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Guidelines for Creation and Recruiting of a Position

Determining How Many Students You can Hire

The USF St. Petersburg Chancellor receives a Spending Authority (SA) allocation to be used to cover FWS payroll expenses for all hiring units under her authority.  In cooperation with the Campus Director of Financial Aid, she is responsible for sub-allocating spending authority to each Vice Chancellor and their respective departmental hiring units.
Each hiring unit must then determine how many students they can hire with their SA allocation.  For instance, a hiring unit that receives $9,000 in SA Allocation can choose to divide that money according to the rate of pay and number of hours at which they would like to hire students.
Example: You are notified that you have $9,000 allocation (Spending Authority to hire students)

Scenario 1:  Hire 2 new General Support students and allow each of them to work and earn $4,500.  
· Allow both to work 18.75 hours/week at $7.50/hour

· 18.75  hours X 32 weeks X $7.50/hour = $4,500 each student
· Total for all students: $4,500 X 2 students = $9,000 (hired up to SA allocation)
OR

Scenario 2:  Hire 3 continuing Specialist/Technical students and allow 1 to work $4,480 and the other 2 to work $2,160 (1 over both Fall & Spring and 2 Fall Only)

Allow 1 student (with 1 year of experience) to work 16  hours/week at $8.75/hour

· 16 hours X 32 weeks X $8.75 = $4,480

Allow 2 students (with 2 years of experience) to work in fall only 15 ½  hours/week at $9.00/hour

· 15 ½ hours X 16 weeks X $9.00 = $2,160

· $2,160 X 2 students = $4,320
· Total for all students:  $4,480 + $4,320= $8,800 (within $9,000 allocation)

Advertising FWS/SSE Jobs

A FWS/SSE position, for which there are openings, must be advertised in the Career Center’s job listing data base, Recruit-A-Bull. 
In July of each year, all FWS students will be inactivated and required to provide an active award notice from OASIS in order to be activated/re-activated in the database.  After the database has been cleared, newly admitted students that have been awarded FWS will be sent a letter informing them of Recruit-A-Bull, and the process to register with the Career Center.
Job Description Components
Job descriptions must be created for all FWS/SSE jobs and be attached to the appointment or reappointment paperwork by the hiring department.  Job descriptions are subject to federal audit and therefore a requirement before any funds will be distributed.  Departments are required to post their job opening, with enough detail to also qualify as the job description, on the Career Center’s job listing database, Recruit-A-Bull.  Once you have posted your job, you can attach a copy of the completed job post from Recruit-A-Bull as means to satisfy both requirements of posting your job and attaching your job description.  Note:  for a returning student employee, you can attach a copy of your inactive job posting in Recruit-A-Bull to satisfy this requirement.  You do not have to advertise for returning student employee positions.
The job description must include the following information:

· Name and address of employer

Provide the name of your department and full address, including mail point
· Job Title 

Indicate the name of the student position, put “FWS-, or SSE-” before the title

· Job Description 

Three components must be included:

· purpose of position, 

· duties & responsibilities of position, and 

· any critical policies required as a function of the position – Ex: Confidentiality due to access to student records
· Job Qualifications 

Provide the level of training, skills, and/or experience required for job
· Pay Rate 

Follow pay range guidelines on next page

· Beginning & End Dates

Indicate date of position start and end, could be the same as appointment beginning and end dates
· Name of Primary & Alternate Supervisors

In “Contact Information” section, the supervisor who signs the timesheet must be listed.  Direct-line phone number, mail point, and email must be included
· Job Category

Must be one of the three options:

· FWS/SSE ONLY – General Support

· FWS/SSE ONLY – Specialists and Technicians
Hiring departments and organizations are reminded that work cannot be scheduled in conflict with classes, and cannot exceed 20 hours per week when classes are in session, and 40 hours per week during academic breaks.    
Types of Work Students Can and Cannot Perform (Federal Regulations)
· A student can be paid for general office work or to help develop classroom materials.  

· A student may work for an individual professor, as long as the work relates to the professor’s official duties for USF, and it contributes to the university, not just the instructor. 

· Federal regulations specifically prohibit the use of FWS funds for work that is religious in nature, related to partisan or nonpartisan politics or that benefits a private individual.  

· A student cannot be paid to type a dissertation or assist with private consulting.  

Fees or Commissions Prohibited

Neither a USF department nor an outside employer having an agreement with USF to hire FWS students may solicit, accept, or permit soliciting any fee, commission, contribution, or gift as a condition for a student’s FWS employment.  The Fair Labor Standards Act of 1938, as amended, prohibits employers (including schools) from accepting voluntary services from any paid employee.  Any student employed under FWS must be paid for all hours worked. 

Job Appointment Categories and Process
FWS

Use your SA allocation to determine the number of positions for which you can hire in the fall and spring semesters.  If you do not have an FWS SA allocation, contact your Vice Chancellor or Dean’s area.

For New Hires:

1. Prepare your job description and pay rate.

2. Advertise position(s) in Recruit-A-bull including all required fields.

3. Screen, Interview, and Select your hire.  If you would like to screen resumes in Recruit-A-Bull, contact Barry McDowell in the Career Center for assistance.

4. Appoint your new hire and attach (1) a copy of student’s OASIS award print-out and (2) print-out of job advertisement in Recruit-A-bull and (3) the completed “purple sheet”, with the appointment paperwork.

5. Inactivate your job posting in Recruit-A-Bull and complete the “Report a Hire” process.

6. Continually monitor SA allocation expenditures and student’s award.
For Returning Student Appointments (Re-appointments):

1. Log into your Recruit-A-Bull account and select the appropriate job from “My Jobs”.

2. Update all relevant fields such as “Job Start” and “Job End” dates, “Pay rate”, etc.

3. Make both the “Post Start Date” and “Post End Date” equal to the date of update (today’s date) – this will ensure that your post remains inactive.

4. Print your posting.

5. Attach (1) your updated Recruit-A-bull posting and (2) copy of student’s OASIS award print-out and (3) the completed “purple sheet”, with the re-appointment paperwork.
SSE

Determine your expected need for SSE over the summer and:

· Advise your current FWS students of the SSE program and encourage them to be on the lookout for an email from Financial Aid in mid-to late-spring.

· Once student completes the separate application for summer work, complete your section and give it back to the student to take to Financial Aid to review final eligibility and award funds.

· If student is awarded SSE (first-come, first-served basis until funds are exhausted), have student provide you with a copy of their OASIS “My Award and Loan Information” screen showing that the student has an SSE award for the summer, including the dollar amount of the award.

For New Hires:

1. Prepare your job description and pay rate.

2. Advertise position(s) in Recruit-A-bull including all required fields.

3. Screen, Interview, and Select your hire.  If you would like to screen resumes in Recruit-A-Bull, contact Barry McDowell in the Career Center for assistance.

4. Appoint your new hire and attach (1) a copy of student’s OASIS award print-out and (2) print-out of job advertisement in Recruit-A-bull and (3) the completed “purple sheet”, with the appointment paperwork.

5. Inactivate your job posting in Recruit-A-Bull and complete the “Report a Hire” process.

6. Continually monitor student’s award.
For Returning Student Appointments (Re-appointments):

1. No changes to your Recruit-A-Bull posting are needed.

2. Attach a copy of student’s OASIS award print-out to the student’s re-appointment paperwork.

3. Continually monitor student’s award.

Appointment Dates for 2010-2011

SEMESTER


CLASS DATES


APPOINTMENT DATES
Fall 2010


8/23/10 – 12/10/10

8/6/10 – 12/9/10

Spring 2011


1/10/11 – 5/6/11

12/10/10 – 4/28/11

Summer 2011


5/16/11 – 8/5/11

4/29/11 – 8/4/11

Recruit-A-Bull Example
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Job ID:
*Job Title:
Job Reference Num @ :
[f'Organization Name:
[F'Linked Contact:
*No of Openings:
Work Schedule:
*Hours per Week:
*Wage/Salary:
Employment Start Date:
Employment End Date:
*Job Description:

*Qualifications:

*Application
Instructions:

3853
FWS Student Assistant

USF St. Petersburg Student Life & Engagement
@sTimothy Oetinger
2
Flexible
15-20
$7.50
7/1/2010
06/30/2011

This is the student assistant desk outside the office of the Director of
Student Life & Engagement. Duties include answering the phone,
greeting and assisting walk-in customers; updating the student life
website; updating the campus-wide information screens; other duties as
assigned by student life staff. Maximum of 20 hours per week.

Good phone and customer service skills; computer literacy; ability to
type; ability to operate office equipment, i.e., copier, scanner.

Click on the 'submit resume' button above
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Name:
Usk ID: U Date of Birth: / /
Month Day Year
Instructions to Student:

1. Review the qualifying requirements and sign the certification.
2. Have the hiring department complete the required certification of intent to hire you.

3. Be sure all information is complete and that it is signed and has a departmental stamp.
4. Bring the completed application to the University Scholarships & Financial Aid Services office and meet with an advisor.

Requir nts:
You have worked a USF Federal Work Study (FWS) job during spring 2010; and,
You have an on-campus hiring department certify they will hire you if you are awarded funds; and,
You have an eligible satisfactory academic progress status (SAP); and,
You ate enrolled, and will maintain active enrollment, in at least 6 USF summer credits; and,
You ate otherwise eligible for need-based financial aid funds.

