{ N ) Northwood

\ I\ { Technical College

Federal Work-Study

Policy and Procedure Handbook for
Students and Supervisors

Updated September 2023






Table of Contents

L0 A =T V= TP PP 3
WHhat iS COHEEE WOTK-STUTY? .....oiiiiiieie ettt e et e e e e tte e e e et e e e e ebteeeeeabteeeeebteeeeansteeeaaaseeeeeanseeeaesnsteeesanseeesannsens 3
AV T T3 T Vo N o YU T SRR 3
Off-Campus Work-Study/COMMUNITY SEIVICE ......eeeveieieeeetee ettt ettt ettt et e e eteeeeteeeeteeeeteeeebeeeeseeessseeeseeessseesnseeenseeessesenns 3
Student Elgibility REGQUITEIMENTS. ... iiiii e e e e e e e et e e e e abe e e e e e bae e e e abaeeeenabaeeeeasaeeeeanseeesennreeesanseeas 3
The Work-Study Process — Step-by-Step REEIENCE .......ccociiiii et eree e e e e e e rbe e e e e rate e e s e rree e e e nraeeeeanees 4
S (0L L= oYl 2U=T oo T g Y1 o1 14 =T3RS 6
The Work-Study Process — Checklist fOr SEUAENES .....c.eeeiiiieeeee e e e e e e e e e e e et re e e e e e e e e nnrraeees 7
Looking and Applying for a Work-Study Job (Checklist it€MS 4-9).........uuiiiiiiieeiecee et e et e e eeree e e eearaeeeeans 8
The Work-Study Hiring Process (Checklist it€ms 10-19) ......oeiiiiiiiieicciiie ettt e e estee e e e bte e e e e ate e e s ebree e e snraeaeenes 11
Ta IR LIV oY o 4o F= Yol SRR 12
[ oL a1 oY= AV L oY ] U [ AV 1o [P PSURR 14
Y0 oY= VA T gl R =T oo o 1| o1 |1 o [ U RSP 18
APPIrOVING WOTK-STUAY TiM@..ciiiiiiieiiiiieeieiieee e et e ettt e e et e e e sette e e e srbteeeeebtaeeeeataeesaseaeesaastaeesaseseesaassasesasseeessassaeessnssneesanes 20
Ao g G AU o (YA Y d YT o o 1T o | PSSR 23
ProCeAUIES @A POLCIES ...coueiiiiieiiieieeeiee ettt et e h e s bt st st e bt e b e s bt e s bt e s ae e e st e et e et e e sbeesaeesanesabeenbeenneennees 25
FAQLS .. eeettteee et ettt et e ettt et e e e ettt e e e e e e e et b et teeeee e e e haheteeeee e e e e hbbeteeeeeee e ahtbeeeeeeeee e abebaeeeeeeeaaanbaneeeeeeeeaaanrraaeeeeeeeanannn 27






Overview

This handbook is designed to provide student employees and supervisors with information that governs the Work-Study
program at Northwood Technical College and to help answer commonly asked questions. Students and supervisors are
strongly encouraged to review the handbook and become familiar with its policies and procedures.

The Work-Study program is a form of financial aid that is made available to qualifying students. The program provides
qualifying students with the opportunity to help defray the cost of attending college, while gaining valuable workplace
experience to enhance their future endeavors. Also, studies show that part-time work while attending college has a
positive effect on both grade point average and student persistence.

IMPORTANT NOTE: Please be aware that changes to student financial aid packages and in federal funding could affect
the Work-Study program. These changes will be communicated as soon as they are known.

What is College Work-Study?

Federal Work-Study is a federally regulated program authorized by the Higher Education Act of 1965 and subsequent
amendments/reauthorization. The Federal Government provides a portion of the funding. The program offers students
the opportunity to earn money by working a student job to assist with the cost of education. Additionally, students gain
valuable work experience and marketable skills while providing Northwood Tech with vital student support. A qualifying
student can expect to be paid for each hour worked within the standard guidelines of payroll procedures.

Wages and Hours

Students are paid $16.00/hour. Students may work a maximum of 20 hours per week; overtime is not available. Work
hours should be scheduled with the student’s academic schedule in mind, and as mutually agreeable between the
student and supervisor. Federal Regulations prohibit scheduling work hours or working during scheduled class periods.
Students may not work during a regularly scheduled class period for any reason including class cancellation, student is
let out early, test only lasted short time, etc. Students and supervisors violating this policy will lose funding. Under no
circumstances can Work-Study wages be earned for hours worked while fulfilling course requirements. Work-Study
wages may not be paid for receiving instruction in a classroom, lab, or other academic setting.

Off-Campus Work-Study/Community Service

A minimum of 7% of the federal Work-Study allocation must be used for community service positions. Students are
eligible to perform some of their required hours off-campus working with local non-profit and government agencies in
the community. These positions may involve working with disadvantaged youth, elderly, tutoring, or other areas of
community service. All agencies must be approved by the College to participate in this program. If there is an agency
not on the listing provided, check with the Financial Aid office for eligibility. Students will be notified if the agency’s
eligibility has been established and an agreement between the college and the agency has been signed.

Student Eligibility Requirements
e Complete the Free Application for Federal Student Aid (FAFSA) and submit all requested documentation each
academic year
e Enrollin a financial aid eligible program
e Demonstrate financial need
e Be making satisfactory academic progress (SAP)
e Have a high school diploma or G.E.D.
e Be enrolled at least half time (6 or more credits)
e Be eligible to work in the United States
e Not be in default on any federal Title IV loan program nor owe a repayment of a federal grant of scholarship

Around the start of the fall semester, the Financial Aid Office will award Work-Study to eligible students who answered
“yes” or “l don’t know” to the question “Are you interested in Work-Study?” on the FAFSA. Awards are made based on
earliest filing dates until funds are exhausted. Students who are awarded Work-Study will receive a revised financial aid
offer email including instructions how to accept their Work-Study award, where to find Work-Study positions, and how
to apply for a Work-Study job.



The Work-Study Process — Step-by-Step Reference

Student

Supervisor

Talent & Culture Specialist

Student completes and submits
FAFSA form.

Talent & Culture Specialist emails
faculty/staff with job posting
instructions and a link to the online
submission form.

College faculty/staff submit Work-
Study job postings via online form.

Work-Study job postings are entered
into Handshake (college and career
job posting platform) by the
Handshake administrator.

Student receives an email from
Financial Aid with Work-Study award
details, how to accept the award, and
where to view available Work-Study

jobs.

Work-Study job postings are
marketed via social media, Info.
monitors, flyers, and classroom
announcements; full details are

available for viewing in Handshake.

Student accepts the Work-Study
award on MyNorthwoodTech.

Student logs into Handshake with
college email credentials.

Student creates Handshake profile.

Student searches for available Work-
Study positions in Handshake.

Student selects desired position and
clicks “Apply Externally” to begin
application process.

Student uploads resume and course
schedule.

Supervisor receives a notification
from Handshake that an application
has been submitted.

Talent & Culture Specialist receives a
notification from Handshake that an
application has been submitted.

Student registers for an account in
the college job application system
using college email address.

Student completes and submits the
online job application.

Student contacts the job supervisor
to schedule an interview meeting.

After being contacted by the Work-
Study student, supervisor will
communicate in a timely fashion and

schedule the interview meeting.

In preparation for the interview
meeting, the student prints out their
class schedule and calculates the
number of hours they have available
to work based on their Work-Study
award amount.

In preparation for the interview
meeting, the supervisor determines
the days/times the student employee
will be needed and defines the duties
and expectations of the position.

Student interviews with the job

Supervisor clearly communicates the
duties and expectations of the job to
the student. If the student is not
qualified for the placement, the
supervisor should advise the student
to continue to look in Handshake for

supervisor.

other opportunities.
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Complete and sign the Work-Study
Agreement with the supervisor.

If the student is qualified and agrees
to the expectations and duties of the
job, supervisor and student jointly
complete the Work-Study Agreement
documenting the agreed upon
schedule, start date, expectations,
and confidentiality requirements.
(start date should be no sooner than
1 week from the date of signing)

Student submits the completed and
signed Work-Study Agreement to the
Talent & Culture Specialist.

The Talent & Culture Specialist
receives the completed and signed
Work-Study Agreement, reviews it
for completeness, and provides the

student employee with a payroll

calendar and instructions how to

enter work time into the payroll
system.

Student receives an email with a link
to the hiring forms.

Talent & Culture Specialist changes
the status of the student to “hired” in
the recruitment system and enters
the start date from the Work-Study
Agreement.

Student electronically completes and
submits all hiring forms.

Student contacts the Talent & Culture
Specialist to schedule a meeting to
complete the 19 verification.

After being contacted by the Work-
Study student, Talent & Culture
Specialist will communicate in a

timely fashion and schedule the 19

meeting for the soonest time
possible.

Student meets with Talent & Culture
Specialist, presents the necessary
identification documents, and
completes the 19 verification process.

Talent & Culture Specialist meets
with student, completes the 19
verification, and provides a payroll
calendar and instructions how to
enter work time into the payroll
system.

Student can begin working.

Talent & Culture Specialist submits
Work-Study Agreement to Talent &
Culture for personnel file.

The job posting is closed in
Handshake by the
Handshake administrator.

Student completes survey from
Talent & Culture.

At the end of each term Talent &
Culture sends a brief survey to each
student employee regarding their
Work-Study plans for the upcoming
term.




Student Responsibilities

Student employment is viewed as a valuable component in an educational program. Students may be working in jobs
related to their educational goals or working in jobs that will have indirect benefits in any profession they pursue. There
may be an opportunity to make the employment viable for future employment. Students have the opportunity to
develop and improve clerical, laboratory, mechanical, verbal, and other special skills involved in a Work-Study
employment experience as well as develop such characteristics as dependability, cooperation, leadership, responsibility,
social skills, and pride in their work.

Student employees are responsible for:

Completing all the necessary paperwork before beginning work.

Arranging a work schedule with the supervisor.

Notifying the supervisor if they need to miss work due to sickness, emergency, etc.

Requesting supervisor’s approval for schedule changes in advance.

Maintaining enrollment in at least 6 credits for federal and state Work-Study.

Making satisfactory academic progress.

Monitoring their work hours and earnings, not to exceed 20 hours/week and allocated as needed for the
duration of the position.

Entering their Work-Study hours accurately and in a timely fashion (reference College Payroll Calendar).
Adhering to the rules and regulations established by the department.

Giving adequate notice to supervisor if they decide to discontinue their work with that department or agency.
Dressing appropriately for work.

Remember that they are essentially college employees and that they represent the college whether on or off the
job.

Requesting additional funding from the Financial Aid Office when the initial award has been earned.

If time-off is needed during exam week, student employees are required to provide notice to supervisors.

Student employees must understand that:

Homework is not to be done during work time unless approved by the supervisor in advance.

Any work of a personal nature cannot be done while working at a Work-Study job, including excessive use of a
cell phone. Ask your supervisor their expectations on cell phone use.

If you are unable to report for employment, under no circumstance may someone else work under your time
sheet.

If you work with confidential information, you will keep this information confidential.

You may not work during your scheduled class times under any circumstance.



The Work-Study Process — Checklist for Students
Please keep in mind that until this checklist is fully completed you are not legally able to work.

Critical Timeframes

1. Complete and submit FAFSA form.
2. If you are eligible for Work-Study, you will receive an email from Financial Aid
with Work-Study award details, how to accept the award, and where to view
available Work-Study jobs.
3. Accept the Work-Study award on MyNorthwoodTech.
4. Log into Handshake with your college email credentials.
5. Create your Handshake profile.
6. Search for available Work-Study positions.
7. Select desired position and click “Apply Externally” to begin application process.
8. Register for an account in the college job application system using your college
email address.
9. Complete and submit the online job application.
Within 24 hours of
10. Contact the job supervisor to schedule an interview meeting. submitting application
Within 1 week of
11. Interview with the job supervisor. submitting application
12. Complete and sign the Work-Study Agreement with the supervisor.
13. Submit the completed and signed Work-Study Agreement to the Talent & Within 24 hours after the
Culture Specialist. interview meeting
14. You will receive an email with a link to the hiring forms.
Within 2 days from
15. Electronically complete and submit all hiring forms. receiving the email/link
16. Contact the Talent & Culture Specialist to schedule a meeting to complete the Within 24 hours of
19 verification. submitting hiring forms
Within 2 days from
17. Complete the I9 verification. submitting hiring forms
18. You will receive a payroll calendar and instructions how to enter work time
from the Talent & Culture Specialist.
19. You are now able to begin working!




Looking and Applying for a Work-Study Job (checklist items 4-9)
o9

Handshake
All Work-Study jobs are posted on the college job platform Handshake and will be available for viewing by Work-Study
eligible students. Students can access Handshake through MyCampus using their network credentials.

Get the job done . Signin

Students & Alumni (USA}
Plaase selact your school 10 sign in.

Students

Launch the next step in your career
Employers

Hiro the next generation of talant.

Career Centers
Bring the bost jebs (o your students.

Type “Northwood Tech” in the search bar and select the name from the list.

Get the jobdone .

N
Students
Launch the next step in your careet. R
Employers NOI’ThWOOd
Hira the next generation of talent. Technical College

(Career Centers
Bring the bost jobs 10 your students.

Northwood Technical
Leam Mote College Sign On

signin with your email acdress

Northwood Technical College

86 your 80 30378

Click on the Northwood Technical College Sign On button.

DO NOT SIGN IN WITH YOUR EMAIL ADDRESS. All Northwood Tech students are regularly uploaded to Handshake and
set up with single sign-in access through MyCampus. Logging in, or creating an account, with an email address could
result in disconnects with Handshake functionality.

Tell us about
yourself

The info below helps us customize your
Handshake experience. Don't worry - you can
make changes later.

* Required field

* First name

‘ Moiraine ] ‘

* Last name

Damodred l

* Major

x Law ‘

* Graduation month
You can estimate this

May - l

* Graduation year

| 2023 - l
Enter your personal information and click Submit.

Check your Northwood Tech student email account for an “Email Confirmation” communication.
Click the Confirm Email in the email message.

A new page will open in your browser; click Done on that page.




The best way o

Inbox Attend an event
L ]

Career center ° Learn more about employers or roles you're
I interested in, directly from the source.

Click on Jobs.

Jobs Search  Saved

Search . | Filters X

Job type
15 jobs found IF Relevance v
Full-Time Part-Time
Don't miss out!
New jobs are getting added all the time. Internship On-Campus Job + More
Save your search and be the first 1o know.
Work study rogram
Part-time - On-campus \:\ Interviewing on campus
Work Study - OTA R
Program Assistant - Pay
ASH
Paid Unpaid

Northwood Technical College

On-site - Ashland, W1 [ Includes estimated pay

Seasonal role
Part-time - On-campus On-site/remote (9/13/23 - 5/17/24)
Work Study - Medical R .
Admin Professional L ?”'S”ﬂen - »

i Work in-person i
Program Assistant -... . ATV
|| Remote On-site

Northwood Technical College Work from home

On-site - New Richmond, Wl and 3 ...

Recommended for you
Part-time - On-campus
Work Study - Student 0 PR - Damiarin A mAIAr | e Paan am s fenennen
Life Assistant - SUP

Clear 15 jobs four

Show results

To view available Work-Study positions, click on the All filters button. Select “Work study” then click on Show results.
NOTE: Work-study jobs are only visible to eligible students. If a list of jobs does not appear and you know you are
eligible for work-study, please ask your Financial Aid Advisor to contact the college Handshake administrator on your
behalf to resolve the issue.

Part-Time - On Campus Student Employment

Work Study - OTA Program
Assistant - ASH

i;  Nerthwood Technical College
" On-site - Ashland, Wisconsin, United States

Northwood Technical College

About the role
Application deadline Posted date Seasonal role
March 13,202412:00  September 13, 2023 (9/13/23 - 5/17/24)
AM
Estimated pay Company division Location type
$12.33 per hour Student Employment On-site

Services

=
= >
P ———

Role Description

This work study position will be partially remote and partially on the Ashland campus. Position
requires solid organizational skills, ability to manipulate/edit/create PowerPoint, Microsoft
‘Word. Ability to work in Canva and pdfs is strongly preferred. Student could complete these
tasks remotely. Student would be on the Ashland campus doing organization, sorting,
cleaning, making copies etc. in the OTA lab room

Supervisor: Becky Mika —

The Work-Study postings will include job information such as duties, expectations, preferred days/times, number of
hours available, and supervisor name. Make note of the supervisor’s name and the specific job title — it will be needed
during the application process. Click on Apply Externally to apply for the desired Work-Study placement.
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4 N } Northwood

k { Technical College

Returning Candidate? Log back in!

Work Study/Tutor - Ashland

US-WI-Ashland 3 months 8
Apply for this job online
JoblD 20231034  #ofOpenings 999  Group Work Study

R T

Key Responsibilities

Share on your newsfesd
Northwood Tech seeks to employindividuals with talent, commitment, enthusiasm, strong interpersonal skills and the ability to:

* Assess own learning and progress toward established personal and professional goals.
»_Demonstrate creativity, aritical thinking, and problem-solving skills.

Create a login to access your application

Email/Login® Password" Password (Re-enter)”

alissa.ayoung@gmail.com I wessaares QH - P

Enter your information

First Name” Last Name"*

{ Alissa

Test ‘

Preferred Name*

‘ Alissa

Email*

alissa.ayoung@gmail.com

Phones (1)*
Type* Number*
Mobile v || 715-651-0000

Add More (Phones)

Student ID (8 digits and begins with 0 or 1. Contact a Northwood Tech Staff Member if you don't know your Student 1D)*

13403285

Northwood Tech Email Address®

alissa.young@northwoodtech.edu

Create your applicant account and apply for the work-study position by providing the information requested on this and
the subsequent pages.
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The Work-Study Hiring Process (checklist items 10-19)

The Work-Study student contacts the supervisor of the position to which they applied to schedule an “interview”
meeting. During this meeting, the supervisor and Work-Study student will review the job duties, essential and preferred
times, number of work hours, expectations, and clarify any details.

To assist in creating a work schedule, the student should bring along a copy of their class schedule for the term.
IMPORTANT: A Work-Study student is NOT allowed to work during class time for ANY reason, regardless of any
extenuating circumstances. The Work-Study student should also calculate, prior to the interview meeting, the number
of hours they can potentially work based on their award amount. To do so, use this equation:
Award amount / Work-Study hourly wage = number of work hours available
Example: $3000 + $16.00 = 187.5 hours

If it is mutually agreed that the student is a good fit for the position, the meeting concludes with a review of the Work-
Study Agreement, which is then signed by both supervisor and student. The student then delivers the signed agreement
to the campus Talent & Culture Specialist, who will initiate the hiring process upon receiving the agreement.
IMPORTANT: The student is not yet eligible to work and should NOT begin working at this time.

An email is sent to the Work-Study student with a link to access the hiring paperwork. The paperwork should be
completed and submitted electronically by the student within 2 days. Within 24 hours after submitting the hiring
paperwork, the student should contact the campus Talent & Culture Specialist to schedule a short meeting to take place
within the next 2 days to complete the 19 verification.

IMPORTANT: The student is not yet eligible to work and should NOT begin working at this time.

After the 19 verification is completed, the Talent & Culture Specialist provides the new student employee with a payroll
calendar and instructions on how to submit work time into the payroll system. The Talent & Culture Specialist then

submits the I9 as the final piece of the hiring paperwork to Talent & Culture.

IMPORTANT: Now the student employee is eligible and may begin working.

11



In the Workplace

Academic Breaks and Holidays

Provided their supervisor will be present during the work time, student employees are permitted to work during school
holidays, fall/spring semester breaks, and if holding an off-campus position, days when the college is closed if the off-
campus agency is open. In the case of a term-end break, the student must be enrolled in the upcoming term in order to
work during the break.

