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INTRODUCTION

This handbook is designed to be a guide to students and employees in the Federal Work-Study Program.  If there are questions regarding any of the information contained in this handbook, contact the director of financial aid for assistance at 847-866-3987, room 307.

Financial aid program descriptions and guidelines are subject to change at any time as a result of new or amended state or federal legislation or changes in seminary policies.

Garrett-Evangelical Theological Seminary complies with all applicable state and federal nondiscrimination laws and regulations in the administration of its programs.
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Federal Work-Study Guidelines

Work-study is part of the financial aid award package, allowing a student to earn money during the academic year to help fund their educational expenses.  Features of the Federal Work-Study Program are:

· Students are awarded a gross dollar amount to be earned during the academic year.  The Federal Government pays a percentage of the student’s salary and the department or agency pays the balance.

· Students must be accepted for enrollment in an eligible program for the purpose of obtaining a degree.

· Students must be citizens or permanent residents of the United States.

· Students must be in good academic standing while employed in the program.

· Students can work a maximum of 20 hours/week when classes are in session and 40 hours/week during vacation and intersession periods.  Students must work a minimum of 10 hours/week.

· Duties performed must not be directly involved in religious or political activities.

· Positions for Federal Work-Study students may not displace regular employees.

Student Employee Responsibilities

· Participate in the job search.  Job descriptions are posted on the campus web site and the financial aid bulletin board.  It is the student’s responsibility to contact employers about posted positions.  An interview is part of the job search.  Be prepared to provide potential employers with your proposed class schedule.  Students applying for a previous position must also undergo the interviewing process and complete required paperwork.  

· Hours of employment are arranged with the employer.  While classes are in session, a student may not work more than the contracted hours.  Once work hours, times, and days are established, it is expected that the student will work all the hours except in the case of emergency or illness.  Absences must be reported to the supervisor.

· Students are expected to remain in the position for the duration of the contract (a minimum of one semester).  Termination of employment must be approved by the supervisor and the director of financial aid, or other financial aid may be jeopardized.  

· After being hired, the student fills out the work-study authorization form (available on the campus web or in the financial aid office), getting the required signatures and making sure appropriate copies are made (one for the supervisor, one for the student, and, for new students, one for the director of financial aid).  If you are new to the seminary work-study program, take the form to the Kathryn Brott, in the business office, where you will complete a federal I-9 form and a W-4 (withholding tax form).  These forms must be on file before a paycheck can be issued.  If you have had a campus job in the past, the form should be taken to the financial aid director.
· Keep an accurate record of hours worked and turn in a time card, signed by the student and the supervisor, to the office of financial aid in accordance with the pay schedule posted in the business office or in the office of financial aid. Students are not paid for sick days, lunch hours, or holidays unless work is performed during these times.  Blank time cards are available in the financial aid office.
· Keep a record of work-study earnings in order not to exceed the work-study award listed on your financial aid award letter.  Students who earn more than their work-study allotment may jeopardize their other forms of financial aid.

· Sometimes students are unable to earn their entire work allotment due to scheduling conflicts, heavy course loads, illness, etc.  If you anticipate financial difficulties because of this, see the director of financial aid to see if an aid revision is possible.  In some case, the work-study allotment can be replaced with a loan.

· Read and understand the FERPA regulation regarding confidentiality of records.  The authorization form requires your signature affirming your acceptance of this regulation.  (See appendix.)

· Report all on-the-job injuries promptly to your supervisor.

· Employment difficulties should be discussed with your supervisor and reported to the director of financial aid.

Supervisor Responsibilities

· Be certain of student employee’s work-study eligibility.

· Sign student’s authorization form, making a copy for your files, one for the student, and one to be sent to the financial aid office if the student is new to the work-study program.  
· Make sure that students new to the work-study program take the original authorization form to the payroll coordinator and fill out the I-9 and W-4 forms required before time card payments can begin.  Students who have been previously employed at the seminary should take the original of the form to the director of financial aid.
· Provide student employees with complete written job descriptions.  Provide training and orientation.  Make certain that the student reads and understands the FERPA ruling on confidentiality of records (see Appendix).

