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Student Employment Expectations

We expect you to:
1. [bookmark: _GoBack]Arrive on time, ready to work, and leave at your scheduled time unless you have contacted your supervisor and made other arrangements.
2. Email/call your supervisor if you are unable to work or realize you will be arriving more than 15 minutes late. 
3. If you work four to six consecutive hours, you are entitled to a 15-minute paid break. If you work more than six consecutive hours you must take a 30-minute lunch break. This lunch break is unpaid, so you must “punch out” on your timesheet for this 30-minute time period. If you work more than six consecutive hours you are entitled to two paid 15-minute breaks (morning and afternoon) if desired.
4. Follow the Division of Business Services Dress Guidelines at work. These guidelines are in your welcome folder and are on the Business Services intranet.
5. Use Business Services computers for work only (not for watching movies/shows, shopping, surfing the web, etc.). See the Computer Usage Agreement in your welcome folder and on the intranet.
6. Check your @wisc.edu email inbox and reply to business-related emails at least once per shift. If you have and use a work email address (@bussvc.wisc.edu), check both inboxes at least once per shift.
7. Ensure confidentiality in all personnel and business related matters that are sensitive in nature.
8. Let your supervisor know when you are running low on work, so additional work can be gathered.
9. Ask your supervisor or co-workers for help when you do not know how to do something or when you don’t know the answer to a question.
10. Do your part to keep our workplace safe and secure.
a. Report any suspicious behavior to your supervisor
b. Keep personal valuables tucked away, out of view if left unattended
c. Follow appropriate protocol in the event of an alarm (see emergency response procedures in your welcome folder).	
11. Do your part to keep our workplace welcoming and respectful by being courteous and professional in your interactions with co-workers, visitors, customers, vendors and guests.




Thank you for choosing the Division of Business Services as your workplace. We are committed to helping you learn professional and respectful business office behavior in preparation for your future career.


I have read and understand the above expectations.    ____________________________         ____________
                                                                                                                            Signature                                                                  Date

Please scan a copy of these signed expectations to dawn.rekoske@wisc.edu or deliver a paper copy to Dawn for your personnel file.  Thank you.
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