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Funding/ Program Sources

Federal Work Study (FWS) Program
* Financial Aid Office (Federal Government)

Community Service Program
* Career Development (Federal Government)

Job Location and Development (JLD) Program
e Career Development/ Off Campus Companies

Student Assistant Program
* Funding comes from Departmental Budget/William Paterson University.



Federal Work-Study

 Managed by the Financial Aid Office

 Eligibility will be determined after completion of
FAFSA, attendance at a student employment
workshop, and all other required information.



FEDERAL WORK-STUDY FACTS

* The program is funded by the Federal Government. It
provides students with the opportunity to work and earn
a paycheck.

e Atleast 7% must be used to hire students for the off-
campus Federal Community Service program.

* Funds for this Federal program are extremely limited,
students are awarded on a first-come, first serve basis;:

Work study is not notated on an initial Estimated Award
Letter at WPU.



FEDERAL WORK-STUDY ELIGIBILITY
REQUIREMENTS

* File the Free Application for Federal Student Aid
(FAFSA) annually and demonstrate financial need.

* Enrollin a degree or certificate program.

* Enroll at least half-time (6 credits for undergraduate
students and 5 credits for graduate students).

 Be a U.S. citizen or permanent resident.
* Maintain satisfactory academic progress.

* Cannot be in default on a student loan or owe a grant
repayment.

* Must have working papers initiated by High School, if
under age 18.



Federal Work-Study
Sample Forms Issued
By Financial Aid Office

New Hires:

Hire through HireTouch. This will be
covered in the presentation from the
Payroll Department.
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HIRING PROCESS FOR FWS ON CAMPUS &
COMMUNITY SERVICE STUDENTS

Attend one scheduled 45 minutes employment workshop/ information
session (once in a lifetime attendance).
Seek Job on HIRETOUCH via

Wait for email containing the student eligibility form within 48 hours of
attending employment workshop.
Contact department(s) of interest to apply and schedule interviews
Go on interview(s) with a copy of student eligibility form to be
completed and signed by hiring supervisor.
Student and supervisor must complete a Hiring Addendum Form.
Student and supervisor must read Student Employment Handbook
located on Financial Aid website at

and sign
Agreement before work assignment begins.
All required forms and documents must be completed and submitted
to HR.


https://wpunj.hiretouch.com/internal-jobs
http://www.wpunj.edu/financial-aid/assets/Student+Employment+Hanbook+reviseddocx.pdf

SUPERVISORS RESPONSIBILITIES

 Deans, Administrators and Faculty employing students
must complete the Needs Survey that is issued annually
to retain and request student employees.

« Students should not be permitted to begin employment
until all approvals are completed in Hire Touch.

« Students must always be under the supervision of a
Full-time or Part-Time employee. Supervision includes
providing meaningful work situations, informing students
of their actual tasks.



SUPERVISORS RESPONSIBILITIES

Teach students how to perform tasks satisfactorily and
keep accurate records of the quality of work being
performed by student employees.

Ensure students are not working during their assigned
class time.



Community Service

* Managed by Career Development.

 Eligibility will be determined after completion
of FAFSA.

e Attendance at a student employment
workshop.

e Other required documents.
* |nterview with the JLD Personnel.



Student Assistant

 Managed by on-campus Departments.
 Eligibility will be determined by Departments
 Funding will be determined by Budget Office

Hire through HireTouch. This will be covered in the
presentation from the Payroll Department.

Rehires:
Send email to Budget office with Name, Banner ID,

Start/End Dates, Hourly Rate, Supervisor(s) completing
TimeSheet



Job Titles and Descriptions

* Name of the position
» Please follow the below model when creating job titles:

« Example: Business Services Office Assistant Federal Work Study
* Name of the student’s supervisor

» Duties and responsibilities associated with the position and how they
relate to the purpose/role;



Bocumen!s Heqwrea ‘or

International Students

* |-94 Form
* |-20 Form
* Foreign Passport & Visa

* A written employment offer is required before students are
issued official letter from Office of International Students
and Scholars to apply for social security card

* International students may work a maximum of 20 hours
weekly during the school year and 35 hours during breaks



Timesheet & Payroll

* Create a sign in/out sheet for student employees to promote
accuracy of hours.

» Supervisor or designee must initial sign in/out sheet confirming
attendance for student employees.

» Students must transfer hours from the sign in/out sheet to their
electronic timesheets.

 Departments must have on file a copy of student employees
class schedule/Hiring Addendum form to ensure there is no
conflict. (Documentation of class cancellation must be
forwarded to Financial Aid Office).



Wage Requirements

* Undergraduate students are paid Federal Work-Study (FWS) wages on
an hourly basis only

e Graduate students may be paid by the hour or may be paid a salary

 Regardless of who employs the studentthe school is responsible for
making sure the student is paid for work performed.

*  FWS employers must pay students at least the federal minimum wage
ineffect at the time of employment. If a state or local law requires a
higher minimum wage, the school must pay the FWS student that
higher wage.



Wage Requirements

In determining an appropriate rate, the school must consider:
the skills needed to perform the job;

How many people with those skills are paid in the local area
for doing the same type of job rates the school would
normally pay similar non-FWS employees; and any applicable
federal, state, or local laws that require a specific wage rate.



