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STUDENT EMPLOYMENT 
 

WHERE DO STUDENTS WORK? 
Student jobs are available in nearly every academic area and administrative office on-campus, encompassing a 

wide variety of skills and responsibilities. 

 

COLLEGE WORK STUDY (CWS) 
College Work Study is a federally subsidized employment program which provides financial assistance to 

students by compensating them for work they perform. In order to be eligible for Work Study, a student must 

file a Free Application for Federal Student Aid (FAFSA) and be determined to have a demonstrated need. Work 

Study is one component of the financial aid package and governed by federal regulations. Each student is 

awarded a set dollar amount which determines the number of hours per week they are eligible to work 

(Appendix A).  

 

WHO IS ELIGIBLE TO RECEIVE FEDERAL STUDENT AID? 
To be eligible to receive Federal Student Aid, you must meet the following requirements: 
 

 Be a US citizen or eligible non-citizen 

 Have a valid social security number 

 Comply with Selective Service registration, if required (See www.sss.gov for more information) 

 Have a high school diploma or a General Educational Development (GED) Certificate or pass an 

approved ability-to-benefit (ABT) test. 

 Be enrolled or accepted for enrollment as a student working toward a degree or certificate in an 

eligible program at a school that participates in the Federal Student Aid program. 
 

Also: 
 

 Students must not owe a refund on a federal grant or be in default of a federal student loan 

 Students must have financial need (except for unsubsidized Stafford loans) 

 Students must not have certain drug convictions 

 Students must not be receiving financial aid at another institution at the same time 
 

NOTE: Other requirements may apply. Contact Financial Aid for more information: (509) 542-5504. 
 

To be eligible to work on-campus, students must also: 
 

 Be enrolled in at least 6 credits of college-level classes at Columbia Basin College each quarter they 

are working (with the exception of summer). 

 Maintain academic progress (at least a 2.0 GPA). 

 

ATHLETIC SCHOLARSHIP STUDENT EMPLOYMENT 
Students who receive athletic scholarships earn their scholarship dollars through an on-campus work 

opportunity. Scholarships are awarded for the entire academic year. 

 

ON-CAMPUS STUDENT EMPLOYMENT (NON-WORK STUDY) 
Many opportunities for student work experience are available throughout campus that do not require students to 

demonstrate eligibility for financial aid. All available on-campus positions are posted on the Job Board located 

in the Hawk Union Building (HUB) and also via the internet at: http://jobs.columbiabasin.edu 

http://jobs.columbiabasin.edu/
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ELIGIBILITY FOR SUMMER HIRE 
1. Students must be enrolled in at least a 1 credit college-level course at CBC during the Summer 

quarter or be pre-registered for at least 6 credits of college-level courses in Fall quarter. If a student 

is registered for Summer classes only, their employment will end at the completion of Summer 

quarter.  

2. Students must have proof of registration (class schedule) on file at Student Employment prior to 

their placement. 

 

SUMMER EMPLOYMENT FOR STUDENTS ELIGIBLE FOR WORK STUDY 
Students who were eligible for Work Study Spring quarter may work under the HED program in the Summer. 

HED funds, however, are not Title IV funds and may impact their DSHS Grant if the student is receiving aid. 

To be eligible for HED, students must:  
 

 Be enrolled in at least a 1 credit college-level course at CBC during the Summer quarter or be pre-

registered for at least 6 credits of college-level courses in Fall quarter. 

 Have Financial Aid forms completed and on file in the Financial Aid Office for the upcoming 

academic year. 

 Have a signed Referral Form (Appendix E) from their supervisor for Summer quarter. 

 Meet with the Financial Aid Director. 

 

SUMMER QUARTER SOCIAL SECURITY DEDUCTIONS 
During Summer quarter, student employees are required to have Social Security and Medicare deducted from 

their paychecks. The student contribution will be 7.65% of their gross salary and Columbia Basin College will 

match an equal amount in payment.  Any student who works on campus after the completion of Summer quarter 

(during the break between Summer and Fall quarters) will also have Social Security deducted from their 

paycheck. Students who continue to work during Fall quarter, and are enrolled in a minimum of 6 credits of 

college-level courses at CBC, will be exempt from paying Social Security and Medicare at that time. 
 

