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The Basics

Overview of Federal Work-Study


The Federal Work-Study (FWS) Program was first developed August 20, 1964 with The Economic Opportunity Act of 1964. The goal of the act was to “…mobilize the human and financial resources of the Nation to combat poverty in the United States…”  The following year, the program was moved from the Department of Labor to the Department of Health, Education and Welfare with the Higher Education Act of 1965.

The program has grown and evolved over the last forty years to include both on and off campus jobs and community service opportunities for any participating school. 

The Federal Work-Study program was first offered on the Rosalind Franklin University of Medicine and Science campus in the 2002-2003 academic year with great success.  The future success of the program depends upon the interest and dedication of the students, faculty and staff of Rosalind Franklin University. The Financial Aid Office has developed this handbook to outline the basic information participants need for the program to be a success. If you have any questions or concerns over information covered in this text, please contact the Work-Study Coordinator at 847-578-3217.
Purpose of Federal Work-Study


The purpose of the Federal Work-Study program is to help qualified students pay for educational expenses through part-time employment.
The Benefits of Work-Study 


Both supervisors and students benefit from participating in the Federal Work-Study Program.

Supervisors may hire an employee whose salary is partially subsidized by the Federal government. Twenty-five percent of a Work-Study salary must be provided by the supervisor, and the remaining 75% of the salary is paid for by the Federal Work-Study allocation. 


Students benefit from the Work-Study program by reducing the debt they incur while in school. For example, a student who earns $5,000 in Work-Study could save approximately $10,000 in principal and interest after graduation.
Work-Study Jobs


Approved jobs are advertised on the Financial Aid bulletin board (across from cafeteria in Health Sciences Building). Students may only apply for approved and advertised positions. Students cannot apply for positions until they know they qualify for Federal Work-Study through the Financial Aid Office. 
How Supervisors Create On-campus Positions


Faculty and staff members of Rosalind Franklin University may create on-campus positions for students. If you have a need for a part-time student employee, you must follow the Hiring/Promotion Procedures for Staff and Student Positions. Complete a Staff Vacancy Requisition (SVR) form (Appendix A) along with the Proposed Work Study Position (Appendix B) form, and route both forms to the appropriate department representatives for signatures. 
The minimum a student may be awarded for a Work-Study position is $500. The suggested maximum number of hours a student should work is 15-20 per week during active enrollment periods. 

It should be noted that FWS money is allocated on a first-come first-serve basis for hired students. Getting a job approved does not guarantee that an eligible student will apply and be hired for the job. FWS money is allocated when a position is filled, not at the time of job approval.

The approved FWS job will be posted until it is either filled or until February 1st, whichever comes first. Students cannot be hired after February 1st or after their last Financial Aid disbursement, whichever comes first. 


A portion of the FWS employee salary will be paid for by the department that has hired them, and the remaining portion of their salary will be paid for by the Federal Work-Study program allocation. Departmental funds must be used to pay 25% of the student’s salary. 
If, however, a student works beyond their work-study award, the department will be held responsible for 100% of the student’s salary.
Off-Campus jobs


If a student is interested in working for a particular organization outside of the University, they should inquire with the Work-Study Coordinator.

Off-Campus employment requires a contract between Rosalind Franklin University and the organization.  Non-profit organizations will pay 25% of student salaries. For-profit organizations will pay 50% of student salaries. The remaining salary will be paid through the FWS program.
Community Service


If a student is hired as a reading or math tutor, 100% of their salary is paid for by the Federal Work-Study program.  The tutor position must meet federal requirements to qualify for 100% federal funding.
Summer Work-Study


Students may work during interim periods, such as the summer months between classes. To qualify for work in the summer, a student must be a returning student with sufficient evidence of intent to enroll in the fall.


