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History 
 
Work is imbedded in the history of Berea College.  From its earliest days, Berea has enabled students to contribute 
to their cost of education while gaining valuable work experience and serving the College and surrounding 
communities.  Historically, it also allowed the College to operate in a self-sustaining manner, with students 
growing their own food and building their own living and learning facilities.  As society has changed, the nature of 
the work has changed, but the underlying principles of the program have remained constant through the years.     
 
The Labor Program originated in 1859 and was formalized into every studentõs educational experience in 1906, 
when the Berea College Catalog declared that every student must contribute at least seven hours per week to the 
necessary work of the College.  This was raised to ten hours in 1917, a requirement that remains in effect today.   
 
The value of student work is reinforced in our Great Commitments, first published in 1969 and revised in 1993.  The 
fourth of eight statements affirms Bereaõs commitment, òto provide for all students through the Labor Program 
experiences for learning and serving in community, and to demonstrate that labor, mental and manual, has dignity 
as well as utility.ó  The Labor Program has long been an integral component of Bereaõs educational program, 
providing valuable opportunities for learning, service, and work well done. 

 

Goals and Purposes 

Learning, Service and Work Well Done 

The Labor Program, through the leadership of the Dean of Labor, the Labor Program Council, and countless 
supervisors and mentors, reflects a unified vision of labor as student and learning centered, as service to the College 
and broader community, and as necessary work well done. 

The Labor Program, a comprehensive Work-Learning-Service program, is an integral and stated part of Berea 
Collegeõs educational philosophy and program and is designed to serve the following purposes: 
 

 Supports and provides through experiential learning opportunities the learning of skills, responsibility, habits, 
attitudes, and processes associated with work; 

 Provide and encourage opportunities for students to pay costs of board, room, and related educational 
expenses; 

 Provide staff for College operations; 

 Provide opportunities for service to the community and others through labor; 

 Establish a life-style of doing and thinking, action and reflection, service and learning that carries on beyond 
the college years. 

Labor assignments function very much like classes. Beginning at basic levels of work, students are expected to 
progress to more skilled and responsible levels. Through these experiences, it is expected that student workers will 
1) develop good work habits and attitudes, 2) gain an understanding of personal interests, skills, and limitations, 
and 3) exercise creativity, problem-solving, and responsibility.  Students may also learn the qualities of leadership, 
standard setting, and effective supervision.  

The Labor Program makes it possible for students to know each other as co-workers as well as classmates.  More 
importantly, linking the Academic and Labor Programs establishes a pattern of learning through work that 
continues long after college. 

Labor Supervisor 
 
The Labor Supervisor is the practical instructor within Bereaõs labor program, a comprehensive work-learning-
service program that is federally recognized under the work college legislation*.  The labor supervisor utilizes the 
learning outcomes derived through the department work assignments to educate the student in regard to both soft 
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skills (teamwork, initiative, attendanceé) and specific position skills.  The supervisor is also responsible for the 
certification of the time the student has worked and a mid-point and final evaluation of the studentõs performance 
during the assignment.  The supervisor utilizes the labor learning goals, workplace expectations, and the seven 
performance expectations (attendance, accountability, teamwork, initiative, respect, learning, and position specific 
requirements) in evaluating the student work performance.  The final evaluation score is uploaded to the Labor 
Transcript.   
*  Federal legislation defines a Work College as a special type of degree-granting institution where a òcomprehensive work-learning-
service programó is òan integral and stated part of the institutionõs educational philosophy and programó, a òvaluable educational 
approachó and an òintegral part of the institutionõs educational program and part of a financial aid plan that decreases reliance on 
grants and loans and encourages students to participate in community service activitiesó.  Berea is one of the seven federally 
recognized work colleges.  

 
Labor Learning Goals 

In the spring of 2000, the Strategic Planning Committee appointed a faculty, staff and student subcommittee (the 
Labor Review Team) to conduct a comprehensive review of the Labor Program.  The Team was specifically charged 
with educating itself on current higher education thinking about the relationships between work and learning, 
about Berea Collegeõs history and commitments with respect to work-learning, and about the diverse world of 
work within and beyond the College.  It was also asked to explore the links among studentsõ work, learning, and 
service, to review the balance among various aspects of the Labor Program as it is implemented today, and to 
recommend changes as needed.1  Among other items, the Labor Review Team proposed a set of Labor Learning 
Goals to serve as a guide for the Labor Program.  The Team recommended that the Labor Program provide 
opportunities for labor that best enable students to learn and grow in the following ways: 

1) To develop and sustain habits of understanding all working as both independent and interdependent 
contribution to a community integrating labor, learning, and service. 

2) To develop and sustain understandings of working well in community - of what it is to work well, of 
how to work well, of why work well. This may include systems and interrelationships within 
workplaces and community, general principles grounding specific tasks, and practices pertaining to 
use of resources and sustainability.   

3) To develop and sustain abilities to communicate, collaborate, and interact with others as 
compassionate and caring human beings; as diverse people both similar and different from each other; 
and as co-workers with shared goals. 

4) To develop and sustain abilities to solve novel, complex, multifaceted problems as they arise, whether 
working collaboratively or individually. 

5) To develop and sustain both basic workplace habits (e.g., timeliness, healthy attitudes about working 
and co-workers, motivation to work well, flexibility and discipline, accountability and initiative, 
willingness to learn and to share learning, etc. ) and  job-specific practical skills, abilities, or 
knowledge (e.g., software). 

6) To develop and sustain abilities to learn how to learn, including habits of offering and accepting 
constructive criticism and habits of effective reflection, including reflection about broad, deep issues 
related to labor, work, and the world of work beyond Berea.  

7) To develop understandings of self (interests, abilities) and of the changing world of work in order to 
promote habits of responsible deliberation about possibilities for future work: 

Å work chosen to fit individuals' interests and abilities 
  (i.e., work as a vocation or calling),  
Å work chosen to address needs of others and community  
 (i.e., working as serving),   
Å work chosen as an important, enjoyable, and valuable activity 
 (i.e., work as fulfilling),  
Å work chosen in light of those harmonies that constitute living well 
 (i.e., work as aspect of multi-faceted life).  
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Workplace Expectations 
 
The Workplace Expectations were adopted by the Administrative Committee in 1998 as a means of articulating 
common expectations for work and learning at Berea College.  Faculty, staff and students comprise one workforce 
at Berea, and all are charged with upholding these guiding principles:  
 

Exhibit Enthusiasm for Learning: 
Striving to learn and to grow both intellectually and personally so everyone is a learner. 
 

Act with Integrity and Caring: 
Exhibiting honesty, trustworthiness, and compassion in oneõs work and relationships. 
 

Value all People: 
Working to create an inclusive and respectful workplace that models the Great Commitments and seeks to find  
the best in all people. 
 

Work as a Team: 
Developing collaborative and team oriented abilities that will create a community of mutual respect, common 
vision, and shared accomplishments. 
 

Serve Others: 
Nurturing a climate of excellence in service that is responsive to others needs. 
 

Encourage Plain and Sustainable Living:  
Promoting a sustainable way of life through policies and practices in the workplace. 
 

Celebrate Work Well Done: 
Striving for excellence in all aspects of work and celebrating individual and collective accomplishments. 
 
Labor Enrollment Agreement 
 
Signed by each student upon entering Berea College, the agreement outlines the expectations of the student and the 
College with regard to the Labor Program and serves as the studentõs acknowledgement of work as a core 
requirement of enrollment and an integral/required part of their educational program.   Below is the present version 
of the agreement: 

LABOR ENROLLMENT AGREEMENT  
 

The Labor Program, a comprehensive Work-Learning-Service program, is an integral and stated part of Berea 

Collegeôs educational philosophy and program. Upon entering Berea College, all students sign a Labor Enrollment 

Agreement outlining the basic commitments of the student and the College concerning the studentôs required 

participation in the Labor Program.  This agreement is completed one time and remains in effect for the entire period 

of enrollment. 

THE STUDENT, IN ACCEPTING ADMISSION TO THE COLLEGE, AGREES TO:  

A. Participate in the Labor Program as defined in the online handbook Tools: A Guide to the Berea College Labor 

Program and other policy statements http://www.berea.edu/laborprogramoffice/tools/default.asp. 

B. Fulfill a first-year labor assignment as assigned by the College and, in subsequent years, to secure or accept a 

student labor position from among those available. 

C. Work no less than ten (10) hours a week throughout the term and adhere to the work schedule required by the 

position and arranged with the supervisor. 

D. Complete a Status Form (labor position participation agreement) for each position held, or for any change in 

position, as a supplement to the Labor Enrollment Agreement and as approved by the Labor Program and 

Student Payment Office. 

E. Work all hours as defined by the status form(s) including adhering to the work schedule required by the 

position(s). 

F. Secure approval for continuously working more than fifteen (15) hours per week, as specified in the labor 

overload approval process. 

G. Secure approval for absences from work and arrange to make up hours in advance of the absence, if possible, 

and to immediately notify the supervisor of any unexpected absence. 

http://www.berea.edu/laborprogramoffice/tools/default.asp
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H. Strive to meet duties, responsibilities, and standards required by the labor position as defined by the supervisor. 

I. Complete Labor Experience Evaluation(s) for academic year and summer positions.  

 

THE COLLEGE AGREES TO:  

A. Provide each registered student with opportunities for work-learning-service experiences fostering the goals of 

the Labor Program.     Note:  Summer practicum positions are dependent on department budgets and need. 

B. Provide each registered student the opportunity to earn a work scholarship by working in the labor program.  A 

portion of the scholarship, the Labor Grant, is applied directly to the full tuition scholarship.  The remainder, a 

smaller portion, consists of direct payments based on hours worked. 

C. Offer opportunities for advancement in skill and responsibility as defined by Work-Learning-Service levels.  

D. Provide a Labor Transcript documenting the studentôs participation, experience and performance in the program 
and to maintain labor records in accordance with general College policies and relevant legislation.  

E. Conduct, using the ñStudent Labor Evaluationò, individual student work evaluations and to record final 
performance scores on the Labor Transcript. 

F. Provide opportunity for students to evaluate their labor experience(s) by completing the ñLabor Experience 

Evaluationò. 

G. Conduct assessment at the supervisor, department, and program level to improve the educational and 

institutional value of the program. 

H. Provide a labor grievance procedure whereby complaints can be resolved. 

 

STUDENT STATEMENT  
 

By signing, I agree to perform my labor assignments to the best of my ability.  I understand and agree to the 

conditions set forth in this agreement.  In addition, I am aware that failure to meet the requirements and conditions 

of this agreement can result in disciplinary action up to and including suspension.  Also, I understand that this 

agreement is effective for the length of my enrollment and the signed document will be placed in my student file.  A 

copy of the agreement can be requested / obtained through the Labor Program Office. 

 

_______________________________________________Student Signature   ______________________Date 

 
________________________________________________Student Printed Name 
 
Labor Transcript 
 
The Student Labor Transcript serves as a record of the studentõs participation in the Student Labor Program during 
his/her period of enrollment and will provide a detailed accounting of all positions held, each department and 
supervisor name, the WLS levels attained, the  assigned work hours per week, and the results of the departmental 
labor evaluation.  In addition, the transcript will contain a record of all labor distinctions received such as awards, 
special trainings, and certifications.   This information can be utilized by students in writing resumes and in future 
job searches by providing official documentation from Berea College that shows position performance and skill 
levels attained. 
 
The transcript is official only when the embossed College seal and an authorized signature is affixed.  The signature 
is in blue ink.  Transcripts are printed on security paper and if photocopied, the legend COPY will appear in the 
background.  Berea College cannot guarantee the authenticity of any transcripts not issued directly to the receiving 
party.  In accordance with the Family Educational Rights and Privacy Act of 1974, this transcript must not be 
released any third party without the written consent of the student. 
 
A labor transcript can be requested through the student service center.  Transcripts are issued free of charge to 
current and former students.  
Note:  Former students may have holds prohibiting access to their labor records if they left Berea College with a 

student account balance or if their loans are not in good standing or if they failed to meet their labor hour 
requirement at the end of their final term. Please contact the appropriate department(s) to resolve any such 
holds. 
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Position Description  
 
In addition to general workplace expectations, the College establishes position descriptions to set expectations for 
specific positions.  Each position description contains the following information:  department name, position title, 
assigned work hours per week, WLS Levels, itemized description of duties, list of learning opportunities, and 
outline of basic and desirable qualifications. 
 
Position descriptions are prepared by each department in consultation with the Labor Program Office.  Copies are 
centrally maintained for all departments, and a new draft must be submitted whenever a department upgrades an 
existing position description or creates a new one.  All students should be familiar with their individual position 
descriptions so that they understand the positionõs expectations and opportunities.  This aids in establishing good 
work habits and in developing language for resumes and position interviews on campus and job interviews off 
campus... 
 
Position descriptions can be reviewed online at www.berea.edu/laborprogramoffice/positiondescriptions or in the 
Labor Program Office. 
 
Financial Aid 
 
A crucial form of financial assistance at Berea College is available through the Student Labor Program. All students 
enrolled in an academic term (Fall, Spring, Summer) or working a summer practicum earn a work scholarship, in 
which a portion of that, the Labor Grant, is applied directly to the cost of education (òtuitionó) each term or 
summer period. The amount applied is: $3,000 (Fall); $3,000 (Spring); and $200 a week during the summer (e.g. 
eight week Summer term - $1,600, 10 week practicum - $2,000é). The final portion of the work scholarship is the 
primary source of direct aid, providing $1,350 to $2,500 per year to assist in covering educational costs and personal 
expenses. Based on the total work scholarship and total hours worked per term, a student receives between $12.00 
and $24.00 per hour in scholarship. The direct aid portion received (based on hours worked), in combination with 
the studentõs earnings on and off campus during the summer months, are used to pay a portion of the studentõs 
room, board, fees, and other educational expenses incurred during the academic year.   
Note:  The direct scholarship payments received are not subject to withholding or FICA. However a scholarship tax 

liability might apply and is dependent on the total amount of non-qualified aid received during the year.  The 
Financial Aid office provides students annually with a tax letter that assists the student in determining the 
amount of taxable aid income received. 

Berea College expects every student to save approximately $1,000 from summer earnings to assist with costs 
associated with attendance for the next academic year. While the College does not bill students for an additional 
$1,000 as a result of the summer savings expectation, some students choose to use their savings to assist with their 
Term Bill. Ideally, when the Term Bill obligation is met through the familyõs contribution, the summer savings can 
be used to assist with indirect college expenses like transportation, books, supplies, and personal and 
miscellaneous expenses.  Student positions available on campus for those who wish to remain in Berea during the 
summer are paid at a rate sufficient to save approximately $1,000. However, some students find it easier to save 
summer earnings when living at home in a rent-free environment.  

 

Organization 

 
Work Colleges Consortium 
 
Federal legislation defines a Work College as a special type of degree-granting institution where a òcomprehensive 
work-learning-service programó is òan integral and stated part of the institutionõs educational philosophy and 
programó, a òvaluable educational approachó and an òintegral part of the institutionõs educational program and part 
of a financial aid plan that decreases reliance on grants and loans and encourages students to participate in 
community service activitiesó.  Work Colleges are defined through federal legislation as having residential 
campuses where all resident students are expected to work in campus-supervised and evaluated work-learning-

http://www.berea.edu/laborprogramoffice/jobdescriptions
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service positions in every semester of the educational experience (exceptions are made for students engaged in 
alternate experiential learning opportunities such as internships, study abroad, and student teaching).  More 
importantly, every Work College operates a comprehensive work-learning-service programs that are an integral 
component of the educational experience and provide opportunities for reduced debt, practical work experience, 
integration of work and academics, expanded opportunities to engage in service to both the College and the 
broader community, and a guided and evaluated experience designed to maximize learning.  Work Colleges receive 
additional federal funding to support these comprehensive programs.   
 
Established in 1996 and comprised of the seven federally recognized Work Colleges, the Consortium works to 
promote the common interests of the member institutions.  Members include:  Alice Lloyd College, Pippa Passes, 
KY; Berea College; Blackburn College, Carlinville, IL; College of the Ozarks, Point Lookout, MO; Ecclesia College, 
Springdale, AR; Sterling College, Craftsbury Commons, VT; and Warren Wilson College, Asheville, NC. 
 
Labor Program Council 
 
The Labor Program Council advises and assists the Vice President for Labor and Student Life and the Dean of Labor 
in interpreting and applying the vision for the Student Labor Program.  It works to sustain the vision by providing 
opportunities for the Berea College community to reflect on local and global issues in the world of work.  The Labor 
Program Council also works with People Services and other campus offices to better link the goals and policies of 
the Student Labor Program with those of Berea Collegeõs workplaces and workers by developing goals for both the 
learning and the workplace performance of students and for the program as a whole. 
 
When student-initiated labor grievances- including those related to discrimination- cannot be resolved through 
administrative channels, the Labor Program Council will convene a grievance board as outlined in the Student 
Labor Grievance Procedure.  When a student is suspended for labor reasons and chooses an appeal by committee, 
the Labor Program Council will serve as the appellate board.  All student labor-related misconduct requiring a 
hearing (falsification of time, theft of equipment, etc.) will be adjudicated according to the Community Judicial 
Code. 
 
The Labor Program Council membership shall include:  a person from the Labor Program Office who is responsible 
for training and assessment; a person who is involved with the allocation of student labor positions; a person from 
People Services who provides training for Labor and other supervisors; three working supervisor/mentors from 
diverse work areas elected by the General Faculty Assembly including one member of the College Faculty and two 
non-teaching members of the General Faculty- one exempt and one non-exempt; two students, appointed by the 
Student Government Association, whose work experiences are diverse; and the Dean of Labor who will serve ex-
officio.  Elected members will serve three-year terms.  The Labor Program Council will invite and include other 
voices as needed. 
 
Labor Program Administration 
 
Elements of the Labor Program are centrally administered by two offices:  the Labor Program Office, and the 
Student Payment Office.  Leadership is provided by the Vice President for Labor and Student Life and the Dean of 
Labor, and offices are located in Fairchild Hall.  The Labor Team also includes a representative from the Office of 
Student Financial Aid Services who oversees the integration of labor and financial aid and ensures compliance with 
federal funding requirements.   
 
Gail Wolford, Vice President for Labor and Student Life 

David K. Tipton, Dean of Labor 

Darlene Stocker, Labor Program Coordinator 

Theresa Lowder, Associate Director of Student Financial Aid Services 

David Slinker, Training and Assessment Specialist 

Andrea Davis, Student Payments Manager and Program Accountant 
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Labor Departments 
 
Structure 
 
Students work in over 100 labor departments, each of which is supervised by at least one faculty member or 
professional staff person selected by the department head.  Additionally, most departments have labor mentors, 
individuals who are not directly charged with supervisory responsibilities, but who actively participate in student 
training and development.  Many departments also have students serving in supervisory / leadership roles.  The 
Dean of Labor provides general oversight for all work areas to ensure consistency of administration, training and 
assessment, but departments vary widely in the nature of work performed, method of supervision, degree of 
autonomy, etc.  Students are encouraged to experience a variety of work environments to maximize their learning 
opportunities and expose themselves to different work styles.   
 
Distribution of Labor 
 
While labor allocations vary slightly from year to year, student work is generally distributed as follows*: 
 
Academic Support    10% 
Alumni/Development      4% 
Auxiliary     10% 
Community Service (on and off campus)    8% 
Education and General    20% 
Facilities       6% 
General Administration      9% 
Industries     7% 
Services/Student Led Organizations    1% 
Student Services     19% 
*these percentages reflect the distribution for 2010-2011 
 
A complete list of labor departments, including supervisor name and contact information, department location, 
nature of work, learning opportunities, and desired qualifications, is included in the back of this publication.   
 
 

Glossary of Terms 
 
Active Learning Experience (ALE) 
General Education Program component that provides opportunities for students to explore interconnections 
among various venues for learning- courses, labor, service, research, internships, etc.  All students must complete at 
least one ALE prior to graduation.  See òAcademic Support Sectionó section for further details. 
 
Allocation  
Number of student labor positions and/or labor hours assigned to a department.  Allocations are established in the 
spring for the upcoming year and generally remain fixed unless special circumstances arise. See òAllocation of Student 
Laboró section for further details. 
 
Blue Card (Unrecorded Time / Adjustment Form) 
This document is used for capturing unrecorded time worked by a student, or an adjustment that needs to be made 
to the student position in a department (e.g. WLS level, hours per weeké).  See òStudent Paymentsó section for further 
details. 
 
Confidential Hold 
Notice in the Collegeõs database that prevents the release of directory information to outside parties (see the 
compliance section).  Holds should be requested through the Vice President for Labor and Student Life. 
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Confidentiality Agreement ð Student Worker  
All incoming student sign a student worker confidentiality agreement upon entering the college and before starting 
to work.  This agreement defines and articulates the general workplace confidentiality standards that the student 
worker must follow when handling or having access to sensitive and protected department records and 
communications.  Labor Departments can choose to supplement this agreement with a department confidentiality 
agreement that is specific to the departmentõs work environment.  See òPolicies and Proceduresó section for further details. 
 
Department ð See Labor Department 
 
Department Work -Learning-Service Enrollment List 
Similar in ways to the verification of student attending an academic class the list must be verified by the labor 
department as accurate.  The list is sent to the Payment Coordinator of the labor department during the first pay 
period of the fall term and prior to the start of the spring term, and summer period.  It is the responsibility of the 
labor department Payment Coordinator to work with the department Labor Supervisors to verify that the student 
workers are assigned to the correct Labor Supervisor, position, Work-Learning-Service (WLS) level, and hours per 
week.  The data must be accurate to ensure that the student work record is correct in regard to the department and 
position assignment designation, labor supervisor designation, and the WLS level of the position.  This is critical in 
ensuring accurate labor data is uploaded into the Labor Transcript (the permanent record of the student work 
assignments and performance).   See òPolicies and Proceduresó section for further details. 
 
Disciplinary Action  Form 
Form used by labor supervisors to document performance issues in the workplace.  Student performance concerns 
must be documented and discussed with the student.  A student cannot receive any type of department 
probationary status or release without using the Student Disciplinary Action Form except in the case of a grievous 
performance occurrence (e.g. falsification of time, serious confidentially cases, physical violent, etc.). See both òPolicies 
and Proceduresóand òPerformance Concernsó section for further details. 
 
Direct Deposit 
Banking method used to electronically transfer scholarship payment earnings into a bank account selected by the 
student.  See òStudent Paymentsó section for further details. 
 
Early Intervention Program (EIP) 
Program administered through the Office of Academic Services that provides a means of notifying College officials if 
a student is experiencing difficulty; the Labor Program collaborates with the EIP to provide notification and 
assistance in cases where students are not meeting labor standards. See òPerformance Concernsó section for further details. 
 
Essential Labor  
Essential Labor may be defined as student labor that supports any college business or service that is open to the 
public (i.e., Boone Tavern, Bookstore, Log House Gifts, Seabury, Child Development, etcé) or any area responsible 
for the health and welfare of the campus community and property (i.e., Food Services, Public Safety, Health 
Services, College Farms, Facilities Management,  etcé).  See òPolicies and Proceduresó section for further details. 
 
Evaluation and Assessment 
Staff or Faculty Labor Supervisors assume the role of practical instructors within the program and evaluate, using 
the Student Labor Evaluation (SLE) the studentõs performance based on seven performance expectations 
(attendance, accountability, teamwork, initiative, respect, learning, and position specific requirements) and 
subsequent linked labor learning goals and workplace expectations.  Students are required, towards the end of the 
academic year and if engaged in a summer labor position towards the end of summer,  to evaluate and reflect on 
their labor experience through the Labor Experience Evaluation (LEE). Labor supervisors, departments, and the 
labor program utilize the two evaluation tools to assess the educational performance and effectiveness of the 
program and implement appropriate changes based on the assessment.    See òEvaluation and Assessmentó section for 
further details. 
 
Exploring Labor, Service, and Learning Day (replaced Labor Day) 
A day set aside to allow students to explore and learn more about labor, academic, and service opportunities, 
including co-curricular, that are available to them at Berea College.  The activities of the day provide an opportunity 
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for: 1) first-year students to explore academic areas of interest, 2) first-year and continuing students to explore, 
interview, and possibly secure a labor position that aligns with their academic, personal and/or career goal or 
interests, and 3) students, staff and faculty to celebrate work well done through various fun and enjoyable activities.  
See the Exploring Labor, Service, and Learning Day section for information on the history and additional details 
regarding this special event.  See òRecognition and Explorationó section for further details. 
 
Grievance (Labor) 
Formal process through which students may express concerns related to labor supervision.  Labor-related issues 
should first be discussed with the supervisor and/or department head and with the Labor Program Office before an 
official grievance is filed.   See òPolicies and Proceduresó section for further details. 
 
Hold  
Electronic restriction placed on registration and confirmation until the combined Labor Enrollment Agreement, 
Confidentiality Agreement and Status Form,  I-9 form, or Labor Experience Evaluation is completed and submitted.  
See òStudent Paymentsó section for further details. 
 
Internship  
Experiential education program individually designed for the student to gain practical experience.  Priority is given 
to internships that integrate classroom learning with practical experience and those that are tied to community 
service.  Internships are coordinated through the Internship Office and students may be eligible for on-campus 
funding through the Labor Program during the fall and spring terms and on-o-off campus funding during the 
summer.  Internships can be for academic credit or non-credit.  See òAcademic Program Supportó section for further details. 
 
Labor Assignment Resume (LAR) 
A resume completed by incoming students as part of the admission process.  The LAR assists in labor placement for 
new students.  See òCareer Preparationó section for further details. 
 
Labor Day ð see Exploring Labor, Service and Learning Day  
 
Labor Department 
Defined work area that utilizes student and staff workers to complete the necessary work of the college and is 
structured to provide a practical educational experience of value to the student worker.  There are over 100 labor 
departments at Berea College.  See òOrganizationó section for further details. 
 
Labor Enrollment Agreement 
Signed by each student upon entering Berea College, the agreement outlines the expectations of the student and the 
College with regard to the Labor Program and serves as the studentõs acknowledgement of work as a core 
requirement of enrollment and an integral/required part of their educational program.   See the Labor Enrollment 
Agreement under the òGoals and Purposesó section for further details.  
 
Labor Grant ð see Work Scholarship 
 
Labor Meeting 
Hour set aside each week for supervisors to meet with their student staffs.  This hour is reserved for labor and no 
academic or other College requirements should be scheduled during that time.  See òTraining and Resourcesó section for 
further details. 
 
Labor Pool  
Designation allowing departments to hire a student outside of their department for up to ten hours to assist with 
short-term production or service needs.  See òAllocation of Student Laboró section for further details. 
 
Labor Position Participation Agreement ð See Status Form  
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Labor Supervisor 
Is a direct supervisor and practical instructor for a student(s) assigned to a position(s) under their purview.  The 
supervisor utilizes the student(s) assigned to complete the work of the department and utilizes the learning 
outcomes derived through work to educate the student.   The supervisor is responsible for both the certification of 
the time the student has worked and the evaluation of the studentõs performance utilizing the labor learning goals, 

workplace expectations, and the  seven performance expectations  (attendance, accountability, teamwork, initiative, 

respect, learning, and position specific requirements),.  See òGoals and Purposesó section for further details. 
 
Labor Release / Position Adjustment Form 
This form is used to discontinue a labor position or to alter conditions of an existing labor position participation 
agreement (as defined in the status form).  If a student plans to increase or decrease hours per week, change WLS 
Level or position code, or release from a position, a Labor Release / Position Adjustment Form must be processed 
through the Student Payment Office. Changing a primary position including the WLS level of position can only 
occurred in a term before the òLast Day to Change a Labor Positionó, unless the position change is warranted 
because of a disciplinary action, a medical reason, or a labor program administrative condition.  This date occurs 
one week after the first day of class in any term. Please refer to the academic calendar or labor calendar for the 
official date. See òPolicies and Proceduresó section for further details. 
Note: First Year Students are assigned to a labor position for an entire academic year and may not be released from 

any position without approval from the Labor Program Office. 

