College of Saint Benedict/Saint John’s University

Department/Agency
Work Expectations

Date
Agreement between Name and the Department
Expectations:


Personalize expectations for your department/agency (i.e., issues that are affecting job performance):
1. Report to work on time and  be prepared to work
2. Be reliable – report to work every day that you are scheduled
3. While scheduled, perform work related tasks and projects only (i.e., no personal e-mail, personal telephone calls)

4. Meet the job requirements as described in the job description (list job responsibilities from job description or attach job description).
Responsibilities:

I understand that I must meet the above expectations or I will be terminated from my position.

OR

I understand that meeting the above expectations is a condition of my employment. 

_____________________________________________________________   ______________

Signature








      Date

_____________________________________________________________   _______________

Supervisor 








       Date
