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Introduction
This handbook is designed to provide supervisors of Student employees with the policies and procedures of the Community Service Federal Work-Study Program. It has been compiled to answer questions which are often asked by supervisors and to stress important procedures regarding the employment of Federal Work-Study students. Although the information contained herein is in effect at the time of publication, future changes in policies may become necessary. When such changes occur, all active CS FWS student employees and their supervisors will be notified in writing.

Community Service Agency Eligibility  
How is Community Service (CS) defined? 

Community services are defined as services that are identified by an institution of higher education through formal or informal consultation with local nonprofit, governmental, and community-based organizations, as designed to improve the quality of life for community residents, particularly low-income individuals, or to solve particular problems related to their needs. They include, among others:
· fields such as health care, child care, literacy training, education
(including tutorial services), welfare, social services,
transportation, housing and neighborhood improvement, public
safety, crime prevention and control, recreation, rural
development, and community improvement;
· Support services to students with disabilities; and
· Activities in which a student serves as a mentor for such purposes
as tutoring, supporting educational and recreational activities, and
counseling, including career counseling.

Nonprofit organizations must demonstrate their nonprofit status, as defined by state or federal law. Examples of nonprofit organizations include:
· child care centers
· nonprofit schools
· nonprofit health centers
· nonprofit mental health facilities and halfway houses
· shelters
· nonprofit drug abuse centers
· higher education institutions
· conservation corps
· nonprofit camps
Public agencies are also eligible off-campus employers. These include municipal or county offices, state government agencies, and federal departments (other than the U.S. Department of Education).

Ineligible Position Types

 Although the following jobs may be in the nonprofit sector, they are not considered in the public interest, and FWS funds may not be used to pay students employed in them:


· Jobs that primarily benefit the members of an organization that
has membership limits, such as a credit union, a fraternal or
religious order, or a cooperative
· Jobs involving any partisan or nonpartisan political activity or
association with a faction in an election for public or party office
·  Jobs working for an elected official, unless the official is
responsible for the regular administration of federal, state, or local
government
· Jobs working as a political aide for any elected official
· Jobs that consider the student's political affiliation for hiring purposes
· Jobs that involve lobbying on the federal, state, or local level
Student Eligibility and Requirements
Students DO NOT automatically qualify for Federal Work-Study eligibility:

· Students must be U.S. citizens or permanent residents and be matriculated in the university. 
· Only students who receive Federal Work-Study in their Financial Aid packages are eligible for assigned work-study positions. Students must file an institution- approved FAFSA (Free Application for Federal Student Aid) form by the deadline set by the Office of Financial Assistance. A student’s eligibility to work in the FWS program invariably changes from year to year. Students must re-apply for financial aid each academic year. Questions concerning eligibility should be addressed to a Financial Aid counselor.
· Students must maintain full-time enrollment and maintain a 2.0 GPA at Florida Tech while employed as a work-study student.

Hiring Process for Community Service Supervisors

Step 1 – Supervisor Manual, Work-Study Job Request and Federal Work-Study Community Service Program Agreement (contract)

At the beginning of the summer (May-June) a representative from the Office of Student Employment will begin correspondence with returning and prospective Community Service agencies. Agencies will be sent a letter asking for new or continued participation along with a Work-Study Job Request form and a Federal Work-Study Community Service Program Agreement. Agency representatives will also be asked to read the Community Service FWS Supervisor Manual which contains important policies and procedures of the program. 
Once the Handbook has been read, all prospective agencies must submit one Work-Study Job Request for each different type of position. Each job request will be reviewed by the Office of Student Employment and either denied or approved based on the appropriateness of the job description of each of the positions.  Please note: The Agency may not hire FWS CS employees to replace regular Agency employees. FWS CS employees should be working in support positions only. 
In addition to the Job Request, all agencies interested in hiring FWS students must also complete the Federal Work-Study Community Service Program Agreement each Academic Year that they participate. This contract outlines policies, procedures and Supervisor obligations, including contract dates and pay rates. A signature denotes that the policies listed on the contract and within the Supervisor Manual are understood and agreed upon.

