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Introduction
The purpose of this manual is to provide an overview of work study policies and procedures and is intended to be informative and useful to you as a work study supervisor.   Your role as supervisor is essential to the development of one of Tennessee State University’s (TSU’s) most valuable resources, our students. 

The Career Development Center, which is an integral part of the daily operation of the university, will assist students in finding meaningful work experiences aimed at providing financial support while complementing their college and career goals.  Ideally, students find jobs related to their interests, talents, and vocations and leave college with valuable work experience.

Overview

Federal Work Study (FWS) is a federal program whereby awards are given to eligible students who demonstrate a financial need and complete the FAFSA by the Tennessee State University Financial Aid priority deadline.  FWS provides eligible students with the opportunity to work and earn income that they can use towards school or living expenses.  Jobs vary throughout the university and range from assisting in various departments to working in the library or tutoring children in community service after school programs.

Departments interested in employing federal work study students must file a Job Request Form (see Appendix A).  Once approved by the Career Development Center, the Job Request Form will be posted on-line for viewing by interested students at www.tnstate.edu/careers.

The Job Request Form asks the supervisor to list the type of work students will be asked to perform, the number of students requested, and the number of hours students will be needed per week. 

During the time that classes are in session, students are allowed to work up to 20 hours per week and cannot work during the times they are scheduled to be in class.  Once students have earned their full award, they must stop working.  If a student works over the allocated Federal Work Study award, he/she will not be paid through the Federal Work Study Program.  The department in which the student is employed will be RESPONSIBLE for paying the additional hours.  

Supervisors should adhere to the recommended hours indicated on the Work Assignment Notice so that students will not exceed the amount of their award.  The purpose of setting weekly hours is to help spread earnings over the full award period.  Students who earn too much too quickly are often unable to budget funds over the full award period and may find themselves short of money as the semester ends.

Supervisor’s Responsibilities

It is the supervisor’s role to ensure that the employment is educationally enhancing to the student.  A federal work study position may not be directly related to the student’s course of study, yet a student may still learn about the world of work.  A student may pick up from almost any job a basic attitude towards work and skills necessary for successful job performance.  Remember that for many students, a federal work study position is their first real job.

If you supervise work study students, you have the following duties:

1. Make sure that you have received the student’s Work Assignment Notice from the Career Development Center before scheduling him/her to work.

2. Work with your student employees to establish regular work schedules that do not conflict with their class schedule, making it clear that you expect them to follow these schedules.

3. Communicate departmental policies and confirm job duties from the very beginning so the students know what tasks/projects/duties are expected from them.

4. Establish appropriate work behaviors and expectations so that students will know what is and is not acceptable in the department.

5. Ensure the students understand your expectations regarding punctuality, accuracy in reporting work hours, homework, personal phone calls, surfing the web, etc.

6. Inform students that they will only be paid for the hours that they work.  Holidays, snow days, sick days, lunch, or break periods should not be recorded as hours worked.

7. Do not sign any time sheet in advance.  Signing and dating the time is your certification that the student has worked and earned his/her work study award. Signing time sheets in advance is a prohibited practice.

8. Make sure that time sheets are kept in a secure place.  Students are not to have access to time sheets.  Failure to keep the time sheets in a secure place may lead to acts of fraud.  The opportunity should not be given for any student to increase their hours or to sign the supervisor’s name to the time sheet.

9. Submit student employees’ time sheets in a timely manner to Mr. Barry Hickson in the Payroll Office.

10. Adhere to the established payroll deadlines.  Late or incorrectly completed timesheets can delay students’ paychecks until the next pay period.

11. Designate a backup staff to oversee and submit payroll in your absence.

12. Ensure that appropriate attire is worn at all times while at work (No shorts, flip flops, or revealing clothing, i.e., mid-drift shirts sagging pants, etc.)

13. Assign a work station and show the student where to find work materials and where to 

secure personal belongings.

14. Refrain from having students perform your personal business on the job.

15. Give performance feedback on assigned tasks and complete the Student Performance Evaluation Form at the end of the academic school year.

Placement Sites

Placement sites will be voluntarily and by departmental majors.  The Coordinator will recommend that students be placed in their major in order to prepare them for the world of work and to be able to put a related job on their resume.  Students may also work at non-profit  community service sites.

Evaluations

At the end of the school year, the Career Development Center will send out an Evaluation Form (see Appendix B) to be completed by the Supervisor.  You will have an opportunity to evaluate your work study student and rate him/her on their accomplishments.  It is your decision as to whether the student will be rehired for the next school year.

Transfers

Students should make every effort to adjust to working where they have been assigned.  In no case should students request a transfer because they want an “easier job” or because you, as a supervisor, insist that they are regular and punctual in attendance, or perform tasks precisely.  At the beginning of the Spring Semester, students may request a transfer in the event of changes in class schedules.  In order to request a transfer, student must file a Request For Transfer Form (see Appendix C).

