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Glossary of Terms
Academic Year: Spans the first day of Autumn Quarter and ends the last day of Spring Quarter
EIN: Employer Identification Number
IRS: Internal Revenue Service
SPU: Seattle Pacific University
STEM: Science, Technology, Engineering, and Mathematics
Summer A: From the day after the Academic Year ends until June 30
Summer B: From July 1% until the day before the Academic Year begins
SWS: State Work Study
UBI: Unified Business Identifier Number
WSAC: Washington Student Achievement Council



Overview of the State Work Study Program
The SWS Program gives students with financial aid an opportunity to earn money to help pay for
college expenses as well as give them valuable experience in career fields they are interested in.
Employers who participate in the program by employing students receive reimbursement for a
percentage of the students’ wages.

Money earned through the SWS Program allows students to pay for their education currently,
limiting their need to borrow money and incur more debt. Because the employer pays a portion
of student wages, the state’s financial aid funds can be distributed more widely, making higher
education available to more Washington residents.

In addition to the above benefits of participating in the program, national studies suggest that
students who work up to 20 hours per week while in college manage their time better, are less
likely to drop out, and place a higher value on their education.

Any questions about the SWS Program should be directed to the Student Employment
Coordinator at SPU or the WSAC SWS Program.

Contact Information
Student Employment Coordinator
Seattle Pacific University
Danielle Richmond
3307 Third Avenue West
Suite 114
Seattle, WA 98119-1992
Phone: (206) 281-2047

Email: ose@spu.edu
Website: spu.edu/studentjobs

Washington Student Achievement Council
State Work Study Program

917 Lakeridge Way SW

PO Box 43430

Olympia, WA 98504-3430

Phone: (360) 753-7800

Email: sws@wsac.wa.gov

Website: wsac.wa.gov/Employers

When calling or writing the WSAC, please have the following available: Your IRS Federal
Identification Number, the student's name, and the name of the student's school.


mailto:ose@spu.edu
http://www.spu.edu/studentjobs
mailto:sws@wsac.wa.gov
http://www.wsac.wa.gov/Employers

Eligibility Criteria

Employer Eligibility
Eligible employers for SWS include government agencies, for-profit corporations, small
businesses, and non-profit organizations. However, the state constitution prevents any business
or organization involved in or with a controlling interest in political or religious activity from
participating in the program.

Interested employers should complete a Contract, Business Profile, and Job Description in order

to determine if they are eligible for SWS funding. In some cases, the WSAC may request that the
employer fill out a “Religious Affiliation Questionnaire” to determine if the employer is
religiously affiliated.

In selecting employer participants, SPU reviews the:

e Nature of the position;

e Organization's compatibility with the school's role and mission; and

e Work environment to ensure that it promotes a positive learning experience.

In addition, SPU requires that the position will:

e Not displace regular workers or impair existing contracts;

e Give students the opportunity to explore or gain experience in a career interest; and,
e Be adequately supervised.

SPU must also ensure that each position directly relates to a specific course of study within the
university and that the position will provide educational benefits to a student.

To qualify for reimbursement, an employer must hire a college student who is eligible to
participate in the SWS program and has received an SWS Statement of Eligibility from SPU.
However, SPU encourages employers to hire non-work study eligible students as well as each
organization is able.

Student Eligibility
In order for a student to be eligible to participate in the SWS program, they must be a
Washington State resident. According to the State Constitution, students with declared
theology majors/minors unfortunately are not eligible to participate in the SWS Program.
Additionally, an undergraduate student must be enrolled in at least 6 credits (half time) during
each quarter worked in the academic year. Graduate students must be enrolled in at least 3
credits to be eligible.

A student must apply for financial aid each year in order to receive consideration for the work
study program. The student’s continuation in the program depends on the extent of his/her
financial need and the availability of work study funding. SWS funding will be stopped once the
student has earned the amount authorized on the SWS Statement of Eligibility (based on gross



State

earnings) or when the student is no longer eligible to participate in the work study program (e.g.
student drops below half-time, is not in good academic standing, withdraws from SPU, or
declares a major or minor in the School of Theology).

Enrolled students are expected to satisfactorily complete a minimum number of credits each
quarter. The number of credits which must be satisfactorily completed will be based on the
student’s enrollment status.

Undergraduate Students

Full-Time 12 or more credits
Three Quarter-Time 9-11 credits
Half-Time 6-8 credits

How do | know if a student is eligible?

Many students will identify themselves as eligible when they contact employers to inquire about
a job. To ensure that they are in fact eligible, employers should ask them to bring their SWS
Statement of Eligibility to their interview. This is automatically emailed to them if they are
eligible to receive these funds. Questions regarding this should be directed to the Student
Employer Coordinator at SPU.

Work Study Employer Policies, Procedures, and Paperwork

How do | sign up for the program?

Contact SPU to receive an Employer Contract, Business Profile, and Student Job Description
form, or go to the WSAC website. Fill out the Contract and Business Profile, and then write a Job
Description for each position. Send the completed forms back to SPU.

How long does the contractual period run?

The contract year runs from July 1 until June 30. Renewal is required each year. If you want to
hire a student for the summer only, beginning before July 1, you will need to sign a Contract for
the current year ending June 30.

Who signs the Contract in my organization?
The individual who is authorized to approve expenditures should sign the Contract. The
authorizing signature indicates compliance with all provisions of the Contract.

