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OVERVIEW OF THE CAMPUS BASED EMPLOYMENT PROGRAM

The Campus Based Employment Program is in fact two separate work programs, Institutional
Work-study (IWS) and Federal Work-study (FWS). The goal of work study is to provide part
time employment to enrolled students who are receiving some form of financial assistance (merit
or need-based). Students designated as Federal Work-study (FWS) receive 75% of their funds
from the Federal government and must have eligible financial need. Students designated as
Institutional Work-study (IWS) receive 100% of their funds from Washington & Lee University
and must currently be receiving some form of financial assistance.

Employment under the Campus Based Employment Program benefits students in several ways:

Provides funds to pay for education and personal expenses.
Helps the student to feel a connection to the University.
Improves time management skills.

Provides future job reference and resume material.

The term Work-Study does NOT mean students receive jobs where they may have time to study
at their place of employment.

EMPLOYMENT CONDITIONS AND LIMITATIONS

e The Washington & Lee University Financial Aid office determines student
eligibility for all WS awards. In assigning an FWS job, a school must consider
the student’s financial need and the amount of other assistance available to the
student. A student’s need places a limit on the total FWS earnings permissible
but has no bearing on his or her wage rate.

e WS jobs must be reasonably available to all eligible students at the school.

e At least 7% of FWS allocations must be used to employ students in community
service jobs.

e Work-Study must be governed by any applicable federal, state, or local law.
e 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 WS must be paid for all hours worked.



AWARDS

Upper-class and first-year students are usually awarded $2,000 in work-study funds for the
academic year. Student employees may not earn more than the total Work-Study award listed on
their financial aid award letter. The award limit is also available on-line. Employment ends when
the student reaches the earnings level. It is the responsibility of the supervisor to track earning
levels and limit work hours when appropriate.

Students working over the award level cannot be funded by the Financial Aid Office. In this case,
there are two options:

e The department may discontinue employing the student. Please be aware that any student
over the earning limit still should be paid for funds not covered by Financial Aid.

e The department may continue employing the student paying 100% of their wages through
departmental funds.

JOB DESCRIPTION

Supervisors are responsible for maintaining detailed job descriptions for any and all Work-Study
positions in their area. The supervisor should review the job description with each student
employee to be sure that the student understands the supervisor’s expectations. Work-Study jobs
should complement and reinforce each recipient’s educational program or career goals. The
Financial Aid Office stores and lists all job descriptions for each Work-Study position on the
Campus Employment web site.

SCHEDULE

While most students are scheduled for 5-10 hours per week, work schedules may be flexible
throughout the academic year to accommodate departmental needs and student academic and
extracurricular schedules.

The supervisor and the student should arrange a working schedule which is mutually acceptable.
Students are expected to work all of the agreed upon hours throughout the academic year and will
be expected to discuss any deviations from their schedule with their supervisor in advance.

Work-study students are eligible to work during the official school term. They are not eligible
before the term begins, or after the term ends. Students are allowed to work during official breaks
during the Fall, Winter, and Spring semesters. Students are not allowed to work during the
Christmas break.

Changes in Work-Study assignments during the academic year are not made once a student has
been assigned to a department, unless the student’s academic schedule is in direct conflict with his
or her work schedule.



WAGE RATE

Work-Study students must be paid at least the federal minimum wage ($7.25 as of July 2009).
Also, the pay must meet the requirements of the state or local law. Current base pay rate is
$8.00. No student will be paid for hours not worked.

e |t is not acceptable to base the wage rate on any other factor not related to the student’s skills
or job description.

e FWS students performing jobs comparable to non-FWS employees cannot receive a lower
rate of pay.

WORKING TWO CONCURRENT WORK-STUDY POSITIONS

Students are limited to one Work-Study position each academic year.

ATTENDANCE AND ATTIRE

Requirements for attire and attendance are determined at the discretion of the department.

WARNING AND TERMINATIONS

Washington & Lee University invests a significant amount of funds to the Campus Based
Employment Program. Students who are not dependable or unwilling to meet the demands of
their position waste significant University financial resources. Work-Study students are expected
to arrive at work promptly, complete their duties competently, and work all scheduled hours. At
the same time, student employees should expect well defined and meaningful work
responsibilities.