If your positions require that students complete any applications or require that we give them any additional documents that may not be included in the job description (such as strict dress code information or fingerprinting requirement information), please also supply our office with copies of those documents for disbursement.
All completed documents should be mailed to the Student Employment Office for processing and approval. Please keep in mind that agencies will not be permitted to hire students through the work-study program without both a Job Request and Participation Agreement on file in the Student Employment Office for the current academic year.

Once your positions have been approved, you will be mailed or emailed a calendar which lists timesheet due dates and paycheck availability dates for the entire academic year. This should be used to ensure that timesheets are turned in on time.
  Step 2 – Hiring Students

As early as one week before the Fall semester begins, students will begin to come to the Student Employment office to look for work-study positions. After completing the necessary paperwork, students will be given access to a list of all available work-study positions (on-campus and Community Service). If the student is interested in a Community Service position, we will give them the necessary contact information for that position, any additional documentation that the agency requires and a “Schedule A” document (see example below):
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The student will then contact the agency that they are interested in via the application instructions/contact info listed on the job request form. Agencies may interview or select to hire any student that meets their requirements, however, please do not allow students to interview without the Schedule A.  If they do not have a Schedule A refer them to the Florida Tech Student Employment Office. The Schedule A will be partially completed by this office. We will fill in the student ID #, Agency name, maximum $ earnings and maximum hours per week. If you choose to hire the student, you must complete the remainder of the Schedule A form. Once the form is completed, please give it to the student to return to the Student Employment Office.
Once the Schedule A has been returned to the Student Employment Office, an FWS Verification of Employment will be sent to you (via e-mail or mail if no email address is available). This will tell you when your new employee may begin working and the maximum amount ($) the student may earn through the program. Students may not begin working until you have received this verification document. 

Timesheets, Payroll and Paychecks
Though the students are working at an off-campus agency, they are considered employees of Florida Institute of Technology and are, in turn, paid by Florida Tech. The Student Employment Office is responsible for submitting payroll for those students working at an off-campus Community service agency.

Once the students return the Schedule A to our office they will be given a set of timesheets. The designated agency representative (supervisor) is then responsible for keeping accurate records of when the student works (using these timesheets). 
Timesheets are due to the Student Employment office at the end of each pay period by the designated due date (as indicated on the timesheet by a darker shaded date column, in a Due Date box toward the bottom of the timesheet and on the Due Date Calendar). On or before the due date, the supervisor must place the timesheet in a SIGNED & SEALED envelope and give it to the student to hand-deliver to Student Employment Office. The timesheet may be faxed to the Student Employment Office if the original will not be delivered in time. Hours may not be e-mailed or called in. The Student Employment Office MUST have written verification, by both the designated agency representative and the student, of the hours worked before we can submit them for payment. Whichever method you choose (physical drop-off or fax), you must remember two very important things:

1.
Timesheets, in the signed and sealed envelope must be turned in by the due date listed on the timesheet & calendar. If the timesheet is turned in late, the student will be compensated for these late hours on the next payroll.

2.
If you faxed the student’s timesheet, the original, signed (by both employee and supervisor) timesheet (in a signed and sealed envelope) must be turned in to the Student Employment Office within one week of the due date, if not on the due date).

Since hours are typically due before the end of a pay period, you will be required to estimate the number of hours that the student will work on the day(s) after the timesheet/hours are due. If you incorrectly estimate, we may make adjustments on the next timesheet.

Additionally, please keep the following guidelines in mind when completing timesheets: 

· Timesheets should be filled out every day worked, with the amount of hours worked in 15 minute increments (i.e. - .00, .25, .50, and .75 – Always round up to the nearest ¼ hour). 

· Timesheets should be completed in blue or black ink and signed by both supervisor and employee before sending to Student Employment office. 


