Federal Work-Study Program
Handbook

Policy and Procedure Handbook for Students and Supervisors

Work Study begins 7/1/ and ends on 6/15 of the fiscal year.
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How to apply?

Students interested in the work-study program will visit
https://wuedtech.wufoo.com/forms/federal-workstudy-inquiry-form/

The student will be notified via email of their eligibility. Once determined eligible
students will be directed to handshake. Handshake is an online database system,
which is designed to connect students, alumni and employers during their
internship or job search process. This includes WS. Handshake requires WS
students to complete their profile, upload a resume, search and apply for WS
positions. The requested information must be submitted on Handshake in order
to secure a position. If assistance is needed please contact Career services.

Off Campus Federal WS
Off campus, jobs are nonprofit organization that has been approved by the Work-
study Coordinator. Off Campus/Community Work -Study, positions are not
limited to the current list of eligible agencies. Students are encouraged to take the
initiative to seek out nonprofit service opportunities that are of interest to them
and/or further their educational goal.

Important Information from the Human Resources Office

Foreword

The Wilmington University Human Resources Department is committed to
recruiting, hiring and retaining the highest qualified individuals to meet the
educational goals of our diverse student population.

We encourage and support a diverse atmosphere where employees feel valued
and recognized for their efforts, along with the support to create an environment,
which fosters the positive attitude and creative spirit of our employees.

Human Resources affirms its commitment to ensuring that all employment and
employment-related decisions are based on the principles of equal employment
opportunity.

EMPLOYMENT

Student Employee Classification

All student employees are designated as temporary and nonexempt under state
and federal wage and hour laws. Nonexempt employees are covered by the Fair
Labor Standards Act (FLSA), entitling them to overtime pay for hours worked in
excess of 40 in any given week. Most student employees are considered
temporary and part time, scheduled to work no more than 30 hours per week
during academic periods. Some temporary student employees may be
temporarily scheduled to work full-time for the College for a limited duration
during academic breaks.


https://wuedtech.wufoo.com/forms/federal-workstudy-inquiry-form/

Hiring Documents Required


http://www.wilmu.edu/titleix/training-faculty-staff.aspx
http://www.wilmu.edu/titleix/training-faculty-staff.aspx
http://www.wilmu.edu/privacy/tutorial/index.aspx
http://www.wilmu.edu/privacy/tutorial/index.aspx
/neweo/index.aspx#employeetraining
/financialaid/satisfactory-academic-progress-overview.aspx
/financialaid/satisfactory-academic-progress-overview.aspx

4. Adequate training to perform assigned tasks.
5. A safe, clean, and professional working environment.
6. Supervision and direction from Wilmington University faculty or staff

7. Instructions for recording hours worked, as well as information
regarding the



A student must discontinue or may be terminated from his/her WS position
under the following circumstances:

1. Eligibility is exhausted (full amount of WS grant has been earned). If
you go over your award after notification, there is a possibility that
eligibility for other financial aid will be decreased.

2. Termination due to unsatisfactory job performance

3. Noncompliance with WS policies and procedures

H. Breaks and Holidays


mailto:Fws@wilmu.edu

Training and mentoring provided.

Expected date by which you will have made a hiring decision and start
date.

* Please note that the employment laws that apply to interviewing regular
employees also apply to the interviewing of student employees.

How to prepare for the interview:

Write interview questions that are criterion-based, behavior-based, job
related, and non-discriminatory.

Decide whether you will do skills testing.

Set aside enough time to do an interview of substance that covers all
requirements for the student employee to successfully perform the job.

Give each candidate a copy of the position description.

How to conduct the interview:

Make the candidate feel welcome and at ease.

Give the candidate an overview of how the interview will run.

Wait for good answers and avoid talking too much.

Review employment dates and attitude toward previous employment
experiences and supervisors.

Determine interests, goals, strengths, and challenges.

Take notes during interview as needed to make a hiring decision later.

C. Hiring a Federal Work Study Student Employee

Please notify the student of your hiring decision within a week to ensure
timeliness. Notify the Work- Study Coordinator as soon as a student accepts the
position in your department. Student employees are paid by the hour. The hourly
rate is based on description and years of participation in the Federal Work Study
program. Holidays, snow days, and sick days are not to be counted as hours
worked.