Attire

Appropriate attire is left to the discretion of the supervisor and must not be disruptive to the educational process. In the
interest of health and safety, shoes must cover the length of the foot and shirts must cover the chest. All student
employees are encouraged to dress in a manner that supports the College policy and campus environment. Some
academic programs require specific dress of uniforms consistent with employment practices in the field of study. This
information will be included in academic program guides or class syllabus.

Complaints and Grievances

Student employees are encouraged to first communicate any dissatisfaction regarding their employment to their
supervisor. For additional steps and information, please see Northwood Tech's policies and procedures or contact
Talent & Culture.

Performance and Termination

A student employee may be terminated after sufficient warning and due written notice. Sufficient warning means at
least one meeting or written notice that termination of employment is probable if no improvement is shown. It is
expected and desired that an earnest effort be made to provide opportunity for continuation.

Immediate dismissal may occur when, in the judgement of the supervisor or departmental administrator, continuation
of employment would be damaging to the nature of operation for the individual department or the college at large. Such
dismissal requires written notice to the student. All Work-Study employment termination requires notification to the
Financial Aid Office.

Work behaviors that may require disciplinary action and/or dismissal may include, but are not limited to:
e Tardiness and unexcused absences
e Under the influence of alcohol or controlled substances while on duty
e Violation of Northwood Technical College and department or agency regulations, policies, and rules
e Violation of Northwood Technical College Conduct Standards
e Violation of local, state, or federal laws
e Unacceptable job performance
e Insubordination or lack of cooperation which results in disturbing other workers or work progress

Rest and Meal Breaks

The College will provide a minimum of 30 minutes for an unpaid meal period if scheduled to work six or more
consecutive hours. Meal periods cannot be combined with breaks or taken at the beginning or end of the day. Rest
breaks are not required by law. However, student employees may take two 15-minute rest breaks as the work schedule
allows. Breaks cannot be combined with meal periods and/or other breaks or taken at the beginning or end of the day.
Rest breaks not taken cannot be carried over into another day.

An employee must receive prior approval from his/her supervisor to alter his/her work schedule, including times for
breaks or meal periods to ensure adequate coverage is provided during the workday.

Resignation

Students may voluntarily terminate their FWS award if they are no longer interested in the program; they may also
resign from a Work-Study position for personal or academic reasons. Students are required to give their supervisor a
two-week notice, at which time the supervisor will inform the Financial Aid Office.

12



Summer Employment

As a rule, summer Work-Study is limited to save the bulk of the Work-Study funds for the school year. However,

some Work-Study supervisors may need Work-Study personnel during the summer months.

The final day of the spring semester marks the end of the award year. Student employees may work during the summer
semester if the following qualifications are met:

o The student employee exhibits financial need

e There are Work-Study funds available

e The student employee is enrolled in at least six (6) credits in the current semester
e The student employee is meeting SAP requirements

13



Entering Work-Study Time

1. Go to the Northwood Technical College website (northwoodtech.edu) and click on My Campus tab
at the top of the page.

NEWI Esl Tarn 2311 Platieg
il Suadont Sonioss Wours §3.m.-£30 . Moy Fridsy

4 w } Northwood P | A
Al N  Tectwica Coliege

Experience Success

s s it o e Tor

50+ career areas. Countless possibilities.
Blaze your own frail at Northwood Tech.

2. Signintc My Campus with your log in credentials you use to sign in to the campus computers, which is
your Student/Employee ID and password.

=' Microsoft
Sign in

Email or phone

ccess your account?

Sign in with a security key (2)

Next
€ sign-in options
3. Once you have signed in, click on the icon for E-Time.
e B

4, Enter your log in information and click Login to get started.

a. |If this is your first-time logging in, you will need to use your Student ID and your generic
password, which will be your first two letters of your first name, first two letters of your last
name and the last four digits of your social security number.

Example: Joe Jones xxx-xx-1234 = jojo1234

h. Once you have logged in for the first-time, you will be prompted to create a new password.
This will be your e-time password moving forward.

i. If you forget your password, enter your information (Employee/Student ID and College)
on the right side of the screen and click on Email Password. Your password will be sent
to your College email. For additional assistance, submit a Help Desk ticket.

ii. Please note, you may need to accept pop-ups.

- & H» 4 !
\
LAKESHORT 1/} MID-STATE 1 M #Eﬂﬂm‘;"gﬁ’ =

oy 1 Fadny g 10, 703
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5. Under Time Worked, select Student (WS/Tutor} Time Entry.
a. Note: If the System Mode is in Time Entry, click on the Student (WS/Tutor) Time Entry link.
If the System Mode is in Approval or Processing, click on the Student (WS/Tutor) Future
Time Entry link.

& C £t @& waimetsdesnetinkcom/menu.asp R 2 i
[T i R — F2 s st

W
LrC Iof o5 N

é‘ll!”afy’ TECHNICAL COLLEGE

Head help? Cantactthe Felp Desk at axtansion 7300 o- 877460 0482 fram ousside Morlrwaed Tach or visi hitps:fimyhelp northwoodiach sdu!

Filday, July 30, 2021 3 52 45 PW Curvent Payroll
& amn Northwsad Teshrical Collzge Anzass Level Zmnloesn
24412 NeLain Re sue unting@ute. edu Cxpected Payrall Date: 0612021
Grantsburg, VI 618108545 \ Tims Worksd 1hru Dats: r28r2021
Miscellanesus Time Worked Leave TraveliOth Supervisar
o Current Crtry Leave Crtry TravedCth Reimd Aremate WS Superviszr
Fasswand Fulura Ealry Leaye Jalances. Iraval/Uih History
pave Hislory

T e—— e T — [ ~ ot ~

6. Select your name from the Add New Entry For drop-down and click OK.

L 2 C 0 @ eiewbaot ik ey * » &
5 dpm Q) Pecplectt =
¥ A
LTC JJ M1D-STATE {N/} Northwood
Aaxasuons 8 MIDSIALL Ny ¥ Technical Colage
Fridap. Joky 30, 021 3 5450 B Fukmy Pagrell Syvhvem B, Prcorvaling
e e, e preey ]
241 Ll Pd Fapeciad Namcl Date: &3
el L Tord eat T Do
A ’ -

A S i 5 T - Tamin = S ~ o

7. Enter your time worked information in the pop-up.
a. Select the Date.
b. Enter the Start Time and designate AM or PM radio button as appropriate.
¢. Enter the End Time and designate AM or PM radio button as appropriate.
d. Select the appropriate Earnings Code from the drop-down.
i. Work Study (102) — use if the below codes don’t apply
ii. Work Study — Community Service (I131) — if working for a community partner
iii. Tutor — Work Study (162) — if tutoring using work study funds
iv. Tutor — Non-Work Study (I37) — if tutoring without work study funds available
The Account Number will default. Only change if your supervisor has instructed you to do so.
The Rate will default. If a different rate is needed, select other rate form the drop-down.
Select your immediate Supervisor from the drop-down.
Enter Comments as requested by your supervisor.
Review completed information for accuracy. Click on Save and Close.
j. Repeat Step 7 for each time entry.