Do all the colleges and universities in the state follow the same procedures?

In general, they follow the same procedures, although some differences exist. Public schools
directly handle Contracts and reimbursement checks. Due to state constitutional requirements,
the WSAC issues checks and approves Contracts for independent colleges and universities. Each
school will have a set of operating procedures and guidelines. Some rules may be unique to each
school. If you have questions, call SPU to verify its procedures.


http://www.wsac.wa.gov/ProgramAdministration/FinancialAid/WorkStudy

Employer Contract and Business Profile
The SWS Contract outlines employer responsibilities and the rules for claiming reimbursement.
The Contract should be reviewed by the student’s supervisor, the payroll specialist, and anyone
else involved in the SWS program at the organization.

Employers will need to renew their Contracts every new state fiscal year for which they want to
continue employing students and receiving SWS funds. The WSAC will send employers a letter
every May with instructions on how to do so. Any questions about the renewal process should
be directed towards them.

Employers should wait to hire students until they receive notification from the WSAC that their
Contract and Job Description(s) have been approved.

Job Descriptions
(See Appendix A: State Work Study Job Description)

There must be a Job Description submitted for each SWS position offered at a
business/organization. It should be submitted to SPU, at which time the Student Employment
Coordinator, along with the WSAC, will approve the position before a SWS student employee
can be hired. Note: Job Descriptions are school specific, so employers must submit one to each
school they are interested in hiring from.

Employers should wait to hire students until they receive notification from the WSAC that their
Contract and Job Description(s) have been approved.

Even if there is more than one student employee in a position, only one Job Description is
needed for that position. Employers will need to make sure that the pay rate for each student
employee, however, falls into the pay rate range listed on the Job Description. If an employer
wants to make any changes to a Job Description, they can contact the Office of Student
Employment, asking for an Employer Information Change Request Form (See Employer
Information Change Request Forms below for more information).

SWS Statement of Eligibility
(See Appendix B: State Work Study Work Statement of Eligibility)

Students who are eligible for SWS funding are automatically emailed a Statement of Eligibility.
Employers should have students bring this to their interview to ensure that a student ineligible
for SWS funding is not hired accidentally.

The SWS Statement of Eligibility includes:

e A statement that the student is eligible for SWS;

e The total amount the student can earn, or the "award amount;" and,
e The eligibility dates.



SWS Report-a-Hire
(See Appendix C: State Work Study Report-a-Hire Example)

Once a student is hired, the employer should go onto SPULink to report the hire to SPU’s
Student Financial Services. This must occur before reimbursement for timesheets can be given
to the employer. If SPU does not receive this electronic Report-a-Hire, any hours worked (and
respective earnings) will be considered non-work study and will not be reimbursed.

A supervisor must complete the Report-a-Hire in SPULink at the beginning of each academic
year as well as at the beginning of the summer if the student is working during those times. This
is true for all students, even those continuing in the same position.

State Work Study Agreement
(See Appendix D: State Work Study Agreement)

Each year, employers must complete a new State Work Study Agreement with SPU. This is an
acknowledgement and agreement by the organization to adhere to the conditions of
employment such as timesheet submission deadlines and student enrollment. Timesheets
submitted will not be reimbursed until this agreement is signed and returned to SPU. Employers
who hire multiple students only need to complete one agreement per fiscal year.

Employer Information Change Request Forms
(See Appendix E: Employer Information Change Request Form)

Employer Information Change Request Forms can be used to change information that has been
submitted to the WSAC. Basic information such as business or organization name, phone
number, business address, pay rate range, and Job Descriptions can be updated by the

submission of this form to SPU.

An employer can contact the WSAC SWS program at 360-753-7861 or sws@wsac.wa.gov to
update their Employer Identification Number (EIN), Unified Business Identifier Number (UBI),
job title, and/or Job Description duties.

Terms of Employment

Hours
SWS students may only work an average of 19 hours per week during the academic year. If an
employer pays students for hours worked beyond this maximum, unfortunately, SPU cannot
process wage reimbursement for any hours beyond 19 hours per week. Students can, however,
work up to 40 hours per week during holidays and breaks, as long as they are not enrolled in
half-time or more credits; employers will be reimbursed the usual percentage for these hours.
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Student Allotted Funding
SWS funding will be stopped once the student has earned the amount authorized on the
Statement of Eligibility (based on gross earnings) or when the student is no longer eligible to
participate in the work study program (e.g. student drops below half-time, is not in good
academic standing, withdraws from SPU, or declares a major or minor in the School of
Theology).

Students are awarded a separate allocation for each Academic Year, Summer A, and Summer B
based on their financial need and available State Work Study funding. In the 2015-2016 year,
most students were allocated $4,500 for Academic Year, $4,000 for Summer A, and $1,250 for
Summer B. A student’s financial aid award, including work study funding, is based on
demonstrated financial need and is subject to change if new information is submitted to SPU.
Please contact SPU if you have any questions about a student’s eligibility for a particular period.

It is the responsibility of both the student and the supervisor to monitor the student’s earnings
to ensure that he/she does not exceed the authorized amount. If a student is approaching their
authorized amount before the end of the academic year or summer, contact SPU’s Student
Financial Services to see if additional funding has become available.

