Worker Confidentiality and Expectations Contract
This student employment position supports the office of ____________________.  The position will have occasion to access individual student information from various sources including Banner.  Concerning this student information, any other  restrictive Appalachian State University information, and general expectations listed, the student worker has read, understands, and agrees to the following:

1. I acknowledge the confidentiality of student information and Appalachian State University restrictive information.  Student information will not be distributed to or discussed with anyone other than the student worker’s assigned supervisor or with officials of the University designated by my supervisor.

2. I will not attempt to alter, change, add, or delete student record information or University documents, unless my supervisor provides specific instructions to do so. 

3. I will access only that information specified by my supervisor.  Access to information will be granted through the normal procedures for obtaining specific access to the information in written documents, computer files, student records, or other Appalachian State University restrictive information.

4. All procedures, creative work, written documents and computer programs will be documented according to standards set by my supervisor and is considered to be property of Appalachian State University.

5. I understand that the Office of _____________ is a professional office and in this position, I may be the first point of contact for students, faculty, staff and other customers.  It is imperative that all these customers be treated with the utmost courtesy and professionalism and that I present a favorable impression through my actions and appearance.  I understand that I am required to adhere to the  dress code as outlined by my supervisor.

6. I understand that I am expected to report to work on time and for the work hours that I am scheduled for each week unless I am sick or make other arrangements in advance with my supervisor.  If I am out unexpectedly and cannot make it in for my scheduled work hours, I understand that I must call in immediately to report my absence and be excused from work.

7. When my job assignments are complete, I will notify my supervisor.  I understand that I may study during my scheduled work hours ONLY with the approval of my supervisor.  

8. I understand that I must not answer questions for which I am not certain of the correct answer.





(over)

9. I understand that my continued employment is based upon my meeting satisfactory work performance.

10. I understand that with my supervisor’s permission, I am allowed to use the computers in this office to complete my course assignments ONLY when I have completed my work to the satisfaction of my supervisor.  In addition, before I engage in course study, I must clear it with my supervisor.

Date:


Print Name:


Signature:


