USF Guidelines for Hiring FWS Student Employees
Students who are awarded Federal Work Study have demonstrated, through their Free Application for Federal Student Aid (FAFSA) financial aid application, that they need additional financial resources beyond what they and their family can provide to pursue a college education. Students who work on-campus and establish more comprehensive connections to their university are more likely to persist and graduate from college.  Enrollment and persistence toward degrees are core measures in our new strategic plan.  So, the benefits come full circle to the department, the student and to the long-range success and fiscal health of the university. 
Hiring units should be aware of, and follow the guidelines listed below for FWS positions.

1. Job Descriptions: All jobs funded via the FWS program must have a written job description on file with the hiring department.

2. Positions Advertised:  Departments with a desire to post Federal Work Study positions are invited to create their openings on the Career Center’s Job Listing Service through Recruit-A-Bull, our online recruitment system.  For information on the posting of your FWS job listings, contact Terry Dowling tdowling@spadmin.usf.edu
3. Pay Range:  The maximum FWS funds that a USF student can be awarded for 2008-2009 is $4,500; the student has two semesters to earn this total amount.  If needed, FWS students may meet with a financial aid counselor to see if their FWS can be increased based on their individual eligibility and the availability of funds at USF.  Please note that if a FWS student works 15 hours a week for the 15 weeks each semester, the student could be paid more than $9.00 an hour and not earn the maximum award of $4,500.  You are encouraged to hire students at a rate of pay that reflects the skills required for the position and is competitive with the local market.  

4. Working Hours: FWS students are given a “Purple Sheet” by the Office of Financial Aid.  This sheet introduces the student, and indicates the terms a student can work, as well as the total amount the student can be paid.  For example: the Purple Sheet would have a Fall/Spring award for $4,500 ($2,250 per semester). A FWS student can only work up to 20 hours per week during periods of active enrollment.  During holiday breaks or between semesters, when classes are not in session, a FWS student can work up to 40 hours per week.  IMPORTANT: Each department must monitor each student’s earnings to ensure that s/he does not exceed the amount of the FWS funds awarded on the purple sheet.  A GEMS report is available for departments to monitor their FWS students (see Federal Workstudy Supervisors Powerpoint presentation on our webpage).  Students who exceed their allocation from the Purple Sheet will have their pay deducted from the department’s OPS budget.  For questions on the amount awarded, email a financial aid counselor: finaid@stpt.usf.edu.
5. Hiring:  FWS students are USF employees.  They have to abide by all of the same rules and regulations as a regular USF employee.  See the Handbook for specific guidance.  A FWS Letter of Offer is available on the HR Forms webpage.  A new Purple Sheet and a new Letter of Offer are required for Summer term and for the next academic year.
6. Training: FWS supervisors and appointment and pay certifiers are encouraged to contact the Office of Financial Aid for an updated handbook each year.  This is to ensure that they are familiar with USF and Federal rules and regulations related to the FWS program.  FWS student employees are required to attend a training session via the HR “Right Start” initiative.

7. Evaluations:  Supervisors should conduct written evaluations of student employees at the end of each year or upon termination.  The evaluation provides the student employee and accurate assessment of their work performance and the supervisor an opportunity to reinforce positive work behaviors and discuss areas for improvement.   A sample evaluation form is available on the HR forms page.  Completed evaluations are maintained by the hiring department.

For the FWS handbook, please download from the Office of Financial Aid webpage: www.stpete.usf.edu/finaid/ under “General Information”.
