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Student ID:              Name:      
To qualify for student employment during the academic year you are required to be registered for at least six undergraduate credits or three graduate credits during each term of the academic year.  To qualify for student employment during the summer you are required to be registered for at least six undergraduate credits or three graduate credits for the upcoming fall term. You may work a maximum of 20 hours per week during the academic year, expect during break periods, including summer, in which you can work a maximum of 40 hours per week for all jobs held on campus.  

In addition to completing this form, students who have not worked on campus will be required to complete payroll forms: I-9 (Employment Eligibility and Verification), W4 (Federal & State withholdings) and Direct Deposit form.  All completed forms must be returned to the Human Resources office prior to starting employment with the university.  

I agree to be a responsible employee of MSOE, bound by the policies and procedures identified on the Student Employment website.  I understand that any false information given on my timecards or timesheets will result in disciplinary action and dismissal of employment.  I  agree to maintain the confidentiality of all information and understand that any disclosure of confidential information is grounds for immediate termination.  The “Student Conduct Code” applies to your conduct at work as well as elsewhere on campus, and that violations of Article I, Sections 1, 2, 8, 13, 15, 18 are especially applicable to employment.  For a detailed explanation of the Student Conduct code, refer to the Whole Student Life Handbook published by the Student Life Office.

_______________________________     ________________________
Signature





     Date
---------------------------------------------------------------------------------------Department:         Building/Location:      
Supervisor:          Phone/Extension:      
Student’s Job Title:      
Academic Year  FORMCHECKBOX 
              Summer  FORMCHECKBOX 

I agree to oversee the duties performed by this student while making sure he/she adheres to the policies and procedures set forth by the Federal Government and MSOE regarding the Student Employment Program.  


________________________________    ________________________
Signature





     Date
---------------------------------------------------------------------------------------
Position Code: __________________
Pay Rate: __________________
�Student Employment Contract
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