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WHAT IS THE FEDERAL WORK-STUDY PROGRAM?

Federal Work-Study (FWS) is afederally funded financial aid employment program. To be eligible
you must be full-time, matriculated, and enrolled in an undergraduate or graduate program.
Eligibility is based on need as determined by the Free Application for Federal Student Aid and the
availability of funds at the time of application. Work-Study funds are limited and are awarded to
the extent that funding permits. Students awarded FWS are sent hiring packets by mail. Additional
packets will be available at the Work Study Job Fair or in the Financial Aid Office located in HAB
603.

A FWS award is not a guarantee of a job. To be considered for employment you should bring
your hiring packet to the Work Study Job Fair held at the beginning of the fall semester.

Students are awarded Work-Study funds, which must be earned through part-time employment, as
part of their financial aid package and are notified of their alocation through an award letter from
the Financial Aid Office. Students may work up to twenty hours per week and are paid hourly
earning $7.15 per hour. FWS may not be used to defer college charges.

A wide variety of jobs are available through the FWS program. Work-Study students are involved
in almost every area of theinstitution. An effort is made to place students in positions that will
utilize their skills and interests while they earn funds to assist with their personal expenses. The
college also offers alimited number of off campus positions with local non-profit agencies as part
of our Community Service Learning Program. These positions are designed to give the FWS
student a broader work experience while at the same time improving the quality of life for
community residents.

WHAT HAPPENS AFTER A STUDENT IS AWARDED FWS?
After you have been awarded Federal Work-Study you should proceed as follows:

1) Review and fill out the employee sections on al employment forms provided in the hiring
packet.

2) Cometo the annual Work Study Job Fair. If you can’t attend, review the list of departments
that hire FWS students. Make note of departments that you are interested in and go directly
to those departments with your paperwork at the beginning of the semester. 1f you need
further assistance go to the Student Employment Office (HAB 607A). Walk-in hours are
8:30a.m.- 4:00p.m., Monday through Friday. The Coordinator can refer you for interviews
with prospective employers. During the interview, job descriptions and responsibilities will
be discussed so you can determine which job best suits your needs and interests.

3) After the clearance form has been completed, you must return a copy to the Student
Employment Office (HAB 607A) along with the I-9 form before you start working. If
they are not received you will not be put on the payroll and your time sheet will be
rejected. See appendix A for example of completed clearance form.

4) Complete the student section of the clearance form and the -9 form. Y our supervisor will
complete the employer section of the clearance form and the I-9 form. Y ou will need to



present identification to have the 1-9 completed. If you have an Alien Registration Card or
U.S. Passport, that isall you will need to present. Otherwise, you will need to present a
photo ID and either a Social Security Card or Birth Certificate. See back of [-9 for
complete list of acceptable documents. Oncethe -9 is completed it isvalid for three years.
See appendix B for example of completed 1-9 form.

NOTE: SUPERVISORS SHOULD NOT ALLOW STUDENTS TO WORK UNTIL ALL NECESSARY
PAPERWORK HAS BEEN COMPLETED.

5) After the clearance form has been completed, you must return the Financial Aid copies
along with the I-9 form to the Student Employment Office (HAB 607). These forms must
be received before you start working. If they are not received you will not be put on the
payroll and your time sheet will be rejected.

6) You must also go to the Payroll Office to submit a W-4 form and the appropriate 1T-2104 or
IT-2104-E form if you do not have avalid forms on file for the current year. The W-4 and
I'T 2104-E form must be renewed every year if you clam 'EXEMPT'". See appendix D for
example of completed W-4. See appendix E1 and E2 for examples of completed 1 T-2104
and IT-2104-E.

HOW TO GET PAID ON FWS
To be paid, FWS students must:

1) Make sure al necessary paperwork (clearance form, 1-9, W-4, IT2104/E) has been
completed and is on file in the appropriate office.

2) Make sure supervisors record work hours daily and sign time sheets at the end of the payroll
period. See appendix C for completed example of College Work-Study Time Sheet.

NOTE: THE DEPARTMENT EMPLOYING A FWS STUDENT IS RESPONSIBLE FOR PROVIDING TIME
SHEETS, SEEING THAT THEY ARE FILLED OUT CORRECTLY, VERIFYING THE ACCURACY OF THE
HOURS REPORTED, AND DELIVERING THE TIME SHEETS TO THE PAYROLL OFFICE.