NOTE: Student employees attending college may be exempt from paying Social Security and Medicare during 

Summer quarter if they are enrolled and regularly attending classes (Internal Revenue Bulletin Notice 2004-

12). For any student worker who is not currently enrolled and attending classes, Social Security deductions will 

be withdrawn from their paycheck. 
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ON-CAMPUS EMPLOYMENT PROCEEDURES 
 

The procedures listed below pertain to both work study and non-work study on-campus student work experiences. 
 

EQUAL EMPLOYMENT, DRUG FREE WORKPLACE AND SEXUAL HARASSMENT POLICIES 

CBC exists in an environment of diversity, fairness and equity to ensure that the people of Benton and Franklin 

counties have access to educational programs providing sufficient knowledge for higher educational 

achievement, meaningful employment, basic skills, cultural enrichment, and physical and emotional well-being. 
 

To review Columbia Basin College policies with regard to Equal Employment, Drug Free Workplace and Sexual 

Harassment, visit the CBC website for Policies and Procedures at: 

http://www.columbiabasin.edu/home/index.asp?page=1191 

 

ELIGIBILITY CRITERIA FOR WORKING ON CAMPUS 
 Students must be enrolled in at least 6 credits of college-level courses at Columbia Basin College 

 Students must maintain a cumulative GPA of at least 2.0 

 Students must meet the posted requirements of the job 

 

APPLICATION PROCEDURES 
On-campus positions are posted on the Student Employment Job Board and the Student Employment website. If 

a student meets the necessary qualifications, they may apply for these jobs by: 
 

1. Providing proof of enrollment in at least 6 credits of college-level courses at Columbia Basin 

College (class schedule) to Student Employment. 

2. Completing a Student Employment Application Form, Affirmative Action Data Form, and Applicant 

Notification and Disclosure Statement (Appendices B, C, and D) in Student Employment. 

3. Obtaining a Referral Form (Appendix E) from Student Employment and contacting the necessary 

Administrator/Supervisor for an interview. 
 

NOTE: Supervisors will not interview students who do not have a Referral Form.  
 

If Supervisors decide to recommend hire, the following will take place: 
 

1. Background checks will be completed. 

2. Supervisors will be informed by Student Employment of students’ eligibility to work. 

3. Supervisors will contact students to come to Student Employment to complete final paperwork. 
 

Process for completing final paperwork in Student Employment: 
 

1. Complete a Student Information Worksheet, a W-4 Form, an I-9 Form, and a Parent/School 

Authorization form (if required) (Appendices F, G, H, and I).  

2. Submit required identification to determine work eligibility, which may include a driver's license 

and Social Security card for photocopying.   

3. Read the Student Employment Handbook and sign the Code of Responsibility for Security and 

Confidentiality of Records and Files (Appendix J) indicating you have read and understand the 

contents of both.  
 

NOTE: No student may begin working until they have completed all the necessary forms in Student 

Employment and Student Employment has notified their supervisor that they may begin to work. 

 

 

http://www.columbiabasin.edu/home/index.asp?page=1191
http://jobs.columbiabasin.edu/
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HOURS OF EMPLOYMENT 
Federal regulations do not allow a student to work more than 19 hours per week while classes are in session 

(September to June). During non-enrollment periods (holidays and quarter breaks), students may work no more 

than 40 hours per week (supervisor budget permitting).  
 

College Work Study: The number of hours that a CWS student may work is determined by their 

quarterly award and the current Washington State minimum wage. 

Example: Quarterly Award = $1,900 ÷ $8.55 hourly wage = 222 hours of work per quarter. 
 

Athletic Scholarship: The number of hours that an Athletic Scholarship student may work is 

determined by the amount of their scholarship and the current Washington State minimum wage. 

Example: Full-Year Scholarship = $500 ÷ $8.55 hourly wage = 58 hours of work per year. 

NOTE: Athletic students are awarded a one-time award for the entire year. 

