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FORWARD
The revised policies and procedures contained in this Manual subjugate all previous publications, and are effective September 05, 2006.

The FEDERAL WORK STUDY PROGRAM (FWS), formerly known as the College Work Study Program (CWS), offers part-time employment to undergraduate and graduate students who exhibit need for an income to meet the costs of post-secondary education.  All former letters, memoranda, or directives relating to either the College Work Study or Federal Work Study programs are hereby rescinded.

Due to the nature of federal and state legislation governing the FWS Program, the information contained in this Manual is subject to change.  Any and all exceptions to policies and procedures stated herein will be made at the discretion of the Dean of Student Affairs and/or college administrators.
INTRODUCTION
This Manual summarizes specific criteria associated with the efficient operation of the Federal Work Study (FWS) program (hereafter, referred to as Program).  The guidelines presented reflect the institution’s philosophies, policies and goals for the Program.  The guidelines should be clearly understood, as they  represent a part of a formal agreement that the College (OCPM) must observe as part of its responsibility to the federal government as Program Participant.

An institution that is eligible to participate in the Program is responsible for the proper administration and accounting of its federal funds.  The College recognizes the inherent difficulties for FWS Supervisors in producing specific performance standards, creativity and flexibility.  Therefore, we find it necessary to formally prescribe a systemic process that will facilitate institutional compliance.

It is important that FWS Supervisors understand Federal Work Study placement and processes, as well as student’s rights and responsibilities.  This information is necessary to produce job satisfaction for both the FWS employee (student) and the employer (supervisor).

This Manual endeavors to provide the answers to many of the inquiries posed by both student and supervisor.

STATUTORY  AUTHORITY
The federal government’s participation in funding higher education was expanded to include the College Work Study Program with the enactment of the Economic Opportunity Act of 1964.  The Program was authorized under Part C of Title IV of the Higher Education Act of 1965, and amended by the Higher Educational Amendments of 1968, 1972, 1976, 1980 and 1986.

In 1997 reform, the title was changed to the Federal Work Study Program to reflect the responsibility of conforming to federal guidelines rather by the institution’s configuration.  Thus, eligibility for a student’s participation in the FWS program is based upon the student’s financial need.  All students participating in the Program must meet the general eligibility requirements that govern all Title IV Programs.

This self-help approach to assist needy students in the financing of their college education is supported by an annual appropriation of federal funds administered by the US Department of Education.


The Fair Labor Standards Act of 1938, as amended, prohibits a 


covered employer (including educational institutions) from 


accepting voluntary services from any paid employee.  Therefore,


any student who is employed under the [Federal] Work Study 


Program must be paid for all hours worked.  However, any of the 


hours worked in excess of the [Federal Work Study] Program’s 


authorization must be compensated from sources other than 


federal funds under this Program.

Employers may not solicit, accept or permit to be solicited from a student (or a student’s parents or spouse) any fee, commission or compensation of any kind, or the granting of a gift or gratuity as a condition or prerequisite for the student’s [Federal] Work Study employment participation.

*  *  *  *  *  

Note:   In accordance with Title IV and VII of the civil Rights Act of 1964, as amended, Title IX of the Educational Amendments Act of 1972, the Rehabilitation Act of 1973, as amended, the Age Discrimination Act of 1967, and the Higher Education Reauthorization Act of 2005, the Ohio College of Podiatric Medicine does not discriminate on the basis of race, creed, religion, ethnic origin, sex, age, handicap, or disability.
PURPOSE of the PROGRAM
The Federal Work Study Program is designed to complement  and reinforce the student’s educational experience.  The FWS Program at OCPM allows qualified students who need financial assistance to pursue a post-secondary education, and to maintain a balance between educational loans and student employment.  Since this intricate loan/employment balance can be useful in decreasing student loan indebtedness, the FWS Program is an important funding source in extending equity in educational opportunities.
*  *  * *  *  
The Ohio College of Podiatric Medicine’s Student Employment Philosophy

1. Employment is a vital source of financial assistance to our students

2. Work experience is an important and significant factor in preparing 

our students for the future

3. The College’s commitment to educating its students is enhanced through student employment 

4. Services necessary to the operation of the College are provided at a practical cost through student employment. 

PROGRAM  PARTICIPATION  AGREEMENT
To participate in the FWS Program, the institution (OCPM) must enter a Program Participation Agreement with the US Department of Education.  The Agreement provides the following terms, which are specific to the operation of the FWS Program.

