CONTRACT EXAMPLE – 8200 Regular Student
The below screenshots show how the Generate Document step will appear to the HCM Action Initiator in Workday.
· The fields highlighted in GREEN populate from your contract submission. Be sure to review them for correctness. It is possible they will not populate the right information if the employee has multiple jobs/past jobs—it can pick up old, incorrect info. You can manually overwrite the information in these fields as needed.
· The fields highlighted in ORANGE require you to manually enter information. Be aware that some of the spots requiring manual entry are not highlighted, so all parts that require manual entry are underlined/indicated with RED.
· IMPORTANT: Leave the red Federal Work Study sections blank if it’s not a Work Study contract. 
· DUAL EMPLOYMENT: You must complete the Dual Employee section. The employee being hired cannot enter any information on the contract when it’s sent to them. Prior to initiating the hire, you should be asking any student worker if they have or expect to have another job on campus, where it is, and how many hours they will be working for that job. Students cannot exceed 25 weekly hours total during the Fall and Spring semesters.
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‘Student Employment Agreement: For Student Workers and Federal Work Study

Jnh Profile:

s.pm.., Name.

If Summer employment,is the Student Worker taking summer classes? N/A_
Wil this student be swiping a time clock for this position? No

This Agreement (‘Agreement’) is made by and between Salisbry University (the “University’) and
{ John M Anderson  (the "Student Worker”) whose Employee ID number is [Enter Student ID Here].

1. Nature of Agreement: This Agreement establishes an at-will Agreement, employer-employee relationship between
the University and the Student Worker. As such, the Student Worker is neither a Regular Maryland State Nonexempt
Employee nor an Exempt State Employe, and does not occupy a Regular State Position. Allof the rights and
privieges available to the Student Worker are governed solely by the provisions of this Agreement and the Salisbury
University Policy on Student Employment.

2.Scope of Services: The Student Worker's duties shall include, but are not limited to, those duties as determined by
the department to whom the Student Worker s assigned. The Student Worker agrees to meet the standards of their
position.

3. Term: Uniess terminated pursuant to Paragraph 10, below,th tem o his Agrecment i fom (O1/29720251 to
06/08/2025 . Trere exists no xpectancy of continued employment, renewal r re Agreement beyond the above-
noted temn

4 Compensation: Forthe servies tobe performed under the provisions of tis contract the University will pay the
Student Worker an  Houtly. rate at the amount of (1500
[For Federal Work Study]

- Numberof weeks _ .
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4. Compensation: For the services to be performed under the provisions of this contract, the Uriversity il pay the
Student Worker an  Hourly  rate at the amount of - $1500
[For Federal Work Study]

« Number of weeks

+ Maximum Earning Potential §_
5. Workweek: The Student Worker's workweek willbe an average of fihours per week . Exceptions shall be
specifcally agreed upon by both partes, The Student Worker shall be paid only for hours that he/she actually works.
Where applicable, any hours i excess of 40 hours per week are subject to overtime provisions. The Uriversity
reserves therightto establish the exact hours of any work schedule that the Student Worker is assigned to work. You
il be paid only for hours actually worked. It s your esponsibity toreport your hours to your supervisor.

6. Benefits: The Student Worker shal not be entited to the benefits afforded Regular State Employees, such as
retirement, health insurance, salary increments, unemployment insurance, etc. However, the Student Worker shll be
‘covered by Worker's Compensation and may be eligible for leave benefits (or compensation therefore) in accordance
with the Maryland Healthy Working Families Act.
. Ifthe Student Worker will be working 30 hours per week or more for greater than 90 days, they are
eligible for minimum essential health benefits coverage with contractuallvariable health insurance rates.
s per the Employer's Mandate of the Affordable Care Act (AGA).

7. Dual/Multiple Employment: The Student Worker shall notify the University of dual/multiple employment within the
University or for a State of Maryland Institution or Agency. f the dual/muitiple employment status changes, the.
‘Student Worker shall immediately notify the University.