Rate of Pay
Students must be paid on an hourly basis at a rate comparable to the entry-level rate for regular
employees performing similar duties within the organization. A percentage of the student’s
gross wages will be reimbursed, as determined by SPU’s Office of Student Employment and
indicated on the approved Job Description. Currently, the percentages are assigned as follows:
For-profit employers: 40%
Government Agencies/Public Institutions: 60%
Non-Profit Agencies: 70%
STEM Employers: 70%
Note: Reimbursement rates are subject to change by the State

Student Wages Frequently Asked Questions
If | have no other workers who are performing this kind of work, how do | determine a fair
wage?
The pay rate should be appropriate within the context of your pay schedule. Consider major
duties and responsibilities, level of tasks and duties, distinguishing characteristics, typical work,
judgment required, and the skills and knowledge required to do the job.

Can | pay student employees on a commission basis?

No. The terms of the Contract require you to set an hourly wage for the duties performed. If
your organization pays workers by commission, bonus, or other special compensation, in
addition to an hourly wage, you will be reimbursed for only the agreed upon percentage of the
hourly wage.



Can | pay a student in cash?
No. The rules of the program require that you pay by check or direct deposit and keep accurate
records for proof of payment.

Can | offer room and board or other goods or services in exchange for hours worked?

No. The student must be paid an hourly wage for hours worked.

What do | do if a student receives a pay raise?

Contact the Office of Student Employment with the effective date of the new pay rate. If the
pay rate exceeds the pay rate range submitted to the WSAC on the Job Description, an Employer
Information Change Request Form must be submitted.

Can | give student employees benefits?

Employers will pay students the employer share of any required employee benefits, such as
Federal Withholding Tax, Workers' Compensation, Federal Social Security Taxes, and State and
Federal unemployment taxes. They may offer optional employer-sponsored benefits, although it
is not required. Employers will not be reimbursed for these optional benefits.

What is the best way to monitor student earnings?

The best way to ensure that you will be reimbursed for each timesheet is to monitor student
earnings. Keep track of the total eligibility amount and the gross amount earned, not just the
employer share. Encourage the student to keep records too. When the student has earned most
of the award amount, the student can check with the school to determine eligibility for an
increased award. If the student is not eligible for additional SWS funds, the student must stop
work. Of course, an employer may choose to continue to employ the student, although they will
not be reimbursed for amounts in excess of the amount awarded.

When should timesheets be submitted?

Employees should submit timesheets to the Office of Student Employment at SPU as often as
the student gets paid and are advised to keep a copy for their records. In order to claim
reimbursement, timesheets must be submitted within 15 days of the last day of an
organization’s pay period. Timesheets received after the deadline may not be reimbursed.

Summer-Specific Terms of Employment

Summer Eligibility
In order for a student to be eligible for Summer SWS funding, they must satisfy all financial aid
requirements for the upcoming academic year. In addition, a student employee not enrolled
during summer may work up to 40 hours per week during the summer period. No
overtime/vacation pay will be reimbursed however. A student employee who is enrolled for
half time or more during the summer session may work up to 19 hours per week during the



period of enrollment. Finally, a student must be enrolled or planning to enroll at SPU for
Autumn Quarter.

Note: The summer is divided into Summer A and Summer B. More communication about
summer employment will be given via an email from the Office of Student Employment at SPU
each year.

Summer Savings Requirement
The State of Washington expects Summer SWS student employees enrolled less than half-time
during summer sessions to put 40% of their earnings towards educational expenses for the
following academic year. The Office of Student Employment does its best to ensure that the
impact is minimal for students. The Office of Student Employment assumes a savings up-front,
and for many students this will not reduce their financial aid for the academic year, but some
students may see a reduction in their need-based aid. Students will be notified of this
requirement when they receive their Summer Statement of Eligibility from SPU’s Student
Financial Services. Any questions regarding this should be directed to the Office of Student
Employment.

Additional Summer SWS funds for students
If a student is enrolled half-time or more and their summer class(es) will end before the
academic year starts, a SWS student employee may request an amended Statement of Eligibility
from the Student Employment Coordinator. The Student Employment Coordinator will
determine additional eligibility for Summer SWS. If approved, the student may then work up to
40 hours per week during the period of non-enrollment, prior to Autumn Quarter. The earnings
during their non-enrollment period will be subjected to the 40% summer savings requirement.

Posting Jobs/Hiring Students
Prior to recruiting students, and once Job Descriptions have been approved by SPU and the
WSAC, approved positions should be entered in SPULink for students to view. New employers
can visit spu.edu/spulink and register as an employer. Employers will have the ability to post job
openings as well as receive applications. Most aspects of the hiring process can be managed
through the SPULink site. For further instructions detailing how to register and post jobs, refer
to the SPULink Employer User Guide.

State Work Study Timesheets
(See Appendix F: State Work Study Timesheet, Appendix G: State Work Study Timesheet Student
Section, Appendix H: State Work Study Timesheet Employer Section, and Appendix I: Decimal Time

Conversion Chart for Recording Partial Hours)

Overview
Timesheets provide a record of hours worked as well as wages paid and allows employers to
receive reimbursement. Per WSAC regulations, only original timesheets can be accepted. If a
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student is unable to sign the timesheet (no longer works for your organization, is out of the
area, etc.), the student’s signature can be left blank as long as a copy of the student’s pay stub is
included. By accepting that amount of pay, the student is implicitly accepting the hours listed
on the timesheet. The timesheet must be signed in ink and dated on or after the last day
worked, by the student and by the person directly responsible for supervising the student's
work.