T@ o

@ Create Student (WS/Tutor) Time Entry - Google Chrome — a

& wilmets.dcsnetlink.com/editworkstudy.asp?EMPLID=163436908eHDR_SEQNO=8&ePAYCHE(

Employee: A

Date: |July ~v|30v|[2021 v|
Start Time: [ ] ®am OpM

End Time: [ ] ®am Opm

Earnings Code: [— Select an Eamings Code -- v|
Account Fund DepllD  Class{Loc) ProjectlD

Account Numberl

Rate: [0-0-0 (512.33) v]
Supervisor: |- Select a Supervisor — v|
Comments: |

By clicking on save, | cerlify thal the above information is a true representalion of the work that has been performed
\ Save and Close
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8. If you save your time entry and there are errors, click on the Seq# (Sequence Number) and correct the
data as needed and click on Save and Close.

Add New Entry For: |-— Select cne — v\ ‘ OK | Add Cormecting Entry For: | — Selecl one — ~ \ ‘ OK |
Start End Eamings Super Super Mngr Mngr Paycheck
Employee Seg# Da Date Time Time Code Account Number Rate Hours Name App Mame App Dale Commenis
i 101.0 FRI 73002021 10:00AM 11:00AM 138 5044-2001-83500-1701-722141 1233 1.00 i 82072021

9, An email notification will be sent to your supervisor to approve your time entry. Time entries are
approved by your supervisor and applicable manager, which may be the same person in some cases. A

checkbox will appear under Super App (Supervisor Approval) and Manager App (Manager Approval)
once approved.

Add New Entry For: ],, Select one — hd ‘ ‘ OK ‘ Add Cormecting Eniry For: | -— Select one — Vl 1 OK |

Start End Eamings Super SuperiMngr Mngr Paycheck
Emplayee Seq# Day Date Time Time Code Account Number Rate Hours Hame App Mame App | Date Comments
1 101.0 FRI 7/30/2021 10:00AM 11.00AM 133 5044-2001-93500-1701-722141 1233 1.00 812072021

10. After both Supervisor and Manager have approved the time entry, it will be processed on the Paycheck
Date as indicated.

£dd New Entry For: [ — Select one -— v] [ok] Add Comecting Entry Far: | -— Select one — ~| [ oK

Start End Eamings Super Super Mngr Mngy' Paycheck
Employae Seq# Day Date Time Time Code Account Number Rate Hours Hame App Mame Aphb  Date
+ S 1010 FRI 7/30/2021 10:00AM 11:00AM 138 5044-2001-93800-1701-722141 12.33  1.00 I_—_—1, 8202021

11. To log out, click on the drop-down under Miscellaneous and select Logout.

G C @ vilmetsdonelinkcomswo sluty.sn t & A
s @ Peopesol o B ficodin
L7 MG TATR { N] ) Northwood
LAKESHORE ' TECHNICAL COLLEGE \ '\ / Technical College

Rusd tialp? Canluct s Halp Dusk al uxturesion 7300 or 877-469.9482 fiurn wulsidiu Nurtlood Tl ur visit bl i el ollech wdul

Future Payrol

Mertwoo Technical Calege Access Level
sue buntingigvits sdu Expectad F zyroll Date:
i Warked Thy Dals

MoVewEry o Sawdios v [o%] A3 Comecting Erty For [ Sdecione w] oK
T viomwed — £ ErTE——] “Tawion - v BT ~ BT E—
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https/fwilmets.dcsnetlink.com/editworkstudy.asp - Google Chrome

@ wilmets.dcsnetlink.com/editworkstudy.asp

The following errors were found:
This time entry will cause vou to exceed your 2022 work study award.
Contact vour friendly financial aid staff.

NOTE: If you have reached the end of your Work-Study award allotment, or are close to running out of funds, you will
see an alert like this.
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Supervisor Responsibilities

Supervisors play a key role in making Work-Study a valuable experience for a student employee’s future employment. A
supervisor must be firm, patient, and understanding, while also providing opportunities for student employees to
develop and enhance leadership skills, good judgement, responsibility, initiative, and pride in their work.

Supervisors are responsible for:

Submitting Work-Study position information via the on-campus job posting form. The link to this form will be
emailed to all faculty and staff at the beginning of each term.

Supervisors should also recruit students for Work-Study positions and direct them to contact the campus Talent
& Culture Specialist to begin the hiring process.

Meeting with student applicants within 1 week after they apply to conduct an interview and to discuss the
specifics of Work-Study position.

If hired, the supervisor and student employee will jointly complete and sign the Work-Study Agreement and the
student employee will submit the completed document to the Talent & Culture Specialist within 24 hours of
completion.

Providing a respectful work environment that is free from harassment or discrimination.

Developing a suitable, mutually agreeable work schedule not to exceed the allowable limits of 8 hours per day
and/or 20 hours per week. The number of hours worked per week is determined based upon the total student
Work-Study award, the current hourly wage, and expected employment length.

To determine the maximum number of hours the student will be able to work during the term, use this equation:
Award amount + Work-Study hourly wage = number of work hours available
Example: $3000 + $16.00 = approx. 187.5 hours per term (approx. 6 hours per week)

Ensuring that no work is performed by the student employee prior to the start date given to Talent & Culture or
completion of the hiring process.

Clearly defining job duties/expectations and training the student employee in the processes necessary to
perform the required duties.

Informing the student employee of the preferred/required attire in the work area. Appropriate attire is left to
the discretion of the supervisor and must not be disruptive to the educational process. In the interest of health
and safety, shoes must cover the length of the foot and shirts must cover the chest. All student employees are
encouraged to dress in a manner that supports the College policy and campus environment. Some academic
programs require specific dress of uniforms consistent with employment practices in the field of study. This
information will be included in academic program guides or class syllabus.

Directly supervising the student employee during work hours and appointing a supervisor designee to directly
supervise the student employee in their absence.

Introducing the student employee to other employees in the work area.

Informing the student of the disciplinary action process.

Properly documenting performance and/or behavior incidents in the workplace and addressing the concernsin a
timely fashion.

Submitting a request in writing to the campus Financial Aid Advisor if a student intends to work beyond
semester-end dates.