Money earned during the summer interim is considered part of the upcoming year Financial Aid Package. Students must budget their money wisely if they choose to participate in summer Work-Study. Students working during interim periods have the option of working up to 40 hours per week.
How Students Qualify for Work-Study

Qualifying for Federal Aid


Work-Study is a Federal Financial Aid program. As such, students must first qualify for Federal Financial Aid in order to be considered for Work-Study. To qualify for Federal Financial Aid a student must:


Be one of the following

· U.S. citizen
· U.S. national (includes natives of American Samoa or Swain’s Island)
· U.S. permanent resident who has an I-151, I-551, or I-551C (Alien Registration Receipt Card) 
Additionally, students must
· be a full-time student in good academic standing

· apply for the current Free Application for Federal Student Aid (FAFSA)

· demonstrate sufficient financial need based on FAFSA results

For more details on citizenship requirements, call the Federal Aid student hotline at 1-800-4FEDAID or the Financial Aid Office.
The FAFSA


All students who are U.S. citizens or permanent U.S. residents attending Rosalind Franklin University must annually complete a FAFSA in order to apply for Financial Aid.  The FAFSA is a Federal form used to collect information about the student such as contact information, marital status, and income. Complete the FAFSA online at www.fafsa.ed.gov using the school code 001659. 

The FAFSA is completed early every spring as part of the financial aid application for the upcoming school year. The FAFSA is processed at the Federal Department of Education, and the results are sent to both the student and the school.
 
The key calculation of the FAFSA is the Expected Family Contribution (or EFC).
Expected Family Contribution and Need

The EFC determines if a student is eligible for subsidized Federal loans and need-based programs such as Federal Work-Study.  The EFC is based on student and spouse income, investments, assets, and so on. 

The EFC is the Department of Education’s estimate of how much family and self support a student is expected to have for the academic year.  For example, an EFC of 10,000 means it is estimated that the student will have $10,000 to pay for educational expenses.


Students are not expected to produce their EFC upfront for the school. Rather, the purpose of the EFC is to determine if a student is eligible for need-based federal assistance.

To determine if a student is eligible for Federal Work-Study, the following factors are considered:

· EFC

· Cost of Attendance (in other words, the “full budget” -  tuition, fees, living expenses)

· Other need-based aid received


These factors are placed into the following formulas: 
· COA  –  EFC  =  Financial Need

· Financial Need  –  need-based aid already awarded  =  


Work-Study eligibility
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Important: Students must determine their eligibility for Work-Study before applying for any positions by visiting the Financial Aid Office
Example:

Student’s Full Budget/COA: $40,000 (includes tuition, fees, and living expenses. The full budget is listed at the top of the Financial Aid Notification)

Before applying for Work-Study, the Student’s Financial Aid Award was:


$2,000 Perkins (need-based)


$8,500 Subsidized Stafford (need-based)


$12,000 Unsubsidized Stafford


$17,500 Grad PLUS loan
Student’s EFC: $25,000

COA – EFC = Financial Need

$40,000 - $25,000 = $15,000

Financial Need – need-based aid already awarded = Work-Study Eligibility
$15,000 - $10,500 = $4,500

This student could be awarded and earn up to $4,500 in Work-Study. For every dollar of work-study this student is awarded, his/her Grad PLUS award would be reduced by an equal amount. 

Steps to Being Hired and Paid for a Work-Study Position

Is Work-Study the Best Option?


Before a student begins the application process, he or she should carefully consider if Work-Study is the best option for funding his or her education. Students consider Work-Study for a variety of reasons, which include:

· Minimize debt

If a student is borrowing a full budget, Work-Study awards will replace the most expensive loan in the Financial Aid package (the Grad PLUS or private loan, typically). Work-Study earnings do not need to be paid back.

· Work experience

Work-Study is a great way for students to gain valuable work experience before graduation. There are many positions available for Work-Study students that are not available for regular employment. This gives interested students a wider range of opportunities.
The following factors should also be taken into consideration:

· Work-Study does not give students extra money in their pocket
If a student has requested a full budget, Work-Study replaces loans the student would have received. For this reason, being hired for a Work-Study position does not increase a student’s overall income. 

This is in contrast to if the student found employment as a regular employee. Working at a job outside of the school would not reduce the loans in his or her Financial Aid Award. 
· School comes first
Any job, on- or off-campus, takes time. Education should be the highest priority of a student enrolled at Rosalind Franklin University. Students considering Work-Study must be certain they will have the time to commit to a part-time job and still keep up with studies.

Fortunately, supervisors of Work-Study positions are asked to have some flexibility with hours. Generally, Work-Study supervisors are willing to work with students to make sure they get extra time off when needed for their studies. Students may not find the same level of cooperation and flexibility with a non-Work-Study position. 

The Process


The first step in the application process takes place in the Financial Aid Office. Once a student knows they qualify for Work-Study, and find a job they are interested in, they may begin the application process. 