Web Time Entry – In addition to completing timesheets, Community Service students are also required by the Florida Tech Controller’s Office to complete an online timesheet through a system called “PAWS”:

· The student “logs on” to a secure area and enters in their worked hours (using their signed paper timesheet as a reference for accuracy) and then electronically submits them to an “Approver” (a Student Employment Staff member) by the advertised deadline.

· Then, the timesheet should be delivered or faxed to the Student Employment Office by the deadline. 

· The “Approver” will then use the paper timesheet to approve the online hours and submit them to the Payroll Department for payment. 

Community Service FWS employees will be trained these procedures at the beginning of their employment and will be required to utilize this system, in addition to the paper timesheets, in order to receive a paycheck. However, Community Service Agency Representatives are only responsible for the provided paper timesheets. As the Student Employment Office is responsible for Community Service students’ payroll, yet are not at the job site to verify hours worked, we must have verification (via signature) from the selected Agency representative before approving a student’s online hours. Please submit paper timesheets by the deadlines to ensure that your student employees receive payment for hours worked on time.
If the student has turned in their hours on time, their paycheck will be available the following Friday after 9am in the Student Employment office (please see your Off-campus calendar for exceptions around certain holidays). Alternatively, they may register for Direct Deposit. This is highly recommended. 

Allotment and Payment of Award

· Students who are awarded FWS money are given an “allocation amount”. This amount varies based on each individual’s Financial Aid package. The student has the opportunity to earn up to that amount but not in excess of that amount. For off-campus positions, the student and agency along with the Student Employment Office are responsible for ensuring that the student DOES NOT exceed this allocation amount. Any hours worked over the student’s allotment are billed to the employing agency (Please refer to your Participation Agreement for details). The Student Employment Office will notify the agency and the student when the allocation amount is getting low.
· The program provides for payment on an hourly rate basis only. Fringe benefits such as sick days, holiday pay, vacation pay and overtime are not provided.

· The Federal Work-Study award period for an academic year begins on the first day of classes of the Fall semester. The remaining balance at the end of the academic year (last day of Spring term) will be forfeited by the student.
· The student will be paid at least the current federal minimum wage that is in effect at the time of employment. The FL minimum wage may increase on January 1st of each year with the rate of inflation. Please refer to your Participation Agreement for the current rate of pay for FWS Community Service employees
· Students are paid bi-weekly in accordance with the Florida Tech payroll schedule (set by the Controller’s Office).

· Students MAY NOT exceed 20 hours per week and may not accumulate hours from one pay period to the next.

Supervision
Per federal regulations, all Federal Work-Study students must be supervised by a designated, permanent staff member at the agency. The supervisor is considered to be the entity that will control and direct the work of the FWS students – supervising them at the work site, regulating hours of work and ensuring that they perform their duties properly. The supervisor must sign all forms and approve all timesheets. Although supervisors are not required to monitor every moment of a student’s work progress, the supervisor must be present or within the immediate vicinity of the FWS students in order to monitor and review their job performance. Take home work is not permitted and students are not permitted to do home work while on the job. If you have no work for them to do, they should time out. 
Student Files and Personal Information

The Student Employment Office maintains a master file for each federal work-study student. All original documents pertaining to work-study employees, such as reprimands, terminations, evaluations and reviews, should be sent to the Student Employment office to be placed in the student’s file. If you choose to keep a file for your FWS CS students, it is imperative, due to confidentiality laws, that all documents that include ANY student employee personal information (including social security #, birth date, phone number and address) be shredded prior to disposal. Please shred any materials that include student employee personal information before discarding.

Terminating the Employment of an FWS CS student
There will be times when the relationship between the student employee and the employer does not work. This happens in all forms of employment. However, when situations like this occur in the Federal Work-Study program we need to remember that the primary goal of the FWS program is Student Development. Both the employer and the employee share the responsibility of addressing problems, which may occur during the course of the student’s employment.