 

EMPLOYMENT DURING NON-ENROLLMENT PERIODS 
During non-enrollment periods (holidays and quarter breaks), students may work no more than 40 hours per 

week (supervisor budget permitting). {National Association of Student Financial Aid Administrators 

(NASFAA) Regulatory reference 675.20(b)}. 

 

WAGES 
All students working on-campus are paid at the rate of the current Washington State minimum wage per hour. 

All wages will be paid by payroll check. {NASFAA Regulatory reference 675.24 (b)}. 

 

BENEFITS 
Student employees are not eligible for life, health, disability, or any other institutional employment benefits. 

State unemployment insurance is not paid by the college. Students are therefore not eligible for unemployment 

benefits. Students are covered under Worker's Compensation for any injuries sustained while employed 

on-campus. 

 

PAYROLL 
All on-campus student employees are paid on the 10

th
 of each month. If the 10

th
 falls on a Saturday, paychecks 

will be available on Friday; if the 10
th

 falls on a Sunday, paychecks will be available on Monday. Checks are 

available at the cashier's window. Picture ID will be required for verification. 

Student employees are required to log in their time via their Online Timecard. In order to do so, students must 

view the Online Timecard Tutorial and successfully pass the quiz. A score of 100% is required for successful 

completion in order to begin entering hours. 

Students are responsible for entering work hours via the online timecard system. Hours should be computed by 

the quarter hour. For example: 1.25, 1.50, 1.75, 2.0 (Appendix K). 

Since students are paid only once per month, it is highly recommended student employees follow up with 

supervisors to ensure that the Final Print of their timecard (Appendix L) is signed and submitted to Student 

Employment on the last day of each pay period as stated on the Log-In Page (Appendix M) of their timecard. 

Failure to do so will result in not getting paid until the next pay period.  
 

NOTE: All timecard Final Prints must be signed by both the student and the supervisor/administrator of the 

department before they are submitted to Student Employment. Incomplete timecards will not be accepted. 
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4. Information regarding individual students or staff members that you may come in contact with during the 

course of your work is considered to be confidential and may not be released. A breach of confidentiality 

may be cause for immediate termination. 

5. Your friends should not visit you during work hours.  Personal phone calls are highly discouraged and may 

be made only with your supervisor’s specific approval. 

6. Ask questions whenever you do not understand the instructions given to you; make sure you understand 

what is expected of you. 

7. You are expected to input time daily via the Online Timecard and allow your supervisor access to it. Sign 

and submit it to your supervisor prior to the payroll closing date for their signature.  

8. Work Study students should keep track of the total number of hours they have worked as they cannot work 

beyond the total amount of their award.   

9. Work Study students need to notify the Financial Aid Office if their enrollment status changes or they drop 

or add courses.  

10. If you are a student employee, you must maintain enrollment in at least 6 credits of college-level courses at 

Columbia Basin College. Students who drop below 6 credits during the quarter should notify their 

Supervisor and Student Employment immediately. 

11. CBC computers are considered to be office equipment and should be used for work related activities. 

Checking personal emails, downloading music/screen savers, playing games, visiting chat rooms, surfing 

the net or doing homework are not considered work related activities and are prohibited for student 

employees. 
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WORK PERFORMANCE EXPECTATIONS 
 

HOURS 
Students may not work during time that their classes are scheduled. If there should be an exception (i.e. class 

was canceled), then a notation should be made accordingly on the Final Print of their Online Timecard.  

 

SCHEDULE  
A schedule of work hours must be jointly agreed upon with the supervisor. The schedule should attempt to meet 

the needs of both the student and the supervisor. If the student should be rehired for an additional quarter, the 

schedule should be renegotiated.  

 

RESPONSIBILITIES 
Student employment is just like any other job. As a student employee, the student makes a commitment to their 

supervisor that they will perform the job duties assigned to the best of his/her ability. Students are expected to 

be reliable, punctual, and demonstrate good work habits.   

 

APPROPRIATE WORK ATTIRE   
Students are expected to dress in a neat, clean, and appropriate manner. Dress codes may vary from job to job; 

therefore, students should check with their supervisor to determine the appropriate dress for their position.  

