STUDENT GUIDE TO THE BERRY COLLEGE
WORK EXPERIENCE PROGRAM

WORK - LEARN - SERVE

“We believe that work, when properly guided
by superior and qualified persons, has a vital
- John Bertrand, President
educational function”
Berry College 1956-1980

WHY DOES BERRY
HAVE A STUDENT WORK PROGRAM?
At Berry, student work is more than just assigning students simple tasks in exchange for pay.
We offer students a unique opportunity to develop work and leadership skills in a series of

INCREASINGLY

MEANINGFUL

WORK

ASSIGNMENTS

Our program is designed to produce students who have a proven record of dependability,
a quality employers find very desirable in college graduates, and who are also capable of
completing complex assignments and who can be trusted to quickly assume
high levels of responsibility.

Our program has three objectives:
1. Teach work and leadership skills through Berry’s Developmental Work Model.
2. Provide significant work opportunities related to students’ interests.
3. Ensure the safe and efficient operation of campus facilities and services.
At most schools, the campus is operated and maintained by others for students.
At Berry, the campus is operated and maintained largely BY students. It is this
ownership that makes Berry so special to students and alumni.
Student Work has been an integral part of Berry’s “Head, Heart, and Hands” mission
since 1902 when Martha Berry opened the Boys Industrial School. As the school evolved
into a modern college, the program has seen many changes, but the goal of instilling in
students the values of worthwhile work and service remains unchanged.
We hope you, like thousands of previous Berry students, will take advantage of our
program to Work, Learn, and Serve.
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WORK
“It was the most valuable experience I gained from Berry College.”
This quote, from a graduate now working for a major banking firm, is something we hear
all the time. Many Berry graduates feel their on-campus work experiences were the most
memorable and rewarding and often credit their successes in the workplace to the values
and skills learned from their campus work supervisors.
Unlike most colleges and universities, Berry depends on its student work force to operate
the campus and provide essential services. Although participation in the Student Work Program
is voluntary, approximately

90%

OF ALL
STUDENTS

choose to work on campus each year

As a result, student workers outnumber regular staff more than three-to-one.
At Berry, your work makes a real contribution to the success of your college.
Because we depend on students so much, we give students jobs that are much more
complex, significant, and stimulating than routine student positions at other schools.

The following pages answer frequently asked questions about Student Work program and
the Developmental Work Model.
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WHAT IS THE DEVELOPMENTAL WORK MODEL?
The developmental model structures student work positions much the same way
our academic program structures classes. Freshmen start with simpler, service-oriented
jobs and move up to more challenging jobs with greater responsibility during their
upperclass years. Student Work positions are classified into five levels, illustrated
in the table below. Our goal is not only for employers to view Berry graduates as
dependable workers, but for them to also view Berry graduates as the best candidates for
management-level positions.
Level

Description

1- Probationary

Entry-level, task oriented. Students learn basic work skills.

2- Skilled

Entry-level, task oriented. Students have proven to be
dependable.

3- Advanced

Experienced, project oriented. Students have the
experience necessary to train Level 1 students. Students
learn project management and more advanced work skills
or perform basic academic research.

4- Supervisory

Supervisory, project management. Students have the skills
to supervise other students and are able to manage major
projects or perform advanced academic research.

5- Director

Departmental management. Students have the skills to
supervise other students and are learning to manage the
activities of and to represent a department.

WHAT ARE THE PAY RATES FOR
DIFFERENT DEVELOPMENTAL LEVELS?
Level

Description

1- Probationary

$7.25 per hour

2- Skilled

$7.35 per hour

3- Advanced

$7.45 per hour

4- Supervisory

$7.70 per hour

5- Director

$7.95 per hour
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HOW DO I ADVANCE FROM A LEVEL 1 POSITION TO LEVEL 2?
Incoming freshmen and other first-time student workers are usually placed in a Level 1
position and remain there for two terms (terms include fall, spring, and summer).
To advance to Level 2, a supervisor must first submit a request to the
Student Work Office to hire you to into a Level 2 position. To be eligible for
the position, you must have a recommendation from your Level 1 supervisor on your
performance evaluation. Exceptional students, with a recommendation from their
supervisor, can advance to Level 2 after only one term.