See Appendix C for a copy of the application.

Step 1: Verification of Eligibility and Counseling


The student must meet with the Work-Study Coordinator and become fully informed of the terms of Federal Work-Study participation. Additionally the Work-Study Coordinator must verify the eligibility of the potential applicant. The applicant must have completed the FAFSA for the applicable academic year.
Step 2: Student Application

If the student is found to be eligible for Work-Study and agrees to the terms, the Work-Study Coordinator will give the student the necessary application. Students must apply for a specific job. Positions are posted on the Financial Aid Bulletin Board.


When a student turns in an application for Federal Work-Study, s/he is also required to complete the necessary forms with Human Resources.  Students can not begin working until all employment verification forms are completed and the necessary identifications are handed in.  Student forms and identifications will be sent to the Payroll department if the student is hired for employment. If the student needs to change their tax forms after they have begun working, they should contact the Payroll Department.
          Human Resource Forms:

(1) Application for employment

(2) Applicant tracking record

(3) Federal W-4: This form allows the payroll department to withhold the correct amount of Federal income tax from student’s paychecks. The W-4 includes a worksheet to help the student determine the correct allowance to claim. 

(4) State W-4: The student will also be subject to State Income Tax and will need to complete State W-4 so that payroll may withhold the proper amount of pay for tax purposes.  A worksheet is included for calculating the correct allowance.  

(5) I-9: This is a Federal form from the Department of Justice, Immigration and Naturalization Service.  The purpose of the I-9 is to verify employment eligibility based on citizenship status.  Two valid forms of identification are necessary to complete this form.
Step 3: Supervisor Notification

The Financial Aid Office will send an e-mail to the supervisor with contact information and maximum FWS eligibility amount for the student who applied for the position. 
See Appendix D for example e-mail.
Step 4: The Hiring Process


Once the supervisor has received the e-mail, he or she may contact the student and request additional information, or arrange for an interview. 

If the supervisor decides to hire the applicant, he or she must complete a Payroll Authorization (PA) or a Payroll Authorization Change (PAC).  PAs and PACs must be signed and sent to the Financial Aid Office.

PA and PAC forms may be obtained on the Human Resources page of the Rosalind Franklin website. PA and PAC forms for Work-Study students are the same as the PA and PAC forms for regular employees.

In addition to providing information about the student and the position, supervisors also must indicate the funding account number to be used for the student as well as the hourly pay.
· PA versus PAC


The Payroll Authorization (PA) is used if the student has never been employed by the University in any capacity (Work-Study employment or regular employment).

The Payroll Authorization Change (PAC) is used if a student has worked in the past either as a Work-Study employee or as a regular employee. The PAC is also used if the supervisor needs to change the student’s salary, job title, or terminate the student.

· Source of funding


Both the PA and the PAC require the supervisor to indicate the source of funding for the student’s salary.  Seventy-five percent of funding for university-based positions will be from the Work-Study allocation. Twenty-five percent of funding will be from the supervisor’s department. If you are unsure of the account number for a particular grant or other source of funding, contact the Human Resources Office. 
· Determine the Total Award (Total Pay)

The Total Award (Total Salary) is the amount of money you expect the student to earn while on the job.  If the supervisor does not indicate a total dollar amount on the PA or PAC, the Financial Aid Office will estimate the total award.

You must indicate both the hourly wage, as well as the total award. (i.e. $15/$2000 for hourly wage/total award) 


The Financial Aid Office needs this number in order to add Federal Work-Study to the student’s Financial Aid Package. The formula for the Total Award is simple: hours per week   x   salary   x   number of weeks
· Send the PA or PAC to the Financial Aid Office


Once the PA/PAC has all of the appropriate signatures (i.e. Dean or Chair and supervisor) the form must be sent to the Financial Aid Office. The Work-Study Coordinator will sign and forward the PA or PAC to the Business Office for appropriate signature, and Business Office then forwards along to Human Resource department.

Supervisors should allow two weeks from the date of sending the PA to the Financial Aid Office before the student begins to work. Students must be established in the payroll department before they begin working. In order to be established in the payroll department, the student must complete the required paperwork with Human Resources three days before or after the official start date. An e-mail will be sent from the Financial Aid office to the student notifying them of this requirement. Any hours worked before the student has been approved must be paid 100% from the employing department funds.
Step 5: Timesheets


Timesheets are available on the Human Resources Office website. It is the responsibility of the Supervisor to turn the timesheets in to the Payroll department according to the bi-weekly pay schedule (Excludes Summer Research). Please make sure that the “Position” and “Department” are included on all timesheets to avoid incorrect charges to Supervisor’s department budget for students who hold multiple positions. 