3) Paychecks are available every other Thursday in the Telecommunications Office (HAB 35).
Thefirst paycheck will be available three weeks after the first time sheet is submitted, so
allow for a4-5 week delay from the time that you begin working until you receive the first
paycheck.

NOTE: IN THE EVENT THAT A TIME SHEET IS REJECTED, IT MUST BE CORRECTED AND
RESUBMITTED TO PAYROLL. AREJECTION WILL RESULT IN A TWO WEEK DELAY OF THE NEXT
PAYCHECK.

4) Time sheets must be submitted as per payroll schedules. The Financial Aid Office will
provide both students and departments with a schedule of pay periods.

5) You must have identification to pick up paychecks.

6) Paychecks should be picked up promptly, asthey are only valid for sixty days. Checks that
are not picked up and cashed within sixty days will have to be reissued.



7)

Paychecks that arrive after the semester ends will be mailed to you if you have provided the
Telecommunications Office (HAB 35) with a self-addressed, stamped envelope. If no
envelope is provided the check will remain in Telecommunications for sixty days.

WHAT EVERY FWS STUDENT SHOULD KNOW

1)

2)

3)

4)

5)

6)

7)

8)

9)

A FWS student may only work one job during any given payroll period.

Students are allowed to change jobs, but they must do so at the end of a payroll period.
A new clearance form is always needed when changing jobs. Additional clearance forms
are available in the Student Employment Office (HAB 607).

The allocation listed on the clearance form is the amount the student may earn over the
course of the academic year, assuming enrollment for two semesters.

Students must stop working by the last day of the fall semester if they will not be returning
to school for the spring semester. Students returning to the same job for the spring
semester will not need a new clearance form because the fall clearance will
automatically renew itself for the spring semester. A new clearance formis aways
needed at the beginning of the summer session or when changing jobs. The last day to work
for the spring semester is Commencement.

Summer FWS awards are separate from academic year awards. Students interested in
summer FWS must submit an application to the Financial Aid Office before June 12th. A
Free Application for Federal Student Aid must also be on file for the upcoming academic
year and all requested documents must have been submitted to the Financial Aid Office.

Work-Study allocations must be earned during the period in which they are awarded.
Money not earned by the end of the academic year is forfeited.

Students are responsible for monitoring their earnings. Students can get a current balance
by calling Financial Aid.

Students must stop working when their allocation is exhausted.
Students are required to call their employer if they cannot work as scheduled. Failure to do

so can result in termination. Failureto carry out job responsibilities as assigned can aso
result in termination.

10) Students' allocations and authorization to work periods are subject to change at any time

due to possible funding shortfalls, etc.

11) Students found to have falsified information on a time sheet are subject to disciplinary

action by the college and loss of eligibility for the Federal Work-Study Program for a period
of time.

12) Students may work up to twenty hours per week while school isin session and thirty-five

hours per week when school isnot in session.



13) Students cannot work more than seven hours at a time without a half hour break.

14) Students who clam "EXEMPT" on the W-4 & 1T 2104/E form must complete new ones

at the beginning of each new calendar year.

15) Students should be aware of confidentiality issues, responsibilities, policies, and procedures

when working in an office. If astudent will be working in a department that allows him or
her to have access to confidential information, it is the student’ s responsibility to check with
their supervisor first before disclosing any personal information to another party. In orther
words, “When in doubt, don’t give the information out!” Also, disciplinary action may be
taken against a student if confidentiality is broken.

WHAT EVERY FWS SUPERVISOR SHOULD KNOW

1)

2)

3)

4)

5)

6)

Students will be referred to departments based on the FWS request form submitted each
spring. Departments should contact the Financial Aid Officeif their needs change during
the year.

When hiring FWS students be sure to explain exactly what will be expected of them in terms
of job duties, attendance, and performance. It is helpful to put thisin writing.

Do not allow a student to work before you have signed their clearance form and 1-9
form. Supervisors should retain a copy of the clearance form and have the student return
the clearance form and 1-9 to the Financial Aid Office. Tax forms should be dropped of in
Payroll (HAB 205). Students cannot be paid until all forms are submitted. If a time sheet
is rejected it must be resubmitted after the problem is resolved.

Supervisors should designate a place where students can sign in and out. It isthe
supervisor's responsibility to verify the accuracy of the time sheets and to sign and deliver
them to the Payroll Office every other Thursday.