 
Labor Transcript 
An official record of a studentõs participation in the Labor Program during his/her enrollment that provides a 
detailed accounting of all positions held within each term or period.  Each position record includes the department, 
supervisor name, the WLS levels attained, the assigned work  hours per week and the final student evaluation 
performance score. See òGoals and Purposesó section for further details. 
 
Last Day to Change a Labor Position 
Changing a primary position including the WLS level of position can only occurred in a term before the òLast Day 
to Change a Labor Positionó, unless the position change is warranted because of a disciplinary action, a medical 
reason, or a labor program administrative action.  This date occurs one week after the first day of class in any term. 
Please refer to the academic calendar or labor calendar for the official date. See òPolicies and Proceduresó section for 
further details. 
 
Mediation  
Method of conflict resolution whereby a third party listens to all sides of a situation and recommends measures to 
alleviate tension.   See òTraining and Resorucesó section for further details. 
 
Mentor  
Individual who cultivates an important relationship with students through the Labor Program, contributing greatly 
to their training and development. 
 
Non-Degree Student 
Student taking classes in a limited manner for personal fulfillment.  Non-degree students are permitted to 
participate in the Collegeõs Labor Program provided funding is available and all degree-seeking students have been 
assigned.   If questions, students should contact the Labor Program Office, 10 Fairchild Hall, 985-3611.  See òPolicies 
and Proceduresó section for further details. 
 
Overload 
Permission to work more than 15 hours per week.  Students must meet certain qualifications for overload approval 
to ensure that additional work will not interfere with student progress.  See òPolicies and Proceduresó section for further 
details. 
 
Part-time Student 
Student enrolled in less than 3 full courses for a regular term.  Depending on the circumstances, part-time students 
may be eligible for a reduction in labor hours.  See òPolicies and Proceduresó section for further details. 
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Payment Coordinator 
The coordinator is responsible for: 1) running payment reports and working with individual supervisors to address 
any issue sited in the report (missing punches, certification of time incomplete, etc.).  Once all issues are addressed 
the coordinator approves and submits the department time sheets, and 2) coordinating the review/editing of the 
Department WLS Enrollment List with the Labor Supervisors of the department and returning any edited copy to 
the Labor Program office within the designated time frame.  See òPolicies and Proceduresó section for further details. 
 
Placement 
Process by which first-year students are assigned their first labor positions.  The Labor Program Office reviews 
student qualifications listed on the Labor Assignment Resume (LAR) and considers position openings to determine 
the best fit for students and departments.    See òAllocation of Student Laboró section for further details. 
 
Position Code 
Administrative code used to assign students to positions in the Collegeõs database.  Each department has a set of 
position codes for positions held during the academic year, break periods, and summer.  See òScholarship Paymentsó 
section for further details. 
 
Position Description 
The position description includes a itemized description of the position, duties, the required and desirable 
qualifications, and the potential learning opportunities.  The position description establishes expectations for 
students and supervisors for a particular labor position and includes the number of hours required per week and the 
WLS level assigned.  All position descriptions are kept on file in the Labor Program Office.  See òGoals and Purposesó 
and the òComplianceó section for further details. 
 
Primary Position 
Position through which a student meets his or her primary labor requirement (may be 10, 12, 15 or 20 hours per 
week).  See òPosition Assignmentó section for further details. 
 
Probation (Labor) 
Designation assigned to students for failure to meet Labor Program standards (e.g. hour requirements, performance, 
etc.).  Probation generally lasts one term and alerts the student and his / her adviser that there is a danger of 
suspension if standards are not met during the following term.  See òPerformance Concernsó section for further details. 
 

Probation- immediate suspension  
Provides for immediate dismissal upon failure to meet specified probationary conditions.  See òPerformance Concernsó 
section for further details. 
 
Release / Adjustment Form ð See Labor Release / Position Adjustment Form 
 
Resume 
Summary of a studentõs educational and position history used in securing an on campus labor position, or an off-
campus internship or employment.    See òPosition Assignmentsó section for further details. 
 
Scholarship Rate 
Rate per hour earned by students through their labor positions; rates are determined by the positionõs WLS level, 
and most students advance in level as they progress toward graduation.  See òScholarship Paymentsó section for further 
details. 
 
Secondary Position 
Position taken by a student in addition to his/her primary position.  Students may take secondary positions as a 
means of earning extra income, learning a new skill, participating in a desired program, or providing an important 
service.  Primary supervisors must approve secondary positions and they may not interfere with the studentõs 
primary performance.  See òPosition Assignmentó section for further details 
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Service 
The word service in the term òwork-learning-serviceó refers to uncompensated volunteer service or compensated 
service for work performed for the good of the college community or the external community beyond the campus. It 
includes work performed in the public interest at a Federal, State, or local public agency, or at a private nonprofit 
organization.  The word service is important because it recognizes the value of service as an intrinsic element and 
educational outcome of work that is provided as part of the overall education program at a Work College that 
benefits the college, the community, and the student. See òGoals and Purposesó section for further details. 
 
Status Form  
The Status Form is theó labor position participation agreementó between the student worker and the labor 
department. It is a supplement to the Labor Enrollment Agreement that is signed by the incoming student upon 
entering the college.   It  defines the studentõs labor assignment(s) for the Fall or Spring term or summer period. The 
form is signed by the labor supervisor and the student at the commencement of every position assignment.  The 
form establishes a work commitment (WLS level of the position and hours per week) and provides important 
information for scholarship payment purposes.  See òScholarship Paymentsó section and the Labor Enrollment Agreement under 
the òGoals and Purposeó section for further details. 
 
Summer Practicum 
There are two primary summer  labor program designations: summer school and summer practicum.  Summer 
school students, enrolled to graduate, are on campus primarily to take classes and work a required number of hours 
as they would during the academic year.  Summer Practicum students are on campus to work, usually 40 hours a 
week, but can, if approved by the Labor Supervisor/Department, be enrolled in a eight week summer class.   
However, the emphasis of a summer practicum is on work and the learning outcomes (transferrable and specific) 
that are derived from engaging in a practical educational experience. See òPolicies and Proceduresó section for further 
details. 
 
Suspension (Labor) 
Dismissal from the College for failure to meet program requirements.  Students are generally placed on labor 
probation as a warning prior to being suspended, and have the option of appealing the suspension decision.  
Suspension normally lasts one term, after which students may apply for readmission to the College.  See òPerformance 
Concernsó section for further details. 
 
UltraTime (TRACY)  
The time, attendance, and scheduling system utilized by the Labor Program for monitoring and capturing student 
hours worked and includes a robust scheduling and reporting feature.  
 
Unrecorded Time / Adjustment Form ð See Blue card 
 
Workplace Expectations 
Guiding principles of the Berea College workforce, both professional and student.  Expectations include:  Act with 
Integrity and Caring, Value All People, Work as a Team, Celebrate Work Well Done, Encourage Plain and 
Sustainable Living, and Serve Others. See òGoals and Purposesó section for further details. 
 
Workforce Training and Development Center  
A Labor Program and People Services center that supports a workforce training and development curriculum that 
includes: 1) Orientation (e.g. new workers ð staff or students); 2) Technology (e.g. TRACY, Halogen, GAP, 
Hobsonõsé); 3) Professional Development (e.g. leadership, diversity...); 4) Evaluation and Assessment (Supervisor 
level, Department level, Program levelé).  In addition, programs and departments can also utilize the center for 
training, webinars, or other venues that supports Bereaõs one workforce model.  See òTraining and Resourcesó section for 
further details. 
 
Work -Learning-Service Levels (WLS) 
Position classification linking performance expectations and learning opportunities to a specified scholarship 
payment rate; WLS levels are numbered 1-6 and a level increase corresponds to an increase in skill, responsibility, 
and potential learning outcomes.   See òWork-Learning-Service Levelsó section for further details. 
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Work Scholarship  
Students earn while working in the labor program a work scholarship.  A portion of the scholarship, the labor 
grant, is applied directly to the full tuition scholarship and the remainder, a smaller portion, is made up in check 
payments based on hours worked. See Financial Aid under òGoals and Purposesó section for further details. 
 

Allocation of Student Labor 
 
Allocation Process 
 
At the end of the Fall term the Labor Program Office solicits requests for labor positions for the upcoming summer 
and academic year.  Department supervisors return a form stating whether they will need more, fewer, or the same 
number of positions as currently allocated.  Requests for increases must be accompanied by an explanation of need.  
Preliminary calculations are performed by the Labor Program Coordinator, who then convenes a committee (made 
up of the divisional VPs) to consider allocation request changes for the upcoming academic year.   
 
The number of available positions is determined by anticipated enrollment and overall labor budget.  The College 
attempts to maintain an even ratio of students to primary labor positions so that budgets can be easily managed and 
necessary positions can be filled.  As such, additional positions cannot be allocated to one department without 
creating vacancies in another.  For this reason, requests submitted after allocations are finalized are typically denied 
unless the case is truly exceptional.   
 
Departments who identify new labor needs that cannot be accommodated through an increase in primary allocation 
may request a secondary allocation.  Secondary allocations are easier to approve because they do not impact a 
studentõs existing labor assignment; however, secondaries are not unlimited, as they affect the overall labor budget. 
 
