COMMUNITY-BASED WORK- STUDY  PROGRAM

ST. OLAF & CARLETON COLLEGES

OBJECTIVE:  To offer St. Olaf and Carleton College Students in conjunction with non-
                         profit and community service organizations the opportunity for students 

                         to earn their work awards off-campus performing jobs in the community

                         interest.

PROGRAM INFORMATION:

· The hourly student wage is $9.28
· There is a cost sharing of 30/70 % between the organization and the college in which the student is enrolled.

· St. Olaf and/or Carleton will pay the student from their payroll and bill the organization at the end of each semester/trimester for the agreed 30% cost share.

· Students must be eligible to receive federal work study funds to work in this program.  This will be determined through financial services at St.Olaf and/or Carleton and passed onto the Community Based Work Study Coordinator.
· Students cannot exceed their work award allotment (students will be given the work award amount).
· Students are responsible for their own transportation to and from the work location.
· Students will be responsible for maintaining their timesheets and having the organizations supervisor sign for each pay period and hand into their college payroll.

· Job postings are posted on both St. Olaf and Carleton websites along with an application form.

· Scheduling hours requires flexibility on the part of the supervisor as coursework takes priority over student employment.  Students may not be available during final exam weeks or college breaks.
· Students are expected to behave in a professional manner for student work positions.  This includes:  develop a positive relationship with the supervisor and other workers in the organization, arriving to work on time and ready to work, contacting supervisor well in advance if unable to work and finding a substitute if necessary, giving a 2 week notice if leaving the position.

PROCEDURES:

· The organization will view applications and interview applicants and inform the student and the Community-Based Work-Coordinator of the selected candidate for the position who will initiate the paperwork.
· Supervisors at the organization are responsible for informing student workers of policies and procedures specific to that organization.

· Once the student has been hired; 3 required forms must be completed for the program by the student and submitted.  The Work-Study Coordinator will be responsible for distributing and collecting these forms.
· The organization and the student will discuss and set up the student work schedule.
GOA L:   St. Olaf and Carleton are excited to give our students the opportunity to engage 

                 in the work study program in our Community.  Community involvement en-
                 gages a sense of belongingness and being part of  the team. The organization 

                 and the students are valuable and beneficial contributors to a connectedness in 

                 The Northfield Community. 
