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Indiana State University (ISU) is committed to serve Indiana communities in a number of ways. The
purpose of this handbook is to outline one of those ways. This handbook will help students, staff, and
agencies understand how nonprofit agencies can be eligible to hire ISU Federal Work-Study (FWS)
students, and how FWS students can be hired by and use their FWS award with local agencies to make
a contribution to our community.

Community Service Jobs
Community Service jobs can be either on campus or off campus. Nonprofit agencies can qualify as

community service employers if the work performed meets the definition of community services listed

below. Private for-profit organizations do not qualify as employers for community service under the

FWS Program.)

Employing a FWS student in these positions serves the needs of the community and gives the FWS
student an enriching and rewarding experience.

Community services are defined as services that are identified by an institution of higher
education through formal or informal consultation with local nonprofit, government, and community-
based organizations, as designed to improve the quality of life for community residents, particularly
low-income individuals, or to solve particular problems related to their needs. These services include:

+  Such fields as health care, child care, literacy training, education (including tutorial services),
welfare, social services, transportation, housing and neighborhood improvement, public safety,
crime prevention and control, recreation, rural development, community improvement, and
emergency preparedness and response

«  Work in service opportunities or youth corps under AmeriCorps, and service in the agencies,
institutions, and activities

«  Support services for students with disabilities

« Activities in which a FWS student serves as a mentor for such purposes as tutoring (see below),
supporting educational and recreational activities, and counseling, including career counseling

Eligibility
Not-for-profit Agencies become eligible to hire ISU FWS students by completing all of the

following:

1. Signing a Federal Work-Study Off-Campus Community Service Contract (See Attachment A)
(Contracts may be requested by contacting Marilyn Heaton at marilyn.heaton@indstate.edu
or812-237-2482.)

2. Submitting a job description for each position that the agency plans to fill

3. Submitting evidence of their IRS 501(c)(3) (not-for-profit) status

Allowable activities
e Workin such fields as health care, child care, literacy training, education (including tutorial
services), welfare, social services, transportation, housing and neighborhood improvement, public
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safety, crime prevention and control, recreation, rural development, community improvement,
and emergency preparedness and response

e Work in service opportunities or youth corps under AmeriCorps, and service in the agencies,
institutions, and activities such as teaching civics in schools, raise awareness of government
functions or resources, or increase civic participation; or educate or train the public about
evacuation, emergency response, and injury prevention strategies relating to natural disasters,
acts of terrorism, and other emergency situations

e Support services for students with disabilities

o Activities in which a FWS student serves as a mentor for such purposes as tutoring, supporting
educational and recreational activities, and counseling, including career counseling

FWS community service students do not have to provide “direct” services. The students must
provide services that improve the quality of life for community residents or solve particular problems
related to those residents’ needs. See Attachment B at the end of this manual for a model need
assessment form that can be used with community service agencies.

There is no restriction as to whether community service jobs must be on- or off-campus. However,
a university or college is not considered a community for the purposes of the FWS Program
community service requirements. On-campus jobs can meet the definition of community services,
provided that the services are designed to improve the quality of life for community residents, or to
solve problems related to their needs, and that they meet the regulatory and statutory provisions
pertaining to the applicable FWS Program employment limitations and conditions.

Employing FWS students as tutors

Many schools employ FWS students as reading or mathematics tutors. This type of employment
allows students to help children develop reading or mathematics skills necessary for their education
and future employment.

There is no limit on the amount of funds a school can spend from its FWS allocation to pay FWS
reading or mathematics tutors. When employing students as reading tutors, schools must, to the
maximum extent possible, give placement priority to schools that are participating in a reading reform
project that is:

1. Designed to train teachers how to teach reading on the basis of scientific research on reading
2. Funded under the Elementary and Secondary Education Act of 1965

To further encourage schools to employ FWS students in these positions and as mathematics
tutors, FWS regulations authorize a one hundred percent federal share of FWS wages.

