ADDITIONAL/OUTSIDE EMPLOYMENT POLICY

Paraprofessional staff in their first semester of employment are not permitted to hold additional or outside employment.  Paraprofessional staff who have been employed for at least one semester who wish to hold additional employment hours within HRL (ie: extra desk hours, computer lab hours, etc.), or who wish to hold a separate job for which they are compensated, must submit the Additional/Outside Employment form to their supervisor.  A sample of this form can be found at the end of this section.  The supervisor, after consultation with the Assistant Director of Housing and Residence Life, will either approve or deny the request.  It is expected that all paraprofessional staff who take on additional employment opportunities will still hold their paraprofessional staff responsibilities as a priority over the additional employment.  Staff members can expect to hold a discussion with their supervisor should the quality of their paraprofessional staff obligations diminish. 

WICHITA STATE UNIVERSITY

HOUSING AND RESIDENCE LIFE

PARAPROFESSIONAL STAFF REQUEST TO WORK FORM
Staff Member ________________________________________
Hall __________________________
Academic Classification _________
Current GPA ___________
Credit Hours:  Spring _____  Fall _____
Desired Job __________________________________________
Job Location _____________________
Number of Hours (and schedule) Requested _________________________________
Please take a moment and complete the following questions:

1.  How will plan on balancing you personal time, academics, staff commitments, and outside job?

2.  What do you hope to gain from this job (academic requirement, career experience, financial resources, etc...)?

Approved:
__________________________________________________________________


Senior Staff Signature




Date


__________________________________________________________________


Assistant Director of HRL Signature


Date

Denied:
__________________________________________________________________


Senior Staff Signature




Date

NOTE:
If approved, this work request allows the student to assume outside responsibilities that are above and beyond those expected from Housing and Residence Life.  If performance as an RA/CA/SA slips as a result of the outside work, the RA/CA/SA may be required to stop working.  Work hours must be scheduled after all HRL staff commitments are scheduled (duty, desk hours, meeting time, etc...).  