Reviewing time entries submitted by the student employee for accuracy and approving them in a timely fashion
(reference College Payroll Calendar).

Supervisors must understand that:

Students’ priority should be academic success and schedule flexibility may be necessary during key times. If time-off
is needed during exam week, student employees are required to provide advance notice to their supervisor.
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e Scheduling work during scheduled class time is strictly prohibited by federal law. This includes instances of canceled
classes, early release from class, test lasted a shorter time than scheduled, etc.
e Student employees may work through the final day of the semester provided the following criteria is met:
o The student employee exhibits remaining unmet need
o There are Work-Study funds available
o The student employee is enrolled in at least six (6) credits
o The student is meeting SAP requirements
e Under no circumstance is a student employee allowed to work past the final day of any semester without approval
from the campus Financial Aid Advisor. The supervisor must submit a request in writing to the campus Financial Aid
Advisor if a student intends to work beyond semester-end dates.
e The final day of the spring semester marks the end of the award year. Student employees may work during the
summer semester if the following qualifications are met:
o The student employee exhibits financial need
o There are Work-Study funds available
o The student employee is enrolled in at least six (6) credits
o The student employee is meeting SAP requirements

Supervising remote student employees

A remote work study job can provide specific populations, such as online students and non-traditional
students with family obligations which limit their time on campus, the opportunity to fully utilize their
financial aid award and gain work experience. With appropriate guidance, regular communication, and the
technology which burgeoned over recent years for the virtual work environment, a remote work study job can
provide all the experience of a traditional job placement plus additional development in self-discipline.

It is important to keep in mind that a remote student employee will likely work during non-traditional hours,
so the supervisor and the student employee will need to determine a structure that provides clear supervision
without ambiguity and ensures that all work is accounted for. To position a remote student employee for
success, the supervisor should document the following during the Work Agreement meeting:
e Define the expectations for the frequency, means, and ideal timing for communication. For example...
o Weekly check-in via Teams meeting
o Urgent questions via Teams chat as needed
o Supervisor will be available for immediate response on Teams Monday-Thursday 8a-9a, 3p-9p
e Determine (if applicable) the backup plan for when the student employee has an urgent question, and
the supervisor is not available.
e Determine the schedule when the student employee is expected to perform their work (as is required
for on-campus employees) and document the days/times in the Work-Study Agreement.
e REMINDER: work cannot be performed during scheduled class time.
e Determine a check-in/check-out process for the student employee that will be used by the supervisor
to verify the hours entered into eTime. For example...
o Student employee sends an IM via Teams when they begin work, and another when they quit.
o Create a simple form that the student employee will fill out and submit when they begin work, and
again when they quit.
o Track changes in a shared spreadsheet that the student employee will use to “clock in” and “clock
out”.

The supervisor must be mindful of the type of work they assign their remote student employee. First and
foremost, since the student employee will be working off-campus and off-network, there should be absolutely
no confidential documents/files or security processes included in their workload. Best suited for a remote
work study job are “casual” tasks such as word processing, research, and graphic design; other assignments
should be thoughtfully reviewed for appropriateness.
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Approving Work-Study Time
1. Go to the Northwood Technical College website (northwoodtech.edu) and click on My Campus tab
at the top of the page.

mewsall e 2523 ooy
Stuts Servces Hours § 1 433 ., Wandoy oy

Experience Success

[ —————

&0+ career areas. Countless possibilities.

Blaze your own trail at Northwood Tech.
<

3

T e

< Jonmena -

2. Sign in to My Campus with your log in credentials you use to sign into the campus computers, which is
your Employee ID and password.

B2 Microsoft

Sign in

@ m [ = §

4. Enter your log in information and click Login to get started.

a. If thisis your first-time logging in, you will need to use your Employee ID and your generic
password, which will be your first two letters of your first name, first two letters of your last
name and the last four digits of your social security number.

Example: Joe Jones xxx-xx-1234 = jojo1234

b. Once you have logged in for the first-time, you will be prompted to create a new password.
This will be your e-time password moving forward.

i. If you forget your password, enter your information (Employee/Student ID and
College) on the right side of the screen and click on Email Password. Your password
will be sent to your College email. For additional assistance, submit a Help Desk ticket.

ii. Please note, you may need to accept pop-ups.

e 0 & -k
oo @ Peoplescit
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5. Under Time Worked, select Student (WS/Tutor) Time Entry.

a. Note: The System Mode must be Time Entry or Approval to approve time; otherwise, you will
need to wait until payroll processing has been completed.
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6. Your employees that require time approval will be displayed.
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7. Review entries without the Super App (Supervisor Approval) checkbox checked. If you wish to see
and/or modify the details (Start/End Time, Earnings Code, Account Number, etc.), click on the Seq#
(Sequence Number) link next to the desired entry.

a. Earnings Codes are as follows:

. Work Study (102) — use if the below codes don’t apply

i. Work Study — Community Service (131} — if working for a community partner

iii. Tutor — Work Study (162) — if tutoring using work study funds

iv. Tutor — Non-Work Study (137) — if tutoring without work study funds available

A
LTC Jif MID-STATE { N y Northwood

i N { Technical Colege

Neod help? Gantzet e Heip Desk ot m 7300 o 8774695482 1o 0utsC2 Nort7wioc Tech of 51 IR LT ALCIR. ROITNACH

Futurs Payrol System Moce: Procsasing

Narthuood Tochnical Collogs
aue burtag@notvoodtech ed

EmplayeePayral
A2

w1120

Cismen-v] e v - T —

@ Modify Student (WS/Tutar) Time Entry - Google Chrome - B
& wilmets.desnetlink.com/edit tudy.asp?EMPLID=124500478eHDR_SEQNO=1018&ePAYCHE.
Employee I

Seq#: 101.0

Date [FUE | [August ~|[3 v]|[2021~

Start Time: 800 | ®am OpPm

End Time [che | ®@am Opm

Earnings Code: Professional Tutor (138) -

Account  Fund  DeptlD ClassiLec) ProjectiD

Account Number. 5044|2001  [93800  [1701  [722141

Rate 1-0-0 (§12.33) v |

Supervisor ——
Comments:

Update/Deleta Email

Comments:

These comments will be included in
the email to the employee.
By clicking on save. | ceriify thal the above information is a true representation of the work that has been performed.
[ Save and Close |

Delete

8. If you modify or delete the entry, enter a comment in the Update/Delete Email Comments field. This
comment will be included in an automatic email to the student.
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9. Click on Save and Close when done reviewing.

10. To approve a time entry, click on the checkbox under Super App (Supervisor Approval) or click on the
Supervisor Approve All checkbox.

