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Purpose of this handbook is to provide the studdrat participates in the Lindenwood
University Work and Learn Program a guide to susit#ly completing the program
requirements.

Location: Spellmann Center, 3rd Floor
For information contact:

Director of Work and Learn
Michael Tolman
(636) 949-4563
MTolman@lindenwood.edu

Assistant Director of Work and Learn
Eric Mircsov

(636) 949-4562
EMircsov@lindenwood.edu







1. Ask Financial Aid. After you submit your FAFSA, Financial Aid will eleate your application. If packaged for Work andhtre
you will be packaged as either a Federal Work S{&D) student or as Lindenwood University Workdtstudent. You may not
work until Financial Aid has completed your finasgpackage.

2. Go to the Work and Learn Office website.The website can be found at
http://www.lindenwood.edu/campus _life/work _learp.aSn the website students need to go to the batfaime page and click
either “New Students”, “Returning Students”, orBJeenewal.”

3. Report to the Work and Learn Office. (Or Work and Learn

Station at check in)At this point you will receive your job. You willdboffered any open jobs that you qualify for that @pen at
the University. You will be required to provide@th of identification (normally a driver’s licensahd proof that you can work
(Social Security Card). All students must provid&/4, MOWA4, 19, and a DDL form.

4. Report to your supervisor.Your supervisor will assist you in determining yousrk schedule, and explaining the operation of
the department. Typically you will be required tonw 10 hours/week. Remember your academic scheduhes first. Create a
schedule that works for you and your supervisor.




1. Begin working. You have already set your schedule with your superyyou are expected to begin working per yolesitile.
You should begin working the first week of schaake that is the date that will allow you to stadrking towards 150 hours.

2. Record the hours you work.Your supervisor will explain your timesheet to yoomplete it each day you work. If there is no
timesheet for you there, you need to contact thekVdod Learn Office to determine its status.
Remember, you cannot work without an official tinees.

3. Your supervisor will submit your timesheet fauyat the completion of each time-period. Verifyhwthem it was submitted and
that your hours are correct.

4. Approximately two weeks after the completioreath time-period the Business Office will send gatiatement indicating the
work that was credited to your account. Verifyvitu are credited for $8.00/hour of work. If theseai discrepancy see your
supervisorif Denied it cannot be resolved at that level, report toWwrk and Learn Office.




Who qualifies for Work and Learn?
The Work and Learn program is available to mosieugichduate resident students; commuters are gableliStudents who wish to
participate must first talk with the Financial Affice to be qualified.

How many hours do | have to work?

You are required to work50 hours during each semesteEach semester is broken into four times-periedsh of which has a
recommended number of hours you should work. Aestu expected to woikt least 10 hoursa week. You may work more
hours than suggested during a time period, beguires your supervisor’s approval if it exceedas1 hours per week.

What time of the day can | work?
Most jobs are only available for work between 84 and 5:00 PM; however, some positions are openviork longer. In no
instance are students permitted to work past 1BMQ@nless supervised by university staff or faculty

What if | work more than 150 hours?

Working more than 150 hours during the semestédmaih nothing. Supervisors are required to ndtiy Work and Learn Office of
students who do this and drop them from the progratihthe next semester. In some cases studeltsenallowed to work over
the 150 hours, however the supervisor must ndigWork and Learn Office and obtain permissiortlfids.

How are job assignments made?

Assignments are made based on the needs of thersityv Students fill positions the university ltiedermined are necessary for the
smooth operation of the university. Each job hapexific number of students that are authorizezhsure the zone functions
properly. Assignments to these jobs are made astacbme — first serve basis. No zone will be @illed when other zones are in
need of workers. Some zones have higher priordy thithers, for example, the cafeteria and enviroahenaintenance (grounds)
have the highest priority of fill. They must be kefaffed; most students can expect to work inghte® zones

If I am getting a scholarship (Athletic, Acadenucetc.), will | be working with that departmentimy Work and Learn?
No. Most of the scholarship students get jobs in ld&asping, Food Service, or Grounds keeping. Atlremkarship does is paid a
portion of your costs.

