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Student Employee Rights 
and Responsibilities 
Each Rollins Earn and Learn Student Employee 
has the right to the following: 
• Information about the award amount and

pay rate.

• A specific job description including the
supervisor’s expectations and standards.

• A clearly defined work schedule and the
average number of hours of work to expect
per week.

• Adequate training to perform assigned
tasks.

• A safe and sanitary working environment.

• Regular supervision and review of work
performed.

• A clear explanation of how to use the
Kronos system and the procedure for being
paid.

• Instructions on how to report an unexpected
absence from a scheduled work shift.

• A procedure for stating concerns related to
the job or supervisor.

Each Rollins Earn and Learn Student Employee 
is responsible for the following: 
• Become familiar with information regarding�

the terms of the award and with general�
policies.

• Understand the specific job responsibilities�
including the supervisor�’s expectations.

• Perform assigned tasks in an efficient and�
timely manner.

• Arrange a mutually agreeable work schedule�
with the supervisor and work the assigned�
hours regularly.

• Notify the supervisor immediately if a�
scheduled work period must be missed.

• Accurately document work hours.

• Track Rollins Earn and Learn earnings and�
monitor remaining award.

• Inform RSPH Student Services immediately�of
changes in financial situation, of a

possible change to a new Rollins Earn and 
Learn job, or of any suspected irregularity in 
Rollins Earn and Learn earnings or awards. 
The email address for the REAL Program 
Manager is real@emory.edu.  

Employer Rights and 
Responsibilities  
Each Rollins Earn and Learn Employer has the 
right to the following:  
• To have assigned tasks completed efficiently

and correctly by the student employee.

• To have student employees record their time
properly.

• To expect student workers to adhere within
reason to a regular work schedule.

• To be notified immediately if a student must
miss a scheduled work shift.

Each Rollins Earn and Learn Employer has 
responsibility for the following:   

• To provide adequate orientation and on-the-
job training to student employees. RSPH
relies on the supervisor to communicate
all policies and procedures to student
employees.

• To clarify the required hours of work and
expected duration of job to students.

• To set expectations for quality & quantity of
work.

• To explain all office and department policies
which are applicable to students.

• To ensure students are hired and terminated
through the proper HR procedure through
RSPH Student Services.

• To ensure no students begin working prior
to receiving approval from RSPH Human
Resources or continue working past the
point of termination.

• To discuss and document any performance
issues with student employees.

• To ensure that proper payroll and clocking
processes are followed to ensure students
are paid in the appropriate manner.
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• To complete one Employee Evaluation for
each student per year.

• To monitor the Rollins Earn and Learn
awards of student employees to make
certain students do not exceed the awards,
and to terminate students in a timely
manner once awards are exhausted.

• To maintain open communication with
RSPH Student Services, timekeepers, and
students.

Professional Work Ethics 
The Employers who partner with RSPH 
to provide meaningful Public Health work 
experiences to students have the strong 
potential to steer a student’s professional 
direction. Thesis, Applied Practice Experience 
(APE), and full-time job opportunities can 
result from maintaining a positive, professional 
relationship with the Employer. Also keep in 
mind the likelihood that students will ask a 
supervisor for recommendations in the future, 
so this work experience is very important in 
building the resume and career. Thus, adhering 
to a set of professional values ensures 
that student behavior and approach reflect 
positively on students and the Rollins School of 
Public Health.   

In an effort to help students optimize 
professional relationship and the job 
experience, please review the following 
professional standards. Please be advised that 
these are minimum standards: 

1. Dress professionally. Student attire for
interviewing should always be business
professional. Once students have secured
the position, have a discussion with the
supervisor about appropriate work attire.
Even if the attire is casual, be sure to look
neatly arranged.  No ripped jeans, revealing
or tight clothing, tank tops, etc. should ever
be worn to any job assignment.  Students
never know when a supervisor may want
students to accompany him/her to meetings
or when a surprise visit from an executive
may occur.

2. Limit computer/technological use to the
assignments that have been given. While
at work, students should be focused and
completely dedicated to the work that has
been assigned. Do not work on homework/
class assignments, check personal emails
(i.e. Gmail) or visit online social networking
sites such as Facebook or Twitter. Students
should absolutely not send or reply to text
messages or personal phone calls during
work hours. There is an exception if students
need to take a personal call for emergency
purposes. Please be advised that agencies
and organizations can track emails, websites
visited, and other computer-usage history
and have grounds to terminate for misuse.