1. Employment under the FWS Program must be for work in the institution itself 

or work in a public agency or private non-profit organization under an

arrangement between the institution and such agency or organization

2. The work must not result in the displacement of employed workers nor impair existing contracts for services

3. The work must be governed by such conditions of employment as will be appropriate and reasonable in light of such factors as type of work performed, geographical region, and proficiency of employee

4. The work may not involve the construction, operation, or maintenance of any  facility as is used or is to be used for sectarian instruction or as a place for religious worship

5. The institution may not pay any wage to students employed under the FWS Program that is less than the current federal minimum wage, as mandated by Section 6(a) of the current Fair Labor Standards Act

6. The institution may use funds granted under the Program only for the purposes
as authorized

7. If a student employed under the FWS Program earns more than three hundred dollars ($300.00) in excess of need from any source of employment (FWS and/or non-FWS), continued employment must not be subsidized with FWS funds.

PROGRAM  PARTICIPATION  AGREEMENT, (Continued)
The federal share of FWS wages paid to students may not exceed 75%, with the following exceptions:

· The federal share of FWS wages paid to students employed by a private for-profit  organization may not exceed 50%.  OCPM is a private, non-profit institution.

· The Department authorizes a 100% federal share of FWS wages earned by a student who is employed as a reading tutor for children who are in pre-school through elementary school.  The work performed by the student must be for the school itself, for a federal, state or local agency, or for a private non-profit organization.  A school is not required to ask the Department for a waiver of the FWS nonfederal share requirement to receive the 100% federal share authorization for FWS students employed as reading tutors.  Instead, the school should use 100% federal dollars to pay such a student and then show on its annual FISAP Report that it did so.  All schools are encouraged to place FWS students as reading tutors for children as an important way to meet the FWS community service expenditure requirement.  A discussion of employing FWS students as reading tutors is found in Volume 6 (Chapter 2) of the 2005-2006 Federal Student Financial Aid Handbook, available for review in the OCPM Office of Financial Aid.
· The Department may authorize a federal share of 100% of FWS wages at schools designated as eligible under the Strengthening Institutions Program, the Strengthening Historically Black Colleges and Universities Program, or the Strengthening Historically Black Graduate Institutions Program.  The school must request the increased federal share for an award year on the FISAP for that year, and the work performed by the student must be for the school itself, for a federal, state or local public agency, or for a private nonprofit organization.

The federal share may be lower than 75% if the school chooses to contribute more than the minimum required nonfederal share.  For example, if a school has a large demand for FWS jobs from its various departments, it may contribute more than the usual 26% to allow for additional employment.

ADMINISTRATION of the PROGRAM
Responsibilities for administering the FWS Program are shared by the US Department of Education and the participating institution.  The Office of Financial Aid, acting on behalf of the participating institution (OCPM) oversees the following responsibilities that are specific to the Program:
Supervisory Department:

· Development and promotion of student jobs which meet the requirements of 


the federal Program

Office of Financial Aid:
· Consider the student’s financial need in determining the portion of the student’s financial aid package to be awarded as an FWS resource

· Determine the maximum number of hours the student can work in accordance with the length of the academic program or period of employment, the anticipated wage rate, and the amount of other assistance available to the student by way of additional resources

· Establish the wage rates for all FWS jobs

Payroll Department:

· Establish a system for adequate recording of hours FWS students work, and 
certification that work was adequately performed in a satisfactory manner through signature of employer or Supervisor

· Establish payroll records distinguishable from other institutional expenditures
· Establish a system for timely disbursement of payroll checks to FWS students
Business Office:

· Provide the appropriate amount of matching funds for federal FWS funds
STUDENT  ELIGIBILITY  CRITERIA
A student may be selected for employment under the Federal Work Study Program only if all of the requirements below are met:

· Enrolled as a full-time student at OCPM

· Making satisfactory academic progress

· A United States citizen or an eligible non-citizen

· Demonstrates financial need as determined by an approved needs analysis system

· Signs all appropriate forms and has them on file in the Financial Aid Office 

It is the responsibility of the Financial Aid Office to determine the eligibility of students participating in the Program.  In the event that more students are eligible for FWS than funds available, the Financial Aid Office must give preference to those students who demonstrate the greatest financial need.