Timesheets can be obtained from SPU’s Student Financial Services office. They can also be
accessed by clicking here.

Hours worked in the summer should also be recorded on the form at the above link. Summer A,
Summer B, and Academic Year pay periods should be recorded on separate timesheets.

Employer Reimbursement

Employer reimbursement rates for each organization category are set by the WSAC; SPU’s Office
of Student Employment reviews each organization and determines which category they belong
to. An employer’s approved rate is indicated on their approved Job Description. Currently, the
percentages are assigned as follows:

For-profit employers: 40%

Government Agencies/Public Institutions: 60%

Non-Profit Agencies: 70%

STEM Employers: 70%

Note: Reimbursement rates are subject to change by the State.

Employers should pay students directly for gross wages earned, minus any necessary
deductions, and then the WSAC will reimburse them the percentage indicated on the approved
Job Description(s).

In order to claim reimbursement, timesheets must be submitted within 15 days of the last day
of an organization’s pay period. Timesheets received after the deadline may not be reimbursed.
Timesheets can be mailed to: Seattle Pacific University, Suite 114, 3307 3™ Ave W, Seattle, WA
98119.

Generally, it takes 3-6 weeks from the date the timesheet is submitted to SPU until an employer
receives reimbursement. If the timesheet needs correction for any reason, it will delay the
reimbursement. Itis important to carefully review the timesheet before it is sent to SPU to be
sure it is error free. Reimbursements take slightly longer to be processed at the end of the fiscal
year.

It is especially important that all June timesheets be submitted to SPU as soon as possible. The
state can only make reimbursements for hours worked during the current fiscal year. Please
note that June and July hours must be submitted on separate time sheets. To avoid delays,
please make sure that time sheets are error-free.

11
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Hiring and Employing Students
It is important that you provide a general orientation and train your new student employee
upon hiring them. Also, initiating a conversation with the student regarding his/her educational
goals and working with them to align job duties with specific educational outcomes will benefit
the student.

How do | recruit students?

Recruiting good employees can often be difficult. The SWS program allows you to try out
potential employees before graduation and train them the way you would like. You can assess
the students’ performance on a low-cost basis, and then if they are a good fit for your
organization, offer them full-time employment upon graduation.

When is the best time to recruit students and where can | find them?

In general, the best time to recruit students is in the fall when most students begin a new school
year and look for part-time jobs. In the summer, many students look for full-time work to earn
money for school.

How many candidates can | interview before | select one?
You should interview as many as you think necessary until you find the right fit for the job.

Do I have to hire any student referred to me?
No. Select a student employee as you would any other employee. Outline the job requirements,
conduct interviews, and hire the student that is the best fit for your organization.

Do | have to hire this student when he or she graduates?

No, you are under no obligation to offer permanent employment to a student employee.
However, many employers view this program as a good tool for identifying and hiring
permanent workers.

Once I've hired a Work Study Student employee, what can | expect?
You should expect the same performance and results you would expect from any other part-
time worker.

What may be different about student employees?

Every student is required to make satisfactory academic progress in school while holding a SWS
position. If a student's grades fall or the student drops below half-time enrollment, he or she
may be required to stop work. Therefore, the student's work schedule should be flexible enough
to accommodate study and exam times.

What is the "typical" student like?
The student population has become increasingly diverse. It includes traditional students, ages 18
to 21, who are eager to excel in their first work experiences, as well as the non-traditional
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student population that includes older students seeking to make mid-career changes or add
cutting-edge skills to their already considerable work experience.

What kind of time commitment can | expect from a student employee?

Students may work up to 19 hours per week during enrollment periods. Some students may be
available to work up to 40 hours per week during non-enrollment periods (for example, summer
term or school breaks). Students can earn varying amounts based on their work study award, as
determined by SPU. If their eligibility award is low, the time commitment they can offer you may
be limited.

Are these "needy" students/unskilled workers who can't find jobs on their own?

No. Many students need additional financial help to get through school. This is not a reflection
on their ability to do a good job for you. As college costs continue to rise, more and more
students need financial assistance. These students are as skilled and academically capable as
students who don't qualify for work study based on their financial status.

What if a student is not performing satisfactorily?

Point out the problem and take corrective measures right away. To prevent performance
problems, clearly outline your expectations. If you have an ongoing need for student employees,
consider writing Work Study procedures into your standard personnel procedures manual. Each
time you sign the time sheet to verify hours worked, you are also verifying that the work was
performed satisfactorily.

Can | fire a Work Study Student employee for performance problems?

Yes. However, if possible, first offer the student a chance to correct the problem. You may want
to apply your normal performance-review procedures to student employees, or modify your
standards by reviewing performance more often. A review every three to six months seems to
work best.

Can a Work Study Student employee be laid-off?
Yes, if necessary. However, the student may take another job and not be available later.

What are my responsibilities once the student employee starts work?