EIFSRCNSI

Student Certification:
Tunderstand the qualifying requirements for USF Summer Student Employment, and if awarded, will work on-campus in the
USF department listed below. I authorize the reduction or cancellation of my federal stundent loan(s), if necessary to award
USF Summer Student Employment funds.

Student Signature: Date:

Certification from campus hiring department:

This certifies that the student listed above will be hired for a part-time summer position, if awarded funds. I understand the
maximum USF Summer Student Employment (SSE) award amount is $2250, and I must obtain verification from the student
of the actual SSE award amount and of active enrollment in at least 6 USF summer credit hours, before completing
the hiring process.

If awarded funds, the following details apply to the intended summer employment:
Note: SSE begin date - 4/30/ 10, SSE end date - 8/5/10 Departmental Stamp or Business Card Requited

Rate of pay: § per hour

Hours per week
Begin date (>= 4/30/10): /2010

End date (<= 8/5/10): /2010

T certify that the student will not exceed the above stated work specifications or the amount of the final SSE award. My
department will be charged for any excess earnings.

Department (print):

Accountable Officer (printed name):

Signature of accountable officer: Date:

UNIVERSITY OF SOUTH FLORIDA * UNIVERSITY SCHOLARSHIPS & FINANCIAL AID SERVICES
0910_sumse * jek - 2-23-10/mpj 4202 East FOWLER AVENUE, SVG 1102 * Tampa, FLORIDA 33620-6960
Page 1 of 1 (813) 974-4700 - www. USF.EDU/FINAID
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UNIVERSITY OF
SOUTH FLORIDA Finance Mart (version: 21)

| Prospective Students | Our Students | ¥isitors | Faculty & Staff | Alumni & Parents | Business & Community | Campuses |

£USF Portsl > Data Marts > Finance Mart > Repart
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L

US

Hide Navigation Note: All reporting periods through 2010012 (June 2010) have been closed and validated.

~ Finance Mart

University of South Florida

> RSA Summary Payroll Detail Disolay Query
» Financial Report Summary For Month Ended Aug 31 2010 (OPEN)
» Balance Sheet Summary
» Expense Detai selection Gritaria:
» Revenue Detail [Operating Unit Department  Fund  Product  Infiative  Project  Fiscal Pariod Tncluds Balanca FW/D Report Ot Period
~ Payroll Detail A ws 26000 ws ws ws Yearats TRUE 0s/05/2010___open
b Download to Excel
b print friendly(neb) By Employee
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*First Name: Timothy

Middle Initial: R

*Last Name: Oetinger

*Address Line 1: 140 7th Ave. South, CAC
Address Line 2:
*City: St. Petersburg
*State: FL

*Zip: 33701

Fax: 727-873-419

du

Website: www.stpt.usf.edu/studentlife



[image: image3.jpg]Posting Information

Allow Online Referrals - Select Yes and the Submit Resume button will be available on this
job. Students will then be able to apply directly to this job.

TIP: If this job has a Post and Expire date, then a student will only be able to submit their
resume once during this application period.

Job Location: Campus Activities Center

Position Type:Federal Work Study

Applicant Type:Part-time
Minimum GPA:

Majors:





Pay Ranges and Pay Raises

FWS/SSE Job Categories and Pay Range Guide

Hiring departments, after reviewing the job description and the nature of the work, and taking into consideration the skill level of the student, are authorized to establish the student employment hourly wage, paying at least minimum wage, and not to exceed the maximum hourly rate for the respective category.  

The following job description categories and pay range guide are recommended to be followed when establishing the FWS/SSE student’s hourly rate of pay:
General Support

Pay Range $7.50 - $9.00 per hour

A position is considered to fall within this category if it is considered a general support role and requires minimal to no experience.  Positions in this category could include the following duties, tasks, and skills within the job description:

· Clerical duties such as filing, record keeping, operating office machines, typing, etc.

· General receptionist duties such as answering phones, scheduling appointments, referrals, etc.

· General duties such as desk duties, assisting students, security, facilities maintenance, running errands, operating equipment, etc.

· Courier duties such as mail sorting, pick-up, loading, etc.

· General physical labor such as moving furniture, set-up, delivery, outdoors, etc.