HOW DO I ADVANCE THROUGH THE OTHER LEVELS?
Advancement criteria for the other levels are similar to that for advancement to
Level 2. First, a supervisor must be willing to hire you for a higher level position.
Second, you must have demonstrated satisfactory performance in lower level jobs
or comparable off-campus employment. Finally, you must have completed the necessary
training (online or by seminar). The table depicts entry criteria for all levels.
Level

Entry Criteria

1- Probationary

None.

2- Skilled

Successful completion of two terms at Level 1 or
demonstrated performance in off-campus employment.
Will consider exceptional students after one term.

3- Advanced

Successful completion of one term at Level 2 or
demonstrated performance in similar off-campus
employment.

4- Supervisory

Successful completion of two terms at Level 2, one term
at Level 3 or demonstrated performance in similar offcampus employment. Does not apply to elected positions
(e.g. SGA officers).

5- Director

Successful completion of two terms at Level 3, one term
at Level 4 or demonstrated performance in similar offcampus employment. Does not apply to elected positions
(e.g. SGA officers).

WHAT JOBS ARE AVAILABLE?
The Student Work office currently maintains more than 1,000 job descriptions. We have
jobs in every office, department, and facility. Our students perform research, plan events
and activities, maintain the campus grounds and facilities, cook the food, fix computers,
care for cattle and horses, supervise the residence halls, operate the ropes courses, and do
just about everything else except teach classes. Many jobs require managerial and
supervisory skills. We have enough on-campus positions to employ every student.
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WHAT ABOUT ACADEMIC RESEARCHER POSITIONS?
Many faculty members hire student workers to assist in or perform academic research.
Academic Researcher positions are Level 3 and level 4 positions. Students performing
specific tasks in support of faculty research are usually classified as Level 3. Students
performing research with intent to publish/present the results are usually classified as
Level 4. Faculty supervisors will determine which of their research assistants
are classified as Level 3 or 4. The table below shows advancement criteria for the
Academic Researcher positions.
Level

Entry Criteria

3- Basic Research

Successful completion of two terms at Level 1, one term
at Level 2, or demonstrated performance in similar offcampus employment. Will consider exceptions based on
faculty recommendation.

4- Advanced
Research

Successful completion of two terms at Level 2, one term
at Level 3, or demonstrated performance in similar offcampus employment. Will consider exceptions based on
faculty recommendation.

HOW DO I FIND A JOB?
The Student Work office will assign you to your first work position based on your
previous experience and campus needs. After your first semester working at Berry, you
can find a different job (if you wish to do so) by applying for positions advertised on
the Student Work website. The website will provide descriptions of available positions
and contact information for the worksite supervisor.
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HOW DO I DEVELOP A 4-YEAR WORK PLAN FOR PLAN4WARD?
The Plan4ward website has a link to Student Work’s job database, which has a search feature
that allows you to search for jobs by job type, department, level, and major. Many
students want to work in jobs related to their academic studies; the searchable database
will allow you to do so. For each job you will be able to read a description of duties and
hiring requirements. The database allows you to create a work plan just as you would
create an academic plan. You can list specific jobs (e.g. Internal Audit Assistant) or general
job descriptions (e.g. Level 3 job in the Business Office). The next table depicts a sample work
plan for a Biology major (levels for each job are shown in parentheses). This student hopes to
pursue a Master’s Degree in Biology and, therefore, plans to apply for major-related positions.
Freshman
Fall

Grounds Crew (1)

Spring

Biology Lab
Assistant (1)

Fall
Spring

Sophomore

Biology Lab
Assistant (2)
Professor’s
Assistant (2)

Fall
Spring

Junior

Basic Biology
Researcher (3)
Basic Biology
Researcher (3)

Fall
Spring

Senior

Advanced Biology
Researcher (4)
Advanced Biology
Researcher (4)