 

ATTENDANCE 
Student workers must notify their supervisor the day of their absence if they are unable to report to work. They 

also are expected to report to work on time or call the supervisor to inform them of their delay.   

 

CONFIDENTIALITY 
Some student employees may be working in offices dealing with student academic and financial records, 

institutional data, and/or may have access to conversations which are of a confidential nature. Students are 

required to read and sign the CBC Code of Responsibility for Security and Confidentiality of Records and Files. 

A breach of confidentiality may be cause for immediate termination. 

 

ANSWERS TO COMMONLY ASKED QUESTIONS 
Can students work more than one job on-campus? 

Yes, students can work more than one job on-campus. However, the total number of hours a student may work 

may not exceed 19 hours a week, more than 8 hours in a day, or more than 5 days in a row (Sunday-Saturday). 

It is important that students make their supervisors aware of other jobs they have on-campus, so their work 

schedules are not in violation of these requirements. 
 

When and how do I get paid? 

Hourly and student employees are paid on the 10th of the month, following the date that your timecard is turned 

in. If the 10th falls on Saturday, then checks are received on Friday the 9th.  If the 10th falls on Sunday, checks 

are received on Monday the 11th.  
 

Can I get overtime? 

Since students are not allowed to work more than 8 hours a day, or more than 19 hours a week, students would 

not be eligible for overtime.  
 

What happens if I drop below 6 credits of college-level courses at Columbia Basin College? 

You must stop working immediately and notify Student Employment if you drop below 6 credits of college-

level courses at Columbia Basin College.  
 



14 

Can I be terminated? 

Yes, misinterpreting yourself on your application or hiring materials, poor performance, failure to work 

scheduled hours, lack of available funding, or any other generally accepted reason to discontinue employment 

may result in your employment being terminated at will.  
 

Can I take a break during my scheduled hours? 

Yes, all employees are allowed to take a ½ hour unpaid lunch break, if they are scheduled to work a 5 hour or 

longer shift. If an employee is scheduled to work a four hour shift, they are entitled to a 10 minute paid break in 

the middle of that work shift.  
 

Can I study while working? 

Generally, the answer is no. Your supervisor may make an occasional exception to this rule if all your work is 

completed, and you remain available to handle the basic tasks of your job (assist students, answer phone calls, 

etc.) If you need to study for a test, your supervisor may be able to reschedule your work hours.  If you 

complete your work early, let your supervisor know so that you may be assigned additional tasks if appropriate. 

Doing personal business (including studying) while being paid to work can be a reason to terminate your 

employment.  
 

How do I know how much I have earned? 

You are responsible for keeping track of each timecard when it is turned in. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDICES 







Skills and Experience (please check all that apply):

Additi onal skills or experience you wish to list: ______________________________________________________________________________

__________________________________________________________________________________________________________________

Tutor Applicants:
Subject or Course # you wish to tutor in

 Math  Science  Writi ng  Other

Courses you have completed in these tutoring subjects, dates, and grades received. Do not list “see transcript.”

Course Completed Subject Dates Decimal Grade Received

Days and ti mes available to tutor

Personal References (exclude relati ves and former employers listed elsewhere in this applicati on):

Name __________________________________________  Occupati on  __________________________  Phone (      ) ____________________
Address______________________________________________________________________________________________________________

Name __________________________________________  Occupati on  __________________________  Phone (      ) ____________________
Address______________________________________________________________________________________________________________

I hereby give permission for the informati on contained on this form to be given verbally or in writi ng to prospecti ve employers. I also authorize prospecti ve 
employers to contact the persons whose names are listed on this applicati on regarding my personal and employment history. If off ered employment with 
Columbia Basin College, I understand that I must comply with all of the College’s policies, rules, and procedures.

I verify that all of the informati on provided on this applicati on form is true, correct, and complete. I understand that this employment applicati on is not an 
employment off er from Columbia Basin College and that the employment relati onship between CBC and the student employee is based upon mutual consent 
and may be terminated by either the student or CBC at any ti me without noti ce or requirement of cause.