If aproblem arises with a student, try to resolveit if at al possible. If the problem cannot be
resolved supervisors have the right to terminate employment. Students should be notified in
writing as to why they are being terminated and a copy of the letter should be sent to
Financial Aid.

Supervisors must make students aware of confidentiality issues, responsibilities,
policies, and procedures. If a student will be working in a department that allows him or
her to have access to confidential information, it is the supervisor’s responsibility to
inform and make sure that the student understands the consequences if any breaches of
confidentiality occur. Also, it will be the supervisor’s responsibility to pursue
disciplinary action against the student if confidentiality is broken.



PARTICIPATING DEPARTMENTS AND AGENCIES

Thefollowing isalist of departments and agencies participating in the Federal Work-Study Program
and the positions they offer. For further information contact the department directly or the Financial
Aid Office. (O/A= OFFICE ASSISTANT)

ACADEMIC ADVISING........cccoviiireeeereeenen SUB 203............. O/A, ADVISING ASSISTANT, CREDIT CHECKER
ACADEMIC COMPUTING......cccooererrrenerrerrenens HUM 105............. PROCTOR, LAB ASST, COMPUTER OPERATOR
ADMINISTRATIVE SERVICES...........cccueuee. HAB 40.....ooiii i O/A
ADMISSIONS. ... HAC e O/A, TOUR GUIDE
ALUMNI AFFAIRS ... HAC e e O/A
ANTHROPOLOGY .....oovirririerierieeeeieseese e WSB 124 e s O/A
BIOLOGY ..ot CSB 215....c e O/A, LAB ASST
BLACK STUDIES.........cooiiiiieieeeee FOB W2..... e s O/A
BUSINESS OFFICE........ccoooiiiiieeecee HAB 510 e O/A
C-STEP .. WSB 3. O/A, TUTOR, COMPUTER ASST
CAREER ADVISING.......cocoeoiireieeneeeeneeene HAB 705......o e O/A
CAS CONFERENCE CENTER.......cccccecviiiiine SUB B3.......ccoevieinn O/A, ASST ELDERHOSTEL COORDINATOR
CENTER FOR STUDENT DEVELOPMENT .... SUB 301L.......coiiiiiiiiiiiieeeee et s O/A
CHEMISTRY ..ot CSB 316.....coeeeereierieereie O/A, LAB ASST., GENERAL HELPER
CHILD FIND ..ot HIGHLAND ...t RESEARCH ASST
CHILDREN'SCENTER........cccooiiiiiiiiieie CCC .. TEACHER'S AIDES
COLLEGE ACTIVITIES .....coiiieiieceereneie SUB 209......cccceiiieiiiiee O/A, INFO BOOTH, CREW, SECURITY,
MEDIA CENTER, GRAPHIC ARTS
COMMENCEMENT ... HAB 503C......ooiiieiiereee e O/A
COMMUNICATIONS........coooiirinirnneneee CSB Bl...cii O/A, LAB ASST
CONTINUING EDUCATION .....coccvrvrieriniennens GRM L. s O/A
COUNSELING CENTER.......ccociiiiire STUDENT HEALTH & COUNSELING CENTER 201................. O/A
CURRICULUM CENTER......ccccoivirireeerreene OMB BLL.....ooiecerreeeerreree e O/A
DEAN'S OFFICE - EDUCATION .......cccoovvinene OMB 105......ciiciie s O/A
DEAN'SOFFICE - LA&S.......ccooviiviii JFT BLA....e e O/A
DEVELOPMENT ..o HAB 510 e s O/A
DISABILITY RESOURCE CENTER................. SUB 205ttt e O/A
ECONOMICS.......cooeerireer s JFET BLA . s O/A
EDUCATION - ADMINISTRATION ................ OMB T01B......ooiiiiiieriereee s O/A
EDUCATION - ELEMENTARY ....ccoviiiiiinne OMB 205.......coo e O/A
EDUCATION - SECONDARY .....cccecveierinrinnen OMB 204.......c.oe e e e O/A
EDUCATIONAL STUDIES.........ccccccvvneerrinnnes OMB 112......o et e O/A
ENGINEERING........cccooiiiiiice REH 103........ccoiiiiiiins O/A, LAB ASST, COMPUTER LAB ASST
ENGLISH ..o JFET 704 O/A
EOP ... HAB40L........ccoovviieiene O/A, PEER COUNSELOR, PEER TUTOR
FAMILY OF NEW PALTZ......ccovieiirirennnes NEW PALTZ....ccooiiiiie CRISIS COUNSELORS
FINANCIAL AID ..o HAB BOS......coic e O/A
FINE & PERFORMING ARTS........cccoenvninnen CT118....iieee e O/A, TECHNICAL ASST, LAB ASST
FOREIGN LANGUAGES..........ccciiiii LC 120, it s O/A
GRADUATE OFFICE.......ccoierieereeeeeeee HAB 804......oieceeeere e O/A

