
 Verify work eligibility.1.

Students must be enrolled for six credit hours to work as a student

employee.

Provide supervisor expectations that include the purpose of the job, the duties,          

and the responsibilities.

2.

Coordinate work schedule acceptable to both the student and supervisor.3.

Certify and approve time. 4.

Certification implies direct knowledge of the student having worked the

hours reported.

If a student has two jobs, ensure they do not work more than 19 hours per

week in both jobs. 

Combined hours will be listed on the timesheet in the system of record.

Ensure compliance training is co


