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(Day, Month, Year)
(Student Name)
The Cleveland Institute of Music
11021 East Boulevard

Cleveland, Ohio 44106
Dear (Student Name)
The (Department Name) Department of the Cleveland Institute of Music (CIM) retains your services as a (Name of job). This letter of agreement shall cover the period from (beginning date) through (ending date).
Compensation for the job listed above is $(x.xx) per hour, and will be charged to (account number).

All students who have not already done so must complete and submit their New Hire paperwork before they can start working. New Hire forms are available on CIM’s website at (URL), and outside the Business Office.

International Students may not work after their I-20 or other work authorization has expired. Please enter the expiration date of your most current I-20 or other valid work authorization here (if applicable): ________________

At the end of every pay period, or after you have finished your last shift for that pay period, submit your hours through CIM’s online student timekeeping system for review and approval. Your time sheet must reflect the actual time worked, on the actual day worked. Hours must be submitted online by the 3rd and the 18th of the month. Once approved, hours are submitted to CIM’s Business Office and processed for payment. Pay dates are the 15th and the 30th of the month.
Student employment may be cut off at any time if available funding is exhausted, or for any other lawful reason. By signing this agreement, you acknowledge that you are expected to maintain a professional level of confidentiality and adhere to normal office etiquette and standards. You also acknowledge that you must maintain satisfactory job performance, as determined by your supervisor. You will not be eligible for unemployment compensation as a result of this job.
The Cleveland Institute of Music (CIM) shall be the sole owner of intellectual property rights, including copyrights, of the work created pursuant to this agreement.  In addition, CIM shall hold a perpetual worldwide license at no cost (a) to reproduce or distribute in whole or in part the work that comprises one or more lessons or lecture within a lesson; (b) to reproduce, distribute or prepare derivative works from textual material delivered pursuant to this agreement.

Please sign and return one copy to me and one copy to the Payroll Administrator, acknowledging your acceptance of the above terms. Keep one copy for your own records.
Sincerely,

(Supervisor Name)
(Title)
Accepted and signed __________________________________ Date _______________

