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Request to Hire Student Employee
Rhodes Student Associate Program

2011-2012
Manager Section.  I request that the following student be employed as described below. 

Student: ___________________________________
  
Rhodes ID: R_____________________________
Student e-mail: _____________________________

Immediate







Supervisor: ______________________________
Dept    
 
Supervisor
Department: ___________________________
Code: ______
e-mail: ___________________________
Job Title:  Rhodes Student Associate (Be sure to list the actual title of the position other than RSA, for example Community Liason…) ______________________________________________________________________
Job Details: 
Start Date: _________________
End Date:  ___________________



                (No Earlier than Aug. 24 2011)                (No Later than May 5, 2012)

Pay Rate: $ ________________/hour 


   ($10.75/hr for first-time associates)



Estimated Total Pay:  $ _____________  (# hrs/wk X number of weeks X pay rate)
(Note: a full academic year has thirty-two weeks of eligible employment, not including holidays as student associates may not work during academic holidays i.e. winter and spring breaks.  A student associate who works 12.5 hrs per eligible week will earn ~ $4300.)

Requested by: _________________________________Date: __________

Student Section

I accept this Rhodes Student Associate assignment and the additional responsibilities connected with an RSA position including but not limited to monthly journals and required seminars.   I understand the job description, duties, responsibilities, and my work schedule.  I understand that I am required to complete I-9 and W-4 forms and submit them to the Financial Aid Office, as directed, before I begin this work study job.  
Accepted by:    _______________________________________
Date: __________________


Student Employment Managers. . . .
· Be sure all sections are complete, including the job description and student signature.

· Send your Request to Hire to Rhodes Express.

· Wait for e-mail authorization to schedule this student.

· Keep copies for your records.

FA Office:

I-9 Complete:_________

Banner Authorization Marked   ______________
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