
Work Study Handbook 
 

WORK STUDY PROGRAM - WHAT IS IT 
 
 
The Federal Work Study and the Atwell J. Parry Work Study programs are financial aid 
programs.  The primary purpose of the work study programs is to stimulate and 
promote part-time employment for students who are in need of earnings to help finance 
the cost of their education and to encourage students to participate in community 
service areas.   Communication skills, organizational skills, and the ability to work with 
other people are skills the student will use in a work study position.  Many students use 
their work study jobs to explore career options and to update their resume.  The college 
benefits because work study students generally work on campus supplementing help 
with necessary jobs. 
 
Funding for the work study programs comes from the federal and state governments 
and the college.  Since the allocations for work study from the federal and state 
governments change each year, the amount of work study funding also varies from 
year to year. 
 
 
QUESTIONS - CONTACT THE FINANCIAL AID OFFICE 
 
The Financial Aid Office staff coordinates all aspects of the work study programs from 
determining student eligibility and working with supervisors who request student help to 
working with the work study payroll.  Students and supervisors with questions or 
problems with the work study program should call or visit the Financial Aid Office in Lee 
Hall, Room 104.  The telephone number is 769-3368. 
 
 
ELIGIBILITY FOR WORK STUDY 
 
To receive work study funding the student must apply for federal financial aid and 
demonstrate financial need according to the federal financial aid guidelines.  Students 
with financial need may receive a work study award as part of their financial aid 
package.  This provides an opportunity for the student to work in an approved job and 
earn up to the dollar amount of the work study award during the school year. 
 
Work study funds are awarded on a first-come, first-serve basis to eligible students.  An 
otherwise eligible student who did not receive work study funding due to lack of funds 
may complete a Work Study Waiting List Application.  The status of the work study 
funds are reviewed on a monthly basis.  Students with work study awards who are not 
working will lose this type of funding, and these funds will be re-awarded to students 
on the Work Study Waiting List. 



 
WORK STUDY AWARDS 
 
When a student receives a work study award, it is for a specific dollar amount.  The 
student cannot earn more than the amount of the award.  The student and supervisor 
should develop a work schedule to benefit both, so the student can earn the entire 
award and not run out of money before the end of the year.   
 
WORK STUDY PAY RATE 
 
The pay rate for all work study students is $7.00 per hour.  At the present, there are no 
pay rates established for work study students based upon the job description. 
 
 
HOURS 
 
Students may work up to nineteen hours per week while school is in session.  The 
student and supervisor should try to establish a work schedule that will enable the 
student to earn his/her entire award if desired.  However, the student who does not 
want to earn the entire award should notify the Financial Aid Office as we may re-award 
these funds to someone on the Work Study Waiting List. 
 
 
 
WORKING DURING SCHOOL VACATIONS 
 
Some students choose to work during the school vacations.  As long as they have not 
earned the entire work study award they may work during school vacations which fall 
during the school year.  For vacations of one week or longer, the student may work up 
to forty hours per week. 
 
To work during the summer, the student must apply for summer financial aid.  Students 
attending summer school are given priority for summer work study funding; although, 
other students may apply.  Applications for summer work study become available early 
March in the Financial Aid Office. 



 
 
 
 

SUPERVISOR INFORMATION 
 
HIRING A STUDENT 
 
Every work study supervisor needs to complete a Job Request Form (Attached) 
for each work study position being requested.  The form describes the student's 
duties and responsibilities, job qualifications, length of employment and the 
number of students needed. 
 
The student will locate a job he/she might be interested in through the Work 
Study Web Page. The student will contact you and this will give you the 
opportunity to interview each student and select the most qualified student.  The 
decision to hire will rest with you, the supervisor. 
 
The student will bring to the interview a Work Study Authorization, which 
outlines the student's award amount, starting and ending dates of employment, 
and pay rate.  To hire the student after the job interview, sign the authorization, 
ask the student to sign it, and return it to the Financial Aid Office.  If the 
student's skills and/or class schedule do not meet the needs of the position 
return the authorization unsigned to the student.   
 
The pay rate for all work study students is $7.00 per hour.  At the present, there 
are no pay rates established for work study students based upon the job 
description. 
 
 
RESPONSIBILITIES OF THE SUPERVISOR 
 
As a supervisor of work study students, the responsibilities you have toward 
these students are not unlike the responsibilities you have for regular employees.  
Since these employees' primary purpose is to obtain an education you will need 
to be flexible in scheduling work schedules around classes. 
 
As a work study supervisor you have the following responsibilities. 
 
  1. Do not allow your student employee to begin work until the Work Study 

Authorization has been signed and returned and the student has 
completed the W-4 and I-9 forms. 

 
  2. Develop a job description for your student employee. 



 
  3. Establish basic rules of employment in your department for your student 

employee in areas such as general conduct, hours of work, dress, how to 
address "customers", answering the telephone, etc.  

 
4. Provide detailed and clear instructions for any projects you assign to the 

student.  5.Be open to questions.  For many students, of all ages, this will 
be their first job. 

 
  6. Give the student feedback on how he/she is completing the job.  This 

gives the student the opportunity to learn. 
 
  7. Respect the rights and property of your student employee.  Treat your 

student employee with courtesy and consideration. 
 
  8. Review the student's time sheet for neatness, accuracy and mathematical 

errors.  Be sure to sign the student's time sheet. 
 
  9. Turn in to the Financial Aid Office the signed and completed time sheet by 

TWO P.M. on the date it is due.  (Included) 
 
 10. Monitor the student's earnings.  Work study funds cannot be used to pay 

a student for earnings which would exceed his/her award.  Generally, 
excess earnings will be charged to the employing department. 

 
11.     In the event that a student is working for more than one department, it is 

the responsibility of the student and their supervisors to coordinate hours 
to ensure the employee does not go over the amount of work study they 
were awarded. 

 
 
 
 
PAYROLL PROCEDURES 
 
The Work Study timesheets are available on the NIC website and at the financial 
aid office.  The student can use the Time Sheet to sign into work when he/she 
arrives each day and sign out at the end of the work period.  When completing 
the time sheet be sure to check for the items listed below. 
 
  1. Enter the student's full name. 
 
  2. Enter and verify the student's Social Security number. 
 



  3. Enter the department where the student worked. 
 
  4. Enter the Pay Period for which the student worked.  This will generally be 

a one-month period. 
 
  5. Enter the date the student worked. 
 
  6. Enter the time the student reported to work and the time the student left 

work.  Students working more than six hours are required to take 
an unpaid lunch break of at least 30 minutes.   

 
7. Enter the total number of hours the student worked per day.  For partial 

hours, enter the amount in decimal form, i.e. one-half hour would be 
recorded as .50. 

 
  8. Total the hours the student worked during the pay period. 
 
  9. Enter the pay rate.   
 
 10. Enter the total earnings. 
 
 11. The student must sign the time sheet. 
 
 12. The supervisor must sign the time sheet. 
 
 13. The supervisor or student must bring the time sheet to the Financial Aid 

Office before TWO P.M. on the due dates listed on the Pay Date 
Schedule. 

 
 
Please note:  Incorrect timesheets will be returned to the supervisor for 
verification.  This may prevent the student from being paid in a timely manner.   
 
 
 
 
  
 
 