_____________________________________________________________________      ___________________________________________
Applicant Signature                                                                                                   Date

Federal law requires that employees complete the federal I-9 form and provide genuine and suffi  cient documentati on to verify their employability within 72 hours of being hired. 

Skills and Experience:
❑ Typing/WPM (____)
❑ Filing
❑ Copy Machines
❑ Microfi lm/Microfi che Machines
❑ Accounti ng
❑ Faxing
❑ Phones
❑ 10-key by Touch
❑ Transcripti on
❑ Mail Handling

❑ Postage Machine
❑ Sorti ng

❑ Computer Skills
❑ Microsoft  Word 
❑ Microsoft  Excel 
❑ Microsoft  Access 
❑ Microsoft  PowerPoint 
❑ Data Entry

❑ Shelving Books
❑ Tutoring

Other Skills and Experience:
❑ Programming (list languages)
     _____________________________
     _____________________________

❑ Multi -Media (list soft ware)
     _____________________________
     _____________________________

❑ Operati ng Systems (list systems)
     _____________________________
     _____________________________
❑ Sign Language
❑ Photography
❑ Music
     ❑ Vocal
     ❑ Piano
     ❑ Instrumental
❑ Foreign Languages (list): 
      ____________________________
      ____________________________
     

Columbia Basin College complies with the spirit and letter of state and federal laws, regulations and executive orders pertaining to civil rights, equal opportunity and affi rmative action. CBC does not discriminate on the basis of sex, race, color, national origin, religion, age, marital 
status, physical, mental or sensory disability, sexual orientation or Vietnam veteran status in its educational programs or employment. Questions may be referred to Camilla Glatt, Vice President for Human Resources & Legal Affairs, (509) 542-5548. Individuals with disabilities are 
encouraged to participate in all college sponsored events and programs. If you have a disability and require an accommodation, please contact the CBC Resource Center, (509) 542-4412, or TTY/TDD at (509) 546-0400. This notice is available in alternative media by request.
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Form W-4 (2009)
 

Deductions and Adjustments Worksheet
 Note. Use this worksheet only if you plan to itemize deductions, claim certain credits, adjustments to income, or an additional standard deduction.

 Enter an estimate of your 2009 itemized deductions. These include qualifying home mortgage interest,
charitable contributions, state and local taxes, medical expenses in excess of 7.5% of your income, and 
miscellaneous deductions. (For 2009, you may have to reduce your itemized deductions if your income
is over $166,800 ($83,400 if married filing separately). See Worksheet 2 in Pub. 919 for details.)

 

1
 

$ 1
 $11,400 if married filing jointly or qualifying widow(er)

 $ $ 8,350 if head of household
 

2
 

Enter:
 

2
 $ 5,700 if single or married filing separately

 

%
 

$
 

$ 3
 

Subtract line 2 from line 1. If zero or less, enter “-0-”
 

3
 $ Enter an estimate of your 2009 adjustments to income and any additional standard deduction. (Pub. 919)

 
4
 $ 5

 
Add lines 3 and 4 and enter the total. (Include any amount for credits from Worksheet 8 in Pub. 919.)

 
5
 $ 6

 
Enter an estimate of your 2009 nonwage income (such as dividends or interest)

 
6
 $ 7

 
Subtract line 6 from line 5. If zero or less, enter “-0-”

 
7
 Divide the amount on line 7 by $3,500 and enter the result here. Drop any fraction 

 
8
 

8
 Enter the number from the Personal Allowances Worksheet, line H, page 1

 
9
 

9
 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, 

also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1
 

10
 10

 

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)
 Note. Use this worksheet only if the instructions under line H on page 1 direct you here.

 1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet)
 

1
 2
 

Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 
you are married filing jointly and wages from the highest paying job are $50,000 or less, do not enter more 
than “3.”