It is important to note that a portion of the total labor allocation is always reserved for community service-oriented 
positions.  This is not only central to our mission, but a requirement of the Federal Work Study Programs (FWS 
Program and Work Colleges Program).   
 
Budget 
 
The budget for student labor direct scholarship payments will exceed $3.9 million for 2011-2012.The scholarship 
payments of $3.7 million were funded from the following sources in 2009-2010: 
 
Federal Work Study Program 25% 
Federal Work Colleges Program 46% 
Industries Income  8% 
Institutional Funds  8% 
Other (e.g., agency-funded)       3% 
Student Fees    10% 
 
A student labor budget is assigned to each department based on the number of students assigned and the hours 
required for each position; additional hours are budgeted for break periods and summer.  Departments are expected 
to adhere to their budgets by ensuring that students do not consistently exceed the assigned hours budgeted for the 
position.   
 
Special Projects 
 
Special funds, if available*, are set aside during the allocation process for one-time summer projects initiated by 
departments for on-campus work.  Funds can be requested through the Labor Program Office.  * Special project 
funds have not been available since 08-09. 
 
Labor Pool 
 
Labor departments occasionally have short-term production or service needs that cannot be met by regular staff.  
For those instances, supervisors can hire students for one-time use for up to ten (10) hours through a designation 
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called òlabor pool.ó  This designation allows a student to continue his or her regular labor position without 
interruption while pursuing extra hours for a short period of time in another department.  The Labor Program 
Office can assist in identifying students, which are paid out of the departmentõs regular budget at the labor pool 
rate.  A status form is not required, and labor pool hours are reported by the supervising department on a blue card.  
 
Departments are encouraged to collaborate less formally by sharing students with similar skills to allow for times 
when one department is busy and one is not.  This type of work-sharing does not require additional paperwork, and 
hours should be reported as part of the studentõs usual primary assignment.   
 

Position Assignments 
 
All students hold a primary labor position through which they fulfill their labor obligation.  Primary positions, 
during academic terms (fall, spring, or summer) are assigned in increments of ten (10), twelve (12), fifteen (15) 
hours per week and (20) hours per week according to student interest and department allocation.  Positions paid at 
WLS level 5 and above require a 15-hour commitment as well as some WLS level 4 positions.  Students working a 
summer practicum position during the summer period can work up to 40 hours a week. 
 
First-Year Students (freshmen, exchange and transfer students) 
 
Incoming freshmen or exchange students are placed centrally by the Labor Program Office using the Labor 
Assignment Resume (LAR) submitted through Admissions.  The LAR provides an employment history and 
summary of skills that aid in matching students to available positions.  Once LARs are collected and organized, 
labor supervisors are invited to review them and recommend a placement in their department.  They may also 
conduct phone interviews with incoming students to determine if they are qualified for more specialized 
assignments (e.g., accompanist, lifeguard).   
 
All incoming freshmen and exchange students are assigned WLS level 1, ten-hour positions, which they will hold 
until the end of the first academic year.  This practice ensures equity in a situation where students are not able to 
freely promote themselves to prospective supervisors.  While many of these positions are in service areas, students 
are assigned in departments all over campus- it depends entirely on availability.  A studentõs first position 
emphasizes transferable skills such as punctuality, accountability, initiative, communication, etc., while providing 
time to acclimate to college life and explore future interests.  Students are not normally permitted to have an 
overload their first year (see Policies and Guidelines for specifics on policy).   
 
Transfer students are allowed the option of applying for and interviewing for labor positions on campus.  However, 
they also have the option of requesting placement by the Labor Program office.  Incoming transfer students will be 
placed if they fail to secure a position within the time frame allotted. Transfer students that are placed by the labor 
program are assigned WLS level 1 position. Transfer students that interview and secure a labor position upon entry, 
and within the allocated time frame, are assigned a WLS level by the Labor Supervisor. 
 
Incoming students (freshmen, exchange, and transfer) are not allowed to work more than a 10 hour position for the 
first term.  After completing the first term the student can work up to 15 hours in their primary position or a 10 hour 
primary and 0-5 hour secondary. 
 
Upperclassmen 
 
At the conclusion of the first year, and each year thereafter, students are charged with securing their own position 
placements.  Once assigned, the position remains in effect through the end of the following spring term unless 
special circumstances apply (e.g. mutual release before the Last Day to Change a Labor Position within a term, 
release for non-performanceé).  While the majority of position placements occur between supervisors and students, 
the Labor Program Office facilitates this process by sharing departmental descriptions and contact persons, posting 
vacancies, and connecting students with supervisors according to interest and qualification.  If students are unable 
to locate suitable positions on their own, the Labor Program Office will ensure placement for them.  Position 
assignment is linked to registration, so students are unable to secure courses until they have completed this 
process. 
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Securing a New Position 
 
This publication contains a listing of all labor departments, including a description of the work performed, the 
learning opportunities, and the desired qualifications.  Each entry also lists a department contact person with 
location and phone extension.  Labor departments have been encouraged to utilize the classified portal of myBerea 
(https://my.berea.edu/cp/home/displaylogin) to post vacancies that may exist within a specific department.  
Instructions on how to use this resource is posted on the ôwork tabõ under the drop down menu òResources and 
FAQó as Posting a Student Position Ad Instructions.  Classifieds are posted for fourteen days. Although the Labor Program 
Office serves as a liaison between departments seeking help and students seeking work, the search and hiring 
process is, for the most part, decentralized.   
 
Position descriptions are posted online at www.berea.edu/laborprogramoffice/positiondescriptions.  Students may 
explore position opportunities in consultation with their academic adviser, current labor supervisor, the Labor 
Program Office or the Office of Career Development.  Once the desired position is identified, the student should 
contact the individual labor department to determine the appropriate application process.  Some departments have 
position applications, while others prefer to review a resume.  From there, the hiring process should closely 
resemble that of an off-campus job review of resumes, selection of candidates, interviews, reference checks, job 
offer, and commitment.  Supervisors and students should approach the hiring process as they would in an off-
campus setting.  This helps supervisors identify the right person for the position and familiarizes students with an 
important process they will encounter after graduation. 
 
While each department should have questions tailored to the needs of their workplace and to the requirements of 
the position, they may choose to draw from the following general questions when conducting an interview: 

 Why are you applying for this position? 

 What is your knowledge of this position? 

 What motivates you to do great work? 

 Describe a situation where you had to inspire others to perform better and to achieve greater goals. 

 What will your references tell me about your work ethic and performance? 

 Describe how you gain respect from your fellow workers. 

 What skills/abilities would you bring to this position? 

 What are your expectations for this position and from me as a supervisor? 

 What are you hoping to learn/achieve from this labor position? 

 How would you describe your personal style in the workplace?   

 What kind of workplace is most conducive to personal effectiveness for you? 

 At the end of the year, what would complete success in this labor position look like? 

 How does this position connect with your career/vocational aspirations? 
 

For further guidance on conducting and participating in the interview process, supervisors and students may 
consult the Office of Career Development or the Labor Program Office Training and Assessment Specialist. 
 
Retaining an Existing Position 
 
It is not uncommon for supervisors to encourage their students to remain in a labor assignment from year to year, 
taking on additional responsibility or even a leadership role.  In this case, it is still important to establish clear 
expectations and goals for the coming year.  An experienced workforce is a great asset to a labor department, but 
students should not feel obliged to remain in a position if they prefer to pursue another opportunity once the 
position ends (as defined by the status form). 
 
Readmitted Students and Students Returning from Leave of Absence 
 
Students who have already been at Berea generally prefer to secure their own positions.  They have often already 
made arrangements with supervisors prior to their return.  As such, we do not assign positions unless requested.   
 
 
 

https://my.berea.edu/cp/home/displaylogin
http://www.berea.edu/laborprogramoffice/jobdescriptions
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Resume Design and Usage 
 
Students are encouraged to draft a resume as early as their freshman year beginning with their Labor Assignment 
Resume (LAR).  This provides a framework to build upon in the future, familiarizes students with content and 
language, and identifies areas that will need development over the next few years.  Center for Engaged and 
Transformative Learning provides resume and cover letter-writing tips, samples and formats, and activities 
designed to identify content (e.g., skills and experience).  Resume counseling sessions will provide students with 
what should and should not be included in a resume and demonstrates the best ways to highlight a studentõs 
talents.  A well design resume, while enrolled at Berea College, can be beneficial in securing an on campus position, 
off-campus internship, or a off-campus summer job.   
 
Individual and group consultations are available on this important topic, and faculty and staff are encouraged to 
seek information so that they can better assist students in articulating what theyõve learned through their classes, 
work and co-curricular activities.     
 
Secondary Positions 
 
All students are required to fulfill their labor obligations through a primary assignment.  Those who wish to pursue 
additional opportunities- out of interest or financial need- may seek a secondary position.  Secondary positions are 
generally reserved for intermittent work and range from 0-5 hours per week, with some extending to 10 hours.  
Opportunities depend upon department allocations, and students must seek overload approval if they desire more 
than 15 hours per week.   
 
Secondary labor positions require the approval of the primary labor supervisor, who may decline if there is a 
concern about the studentõs position performance or about potential scheduling conflicts (approval may later be 
revoked if such issues arise).  Secondary positions must not take priority over the primary, and hours earned in this 
way are not factored into the basic labor requirement.  Freshmen are not normally permitted to hold secondary 
positions during their first term so that we can ensure focus on academic and primary labor requirements during 
this time of transition.  Exceptions include those cases where students must work a set number of hours to qualify 
for social services. 
 