Salary Scale:

$7.50 – New Hire

$7.75 -  One (1) year experience at USFSP with prior acceptable work record from department

$8.00 – Two (2) years experience at USFSP with prior acceptable work record from department

$8.25 -  Three (3) years experience at USFSP with prior acceptable work record from department
Specialists and Technicians

Pay Range $8.50 - $12.00 per hour

A position is considered to fall within this category if it is considered to serve a specialized function which also involves more specialized training.  Positions in this category require experience and/or specialized skills which demand greater on-the-job problem solving and attention to detail.  Positions in this category could include the following duties, tasks, and skills within the job description:

· Specialized office support and customer service duties that require complex processing and communication skills. 
· Computer skills such as upgrading equipment, database management, use of specialized software programs, etc.
· Laboratory skills such as preparing/performing laboratory experiments, cleaning equipment, preparing solutions, use of specialized machinery/technology, etc.
· Research skills such as collecting information, using specialized software programs, advanced data entry, etc.  Please see page 6, “Federal Guidelines for Types of Work Students Can and Cannot Perform” for a detailed list of work type exclusions.
Salary Scale

$8.50 – New Hire

$8.75 – One (1) year experience at USFSP with prior acceptable work record from department 

$9.00 - Two (2) years experience at USF SP with prior acceptable work record from department

$9.25 – Three (3) years experience at USFSP with prior acceptable work record from department 

Pay Raises 

Students may receive a raise in their rate of pay at the beginning of each Fall semester.  It is recommended that the raise may not exceed $.25.  Mid-year pay raises are not permitted. 

Interviewing FWS Students 

Preparing for the Student Interview

Since FWS/SSE student employees are considered regular temporary (formerly OPS) employees, departments are expected to interview students to find those that best “fit” the job.  The interviewer should ask only questions related to confirming that the student is eligible to apply for the job and specific questions related to the job.   To ensure all interviews are equitable, the same questions should be asked of all interviewees.

Suggested steps for filling an available FWS/SSE job:

1) Respond to all students who inquire about or apply for the available job. 

2) To ensure consideration of only those students who are a good “fit” for the available job, ask 3 to 5 “pre-screening” questions of all applicants:

[For example, if the job requires a student be competent in specific skills, ask the student if he/she can give examples of these skills.   If the job requires the FWS/SSE employee to occasionally work weekend hours, ask if the student is available for weekend work, if given advance notice, etc].      

3) Ask the prescreened students to complete a USF Employment Application outlining their skills and qualifications.

4) Select the student(s) to be interviewed and establish an interview time. 

5) Prepare for the interview by  

· Reviewing the student’s application.

· Confirming the desired qualifications.

· Preparing a list of questions to ask each applicant.

· Ensuring questions relate to specific job requirements.

During the Interview

1) Greet the student and thank him/her for his/her interest in the job.

2) Confirm that the student’s FWS/SSE award and student status has not changed since submitting the application.

3) Use the same interview questions for all applicants.

4) Thoroughly explain job duties and responsibilities.  Discuss work hours and pay rate.

5) Ask if the student has any questions. 

6) Inform the student of the anticipated start date and the date when a hiring decision will be made.  

7) Assign someone in the department to contact the interviewees once a hiring decision has been made – even those not offered the job.
After the Interview

1) After each interview, immediately write down impressions/comments.

2) After all interviews are completed, review the notes.

3) Make a selection. 

4) Make an offer.

5) When making an offer…

· be sure to confirm when the job begins and ends 

· work hours per week

· pay rate 

· job duties and any other relevant details regarding the job.  

6) While a verbal offer is acceptable, it is prudent to…

· reiterate work hours

· reiterate pay rate

· reiterate job duties

· reiterate date/time the student must report to work

· give the student a date by which he/she must accept or decline.

7) Offer letter is required and must contain students signature and signature of someone with department salary

8) Once the job is filled, notify all other students who interviewed

9) Remove any job advertisements posted in the department and inactivate your job posting in Recruit-A-Bull.  If you need assistance inactivating your account, please contact Barry McDowell at mcdowell@mail.usf.edu.

Selecting FWS Students

Establish Department Expectations (*form available)
Communicate appropriate work behaviors and expectations so the FWS/SSE employee knows what is and is not acceptable in the department.  Written expectations are encouraged.  See “Forms” section for a sample document to establish FWS student worker expectations.  Ensure the student employee understands the supervisor’s expectations regarding: punctuality, accuracy in reporting work hours, completion of work tasks/projects by target dates, not using work time for studying/personal phone calls/surfing the web, appropriate attire for the work setting, etc.
FWS Work Performance Evaluations (*Form Available)

Ideally, hiring departments should conduct an evaluation, using the form on the HR website, or one of your own creation, with your student employee at the end of each semester.  Offer an accurate assessment so the student employee can learn from their work experience.  Be sure to note the positive as well as areas for improvement.  Provide a copy of the evaluation to the student employee and maintain a copy for your department files.  Note:  Do not send the evaluation to Human Resources.  Keep on file in department.

Terminations

FWS/SSE employees may be terminated at any time.  Examples of reasons for terminations include but are not limited to:

· Recurring unauthorized and unexcused absences;

· Refusal to do work assigned, or refusal to work properly assigned time periods;

· Intentionally falsifying entry of hours worked on time records;

· Inability to perform tasks required by the nature of the job after completion of a reasonable training period;

· Violations of the Student Code of Conduct which occur in connection with the student employment;

· Violation of the University policy concerning the Privacy Act in giving out confidential information from student records.