 
2
 3

 
If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter
“-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet

 
3
 Note. If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4–9 below to calculate the additional

withholding amount necessary to avoid a year-end tax bill.
 Enter the number from line 2 of this worksheet

 
4
 

4
 Enter the number from line 1 of this worksheet

 
5
 

5
 Subtract line 5 from line 4

 
6
 

6
 $ Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here

 
7
 

7
 $ Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed

 
8
 

8
 Divide line 8 by the number of pay periods remaining in 2009. For example, divide by 26 if you are paid

every two weeks and you complete this form in December 2008. Enter the result here and on Form W-4, 
line 6, page 1. This is the additional amount to be withheld from each paycheck

 

9
 

$ 9
 

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on
this form to carry out the Internal Revenue laws of the United States. The Internal
Revenue Code requires this information under sections 3402(f)(2)(A) and 6109 and
their regulations. Failure to provide a properly completed form will result in your
being treated as a single person who claims no withholding allowances; providing
fraudulent information may also subject you to penalties. Routine uses of this
information include giving it to the Department of Justice for civil and criminal
litigation, to cities, states, the District of Columbia, and U.S. commonwealths and
possessions for use in administering their tax laws, and using it in the National
Directory of New Hires. We may also disclose this information to other countries
under a tax treaty, to federal and state agencies to enforce federal nontax criminal
laws, or to federal law enforcement and intelligence agencies to combat terrorism.
 

The average time and expenses required to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return.
 

4
 

 

Table 1
 All Others

 
Married Filing Jointly
 

If wages from LOWEST
paying job are—
 

Table 2
 All Others

 
Married Filing Jointly
 

If wages from HIGHEST
paying job are—

 

Enter on
line 7 above
 

If wages from HIGHEST
paying job are—

 

Enter on
line 7 above
 

Enter on
line 2 above
 

If wages from LOWEST
paying job are—
 

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax returns and return information are
confidential, as required by Code section 6103.
 

Enter on
line 2 above
 

0
1
2
3
4
5
6
7
8
9

10
 

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.
 

$0 -
4,501 -
9,001 -

18,001 -
22,001 -
26,001 -
32,001 -
38,001 -
46,001 -
55,001 -
60,001 -
65,001 -
75,001 -
95,001 -

105,001 -
 

$4,500
9,000

18,000
22,000
26,000
32,000
38,000
46,000
55,000
60,000
65,000
75,000
95,000

105,000
120,000
 120,001 and over

 

0
1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
 

$0 -
6,001 -

12,001 -
19,001 -
26,001 -
35,001 -
50,001 -
65,001 -
80,001 -
90,001 -
 

$6,000
12,000
19,000
26,000
35,000
50,000
65,000
80,000
90,000

120,000
 120,001 and over

 

$0 -
65,001 -

120,001 -
185,001 -
 

$550
910

1,020
1,200
1,280
 

330,001 and over
 

$65,000
120,000
185,000
330,000
 

$0 -
35,001 -
90,001 -

165,001 -
 

$550
910

1,020
1,200
1,280
 

370,001 and over
 

$35,000
90,000

165,000
370,000
 









F700-002-000 parent/school authorization  05-06    Information on minor’s hours of work & SSPPEECCIIAALL  VVAARRIIAANNCCEE  AAPPPPRROOVVAALL are listed on the reverse 

 

General Information on Hours of Work Allowed For Minors 

 
 

PARENTS: To obtain a copy of the prohibited 
duties and other child labor provisions, you may 
contact L&I’s central office through the various 
options listed on the front side of this form, or call 
your local L&I office listed in the government pages 
of the telephone book.

 

Optional Special Variance Authorization 
(Non-agricultural Employment Only) For Participating Schools* 

A Special Variance allows a 16- or 17-year old minor to work up to 28 hours per week with 6-hour shifts during the school week with 
approval of the authorized school official and the parent.  This authorization must be signed by the employer, the minor, the minor’s 
authorized school official [pursuant to WAC 296-125-070(3)], and the minor’s parent or legal guardian. 
School officials should not sign the Special Variance if a review of the student’s progress indicates the additional work hours will be 
detrimental to the minor’s academic education. Please note that the employer must renew this form each year. 

