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INTRODUCTION

The Federal Work-Study (FWS) Program is a need-based, federal financial aid program.
Participating colleges and universities administer the program in accordance with the
regulations and guidelines provided by the United States Congress and the Department of
Education.

Federal monies are allocated annually to institutions that are eligible to participate in the
program. The federal allocation currently funds up to 75% of FWS student wages. The
educational institution provides funds to pay the remaining 25%.

The 1992 Reauthorization of the Higher Education Act of 1965 contained a provision that
institutions must expend at least 7% of their FWS allocations to pay students working in jobs
that serve the larger community. There is no restriction as to whether these jobs are on or off
campus, but the services provided must be available to the members of the larger community
on an equal basis with institutional faculty, staff, and students.

Students working in community service jobs must provide services that are designed to
improve the quality of life for community residents, particularly low-income individuals, or to
solve particular problems related to their needs. Such services may include:

e health care

e child care

e literacy training

e education

o welfare

e social services

e transportation

e housing

e neighborhood improvement

e public safety

e crime prevention and control

e recreation

e rural development

e community improvement

e support to students with disabilities “other than those of the institution itself”
e mentoring

e tutoring

e supporting educational and recreational activities

e counseling

For questions regarding eligibility for FWS funds, please refer to the ISU Student Financial Aid
website at http://www.indstate.edu/finaid/Workstudy-overview.htm.
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STUDENT QUALIFICATIONS

A student must satisfy the following requirements:

1.

4.

Student must be a United States citizen (International students are not eligible for this
program).

. Student must be enrolled in at least six credit hours.
. Student must apply for FWS by filing the Free Application for Federal Student Aid (FASFA)

by the appropriate deadline date.
Student must meet certain need-based criteria as specified by FWS regulations.

The actual number of hours a student may work depends upon the amount of their work
study award and their hourly rate of pay. Click on the link below to view an FWS chart which
will help you determine the number of hours per week that a student should work over a 32-
week period without depleting the award before the school year ends.

http://www.indstate.edu/student-employment/supervisors/cnvrsnchrt/wrkstudy-

cnvrsnchrt.pdf

GENERAL STUDENT EMPLOYMENT GUIDELINES

. A student must be in good academic and judicial standing with the University.
. A student may work up to 20 hours per week during fall and spring semesters.
. A student must be enrolled in at least six credit hours during a fall or spring semester in

order to be eligible to work as a student assistant at ISU. The only exception to this rule is
when a student is enrolled in his/her last semester of studies prior to graduating. These
students are allowed to take fewer than six credit hours. If a student should drop classes
which would put him/her below six credit hours during a semester, the student will be
ineligible to work for the University unless the student is in the last semester of studies.
Students may work up to 37.5 hours per week during specific times (summer, winter
recess, spring break, finals week) and not be enrolled in classes, but must be enrolled in
classes for the following fall semester.

. In order to work 37.5 hours during the summer:

a. A student must be enrolled in at least 6 credit hours for the following fall semester.

b. A freshman student admitted to classes for the fall semester may work up to 37.5 hours
during the summer prior to the fall semester.

Upon graduation, a student may only work up to 2 weeks after graduation if the student is

not pursuing graduate studies at ISU during the following fall semester.

. Students working more than one job need to keep track of their total hours during a pay

period. Overtime hours are not budgeted, therefore, hours may not exceed 37.5 per week.
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U.S. Citizens Only: Should a student want to work more than 20 hours per week during
the fall and spring semesters, the student must e-mail Marilyn Heaton at
Marilyn.Heaton@indstate.edu with an explanation of why he/she wants to work more than
20 hours per week and include a copy of his/her DARS.

. To finalize the hiring process, the employer should complete the Student Employment

Referral Form http://www.indstate.edu/student-employment/referrals/SEReferral.pdf. The
student must sign the completed referral form and should bring the form along with a job
description and I-9 documents (original social security card OR original birth certificate
and a picture ID) to Student Employment for processing.

ADDITIONAL FWS STUDENT EMPLOYMENT GUIDELINES

. Each work study student will be hired with a specific job description that is customized to

the needs of the organization for which the student is hired.

. The Office of Student Financial Aid determines work-study award amounts for individual

qualifying students. The work-study award amount represents the total amount a student
may earn while in a work-study position. Earnings from all positions held by the student
employee may be applied toward the work-study award balance.

. An organization hiring a student employee who has been granted a work-study award is

charged with 25% of the student employee’s payroll expense and the remaining 75% is
charged to the work study allocation.

If the department’s allocation is exhausted, the department may either terminate the
student employee for lack of sufficient funding, or retain the student employee and bear
the full payroll expense.

. Federal Work Study awards will NOT be available for summer from the first Saturday in May

after finals through the first full pay period in August. The student compensation during
the summer is the sole responsibility of the hiring organization.

. The student must verify the availability of FWS funds with the Financial Aid office prior to

accepting employment. If no FWS funds are available, it is the responsibility of the student
to inform the employer.

. If the student’s award amount is exhausted, the department may either terminate the

student employee, or retain the student employee and bear the full payroll expense.

. All on-campus FWS jobs are to be posted on the Applicant Tracking System.
. A student will not be penalized should they decide not to utilize their FWS award even

though they have obtained an on-campus job.
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PLEASE NOTE:

1. Student employees may not miss class in order to work.

2. Students should provide their supervisors with a class schedule each semester so that a
work schedule can be established that does not conflict with their classes.