· Exhaustion of FWS/SSE funds.
Monitoring the Award or SA Allocation

Ensure Expenditures Do Not Exceed Award or SA Allocation

GEMS payroll information for all FWS/SSE account expenditures is loaded into Banner/OASIS biweekly.  The payroll distribution must have been charged to an existing FWS/SSE account at the time the payroll was processed.

The employing department is notified by the HR Payroll Office if a student had exceeded their FWs/SSE award as of the end of the last pay period.  This calculation assumes the payrolls were correctly distributed at the time the student was appointed to a FWS/SSE job.

At the end of each pay period, the employing department should calculate the total number of remaining hours the FWS/SSE employee may work, based on the hourly rate, to ensure the student does not exceed their award balance.  There is a query available through GEMS (see below) that will assist the departments in tracking their SA allocation.  
Manage and Reconcile FWS Expenditures

Financial aid is responsible for managing, reconciling and reporting FWS expenditures.  As part of this process, bi-weekly reports are run to monitor payroll expenditures and SA allocation utilization by the VP areas, and to report to the provost’s office.  

Unauthorized FWS expenditures – Unauthorized FWS expenditures will be charged back to a hiring departments account.   Students appointed to FWS positions must have an FWS award 

1. FWS charges without or in excess of FWS award – Students must have an FWS award showing in OASIS to be appointed to FWS positions and paid from FWS funds.  In addition, students cannot be paid FWS in excess of the amount of their FWS award.  
2. Retroactive Expenditure Transfers will not be approved beyond one payroll period, for FWS students who are not correctly appointed.  Hiring departments must closely monitor payroll to ensure that a newly appointed/reappointed FWS student is being paid from the FWS account.  Departments can run bi-weekly payroll reports to ensure the accuracy of FWS student workers.

3. No FICA taxes or Overtime- Problems with Dual Appointments – FWS funds cannot be used to pay either FICA taxes or overtime pay.  For this reason, students should not be dual appointed to FWS and temporary employment positions.  The hiring unit that employs the student in the temporary employment position will be charged for any overtime and for FICA taxes. 

Results of Exceeding Award or SA Allocation

If an FWS employee earns more than his/her FWS/SSE award, the hiring department will be billed for the amount earned that exceeds the student’s award.  If the department exceeds its SA allocation, the Vice Chancellor area will be billed for the entire difference between the SA allocation amount and the earnings amount for their area.
GEMS Reports

FWS Balances by Department
· To access this GEMS report use the following path:
Home>Workforce Administration>Workforce Reports>USF Reports>FWS Balances by Dept
· This will include a list of all the department’s FWS/SSE students, their name, Employee ID, total award amount, amount of award used, and the remaining award balance.  
Payroll Posting Ledger
· This query is available through GEMS and will assist in tracking Student Award Allocations.  
· The public query name is U_Payroll_Posting_Ledger.  
· The department will input the parameters as needed, such as date range, department, and Fund (28000).  

· You can save the query in Excel format which may make it easier for tracking totals. 

Forms 

A. FWS/SSE Student Employment Process Checklist
B. FWS/SSE Student Work Performance Expectations

C. FWS Work Performance Evaluation 

D. Purple Sheet (FWS Student Employment Preapproval Form)
E. SSE Authorization (1011 not available. Example is 0910)
F. RSA Report Example

G. GEMS Report Example
A:  FWS - Student Employment Process Checklist for USFSP Departments
Getting Started:  Training, Understanding FWS Financial Aid, and Spending Authority Allocations

· Review Student Employment Programs:  FWS and SSE Handbook

· Attend FWS & SSE Training

· Wait to receive SA Allocations & Determine # of Positions

· Create or Update job posting/description in Recruit-A-Bull

Hiring Department Completes the Following For the Career Center/Recruit-A-Bull

· Advertise Opening(s) in Recruit-A-Bull (if hiring)

· Create an account/log-in to existing account

· Print job posting

· Add/update job posting

· Contact Career Services if assistance is needed.

Hiring Department Completes the Following For Human Resources

· Determine who to interview and conduct interviews

· Select candidate of choice/or reappointment

· Make offer and Confirm award/or Confirm reappointment’s current award.

· REPORT A HIRE (in Recruit-A-Bull)/ NA if reappointment 

· Inactivate Job posting/description / NA if reappointment

· Attach job posting/description to appointment paperwork for new or reappointment

· Attach current student OASIS FWS award (OASIS print-out)

· Attach completed Purple Sheet.

· Ensure student is in GEMS on active job record.

· Ensure FWS distribution code on paperwork.