Indirect services

The Department of Education does not intend to indicate that certain activities are more
important than others or that only jobs that have direct contact with community members are
acceptable. For example, a FWS student working for the Meals on Wheels Program is performing
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community service when conducting research on where the program is needed, when recruiting or
coordinating volunteers to distribute the meals, or when preparing meals for the program despite
having no contact with the community residents.

Civics, emergency response, and other teaching projects
Schools can now use FWS funds to compensate students employed in projects that teach civics in
schools, raise awareness of government functions or resources, or increase civic participation.

Additionally, to the extent practicable, ISU shall:

o Give priority to the employment of students participating in projects that educate or train the
public about evacuation, emergency response, and injury prevention strategies relating to natural
disasters, acts of terrorism, and other emergency situations

e Ensure that any student compensated with these funds receives appropriate training to carry out
the educational services required

Finally, the Higher Education Opportunity Act 2008 specifies that the Federal share of the
compensation of FWS students may exceed seventy-five percent.

Ineligible activities

Work performed off campus must be in the public interest. Work in the public interest is defined
as work performed for the welfare of the nation or community, rather than work performed for a
particular interest or group.

Work is NOT “in the public interest” if:

o It primarily benefits the members of an organization that has membership limits, such as a credit
union, a fraternal or religious order, or a cooperative

e Itinvolves any partisan or nonpartisan political activity or is associated with a faction in an election
for public or party office

« ltisfor an elected official unless the official is responsible for the regular administration of federal,
state, or local government

e Itiswork as a political aide for any elected official

e It takes into account a student’s political support or party affiliation in hiring him or her

« Itinvolves lobbying on the federal, state, or local level

Political activity, whether partisan or nonpartisan, does not qualify as work in the public interest.
For example, a student is not considered to be working in the public interest if working at voting polls
even if he or she only checks off the names of those who came to vote and does not pass out flyers
supporting a particular candidate. Also, a student is not considered to be working in the public
interest if working to support an independent candidate. Another example of nonpartisan political
activity is work for a city political debate.
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Hiring Student Assistants
Students are eligible, by reason of their Federal Work-Study award status, for the current academic
year, when:
1. They have the minimum requirements of the job description
2. They are offered and accept a position
3. They are in good academic and judicial standing with ISU

Getting started

Agencies seeking FWS students are invited to staff a resource table at the annual Student Job Fair
(held the day prior to the first day of Fall Semester classes each August) to take applications. Agencies
can also reserve a table at the Career Opportunity Fairs held in the fall and spring semesters.

Hiring steps
1. All open positions must be posted on one or both of our online job banks:
a. To post a position on the Applicant Tracking System, contact Marilyn Heaton in Student
Employment Program for assistance at 812-237-2482.
b. To post a position on Sycamore CAREERIink, contact Martha Reed at 812-237-3806 for
assistance.
2. Once a student has been selected for hiring, complete a Student Referral Form.
a. The Student Referral Form can be are found at http://www.indstate.edu/student-

employment/referrals/SEReferral.pdf.
b. If, in the process of filling out the Referral Form questions arise, please contact Marilyn Heaton
in Student Employment at 812-237-2482 for guidance. For instance, one of the questions you

will see refers to a criminal background check (for students who will be handling confidential
information, handling cash, or be working in the presence of children). If the agency indeed
requires a criminal background check, the cost of the check must be borne by the department
or off-campus agency.
3. Instruct the student to submit the completed Referral Form for processing to the Student
Employment Programs Office in Room 139 of the Hulman Memorial Student Union.
4. Students are entered into the ISU Student Payroll system when they have submitted the signed
Referral Form to the attendant in the Student Employment Programs office.
a. Please advise students that they will need to complete a series of employment forms and
provide originals of their photo ID card and Social Security card before they will be placed in
the payroll system.

For students employed on campus, they are responsible for clocking into the KRONOS timekeeping
system. For instructions on how to use the KRONOS system, please visit:
http://www.indstate.edu/payroll/kronos.htm.