As an employer, you are responsible for the following:

e Providing adequate and reasonable supervision and training for the student employee;

e Ensuring that the student employee does not work more than an average of 19 hours per
week while in school and no more than 40 hours during breaks;

e Ensuring that total earnings do not exceed the amount for which the student is eligible, that
the student does not start work before the start date listed on the award letter, and does not
work beyond the end date. If you are uncertain about those dates, contact SPU for assistance;

e Notifying the Office of Student Employment of any changes in the student's employment,
such as changes in wage rate or job title, promotion, termination, federal ID and/or address;

13



e Attesting that wages were paid to the student by signing the time sheet; and,
e Following all state and federal employee laws.

Interviewing Students

Effective Interview Techniques
The main purpose of the interview is to determine if the student applicant is capable of filling
your employment needs. It also allows the student the opportunity to determine whether
he/she feels qualified for and comfortable with the position.

Mastering job interview skills is a major step in a student's progress toward becoming an able
and self-assured participant in the world of work. The process of applying for a position and
discussing his/her qualifications and skills gives the student experience and confidence.

Tips for Interviewing
Prepare for the interview by reviewing materials you will use (for example the Job Description).
The more familiar you are with the Job Description, the more useful the interview will be in
selecting a student employee.

Try to create a friendly, comfortable atmosphere. Be aware of body language-both yours and
the student's. Emphasize a relaxed, conversational attitude. Use eye contact and smile. Most job
applicants are a bit nervous, especially if it is their first job interview. Devoting a few moments
to putting the student at ease with "small talk" is often helpful.

Structure the interview to the functions and responsibilities of the job. Be sure you ask the
guestions necessary to verify that the student has the qualifications needed. Secure some basic
information about the student's class schedule and work background.

Have a written copy of the Job Description available for the student to review. This will allow the
student to organize his/her thoughts and be prepared to answer the questions posed in the
interview and to formulate his/her questions.

After the basic information has been obtained, further questions are often necessary to
determine skill level or degrees of talent. Encourage the student to talk by using open-ended
questions such as:

e Why are you interested in working for this organization?

e What skills and qualifications do you have that would relate to this position?

e After seeing the Job Description and hearing more information, what interests you about
the position? What reservations do you have?

e What questions do you have about the job and its responsibilities?

Explain the useful and necessary role of the position within the organization, emphasizing that
the student will be considered an integral part of the staff. It is appropriate to give information
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about the organization, standards expected, and the supervisory style. Be clear about
expectations and ask the student for response, questions, or comments.

Be sure the student understands the next step in the selection process. Be sure to contact all
student applicants in a timely manner regarding your hiring decision.

Student Employee Orientation
A thorough and well-planned orientation allows the new student employee to become familiar
with the activities of the work place and to more quickly feel like an integral part of the staff.
The following recommendations are helpful:

Be sure that there is a Job Description on file with the Office of Student Employment and WSAC
for the job position they will be working.

Review a copy of the Job Description. Explain the student's general work assignment and regular
duties.

Explain the operation, purpose and goals of the organization and specify the student's role in
accomplishing the goals.

Introduce the student to other staff members, including other student employees.

Provide a tour of the physical surroundings of the office. Be sure to point out the nearest
restroom and break room.

Show the student his/her work area and make sure it is well stocked with supplies.

Establish the basic conditions of employment. For example, hourly wage, work schedule, and
attendance requirements. (Who does the student contact in case of absence or tardiness?)

Explain office procedures and policies concerning breaks, use of the telephone or office
equipment for personal business, access to office coffee and kitchen facilities, etc.

Provide guidance to the student regarding appropriate dress for the organization.

Explain how to use the phone system including how to transfer calls, put a call on hold, proper
telephone etiquette.

Explain how to use the organization’s fax machine and copy machine. Show the student how
mail is handled in the organization.

Explain how to use any specific equipment in your organization.

Discuss responsibility for finding a substitute if the student is not able to report to work on a
particular day (if applicable to your organization).
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Once the student has begun working, it is important that the supervisor lay the groundwork for
a successful working relationship by communicating clear expectations. The supervisor should
provide adequate training for the student. Most new employees initially require one-on-one
training. As the student gains skills and confidence in the job, the need for continued close
supervision might be reduced.

It is also important for the supervisor to be generous in giving the student feedback, praising the
student for what he/she does well, and redirecting the student when necessary.

Motivating Student Employees
Recognize the student as an individual. A supervisor has a responsibility to see the student
employee as a unique and valuable person.

Inform students of the relationship between their work, the role it plays in the organization and
the community, and how it relates to their academic work. Share with them about the role it
can play in their future work.

Help the students train for future work and career goals. Help them acquire skills that will make
them more marketable later on. What is the student’s major? Try to give them responsibility for
projects that relate to their course of study. Give them clearly defined goals and the freedom to
achieve them in their own way.

Offer constant informal feedback in addition to periodic performance evaluations. Student
employees need to know that they are on the right track and are performing up to your
standards. They also need to know the areas that need improvement.

Mix up the workload for student employees. Don't overload them with "grunt work" only. It's a
strong temptation to assign all low-level work to student employees, but please don’t, as the
purpose of the State Work Study program is to allow students to grow professionally. Find out
what specialized skills and talents they have and help them further expand these skills.
Recognize that student employees are an invaluable resource for innovative and creative ideas
for change and improvement.

Be prepared to increase responsibilities to match the growing abilities of each student
employee. Try to provide some job duties that will have "resume value."