Hiring Department Completes the Following for Human Resources – Payroll

· Ensure dates are within established deadlines

· Ensure salary is within established range

· Ensure student is not appointed for over 20 hours FWS, or 32 hours for multiple appointments (IMPORTANT:  FWS students must be FICA exempt)

· Collect Timesheets on Bi-weekly basis

· Have CERTS preparer input time

· Have CERTS approver verify and approve

· Monitor individual student award balance and enrollment through OASIS print-out of award screen and schedule. (Must have 6 ACTIVE USF hours)

· Monitor overall budget (allocation)

· Ensure student has been paid correct number of hours

· Ensure student has been paid correct rate of pay

· Ensure student’s earning have been charged to correct account.

Within Department Evaluation

· Conduct an FWS Student Evaluation at least once per year.

Preparing for the December Holiday Break and Spring Term (Start this process in December)

· Terminate any graduating students with appointment date end of 12/9/10.

· For continuing students, request (1) Spring class schedule printout and (2) OASIS FWS award print-out   Note: During periods of non-enrollment, FWS students can work up to 32 hours per week due to FICA laws. Continuing students must be enrolled in 6 USF credit hours for Spring to continue with FWS appointment.

· Determine if you will have a need for more students beyond those wanting to work.  Notify your Vice Chancellor area of any requests.

SSE- Student Employment Process Checklist for USFSP Departments
Preparing for the Summer Term (Start this process in March)

· Review Student Employment Programs:  FWS & SSE Handbook

· Determine which FWS students in your office want to work over the summer (they will receive an email from USFAS with the SSE Request attached)

· Determine if you will have a need for more students beyond those wanting to work.

· Advise your students to pay attention to emails for USFAS RE: SSE.

For FWS Students returning for Summer, follow these steps

· Complete the Summer Student Employment Request Form for the Student

· Once awarded, attach OASIS Print-out of SSE award to ASF form.

· Ensure student is in GEMS on Active job record

· Ensure FWS distribution code is on paperwork

· Monitor individual student award balance and enrollment (verify with copy of OASIS SSE Award screen print-out and summer class schedule)

If hiring new SSE students, follow these steps

· Advertise any openings in Recruit-A-Bull

· Determine who to interview, conduct interviews, and select candidates

· Make offer and complete Summer Student Employment Request Form for student.

· Attach current SSE Award (OASIS SSE Award print-out) to Offer letter

· Inactivate job posting (in Recruit-A-Bull)

· Report a hire (in Recruit-A-Bull)

· Ensure student is in GEMS on Active job record

· Ensure FWS distribution code is on paperwork

· Monitor individual student award balance and enrollment (via OASIS award print-out and class schedule)

Hiring Department completes the following for Human Resources – Payroll

· Ensure dates are within established deadlines

· Ensure salary is within established range

· Ensure student is not appointed for over 20 hours FWS, or 32 hours for multiple appointments (IMPORTANT:  FWS students must be FICA exempt)

· Collect Timesheets on Bi-weekly basis

· Have CERTS preparer input time

· Have CERTS approver verify and approve

· Monitor individual student award balance and enrollment through OASIS print-out of award screen and schedule. (Must have 6 ACTIVE USF hours)

· Monitor overall budget

· Ensure student has been paid correct number of hours

· Ensure student has been paid correct rate of pay

· Ensure student’s earning have been charged to correct account.

B:  FWS Student Work Performance Expectations
We’re pleased you’ve chosen to take advantage of your Federal Work Study/Summer Student Employment award with our office.  To ensure you have a positive and enriching experience, we are providing you with this list of expectations.  The expectations are separated into two sections:  1) what we expect from you, and 2) what you can expect from us.  Please read through it carefully and sign the bottom of the page.  If you have any questions throughout the duration of your employment at USF St. Petersburg, please do not hesitate to contact your immediate supervisor of our team and hope that you learn many transferable skills as you make the journey through the semester.  

“What we expect from our Student Employees”

· Report to work at the agreed upon time and let your supervisor know when you arrive.
· Notify your immediate supervisor as soon as possible if your schedule changes.  We understand that projects and exams may occasionally conflict with your work schedule and we’ll be as accommodating as possible, but your supervisor needs to know your schedule so he/she predict work flow.
· Please also notify your supervisor at least 30 minutes prior to your scheduled start time if you will be unable to report to work or as soon as possible prior to your start time if you will be late.
· Dress appropriately for an office setting.  Students may not wear low cut, midriff or halter tops; low cut jeans, see-through clothing, very short shorts, short skirts or hats during work hours.  Regular jeans are acceptable.
· Attend to assigned duties and anticipate working as part of a team.  If you complete your work assignments, please let your supervisor know that you are finished and are ready for the next assignment.
· Attempt to resolve any work-related problem by approaching your immediate supervisor.  Many problems may be resolved on an informal basis.
· Office phones are to be used for work-related calls only.  Phones are not to be used for accepting or making personal calls, this includes personal calls on cell phones during working hours.
· Please do not ask friends to stop by to “visit” or call during work hours.
· Without permission, please do not do homework or study during work hours.
· Without permission, please do not surf the internet or access personal e-mail during work hours.
· Without permission, please do not use computer for personal work during work hours.
· Breaks may be taken after working 4 hours.  Please notify your supervisor when you leave and return.
· Confidentiality is extremely important.  Please adhere carefully to all confidentiality instructions provided to you.
· Please ensure that your workstation is clean, orderly, and maintains a professional appearance at all times.
· Timesheets – It is the responsibility of the FWS/SSE employee to keep an accurate accounting of their daily hours on the electronic or paper timesheet provided by their supervisor.  The supervisor is accountable for accurate and timely completion of the timesheet.  Signed timesheets must be turned into the department representative responsible for preparing certifications by the time specified.

