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!ll Work Experience faculty names are  

submitted to the �oard  of Trustees at the 

beginning of the term by Division Offices;  

WE faculty submit the General  

Information Sheet, the Learning �ontract, 

and the Non-Paid WE Program Waiver, 

Release, and  Indemnity !greement to the  

Office of  Instruction;  

(�y the end of Week 2—exceptions exist)  

The Instruction Office will notify WE 

faculty  IF  paperwork is not complete;  

(by the end of week 5)  

WE faculty submit students grades via the 

portal  by 4:30  pm the Tuesday following 

the end  of the term;  

WE faculty submit Site Visit & Student 

�ontacts Report, Student Work and  

Hours Report, and Payroll Report to the

Instruction Office by 4:30 pm  Tuesday  

following the end  of the term;  

 

The Instruction Office submits  completion 

information for each WE faculty member  

to Payroll authorizing compensation;  
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