g MACALESTER Macalester Student Employment
Employee Change Notice/ Award Release

Use this form if you are changing your student employment position or will be working in an additional position on campus. When the
completed form is received, it will be processed and your award will be allocated as indicated below. The College performs record checks
with the Title IX Office for students who serve in supervisory roles on campus. This includes student employment positions. If you have
questions on this process, please reach out to the Title IX Office at titleixcoordinator@macalester.edu

SECTION 1: Student Employee to complete

Student Employee Mac ID #
Full Name

O | am changing positions and am releasing my full student employment work study award to my new position.

O | will be continuing to work in my current position and will be working in an additional new position. | will be dedicating the
amount below to my new position.

O Half Remaining Award O Other $ This change is effective for the following semesters:OFall/SpringOFallQSpring
Primary Department Primary

(First hiring department Job Title

for Academic Year)

Primary Supervisor Last Day of Work

(If applicable)

New/Secondary Department New/Secondary
Job Title
New/Secondary Supervisor First Day of Work

Student Employee Acknowledgement: By signing this notice, | acknowledge receipt of this notice on the date identified below and
agree to the conditions of these changes.

Student Employee Signature Date

NEXT: Once the student employee completes section 1, student should SAVE PDF and email to primary supervisor & request they
complete section 2. Once returned, student sends to new/secondary supervisor and request they complete section 3 and return to
| student. Once form is completed and all signatures received, student should email to StudentEmployment@macalester.edu

SECTION 2 PRIMARY JOB: Primary Supervisor to complete
Primary Supervisor/Employer Acknowledgement: By signing this notice, | agree to release this student to work all or part of their award
in another department. | understand that the department is no longer responsible to pay this part of the award.

Primary Supervisor Signature Mac ID # Date
NEXT: Once the primary supervisor completes section 2, supervisor should SAVE PDF and email back to student employee.

SECTION 3 SECONDARY JOB/WAGE INFORMATION: New/ Secondary Supervisor to complete
Rate of Pay $ OPer Hour OOther Average Hours per Week

Next Pay Date (go to macalester.edu/payroll to find pay dates) | Department ORG #

New/Secondary Supervisor/Employer Acknowledgement: By signing this notice, | agree to hire this student to work for the amount
listed above. | understand that | must have the funds available in my student employment budget to cover these earnings.

New/ Secondary Supervisor Signature Mac ID # Date
NEXT: Once the new/secondary supervisor completes section 3, supervisor should SAVE PDF and email to student employee.
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STUDENT EMPLOYMENT STATUS

Non-Exempt (hourly)

Entitled to overtime, minimum wage, other protections under Minn. Stat. 177

Regularly Scheduled Payday: Bi-Weekly, Every other Friday | Number of days per Pay Period: 14 days

Deductions from your paycheck may include: required state taxes; garnishments; housing; meals; corrections for incorrect payments/deductions. As a
student employee, you are exempt from paying the 7.65% FICA tax (Social Security, Medicare, etc.) during periods of enrollment of six credits hours or
more. If you continue in your position during the summer, FICA charges will be deducted from your bi-weekly paycheck.

Allowances to your paycheck may include: meals & lodging as applicable and assigned below

Meals allowance per pay period Lodging allowance per pay period

TIME OFF BENEFITS

Sick Time

> Non-Exempt staff accrue sick time at an accrual rate of one hour for each 30 hours paid (.0334 hours per compensated hour).

> Any employee may utilize up to 80 hours, as accrued, of emergency medical leave in accordance with the St. Paul Sick Leave Ordinance prorated per
FTE. Up to 80 hours of sick time may be carried over from year to year.

> Non-Exempt staff can accrue a maximum of 48 hours of sick time per calendar year.

» Sick time is not paid out upon departure.

TRANSLATION SERVICES

This document contains important information about your employment agreement. Check the box at left to receive this information in this language.

O Spanish / Espafiol

Este documento contiene informacion importante sobre su empleo. Marque la casilla a la izquierda para recibir esta
informacién en este idioma.