3. Be punctual. The foundation of trust
building is reliability. Arrive at the job site at
the agreed upon times. Supervisors should
be able to depend on consistent, timely
arrival.

4. Give a supervisor as much notice as
possible when students have to be absent,
leave early, or come in late. Employers rely
on students to commit to the schedule to
which students have agreed. If students
have a doctor’s appointment, exam,
academic related-commitment, etc. students
should discuss a possible absence with the
supervisor, at a minimum, two weeks prior
to the day of the expected absence. Also,
discuss in advance with the supervisor
how such information needs to be
communicated.

5. Be respectful in managing all tasks.
Students should be aware that many
jobs will occasionally require students to
perform administrative tasks that come with
all job opportunities and Rollins Earn and
Learn jobs are no exception. Please shape
expectations accordingly and be respectful
when accepting all tasks. All work activities
are important to the productivity and goals
of the organization and no one is above
completing certain tasks.
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6. Be honest about the job search. If
students are interviewing for multiple job
opportunities, it is okay to openly share this
information with prospective Employers
that you are waiting to hear from other
Employers about possible job assignments.
Sharing this information would not exclude
students from consideration and it helps the
Employer to frame their expectations.

7. Honor the commitment made to work
the full semester. When students accept
a position, please understand that a
commitment has been made to work for that
Employer for at least one semester. What
this means is that once you accept an offer
for a REAL position, the expectation is that:

a.  You discontinue searching/applying for
other REAL positions and

b. If an employer reaches out to you for an
interview, that you are honest about already
having secured a REAL position elsewhere
and therefore cannot interview for a REAL
position with them.

We do not want to set a precedent where 
our REAL students are accepting offers and 
then switching or backing out—this impacts 
employer relations, the time organizations 
have spent interviewing students, etc. 

A student always has the option to find a 
new REAL position in the Spring semester 
should they find/decide that they will not 
be continuing in their fall semester REAL 
position.

8. Share concerns/issues with the supervisor.
If students are having problems or issues,
schedule a time to meet with the supervisor
to have a discussion about students
concerns. Do not simply resign because of
a perceived offense or hurt feelings. More
often than not, an open discussion about the
issues can lead to an amicable agreement or
help students to draw a different conclusion.
Conflict management is something everyone
has to face so please keep that in mind
before walking away from an opportunity.

If students are unable to resolve the issues, 
please make an appointment as soon as 
possible to see the REAL Program Manager 
at real@emory.edu; 404-712-0687. 

9. Uphold confidentiality. Confidential
information should not be disclosed.
If students are working with records
containing others’ personal information
or other classified data, students are
not to share or discuss that information
for nonwork-related purposes. Some
Employers may require students to sign a
confidentiality agreement which students
should review very carefully.

10. In addition to these minimum standards,
each student should initiate a discussion
with their supervisor to discuss office
protocol and job expectations.

:RUNLQJ 5HPRWHO\�7UDYHO 
3ROLF\ 
,W LV WKH UHVSRQVLELOLW\ RI WKH KLULQJ GHSDUWPHQW 
DQG VXSHUYLVRU WR SURYLGH DGHTXDWH VXSHUYLVLRQ 
IRU WKHLU VWXGHQW HPSOR\HHV� 5($/ LV D 
PHQWRULQJ SURJUDP� GHVLJQHG WR JLYH VWXGHQWV D 
FKDQFH WR KRQH WKHLU FDUHHU VNLOOV LQ D UHDO-ZRUOG 
ZRUN HQYLURQPHQW WKURXJK GLUHFW LQWHUDFWLRQ ZLWK 
ZRUNLQJ SURIHVVLRQDOV�  ,W LV QRW VWXG\ WLPH RU 
LQGHSHQGHQW UHVHDUFK WLPH� 6WXGHQWV PD\ QRW 
ZRUN UHPRWHO\ XQOHVV WKH SRVLWLRQ LV VSHFLILFDOO\ 
GHVLJQHG WR EH VHW XS DV D YLUWXDO SRVLWLRQ ZLWK 
DGHTXDWH VXSHUYLVLRQ DQG DFFRXQWDELOLW\ 
�SRVLWLRQV ZLOO EH FRQVLGHUHG RQ D FDVH-E\-FDVH 
EDVLV��  