Pay Rate and Hours for
Federal Work-Study

* Hours
- Min. 5 hrs. per week ¢ Payroll
- Max. 12 hrs. per -Checks (ID Required)
week -Direct Deposit
* Pay Rate Unpaid break of at least
-Min. $10.00 per hr. one-half (1/2) hour if a

-Max. $13.00 per hr. daily shift exceeds 6 hrs.



Request For Wage Increase

 Request must be made at the beginning of the
academic year.

A new job description must be submitted with
request.

e Approved request will be subject to available
funding.



Job Location and Development

* Managed by Career Development Center
 Off- Campus Opportunities
* No FASFA Required

Vacancies can be found on student job board

handshake

Will be launching August 2019 for Students
ALL Full-Time, Part-Time, & Internship Opportunities



Introducing Employees to the Workplace

Your FWS may have little or no work experience

Agree on a set work schedule — Make copies for both
parties

Provide job training
Describe goals & activities

Discuss students duties/ responsibilities

Outline and be clear of expectations

Rep to work on time, Staying on task, how to call o'
interacting appropriately, how to dress
Provide a work space and place to

store belongings



Office Department Tour

How to use Office Equipment

— Discuss how to answer calls,
transfer messages, etc

Responsibilities
— Expectations & Duties

— Review Timesheet Process

— Handling Confidential
Information

Office Etiquette

Dress Code
Handling Absences

Policies on cell phone,
computer, email etc.







Resignation and Termination

* If a student employee resigns or is terminated the
supervisor must complete and submit the
evaluation form to the financial aid office.

e Evaluation forms can be obtained under the student
employment link on the financial aid homepage

* Please notify the financial aid office when a
student ceases employment due to graduation.


http://www.wpunj.edu/financial-

SIUDENT WORKERS EVALUATION FORM

Thisform must filled out on o/1student, whoperformed the workfor your oreo (no morrer /low long
1/ley worked for vau) immediotelv ojrer they ceme employment wirh yoo. Noreplocement or odditionol
ollotmtints willbe made until this form is received bv rhe Financial Aid Office. Once thu form is sent.no

further ttimesheeu from your areo on lllestudent named below will be honored for onvreoson.

TERMINATION DATE:---

STUDENT'S NAME - BANNER 10 #:

LAST FIRST

ADM NISTRATIVE or ACADEMICA R E A
IMMEDIATE SUPERVISOR :

BRIEF JOB DESCRPTION: -

EVALUATION OF WORK PERFORMED:_OUTSTAND NG _ SATISFACTORY _ UNSAT SFACTORY

COMMENTS :——

REASON STUDENT STOPPED WORKING:

WOULD YOU RE-HIRETH S STUDENT? _ YES_ N O COMMENTS:

Idttlare thatthe Information represenilld above is true oncJcorrecttothe be51 of my .ImawlecJge.
Deans-.Adminbtrattve Director> or ChalrperSOAS

S,

Signature




Student Employment Agreement

| have read and agree to the conditions in the Student Employment Handbook.

Student Name (Please Print)

Student Signature

Supervisor Name (Please Print)

Supervisor Signature




WPCONNECT MAPS AND CONTACTS  £]w LR

Academics Admissions Campus Life About Us GivetoWP >

Prospective Students | Current Students | Faculty & Staff | Parents & Family | Donors | Alumni | Our Local Community

HOME FINANCIAL AID HOME STUDENT EMPLOYMENT INFORMATION FOR STUDENTS

Financial Aid Home .
Applying For Aid Information for Students

Verification Process One way of assistingwith the cost of higher education Is through student employment Jobs are available through two
Federal Programs programs The on-campus Federal Worl<-Study Program and the off-campus Community Service Federal \Work-Study

{ Program
State Programs

Publications Federal 'Nork Study (FWS) .Work Schedule

Satisfactory Academic
Progress

To ensure that work schedules do not interfere withacademic performance it is strongly recommended that students who work in
On-Campus Federal Work-Study Jobs work no more than 12 hours per week during the academic year Students are
Contact Us permitted to work during hours that do not conflict with their dass schedules

Forms

-students must take an unpaid break of at least one-half (112) hour if a daily shift exceeds 6 hours *
Student Employment

Information for Students Community Service Program * Work Schedule

E Vo Sealy The Community Service Program is an option for eligible students in the FWS program. Students may be employed in
services off-campus which can enhance their educational program They are designed to improve the quality of life for

How to Apply community residents particularly low incomeindividuals or to solve particular problems related to community

needs Students may work 20 hours per week during the academic year and 25 hours per week during breaks and holidays if
funds are available The Office of Student Employment is housed in the Finandal Aid Office in Morrison Hall the telephone

Non-Federal Work Study

Information for Supervisors

Forms
External Scholarships
Veteran & Military Affairs

number is x2186 and email is Stu-Employment@wpunj edu

Handbook

Download th Student Emplovment Handbook r policies and procedures.Students must read the Handbook before
completing hinng paperwo  your are require to print and sign the Student Employment Agreement Form found al the end
of the handbook acknowledging that you have read the handbook.




Contacts

* Financial Aid
— Zoya Barry-Chastanet x2185
— Jacqueline Heredia x2186

e Career Development Center
— Mary Alice Barrows x3020