For off-campus agencies, students should submit a biweekly timesheet. The Student Time Report

timesheet can be found at: http://www.indstate.edu/payroll/electronictimesheets.htm.
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Every other Friday the student will submit a time sheet to their supervisor. The following Friday
their earnings will be transferred to the financial institution designated when they filled out
employment forms at the SEP office.

As outlined in the contract, the agency will set the wage rate for the student assistant to at least
the current Federal Minimum Wage Rate (currently $7.25 per hour) and will be billed for twenty-five
percent of the student’s earnings.
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Attachment A

Indiana State University Off-campus Federal Work-Study Program Agreement

This agreement is entered into between Indiana State University, hereinafter referred to as the

"Institution’

"and hereinafter referred to as the "Agency" for the

purpose of enabling qualified students to participate in the Federal Work-Study Program under the
Higher Education Act of 1965, and any amendments thereto, through employment offered by the
Agency under the terms stipulated herein.

This agency is (check those appropriate):

A public organization

Federal State County City Town Other

(Name and Address of Administering Body)
A private not-for-profit organization

(Name and Address of Organization)

1.  Rights and Obligations of Institution.

a.
b.
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The Institution shall be deemed the employer for the purposes of this agreement.

The Institution has the ultimate right to control and direct the services of the student for
the Agency. It shall also determine that the students meet the eligibility requirements for
employment under the Federal Work-Study Program, assign students to work for the
Agency, and determine that the students do in fact perform their work. The Agency's right
shall be limited to direction of the details and means by which the result is to be
accomplished.

The Institution shall pay compensation to the students for the work performed, and the
Institution shall make any required Federal and State income tax withholdings and shall
make all payments due as an employer's contribution under State or Local workers'
compensation laws, under Federal Social Security laws, or under any other laws applicable
to such employees.

It is agreed that neither the Institution nor the Agency shall have any obligation to provide
transportation for the students to and from the work assignment location at Agency.

It is agreed that the Institution either on its own initiative or at the request of the Agency
shall have the right and power to remove students from work on a specified work



assignment, and that students themselves upon reasonable notice shall have the right to
terminate employment.

Institution shall have the right to inspect the worksite of student and to receive regular
reports from Agency on work of student.

2. Rights and Obligations of Agency. Agency agrees that the Institution shall allow students to

work for it upon the following conditions with which it agrees to comply:

a.
b.
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The work is to be performed for a public or private not-for-profit organization.

No student shall be denied work or be subject to discrimination or different treatment on

grounds of race, national origin, sex, age, religion, disability or veteran status, and to this

end the Agency agrees that it will comply with the provisions of the Civil Rights Act of

1964 and all amendments thereto, Title IX of the Education Amendments of 1972, and the

regulations of the Department of Education implementing the said statutes, and all other

State and Federal law applicable thereto.

Agency will provide a Job Definition Schedule for each student in advance of any

employment by the student:

i. A brief description of the work to be performed by students on specified projects

ii. The estimated number of students to be employed

iii. The maximum hourly rates of pay for each job as established by the Institution

iv. The estimated length of time for the completion of the project

v.  The total percent of non-Federal share of student compensation to be paid by the
Agency to the Institution in accordance with paragraph four (4) hereof, shall all be set
forth and defined in Job Definition Schedules attached to this agreement from time
to time and shall be as legally binding on the parties hereto as if originally
incorporated in this agreement, provided that they are signed by authorized officials
of both parties hereto. Failure to comply with this requirement may resultin a
termination of this agreement and work by eligible students.

Agency shall verify the student’s Federal Work Study award amount in advance of any

work by student.

Agency shall have the obligation to provide adequate and responsible direct supervision

of the work performed by students shall provide proper working conditions and permit

the Institution to inspect the premises if it elects to do so. Agency agrees to certify all

actual work hours by students. Agency agrees to identify in advance of any work

performed by the student the names of Agency supervisors authorized to sign student

record of the hours worked weekly by each student as attested to by an authorized official

of the Agency.