 In addition, it is the responsibility of the Supervisor to monitor the students’ earnings in order to stay within the approved SVR and FWS limits.  In the event that a student goes over their eligibility maximum, the department will be responsible for 100% of the amount.


Add up the hours carefully, and avoid any duplicated hours. Incorrect, incomplete, and/or overpaid timesheets will be rejected by Payroll. Payroll will also not accept photocopied or faxed timesheets. Signatures must be original.

Step 6: Paychecks


Work-Study paychecks are sent to the Supervisors. Supervisors may choose to distribute the checks by hand, or mail the paychecks. The Payroll Department prints the address the student has on file with the school. It is important that Work-Study students keep their address updated with the Registrar’s office to ensure their paychecks reach the correct destination. 

Students with questions or problems with their timesheets should direct those questions to their supervisor. The supervisor will work with the student and the payroll department to resolve payroll issues.
Understanding the Work-Study Award

When a student is hired as a Work-Study employee, they will receive a revised Financial Aid Notification from the Financial Aid Office. The revised notification will indicate the amount of Work-Study awarded, as determined by the student’s eligibility and the needs of the supervisor. Students must work the hours needed in order to earn the entire Work-Study award.

The Work-Study award is only valid through July 1st through June 30th of the current academic year. If the student is interested in working during summer vacation or during the next academic year, he or she will need a new application and a new award.


If the student has borrowed a full budget for the academic year, he or she will notice that in addition to the Work-Study award, one or more of the loans are reduced. The reduction of loans is necessary to prevent an over award.  See How Work-Study Effects Student Financial Aid below for details.


Supervisors sometimes overestimate how much money they believe a student will earn, or the Work-Study employee finishes a job sooner than expected. If a student does not use up the entire Work-Study allocation, s/he needs to schedule an appointment with the Financial Aid Office. The Financial Aid Office may replace some of the Work-Study allocation with loans. New loan applications and certifications will need to be completed. Supervisors are responsible for completing a termination PAC form when a student ceases working for any reason. Route the termination PAC form to the Financial Aid Office.
How Work-Study Effects Student 

Financial Aid


Federal Work-Study is a form of Financial Aid and therefore must be included as part of the Financial Aid Package. If a student has borrowed (or plans to borrow) a full budget, there will be an alteration to the loans to reflect the Work-Study award.


A “full budget” includes tuition, fees, books, and living expenses. It is the maximum a student may receive in Financial Aid. In other words, all forms of Financial Aid such as loans, scholarships, grants, and Federal Work-Study, cannot total more than the full budget.  
The full budget varies by academic class and program as tuition, fees, supply costs, and length of academic years varies.


The Financial Aid Office will reduce the most expensive loan (typically a Grad PLUS, private loan, or unsubsidized Stafford loan) in a student’s Financial Aid Package if the student is awarded Work-Study.


If a student does not have a full budget, he or she will have the option of reducing future loan disbursements or adding the Work-Study award on to the Financial Aid Package.

Example:


This student’s full budget is $40,000. The student is hired for a Work-Study position and is offered a $4,500 allocation. Work-Study now becomes part of the Financial Aid Package, but the student has already borrowed a full budget. The Grad PLUS loan will need to be reduced to make room for the new Work-Study award. The revised Financial 
Aid Package will look like this:
	Type of aid
	Before Work-Study
	After Work-Study

	Perkins
	$2,000
	$2,000

	Subsidized Stafford
	$8,500
	$8,500

	Unsubsidized Stafford
	$12,000
	$12,000

	Grad PLUS*
	$17,500
	$13,000

	Work-Study Award
	-
	$4,500

	Total Aid
	$40,000
	$40,000


The future Grad PLUS disbursements are reduced dollar for dollar. In other words, the Work-Study award does not go directly to pay back loans. The Work-Study award replaces future disbursements of loans.
Termination

Reasons for termination


As with any job, there are many reasons why a Work-Study student may cease working. These reasons include:

· end of the school year

· specific task student was hired to complete is finished

· job is no longer necessary

· student chooses to quit

· supervisor is dissatisfied with employee

· student is no longer making satisfactory academic 


progress

Procedures for termination


Supervisors must complete a Payroll Authorization Change (PAC), regardless of the reason for the termination. (PAC forms are available on the Human Resources department website.) Supervisors should send the PAC to the Financial Aid Office. The Financial Aid Office will forward the PAC to the payroll department.