Northwood Technical College Access Level
sue bunting@northwoodtech edu

Expected Payroll Date
Time Worked Thru Date
Add New Entry For: [ — Select ong — vl o]

] [ox
Start  End Eamings Super Mngr Mngr Paycheck
Employee Seq# Day Dale Tme Tme Code Aocount Humber Rate Hours Hame
1030 19:00AM 10.00AM 138 5044.2001.93800-1701-722141 1233 1.00
1] 1 8:00AM 10:00AM

Aop  Dale  Comments
O 8202021

a ar2o2021

sprove Al O

38 5044-2001.93800-1701-722141 1233 _ 200

[~ Travevom —

[~ Supendsor

11. You will be prompted to select a Manager to complete the second approval, which may be you as well.
Select the appropriate Manager from the drop-down and click Approve.

@ W Elecronie T e - Wi St Page - Gazgle Chiome

@ wilmets.desnetlnk.com/acprovewshe

12. The entry is now ready for Manager approval. An email notification will be sent to the Manager to
complete final approval. Proceed to next step if you are not also the approving Manager. If you are

both the approving Supervisor and Manager, click the Mngr App (Manger Approval) checkbox for each
time entry to approve.

Add Mew Entry For: | — Select one -— v| [ oK Add Corecting Entry For. [ — Select one — wv]| [oK
Stat  End  Eamings Super  Super K, Payeheck
Emloyee Day Tme Time Account Humber Rale Hous Name Zpp Dafe  Comments
ng- 9002M 10.00AM 133 5044-2001-93800-1701-722141 12.33  1.00 Fi o - O &doz021
18ug TUE 832021 S00AM 10:00AM 138  5044.2001.93800-1701-722141 1233 2,00 Fi o O 8002
S|
— Time Worked — v

— Leave - ~

~ Supervisor — -

13. To log out, click on the drop-down under Miscellaneous and select Logout.

{ N } Northwood

¥ Techrical College
R\ Techical Colleg
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4 N ) Northwood

N (' Technical College Work-Study Agreement

Student

First name Last name Student ID
Supervisor

First name Last name Campus
Job Title

Job location, duties, and expectations:

Schedule (days, start time, end time — please be as specific as possible):

Student — I will:

e Complete all the necessary paperwork before beginning work.

e Perform the duties and meet the expectations of this position as documented above.

e  Report for work and perform my job duties per the schedule agreed upon and documented above.
e Not perform work duties during my scheduled class time.

e  Will not do classwork during my scheduled work time unless approved in advance by my supervisor.
e  Notify my supervisor if | must miss work due to sickness, emergency, etc.

e  Request my supervisor’s approval for schedule changes in advance.

e  Enter my Work-Study hours accurately and in a timely fashion.

e Adhere to the rules and regulations established by the department.

e Respect the confidentiality of ANY information that | may work with and protect it appropriately.

e Dress appropriately for work.

e Give adequate notice to my supervisor if | should decide to discontinue working for that department or agency.

Student Signature Date

Supervisor — | attest:

e | have reviewed the job duties and expectations with the Work-Study candidate and documented them above.

e The schedule documented above is mutually agreed upon and does not conflict with or overlap the Work-Study candidate’s
current course schedule.

e | have reviewed the College’s FERPA definitions, guidelines, and ramifications with the Work-Study candidate and provided
clarification if requested.

e | (oran appropriate designee) will be present to supervise the Work-Study candidate during work hours.

Supervisor Signature Date
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WHAT IS AN EDUCATIONAL RECORD?

Any record that contains personally identifiable information that is directly related to the student is an educational record
under FERPA. This information can also include records kept by a party or organization acting on behalf of Northwood Tech.
Such records may include:

*Written Documents *Computer Media *Microfilm and Microfiche *Video, Audio Tapes, or CDs

WHAT DOES FERPA MEAN FOR COLLEGE EMPLOYEES?

Student rights under FERPA begin when the student is “in attendance.” Northwood Tech defines this to mean when the
student has registered for at least one class.

Only access educational records needed as part of your job. Ask yourself, “Is this a legitimate educational need?”

Don’t email grade information. There is no guarantee of confidentiality over the Internet.

Never release non-directory information without written authorization. Examples of non-directory information include:

*Social Security Number *Student ID *Total Number of Credits Enrolled in a Term
*Grade Point Average *Emergency Contact Information *Grades

Do not release non-directory or personally identifiable information about a student to a third party (parents included)
without the student’s written authorization. Students must complete an Authorization to Release Student Record
Information form identifying information to be released.

There are exceptions to the rule of non-disclosure which involve health and safety. This means that to prevent sickness,
injury, or death the college may disclose information usually held to be protected. Also, an agent of the court with a
properly issued court order or subpoena may receive student data. FERPA rights cease upon the death of the student
and become a matter of institutional policy and/or state law. Northwood Tech will release deceased student records
only upon court order, state statute, or receipt of a legally binding document.

Personal notes, if not shared with anyone or accessible by others, are not considered educational records and are not
subject to release under FERPA. Personal notes you make about a student should be stored in a separate file.

If the student has not restricted access to directory (or public) information you may release the following:

*Name *Local/Permanent Addresses *Phone Number(s) *Email Address *Birthdate

* Enrollment Status  *Enrollment Dates *Matriculation Date *Academic Credits Earned

*Major *Field of Study * Classification and Year *Academic Honors Received

*Withdrawal Date(s) (inc. date of death) *Follow-up/Placement Summary Reports (no identifiable information)

*Client Reporting Aggregated Data (no identifiable Information)

If a student has blocked the release of directory information, you may not release any information about that student.
As a college employee, you are required to comply with FERPA.

Maintaining the confidentiality of educational records is the responsibility of all faculty, staff, and student employees
with access to student-related records.

Knowledge of FERPA is important to ensure student educational information is released in compliance with FERPA
guidelines.

FERPA violations could result in the withholding of federal funds to the college including financial aid to students.

PURSUANT TO 24 CFR §99.31 AND §99.33, THE STUDENT CERTIFIES THAT:

Student Signature Date

The Student understands that these educational records are to be kept confidential and will not disclose these
educational records to any other person except as permitted by 24 CFR §99.33 without the prior written consent of the
pupil or the pupil’s parent/guardian.