· Eligibility – it is your responsibility to monitor your continued eligibility for FWS/SSE and notify your supervisor of any changes.  If you are unsure about how changes can impact your eligibility, please contact the Office of Financial Aid for more information.  In addition, be sure to monitor your OASIS account for changes, including requirements needed of you, in order to continue your eligibility.

“What you can expect from us”

· Acquire real-life, transferable skills that will increase your marketability in whatever career  path you select in the future.

· Open and clear communication.

· Expect to be “cross-trained” and work on projects that may involve other areas of the department or university.

· Guidance on life issues that might affect your future career employment (i.e., suggestions on career paths, preparation for transition from part-time to full-time employment, etc.)

· Respect

· A sense of how our department works, including an opportunity to interact with others throughout the department.

· To grow skills and develop a professional network through mentors and colleagues.

· Review, explain, and provide you with a copy of your job description, and policies and procedures unique to the work setting.

· Provide training.

· Provide meaningful work.

· Work with you to develop your work schedule, and ensure work does not conflict with class.  Provide a copy of the work schedule.

· Provide contact information for submitting requests for time off.

· Provide access to department head to discuss issues not resolved at the supervisor level.

· Evaluate your job performance and provide you a copy of your performance evaluation.

My signature confirms that I have read, fully understand and will abide by USF St. Petersburg’s work behavior expectations of FWS/SSE student workers.

Student Name ___________________________________________________
Date ________________






(print)

Student Signature ________________________________________________
Date ________________

Student Supervisor Signature _______________________________________
Date ________________
C:  FWS Work Performance Evaluation Form

To obtain the Federal Work Study Student Work Performance Evaluation Form, visit our HR Forms webpage, and select “P”, then “Performance Evaluation – Federal Work Study Student”. http://www.stpete.usf.edu/adminservices/human_resources/forms/
Note:  Do not send the evaluation to Human Resources.  Keep on file in the department.

D:  2010-2011 FWS Student Employment Preapproval Form (Purple Sheet)

Instructions:  Upon completion of the Financial Aid portion, the below student must provide this form and a copy of the accepted Student Employment award from OASIS, to the hiring department and to Human Resources.  Please contact the Office of Financial Aid should you wish to cancel your Federal Work Study offer.

FINANCIAL AID APPROVAL
This will introduce ___________________________________________, who is eligible to work up to 20 hours weekly.
This student has an earnings limit of ________________ for the following appointment dates:
· FWS Fall/Spring (appointment dates: 8/6/2010 – 04/28/2011)
· FWS Fall only (appointment dates: 8/6/2010 – 12/09/2010) Graduating student
· FWS Spring only (appointment dates: 12/10/2010 – 4/28/2011)
and may not continue employment when that amount has been paid, or if the department Spending Authority is exhausted.
___________________________________________________________
  _________________________

                          Financial Aid Counselor’s Signature



 

           Date
STUDENT’S STATEMENT

The undersigned understands and agrees that his/her employment for the current school year at the University of South Florida may be terminated when, in the opinion of the supervisor, work performance is unsatisfactory, or if the student’s eligibility expires. In case of unsatisfactory performance, the University does not guarantee further employment.

__________________________________________________________
  
_________________________
                                 Student’s Signature



                                                 Date
HIRING DEPARTMENT APPROVAL
It is the responsibility of the hiring department to run regular GEMS reports to monitor the pay expended for FWS employees.  Any amounts overpaid will result in the overage being charged to the departmental budget.  Please email the Office of Financial Aid if you need the Hiring Handbook or PowerPoint regarding hiring student employees at finaid@stpt.usf.edu.

___________________________________________________         
________________________________

        Supervisor’s Name




  

 Email
___________________________________________________
 
________________________________

          Departmental Hiring Contact, if different from Supervisor  


              Email
Hiring Information:  See reverse for job descriptions and recommended pay levels.

Scheduled Hours per week (maximum of 20):  _________
 

Hourly Rate:  $ ______________
(Note:  Returning employees may have a .25 pay increase every Fall).