If students did not earn the entire Work-Study allocation, they may stop by the Financial Aid Office to see if they are eligible to re-instate a portion of their loans. 

Appendix A: Staff Vacancy Requisition Form (SVR)





This form is available in the Financial Aid Office
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Requisition date:    -  -  
    Requested starting date:    -  -                            Position number________
                                                                                                                                          Assigned by HR during processing.

Recommended title of position:       
 FORMCHECKBOX 
 New Position*      FORMCHECKBOX 
 Budgeted Replacement     If budgeted, whom does it replace?       
*New positions require a Job Description. Classification questionnaire is required to determine grade if University funded.

 FORMCHECKBOX 
 Full-time      FORMCHECKBOX 
 Part-time (.  FTE**)   ***Temporary Position?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   Duration of Temp Position:       
** Full Time Equivalent = Hours worked per week divided by 37.5.   Example: 19 Hours worked / 37.5 = .51

***Temporary positions must be less than 6 months. “Duration of Temp” above must be completed prior to processing.  
This employee will be located in room:            Will this position involve exposure to animals?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

                                                                 If yes, contact the Manager of the Biological Resource Facility.

Will this person handle radioactive materials?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

If yes, contact the Director of Environmental Health and Safety for safety training.

Required Qualifications/Experience:                                                           
Primary Duties/Responsibilities:                                                                                                                          
Physical Demands:                                                                                
Requested by:      
     Dept:            Interviews to be conducted by:               Ext:       
Proposed salary range based on qualifications:    $                   FORMCHECKBOX 
 Salary     FORMCHECKBOX 
 Hourly    

	Account Number
	Allocation %
	Account Name

	  -  -     -      -     
	   . %
	     

	  -  -     -      -     
	   . %
	     

	  -  -     -      -     
	   . %
	     

	HR completes if applicable: Grade:___   Range:$________  

Dept. Chair or Director
   Date
	to $________     ABO/OSR: Max.budget:$_____________
Grants Manager (If applicable)

Date

	Principal Investigator (If applicable)

        Date
	Financial Aid Office
 (If applicable)


Date

	Business Office



        Date
	Dean or Other Administrative Officer

Date

	Executive Vice President and Chief Operating Officer    Date

(For new and/or temporary positions)


	



Appendix B: Proposed Work-Study Position




This form is available in the Financial Aid Office

Proposed Work-Study Position

2010-2011
Faculty and Staff members may complete this form and send it to the Work-Study Coordinator for the purpose of approving a position for Work-Study. If the job is approved, and a student is hired to fill the position, 25% of the student’s salary must come from the supervisor’s department. 

Approval of a Proposed Work-Study Position does not guarantee that a student will apply, or be hired, for the position.  Approval does not guarantee funding, as funding is awarded to students and not to positions. Funding is available on a first-come, first-serve basis. Approval of this position will only be valid thru July 1, 2009.

Please note: If approved, this form will be used to create an advertisement for your Work-Study position. 

The minimum a student can be awarded in the Federal Work-Study Program is $500. The recommended maximum number of hours a student may work per week while classes are in session is fifteen. During brief interim periods between classes (such as a winter break), students may work up to forty hours per week. 

If the position is approved, the Financial Aid Office will post the position and begin to accept applications. Students may apply for a Work-Study position through February 1, 2009. If a student applies for this position, you will be contacted by the Financial Aid Office. 

If you have any questions regarding the completion of this form, or the steps necessary to hire a student under the Federal Work-Study Program, please do not hesitate to contact the Financial Aid Office at 847-578-3217.