Off-Campus Agreements 
 
Some local agencies have long-standing relationships with the College and partner with the Labor Program to 
provide primary work assignments during the academic year (e.g., Save the Children, Berea Community School, 
MACED).  These agencies are treated like any other department in the way that they secure allocations, fill 
positions, and compensate and evaluate students.  Students are paid through the College Student Payment Office, 
but agencies must reimburse the College for the scholarship payments unless a prior arrangement has been made.  
In very special cases, students may approach the Labor Program Office to develop a one-time agreement with an off-
campus agency.  These agreements are made very sparingly and are typically with non-profit agencies directly 
associated with the studentõs intended major.  Due to the complexity of establishing off-campus agreements, they 
are normally reserved for primary positions.  Please refer to the summer section of this guide for details regarding 
off-campus placements during that time period.     
 

Work -Learning-Service Levels (WLS) 

 
Description 
 
The Labor and Learning Progressions (commonly associated with the working-learning-service level) establish 
functional levels and learning objectives for different types of work.  Beginning at basic levels of work, students are 
expected to progress to more skilled and responsible levels. Through these experiences, it is expected that student 
workers will:  1) develop good work habits and attitudes, 2) gain an understanding of personal interests, skills and 
limitations, and 3) exercise creativity, problem-solving and responsibility.  Students in supervisory positions learn 
the qualities of leadership, standard setting, and effective supervision.  Work-Learning-Service (WLS) levels are 
linked to hourly scholarship rates, with rate increases corresponding to increases in skill and responsibility.   
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FUNCTIONAL LEVELS LEARNING OBJECTIVES 
Entry Level:  WLS 1 Basic Work Habits and Attitudes 
Unskilled work Meeting schedules 
Under supervision or structure Meeting standards of performance 
Repetitive or routine in training Efficient use of time 
 Healthy attitudes toward work and supervision 
 Working with others 
 Sharing responsibility 
 Recognition of importance of work 
 Learning basic skills and information 
  
Intermediate Level :  WLS 2 Responsibility and Skill Development 
Semi-skilled work Taking personal responsibility 
Less direct supervision Application of knowledge to situation 
Some independent judgment Self-identification of skills, talents, interests, and limitations 
Semi- independent knowledge of position Learning and developing confidence in skills 
Some work variety Appreciation of work as a process as well as in terms of product 

 
Skilled Level:  W LS 3 Creativity and Awareness 
Skilled work Importance of initiative 
Little direct supervision Awareness of needs 
Independent judgment of procedures Problem identification 
Variety and depth Analytical ability 
Contributes to improvement Problem solving 
 Role of standards and leadership 
  
Advanced Level:  WLS 4 Understanding and Commitment 

Program or skill competence at senior level 
Understanding relationships between individuals, institutions,  
and processes 

Only general supervision received Comprehension of values, realities, and goals 
Either provides supervision to others or exercises  
other skills and judgment 

Ability to articulate and interpret observations, experiences, and 
understanding 

 Commitment to service essential to the department 
  
Management Level:  WLS 5  Supervision and Management 
Senior-level autonomy  Understanding of departmental management 
Makes independent judgments on application of  
Policy 

Taking responsibility for the effectiveness of others 
 

Accepts management responsibility Awareness of departmental and institutional relationships 
High technical or skill training Teaching and instruction techniques 
 Communication and interpersonal skills 
 Evaluation of workers and procedures 
  
Director Level:  WLS 6 Leadership and Autonomy 
Assumes program directing role Understanding of leadership in community context 
Significant management responsibility Development of responsible autonomy 
Substantial supervisory responsibility Ability to transmit values and interpretations to others 
Responsible for planning, training, and instruction Confidence of self-knowledge and value commitments 
Serves as role model for Berea community Living the values of Berea's commitments 
 High degree of independence 

 
Assignment 
 

WLS levels are not assigned according to a studentõs year in school or years in a department, but according to the 
nature of work performed.  As such, if a student maintains a position for more than one year and the position 
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responsibilities remain the same, the WLS level would not necessarily be changed.  If the way the student engages 
the work changes (greater independence, responsibility, judgment, etc.) an increase in level may be warranted.  
Supervisors should consult the guidelines below and the studentõs position description to determine the 
appropriate WLS level assignment.   
 

 WLS 1 ð Entry Level ð This level is assigned to the following: 

1. All entering students during the first year of enrollment (or first term if entering mid-year); and 
2. Students of any classification whose work is characterized by highly structured tasks or outcomes, 

relatively low level or number of skills required, typically repetitive or routine tasks, and requiring 
direct supervision of worker results 

 WLS 2 ð Intermediate Level ðThis work typically involves less direct supervision than WLS Level 1, perhaps 
more work variety, and requires some independent exercise of judgment  along with an increasing knowledge of 
the position.  

 WLS 3 ð Skilled Level ð The work is typically skilled, requires little direct supervision, requires independent 
judgment on procedures, has variety and depth.  The work includes helping in the training of others and the 
expectation of contributions toward improvement of the way work is carried out.  

 WLS 4 ð Advanced Level ðNormally involves the supervision of other students, the ability to apply advanced 
skills, and the capacity to assume higher levels of responsibilities for departmental operations. As with WLS 
Level 3, the work is typically skilled, requires little direct supervision, allows for independent judgment on 
procedures, and has variety and depth.  The work includes helping in the training of others and the expectation 
of contributions toward improvement of the way work is carried out.  Labor Departments may require WLS 
level 4 positions to be more than the minimum 10 hour commitment; if so, the Status Form will reflect this 
requirement.  

 WLS 5 ð Management Level ð Must be a 15 hour commitment  ð Allocation of a WLS Level 5 is limited and 
must be approved by the Dean of Labor / Labor  Team*.  Prerequisite:  One term at WLS level 3 or 4 and no forms of 
academic, labor, or social probation. 
This level demands an understanding of departmental policies and relationships.  Students are expected to 
develop and model strong interpersonal / communication skills in the workplace.  In addition, students must 
demonstrate autonomy, high level skills, and assume advanced level responsibilities for departmental functions 
and/or programs.  This level is assigned to the following:   

1. Student managers in the department; or 
2. Students responsible for managing highly technical positions within the department; or 
3. Master level student artisans 

 WLS 6 ð Director Level ð Must be a 15 hour commitment ð Allocation of a WLS level 6 is limited and must 
be approved by the Labor Program Council* .  Prerequisite:  One term at level 4 or 5 and no forms of academic, labor, or 
social probation.  
Students assigned to this level serve as role models as workers and as students, displaying behaviors and values 
that are consistent with the Berea College Workplace Expectations -- both on and off the position.  These 
positions require the highest levels of worker autonomy, advanced skills sets, and supervisory responsibilities 
for individuals, student managers, and departmental operations.  Students must be involved in the following: 

1. Supervision of other student managers; or 
2. Supervision of students in highly technical positions 

 WLS UC ð Unclassified**  ð The positions of Student Government Association President, Campus Activities 

Board Chair, Chimes Editor, and Pinnacle Editor are unclassified.  These positions involve the highest levels of 

autonomy and responsibility as in the case of WLS level 6 positions. 
 

*  The addition of a WLS Level 5 position to a department must be approved by the Dean of Labor in consultation 
with appropriate members of the Labor Program.  The addition of a WLS Level 6 position to a department must 
be approved by the Labor Program Council in consultation with the Labor Program Office.  Once the position has 
been granted, the supervisors may assign qualified students to the position or positions approved.  The 
department is limited to the number of WLS 5 or 6 level positions that have been approved.  These WLS levels 
should be assigned with reserve and with respect to the high level of skill and experience required.  If a student 
consistently fails to work the required 15 hours per week, or if s/he is placed on any type of probation mid-year, 
the position may be revoked or the WLS level reduced.   
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**  Unclassified:  The positions of Student Government Association President (elected by the student body), 
Campus Activities Board Chair (appointed by CAB), Chimes Editor and Pinnacle Editor (appointed by the 
Student Life Council) are unclassified.  These positions involve the highest levels of autonomy and responsibility 
as is the case with WLS level 6 positions; students filling unclassified positions must not be on any type of 
probation.  All but one of these positions is filled through election or appointment by groups that are not 
members of the departments themselves.   

 
Scholarship Payment Scale 
 
A studentõs hourly scholarship rate is based upon the WLS level of the assigned position.  Scholarship payment 
rates are posted on the Labor Program website. 
 

Training and Resources 
 
Workforce Training and Development Center  
A Labor Program and People Services center that supports a workforce training and development curriculum that 
includes: 1) Orientation (e.g. new workers ð staff or students); 2) Technology (e.g. TRACY, Halogen, GAP, 
Hobsonõsé); 3) Professional Development (e.g. leadership, diversity...); 4) Evaluation and Assessment (Supervisor 
level, Department level, Program levelé).  In addition, programs and departments can also utilize the center for 
training, webinars, or other venues that supports the one workforce model. 
 
