Rochester Institute of Technology
New Student Orientation Program 
Employment Contract
As an Orientation Assistant, I agree to complete all training sessions and work the hours required during all Orientation programs/events for which I am assigned or that I volunteer for.  In accepting the role of an Orientation Assistant at Rochester Institute of Technology, I understand that I am now an official employee of the Institute and I am expected to act in a professional manner during my employment. I agree to comply with all Institute policies and the terms of my employment contract as well as the hire letter and job description.
My electronic signature on this document indicates that I:

1. Accept this position of employment and I intend to honor the commitment that I have made to serve as an Orientation Assistant.
2. Give the Orientation Program permission to check my employment eligibility with the Student Employment Office (SEO), GPA and student conduct status (including a history of violating Institute policies).  
3. Understand that conduct unbecoming of an Orientation Assistant as a leader and role model to all students at RIT could result in termination of this contract.  I have a responsibility to behave in ways which will not have a detrimental effect upon RIT or any member of the University community, including on-line/virtual communities including, but not limited to, Facebook, MySpace, etc.  Further, I understand that the Orientation Staff may view my pages for inappropriate content that may damage the reputation of the Orientation Program and/or RIT.
4. Having read, agreed to and understanding that I can be terminated from my employment contract immediately for one or more of the reasons listed below: 
· I do not uphold the qualities of a leader and role model.
· I speak or behave in a way that could damage the reputation of RIT or the New Student Orientation Program.  This includes using language that is not inclusive or speaking negatively about another member of the RIT community and/or department.

· I do not present a positive image of Rochester Institute of Technology, my College, the New Student Orientation Program and myself.

· My attitude and/or behavior are inconsistent with the Orientation Program’s mission of doing whatever it takes to “make a difference” in the lives of new students and their families.

· Complaints are received regarding my behavior/performance from co-workers and program participants, including faculty/staff, new students and families.

· Poor job performance is recognized during Orientation.

· I do not attend and actively participate all training sessions.
· I do not follow instructions provided to me by my supervisors or as noted on my work schedule.

· I am not prompt, cooperative, enthusiastic, positive, and efficient in performing all aspects of my job.

· I do not participate in all activities to the best of my ability by demonstrating a positive attitude, supporting my peers, and communicating praise and constructive feedback in appropriate ways.

· I do not notify the Orientation staff in a timely manner if I become ill and/or a legitimate personal emergency arises which conflicts with training sessions or other program responsibilities.

· I do not attend all Orientation events with my orientation group (if applicable) and/or other events as assigned during training or by Orientation staff.

· I do not follow the Orientation dress code while working (including WOW events).  The dress code includes khaki or black pants, shorts, or skirts of appropriate length that I will provide, with OA shirts that are provided by the Orientation program and distributed during training.  

· I do not represent all Rochester Institute of Technology student organizations equally and accurately to new students and their families including the promotion of organizations, events, or distribution of propaganda.   

· I do not disaffiliate from any organizations that I am affiliated with during the Orientation program (i.e. not wearing Greek Letter attire).

· I hold any other employment or positions with Rochester Institute of Technology, or outside employment, that will conflict with the dates of training and employment.

· I do not abide by and enforce institutional policies (including the alcohol and drug policy) outlined in the Rights and Responsibilities handbook while serving as an OA and appropriately report violations.

· I am not a full-time RIT registered student (12 credits) or fall quarter co-op and have a current eligibility card from the Student Employment Office (SEO) at RIT.
· My GPA falls below the required standard of 2.3 after winter and spring quarters 2007.

· My student conduct status has changed. 

· I contact Housing Operations requesting an earlier move-in date than has been assigned.
In accepting the role of an Orientation Assistant, I understand that this position requires that I meet the Standards of Excellence determined by the Orientation Staff.  The Standards serve as our guiding principles by which all members of the Orientation team are expected to conduct themselves, as well as challenge their peers who are not working enthusiastically to uphold the Standards at all times. I understand that these standards have been established to ensure the best possible experience for new students and families.  

Standards of Excellence:
I am an Orientation Assistant.
I believe that every moment matters.
I value character.
I respect myself, my peers and the RIT community.
I set the standard for service, spirit and excellence.
I make a difference.
I am RIT!