My Coach (advisor, etc.) told me | would be ablevtok for them; do | need to do a contract with YWerk and Learn Office?

Yes you must complete a contract. The Work and Leantract is what confirms you to be working on cast is also a record
of where you are assigned. Before you can begikingin a zone, the zone must have an opening. Mapgrvisors don’'t keep
track of how many workers are assigned to themnaakk offers to a lot of students hoping someonkawsdept the offer. You must
explain the job to the Work and Learn Office, thal} then determine if the job still exists.




How long does my job last?
When you sign a contract for a Work and Learn pmsiyou are committing yourself to that job the academic year At the end
of the spring semester you will be given the chaonagbtain a new job for the upcoming academic year

Can | request a particular position?

Yes but your request may not be honored; rememberaob filled at the needs of the university. Yol e interviewed by Work
and Learn personnel to determine your assignmerihah time you may make your request; you alseiveca Work and Learn
application when you complete your applicationtterad Lindenwood University. Based on your requist,needs of the univer-
sity, your qualifications, and the requests of suisers, you will be offered a position. You do matve to accept the position
offered, but be aware that as positions fill, tharces you will get the job you want will decrease.

Can | change positions before the end of the year?

Yes in some cases students will be permitted to changir job before the end of the year. In ordettics to occur the student must
provide justification for the change (ex: unablg&rform job because of injury or selected to b&aj. In order to change, the
student must receive the permission of the supmries whom they work for and whom they wish to woand be cleared by the
Work and Learn Office. Generally students will betpermitted to move from a work zone that is sbbstaff, nor will they be
permitted to move to a work zone that is oversthfieansfers will not be effective until the begimnof the next time-period.

Will | receive a W2?
In some instances students will receive a W2. &pdies only to students who are FEDs (federal vstukly). Students who are

Lindenwood Work and Learn will not receive one. iiehmay be special instances where others recaVe. &tudents who want to
be certain should contact the Business Office 26)849-4826.

What if | have to miss work?

You are required to keep your work supervisor updi@n your status. If you know you are going tosmerk or be late to work
you must notify them as soon as possible to allmmito make arrangement for your absence. Fatimggdort for work or failing to
keep your supervisor informed is reason for reménaath the program. Calling after the fact or imnagdly prior is not sufficient
notice.

Will | keep the same job every year?

No. The job you contract for is only for a one acaibeyrar. Each year you must be packaged by FinbAidaand reapply for a job
for the upcoming year. Students who fail to reapulybe offered the jobs that are available whieeytfinally do reapply. Students
will not be automatically readmitted to the jobytHeft the previous year.




Can | get fired?

Yes Students who do not perform satisfactorily inrtip@sition may be removed from their positionra tequest of the supervisor
or the Director of Work and Learn. Students willrfmified by the supervisor and Work and Learn €ffas a minimum through the
mail/email system. Students who are fired are gomesweek before the action is completed. Thisgilie student time to discuss
the issue with the supervisor and Work and Leafit©fo determine what action/remedial actions &hbe taken. Failure to speak
with the Work and Learn Office will result in remavfrom the program.

If I'm fired, can | be rehired?

Yes Students who are fired may reapply to be reiadtatto the Work and Learn program. Students wlgiven these options:
a. Return to the same position (requires supearaigproval)
b. Work in the cafeteria or grounds.
c. Pay their Work and Learn bill.

At no time will students who are fired be permittednove to another work zone on campus.

Can | work during the Special Sessions? (WinteaByr&pring Break, and Easter Break)

Yes. Students that are living on campus during theigpsessions can work because the hours that@iesd during those
sessions help pay for Room charges. Studentsvtbatto apply to work during those times must cagtgkhe forms in the Housing
Office two weeks prior to those Special Sessions.

Can | do hours over J-Term?

Yes. Students that want to do Work and Learn overrda] enust complete the J-Term Work and Learn Redoest before the end
of the Fall Semester. This form is available i@ Wiork and Learn Office and online at the Work &edrn section of the University
website. Requirements for J-Term are that theeBtiuchust be taking a J-Term class, be a residedést, and be registered for
both Fall and Spring Classes.