Meal Breaks

If a student works more than six (6) continuous hours, he/she is required to take a 30-minute unpaid rest/meal break.  This rest/meal break must be taken away from the student’s work area and must be documented on the timesheet.  The student and supervisor should discuss break times in advance to allow for the smooth operation of the work area.

Leave

Students are not eligible for paid time off such as vacation, paid holidays, sick leave and snow days.   However, these are considered reasons for excused absences when coordinated through the supervisor.  Such time off is without pay.

Doing Homework on the Job

The name “work study” is misleading.  It is important to view the work study job as a “real job” in which the employer requires work in exchange for wages.  It does not mean that you go to work to study.  Therefore, we do not recommend that homework be completed while on the job.

Payroll 

Timesheet Distribution

Student timesheets are distributed by the Payroll Office to supervisors only.  Each student should have a separate timesheet that should be completed with his/her name, T#, department name and reflect the appropriate pay period.  It is very important that a complete T# or social security number is provided on all timesheets, as several students may have the same name.  If students do not know their Banner T#, have them go to the “myTSU” website or contact the TSU helpdesk at 963-7777.  Please do not alter or redesign timesheets.

Timesheet Accuracy

Students must sign in/out daily and supervisors are to total these daily hours to reflect a monthly total.  Special attention must be given to accuracy, as these timesheets are subject to federal audit.  Do not report hours when students do not work, “store” hours for students to be paid at a later date, or report hours for students “in advance” to be worked at a later date. Since students are paid by the hour, any time missed due to an illness, a university holiday or administrative closing, a mealtime, or any other reason, is not to be paid or credited.  (No hours are to be reported for dates/times the general university is closed, unless students are assigned to “24/7” or “extended-hours” areas, such as residence halls, the game room, the Campus Center information desk, etc.)

Each day should be totaled to reflect a month end total.  Please use the following chart to convert minutes to tenths of an hour for time reporting:

                                   1-6 
minutes 
=
.1 hour



           7-12
minutes 
=
.2 hour



         13-18
minutes
=
.3 hour



         19-24    
minutes
=
.4 hour



         25-30     minutes
=
.5 hour



         31-36    
minutes
=
.6 hour



         37-42 
minutes         
=
.7 hour



         43-48
minutes
=
.8 hour



         49-54  
minutes
=
.9 hour



         55-60
minutes
=        1.0 hour

Timesheet Submission

Timesheets are to be completed in ink and both the student and the supervisor must sign.  The supervisor must submit the timesheets in a sealed envelope to the Payroll Office no later than the 1st of each month and should sign his/her name across the seal to ensure the integrity of the timesheets.  (An official Student Timesheet deposit box is also located in the Post Office, on the center pole opposite the service counter, and is marked “For Deposit of Official Student Timesheets” or brought to the Payroll Office in the McWherter Building,  Room 112 or 114).

Maximum Hours

Students may begin working once the supervisor receives a copy of the Work Assignment Notice from the Career Development Center and are to work only the number of hours on their Work Assignment Notice.  If timesheets are submitted in excess of these hours, they will be returned for correction, i.e., (the excess hours must be resubmitted and paid from the department’s budget).  This may result in a delay in the students receiving their checks, a tax liability for the students and the department, and/or financial aid adjustments for the students.

Students may be employed for a maximum of 20 hours per week while school is in session.  Departments are asked to be sensitive to students’ academic progress and to be willing to adjust their work schedules, if necessary.

Work Study assignments must end on or before the last day of instruction for the semester, as published in the Schedule of Classes booklet.  (If the work assignments are for the entire academic year, they must end on the last day of Spring Semester instruction, as published in the Schedule of Classes booklet.)

Pay Periods

The pay period starts on the 1st day of the month and ends on the last day of the month, and students are paid on the 15th of the following month, i.e., (May 1-31, paid on June 15th).

Financial Aid Award Revisions

Federal Work Study Awards may be revised at any time during the academic year to compensate for other types of aid such as Pell Grant, or outside scholarships or fellowships.  The Office of Financial Aid will issue a revised award letter to the student and send a notice to his/her supervisor regarding the change.  If the FWS award is revised, both the maximum earnings and number of hours worked per week will be affected.  Therefore, the student’s ability to work and/or remaining hours must be re-evaluated.

