SC4 Reach Out!

Steps to Participate

1. Verify eligibility

Make sure that you are eligible for work-study funding. Check your financial aid award letter. It will indicate “Work-Study” in your list of awards. If you are not sure, contact the SC4 Financial Aid Office for verification. Submit a copy of your award letter to the Employment Services Office to receive your SC4 Reach Out! application packet.
2. Complete application process
· Employment Planning Application: This registers you to receive free lifetime employment services, including participation in the Reach Out! Off-Campus Work-Study Program.
· SC4 Reach Out! Work-Study Interest Form: This form will provide us with your contact information and information about your interests, needs and availability.
· Resume: Prepare a resume and submit it with your completed packet. Resume critiques are available to help your resume market you well. Critiques are available by appointment or by drop off service in Room 120, Acheson Technology Center.
· Background check: Fill out an authorization to submit to a criminal background check.

· Student Availability Form
· Student Confidentiality Form
· Financial Aid Employment Documentation (W-4, I-9, New Hire Reporting Form)
· Work-Study Agreement: Signed by SC4 Reach Out! coordinator and submitted to Financial Aid Office.

3. Attend SC4 Reach Out! Orientation

Register for an orientation by calling (810) 989-5515. If you are not able to attend an orientation, it is your responsibility to schedule and complete an individual orientation with SC4 Reach Out! Coordinator Julie Ruiz and payroll supervisor, Loni Guenther, at (810) 989-5520. The orientation will cover the placement process, payroll process and expectations.

4. Review potential placement sites and make contacts

· Community service: A list of community service employers who are interested in receiving work-study students is available in the Employment Services Office. Students should contact the agency by phone to make the initial inquiry. If the agency is receptive, you may contact the agency in person. Present your resume and employer packet information and be prepared for an interview. Employers are invited to call Julie Ruiz at (810) 989-5516 for more information. Agencies will need to be approved by the Employment Services office. To find a listing of additional non-profit organizations see the Community Service Directory, located in Employment Services or at www.uwsccmi.org.
· Tutoring Program: Students interested in tutoring in an area elementary school will need to work with school staff to secure a placement.
· Port Huron Area School District: Submit resume and all materials to Julie Ruiz and she will forward them to PHASD central office. You may indicate school preferences (if any), but placements are not guaranteed.
· Other Area Schools: You may contact the building principal of any other schools to ascertain their interest. Provide your resume and program information. Inform Employment Services of the need to follow-up with your contact. For assistance identifying schools in your area, an online directory of schools is available at www.greatschools.com.

5. Select a Placement Site

· Employment Services staff will facilitate the SC4 Reach Out! program, however, it is the student’s responsibility to secure a placement for the SC4 Reach Out! programs.
· Placement is not guaranteed, and, in most cases students will need to interview with potential employers for a position. It is important to dress appropriately (for an interview) and present yourself in a professional manner. Tips, interview handouts and assistance are available from Employment Services. Make sure that you discuss you availability and the employer’s needs in detail ahead of time to ensure a good fit.

6. Sign contract and fill out all required paperwork

Ensure that you keep in close contact with Coordinator during the placement process to ensure smooth transition. You may not begin working until you receive official notice from the Employment Services Office.
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