Financial need is defined as the difference between the cost to attend the institution and the student’s personal resources to meet these costs.  Need can be met through awarding of more than one or more types of aid, including scholarships, loans, and/or employment.  

The following information is assessed every year to determine the student’s FWS award:

· Total cost of education

· Expected Family Contribution (EFC) as obtained from federal records

· Amount of aid awarded to the student

· FWS funding available to the institution

Employment under the Program must be made reasonably accessible to all eligible students to the extent funds are available.  Equivalent employment offered or arranged by the institution must be made reasonably available (to the extent of available funds) to all eligible students who request such employment.

DEPARTMENTAL  ALLOCATIONS
The Federal Work Study Program us supported by an annual appropriation of federal funds.  The College is notified prior to the start of each year by the US Department of Education of its fiscal year allocation.  Upon receipt of this information, each Supervisor is given a specific portion of the funds in his/her departmental budget.

Neither the Financial Aid, Payroll or Business Offices of OCPM are required to analyze departmental expenditures.  It is, however, extremely important that each Supervisor devises a mechanism to monitor their portion of the federal funds to avoid exceeding the departmental allocation.
HOURLY  PAY  SCALE

Department



Position Title



Rate

Academic Affairs


Teaching Assistant

         $
12.00

Basic Sciences



Teaching Assistant


12.00

BioMed Communications

Communications Assistant

  7.00

Cafeteria



Not Allocated



  N/A

Clinic Operations


Clerical  Assistant


  9.00

Community Work Service

Tutor/Mentor



10.00

Financial Aid 



Clerical Assistant


  8.00
General  Medicine


Teaching Assistant


12.00

Graduate Placement


Not Allocated



  N/A

Human Resources


Not Allocated



  N/A

IRM




Not Allocated



  N/A

Library




Clerical Assistant


  7.00

Office Services


Not Allocated



  N/A

Recruiting



Student Ambassadors


10.50

Student Affairs


Student Monitors


  8.00

Surgery



Not Allocated



  N/A

PROCEDURES for HIRING a  FEDERAL  WORK  STUDY  STUDENT

Supervisors needing Federal Work Study students should submit an e-request to the Financial Aid Specialist in the OCPM Financial Aid Office.  This short e-mail should briefly describing the job title, requirements, hours needed, and location with Supervisor’s name and telephone extension (see Appendix, §1).  

The formal request will be dated and posted by the Financial Aid Specialist to all OCPM students via e-mail.  This position will be e-posted one time only, but may be re-requested every week by the requesting Supervisor until the position is filled.  
Students interested in satisfying the position will report directly to the departmental Supervisor for approval.  After selecting a student for the position, the Supervisor and the student must complete a Work Study Authorization Form (Appendix, §2).  This form is available in both the Financial Aid Office and the lounge of the Student Affairs area.  
The form must contain the Supervisor’s departmental Cost Center number, proposed start date of employment, job title and appropriate signatures from both the student and Supervisor.  

Work Study Authorization forms are valid only for one FWS fiscal year:  July 01 through June 30 of the following year.  Therefore, all federal work study employees (students) must be reauthorized for each new fiscal year of employment.

The completed Authorization Form should be forwarded to the Financial Aid Office for approval.  When the student is approved for the Program, the yellow copy will be forwarded to the Supervisor and the original (white) will be forwarded to the Payroll officer.  The pink copy is retained with the current record of the student in the Financial Aid Office for the corresponding academic year.  Upon acceptance of completed forms, the student will be issued a Kronos® card for tracking hours worked; there will be a charge of five dollars ($5) for a replacement card if lost, damaged, misplaced or stolen.
Note:  Supervisors must not permit the student to begin the work assignment until the 


signed copy of the approved Authorization Form is received from the Financial 


Aid Office.    The forms should never be submitted after employment has been 


initiated;  this action constitutes a fraudulent submission and will not be 


authorized by the Financial Aid Office.
In addition to the Federal Work Study Authorization Form, the Financial Aid Office will provide the student with an Employment Eligibility Verification Form, INS Form I-9 

(Appendix, §3).  All students who are employed by the College must complete these forms and provide appropriate documents that will verify eligibility for employment in the United States, e.g. a state issued driver’s license,  ID card, or a birth certificate issued by a state, county or municipal authority bearing a seal or other form of certification.  United States Passports, Certificates of US Citizenship, Certificates of Naturalization, or valid alien Registration Cards are also acceptable forms of verification. 
PAYROLL  PROCEDURES

When the Payroll Office receives the approved Authorization Form from the Financial Aid Office, the student is officially added to the payroll.  The payroll period runs from the first day  to the last day of each month.  All students will be paid on the fifteenth (15th) day of the month for all hours worked during the preceding month.  