· Complete formal and informal performance evaluations.  A supervisor who is dissatisfied with a student employee’s performance should inform the worker and help him/her improve.  If the supervisor then wishes to terminate the student’s employment, s/he should inform the student and the financial aid office in writing.  The student should be sent to the financial aid office to discuss adjustments to the financial aid award package.

· Verify hours on student’s time card before signing.  See that student employees turn in a time card each week.  Monitor student’s cumulative earnings, which must not exceed the student’s total work-study award.  When a student has reached the award limit, employment must either cease or be paid entirely from the department budget.

· Students are paid according to the following rate categories:

$9.00/hour – base pay for most departmental positions

$11.00/hour – Limited to students who supervise other students or to students with equivalent responsibilities, with the concurrence of the director of financial aid.

A department may pay a student at a higher rate of pay if the position is of limited duration, such as special mailings, short-term projects, or phonathon periods.   If a department wishes to employ a student at a rate higher than listed, the rate may not exceed $11.00/hour, and the director of financial aid must be consulted.

· Students so not automatically receive a pay raise when returning to a position.  A raise is at the discretion of the department based on the department’s budget and the student’s job performance.

· Report all job-related injuries promptly to the business office.  Inform the financial aid office of any employment difficulties.

· Inform the financial aid office of all job openings.  If a department wishes to hire a student for a newly created position, a job description and pay rate must be submitted to the financial aid office before the position is offered.

Frequently Asked Questions about Federal Work-Study

Q.
Am I guaranteed the work-study money that is listed on my financial aid award letter?

A.
The dollar amount listed on your award letter represents the amount of funds available for you to earn.  You may not surpass this amount during the academic year.  Students need to work with their employer to schedule enough hours to reach their earnings maximum.  The average student works 10 hours per week.  Students may not exceed 20 hours per week.

Q.
What is the earnings limit?

A.
The earnings limit is the maximum amount that may be earned by the student during the academic year.  The employer and student should compute how many hours a student is able to work at his/her wage rate in order to achieve, but not exceed, this limit.  Any funds not earned at the end of the academic year are forfeited and do not carry over to the next year.  If the student exceeds the earnings limit, the financial aid package for the following year may be affected.  Students should be aware that their earnings limit might decrease during the academic year as a result of the receipt of outside resources.  The student will be notified if an award is adjusted.
Q.
What if I do not accept a work-study job as part of my financial aid package?

A.
The rest of the financial aid is not affected.  In some cases the work-study award can be converted to a loan.

Q.
If I decide to reject my work-study, can I do it for just one semester?

A.
Yes, although job availability cannot be assured later in the year.

Q.
If I have a work-study job, will the earnings from a non-work-study job be monitored?

A.
For the majority of students the answer is no.  However, if a student has significant earnings, they may be considered as an additional resource and may affect your aid eligibility for the next academic year.

Q.
Can I work more than one work-study job?

A.
This practice is discouraged, as the student’s primary responsibility is to concentrate on school work.  On a case-by-case basis a student may submit a written request to the director of financial aid for consideration for an additional position.  This request must include the reason for wanting/needing two jobs, indicate which positions they are, the wages and hours of each, and your total work-study allotment.  You may still work only a maximum of 20 hours/week between the two jobs.

Q.
May I work during vacations/breaks?

A.
Students may work if they remain on campus during break times.  However, income earned during these vacation periods count towards the student’s work-study earning limit.  Students may not work more than 40 hours per week during break periods.

Q.
How do I get paid?

A.
Follow the pay schedule provided on the campusweb – this is also available in the Business Office and the office of financial aid.
Q.
Will I be taxed on my earnings?

A.
Yes, income earned through the Federal Work-Study Program is taxable.  Therefore, each student must complete state and federal withholding forms and include their earnings on appropriate tax returns.  Social Security is withheld only when students work during the summer.
Q.
What do I need to do if I want to change jobs?

