CONDITIONS OF EMPLOYMENT

A. Terms of Agreement

     1.    When participating in the SMC Student Employment Program, you are expected to perform in
         a manner consistent with any employment situation, including regular, punctual, efficient and

    cooperative performance on the job you accept.          

2. You may work only up to the dollar eligibility indicated in your award letter and on this 

authorization and contract.  Once you have earned this amount, your job will be terminated.


It is your responsibility to keep track of your available earnings.

3. If illness or some unforeseen circumstance prevents your attendance at work, you must notify
    your supervisor in advance of your usual reporting time.

B. Duration of Employment 

1.    All employment assignments must be made through the Financial Aid Office.
    

2. Once you begin work, you are under an obligation to remain with the employer for the period 

specified in this employment authorization and contract, barring unusually severe or prolonged illness or other emergencies, such as an unsatisfactory academic record.

C. Termination of Employment




     1.   Voluntary Termination:  In the event of severe academic difficulty, or unusually prolonged   
                illness, or scheduling conflicts, you may be granted permission to leave your job before the end

     of the specified time period.  In order to receive such permission, you must notify your 

                   supervisor and the Financial Aid Office at least one week in advance of your last day of work.  

                   NOTE:  The one-week advance notice may be waived in the case where illness causes one to                      

                   terminate employment.

2. Falsification of Time Sheets:  If you falsify the amount of time that you worked or forge your
     supervisor’s signature, your job will be immediately terminated.  Your chances for future 
     work-study employment will also be placed in jeopardy.

3. Inadequate Job Performance:  If, in the judgment of the supervisor, you are not adequately               performing your job, you may be terminated.  Such termination may result in forfeiting the
       balance of your student employment funds for the rest of the employment period.

4. Absence Without Advance Notification:  If you twice fail to report to work when directed or assigned by your supervisor, you may be terminated from your job.

D. Work Provisions and payment Procedures

1.
A student may not work more than 40 hours per week.

2.
Completed and totaled time sheets signed by student and supervisor are due in the Financial Aid Office by 10:00 a.m. every other Monday (unless otherwise notified).  Time sheets and pay period schedules are available in the Financial Aid Office.