Supervisor name: _____________________________________________________________________________

Department: _________________________________________________________________________________
Who should be contact with questions about this position? ____________________________________________

Contact telephone number: _____________________________________________________________________

Contact e-mail address: ________________________________________________________________________

Title of Work-Study position: ____________________________________________________________________

Hourly pay: __________________ Number of positions available under this title: __________________________

Start date: ______________________________________
 End date: _____________________________

How many hours a week would a student probably work? _____________________________________________

If position is not filled, at what date would you no longer accept applications? ____________________

Describe the purpose of the job and what will be expected of the employee: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are the minimum or preferred qualifications for a student hired into this position?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Appendix C: Work-Study Application





This form is available in the Financial Aid Office

Federal Work-Study Application

2010-2011
Student Name: _______________________________________
Date: _________________________

Student ID Number: ___________________________________    
Phone: ________________________

Program of Study: _____________________________________    
Graduation Year: _______________


Have you participated in Federal Work Study at RFUMS before?           Yes          No

If yes: Date_______________________ Job Title______________________________________________________

Position you are applying for: 


Job Title:  _______________________________________________________________________________________  

Department: _____________________________________________________________________________________  
Supervisor:  _____________________________________________________________________________________  
The following must be completed and returned to Human Resources. Have you completed the…

Federal W-4





□ Yes
        □ No
State W-4





□ Yes
        □ No
I-9 (must have two forms of valid Identification)


□ Yes
        □ No
Read each statement. Initial the line next to each statement as an indication that you fully understand each term. If you have a question on any of the below terms, ask a Financial Aid Counselor. 

____
Work-Study is awarded in place of loans. The more Work-Study a student earns, the fewer loans he/she will be allowed to borrow.

____
Work-Study funding is limited. It is awarded based on financial need and employability on a first-come, first serve basis.

____
Students must apply for, and interview for, Work-Study positions.

____
Time sheets must be turned in to Payroll bi-weekly according to the University pay schedule. They must be signed by both the supervisor and the student employee.

____
Work-Study employees are expected to report to work on time, perform the required tasks to the best of their ability, and maintain a safe work environment.

____
Work-Study obligations must not interfere with academics. Students must maintain satisfactory academic performance to participate in Work-Study.

____
Employers and students have the right to terminate the Work-Study position with just cause. Termination for any reason requires a completed Payroll Authorization Change.

____
It is the responsibility of the students to budget their paychecks to cover their educational expenses throughout the course of the academic year.

____
Students hired for Work-Study are responsible for working the hours necessary to earn their award.

____
If a student does not believe he or she will work enough hours to earn the full Work-Study award, it is the responsibility of the student to contact the Financial Aid Office and schedule an appointment to discuss making alterations to the Award Notification (i.e. possibly reinstating loans) no later than March 13, 2009.

___________________________________________________

___________________ 

Signature







Date

Appendix D: Informational E-mail to Supervisor

Dear Supervisor,

Wanda Worksalot has applied for the Work-Study position of TA.  Below is the contact information for this student. You may arrange for an interview with this student, or request for additional information from the student.

If you decide to hire the student, please complete the Payroll Authorization (PA) or Payroll Authorization Change (PAC) and send it to the Financial Aid Office. PA and PAC forms are available online through the Personnel website.

Allow two weeks from the date of your signature on the Payroll Authorization for the student to be established in the Payroll department before the student begins to work.

Student Name:  Wanda Worksalot

Maximum FWS eligibility: $2,500

Program of Study: Dental Hygiene
Expected Graduation Date: 06/2012

Phone Number: 847-867-5309
E-mail Address: wanda.worksalot@comcast.net

Once the student begins to work, a timesheet that is signed by both you and the student must be taken to the Payroll department bi-weekly according to the pay schedule. A drop box for timesheets is located outside of the Human Resources Office. Paychecks will be sent to you from the Payroll department bi-weekly.

Thank you for your participation in the Federal Work-Study program. If you have any questions regarding this notification, or any other concerns about the Work-Study Program, please do not hesitate to contact the Financial Aid Office.
Sincerely,

Federal Work-Study Coordinator

Financial Aid Office

847-578-3217
Appendix E: Who Does What?