Some students may see the Work Program as a way to learn how to manage a department
and supervise people. Here’s a sample work plan for such a student. Although we don’t
require students to advance to higher level jobs, we hope that all students will take
advantage of our program to gain the experience and skills offered by jobs rated
Level 3 and higher.
Freshman
Sophomore
Fall Grounds Crew (1)
Spring Grounds Crew (1)
Fall
KCAB Member (2)
Spring
KCAB Member (2)

Junior

Fall

KCAB Committee Chair (3)

Spring

KCAB Committee Chair (3)

Fall
Spring

Senior

Grounds Crew (2)

Grounds Crew (2)

Grounds Crew
Supervisor (4)
Grounds Crew
Supervisor (4)
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HOW MANY HOURS CAN I WORK?
Students can work up to 20 hours per week during the Academic Year. Students who wish
to work more than 16 hours a week MUST receive approval from their department’s
Vice President. Requests are judged solely on the needs of the College and not on
students’ financial needs. The Student Work office has the necessary paperwork. During
Summer and Christmas Breaks, students can work up to 40 hours per week. Summer and
Christmas Break work is not guaranteed for any student. Summer and Christmas Break jobs
are approved based solely on the needs of the College.

HOW MANY SUMMER JOBS ARE THERE?
It depends on departmental needs, but typically around 500 students work at some point
during the summer. Although fewer classes are in session, the campus must still operate.
Admissions is recruiting, Student Affairs is planning and hosting new student orientation,
the grass needs cutting, the animals must be fed, food must be served, computers and
networks must be maintained, and the mail must be delivered. In addition to their regular
wages,
STUDENTS WHO WORK APPROXIMATELY

444 hours

will receive
a credit of

$1,000

WHICH IS APPLIED TO FALL TUITION
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CAN I WORK MORE THAN ONE JOB IN THE SAME TERM?
Yes. About 30% of students work more than one job, but you cannot work more than
16 hours a week without approval.

DO SOME JOBS REQUIRE SPECIAL SAFETY TRAINING?
Your safety is the number one concern of your supervisors. Some jobs require more
safety training than others. For example, working in a chemistry lab or with machinery
requires special training. No matter what the job, your supervisors will teach you the
safest practices. You can also contribute to a safe working environment by:
1. Being alert for any potential safety hazards
2. Reporting hazards or safety violations to your supervisor
3. Advising your co-workers on safe practices
4. Setting a good example by adhering to established safety policies
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“Before coming to college, I never had a job. Although this is only part
time, I feel I have learned as much if not more than from my studies
simply because I believe I learn best by doing.”
We often hear this kind of feedback from student evaluations. Most students start the
program thinking they will learn only simple skills such as filing or operating a leaf blower,
but our program is about much more than just doing some work in exchange for pay.
You will also learn life skills needed for success in your post-graduate pursuits.

WHAT SKILLS WILL I LEARN?
Every job will have its unique skills. For example, a Financial Aid Assistant will be expected
to explain a financial aid package to a student, and an Oak Hill Docent will be expected to
lead a tour. However, our program is also designed to teach the general work skills listed
in the table below. We chose these skills based on recent surveys of major employers.
Skill
Taking Initiative
Solving Problems
Contributing to a Team
Providing Quality Service
Accountability
Dependability

Description
Taking appropriate action without waiting for instructions
Identifying effective solutions to problems
Working well with others; contributing to task accomplishment
Identifying effective solutions to problems
Quickly determining and taking appropriate action
Reporting to work on-time and following instructions

HOW WILL I LEARN THESE SKILLS?
You’ll learn while on the job, and you won’t have to worry about sitting through 2-hour
lectures. It’s known as Experential Learning. Think of it as learning by doing. You and your
supervisor will establish expectations at the beginning of the semester and you’ll receive
periodic feedback on your progress. At the end of the term, your supervisor will complete
a formal evaluation of your work performance, which will become part of your Berry
College work record. You will also have the opportunity to evaluate your worksite and
your supervisor, anonymously if you wish.
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WHO WILL TEACH THESE SKILLS?
Our faculty and staff supervisors are more than just bosses. They are mentors
and teachers in the workplace who care about your personal development, not just getting
the work done.