3. Students must provide Student Employment with a completed Referral Form, a completed
I-9 Form (along with required documents), and direct deposit and tax forms in order for the
Payroll Department to initiate a student’s pay.

4. Students and supervisors should carefully review these policies to ensure adherence to
FWS requirements.

5. Students should provide the employer with proof of FWS eligibility (i.e., verification of
enrollment in classes).

COMPENSATION GUIDELINES

1. Students must download and maintain a copy of the Student Payroll Timesheet found at
http://www.indstate.edu/payroll/electronictimesheets.htm. Students will be instructed by

a supervisor how to log time worked if that department uses the Kronos system instead of
timesheets.

2. If utilizing a timesheet, times recorded on the timesheet should accurately reflect the time
the student began and ended his/her work. Supervisors must sign a student’s timesheet.
By signing the timesheet, the supervisor verifies that the student worked the hours
indicated, the work was satisfactory, and all information on the timesheet is correct. Any
alteration or correction of the timesheet must be initialed by the supervisor.

3. FWS students are not eligible for overtime or holiday pay. If a student works on a holiday,
the supervisor must initial the time slip verifying these hours. The student will be paid at
the standard hourly rate for hours worked on a holiday.

4. Students may not work hours in one pay period with the understanding that they will be
submitted for payment on a succeeding pay period, regardless of how willing students are
to accept such arrangements.

5. Student employees may not work more than 20 hours per week during the fall or spring
semester.

6. Students are not authorized for and should not work more than the maximum number of
hours permitted. Students and supervisors share the responsibility to keep track of all
student earnings so they do not exceed their maximum gross awards.

7. Supervisors should be aware if and when their student has exceeded their maximum gross
awards. At that time, 100% of the students’ wages will be solely the responsibility of the
employer.
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SUPERVISION

. When primary supervisors are not available, alternates should be designated. The students
should know at all times to whom they are reporting and who is supervising their work.

. Students and their supervisor should agree upon their specific work assignments and work
schedule. Students are expected to fulfill their work commitments within the agreed days
and times. Students are responsible for contacting their supervisor as early as possible if
they are going to be late or absent from work.

. Students and their supervisors should view their employment as secondary to their
academics. Although employment can be a meaningful part of one’s college experience, it
should not interfere with or be detrimental to a student’s academic studies.

. Students should consult with their supervisor if the workload or schedule interferes with
their satisfactory academic progress. Most departments will work with students to
rearrange or reduce a work schedule during heavy academic periods.

. Student employees may take short breaks (approximately 10 or 15 minutes) with the
approval of their supervisor according to the organization’s standard operating procedure.
For instance, if a regular full-time employee is allotted a 10- or 15-minute break after 4
hours, then this same benefit applies to student employees. These breaks will be paid as
working time. Meal periods, typically 30 minutes or more, are not compensated. According
to the U.S. Department of Labor, employees must clock out during their mealtime.
Students will be paid for attending any required meetings that are part of their job
assignment.

. If students decide to resign from their position, they are expected to provide their
supervisor with a two-week notice.

. Supervisors have the final say about retaining or terminating students. Prior to terminating
any FWS employee, an oral and written warning should be provided to the student, so that
the student has the opportunity to correct the poor behavior.

. FWS student employees must be working within their written job descriptions at all times.

. Employers need to complete a new Referral Form if a student is assigned another job.
Employers are not allowed to transfer a student from one assigned job to another.

TERMINATION OF FWS ASSIGNMENT

A FWS assignment may be terminated for the following reasons:

1. The student requests to be released.

2. The department does not have sufficient work for the student to do.
3. The student’s work or attendance is unsatisfactory.

4. The department eliminates the position.
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WORK ATTENDANCE GUIDELINES

At the beginning of each term, students are to submit a schedule to the supervisor of their
available weekly work hours which will not interfere with their academic schedule. If in the
midst of any given term an adjustment is to be made, a student is to inform his/her
supervisor. The supervisor should adapt to the academic schedule of the student.

COMPLETING A HIRE

Once a Student Assistant is offered a position, the supervisor needs to:

1. Log in to Applicant Tracking System (ATS) to update status of all the vacancy’s applicants.

. Go to the Student Employment web site and select ‘Supervisors’ to open a Referral Form
(http://www.indstate.edu/student-employment/supervisors/default.aspx).

. Type in the information.

. Print the Referral Form.

. Sign the Referral Form.

. Make a copy of the Referral Form for department records.

. Make arrangements with the student regarding the day/time they will start working.
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. Hand the original Referral Form to the student to take to Student Employment (HMSU
Room 139) to fill out employment forms. If this is the student’s first ISU job, they need to
bring their original Social Security card, photo ID, and a voided check.

9. E-mail Marilyn Heaton (Marilyn.Heaton@indstate.edu) with Notice of Vacancy (NOV) code

and the name(s) of the student(s) hired and request the vacancy be removed from the ATS.

When the student arrives for the first day of work, they will present the supervisor with a
purple slip issued by the Student Employment office indicating that the student has given the
Student Employment office all the information needed to create an assignment on the
Student payroll.

The supervisor must inform the student assistant of:

1. How the student’s time is to be recorded (timesheet or Kronos System).

2. What the student needs to know about scheduling and breaks.

3. Office guidelines that should be addressed within the first week of the student’s
employment (i.e., dress code guidelines; use of personal electronics; attitudes toward
customers, staff, and co-workers).

4. What steps will be taken if disciplinary action is required.

5. What is involved in mastering the student’s work assignment.
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