0RVW VWXGHQWV DUH eligiEle WR WUDYHO DV SDUW RI 
WKHLU 5($/ SRVLWLRQ� 3OHDVH SURYLGH DQ LWLQHUDU\ 
WR WKH 5($/ RIILFH LQ DGYDQFH� %H VXUH WR 
PRQLWRU KRXUV FORVHO\� QRW WR H[FHHG 20 LQ RQH 
ZHHN  DQG FRYHU DOO WUDYHO H[SHQVHV� ,I D VWXGHQW 
KDV  D --1 YLVD� WKH\ PD\ QRW EH DEOH WR WUDYHO� 
3OHDVH FRQVXOW ZLWK WKH 5($/ RIILFH LQ DGYDQFH�
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5($/ 6WXGHQW :RUN 3ODQ 
'RFXPHQWV
:H VWURQJO\ XUJH DOO VXSHUYLVRUV DQG VWXGHQWV WR 
FRPSOHWH D 5($/ 6WXGHQW :RUN 3ODQ GRFXPHQW� 
7KLV ZRUN SODQ GRFXPHQW ZLOO HQDEOH VXSHUYLVRUV 
WR VHW H[SHFWDWLRQV� 7KLV GRFXPHQW VKRXOG EH 
FRPSOHWHG WRJHWKHU� RXWOLQLQJ WKH SXEOLF KHDOWK 
FRPSHWHQFLHV LQYROYHG DQG WKH WDVNV DQG WKH 
GHOLYHUDEOH GHOLYHUDEOH UHODWHG WR ERWK�

6WXGHQW 3HUIRUPDQFH 
(YDOXDWLRQV 
7KH ZRUN H[SHULHQFH WKDW D VWXGHQW JDLQV WKURXJK 
SDUW-WLPH HPSOR\PHQW LV D YDOXDEOH DVVHW LQ VNLOO 
GHYHORSPHQW DQG FDUHHU�OLIH SODQQLQJ� ,W LV 
LPSRUWDQW IRU HDFK VXSHUYLVRU WR VHQG HYDOXDWLRQV 
WR 2IILFH RI $GPLVVLRQ DQG 6WXGHQW 6HUYLFHV 
UHDO#HPRU\�HGX� 3HUIRUPDQFH HYDOXDWLRQV DUH 
EHQHILFLDO WR VWXGHQWV� WKH FXUUHQW HPSOR\HUV� DQG 
WR SRVW-JUDGXDWLRQ HPSOR\HUV� 7KH IRUP ZLOO EH H-
PDLOHG WR DOO VWXGHQWV DQG VXSHUYLVRUV DW PLG-
VHPHVWHU RU ZLOO EH PDGH DYDLODEOH WR VWXGHQWV 
WKURXJK VHFXUH ILOH VKDULQJ
$Q HYDOXDWLRQ PXVW EH FRPSOHWHG HLWKHU DW WKH 
WLPH RI WHUPLQDWLRQ RU DW WKH HQG RI WKH DFDGHPLF 
\HDU� ZKLFKHYHU LV ILUVW�  7KH HPSOR\HU VKDUHV WKH 
HYDOXDWLRQ ZLWK VWXGHQWV DQG WKH VWXGHQW DQG WKH 
VXSHUYLVRU VKRXOG VLJQ WKH HYDOXDWLRQ�  7KH MRLQW 
VLJQDWXUH LV D PHWKRG RI LQGLFDWLQJ WKDW WKH 
VWXGHQW KDV UHYLHZHG WKH VXSHUYLVRU ¶V FRPPHQWV 
DQG LQGLFDWHV DQ DFWXDO� LQ-SHUVRQ FRQYHUVDWLRQ 
WRRN SODFH�  $OO HYDOXDWLRQV QHHG WR EH VXEPLWWHG 
WR 2IILFH RI $GPLVVLRQ DQG 6WXGHQW 6HUYLFHV 
UHDO#HPRU\�HGX WR EH SODFHG LQ WKH VWXGHQW¶V 
+XPDQ 5HVRXUFHV ILOH� 