The role of the…
Student
· Maintain good  academic standing

· Establish eligibility with Financial Aid Office

· Receive counseling on, and fully understand, the terms of Federal Work-Study

· Choose a position to apply for, and complete application in Financial Aid Office

· Complete Human Resource forms within three days before or after the official start date
· Work to the satisfaction of the supervisor and in observation of University policies for safety and conduct

· Give accurate and complete timesheets to the supervisor on a bi-weekly basis according to the pay schedule
Supervisor

· Create work-study positions as needed following the Hiring/Promotion Procedures for Staff and Student Positions
· Decide which eligible student(s) to hire

· Complete a Payroll Authorization (PA) or Payroll Authorization Change (PAC) form and send it to the Financial Aid Office
· Monitor the students’ earnings in order to stay within the approved SVR and FWS limits
· Collect and sign timesheets and send to Payroll department
· Receive paychecks from the payroll department and distribute to students in a timely manner

· Complete termination PAC form when a student ceases working for any reason, and send to Financial Aid Office
Financial Aid Office

· Collect  SVR and Proposed Work-Study forms from the supervisor, and forward to Business Office for signatures
· Advertise approved SVR Work-Study positions
· Counsel students interested in learning about Work-Study 

· Establish eligibility and collect FWS application of students interested in Work-Study participation
· E-mail student contact information and maximum eligibility limits to Supervisor
· Collect and sign PA and PAC forms from the Supervisor, and forward to Business Office for signature
· E-mail students regarding required Human Resources  paperwork
· Adjust Financial Aid Notification for students hired into Work-Study position (if applicable)
· Collect Termination PAC forms and forward to appropriate departments
Business Office

· Collect SVR and Proposed Work-Study forms from the Financial Aid Office, and forwards to Human Resources for signatures

· Collect PA and PAC forms from Financial Aid Office, and forward to Human Resources
· Verify account numbers and required signatures

· Verify that sufficient funds are available in the department’s budget  to cover the 25%

Human Resources/Payroll
· Collect SVR and Proposed Work-Study forms from the Business Office, and forwards to the EVP/COO for final approval

· Collect PA and PAC forms from Business Office

· Establish students in payroll system
· Assist students with the completion of HR forms
· Collect timesheets 

· Distribute paychecks to appropriate supervisors 
· Collect Termination notifications and deactivate students from payroll system

EVP/COO
· Collect  and approve/deny all SVR and Proposed Work-Study forms, and forward to Human Resources

Appendix F: Glossary


Glossary of Work-Study terms

Award Period: 

The student’s academic year

COA:

Cost of Attendance includes tuition, fees, books, supplies, and personal expenses. COA varies from program to program and is the maximum amount of Financial Aid a student may receive from all sources (Same as a “Full Budget”).
EFC:

Expected Family Contribution is calculated at the Department of Education and used to determine if a student is eligible for need-based Federal funding, such as the Federal Work-Study program.

FAFSA:

The Free Application for Federal Student Aid is completed by all students participating in the Financial Aid programs that are US citizens or permanent residents. The FAFSA accounts for student’s income, investments, and assets and calculates an EFC.

Financial Aid Notification:

All students participating in the Financial Aid program receive a Financial Aid Notification that displays the students’ Cost of Attendance (COA) and their Financial Aid award.

Full Budget:

The maximum a student may receive in Financial Aid, from all sources. Same as the COA.

Payroll Authorization (PA):

PA forms are available online through the Human Resources webpage. Used for hiring new Work-Study students who have never had a position at the University. This form is used by the Business Office to establish new employees in the payroll system. Supervisors must complete this form and send it to the Financial Aid Office.
Payroll Authorization Change (PAC):

PAC forms are available online through the Human Resources webpage. This form is used to hire students who have worked at the University and are therefore already established in the Payroll system. The form is also used if the supervisor needs to change a student’s salary, personal data, source of funding, or if the student is no longer working.  Supervisors must complete this form and send it to the Financial Aid Office.

Rights and Responsibilities:

All Financial Aid Programs have student rights and responsibilities. Students must sign a statement of rights and responsibilities in order to participate in Financial Aid Programs, including Federal Work-Study. The Federal-Work Study Rights and Responsibilities are incorporated in the Work-Study Application.
Satisfactory Academic Progress:

In order to participate, or continue participation, in Federal Work-Study students must make satisfactory academic progress. This progress is monitored by the student, the supervisor, and the Registrar’s office.

Completed by: ___________________________________





      Extension: ___________________________________





STAFF VACANCY REQUISITION


Rosalind Franklin University of Medicine and Science





											


Human Resources





Instructions Complete form. Obtain approvals.  After approvals have been obtained, attach job description and send signed SVR to Human Resources.  In addition, send SVR and Job Description to HR as an e-mail attachment. 
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