Type of Student Employment:  General Support (GS) or Specialists and Technicians (ST)

HUMAN RESOURCES APPROVAL
· The above student has been activated in the GEMS system.

___________________________________________________         

 _________________________

       Human Resources Representative



 

  Email
FWS Job Categories and Pay Range Guide

Hiring departments, after reviewing the job description and the nature of the work, and taking into consideration the skill level of the student, are authorized to establish the student employment hourly wage, paying at least minimum wage, and not to exceed the maximum hourly rate for the respective category.  

The following job description categories and pay range guide are recommended to be followed when establishing the Federal Work Study (FWS)/Student Summer Employment (SSE) student’s hourly rate of pay:

General Support  Pay Range $7.50 - $9.00 per hour
A position is considered to fall within this category if it is considered a general support role and requires minimal to no experience.  Positions in this category could include the following duties, tasks, and skills within the job description:

· Clerical duties such as filing, record keeping, operating office machines, typing, etc.

· General receptionist duties such as answering phones, scheduling appointments, referrals, etc.

· General duties such as desk duties, assisting students, security, facilities maintenance, running errands, operating equipment, etc.

· Courier duties such as mail sorting, pick-up, loading, etc.

· General physical labor such as moving furniture, set-up, delivery, outdoors, etc.

Salary Scale:

$7.50 – New Hire

$7.75 -  One (1) year experience at USFSP with prior acceptable work record from department

$8.00 – Two (2) years experience at USFSP with prior acceptable work record from department

$8.25 -  Three (3) years experience at USFSP with prior acceptable work record from department

Specialists and Technicians  Pay Range $8.50 - $12.00 per hour
A position is considered to fall within this category if it is considered to serve a specialized function which also involves more specialized training.  Positions in this category require experience and/or specialized skills which demand greater on-the-job problem solving and attention to detail.  Positions in this category could include the following duties, tasks, and skills within the job description:

· Specialized office support and customer service duties that require complex processing and communication skills. 
· Computer skills such as upgrading equipment, database management, use of specialized software programs, etc.
· Laboratory skills such as preparing/performing laboratory experiments, cleaning equipment, preparing solutions, use of specialized machinery/technology, etc.
· Research skills such as collecting information, using specialized software programs, advanced data entry, etc.  
Salary Scale

$8.50 – New Hire

$8.75 – One (1) year experience at USFSP with prior acceptable work record from department 

$9.00 - Two (2) years experience at USF SP with prior acceptable work record from department

$9.25 – Three (3) years experience at USFSP with prior acceptable work record from department 

Requests for a higher starting salary can be made for:
· Exceptional skills and/or experience 

· Duties to be performed that are unique and acceptable  candidates are difficult to find 

· Previous job experience outside of USF St. Petersburg that directly relates to the job for which recruited 
Request for exception must be approved by Human Resources and Financial Aid.






G:  GEMS Report by Department

[image: image4.png]USFE

UNIVERSITY OF
SOUTH FIORIDA

1701001
01701001

0470101
01701001
0701001
o1701.001
oam0L001
o101
om01.000
0701001
0701000
oam1001
o701000
0701001
0701001
0701001
o1m01001
1701001
170000
1701001

1701001

FWS BALANCES BY DEPARTMENT

EMPLID

00000062487
ov00one2422
o00000s3304
0000058391
0000033602
00000064549
ooononsasss
oo00onsssz
00000053696
0000062640
oo00oniosi2
oo0000sas2s
00000083734
0000053271
0000057876
0000050604
0000056230
0000057957
aooonossso

00000053246

Empl
Red

Aminmens
‘Termination Date
si32007
siva00
siza00
sa0m
s3200
sv2007
s32007
s
siwa007
s32007
53200
siva007
sva00
sva007
si07
s3207
s32007
si32007
sv2007

832007

Award Amount

5400000
400000
400000
400000
10000
510000
400000
5400000
400000
ss20000
400000
230000
5100000
s400000
400000

495000

Paid Amount

37050
27150
12800

ss6175
230000

$10650
S400000
02525
210650
5506700
si0125

530000
5399938
369675
342675
s1550.00
sLuz02
5199376
539263

$1.23400

562950
850
s2mon
s13825
5169600
29350
5000
sir47
S185350
si3300
200875
S1.50000
06
530325
5725
539600
285798
Siom2
67

$766.00

Page 1 of 6





Position Type: (Part-time, FWS)


Applicant Type: Federal Work Study 





Note:  These are listed backwards on this example.





First/Last Name: Of contact that can discuss job specifics 


Address: Must include full campus mail point address for supervisor 








Wage/Salary should be a range


Start and End date can be appointment period rather than hiring dates 








E:  Summer Student Employment (SSE) Request �





F:  RSA Summary by Student
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