HEALTH CENTER ... SURGE BLDG.......coiiii s O/A



HISTORY ..o JFT O16... e O/A

HONORS PROGRAM .....ccoviiiiieeninieneeeeens CH H L1 O/A
HUDSON VALLEY BLOOD SERVICES......... KGN, POK .. s O/A
HUMAN RESOURCES. .........ccoooiinieenreeenns HAB 203..... e O/A
INSTITUTIONAL RESEARCH ......ccocvcvvirveeene HAB B02........coiiiieeee e RESEARCH ASST
INSTRUCTIONAL MEDIA. ... LC-BA s OPERATOR
LIBRARY ...cooiiiiiiiini STL-M27 ... LIBRARY CLERK
MAIL ROOM .....ccoiireirireeneneeses e HAB 26......ooeeeeeeerceeee e MAIL CLERK
MAINTENANCE ..ot SB BOL ... O/A
MATHEMATICS ..o FOB-E2Z ... s O/A
NEW PALTZ CENTRAL SCHOOLS................. NEW PALTZ...coii s O/A, AIDES
NEW PALTZ YOUTH CENTER........cc.cccvuvnne. NEW PALTZ ........... RECREATION ASST, TUTOR, COUNSELOR
NURSING. ..o VLC 200..... e O/A
PAYROLL ..ot SBB 105 ... O/A
PHILOSOPHY ..o TFT 916, O/A
PHYSICS....ooee s WSB 102 ...t O/A, LAB ASST
POLITICAL SCIENCE ..o JET BLA . e O/A
PRESIDENT'SOFFICE ......ccooieiinerenreeens HAB G0L..... e O/A
PRINT SHOP......cireiicrercneeereeeeeeees HAB BASEMENT ..ot ASSISTANT
PSYCHOLOGY ..o JFT 34 O/A, LAB ASST, RESEARCH ASST
PURCHASING ...t HAB 307 ..t O/A
RECORDS & REGISTRATION .......cccccvinrenene HAB 1. O/A
RECREATION/ATHLETICS.......ccccvineiriiienn EG 200......ccooeeeeresere e O/A, RECREATION ASST

EQUIPMENT SUPERVISOR, ASST ATHLETIC TRAINER,
BUILDING SUPERVISOR, LIFEGUARD

RESIDENCE LIFE ..o CPH 112 ... e O/A
SCHOLARS MENTORSHIP PROGRAM........... FOB-W2.....ceeee et e O/A
SCHOOL OF BUSINESS..........ccoceieeieniirenienne VL C 300 ...ttt nnea O/A
SCHOOL OF SCIENCE & ENGINEERING...... REH 114........ooiiiiieiieneeeeee et s O/A
SOCIOLOGY ...oooviierieeieeenrenie e JFET 516 O/A
STUDENT ACCOUNTS......cooiiiiinenisereeeeeens HAB 210, s O/A
STUDENT TEACHING.......ccooiiiieireeeeeee OMB LO7A ..o O/A
TELECOMMUNICATIONS.......ccooerieeereeenen HAB 35, e s O/A
UCCACINCHEAD START ..o KINGSTON......coiiiririeieneeeee e TUTOR, TEACHER' SAID
ULSTER CO LATCHKEY .....oocviiiiiereere NEW PALTZ ..o, SITE COORDINATORS, ASST
VP - STUDENT AFFAIRS........cccooiiiirinnenne HAB 701 s O/A
WALLKILL HIGH SCHOOL ........ccoevirirrrirne. WALLKILL oo MENTOR, TUTOR

WOMEN'S STUDIES.........cccooiiieeevene e SOUTHSIDE HOUSE.........coooiieieeeeeeeere e O/A
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