Samford University

 Office of University Relations

Phon-a-thon Caller Contract
I, ____________________________________, willingly accept the position as a caller for the Samford University Phon-a-thon.  I understand that a caller has certain responsibilities, and is at all times a representative of Samford University.

Responsibilities and expectations are outlined, but not limited to the following:

Training


Callers will be paid for their training session upon the completion of two calling sessions.

Duties
· Abide by decisions made by the Annual Giving Officer and supervisors.

· Attend the call station at all times unless granted permission from a supervisor.

· Identify myself as a student of Samford University.

· Use of proper etiquette as outlined in my training session.
Attendance
· Calling sessions are scheduled based on caller availability.

· Callers are expected to be present each evening as scheduled.

· Obtaining a substitute is permitted under the following terms:

· I will notify the Annual Giving Officer within 24 hours prior to the calling session and submit the name of my substitute.

· If I am unable to obtain a substitute, the following emergencies are excused: death of family, contagious or severe illness, pre-approved absence from the Annual Giving Officer. 

Conduct
I understand that in addition to my duties, I must abide by certain behavior standards which include, but are not limited to, the following:

· I will not eat or chew gum while on duty.

· I will not socialize with other callers while on duty.

· I will not make personal telephone calls while on duty.

· I will not falsify pledges because doing so will result in immediate dismissal.
Scheduling
Schedules will be distributed on a weekly basis.  Schedules are created based on caller availability and will provide each caller with the names and telephone numbers of their co-workers to be used in securing a substitute, as needed.

Wages
Beginning callers earn $6.50 per hour.  Returning callers earn $0.25 raise per semester.    Timesheets will be kept by the Annual Giving Officer and presented to the caller for verification upon signing.
Incentives
Incentives and bonuses will be determined by the Annual Giving Officer and will be outlined each semester.
Evaluation
Callers are evaluated on effort, technique, and production.  Evaluations will take place randomly throughout the semester.  
Termination
Termination may be made at any time by the Annual Giving Officer for any reason.  Termination by the caller is accepted following a two week notice.  

Acceptance
I understand that the mission of the Samford Phon-a-thon is to create or enhance a positive relationship with each alumnus, parent or friend of the University.  I will ethically solicit private gifts for the University to be used generally or specifically, as the donor designates.  I will inform each constituent of current events on campus and answer or direct any questions, comments, or concerns presented.  In addition, I will update obtainable personal information for each constituent.  Any and all information contained in Samford University files will be treated with discretion and I will not release or discuss any information discovered during my employment with Samford University.
I have carefully read and fully understand my responsibilities as a caller in the Samford Phon-a-thon. 
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