O Hmong / Hmoob

Daim ntawv no muaj cov xov tseem ceeb hais txog thaum koj ua hauj lwm. Khij lub npauv ntawm sab laug yog koj xav tau cov
xov tseem ceeb no txhais ua lus Hmoob.

[ Vietnamese / Viét ngir

Tai ligu ndy chira thdng tin quan trong vé viéc lam ctia quy vi. Danh déu vao 6 bén trai d& nhan thdng tin nay béng Viét ngi.

O Simp. Chinese / &K
X

AXHBAEEEMERAXNERER., AREINHSEFERMZMESREHNESR.

O Russian / pycckuit

JIaHHEBII TOKYMEHT COZIEPIKHUT BaXKHYIO HH(POPMALHUIO O BallleM TPyRoycTpoiicTBe. OTMEThTe rajJouKoil KBaJpar ciieBa Julsl MOJIyIeHUs 3TOM
nH(pOpPMAIMH HA JTAHHOM SI3bIKE.

[0 Somali / Soomaali

Dukumentigan waxaa ku goran macluumaad muhiim ah oo ku saabsan shagadaada. Calaamadi sanduugan haddii aad rabto

[ Laotian /w999290

inaad macluumaadkan ku hesho lugaddan.
consz9D & D O S22 ¢ LD S 999 L S NJO EN LN & 999989 S W. Noo Tb Ly S NeT H Y e T Scu 8y & gIe Ticwe s Sug
o 0D 5 pvwIFS Sv.

O Korean / o= 0

O EM0lE ot 18 e 2HHE St YEIL FAJUSHCE. O] AN Z O FEERI|E JSIAIH 2 Xt
HISHA =AML

O Tagalog / Tagalog

Ang dokumentong ito ay nagtataglay ng mahalagang impormasyon tungkol sa iyong pagtatrabaho. Lagyan ng tsek ang kahon sa kaliwa
upang matanggap ang impormasyong ito sa wikang ito.

O Oromo / Oromoo

Waraqaan kun waayee hojii keetii odeeffannoo barbaachisoo ta’an gabatee jira. Saaxinnii karaa bitaatti argamu kana irratti mallattoo godhi
yoo afaan Kanaan barreeffama argachuu barbaadde.

O Amharic / ATCE

24 ANaRYF AMMECT NTARANT ANLAL AR2E PPH 10 BUTY ANa0FE NN+914 Nk NAD: £7% ++CFT® AT8AMT NEAT

NHA- NNt NHEA NA® ADTY NP JRART P CH:

0 Karen/méqﬁo% Bodhooolzn ':‘,,‘f;‘;‘4"7.'}.:/:1;.‘:r:;:‘A:Y:;:‘“:‘ .r'.;_"*,n".i*::;' 20§D AO\CY, ‘.:.":v»"‘:‘:r{r lore malzhza o

Betmar Languages, Inc. The Bridge World Language Fox Translation Services Global Translation and Interpreter Latin American

6260 Hwy. 65 N.E., #308 Center, Inc. 1152 Mae Street, #122 913 E. Franklin Ave., #206 Translators Network, Inc.

Minneapolis, MN 55432 110 Second Street S., #213 Hummelstown, PA 17033 Minneapolis, MN 55404 1720

763-572-9711 Waite Park, MN 56387 866-369-1646 or 407-733-3720 612-722-1244 Peachtree Street N.W.,

best@betmar.com 320-259-9239 dina@foxfoxcasemanagement.com sandor@globaltranslations.com #532

mini@bridgelanguage.com Atlanta, GA 30309

800-943-5286, ext. 8641

Latitude Prime, LLC Lingualinx Language Prisma International, Inc. Swits, LTD translations@latn.com

80 S. Eighth Street, #900 Solutions, Inc. 1128 Harmon Place, #310 110 S. Third Street Delavan, WI 800-943-5286, ext. 8620,

Minneapolis, MN 55402 433 River Street, #6001 Minneapolis, MN 55403 53115 idenis@latn.com

888-341-9080, ext. 501 Troy, NY 12180 612-349-3111 262-740-2590

elle@latitude.com 518-388-9000 jromano@prisma.com translations@swits.us

abartlett@lingualinx.com
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