Termination

Performance issues need to be addressed with the student immediately.  If the student continues to perform poorly, termination may be recommended.  If the student is not a good fit for the department, it is the supervisor’s responsibility to express these concerns, not only to the student but to the Work Study Coordinator.  However, it is suggested that the supervisor meet with the student at least once prior to the termination in order to discuss the poor performance and give the student a reasonable amount of time to improve his/her performance.  Some possible measures for termination may be as follows:

a. Continued unsatisfactory job performance

b. Excessive absences or absences without notice

c. Excessive tardiness

d. Job abandonment (three consecutive absences without calling in to supervisor)

e. Falsification of time keeping record

f. Theft

g. Insubordination or other disrespectful conduct

h. Unauthorized disclosure of confidential information

i. Violation of department’s rules and regulations

Student Employee Rights and Responsibilities


Each student employee has the right to:

a. Choose where they will work based on the availability of positions for Work Study students at TSU.  Every effort is made to match students to specific job requests.

b. Information regarding the award amount, rate of pay, and the average number of hours to be worked per week.

c. A specific job description, as well as the supervisor’s expectations and standards.

d. A clearly defined work schedule

e. Adequate training to perform assigned tasks.

f. A safe and sanitary working environment.

g. Regular supervision and review of work performed.

h. Clear explanation of the procedures for submitting completed time sheets and for receiving paychecks.

i. Instructions by supervisors regarding procedures to be followed if the student cannot report for a scheduled work period.

j. A procedure for stating concerns related to the job or the supervisor.

k. Confidentiality of their employment records.

Each student employee has the responsibility to:

a. Become familiar with information provided regarding the terms of the award and with general student employee policies.

b. Work out a schedule with their supervisors no later than the end of the first week of employment.

c. Understand the specific job responsibilities, as well as the supervisor’s expectations and standards.

d. Arrange a mutually agreeable work schedule with the supervisor and work the assigned hours regularly.

e. Notify the supervisor immediately if a scheduled work period must be missed.

f. Accurately document work hours.

g. Perform assigned tasks in an efficient and timely manner.

Time/Attendance

Students are expected to start their work at the time assigned by the Supervisor and to sign “In” and “Out” on arrival and departure.  Only scheduled classes and labs should take precedent over their work schedule.  Students must call the supervisor if they are unable to report to work as assigned.

Contact Information

If you have any Work Study questions, please contact the following offices:

· Financial Aid (Awards Work Study)  615/963-5701

· Career Development Center (Makes placement assignments and conducts orientations)

     615/963-1524

· Human Resources (Ensures employment information is collected and processed)

     615/963-5281

· Payroll Office (Processes payments/deductions)  615/963-7607

APPENDICES

A. Job Request Form

B. Supervisor’s Evaluation Form

C. Job Transfer Form
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APPENDIX B

Tennessee State University

 SUPERVISOR’S EVALUATION FORM

Student Name________________________________                   T Number ________________________

Supervisor   __________________________________

Job Title _________________________

Department _________________________________

Please rate the student using the numbers below.  

5 = consistently demonstrates outstanding performance.

4 = above average employee; often exerts extra effort.

3 = average employee, performs in an acceptable and satisfactory manner

2 = needs to improve; occasionally does not meet standards required

1 = performance unacceptable; consistently fails to meet minimum standards

_____
Attitude:  Does the student have a positive attitude and work well with the supervisor and co-workers?  Does he/she exhibit confidence?

_____
Attendance/Punctuality:  Does the student show up to work on time?  If the student is going to be absent, does he/she notify a supervisor?

_____  
Work Quality:  Does the student’s work meet the standards of this job?

_____  
Completion of Assigned Duties:  Does the student complete all assigned tasks in a timely manner?

_____
Initiative:  Is the student motivated to complete tasks without being asked or reminded?  Does he/she work independently when required to do so?

_____    Listening Skills:  Does the student listen and follow directions effectively?

_____   Communication:  Is the student able to communicate effectively with co-workers and supervisors?

_____   Dependability/Reliability:  Is the student dependable?  Is he/she able to work without constant

              supervision?

_____   Overall Rating (Please rate your student overall).

Verification of Review

By signing this form, you confirm that you have discussed this review in detail with your work study supervisor.

_________________________________________________________________________________________

Signature, Work Study Student



Date

Supervisor:  Please indicate if you would like the student to continue to work in your department ___yes   ____no

Comment:

________________________________________________________________________________________

Supervisor’s Signature



               Date

APPENDIX C

FEDERAL WORK STUDY PROGRAM

REQUEST FOR TRANSFER

Section A:  To Be Completed by Student

Name____________________________________________T#__________________________________

Job Title ___________________________ Current Department__________________________________

Reason for Transfer_____________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Signature _____________________________________Date ___________________

Section B:  To Be Completed by Current Supervisor:

Name of Supervisor  _________________________________________________Telephone__________

I agree/disagree to the immediate transfer of the above name student.  If you disagree with transfer request, please state the reason:  _________________________________________________________

Total number of hours worked since last pay period ___________________________
Signature______________________________________
Date___________________

Section C:  To be Completed by New Supervisor

This is to certify that I have conducted a job interview with the above name student and have accepted him/her for employment.

Department______________________________________________________ Telephone____________

Signature _________________________________________
Date____________________

                                             Supervisor





     

APPROVED/DISAPPROVED:
___________________________
Date_____________



Director, TSU Career Development Center
#
#