Can | work over the summer if | want to take classed live on campus?

Yes. Students that are taking a class over the sumntewant to live on campus can participate in then®er Work and Learn
program, designed to assist the university in periog needed work to prepare for the upcoming skcyear and to reduce the costs
to needy students. Participants in this prograthraceive their tuition for one 3 or 4 credit-hatlass, room, and meal charges paic
for by the university in return for working for tiéniversity.

Forms for summer are available in the Work and h.é&2ifice in March at the Work and Learn Office amdine at the Work and
Learn section of the University website

Where can | get more information about Work andrhehuring the year?
Student can get more information either at the &nwilood University website, under Student Develognrethe Work and Learn
section, or at the Work and Learn Office in thelBp&nn Center, '8 Floor next to the Mailroom and Computer Lab.
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Meet Your Supervisor the 1st Week of School

Activities

Supervisor: Kerry Cox, Location-Basement of Spefima
Center (See Map, #18)

Phone number 636-949-4983

Common Building Housekeeping

Supervisor: Joyce Norman, Location-Door G at thieitSp
Shoppe building (See Map, # 32)

Phone number 636-949-4922

Community Work Service/ America Reads

Supervisor: Dana Wehrli, Location: Career Developine
Suite, 3rd Floor -Spellmann Center (See Map, #18)
Phone 636-949-4806

Concessions

Supervisor: George Little, Location-Performancen@¢See
Map, #22)

Phone 636-949-4632

Dorm Housekeeping
Supervisor: Dorm RD, Location-Your dorm

Education Office

Supervisor: Nancy Hoeffle, Location-Roemer #106(Sm&p,
#7)

Phone 636-949-4844

Environmental Maintenance

Supervisor: Kyle Roth, Location-Maintenance Shesk (slap,
# 32)

Phone number 636-949-4922

Food Service

Supervisor: Russ Hunt, Location-Back of Cafetefiaellmann
Center (See Map, #18)

Phone number 949-4644

Meeting on Sunday August 22 time TBD

Intramurals

Supervisor: Megan Teal, Location: Activities OffiBasement
of Spellmann Center (See Map, #18)

Phone number 949-4983

Sports
Supervisor: Coaches, Location-Their Office (PA aldF

House) (See Map, #20 or #22)
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Students will record the hours that they have cetegl in their assigned zone with the supervisdre Jupervisor and
the student will record the hours on an official Wand Learn Timesheet. After each time periodithesheet is
processed in the Work and Learn Office.

Students and supervisor should keep a record ofrhamy hours the student has completed in the Wil aarn
zone.

Students can check the Work and Learn hours wahbrk and Learn Office, but must request thisnmiation
through the email system.

To learn how many hours you have you will neednaiéthe Work and Learn Office at
workandlearn@lindenwood.edu Expect 2-3 days to reeaan answer.

If there is an issue with the hours that the Waret Bearn has recorded, and the student would dildesicuss them,
they can make an appointment by calling (636) 98824 (636) 949-4563 or on the

email: workandlearn@lindenwood.edu

Twitter is a free social networking and micro-bloggservice that enables its users
to send and read other users' updates known atstWeeeets are text-based posts
of up to 140 characters in length which are dispdagn the user's profile page and
delivered to other users who have subscribed 1o {k@own as followers).

The Work and Learn Office has its own Twitter acucio keep students informed
of what is coming up or what's new. We encourdagdents to follow us to stay
informed.

Website:http://twitter.com/LUWorkLearn

The Work and Learn Office will update website wigw information in the
program. This is where most of the Work and Ldarms are.
http://www.lindenwood.edu/studentDevelopment/worktrecfm




Work and Learn Office
Spellmann 3rd Floor
209 S. Kingshighway
St. Charles Mo 63301
Any guestions contact

Mike Tolman: 636-949-4563

Or
Eric Mircsov: 636-949-4562