Additionally, I agree that: 
· I will check my RIT e-mail and “orion” account on at least a weekly basis between April and August as that is how the Orientation Program will communicate with me.   I will respond to requests for information from the Orientation Program in a timely manner.  
· I will attend, be on time and actively participate in all training sessions and Orientation program sessions to which I am assigned.    I will respect our training facility and all RIT property.
· I will read my training binder and be knowledgeable about its contents.  I accept that I will be asked some questions that could receive a more informed answer from a different source.  I will refer all questions that I cannot answer to the appropriate office or individual.  I will not try to resolve any situation that I am uncomfortable with and/or not prepared to handle.  I will ask questions if I do not understand or need clarification.

· I will accept that at times being an OA may be challenging or stressful.  I will make every effort not to get discouraged.  I will set reasonable limits, take care of myself and seek support when I need it.  I will also provide support to members of my team who may need assistance.  

· I will leave my problems at home and/or communicate my needs and/or situation with my supervisors.

· I will dress appropriately during Orientation and wear my uniform at all times.  I will be prepared to change clothes if deemed necessary.

· I will arrive early, well rested, fed, prepared, dressed and groomed appropriately.  I will wear a smile.  I will not allow weather, temperature or other circumstances out of my control to affect my performance

· I know that it is OK to disagree with a member of the Orientation Team, including the professional staff; however, it is unacceptable to undermine any member of the team.  Disagreements will be settled privately and a unified front should always be presented publicly.  Personal negative feelings towards a teammate and/or RIT should be put aside for training and the Orientation Program.

· I work the required hours necessary to create and maintain a successful program for new students and families.  This may include early mornings and late evenings: Orientation is not a 9-5 job.  I understand that I will have scheduled free time during training and between sessions, however, I will commit any additional time and effort necessary to ensure the success of the program.

· I will seek to make all new students and their families feel welcome; I will be patient and understanding.  I am aware that my actions have the ability to influence people’s opinions about RIT, Orientation and myself.

· I will be sensitive to the uniqueness of each situation and individual.  I will not tolerate any incidents of prejudice or bias including, but not limited to gender, race, ethnic orientation, religion or ability.

· I will maintain the highest level of professionalism.  This includes, but is not limited to using language that is professional, courteous and inclusive, including referring to faculty, staff and administrators by their title and using terms such as residence hall.
· I will accept that I will be asked some questions that could receive a more informed answer form a different source.  I will refer all questions that I cannot answer to the appropriate office or individual.  

· I will actively promote all campus activities and organizations regardless of my opinion and/or affiliation with the group.

· I will abide by the Orientation Program’s zero-tolerance drug and alcohol policy during Orientation.  Regardless of my age, I will refrain from consuming alcohol and using illicit drugs for the period of training and Orientation.  I understand that doing either of these actions may jeopardize not only my personal safety, but also the safety of new students and fellow staff members.  I further understand that violating this policy could result in my termination, a student conduct hearing and any sanctions associated therein. 

· I will not allow smoking to interfere with my duties.  Having a cigarette is not an acceptable excuse for not completing assigned tasks and/or being late.  I agree that if I need to take few minutes to have a cigarette, I will do so in an acceptable area and one that is not visible to new students and families.
· I will not date a first-year student during the Orientation Program.

· I will register my car with the Parking and Transportation Office in August and move my car as requested as to not interfere with the move-in process.  

· I understand that being an Orientation Assistant does not end in September.  I agree to continue to assist new students and serve as a role model in an informal capacity during the school year.  Additionally, I will volunteer my time and talents at one other Orientation and or Institute initiative (i.e. Brick City homecoming, Commencement, OA Recruitment and community service opportunities).

· I know that the Orientation Team and the RIT community appreciate my hard work and value the significant role that I have on the front lines meeting and welcoming new students and families.
· I will have fun and be committed to a life-changing leadership opportunity for myself and others.
I understand that all contract violations will be dealt with on a case-by case-basis.  If I am terminated from my position, I will return all materials provided to me by the Orientation program.  My compensation will be adjusted according to the number of hours that I worked and I may be removed from RIT housing and asked to pay the early arrival fee.   
As an Orientation Assistant who successfully fulfills this contract, I will receive the following compensation for my time and effort: 

1. An hourly wage of $7.15 for my services during Orientation; not to exceed $450.00 (OAs) or $575.00 (Lead Coordinators and Supervisors).  This amount is taxable and the appropriate taxes will be withheld based on individual W-2 and I-9 forms.  

2. A meal stipend (in debit) of a determined amount to be used during training and the week of Orientation.

3. On-campus housing fees that would typically be associated with early move-in will be waived for the week of training and the week of Orientation.  

Having read this contract in full and having asked for clarification on any item unclear to me, I agree to fully comply with the terms and conditions cited herein.   
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