3URJUDP (YDOXDWLRQV 
,Q RUGHU WR IDFLOLWDWH SURJUDP LPSURYHPHQWV� WKH 
5ROOLQV (DUQ DQG /HDUQ ZLOO FRQGXFW \HDUO\ RQOLQH 
SURJUDP HYDOXDWLRQV� 6WXGHQWV DQG HPSOR\HUV ZLOO 
EH VHQW VHSDUDWH RQOLQH HYDOXDWLRQV� 7KH GDWD ZLOO 
EH XVHG VROHO\ IRU LQWHUQDO DGPLQLVWUDWLYH 
SXUSRVHV DW WKH 5ROOLQV 6FKRRO RI 3XEOLF +HDOWK�

7HUPLQDWLRQV 
$Q HPSOR\HH PD\ QRW ZRUN RQ WKH GD\ RQ ZKLFK 
KLV RU KHU WHUPLQDWLRQ LV SURFHVVHG� 3OHDVH DGG 
RQH GD\ WR DQ HPSOR\HH¶V ODVW GD\ RI ZRUN WR 
GHWHUPLQH WKH HIIHFWLYH GDWH IRU D WHUPLQDWLRQ� )RU 
H[DPSOH� LI D VWXGHQW¶V ODVW GD\ RI ZRUN DW D 
SRVLWLRQ LV 10��0���� WKH WHUPLQDWLRQ¶V HIIHFWLYH 
GDWH VKRXOG EH 10��1����  $Q (PSOR\HH 
(YDOXDWLRQ IRUP VKRXOG EH FRPSOHWHG DW WKH WLPH 
RI WHUPLQDWLRQ� 3OHDVH KRXVH WKH HYDOXDWLRQ LQ WKH 
VWXGHQW¶V SHUVRQQHO IROGHU DQG HPDLO D FRS\ WR 
/LVD 3DUNHU� 5HDO 3URJUDP 0DQDJHU 
UHDO#HPRU\�HGX�

7HUPLQDWLRQ IRU -RE 
$EDQGRQPHQW RU 1R-6KRZV 
,Q WKe rare caVe WKaW D VWXGHQW LV KLUHG DQG GRHV 
QRW UHSRUW WR ZRUN ZLWKLQ ILYH ZRUNLQJ GD\V RI 
DFFHSWLQJ WKH SRVLWLRQ DQG WKH VWXGHQW LV QRW 
UHVSRQVLYH WR FRQWDFWV� LW LV DSSURSULDWH DQG IDLU 
IRU WKH HPSOR\HU WR DVVXPH WKDW WKH VWXGHQW GRHV 
QRW LQWHQG WR ZRUN IRU \RX�  1R-VKRZV ZLOO EH 
WHUPLQDWHG ZLWKLQ WZR ZHHNV RI QRQ-FRQWDFW� ,I 
VWXGHQWV EHJLQ ZRUNLQJ EXW GR QRW UHWXUQ WR ZRUN 
RU FRQWDFW WKH (PSOR\HU UHJDUGLQJ DEVHQFHV� LW LV 
DOVR JURXQGV IRU WHUPLQDWLRQ RI HPSOR\PHQW�

i Please keep in mind that this type of 
negligent behavior reflects poorly on 
students and the institution. If students 
are no longer able to fulfill an 
employment commitment, please follow 
professional protocol in communicating 
departure. Remember that Employers 
may lead students to thesis and 
practicum opportunities as well as full-
time employment in the future. 
Employers also typically communicate 
with various colleagues in a number of 
other agencies/organizations which 
means it is always critical for students to 
leave positive impression in the mind of 
the Employer. 
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1. The aggrieved student should make every
effort to informally resolve the problem with
the supervisor.

2. If the aggrieved student is dissatisfied with
the outcome, or if the supervisor fails to
take action, then the student should contact
the next level of departmental management
to request further action.

3. If the grievance remains unresolved, the
student may meet with the RSPH REAL
personnel in the Office of Admission and
Student Services and have the situation
reviewed. In this instance, a meeting may
result and will be held at the Office of
Admission and Student Services between
REAL personnel, the student, and the
departmental supervisor to mediate
the grievance. A written record of the
proceedings will be made, and copies will
be sent to the student employee and the
departmental supervisor.