HOW DO I EVALUATE MY WORKSITE AND SUPERVISOR?
At the end of each term, you will complete an evaluation form. First, you can comment on
the relationship of your job to your acadmic studies. Second, you can rate and comment on
the administration of the Work Experience Program, and finally, you can rate and comment
on your job and your supervisor.

WHAT DOES THE STUDENT WORK OFFICE
DO WITH THIS DATA?
We use it to improve the learning environment, program efficiency, and quality of
supervision. We want honest feedback, “the good, the bad, and the ugly.” Since we send
feedback to supervisors, you have the option to remain anonymous.
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“As a community with values based on Christian principles, Berry
College is committed to the idea of service as a foundation for one’s
personal and professional life.”
- Berry College Strategic Plan
Martha Berry’s passion for service is captured in Berry’s motto: Not to be ministered unto,
but to minister. The Work Education Program fulfills Ms. Berry’s purpose by providing
students with opportunities to serve something bigger than themselves; the campus and its
staff, faculty, and student body.

WHY IS SERVICE TO OTHERS SO IMPORTANT AT BERRY?
Berry College’s mission reflects the Christian values upon which Martha Berry founded
the original school. Of these values, “service before self” is paramount. Ms. Berry made
many sacrifices to start her school in an attempt to improve the lives of desperately
poor children living in the mountains of northwest Georgia. At Berry, we want our
graduates to not only be successful but to also have the desire and abilities to serve the
needs of society and contribute to the common good. As Ms. Berry once said, “It will not
be the money you make, it will not be what you get from others, but it will be what you
give to and for others that will make your life worth living.”
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HOW DOES THE WORK PROGRAM HELP ACCOMPLISH THIS GOAL?
The Berry campus is one of few in the nation that relies almost exclusively on a student
workforce in lieu of a large, permanent staff. We think it is important for students to
continue the tradition first established by Martha Berry: to experience the dignity of
worthwhile work well done, the satisfaction of serving something greater than oneself, and
the joy of truly becoming a contributing member of the Berry community.
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HUMAN RESOURCES
POLICIES
Although student workers have a slightly different status under Federal employment laws
than regular employees, many policies which apply to regular employees also apply to
student workers.

NON-DISCRIMINATION AND HARASSMENT
Berry College provides equal employer opportunity to qualified individuals regardless of
race, color, religion, sex, national origin, age, physical or mental handicap, veteran status,
and/or whether or not they are disabled veterans. Harassment on the basis of race, color,
religion, sex, national origin, age, physical or mental handicap, veteran status, and/or
disability is prohibited and will not be tolerated.

SEXUAL HARASSMENT
Student workers are subject to and protected by established sexual harassment laws and
policies. Berry College will neither condone nor tolerate any form of sexual harassment.
Sexual harassment is defined as “unwelcome sexual advances, request for sexual favors,
and other verbal or physical conduct of physical nature where: 1) submission to such
conduct is made either explicitly or implicitly a term of condition of an individual’s
employment; 2) submission to or rejection of such conduct by an individual is used as a
basis for employment decisions affecting such individual, or 3) such conduct has the purpose
or effect of unreasonably interfering with an individual’s work performance or creating an
imtimidating, hostile, or offensive working environment.” Student workers who think they
are being sexually harassed should notify the Dean of Student Work and Experiential Learning.

ON THE JOB INJURY
Berry College enforced safety policies and practices and ensures all student workers have
received appropriate safety training. If, however, a student is injured on the job, he/she
should report the injury to the Human Resources Office as soon as possible. For treatment
of minor injuries, students should go to the campus health center in the Ladd Building.
For serious injuries, student should be taken to the Redmond Medical Center emergency
room. Supervisors are also responsible for completing the necessary Human Resources
Office paperwork to determine if an injured student’s medical bills should be paid through
Worker’s Compensation.
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