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Important Contact Information 
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The Purpose of this Guide 
 

Getting Started: Paperwork 
 

 
Getting Started: Required Online Training 
 

At Will Employment/Termination of Employment 
 

You must submit 
completed

employment 
paperwork and 

documentation prior 
to starting work!  
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Recording Time Worked 

Time worked is all the time 
actually spent on the job performing assigned duties.
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Getting Paid 
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ONLINE TIMECARD ENTRY 
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Viewing Pay Stubs, Position Information and W-2s 
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Maximum Allowed Hours
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Supervisor Expectations/Evaluations 
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Drury University Student Staff General Guidelines 
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Work Study Agreement 
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Work Study Students should keep a record of cumulative earnings to ensure that they do not 
earn more than their awarded amount for employment.
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