&RPPLWPHQW WR (TXDO 
2SSRUWXQLW\
(PRU\ 8QLYHUVLW\ LV GHGLFDWHG WR SURYLGLQJ HTXDO 
RSSRUWXQLWLHV DQG HTXDO DFFHVV WR DOO LQGLYLGXDOV 
UHJDUGOHVV RI UDFH� FRORU� UHOLJLRQ� HWKQLF RU QDWLRQDO 
RULJLQ� JHQGHU� JHQHWLF LQIRUPDWLRQ� DJH� GLVDELOLW\� 
VH[XDO RULHQWDWLRQ� JHQGHU LGHQWLW\� JHQGHU 
H[SUHVVLRQ� DQG YHWHUDQ¶V VWDWXV� (PRU\ 8QLYHUVLW\ 
GRHV QRW GLVFULPLQDWH LQ DGPLVVLRQV� HGXFDWLRQDO 
SURJUDPV� RU HPSOR\PHQW RQ WKH EDVLV RI DQ\ IDFWRU 
VWDWHG DERYH RU SURKLELWHG XQGHU DSSOLFDEOH ODZ� 
6WXGHQWV� IDFXOW\� DQG VWDII DUH DVVXUHG RI 
SDUWLFLSDWLRQ LQ 8QLYHUVLW\ SURJUDPV DQG LQ WKH XVH 
RI IDFLOLWLHV ZLWKRXW VXFK GLVFULPLQDWLRQ� (PRU\ 
8QLYHUVLW\ FRPSOLHV ZLWK ([HFXWLYH 2UGHU 112��� DV 
DPHQGHG� 6HFWLRQ �0� RI WKH 5HKDELOLWDWLRQ $FW RI 
19��� WKH 9LHWQDP (UD 9HWHUDQ¶V 5HDGMXVWPHQW 
$VVLVWDQFH $FW� DQG DSSOLFDEOH H[HFXWLYH RUGHUV� 
IHGHUDO DQG VWDWH UHJXODWLRQV UHJDUGLQJ 
QRQGLVFULPLQDWLRQ� HTXDO RSSRUWXQLW\ DQG DIILUPDWLYH 
DFWLRQ� (PRU\ 8QLYHUVLW\ LV FRPPLWWHG WR DFKLHYLQJ 
D GLYHUVH ZRUNIRUFH WKURXJK DSSOLFDWLRQ RI LWV 
DIILUPDWLYH DFWLRQ� HTXDO RSSRUWXQLW\ DQG 
QRQGLVFULPLQDWLRQ SROLF\ LQ DOO DVSHFWV RI 
HPSOR\PHQW LQFOXGLQJ UHFUXLWPHQW� KLULQJ� 
SURPRWLRQV� WUDQVIHUV� GLVFLSOLQH� WHUPLQDWLRQV� ZDJH 
DQG VDODU\ DGPLQLVWUDWLRQ� EHQHILWV� DQG WUDLQLQJ� 

,QTXLULHV UHJDUGLQJ WKLV SROLF\ VKRXOG EH GLUHFWHG 
WR WKH (PRU\ 8QLYHUVLW\ 2IILFH RI (TXLW\ DQG 
,QFOXVLRQ�

(PRU\ 8QLYHUVLW\ LV FRPPLWWHG WR SURYLGLQJ 
UHDVRQDEOH DFFRPPRGDWLRQV WR TXDOLILHG LQGLYLGXDOV 
ZLWK GLVDELOLWLHV XSRQ UHTXHVW� 7R UHTXHVW WKLV 
GRFXPHQW LQ DQ DOWHUQDWH IRUPDW RU WR UHTXHVW D 
UHDVRQDEOH DFFRPPRGDWLRQ� SOHDVH FRQWDFW WKH 
(PRU\ 8QLYHUVLW\ 2IILFH RI $FFHVVLELOLW\� 3OHDVH 
QRWH WKDW RQH ZHHN DGYDQFH QRWLFH LV SUHIHUUHG�

9ROXQWDU\ 7HUPLQDWLRQV 
,I D VWXGHQW OHDYHV D 5ROOLQV (DUQ DQG /HDUQ 
SRVLWLRQ� QRWLFH PXVW EH SURYLGHG YLD H-PDLO WR WKH 
5($/ 3URJUDP 0DQDJHU DW UHDO#HPRU\�HGX� 
,GHDOO\� D VWXGHQW HPSOR\HH VKRXOG JLYH WZR ZHHNV¶ 
QRWLFH DV D SURIHVVLRQDO FRXUWHV\� 7KLV LV LQ QR ZD\ 
HQIRUFHDEOH DQG LV XOWLPDWHO\ DW WKH GLVFUHWLRQ RI WKH 
HPSOR\HH�

,QYROXQWDU\ 7HUPLQDWLRQV 
A VWXGHQW ZKR KDV EHHQ WHUPLQDWHG LQYROXQWDULO\ 
E\ WKH HPSOR\HU VKRXOG EH JLYHQ WZR ZHHNV¶ 
QRWLFH LQ RUGHU WR ILQG D QHZ MRE� ,Q WKH FDVH RI 
H[WUHPH SROLF\ YLRODWLRQV LQ ZKLFK D VWXGHQW LV 
WHUPLQDWHG LPPHGLDWHO\� SOHDVH UHSRUW WKH 
FLUFXPVWDQFHV WR /LVD 3DUNHU� WKH 5($/ 3URJUDP 
0DQDJHU LQ WKH 2IILFH RI $GPLVVLRQ DQG 6WXGHQW 
6HUYLFHV�  $Q (PSOR\HH (YDOXDWLRQ IRUP VKRXOG EH 
FRPSOHWHG DW WKH WLPH RI WHUPLQDWLRQ� 

*ULHYDQFHV
,Q FDVH RI DQ\ PLVXQGHUVWDQGLQJ RU 
PLVLQWHUSUHWDWLRQ RI 8QLYHUVLW\ RU 563+ SROLF\�
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7HUPLQDWLRQ 8SRQ 5HDFKLQJ�
([FHHGLQJ WKH 6HPHVWHU 
$ZDUG�(DUQLQJ /LPLW  
$V D FRXUWHV\� HPDLOV DUH VHQW RXW WR VXSHUYLVRUV 
DQG VWXGHQWV LQGLFDWLQJ ZKHQ VWXGHQWV DUH ZLWKLQ 
��00 RI H[KDXVWLQJ VHPHVWHU DZDUG DPRXQWV� RU 
ZKHQ VWXGHQWV KDYH UHDFKHG RU H[FHHGHG WKH DZDUG 
PD[LPXP DOWRJHWKHU� (PDLOV DUH VHQW RXW WR 
VXSHUYLVRUV LQGLFDWLQJ ZKHQ VWXGHQWV DUH ZLWKLQ �0� 
20� DQG 0 KRXUV RI H[KDXVWLQJ VHPHVWHU DZDUGV� 
:KLOH WKLV VKRXOG QRW EH UHOLHG XSRQ DV WKH VROH 
PHDQV IRU WUDFNLQJ� WKH ³$ZDUG 5HDFKHG RU 
([FHHGHG´ HPDLO GRHV LQGLFDWH WKDW WKH VWXGHQW ZLOO EH 
WHUPLQDWHG LPPHGLDWHO\� ,W LV EHVW IRU WKH VWXGHQW DQG 
WKH HPSOR\HU WR GHYHORS D VFKHGXOH WR WUDFN WKH 
VWXGHQW¶V KRXUV XVLQJ WKH &ORFNLQJ 7UDQVDFWLRQ 
5HSRUW �SDVVZRUG SURWHFWHG�� ([WHUQDO HPSOR\HUV ZLOO 
QHHG \RXU 5($/ HPSOR\HH WR ORJ LQ WR WKLV V\VWHP� 
2QFH WKH VWXGHQW KDV HDUQHG ����00� WKH FRVW-
VKDULQJ VZLWFKHV IURP �0� WR 100� RI WKH VWXGHQW¶V 
VDODU\� 

&KDQJLQJ 5ROOLQV (DUQ DQG 
/HDUQ -REV   
:KHQ VWXGHQWV DFFHSW D SRVLWLRQ� SOHDVH XQGHUVWDQG 
WKDW D FRPPLWPHQW KDV EHHQ PDGH WR ZRUN IRU WKDW 
(PSOR\HU IRU DW OHDVW RQH VHPHVWHU� :KDW WKLV 
PHDQV LV WKDW RQFH \RX DFFHSW DQ RIIHU IRU D 
REAL SRVLWLRQ� WKH H[SHFWDWLRQ LV WKDW: 

D�  You discontinue searching/applying for�
other REAL positions and

E� If an employer reaches out to you for�an
interview, that you are honest about�
already having secured a REAL position�
elsewhere and therefore cannot interview�
for a REAL position with them.