A.
First, you must give your current employer adequate notice (e.g. two weeks).  The Director of Financial Aid must be notified whenever there is a change in employment.
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1. FERPA ruling

2. Drug-Free Workplace

3. Sample authorization form
Garrett-Evangelical Theological Seminary

Statement of Understanding of the

Family Educational Rights & Privacy Act

Garrett-Evangelical complies with the Family Educational Rights and Privacy Act of 1974.  The expectation is that information about students is protected and released only if classified as directory information. 

 Items classified as public information:
 1.
Name of student

 2.
Name of student spouse

 3.
Photograph of student






 4.

Local address



 5.
Local telephone number



  7.

Degree for which registered

 8.

Confirmation of student current status

 9.

Place of birth







10.

Dates of attendance

11.

Degrees and academic awards received

12.

Most recent college attended, and degrees awarded

13.

E-mail address & net id

Drug-Free Workplace





In order to demonstrate compliance with regulations required by the federal government concerning a drug-free workplace, the seminary has certified to the government and hereby notifies all employees of the following:







a.

That the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in the seminary workplace.







b.

That, as a condition of employment, all employees agree to abide by the terms of this statement (item a), and agree to notify the seminary of any criminal drug statute conviction for a violation occurring in the workplace no later than five days after such conviction.







c.

That the following actions will be taken within 30 days for violation of this prohibition:









1)

Appropriate personnel action, up to and including termination of employment and/or

2)
Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a federal, state, or local health, law enforcement, or other appropriate agency.


d.
That information concerning a drug-free workplace will be shared with employees at least one time during each fiscal year and will include:









1)

The seminary policy of maintaining a drug-free workplace.

2)
The penalties that may be imposed upon employees for drug abuse violation occurring in the workplace.
3)
Other matters, as deemed necessary in a given year, concerning the dangers of drug abuse in the workplace, and/or available drug counseling, rehabilitation, and employee assistance programs.

Federal Work-Study Authorization Form 

Student Section:

Name______________________________________________    Soc. Sec. # ______________________  

Current address_________________________________________    Tel: _________________________

______________________________________________________       G-ETS ID __________________

Citizenship __________________________________               US Permanent Resident  ___yes   ___no

Federal work-study awarded for academic year 2007-2008_________________

************************************************************************************

Supervisor Section:

Dept ______________________________        Supervisor’s name _________________________________   

Dept account # _______________________      Student’s Job Title _________________________________
Contract dates _____________________________      Wage/hour ___________  Hours/week____________

Student Certification:

I agree to accept employment in the department named above for the title and wage stated.  I understand that I will be expected to perform my duties in a responsible manner and to comply with the requirements of the job and the instructions of my supervisor. I further understand that my employment is contingent upon satisfactory job performance and that I may be removed from my position and from the Federal Work-Study program if I do not meet minimum standards.  I have read and understand the FERPA ruling regarding confidentiality of information.  I understand that violation of this regulation may constitute a basis for termination of my employment and/or termination of my student status.  I will accurately record my work hours on a time sheet and will maintain a record of my earnings in order not to exceed my limit.

_____________________________________________________________________________________

Student Signature                                                                                                                Date

Supervisor Certification:

I agree to hire the above-named student for the title and wage stated and under the conditions described above.  I will supervise the work performed and I will be responsible for signing and forwarding the work-study employee time record to the financial aid office.  I will also be responsible for maintaining a record of student earnings and may not pay students beyond their earnings limit.  I understand that participation in the program is contingent upon satisfactory compliance with the policies and procedures outlined in the work-study handbook.  I further understand that any violation of those procedures may jeopardize this department’s participation in the program.

_____________________________________________________________________________________

Supervisor Signature                                                                                                            Date

The student and supervisor should each retain a copy of this completed form for their records.  A copy must be forwarded by the supervisor to the financial aid office.  Students new to the seminary work-study program must return this form to the payroll coordinator and fill out any required documents before a paycheck will be released. 