Student employees are not paid for lunch or break periods. Please remember the
following guidelines for a student's eligibility to work:



Confidentiality of records and files. (FERPA statement, specifically)
System access and security procedures.
Dress code in the workplace.



F. Terminations

If student employees do not perform their duties satisfactorily and needs to be
terminated, the supervisors must talk with the Work Study Coordinator prior

to terminating the student. Improper use or violation of university property and
falsification of timesheets will result in your termination without grounds for
appeal.

A student may be terminated from his/her WS position under the following
circumstances:

1. Eligibility is exhausted (full amount of WS grant has been earned). If
you go over your award after notification, there is a possibility that
eligibility for other financial aid will be decreased.

2. Termination due to unsatisfactory job performance
3. Noncompliance with WS policies and procedures

G. Reporting of “On the Job” Injury

If a student is injured while working, he/she must report the injury immediately
to the WS supervisor. Submit this report even if the injury does not appear
serious enough to justify consulting a doctor.

H. Student is no longer working
Once it is determine that student will no longer be continuing in the WS program
please update information in Employee separation portal.

I. Student no longer eligible for work study

If at any time student no longer is eligible for WS due SAP ineligibility/
enrollment or over worked hours and work study funds cannot be paid. It will be
the department responsibility to pay the student.






*note first paycheck may be sent in check by mail

How many hours can you work?

It will vary depending on your WS award and pay rate, for example:

1 Financial award divided by hourly pay rate equals total hours per school
year

*Depending on the hours you work a week, will determine how long you can

work for the school year. It is best to try to spread your time over the
year.

Failure to Work Awarded Hours

)DLOXUH WR ZRUN D00 RI WKH DZDUGHG KRXUV PD\ IHRSDUGL]H D VWXGHQW{V DELOLIN\ WR SD\
on her/his account. Wilmington University is not obligated to provide an
alternate type of assistance or financial aid to a student who does not earn the

entire WS award. WS may be canceled if time sheets are not turned in and/or a
student has no earnings.

Reporting WS Earnings on a Tax Return

WS wages are considered taxable income. Students will receive a W-2 form for
wages earned from Wilmington University If a federal or state (if applicable)
income tax return is filed, any WS earnings must be included. A W2 will be
provided through Green shades or mailed.

Reporting Earnings on the FAFSA

Federal WS earnings (not institutional WS) should be reported on the Free
Application for Federal Student Aid (FAFSA). The purpose of this is to exclude
federal WS earnings that are reported as a part of adjusted gross income from
being considered as a resource for educational expense. Failure to properly
UHSRUW IHGHUDO = 6 SHQDOLJHV WKH VIIXGHQW{V WRWDO ILQDQFLDO DLG HOLJLELOLIN

It is to the student’s advantage to report this information accurately. Complete
LQWUXFILRQV DUH LQFOXGHG RQ WKH )$)6$ = DIHV UHSRUIHG RQ D VWXGHQWV = -2
may be comprised of wages earned under the Federal WS Program, wages
HDUQHG XQGHU = LOPX{V LQWWLIXILRQDO = 6 SURJUDP DQG ZDJHV HDUQHG IURP RIKHU
non-financial aid related employment at Wilmu. While all WS earnings are
taxable, only Federal WS earnings can be reported on the FAFSA. Students are
encouraged to contact the Office of Financial Aid, by e-mail at
Finaid@wilmu.edu or by phone at 302-
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Changing WS Positions

If a student wants a different position, it is his/her responsibility to find it. Check
Handshake for openings.

It is strongly recommended that students continue to work at their initial WS
assignment while waiting for reassignment or looking for a different job, as a
second position is not guaranteed.

Can | get more work study funds?
It is possible for students to receive more work-
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List of Resources

Financial Aid Office

Federal Work Study Program
320 N. DuPont Highway

2" floor of DAC

New Castle, De 19720

Phone: 302-356-6951

LaShawn Alexander
Work Study Coordinator
Email:fws@wilmu.edu

Gary Mayo

Work-Study Coordinator back up
Email: fws@wilmu.edu
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mailto:fws@wilmu.edu
mailto:fws@wilmu.edu
https://wilmu.joinhandshake.com/login?ref=app-domain
/studentlife/handbook/index.aspx