Treat student employees as a vital part of the department. When they are hired, be sure to
introduce them to the other staff members. Include them in office celebrations, recognize their
birthdays, a job well done, etc.

Ten Ways to Help Student Employees
1. Be an Example. Model strong work habits through efficient, dedicated work practices. Let
your own approach to daily work be an example from which students can learn.
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2. Be Flexible. Understand that student employees are students first and employees second.
Though it is important to have high standards on the job, it is also important to be flexible in
accommodating academic obligations.

3. Communicate Expectations. Communicate the job standards and expectations to your
student employees. One can't assume that these are self-evident to the student, even though
they may seem obvious to you.

4. Give Feedback Frequently. Provide consistent and appropriate feedback to your student
employees. Student employees, like all employees, benefit from feedback on job performance,
providing it is communicated with a positive spirit.

5. Be Fair. Supervisors who are too lenient are not doing students any favors. Campus jobs are
real jobs. Treat student employees as you would like to be treated in a given situation.

6. Train! Train! Train! Take time to train your students in important work skills, attitudes and
habits, such as perseverance, time management, phone skills, quality customer service
practices, handling difficult situations. This is the "common sense" from which success is made.

7. Be a Team Player. As a team leader, develop and nurture the unique contributions of each
team member.

8. Give Recognition. When you see a student employee "going the extra mile" acknowledge this
in front of other staff and peers. People need to feel appreciated.

9. Share the Vision. Have regular staff meetings with your student employees and inform them
how their work fits into a larger purpose of the organization. Remember, purposeful work is
meaningful work.

10. Be an Educator. To the degree that we each contribute to the lives of others, we are all
educators. Consider how you can contribute to the education of your student employees.

Further Resources
WSAC State Work Study Page

WSAC State Work Study Employer Information

State Work Study Employer Handbook

State Work Study Student Handbook
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http://www.wsac.wa.gov/ProgramAdministration/FinancialAid/WorkStudy
http://www.wsac.wa.gov/Employers
http://www.wsac.wa.gov/sites/default/files/SWS-EmployerHandbook2012_0.pdf
http://www.wsac.wa.gov/sites/default/files/SWSstudenthandbook.pdf

Appendix

Appendix A: State Work Study Job Description

1

¥

4.

3

6.

WASHINGTON STATE WORK STUDY PROGRAM
JOB DESCRIPTION

Instructions for completing the job description are on the reverse side.

Job Title: |

Pay Range: I:I to 3. Start Darel;l
Mminmm L IITNETTY N Ay [ 1 ear

Job Description: (Give a concise_but complete description of duties)

Educational Benefits fo be Derived by Students in this Job:

Minimum Qualifications:
Employer Name Employer [dentification Number (EL) Suffix
| | L
Address Ciry State Zip
| | | || |
Supervisor's Signafure Supervisor’s Mame
| |

D\a:el—l Phone Mumniber |

For CoLLECGE UsE ONLY
Signsture of Student Employment Administrator Mame of College Instimtion Ciode
B.eimbursement Percent Job Classification Code Position MNumber

For Covner Use OxLy
Signature of Student Achisvemeant Council Drate

Stodent Achievement Coumcil 72012
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Appendix B: State Work Study Statement of Eligibility

-
. Frgnging the culure, ohomging il moriil
ttle pacific university
Studant Financial Sarvices 3307 Third A nie Wesl, Seamb, Washingion 881151907 | T 206 281 2061 /300 737 BEZXS F 205 281 JE35 wrenh S P aduideEnsiala

2015-16 STATE WORK STUDY STATEMENT OF ELIGIBILITY

MName: Judy Smith SPUID: 900012345

Amount of gross wages
student is eligible to receive

State Work Study Eligibility: $4,500.00
Dates of Eligibility: September 28, 2015 to June 9, 2015

Date range student can earn those wages in
- T - e State Work Study funds. Work study funds are not

guarante-ed Due to the limited fum:llng SP'LI receives, the 5tate Work Study funds are available on a first-come,
first-served basis. You are required to locate a State Work Study job in order to utilize this funding. Work Study
positions are in high demand so it is important to be proactive in your job search.

By choosing to pursue State Work Study funds, you agree to the following Conditions of Employment for the
position you secure. Contact the Office of 5tudent Employment if you have guestions about these conditions at

ose@spu.edu or 206-281-2047.

COMDITIONS OF EMPLOYMENT
[To be read and adhered to by student and employer.)

1. A student may only werk on the State Work Study program for an average of 19 hours/week during the
academic year. Student wages paid for hours worked beyond this maximum will not be reimbursed.
Students may work up to 40 hours/week during breaks/holidays.

2. A student must be enrclled in at least 6 credits during each quarter worked in the academic year.
Students with a declared a major or minor in the School of Theology are ineligible for the State Work
Study program.

3. 5tate Work Study funding will be terminated when the student has earned the amount authorized on
the work referral (based on gress earnings] or when the student is ne longer eligible to participate on
the work study program [e.g. student drops below & credits, is not in good academic standing,
withdraws from 5PU, or declares a major or minor in the School of Theology.)

4. The student's financial aid award is based on demonstrated financial need and any additional earnings
or new resources may result in a reduction of finandial aid, including the work study eligibility amount.
It is the responsibility of both the student and the supervisor to monitor the student’s earnings to
ensure that he/she does not exceed the authorized amount.



