandatory training.
Encourage professional development and skill building whenever possible.

Performance and Communication:

If concerns arise regarding attendance, performance, conduct, or policy compliance, the supervisor and
student will meet to discuss expectations and develop an improvement plan when appropriate. Continued
issues may result in additional coaching, reassignment of duties, reduction in work hours, or separation from
student employment in accordance with university policy.

Academic Success
Student employment is intended to complement the student's educational experience. Students are
encouraged to:

e Communicate academic commitments early.

o Balance work and coursework responsibly.

e Seek assistance from their supervisor if scheduling challenges arise.

Acknowledgement:

By signing below, we acknowledge that we have reviewed this Student Employment Expectations Agreement
and understand our respective responsibilities. This document outlines expectations for student employment
and is not a contract guaranteeing employment for any specific duration.

Student Employee

Name:

Signature:

Date:

Supervisor

Name:

Signature:

Date:
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