Date:    ⏐Title:     ⏐Signature of EMPLOYER or REPRESENTATIVE: 
    ⏐     ⏐  

Date:         ⏐Signature of MINOR EMPLOYEE: 
         ⏐  

Date:    ⏐Title:      ⏐Signature of SCHOOL AUTHORITY: 
    ⏐     ⏐  

Date:         ⏐Signature of PARENT or LEGAL GUARDIAN: 
         ⏐  

* Schools interested in using this 28-Hour Special Variance process must first enroll in the program by contacting the 
Department of Labor and Industries at the office listed on the front of this form. 

Hours and Schedules Minors are Permitted to Work in 
Non-agricultural Jobs 
 Hours  

a Day 
Hours 
a Week 

Days 
a Week 

Begin Quit 

14- and 15-year-olds 

School 
weeks 

3 hours  
(8 hours  
Sat. - Sun.) 

16 
hours 

6 days 7 a.m. 7 p.m. 

Non-
school 
weeks 

8 hours 40 
hours 

6 days 7 a.m. 7 p.m.  
(9 p.m. 
June 1 to 
Labor Day) 

16- and 17-year-olds 

School 
Weeks 

4 hours  
(8 hours  
Fri. - Sun.) 

20 
hours 

6 days 7 a.m. 10 p.m. 
(Midnight 
Fri. – Sat.) 

School 
weeks with  
a special 
variance 
from school 

6 hours  
(8 hours  
Fri. - Sun.) 

28 
hours 

6 days 7 a.m. 10 p.m. 
(Midnight 
Fri. – Sat.) 

Non-
school 
weeks 

8 hours 48 
hours 

6 days 5 a.m. Midnight 

 An adult must supervise minors working after 8 p.m. in service 
occupations, such as restaurants and retail businesses. 

 Overtime rules apply for all hours worked over 40 in one week. 

 These rules also apply to home-schooled teens. 

Hours and Schedules Minors are Permitted to Work in 
Agricultural Jobs 
 Hours  

a Day 
Hours 
a Week 

Days 
a Week 

Begin Quit 

12- and 13-year-olds 

Non-
school 
weeks 

8 hours 40 
hours 

6 days 5 a.m. 9 p.m. 

Note: 12- and 13-year-olds are allowed to work only during non-school weeks 
hand-harvesting berries, bulbs, cucumbers and spinach.
14- and 15-year-olds 

School 
weeks 

3 hours 
8 hours
Non-
school 
days 

21 
hours 

6 days 7 a.m.  
(6 a.m. in 
animal 
agriculture 
and 
irrigation) 

8 p.m. 

Non-
school 
weeks

8 hours 40 
hours 

6 days 5 a.m. 9 p.m. 

* Exception: 14- and 15-year-olds are allowed to work 7 days a week in dairy, 
livestock, hay harvest and irrigation during school and non-school weeks. 
16- and 17-year-olds 

School 
weeks 

4 hours 
8 hours
Non-
school 
days 

28 hours 6 days 5 a.m. 10 p.m. 
(No later 
than 9 p.m. 
on more  
than 2 
consecutive 
nights before 
a school day. 

Non-
school 
weeks 

10 
hours 

50 hours 
(60 hours 
per week in 
mechanical 
harvest of 
peas, wheat 
and hay) 

6 days 5 a.m. 10 p.m. 

* Exception: 16- and 17-year-olds are allowed to work 7 days a week in dairy, 
livestock, hay harvest and irrigation during school and non-school weeks. 





Violation can also lead to action under Columbia Basin Student Conduct and/or 
State of Washington statutes pertaining to the theft, alteration of public records, 
or other applicable sections.  
 
 
 
 
 

I have received a copy of, have read, do understand, and will comply with 
Columbia Basin College's Code of Responsibility for Security and 
Confidentiality of Records and Files.  
 
 
 
__________________________________  _____________ 
                 Student’s Signature       Date  
 
 
 
 
 

 
 
 
 
 
 
 
 
I have also received and understand the Student Employee Handbook and 
am prepared to comply with the instructions contained within. If I am hired 
during a time when the handbooks are being printed, I understand that there 
is a copy of the Student Employee Handbook in each division office and I am 
responsible for asking the supervisor to read the office copy.  
 
 
 
 
__________________________________  _____________ 
                 Student’s Signature       Date  
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