Last Updated: 6/20/06

Student Labor; Instructional Resources; Computer Lab Assistant, Senior Computer Lab Assistant & Computer Science Lab Manager positions.
To be employed as a student laborer in the above department and positions, students must be able to fulfill the following job requirements.

Job Requirements:

1. Student employees MUST check their Whitworth College email at least once during each working shift.  In addition student employees MUST check their Whitworth College email once during each business day (Monday – Friday).  Emails from their supervisor must be read during these checks AND if a reply is necessary, a reply MUST be returned at the time the email is checked.

2. Time cards MUST be filled out (online or card) during your shift.  You must fill out your timecard according to the shift/time you actually work. You must also sign your timecard at end of the pay period (not before); signing a timecard for time/hours that you do not work will result in termination.  
3. You are required to carry a Whitworth College ID card while working.

4. You must be willing to learn new things.

5. You must be able to effectively use time management skills while on duty. Communicate your inability to meet this requirement (i.e. you are sick) As Soon As Possible with your supervisor.
6. Come to and Leave assigned shifts on time and ready to work.

7. You must understand that although there will be time to work on homework during working hours, job duties MUST come first.

8. You must be able to follow directions and ask for assistance/guidance if/when needed.
9. You must know (or able to learn) basic computer skills.  CS170 skills/knowledge is the minimum that is needed for this position.

10. Be able to effectively communicate in front of-and to a large group of people.

11. Understand and implement the “Whitworth College Computer Users Responsibility Policy” for all users of the computer labs.

12. Understand and implement the “Whitworth College Computer Lab Assistant Duty Requirements” as they pertain to you.

13. Clothing – although there is not a specific dress code, you should at least be dressed in non-offensive attire.  For example do not come to work in pajamas nor should you wear clothing that has offensive language, suggestive imagery or other material that goes against Whitworth College’s mission.  You are an employee of the college when on duty and are expected to behave accordingly.
14. Understand that you may be asked to leave work early with no pay if there is no work to perform, or if there are too many lab assistants on duty, or at the discretion of your supervisor.

15. Required to inform your supervisor of any lab assistant who is not performing their job correctly, not showing up for shifts or other pertinent information that you think your supervisor should be aware of.

16. Do not share password (i.e. student) with other individuals unless specifically directed to.

By signing this document you agree that:

· You may be terminated for not adhering to the Job Requirements as listed above.

· You may be terminated for not adhering to the “Whitworth College Computer Users Responsibility Policy located at: http://www.whitworth.edu/Administration/InformationSystems/Policies_Standards/Index.htm
· You may be terminated for not performing your duties as indicated in the “Whitworth College Computer Lab Assistant Duty Requirements” located at: http://www.whitworth.edu/computerlabs/Labbies.htm
Name: _____________________________________  Date: ____________________ Term:____________
