Beloit College Student Worker Supervisor Checklist
Print this checklist. Check each item, date, and keep in your records.
Supervisor Name:
Student Name:
Job Title:
	Checklist Item
	Done
	N/A
	Date Completed (MM-DD-YYYY)

	Complete Supervisor Training via Vector Solutions (Anti-Discrimination & Harassment)
	☐
	☐
	

	Perform student worker job orientation
	☐
	☐
	

	Set customer service expectations
	☐
	☐
	

	If applicable, how to report incidents
	☐
	☐
	

	If applicable, how to transfer or refer to others
	☐
	☐
	

	If applicable, how to work with public
	☐
	☐
	

	Review safety & emergency procedures
	☐
	☐
	

	Review campus policies relevant to the role (e.g., confidentiality, safety, etc.)
	☐
	☐
	

	Set communication expectations (e.g., call, text, email)
	☐
	☐
	

	Provide a regular work schedule, unless the position is defined as periodic or event-based in the job description
	☐
	☐
	

	Establish regular periodic check-ins
	☐
	☐
	

	Set location of where work performed
	☐
	☐
	

	Clarify use of campus resources (e.g., equipment, workspace)
	☐
	☐
	

	Expectation that timecards are completed accurately and submitted on time
	☐
	☐
	

	Discuss dress code or professional appearance
	☐
	☐
	

	Have student sign job description
	☐
	☐
	

	Ask student workers what other jobs have and to remind them to not exceed a total of 20 hours per week across all campus jobs
	☐
	☐
	