We do not want to set a precedent where 
our REAL students are accepting offers and 
then switching or backing out—this impacts 
employer relations, the time organizations have 
spent interviewing students, etc. 

Students are permitted to change Rollins Earn 
and Learn jobs mid-year, provided a specific 
protocol is followed.  

1. As a professional courtesy, students should
give notice to the original department two
weeks prior to departure. This notice should
be given in person. Next, an email needs
to be sent to the REAL Program Manager
at real@emory.edu, and the e-mail needs
to confirm the last date to be worked in the
position.

2. If students have a new position, students
may NOT yet begin working in the new
job at this point. Please e-mail the REAL
Program Manager the supervisor contact
information and the Handshake job posting
number for the new position.

3. Once the termination of the first position
has been posted in the HR system, the new
supervisor may begin the hiring process.

4. Students may begin working in the new
department once the hiring process has
been completed, and an approval email with
the new KRONOS ID has been sent to the
student and the new supervisor by RSPH
Human Resources.

5. The new supervisor must ensure students
begin using the appropriate KRONOS code
for the new job.

The HR system is not set up to prevent 
managers from hiring a student into a second 
Rollins Earn and Learn job.  When students 
intend to change Rollins Earn and Learn 
jobs mid-year, it is essential that a proper 
termination and rehire process are completed.
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Changing Personnel at 
Partnering Organizations
In order to properly serve the University, it 
is essential that the Office of Admission and 
Student Services have the most up-to-date 
contact information for every department/
organization. It is crucial that we remain in 
contact with a designated representative for 
each organization/department. This main 
contact person should contact the REAL 
Program Manager to ensure they are aware of 
the supervisor role, disburse information about 
the program to the department, and receive the 
email regarding Award Exceeded emails and 
other important news.

Out of respect for the department/organization 
and RSPH, these employer contacts should 
notify the REAL Program Manager if they are 
leaving the position or passing these duties on 
to another person. Please instruct or leave 
instructions for your successor to contact the 
REAL Program Manager to be informed on the 
program. 

Displacement of Regular 
Workers
Rollins Earn and Learn employment must 
not displace employees, including those on 
strike, or impair existing service contracts. You 
are cautioned against using students in jobs 
traditionally filled by full-time personnel. 
Replacement is interpreted as displacement. The 
program’s intent is to create new job 
opportunities.

Benefits and Insurance
Rollins Earn and Learn student employees:

• Do not accrue sick or vacation time.

• Do not receive paid holidays.

• Are not permitted to work on University
holidays (department will be charged).

• Are compensated only for hours worked.

• Are covered under Worker’s Compensation�
for job-related injuries.

• Are not paid overtime (department will be
charged).

Rollins Earn and Learn employees are covered 
under the University’s liability insurance. They 
are covered by the University’s auto insurance 
policy with the following stipulations:

• Driver must have a valid driver’s license.

• Insurance company has the right to check
any driver’s motor vehicle record.

• Insurance coverage is for personal and
bodily injury only.  Collision is not included,
therefore any damages to a University
vehicle will be charged to the department.

• To be insured while operating a University
vehicle, the student must have the
permission of the immediate supervisor to
operate the vehicle.
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If you need information or clarification on Rollins Earn and Learn policies,��
Please contact Lisa Parker in the Office of Admission and Student Services at: 

Mailing Address:
Lisa Parker
REAL Program Manager
Rollins Earn and Learn Program
Rollins School of Public Health, Emory University
1518 Clifton Road
Campus Mailstop 1518-002-1AA
Atlanta, Georgia 30322

Email Address:  
lisa.parker@emory.edu

Telephone Number: 
404-712-0687
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