The Student understands that non-permitted disclosure of education records would be grounds for termination of the
Work-Study assignment and could also result in civil or criminal liability for the Student.
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Procedures and Policies

Accident/Injury

All accidents or injuries occurring while on the job must be reported to the supervisor immediately. A report must also
be submitted electronically to Talent & Culture via the College online form:
https://www.northwoodtech.edu/about/safety-and-security/file-a-report/file-an-accident-injury-report

Confidentiality of Information

It is the policy of the College to ensure that the confidential information, operations, and affairs of the College, our
students, and customers are kept confidential to the greatest possible extent and in compliance with Family Educational
Rights and Privacy Act (FERPA) and Health Insurance Portability and Accountability Act (HIPAA). If, during employment, a
student employee acquires confidential or proprietary information about the College and its employees, students, or
customers, such information is to be handled in strict confidence and not to be discussed with College or non-College
members who have no business reason for obtaining the information. Employees are also responsible for the internal
security of such information. Requests for public records are to be referred to College Leadership Team. Employees
found to be in violation of this policy are subject to disciplinary action and may also be subject to civil and/or criminal
penalties for violations of applicable laws.

Disability Accommodation

The College is committed to complying fully with the Americans with Disabilities Act (ADA) and all other applicable
federal, state, and local laws by ensuring equal opportunity in employment and education for qualified persons with
disabilities. The College is also committed to not discriminating against any qualified employee, student, or applicant
because of the individual’s disability or perceived disability, with the understanding that the employee can perform the
essential functions and work-related responsibilities of the job. The College also provides reasonable accommodation
for qualified individuals with disabilities in accordance with these laws. Qualified employees with disabilities may make a
request for reasonable accommodation to Talent & Culture. Cooperation is expected in the event any employee is asked
to assist in the accommodation afforded by another employee under this policy. The requesting employee and Talent &
Culture, and in some instances the supervisor, will participate in an interactive process to determine viable
accommodations, qualifications, and implementation, if appropriate. The College encourages individuals with disabilities
to come forward and request reasonable accommodation. Supervisors are to refer all such requests to Talent & Culture
who will respond to the request on behalf of the College and make the final determination in response to the request.
To request an accommodation evaluation, please complete the Ergonomics/Accommodations Request Form.

Equal Opportunity

The College will maintain a distinct equal opportunity program. All personnel actions, school-sponsored training,
education, and social and recreation programs will be administered without regard to race, color, religion, sex, national
origin, age, disability, or status in any group protected by federal, state, or local law in employment, admissions or its
programs, services, or activities. This policy is adopted in compliance with mandated federal and state legislation.
Alleged acts of discrimination which violate federal and/or state laws or regulations and established College policies shall
be reported directly to the College's Affirmative Action Officer/Director, Talent & Culture. All complaints will be
investigated in a prompt and equitable manner through developed procedures. Individuals who engage in
discriminatory practices are subject to disciplinary action, including expulsion and/or termination.

FERPA
The Family Educational Rights and Privacy Act of 1974 (FERPA) as amended, is a federal law (20 U.S.C. 1232g) that
protects the privacy of a student's educational record. FERPA applies to all educational institutions receiving funds from
the United States Department of Education. The U.S. Department of Education summarizes the rights afforded to
students by FERPA as follows:
e The right to review their educational records

e The right to request amendment to records they believe to be inaccurate,

e The right to limit disclosure of some personally identifiable information known as directory information

e The right to file a complaint with the Family Policy Compliance Office in Washington, D.C. if they feel their FERPA

rights have been violated.
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A student employee is required to comply with all FERPA regulations and will receive instruction in the processes
relevant to their job duties.

Unlawful Discrimination/Harassment/Sexual Misconduct/Sexual Violence Complaints

Any employee who experiences any College-related harassment based on race, color, ancestry, religion, sex, service in
the uniformed services, veteran status, national origin, age, disability, sexual orientation, marital or family status,
pregnancy, pregnancy-related conditions, or status in any group protected by federal, state, or local law, or believes that
he or she has been treated in an unlawful, discriminatory manner should immediately report any such incident via the
College online form:
https://www.northwoodtech.edu/about/safety-and-security/file-a-report/file-an-incident-misconduct-report

To ensure compliance with the intent of state laws and regulations and the guidance supplied by the Office of Civil
Rights, procedures for resolving complaints/grievances have been adopted by the College. All complaints or reports of
alleged acts or charges will be handled under developed procedures that will include, but not be limited to, taking
immediate action to eliminate the acts or actions in violation of the Policy, preventing its recurrence, addressing its
effects, publishing a notice of non-discrimination, adopting, and publishing complaint procedures and ensuring College
employees are trained to respond to issues/complaints promptly and equitably. FAQs
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FAQs
What is Work-Study?
The Federal Work-Study Program provides jobs both on and off campus for students who meet the following
requirements:
e Financial need through the Free Application for Federal Student Aid (FAFSA).
e Minimum enrollment of six credit hours.
e  Minimum Satisfactory Academic Progress.

Does it matter what my grades are?
Yes, students must be making Satisfactory Academic Progress, the standards are:
e Students are required to maintain a cumulative GPA of 2.0.
e Students are required to maintain a 67% cumulative completion rate.
e Students are required to complete their degree/diploma/certificate within 150% of the published length of their
program of study. Example: a student enrolled in a 60 credit hours program is eligible until 90 credit hours are
attempted (60 x 1.5 = 90).

How do I find a job?
The positions are listed online in Handshake, which can be accessed through MyCampus.

I am eligible for the Federal Work-Study Program. Am | guaranteed a Work-Study position?
No, hiring is up to the discretion of the supervisor. Students are required to participate in an interview process before a
hiring decision is made by the supervisor.

How many hours can | work?
Hours vary based on individual awards and the number of hours requested for each position.

Can | hold two Work-Study positions at the same time?

Yes, but it will be your responsibility to allocate your available hours appropriately. You may not exceed your Work-
Study allocation, under any circumstances, without prior approval by the Financial Aid Office. It is your responsibility to
keep an accurate, up-to-date accounting of all Work-Study earnings to prevent exceeding your allocation.

What if | run out of hours before the end of the school year?

When your timesheet reflects that you will soon earn all your Work-Study allocation before the end of the school year,
ask your supervisor if they need you to continue to work. If they do, contact the Financial Aid office to see if you have
any additional eligibility. If you have eligibility remaining and Work-Study funds are still available, your Work-Study
award may be increased to allow you to work additional hours.

How much can | earn?
If possible, each student will initially be awarded $3000 per academic year (July 1 — June 30). Some students could earn
less based on their eligibility amount or unmet need. These funds are awarded on a “first come, first served” basis.

Can | work if my class is cancelled?
No.

When can | begin working?
Student employees may begin working only when the following is complete and submitted to the appropriate
department:

e Student has been verified eligible for federal Work-Study.

e Student has applied to the position.

e Student has interviewed with the position supervisor

e Student has been marked as ‘hired’ in the recruitment system by the Talent & Culture Specialist.

e All new-hire paperwork is completed and submitted in the online recruitment system.

e Student has met with the campus Talent & Culture Specialist (or designee) to complete the I9 verification.
If a student employee begins working mid-semester, all the above must still be completed.
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