Supervisor Training 
 
Orientation 
 
Departments should notify the Labor Program Office if a new labor supervisor is hired or if the responsibility is 
reassigned.   Once identified, new faculty and staff supervisors- even if they are seasoned workers- are invited to 
participate in an orientation process.  Using the òLabor 101ó training module, supervisors are provided an overview 
of the Labor Program, including the Labor Enrollment Agreement, Status Form ð Position Participation Agreement, 
student placement, position descriptions, and labor program policies, as well as other pertinent information for 
those who are new to student supervision.  In addition, an overview of the scholarship payment process is 
presented along with relevant handouts.  This orientation is also open to faculty and staff who are not supervisors, 
and to students who will participate in student supervision through their labor positions.   
 
Continued Support 
 
A variety of development opportunities are available to supervisors throughout the year.  A luncheon series known 
as òInside Supervisionó invites supervisors and others to learn about best practices in student labor, to discuss 
common issues related to student development, and to highlight programs that support learning, labor and service 
on campus and beyond.  To address issues in labor leadership, the Labor Program Office partners periodically with 
other campus organizations, including People Services, the Learning Center, and the academic advising program.  
Development activities can be tailored to individual or department needs, and limited funding is available to 
support participation in local workshops and conferences. 
 
Student Training 
 
Orientation 
 
First year students are provided a general overview of the Labor Program during summer orientations called 
Summer Connections and during the Fall Orientation that includes labor related topics.  The last day of Fall 
Orientation includes a labor program mandatory training session in the morning and the afternoon is set aside for 
labor department orientation and or training.  Labor Departments are encouraged to utilize this last day of fall 
orientation to also require continuing students to attend department orientation and/or training sessions. Including 
using the department controlled afternoon session to introduce the 1st year student to the other student workers 
and begin the process of integrating the new members into the departmentõs workforce. In addition, the labor 
program offers several afternoon training sessions that can be utilized by labor departments.  
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 Important to Note: Continuing students can be scheduled to work and attend department orientation or training 
sessions on the òContinuing Students Arriveó day.  This day falls on the last day of fall 
orientation, which is the day before the start of classes 

 
In subsequent weeks after the start of the term or summer period, supervisors should establish clear expectations 
for the workplace and for the specific positions- including not only position responsibilities, but topics such as 
scheduling, timekeeping, absence reporting, etc.  Some methods of addressing these issues include a department 
flyer or handbook, a signed agreement (especially if confidentiality is a factor), a presentation, or a poster displayed 
in the workplace.   
 
Labor supervisors should not expect students to arrive on the position with all pertinent knowledge and 
professional skills, but should take an active role in developing their abilities and integrating them into the 
workforce.  Setting clear expectations is critical to good communication and creates a foundation that can be used 
to assess student progress throughout the year.  
 
Departmental Labor Meetings 
 
The purpose of the departmental labor meeting is to provide dedicated time for planning, reflection, team-building, 
and training.  It is also a forum for students to learn more about the Labor Program and about their specific labor 
assignments.  Departmental labor meetings are generally led by supervisors, mentors, or invited guests.  The Labor 
Program Office can assist by facilitating activities and discussion on general topics such as team-building, 
communication, conflict resolution, ethics, delegation, and leadership, as well as topics specific to individual labor 
departments (e.g., customer service).  In addition, the Labor Program Office can coordinate training efforts so that 
departments who have similar needs are able to share in joint training experiences.  Each Thursday from 4:00 ð 5:00 
is reserved for departmental labor meetings and no other academic or College requirements should be scheduled at 
that time.  While departments may elect to hold meetings at alternate times, this is the only hour that is reserved 
campus-wide for this purpose and conflicts may arise. 
 
On-the-job training is provided by the labor supervisors and mentors, as they are the experts in the work of the 
department.  Even so, the Labor Program Office is happy to consult with department leaders to improve or enhance 
internal training programs and to connect departments for exploration of best practices.   
 
Resource Library 
 
The Labor Program Resource Library contains a variety of useful materials and resources for personal and group 
development. Subject categories include: teambuilding, worker training, professional development, communication, 
diversity in the workplace, conflict resolution, leadership, customer service, meeting facilitation, time management, 
and ethics, as well as a variety of activity books that stimulate ideas for presentation.  The Labor Program Office 
utilizes a computerized check-out process and invites interested persons to request specific materials or to browse 
the titles in Fairchild 8 - Workforce Training and Development Center.  
 
Mediation and Conflict Management 
 
Conflict occurs when individuals or groups are not obtaining what they need or want or are seeking their own self-
interests.  Sometimes, the individual is not aware of his/her need.  Other times, the individual is very aware of what 
he/she needs and actively works at achieving a goal.  Many cycles are involved in conflict and not all conflict is bad.  
In other words, it is an essential part of daily life to some extent.   
 
Mediation occurs when there is an inability to achieve some type of resolution without assistance from a neutral 
individual.  Typically, individuals in conflict agree that mediation is necessary.  The Labor Program Office 
encourages labor supervisors and students to resolve conflicts internally, but offers to serve as a resource if 
resolution isnõt obtainable.  The Five Step Mediation Process is more widely used than other processes due to its 
simplicity.  The process is listed as follows:  1) Introductions and Opening Conversations; 2) Telling Their Stories; 
3) Parties Communicate; 4) Brainstorming and Decision Making; and 5) Agreement Writing/Closing.   
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Whenever a conflict is presented to the Labor Program Office, we will consider both sides of the situation and 
determine what type of resolution is appropriate based upon expressed needs and desires.  This process may 
include individual or group consultations and will emphasize the development of positive conflict management 
techniques. 
 
Websites and Other Resources 
 
Labor Program and Student Payment Office:  www.berea.edu/laborprogramoffice 
Work Colleges Consortium:  www.workcolleges.org 
Advising and Early Intervention- Curtis Sandberg, ext. 3206 
Compliance Officer (sexual harassment, discrimination) - Dreama Gentry, ext. 3853 
OSHA Manager- Mike Morris, ext. 3246 
People Services Learning-Training Coordinator- Mark Nigro, ext. 3054 
Public Safety-Lavoyed Hudgins, ext. 3333 
Therapist and Disability Services Coordinator- Cynthia Reed, ext 3212 
Workforce Training and Development Center - David Slinker, ext 3734 
 

Policies and Procedures 
 
Confidentiality Agreement ð Student Worker  
All incoming student sign a student worker confidentiality agreement upon entering the college and before starting 
to work.  This agreement defines and articulates the general workplace confidentiality standards that the student 
worker must follow when handling or having access to sensitive and protected department records and 
communications.  Labor Departments can choose to supplement this agreement with a department confidentiality 
agreement that is specific to the departmentõs work environment.   
 

Berea College 
Student Worker  

Confidentiality Agreement 
 

I, _________________________________________________, understand that in the performance of my assigned duties as a 
student worker at Berea College, I may at times have access to personal and department records.  I agree to keep all 
such information completely confidential.  By signing this document, I am agreeing not to share any information 
that I become aware of through conversation, actions, or through the viewing of personal and/or departmental 
records except as authorized by my supervisor. 
 
The purpose of this agreement is to protect the privacy and identity of all parties and to avoid compromising the 
integrity of the department, all concerned individuals, and Berea College through the disclosure of confidential 
information. 
 
I understand that to breach this confidentiality is a betrayal of trust and a serious offense which may result in my 
dismissal from the department and/or possible disciplinary action by Berea College. 

*************************** *************  

______________________________________________________________ 
Student Worker B# 
 

______________________________________________________________ 
Student Name (Print) 
 
______________________________________________________________   Date:________________________________ 
Student Worker Signature 
 
Dress and Hygiene 
 
The Labor Program Office supports the establishment of dress requirements that are appropriate to the work 
performed in each department.  Some positions may require mandatory use and wearing of appropriate safety 

http://www.berea.edu/laborprogramoffice
http://www.workcolleges.org/
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protection (e.g., hard hats, safety shoes, chaps, goggles, etc.), hygiene materials (e.g., gloves, hair nets, etc.), and/or 
other work-specific items.  The department is responsible for supplying or reimbursing expenses incurred by the 
student under the following conditions:  if a uniform or uniform manner of dress is required, or if the use of safety 
protection, hygiene, and/or other work-specific items are required.  
 
Departments that actively engage the public may establish reasonable standards of appearance and those standards 
should made very clear to first-year students during the position orientation and to upperclassmen during the 
interview and hiring process.   
 
All students are expected to maintain a basic standard of hygiene and cleanliness, regardless of their position or 
department. 
 
Department Work -Learning-Service Enrollment List 
 
The labor program is recognized as an integral, recognized, and stated part of Bereaõs educational philosophy and 
program.  Accurate records of the studentõs participation in the program are required to meet the institutional 
commitment, federal work college requirements, and SACS accreditation requirements.  
 
Similar in ways to the verification of student attending an academic class, the list must be verified by the labor 
department as accurate.  The list is sent to the Payment Coordinator of the labor department during the first pay 
period of the fall term and prior to the start of the spring term, and summer peirod.  It is the responsibility of the 
labor department Payment Coordinator to work with the department Labor Supervisors to verify that the student 
workers are assigned to the correct Labor Supervisor, position, Work-Learning-Service (WLS) level, and hours per 
week.  The data must be accurate to ensure that the student work record is correct in regard to the department and 
position assignment designation, labor supervisor designation, and the WLS level of the position.  This is critical in 
ensuring accurate labor data is uploaded into the Labor Transcript (the permanent record of the student work 
assignments and performance).    
 