Student employees who fail to perform are subject to dismissal. It is expected that the student
will receive prior notification before the problem reaches that point, i.e., discussion of problems
and performance, written warnings, etc. Student employees should also be able to discuss work
problems with their supervisors, e.g., underutilization, scheduling conflicts, etc., and work out
mutually agreeable solutions. Recommendations for addressing performance issues:

e Give the student a verbal warning, stating exactly what the unacceptable behavior was,
and what needs to be done to correct the problem.
e The second time there is a problem; give the student a written warning.

e |f the problem is not resolved at this point the department should feel free to terminate the
student’s employment or contact FA for additional options.

The FA Office is not the arbitrator for student/supervisor disputes; however, we are available to
both supervisors and students for consultation on difficulties encountered in the work place.



REPORTING HOURS AND PAYMENT

Students must provide their supervisors with an accurate record of the hours they work each day.
Hours must be verified by the supervisor.

All time records are to be entered on-line on the Work Study time sheet. Students should keep
accurate records and store hours after each day of work. At the end of each month students and
supervisors must electronically verify the accuracy of the hours recorded and submit the verified
report. The supervisor is responsible for making sure these time sheets are accurate, and signed
by both the student and the supervisor. Student is responsible for submission of the signed
timesheets on-line at the end of each pay period.

Due dates for each pay period are listed on-line. Please review this schedule with student
employees. Time sheets not signed and submitted by the designated day and time will be held
until the next pay period. Un-submitted pay periods remain open for one month, after which the
student cannot receive payment through the Work Study program and must be paid through
departmental funds.

Paychecks are issued to students once a month through the Business Office. No pay advances
will be given.

COMMUNITY SERVICE

Work-Study students are encouraged to pursue employment that is community service related.
Community service positions contribute to the improvement in the quality of life for area
residents by helping solve particular problems related to their needs. Community Service
opportunities are listed on the CBE web site.

SAFETY INFORMATION AND TRAINING

Students who work in areas that contain any types of hazardous materials must be provided with
proper safety equipment and training.

NONDISCRIMINATION/HARASSMENT

Washington & Lee University does not discriminate on the basis of race, color, religion, national,
or ethnic origin, sex, sexual orientation, age, disability, veteran’s status, or genetic information in
its educational programs and activities, admissions, and with regard to employment.

In addition, harassment on the basis of race, color, religion, gender, national origin, age
disability, sexual orientation, or for any other unlawful reason is a violation of W&L policy and
is prohibited by both state and federal law.



SUPERVISOR RESPONSIBILITIES

If no individual is willing to accept the responsibilities of supervisor within a department/area,
then no Work-Study students can be assigned to that area.

The Supervisor is expected to:

e Verify that all students assigned to work in their area have completed Human Resource and
Financial Aid paperwork before allowing student to work.

e Provide students with training on the office policies and procedures.

e Monitor student’s work hours to ensure that their students do not work more than their
limit of earnings.

e Monitor and verify student timesheets for accuracy.

e Agree to use the on-line system for time sheets and roster maintenance.

e Participate in any required training regarding work-study regulations or on-line system.
e Monitor and update on-line system as needed.

e Complete all responsibilities by indicated deadlines.

e Keep job description up to date and accurate.

e Read, and agree to follow all regulations and guidance as illustrated in the WS manual.

e Monitor student rosters and inform FA office when students are no longer participating in
the program.

e Assume responsibility for all aspects of the WS program within department/area.



STUDENT RESPONSIBILITIES

A Work-Study student is expected to hold his/her academic progress as the number one priority.
It is understood that students are at Washington and Lee University to be educated and not for the
sole purpose of part-time employment. However, Work-Study can be an education in itself, and
students who choose to work in the Work-Study program are expected to perform in a
professional and reliable manner.

The Student is expected to:

e Provide the employer with a schedule of the hours and days the student is available for
work.

e Accurately report the hours worked, and submit timesheets to the supervisor by the due
date each month.

e Maintain his/her accepted work schedule and inform the employer in a timely and
appropriate manner of his/her inability to maintain this schedule.

e Seek permission from the supervisor to be excused from regularly scheduled work hours.
e Follow and maintain confidentiality with regards to any information revealed during

his/her employment. A student employee may be required to sign a Confidentiality
Agreement.



WORK STUDY DOCUMENTATION

Information regarding the Work Study program is available on-line on the Financial Aid website
under Campus Employment. Links are provided for: Required Human resources Documents;
Direct Deposit form; Campus Employment Job Descriptions; and Campus Employment Policy
Manual.
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