LGBTA Student Resource Center 
Intern Conduct Compliance Agreement
Requirements:

1. Must be a currently enrolled student at Penn State University for the entire 2007-2008 academic year.
2. Must have a minimum GPA of 2.7, each semester and cumulatively. 

3. Must attend all required meetings, events, and scheduled activities

a. You may miss the above if you are ill, have a personal/family emergency, or have a class/exam conflict.  Please notify your direct supervisor at least 24 hours in advance, if you are going to be absent.

4. Must perform job duties as stated in current job description.  Please consult your job description for more details.

Progressive Discipline Process:
Failure to meet the requirements listed above will result in the following:

First Step:  Meeting with direct supervisor/s and a written warning will be prepared.  The employee will receive a written copy of the warning and a copy will be placed in intern’s files.  This meeting will serve to identify the problem and its cause, create a reasonable solution, and implement a success plan to achieve the solution.

Second Step:  Meet with direct supervisor/s and a final written warning will be prepared and given.  The employee will receive a written copy of the warning and a copy will be placed in intern’s file.

Third Step:  Termination of employment.  The employee will receive a formal letter summarizing grounds for dismissal.

Please note that serious violations of the policies of Penn State University and/or federal, local, Pennsylvania State of  laws can result in immediate termination.

Employee Rights:
Rights of employees include…

· Being explicitly informed of unacceptable behavior or performance with specific work-related examples.

· Being informed of acceptable behavior or performance standards with reasonable time to comply.

· Being informed of the consequences of failing to comply.

I have read and I understand the terms of this agreement.

Signature
Date


Print Name
Position