Appendix C: State Work Study Report-a-Hire

Profile View Report A Hire Placement Information Work-Study Information

Links

Student:
Organization Name:
Contact:

Job:

Schedule:
Administrator:
Faculty:

Placement Information

*Job Title:

*Start Date:

End Date:

*Position Type:

Rate of Pay (if applicable):
Per:

Hours per Week (estimate):
Source:

Created by:

*Status:

Notes:

Created:

Modified:

Work-Study Information

Work-study Placement:
Federal IDZ @) :

WISE
&2 Job Coach / Community Mentor Fall 2015

p==
L=

Administrative Assistant
B/28/2015

BE2015

State Work Study
511.00

Haour

15

Employer

Active - Employer Created

updated in RPAAWRD and RJASEAR- PHND
5/10/2015 12:40 PM

107202015 11:00 AM

=]

Federal Amount Earned 50.00
State Amount Earned 50.00

Institutional Funding:
Funds from Department:
Ingtitutional Fund/Account:
Institutional Award:

Nao

50.00

Institutional Amount Earned $0.00

Ingtitutional Balance:

50.00

[Edif]
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Appendix D: State Work Study Agreement

-
Emgnging the culiure, chosging the worln
ttle pacific university
Studant Financial Sarvices F307 Third Awanise Weel, Seamla, Whashingion 581151902 | T 206 281 2061 /800 737 BEZS F 205 281 2835 wei SR adhiideanadala

2015-16 SPU STATE WORK STUDY AGREEMENT

Thank you for your interest in participating in the State Work Study Program at SPU! Please review the following
conditions of employment before signing this form and returning it to the Office of Student Employment.

COMNDITIONS OF EMPLOYMENT
[Ta be read and adherad to by student and employer.}

-

Timesheets are due within fifteen [15) days after the end of your crganization's payroll period.

2. A student may only work on the state Work Study program for an average of 19 hours/week during the academic year.
Student wages paid for hours worked beyond this maxmum will not be reimbursed. Students may work up to 40
howrsfweek during breaks/haolidays.

3. A student must be enrolled in at least & credits during each guarter worked in the academic year. Students with a dedared
a major or minor in the School of Theology are ineligible for the state work Study program.

4. State Work Study funding will be terminated when the student has earned the amount authorized on the work referral
[based on gross eamings) or when the student is ne longer eligible to participate on the work study program (e.g. student
drops balow & credits, is not in good academic standing, withdraws from SPU, or declares a major or minor in the Schoal of
Thealogy.)

5. The student’s financial aid award is based on demonstrated financial need and any additional earnings or new resources
may result in a reduction of financial aid, including the work study eligibility amount. It is the responsibility of both the
student and the supervisor to monitor the student's earnings to ensure that he/che does not exceed the authorized
amount.

6. & student must apply for financial aid each year in order to receive consideration for the work study program. The
student's continuation in the program depends on the extent of his/her financial need and the availability of work study
funding.

7. Students employed through the State Work Study program are expected to satisfactorily complete a minimum number of

credits each term during which the work award is being utilized. The number of credits which must be satisfactorily

completed will be based on the student's enrollment status:

Undergroduate Students
Full Time 12 or more credits
Three Quarter Time ©-11 credits
Half Time &-B credits

& Students who complete less than the minimum number of credits (but more than half) for his/her enrcllment status will be
placed on probation for one guarter. Upon successfully completing the required number of credits the following quarter,
the student will ba removed from probationary status. If the student fails to complete the minimum number of credits
while on probation, SWS program participation will be denied for the following gquarter. Students who complete less than
half of the minimum number of credits for which aid was disbursed will be denied W5 program participation the
following quarter,

9. Students are awarded a work award for a specific period of enrollment. The award is based on financial need during that
enroliment period.

| have read and agree to comply with the above State Work Study requirements.

Signature Date

Printed Name Organization

Pleasze make a copy for your records.
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Appendix E: Employer Information Change Request Form

WASHINGTON STATE WORK STUDY PROGRAM
EMPLOYER INFORMATION CHANGE REQUEST

Submit this form to the college(s) vou work with to update your State Work Study (SWS) information.

Note: If vour Employer Identification Number (EIN), Unified Business Identifier Number (UBI), job
title or job description duties have changed. you cannot use this form. Please contact the State Work

Study program at 360-753-7861 or sws{@wsac.wa.gov.

Name of Business or Organization:

Emplover Identification Number (EIN) & Suffix, if applicable:

Change in Business Information
Check the box next to the item that needs updated and provide the current information.

|:| Name of Business or Crganization:

|:| Phone Number:
|:| Contact Person:
|:| Business Address:

Address Ciry State Zip
|:| Mailing Address:

Address Ciry State Zip
[ Emmail Address:

Change in Pay Rate Information
The Student Achievement Council requires an explanation (in the conument section below) for pay rates
that exceed $25.00 per hour as well as a decrease in pay.

