	[Work-Study Request and Agreement 2010-2011]
	Office of Career Services and Student Employment



WORK-STUDY REQUESTS ARE DUE BACK TO THE STUDENT EMPLOYMENT OFFICE BY JULY 14th, 2010
 PLEASE NOTE THAT INCOMPLETE FORMS WILL BE RETURNED FOR COMPLETION
BASIC INFORMATION (
	Position Title
	Position Number (Leave Blank)
	Department

	
	
	


Is this a new position? 
    Yes       
No

	Number of Positions to be filled:
	
	For Student Employment Only:
 Job Numbers: _____________________

	JOB DESCRIPTION (

	Please provide a brief job description of day to day duties and tasks. If more space is needed please attach additional paper.

	______________________________________________________________________________

	______________________________________________________________________________

	______________________________________________________________________________

	

	REQUIRED SKILLS/EDUCATION (

	Target Major: ______________________
	GPA: ___________

	Please provide a list of necessary skills, knowledge required (such as Microsoft Office, Photoshop, scuba diving etc).

	______________________________________________________________________________

	____________________________________________________________________________________________________________________________________________________________




Does this position require a student to pass a Motor Vehicle Report for purpose to operate a golf cart on campus?       Yes       
No
	Supervisor’s Name
	Extension/Email

	
	

	Payroll Administrator (if different from above)
	Extension/Email

	
	

	To Apply, students should:

    Call to schedule an appointment     Email to schedule an appointment


Apply in Person                                       Other: ____________________________________
PAY AND WEBTIME ENTRY (

	Expected Pay Rate:_____________________________
	   

	                                                         Min. Wage $7.25

	

	Department Org #
	Web-Time Entry
	Check Dist #

	
	
	


As an authorized Work-Study Supervisor, I understand the requirements and expectations outlined below which relate to employment of students through the Florida Institute of Technology’s Federal Work-Study Program. I agree that I will follow and enforce these requirements and expectations. If this is my first time participating in the Federal Work-Study Program as a supervisor, I certify that I will attend one of the Office of Student Employment Supervisor Training sessions.
1. I have read and understand the Student Employment Supervisor Handbook. I take responsibility for: a) informing staff members in my department/agency about policies and procedures which pertain to their interactions with Work-Study students and b) ensuring that the online handbook is accessible for easy reference.

2. I am aware that the department and I bear the responsibility for hiring, training, supervising and evaluation Work-Study Employees.

3. I understand that students MAY NOT begin working until I have received a Federal Work-Study (FWS) Verification from the Student Employment Office. I understand that any hours that a student works prior to their authorized start date will be billed to the employing department’s budget.

4. I understand that I am required to keep records that certify when a student works. In addition, I understand that it is my responsibility to ensure that the student be paid within one month of the listed pay period.
5. I understand that students may work no more than 20 hours in any week during the academic year, according to University policy. 

6. I acknowledge the role the department and I have in monitoring Work-Study students’ earnings. I have read the policy within the Handbook regarding payment to students who have worked hours exceeding their Work-Study award. I understand students are not permitted to exceed their allotted Federal Work-Study award and that my department/agency is required to pay for any hours that a student works in excess of their award.
7. I am aware that a student may only work during the Fall and Spring semesters of the academic year, including vacation periods and semester breaks. The Academic Year begins on the first day of classes, August 16th, 2010 and ends on the last day of exams May 7th, 2011. Work-Study is not permitted during the summer term. I understand the responsibility of the department to pay student wages earned during any period other than the Academic Year as previously defined.

8. If a Supervisor is in violation by allowing one of their FWS students to begin working prior to their approved start date, exceed their allocation amount or exceed 20 hours per week, the Department Head has the authority to designate that the overage be paid out of the supervisor’s grant funds (where applicable).

9. I understand that I am responsible for directly supervising  the student that I hire. My student employees are not permitted to do “take-home” work, or do work from home, according to federal regulations. In addition, I understand that students are not permitted to work during class times nor are they permitted to do homework while at work and this it is my responsibility as supervisor to enforce these rules.

10. I have read and understand the University Policies, regarding sexual harassment, substance abuse and work related injuries (posted in the Human Resources Office). I take responsibility for informing all staff members in my department/agency about these procedures when necessary with regard to Work-Study employees.

11. I have read and understand the Guidelines for Termination of a Work-Study student as outlined in the Supervisor Handbook.

12. I understand that violations of any guidelines set forth in the Student Employment Handbook could result in Work-Study privileges being revoked during the next academic year.

I have read, understand and will comply with all the Student Employment Handbook. I understand failure to comply with policies and procedures will result in suspension and/or termination of my participation in the FWS student hiring.
Department _____________________________________________________________ Phone # _________________________

Printed Name ___________________________________________________________  Email ___________________________

Signature ________________________________________________________________ Date ___________________________

Department Head Signature _________________________________________________ Date ___________________________
	For Student Employment Use Only
	Date Received______________   | Approval Date _____________



