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           HOURLY WORKER CONTRACT
Date:  ______________                                   
Dear:  ____________________________                                     
Print students full name

I am pleased to offer you a part-time assignment as an hourly worker in  ____________________________ for the term of: 

             Department Name                
(Circle all that apply)     Fall   Spring   Sum I   Sum II



Your work assignment will be as follows:

 ______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________ 

Payroll Guidelines
· Rate of pay will be $             per hour.
· You may be paid for up to                hours per week or                hours for the semester
· Restrictions apply if you have a salary graduate assistantship (please contact the B&E Business Office).
· This assignment does not entitle you to additional University benefits.

· You must record your hours of work using the forms distributed by the College’s Business Office and submit hours according to the standard WVU schedule.
· Please report to the Business Office to process your employment information (room 324 B&E).
Please note: Due to federal regulations, payroll paperwork must be completed and all required documentation submitted, prior to starting work.  You will NOT be paid for hours worked prior to the completion of your payroll forms.
Supervisor







    _______________________________                                                                                                 
Departmental Chair (if applicable)
I accept the assignment:
    _______________________________________________________                                         
          Student Signature   
          Date

Social Security Number 
Please Check One:          I am new to the WVU Payroll System            I am currently in WVU Payroll
Departmental Information:

Funding - list account name and/or numbers: __________________________________

NOTE:  Prior to hiring a student, a Student Assistant Job Description Form must be completed and submitted to the Business Office.
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