Education Abroad- Probation 
 
Students on labor probation are not permitted to register for and/or participate in instructional programs located 
abroad.  All students registered for education abroad opportunities will be subject to a mid-term labor performance 
review, and those found to be significantly deficient in meeting the required labor obligation will not be allowed to 
participate.  Any student placed on probation during, or at the end of the term, will not be allowed to participate in 
an education abroad even if already registered.  Exceptions must be approved by the Dean of Labor.  The full 
Education Abroad Policy is stated in the Student Handbook. 
 
Essential Labor 
 
Many labor departments depend upon their students to maintain minimal function.  While departments are 
encouraged to release students from their duties for participation in college-wide events (Mountain Day, Martin 
Luther King Day, Exploring Labor, Service, and Learning Day), those with essential labor are not required to 
dismiss students altogether.  Most departments can manage this situation through careful planning and 
distribution of student labor so that everyone can participate in some aspect of the event.   
 
Students should not be scheduled to provide òcoverageó so that staff can attend such events in their place.  In rare 
cases, academic requirements are scheduled outside of normal class hours (e.g., General Education Writing 
Proficiency Exam for first-year students).  Students are required to attend the half day College-Wide Symposium; 
therefore, labor departments should not schedule students to work during this timeframe.  In these cases, 
supervisors must adapt their schedules to provide for release.  Course study sessions or extra credit assignments are 
not considered requirements for the purpose of labor dismissal, though supervisors are encouraged to be responsive 
to such requests whenever practical.   
 
Excused Hours 
 
Students who are unable to report to a regularly scheduled work assignment due to an emergency are expected to 
notify their labor supervisor immediately.  Special circumstances such as an excused absence due to a death in the 
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family, or prolonged illness, should be communicated to the Labor Program Office to consider if the student may be 
excused from a portion of the labor requirement.  This should be done as quickly as possible and before the end of 
the term as some circumstances may require documentation.  In instances other than emergencies the labor 
supervisor should be notified well in advance of the absence and time should be made up before the end of the term. 
 
Holidays and Days of Observance 
 
The following policies have been set for days of observance, breaks and holidays on behalf of student labor: 
 

Days of Observance 
Mountain Day: Labor is dismissed unless it is essential to a departmentõs operation. 
Exploring Labor, Service, and Learning Day:  Labor is dismissed unless it is essential to a departmentõs operation. 
Martin Luther King Jr.õs Birthday: Students work as usual but participation in events is encouraged 

Holidays 
Good Friday:  Labor is dismissed unless it is essential to the departmentõs operation. 
Memorial Day: Labor is dismissed unless it is essential to a departmentõs operation. 
Independence Day: Labor is dismissed unless it is essential to a departmentõs operation. 
Thanksgiving, Christmas and Spring Breaks: Labor is dismissed unless a department agreement is in place that specifics 
break responsibilities,   

Other 
Reading Period and Final Exams: Students work normal hours during college reading periods and òas arrangedó during 
final exams week. 
 
Exemption from Labor 
 
Practica and Student Teaching 
 
In recognition of increased demands related to workload, scheduling, and required travel, students may be 
exempted from labor for participation in the following experiences: 

 Nursing Practicum (NUR 349 and NUR 450, final spring term) 

 Student Teaching (EDS 282, EDS 292 or EDS 296) 
 
Students participating in a nursing practicum or student teaching experience should complete a status form listing 
ò0ó hours, no labor and the reason under òdepartmentó and have a member of their faculty sign as the supervisor.  
Students should notify their labor supervisors in advance of hiring that they will have an exemption during this 
term, as some departments may not be able to support a mid-year release.   
 
Although not required, students may elect to work on campus while participating in these experiences.  Students 
should complete the process above for a primary exemption and then secure a secondary status form for the desired 
number of hours (the work is performed in a primary manner, but our scholarship payment system records the 
hours as a secondary labor assignment so that the hours are recorded as optional and not required). 

Off-Campus Experiences 

In recognition of the comprehensiveness of these experiences, students may be exempted from labor for 
participation in summer domestic travel courses and internships.  Exceptions include cases where a student will 
spend a significant amount of time (i.e., more than a few days) off campus.  These exceptions are addressed on a 
case-by-case basis through the Labor Program Office.  Note: Student engaged in a summer study abroad course are 
exempted from working in the labor program. 
 
Grievance Procedure 

A student with a labor-related problem should first discuss this situation with the supervisor. Most difficulties can 
be handled at this level. However, if it cannot be solved here, the next step is to discuss the concern with the head 
of the department.  If the concern is not resolved, the next step is to contact the Labor Program Officeõs Labor 
Program Coordinator for intervention and possible mediation. 
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If a solution cannot be reached in this manner, a formal grievance can be made by presenting the complaint in 
writing to the Dean of Labor.  The Dean may request written responses from the other parties involved. Normally 
within one week from the time the written complaint is received the Dean will write a report of findings and 
conclusions and submit it to all concerned. If any of the parties to the grievance appeals the Deanõs decision, the 
Labor Program Council will convene a meeting, normally within one week of the appeal, or as soon as possible. 

The Labor Program Council Chairperson shall appoint a Labor Grievance Board composed of the following: the 
Vice President for Labor and Student Life and four members of the Council, including the Chairperson, one student, 
one teaching faculty member, and one non-Labor Program Office member.  The Labor Program Council Chairperson 
will serve as chairperson of the Grievance Board.  The Dean of Labor will forward to the Board all written 
documents concerning the grievance and the written report.  The Board will review the grievance and within one 
week give a written decision to all concerned. The decision of the Board will be final subject to legal and other 
institutional requirements as determined by the President. 
        -Adopted by the General Faculty, January 5, 1981 
 
Grievances related to discrimination and sexual harassment will be addressed through other means.  Please refer to 
the compliance section of this publication for further details.   
 
Hour Requirement 
 
All students sign a Labor Enrollment Agreement upon admission to Berea College.  In signing the agreement, each 
student commits to: 

Ã Working no less than ten (10) hours a week throughout the term and adhere to the work schedule required 

by the position and arranged with the supervisor. 

Ã Completing a Status Form (labor position participation agreement) for each position held, or for any change 

in position, as a supplement to the Labor Enrollment Agreement and as approved by the Labor Program 

and Student Payment Office. 

Ã Working all hours as defined by the status form(s) including adhering to the work schedule required by the 

position(s). 

Ã Securing approval for continuously working more than fifteen (15) hours per week, as specified in the labor 

overload approval process. 
 
The labor òStatus Formó is the òLabor Position Participation Agreementó between the student worker and the labor 
department and establishes the work status of a student for a set period of time.  The form defines the labor 
department position, the WLS level, and, the hours per week (academic term) or hours per day (summer 
practicum).  A chart indicating the òTotal Target Hoursó based on primary 10-, 12- and 15 hour-per-week positions 
during an academic term (fall/spring and summer) is provided on the Labor Program website.  
 
Labor supervisors work with students to develop a schedule that provides the hours needed to meet the weekly 
hour target, thereby meeting the term hour requirement as well.  The Student Payment Office sets the target hours 
for each scholarship payment period, which are printed, posted on our website, and available on the BONd 
scholarship payment summary.  A student who meets the target hours for each scholarship payment period will 
have successfully worked the total required hours assigned to the position by the end of the term.  Students are 
responsible for monitoring their total hours worked and have access to this information in real time through 
TRACY UltraTime ð See below: Student-Verifying Total Hours Worked .. In addition, the student can review the 
total hours paid to date by reviewing the past check stubs received for a term or summer period.  The Labor 
Supervisor can also view any studentõs workerõs hours worked to date ð see below Supervisor- Verifying Student 
Hours Worked.  
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STUDENT- VERIFYING TOTAL HOURS WORKEDð displays total hours worked to-date during a Fall or 
Spring Term, or Summer Period.  

Note:  A summer period does not include a term target ð term target is only used during the Fall or Spring term. 

 
 
THE STUDENT TO ACCESS THE REPORT MUST DO THE FOLLOWING:  
 
STEP 1:  Opened the myBerea Portal and select the Labor tab: 

 
 
STEP 2: On Labor tab select View My Time Sheet
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 STEP 3: Select Calendar on the UltraTime window 
 

 
 
STEP 4: Select under Print the Messaging Report 
 

 
 
 
 
 
SUPERVISOR* VERIFYING STUDENT HOURS WORKED ð displays total hours worked to-date during a Fall 

or Spring Term, or Summer Period** . 
*  Payment Coordinator can also access using the same steps. ** Summer Period does not include term target. 
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THE SUPERVISOR or PAYMENT COORDINATOR TO ACCESS THE REPORT MUST DO THE 
FOLLOWING:  
 
 

STEP 1:  Open Tracy UltraTime and select reports                         STEP 2: Select Miscellaneous Report Menu 
 

                                             
  
 
STEP 3:  Select Miscellaneous Report Menu  STEP 4: Select a Term 
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STEP 5:  Select all of the pay period end dates that have occurred for the term or summer period and include the 
end date for the present pay period within the term or summer period.   
Note:  Payment period end dates for the present payment term or period (Fall or Spring term or summer 

period) can be accessed by going to the Labor Program Office Home site and selecting Payment 
Schedule and WLS rates. 

  
 
STEP 6:  Select the student name(s) or you can select the dept which will display reports on all of the students in 

that department. 
Note:  You will only have access to the records of students under your supervision or if you are the 

Payment Coordinator access to all of the student records in that department. 
 

     OR       
 
STEP 7:  Select SUBMIT and the report will appear. 

 