Under the Kronos ® automated time tracking system, there will be only a few departments or employment positions which may need to submit manual timesheets to the Payroll Office.  

In either automatic or manual submission of time worked, the following responsibilities, shared jointly by the Supervisor and the Student, will ensure that students receive their payroll checks in a timely manner:

1. Check for accuracy.  All time sheets should be reviewed by both the 
Student and the Supervisor prior to submission.  Signatures on the submitted

time sheet is certification the student has worked the hours as indicated, 

and that the work was completed in a satisfactory manner.

2. Monitor hours worked.  Both the Student and Supervisor are to monitor the

hours worked to ensure students do not work over the authorized award  

amount.  Students are not to work more than the hours allowed per week 

by federal guidelines.  Student earnings that exceed the authorized amount
will not be paid from the College’s Federal Work Study funds.

3. Timely submission.  The official time sheet must be submitted to the Payroll 

Office by the third (3rd) day of each month.  If the 3rd falls on a weekend or an

Institutionally recognized holiday, the time sheet must be submitted the preceding Friday.  Time sheets received after the deadline may not be paid until the following pay period (the next month).

The Payroll Office will provide all students with an Employee’s Withholding Allowance Certificate (IRS W-4 Form) to be completed prior to the start of any employment position.  All student employees, unless exempted, will pay appropriate federal, state and local income taxes.  Each student is responsible for reviewing all residential and federal tax responsibilities and observing compliance within governances.

The Payroll Office will submit notice of diminishing hours when a student has ten (10) hours of the initial FWS allocation remaining.  It is the sole responsibility of the student to visit the Financial Aid Office to request availability of any additional funds to increase the FWS award (See Appendix, §5).
The SUPERVISOR’S  RIGHTS and RESPONSIBILITIES

When a student is referred to a department, it is assumed the Supervisor or designated official will provide thorough supervision of the student worker.  Adequate supervision ensures that the student is performing the work indicated on the job description and that the recording of hours worked is accurately and properly documented.

Time sheets are required for accurate documentation of time worked.  The Student and the Supervisor must sign the time sheet.  Initialed signatures are not acceptable.  If the Student and the Supervisor do not sign the time sheet, it will be returned to the department and may not be honored.
If there is ever a problem with tracking time for hours worked, the Student is required to notify the Supervisor immediately.  Similarly, if the Supervisor ever notes a problem or discrepancy in time worked, it is essential that the discrepancy be reported to the Payroll Office without delay.
Supervisors are responsible for following guidelines and adhering to policies governing the Federal Work Study Program.  

Supervisors may not falsify dates or hours worked by the Student.  This action constitutes direct fraud of the federal Program and jeopardizes both the student and the College. 
 Questions or concerns regarding the job assignment, pay rates or desired hours should be directed to College administrators.

Important:  
The time noted on the remitted time sheet must indicate specific
hours worked (e.g. 9:00 a.m. – 11:00 a.m.) for each day of work.  
If verification of a student’s hours worked is ever required

for a Program Review or technical Audit, the department Supervisor
might be called upon to provide or verify information.
Students are permitted to work only one (1) FWS position at a time.
The STUDENT  EMPLOYEE’S  RIGHTS and RESPONSIBILITIES

· Students will complete and submit a federal student aid application (FAFSA) to

the Financial Aid Office for appropriate needs analysis prior to the start of each 

new award year.

· The Financial Aid Office will make an Award Notification available to individual students that will list the amount of the Federal Work Study award and indicate all other financial aid received from every resource for the award year.

· Students must sign and submit a Federal Work Study Authorization Form prior to starting any work assignment.

· Students cannot work during hours where there are relevant courses scheduled for the individual student without proper authorization or valid exception.