No student shall perform work which will result in the displacement of employed workers

of the Agency or impair its existing contracts for service, or which will involve political

activity or work for any political party, or which involves sectarian instruction or other

religious activities, or involves the construction, operation or maintenance of so much of



a.

any facility as is used, or to be used, for sectarian instruction or as a place of religious

worship.

The Agency agrees that it will be responsible for following the established procedures and

policies of the Institution as they may be changed or amended at any time by a sole action

of the Institution with respect to the following:

i.  Therecording of hours worked

ii. The changing of job functions or conditions

iii. The termination of student placement

iv.  The changing of pay rates

v. The due dates for all forms, records, reports, or information on or about the Federal
Work-Study Program

In the conduct of its general activities and the performance of any work by students, the

Agency agrees to comply with any and all applicable laws, ordinances, and regulations of

any governmental body, whether Federal, State, or Municipal.

The Agency agrees to indemnify and hold harmless the Institution from and against any

and all claims for property damage or personal injury or otherwise that may result directly

or indirectly from the acts or omissions of the student employees while under the

direction, supervision or control of the Agency. This Paragraph 2(i) shall survive

termination of this agreement.

Number of Hours to be Worked by Student.

During an academic semester, the Agency should not expect to employ the student more
than 20 hours during any week in which there are classes. Any exceptions must be
approved in advance, in writing, by Institution. Failure to comply with this requirement
may result in termination of the student’s employment and of this Agreement.

No Federal Work Study awards will be available between May 8" and August 13,
Summer employment is the sole responsibility of agency.

Payments by Agency. In consideration of the work performed by the students made available

to it by the Institution, the Agency agrees to make the following payments to the Institution:

a.
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By way of reimbursement, an amount equal to twenty-five percent (25%) of the total
earned wages of each student employed under this agreement to be paid by the Agency
on a monthly basis unless an alternative written billing arrangement has been made
beforehand between the Agency and the Institution.

By way of reimbursement, an amount equal to any and all payments required to be made
by the Institution under State or Local workers' compensation laws on behalf of or with
respect to students of the Institution participating in projects under this agreement, such
amount to be paid by the Agency on a monthly basis unless an alternative written billing
arrangement has been made beforehand between the Agency and the Institution.



¢.  The payment provisions set forth in 6a and 6b above may be varied only by the prior
written agreement of the Agency and the Institution.

5. Term. The term of this agreement shall be from to

6. Termination. This agreement may be terminated at any time by the Institution or the Agency
upon written notice to the other party.

7. Sole Agreement. This agreement is the sole Federal Work-Study Program agreement between
the Institution and the Agency. Upon signing of this agreement, all other agreements, either
expressed or implied are rendered null and void.

8. Written Documentation of Corporate Status. The Agency agrees to provide written
documentation with this agreement of its status as (a) a private non-profit organization, or (b) a
public or government agency, or (c) a component of a Community Action Program, established
under Title Il of the Economic Opportunity Act of 1964.
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Attachment B

Need Assessment for FWS Community Service Program

Agency Name:

Date:

Contact Name:

Phone:

Address:

City/State/Zip Code:

1. Not-for-Profit For Profit

2. Agency Mission Statement and Description of Clients Served:

3. Agency Funding Sources (check all that apply):
__ Federal
____ State
_____County/City
____United Way
___ Membership Fees
__ Other (explain)

4.  Agency’s Fiscal Year (months): to

5. Agency's Staffing (number of positions):
__ Full-time paid staff
___ Part-time paid staff
_____Student employees
_ Volunteers

Rev.4/2011
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Number of student jobs that may be available at your agency during:
Summer 20xx

20xx-20xx Academic Year
Summer 20xx

For each student job expected to be available as indicated in #6, provide the following
information, attaching a separate sheet for each position.

Job Title

Rate or Range of Pay per Hour

Begin and End Dates of Employment

Work Schedule: Days and Hours

Total Hours per Week

Description of Duties

Qualifications and Experience (indicate preferred or required)

Has your agency hired students through the Federal Work-Study Program in the past?

Yes No

If Yes:
Number of students:

Dates employed:

Average length employed:

Additional Comments:

Rev.4/2011
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