Position Number: Job Title:
Pay Range: § to $ ~ Effective:
Mininmm Mavinmm Month [ Day / Year
Comments:
Signature of Employer Representative Diate

For COLLEGE UsE ONLY

Signature of Smdent Employment Adminisorator Mame of College / Institution Cods Drate

For CovrnciL Use ONLY

Signamre of Smdent Achievement Council Drate

Stadent Achisvement Coumeil 72012
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Appendix F: State Work Study Timesheet

WASHINGTON STATE WORK STUDY PROGRAM
TIAME SHEET

STUDENT SECTION

L

Last Name, First Mame
2|

Social Securtty Number
3|

Name of College
4|

Job Tide

3. First day hours were worked: |

Muonth  Dray [ Year

6. Last day hours were worked: |

Maonth / Dray | Year
Feecord of actual hours worked:

01 w6 ]
02 7]

o3[ [ ]
04 19
05 20
o6 ] n[]
o7 [ n[ ]
os | nl ]
09 24
10 25
nl | 2%
] 27
13 w1
14 wl ]
5[] 30

31

%. Total hours worked:

“I hereby certify this tme sheet 15 3 true and comrect
statement of the howrs I worked, and that I have State
Work Study ehmbility to cover my gross earmmgs.”

Stodent’s Signatire

10.
Date Sizned (or or gfter lasr day worked)

EMPLOYER SECTION

Venfy the mformaton in the Student Sechion. Type, or
pnnt in mk, all items requested m this section.
Submit the time sheet to the student’s college withm 15

days from the end of the cwrent pay peried te prevent
demal of retmbursement.

You should receive reimbursement from the Student
Achievement Council within three to six weeks. An

meorrect or blank rtem may delay reombursement.

11. Hourly rate of pay: §

12, Gross compensation:  $
13.FICA: §

[Social Sacurify & Medirars)
14. Other deductions: £

13. Net earnings: 1

16.
Name of Business or Organization

17.
Enployer Identification Mumher (ETN) Suffin
“This time sheet 15 a tree and comrect statement of
the time worked by this student. The student has
completed the assignment satisfactonly, contnues
to have State Work Study elizibility, and has been
paid by check or direct deposit the amount of et
eamings as shown [ hereby certify, under penalty
of pepury under the laws of the state of
Washington, the foregoing 15 true and correct.”™

15
Supervisor’s Signarore
Supervisor’s Wame

19.
Diate Siemed (on or qfter stmdenr's lase diry worked)

COLLEGE SECTION

20. Date received by college:

21, Autherized by:

22, Institution code:

23, Position mumber:

24, Reimbursement rate:

25. Peimbursement amount: §

Simdemt Achievement Comndl 72012

{Bee frstruchions on Feverse )
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Appendix G: State Work Study Timesheet Student Section

1.

10.

STUDENT SECTION

Last Mame, First Name

Social Security Number

MName of College

Job Title

First day hours were worked: | |

Month / Day / Year

Last day hours were worked: |

Month / Day / Year

Eecord of actual hours worked:

o[
02 17 ]
03 18 ]
04 19
05 20
o6 ] n ]
o7 [ n[_]
s [_] B[]
09 | | 24 | |
0[]

nl_ 1 26
[ ] 27
13 w1

s 30

Total hours worked:

“T hereby certify this time sheet 15 a true and correct
statement of the hours I worked. and that I have State
Work Study elizibility to cover myy gross earnings.”

Smdent’s Signamre

Date Signed (on or qfter lasr diay worked)

Make sure the Job Title listed is
identical to what you listed on their
Job Description & on their SPULink
Report-a-Hire

‘ Check that lines 5 and 6 match dates
| for which hours are listed in line 7

Please use the Decimal Time
Conversion chart for filling out hours
here (See Appendix G: Decimal Time

Conversion Chart for Recording

Partial Hours)

Verify that the student’s signature is
inink

Check that the student dated the
timesheet on or after the last day
hours were recorded
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Appendix H: State Work Study Timesheet Employer Section

EAPLOYER SECTION

Verify the information i the Student Section  Type, or
print in ink all items requested in this section.
Submit the time sheet to the student’s college within 15

days from the end of the current pay period to prevent | Verify that the hourly rate of pay
denial of reimbursement.

You should receive reimbursement from the Student . . .
Achievement Council within three to six weeks. An SPULink Report-a-Hire, and multiply
incorrect or blank item may delay reimbursement. this by hours worked to find the

11. Hourly rate of pay: g Gross Compensation

entered here matches the student’s

12. Gross compensation:  $
13 FICA: $

ysocial Security & Medicare)
14. Other deductions: $
15. Net eamings: $

16.

Mame of Business or Crganization

17.

Employer Identification Mumber (EIN) Suffix

“This time sheet 15 a true and comrect statement of
the time worked by this student. The student has
completed the assignment satisfactorily, contines
to have State Work Study eligibility, and has been
paid by check or direct deposit the amount of net
earnings as shown. [ hereby certify. under penalty
of perjury under the laws of the state of
Washington, the foregoing 15 true and correct.”

18.

Superviser’s Signatare
Please sign in ink, write your name,

Superviser’s Mame © and date it on or after the last day
19. hours were recorded

Diate Signed fon or gffer siudeni’s last day worked)
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Appendix I: Decimal Time Conversion Chart for Recording Partial Hours

Decimal Time Conversion Chart

5 min =|.10 hours

10 min =||.20 hours

15 min =||.25 hours

20 min =|.30 hours

25 min =|.40 hours

30 min =|.50 hours

35 min =|.60 hours

40 min =|[.70 hours

45 min =|[.75 hours

50 min =|.85 hours

55 min =|.90 hours
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