Guidelines for Dealing with Employee/Employer Conflict

1. Address minor concerns before they become major problems.

2. Review work schedule, job responsibilities, duties and expectations. Make sure they are clear.

3. Offer the student suggestions on how he/she may improve performance and establish a fair and equitable time period for correcting the problem. 
4. If assistance in resolving conflicts is required, employers and/or employees may contact the Student Employment Office.
Steps for Termination 

If the student continues to perform in an unsatisfactory manner and an effort has been made to correct the problem, the student employee may be terminated the agency.
1. Document all encounters with the student and all attempts made to correct the problem.

2. The Student Employment Office must be notified in writing so that the student may be counseled and placed in a more appropriate work environment. A Termination form must be completed, signed by both parties and submitted to the Student Employment office. Contact the Student Employment Office and a Termination form will be sent to you.
3. The student MUST be informed of a termination. They must be contacted in person or by telephone and must have the reason for their termination explained to them. E-mail notification of termination is only acceptable if the student is unreachable in any other capacity (in person or telephone).
4. The Student Employment Office utilizes a “3 Strike” Policy with regard to student employee terminations. If the termination was due to misbehavior or dissatisfaction on behalf of the employer, the student will be put on probation. Depending on the circumstances of the termination and potential attempts to resolve the issues, the student may seek employment elsewhere. However, the Termination form from the previous job will be filed in the student’s record and the new employer will be informed of the termination circumstances and of the student’s probation. If in the event the 2nd employment relationship is not satisfactory, the student’s file will be reviewed and the Student Employment office will make a decision on whether or not a 3rd job may be taken. 
Grounds for Immediate Termination
1. Falsification of timesheets

2. Breach of Confidentiality

3. Theft

4. Gross resulting in serious injury of property, person, or public relations

5. Physical violence or obscene language when dealing with the public or other members of the Florida Tech or Agency community

6. Being under the influence of drugs or alcohol while on duty

7. GPA - Students must maintain “Good” academic standing in order to maintain employment (Monitored by Florida Tech Financial Aid Office)
8. Changes in Financial Aid - If a student’s Financial Aid package changes and FWS is cancelled, the student and supervisor will be contacted immediately and the student MUST stop working

 Billing and Agency Reimbursement Responsibilities
Each participating Community Service agency is responsible for a certain percentage of the students’ hourly wages. As explained in the required Participation Agreement, the employing agency is responsible for 25% of the students’ hourly wage plus a 15% administration fee. The billing for these percentages is done on a monthly basis. Each month, a billing invoice will be sent to the agency listing each day that the student(s) worked (based on the timesheets), the number of hours worked each day and the total number of hours for that billing cycle. The invoice will list the total amount due from the employer and the due date. 
Tutoring Positions

100% of the students’ wages will be paid by the federal government if the Federal Work-Study employee is performing one of the following duties:

· Employed as a reading tutor for preschool-age children or elementary school children

· Performing family literacy activities in a family literacy project that provides services to   families with preschool-age children or elementary school children

· Employed as a mathematics tutor for children in elementary school or middle school

Federal Work-Study Deadline

Each semester (Fall and Spring) there is a deadline set for students to accept their work-study award, complete all necessary paperwork and locate and secure a FWS position. The Fall deadline is in mid-October and hiring will resume on the first day of classes in the Spring semester. The Spring deadline is in mid-February. We make every effort to abide by these deadlines, however, exceptions can be made for Community Service positions.
Evaluations
At the end of the each academic year, Community Service agencies are required to complete a performance evaluation for each of their FWS CS student employees. An evaluation form will be emailed to all participating supervisors toward the end of the Spring semester (April). Completed evaluations should be mailed to the Student Employment Office.
If you have any questions or concerns regarding the Community Service Federal Work-Study program please contact the Student Employment Office:
Florida Institute of Technology

Office of Student Employment

Keuper Administration Building Room #210

150 W. University Blvd.

Melbourne, FL 32901

Kristiana Henkel

Student Employment Coordinator
(321) 674-8846

khenkel@fit.edu
Fax # (321) 674-8065[image: image3.png]
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