FCTC Financial Aid Office

WOLRK EXPERIENCE CONTRACT FOR:

Each student worker at FCTC holds a position of trust relative to performing the

duties assigned and must recognize the responsibility entrusted to them. Since conduct
on or off the job reflects on the College, each student employee is expected to adhere
to the following standards:

| cannot work during the time | am scheduled to be in class.

If late or unable to attend work, it is mandatory to notify my immediate supervisor as
soon as possible. If they are not available, | must contact the Financial Aid Office
and inform them of my status.

| am required to complete a weekly time sheet and submit this time sheet for the
current week to my supervisor for signature by 9:00 pm on the Wednesday that the
pay period ends.

If I fail to submit my time sheet promptly, or submit an incomplete time sheet, |
acknowledge that there will be a delay in processing of my paycheck. If | do not pick
up my check by 2 pm on payday, my check will be mailed.

If I work more than 6 hours, | am required to take a 30 minute lunch break, and will
reflect such on my time sheet.

| must request a leave of absence from my supervisor when | would like to have
additional time off work.

Falsifying time sheets will result in dismissal. Habitual tardiness or unprofessional
conduct will result in dismissal. If disciplinary action is taken against me in class, |
may be subject to reprimand or dismissal.

| will do my best to complete duties as a student worker in the department in which |
am assigned. If any difficulty arises, | will discuss them with my supervisor. If the
matter is unresolved, | will contact the Financial Aid Office.

| promise to fulfill my duties in a professional manner. My responsibilities have been
explained to me and | feel | have the qualifications and maturity to handle them.

If I fail to fulfill my duties or behave in a manner that poorly reflects on myself or
FCTC, | understand that | am subject to reprimand and/or dismissal.

By signing this contract, | certify that | fully u nderstand my job responsibilities

Student signature Date FAS Date
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