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I.  INTRODUCTION

OMERIEN

Florida State University provides work for students with demonstrated financial need on campus,
and with public agencies. The Federal Work Study Program (FWSP) is financed primarily by Federal
funds as authorized by the Higher Education Act of 1965. Minimum wages paid to FWSP students
are determined by the existing minimum wage rates at the state or federal level, whichever is
higher. The skills and abilities required in a specific position may call for higher wages.

SRECIEIC-ALTHORITL
Federal-Pegisier

Il.  POLICY (Including any Forms and Attachments)

OBJECHE

This policye specifiesy the methods and responsibilities for the administration of the Federal Work
Study Program (FWSP).

The objectives of the Federal\ork-Study-ProgramFWSP are:

1. To Pprovides a source of financial aid for students demonstrating financial need.

2. To pProvides work experience which enhances the participants' education or career
goals whenever practical.

3. To pProvides services that otherwise would not exist to our Institution and to
participating public organizations

A. ELIGIBILITY

All departments of Florida State University are eligible to participate in the Federal Work Study
Program. A FWSP student, however, may not be placed in a position previously established for a
regular employee.

Off-campus public or private agencies wishing to employ students under this program must sign an
agreement and provide job descriptions which are to be filed with the Office of Financial Aid.

Applicants for employment under the Federal Work Study Program must be clearly in need of

© 2015 Florida State University 1|/Page



FLORIDA STATE UNIVERSITY

financial assistance and must complete the necessary application forms. Determination of need
will be made by the UniversityOffice of Financial Aid.

The FWSP student must also be capable of maintaining satisfactory academic progress in
accordance with the standards and practices of the-Florida State University.

An applicant must be accepted as a degree seeking student and enrolled in a minimum of six (&}
semester hours of courses at the University, and be a citizen of the United States or an eligible
non-citizen as defined in the Federal Financial Aid Regulations.

The ability of the Office of Financial Aid to supply FWSP students for part-time work depends upon
the availability of Federal funds and matching institutional funds. FWSP students may work
throughout the Uuniversity and with off-campus agencies according to the students' special
interests and skills and the needs of prospective employers.

B. EMPLOYER RESPONSIBILITIES

When a Federal\Werk Study-ProgramF\WSP student assistantis hired, the employer will be
responsible for:

1. Establishing clearly defined schedules of work that are convenient to both the FWSP
student and empleyerthe University. Work hours sheuld-cannotaset interfere with class
schedules.

2. Informing the FWSP student of the exact duties and responsibilities of the job.

3. Maintaining adequate supervision of the FWSP student with regard to regularity of
attendance and quality of job performance. (Repeated absenteeism and/or failure to
accomplish assigned tasks should be reported to the Federal\Weork-Study-Office of Financial
Aid).

4. Monitoring FWSP student earnings to prevent earnings over semester FWSP award
amounts.

5. Submitting termination forms promptly to the Federal\Werk-Study-Office of Financial Aid
when the FWSP student terminates his/herthe work assignment or has earned their the
maximum of their semester award.

C. PERFORMANCE STANDARDS

FWSP students are expected to perform their duties in accordance with the standards established
by the department or agency for which they work. FWSP students will be subject to the same
Human Resources policies set for all student employees. FWSP students who fail to comply
satisfactorily with their employer's standards may be dismissed and referred to the Federal\Weork
Study-Office of Financial Aid -for re-assignment or dismissal from the program. Supervisors are
urged to take a personal interest in their FWSP students -empleyees-and to place continuing
emphasis on the importance of dependability and initiative.

D. APPOINTMENTS

© 2015 Florida State University 2|Page



© 2015 Florida State University

FLORIDA STATE UNIVERSITY

Prospective FWSP students ermpleyees-must provide the interviewing department or agency with
an emponment authorlzatlon prowded by the Eede#aJ—WeHé%udy—Ofﬂce of Financial A|d wh4eh

anel—t—he—F—W%P—Qiﬂee—The h|r|ng department is respon5|ble for completlng the form and aII new

employee eempleting-back-uppayretbdocuments with the FWSP student. The FederallMork-Study
Office of Financial Aid will process the necessary forms to place FWSP students on the payroll. (See

oo - fits)
E. COMPENSATION RATE

The minimum wage for FWSP students empleyees-is that specified by the higher of state or federal
minimum wagekederal FairLaberStandardsAct; the maximum wage is determined by the Director
of Financial Aid within the maximum limitations imposed by the U.-S. Department of Education.

Information concerning current maximum and minimum wage levels may be obtained from the

Federal\Work-Study-Office of Financial Aid.
F. TIME RECORDS

Each FWSP student must keep an accurate record h457lhe+cof hours worked on an electronic or electronlc or

G. HOURS OF WORK

The FederalWerk-Study-PregramFWSP work hours are arranged between the FWSP student and
the employer. Generally, it takes 10 - 15 hours a week to earn the FWS award for a semester.
FWSP SStudents should not work over the award amount, which is the Federal Work Study
earnings limit. Work hours cannot interfere with the FWSP student's class hours. Students should
not work more than 39 hours a week, including any combined hours for dual compensation
arrangements (FWS/OPS).

H. FWSP STUDENT ELIGIBILITY DURING THE SUMMER
To be eligible for empleymentunderthe Federal \Weork StudypregramFWSP during the summer, a

student must be enrolled and attending at least half-time, six {6}-semester hours. Summer awards
will be awarded only if funds are available.

|. FERMHINAHONSEPARATION

FWSP student employmentappointment is at-will and temporary. -empleyment—FWSP students

may be separated from FWSP employmentat any time and notice of reason for
terminationseparation is not required. A tFermination action is to be completed for any FWSP

students who resigns or is-are termlnated from h-rs%he#thelrjobs Ihele%m-n—a%mﬂ—me&lel—be
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J. BENEFITS

FWSP students empleyees-are not covered under Social Security, the Florida Retirement System, or
any of the staff/faculty insurance group plans, but are covered under Workers' Compensation.
FWSP students must sign a receipt for and be given a copy of the Workers' Compensation Program
Guidelines by the employing department. FWSP students are subject to all non-discrimination and
sexual harassment policies and procedures.

K. SAFETY STANDARDS

laerdertTo be covered by Workers' Compensation, FWSP students empleyees-engaged in
hazardous work must work only in an assisting capacity under proper supervision. Hazardous work
includes, but is not limited to: electrical work, painting from ladders and scaffolds, roof repairs,
window washing above the first floor, window glassing, and operating power tools excluding lawn
mowers.

lll. LEGAL SUPPORT, JUSTIFICATION, AND REVIEW OF THIS POLICY

The Board of Trustees has delegated its authority over personnel programs to the President which
is further delegated to the Vice President. Constitutional authority, state statutes, federal statutes,
Florida Board of Governors regulations, and University regulations authorize the policy:

Higher Education Act of 1965, 42 U.S.C. §§2751-2756b;

Florida Constitution Article IX, Section 7;

Sections 1001.706(6)(a), Florida Statutes;

Florida Board of Governors Regulation 1.001(5)(a);

Florida State University Board of Trustees Regulations FSU-4.001 and FSU-4.0015.

This policy shall be reviewed by the Chief Human Resources Officer every seven years for its
effectiveness. The Office of Human Resources shall make recommendations to the Vice President
for Finance and Administration for any modification or elimination.

/s/ Name of Approving Official

[Proof of approval retained in file]
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