· Students are expected to report to work well groomed and neatly dressed.  Although a specific dress code may not be documented, students should not wear inappropriate attire when working in a public area.  Conformity in dress may be directed to the immediate Supervisor for clarification.
· Students must report to work on time.  If an occasion arises when the student will be late or unable to report to work, the student is to contact the Supervisor in charge of the work assignment for prompt notification.

· Students must notify the Supervisor if the student plans to terminate the work assignment (See Appendix, §4).  Students may not receive authorization for a new work assignment from the Financial Aid Office until submission of a termination notice is documented in the Financial Aid Office from the previous work assignment.   This action also serves as a courtesy to the Supervisor for satisfaction of job performance  and preparation for departmental employment requirements.

· Students will be paid at least  the prevailing federal minimum wage.
· Students are permitted to work in only one (1) department, under one Supervisor.  

A Notice of Termination must be submitted to the departmental Supervisor and

to the Financial Aid Office prior to securing another position.

· Students must submit a time sheet each month as verification of work performed during the month.

· The College will pay students at least once monthly for all work certified as satisfactorily performed during the past month.

STUDENT  EMPLOYMENT  WORKING  HOURS

Students are not to be paid for vacation or sick days, nor are they permitted to work during federal or state holidays.  During the summer session or any academic breaks (students vacation periods), students will be permitted to work a maximum of thirty (30) hours per week.  When classes are in session and during finals week, students will be limited to no more than twenty (20) hours per week.  These hours are subject to change, depending upon the usage of funds.

Note:  Students are never permitted to work more than 7.5 hours per day at

any time.

If a job assignment requires that a student work outside the normal 8:30 a.m. to 5:00 p.m., five day week office hours, this information must be noted on the original job announcement.

Banking of student hours (allowing students to carry over hours to the next pay period) will not be permitted regardless of how willing the student is to accept such an arrangement.

In general, students should not be permitted to work during times when classes are scheduled.  However, there may be occasions when it is permissible, i.e. class cancellations, special class related assignments, etc.  These exceptions should be properly documented on the job announcement form or on a special explanatory statement attached to the time sheet.

Note:   A student’s personal decision not to attend classes will not be considered

as an acceptable exception and, therefore , is never accepted as justification

for any student to work during regularly scheduled class periods.

The Payroll Office will submit notification of diminished hours when a student has ten (10)  hours of the initial FWS allocation remaining.  It is the sole responsibility of the student to visit the Financial Aid Office to request availability of additional funds (See Appendix, §5).

QUICK  REFERENCE  GUIDE
· Departmental allocations are issued annually to Supervisors who request Federal Work Study funds for their department.  Requests for additional 
FWS funds should be made directly to the accounts Controller in the OCPM 
Business Office.
· Departments must not permit any student to begin a work study assignment until the Supervisor has received a copy of an approved Work Study Authorization Form from the Financial Aid Office.

· Work Study students are permitted to work up to twenty (20) hours per 
week when classes are in session.  Students are permitted to work up to 
thirty (30) hours per week during break in class sessions, i.e. holidays, 
spring break, summer vacation, etc.
· Students must never work more than 7.5 hours a day.

· Students are not permitted to work during legal holidays honored by the College.

· There will be circumstances when some FWS departments cannot use the Kronos system.  Manual time sheets are due for submission to the Payroll Office by the third (3r) day of each month.  If the third falls on a weekend or holiday, time sheets must be submitted no later than Friday.

· Deception, in any manner, either through formal misrepresentation of hours worked, job description, hourly rate, or in the submission of time sheets  - - either by the departmental Supervisor or FWS student worker - - may be considered as fraudulent action and are subject to, but not limited to: fines, convictions, or both according to federal mandate.

· Departmental Supervisors may request miscellaneous or temporary FWS funds for necessary departmental assignments.  Hourly pay rates will be at
the discretion of the administration upon defined job title and responsibilities.

APPENDIX  of  OFFICIAL  FWS  FORMS
§1.
Sample:  FWS  Job Posting  from E-mail, Bulletin or Intranet
§2.
Federal Work Study Authorization Form from Financial Aid Office
§3.
U.S.  Employment Work Eligibility Form (I-9) from Financial Aid Office
§4.
Termination Notice from FWS Student to Financial Aid Office and Supervisor
§5.
Notice of Declining Hours to FWS Student from Payroll Officer
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