Federal Work-Study Iniormation Session
[or On-Campus Supervisors




WELCOME

FEDERAL WORK-STUDY (FWS)
Information Session For On-Campus Supervisors

On-Campus Supervisors with Federal Work-Study Program inquiries
are encouraged to call for assistance.

Telephone: (718) 951-5178
E-mail: fws@brooklyn.cuny.edu

Financial Aid Office
Brooklyn College
West Quad Center

Room 308



Federal Work-Study Information Session

Welcome to the Federal Work-Study (FWS) Information

Session for On-Campus Supervisors

Statement ofilicderal.

* Please be advised' that supetvisors will be requited to complete the

ork=Study.Supervisors iesponsibilies

on the revetse side of the FWS Student Request Horm.™




FWS: Program Mission

The Federal Work-Study Program accomplishes several functions.

It serves as a source of financial assistance for students

It offers a training ground where students can work and gain

valuable experience

It encourages students to participate in community service
based organizations

It provides students an opportunity to participate in the
Family Literacy Program (formerly America Reads Program)




Benetits to FWS Supervisors
& Job Site

e Additional staff

e No financial cost to approved on-campus site’s
PP P

budget

* Opportunity to train and mentor our students




How Does A Student Receive A
Federal Work-Study Award?

File the current academic year Free Application for Federal Student Aid Form (FAFSA). Students are advised to file early. Refer to
FATV for information on when you can file your FAFSA at http://www.brooklyn.cuny.edu/web/about/offices/financial/fatv.php

Indicate on FAFSA that the student wants to apply for Federal Work-Study.

Students must provide additional documents according to their CUNYfirst “To Do List” if needed as a prerequisite to being
considered for an FWS award.

Meet Federal and CUNY eligibility criteria (meet SAP, register and maintain at least 6 credits in their division of matriculation and
pay the bill). Enrollment status is established by the 7% day of the semester.

FWS funds awarded will be posted to the student’s CUNYfirst account: Student Center -> View Financial Aid -> Select Aid Year.

The FWS award offered must be accepted by the student on their CUNYfirst account prior to placement appointment. Not
immediately accepting the award may result in the cancellation of those funds.

Placement information is on the Brooklyn College website (Resources and Forms section).

Student must complete job placement under the FWS Program before the deadline as listed on the Notice to Students Awarded
FWS to avoid cancellation of their FWS funds.



http://www.brooklyn.cuny.edu/web/about/offices/financial/fatv.php
http://www.brooklyn.cuny.edu/web/off_financialaid/Notice_to_Students_Awarded_Federal_Work-Study_for_2018-19.pdf
http://www.brooklyn.cuny.edu/web/off_financialaid/Notice_to_Students_Awarded_Federal_Work-Study_for_2018-19.pdf

Placement Opportunities

Students have many options available to choose from:
* On-campus
* Otf-Campus
* New York City Public Service Corps (PSC)

Note: FWS positions are reviewed at the time of the student’s
placement appointment at the Financial Aid Office. The
number of available job openings listed for both on-campus
and off-campus always exceeds the number of students

participating in the Federal Work-Study Program.




Eligible Students: Placement Process

Fach student must make a placement appointment online:
Go to: BC WEBCentral Portal
Click: Schedule an appointment under the eServices Tab
Click: Financial Aid Specialists Tool (F.A.S.T.)
Click: Federal Work-Study (FWS) Placement
Choose an appointment that fits student’s schedule with one of the FWS Program Assistants
Job placement appointments are not handled by Financial Aid Specialists/ Advisors.
All placement appointments must be in-person. Phone appointments are not allowed!

Job placement appointment will take place at the West Quad Center (Room 308). Student MUST
bring:

Validated Brooklyn College ID Card

Completed FWS Orientation Review Questions

Resume

U.S. Social Security Card and Permanent Resident Card (if applicable) or U.S. Passport. Other
documents as indicated on Form I-9 are accepted. (Only unexpired documents are acceptable)

Copy of their class schedule from CUNYfirst




FWS Form to Request Students

Office Use Only:

Business Unit/ Department Code

BK101 /

Ssummer20__ Pay Rate:

Fall 20 [] Federal Work-Study Undergraduate: $15.00
— - Graduate: $16 00
Spring 20 ] ON-CAMPUS FWS STUDENT REQUEST FORM
The reverse side of this form nmst be completed in order to submit a request to hire FWS employees.
* Please use a separate form for each j ipt1 (Office Assistant, Lab Assistant, etc.)
(Information mus

Department/Office Telephone

Location Best time to call

FWS Supervison(s)

FWS Employee Job Title: Number of Jobs:
Specific Responsibilities:

Special Skills Required:

Training provided by supervisor to FWS employees

Specify Hours Coverage is needed:

B e e e

TOTAL HOURS PER WEEK:  SUMMER NOT TO EXCEED 25 HOURS;  FALL & SPRING NOT TO EXCEED 20 HOURS;,  MINIMUM 15 6 HOURS

MAKIMUM: TN R
SUMMER: FALL/SPRING: SUMMER: FALL/SPRING:

ADDITIONAL COMMENTS:

Ofice of Financial Aid
Brecklyn College of the City University of New York
3900 Bedford Averue Brockiyn, Mew York 11210 Telephone 718) 951-5178 Fax (718) 951-4778

* % * The FWS Student
Request Form can be filled
out electronically, printed
out, and submitted. The
Statement of Federal Work-
Study Supervisor’s
Responsibilities (Next
Slide) can also be filled out
electronically and printed
out but it MUST be signed
by the Supervisor 2nd
Chairperson, Director or
Divisional Head before
being submitted for

approval by the Financial
Aid Office! * * *




Statement of Supervisor’s Responsibilities

Office/Department Telephone #

E-mail
Primary FWS Sup Alternate FIVS Supervisor

Statement of Federal Work-Study (FITS) Supervisor’s Responsibilities

This form must be returned to the Office of Financial Aid prior to luring FWS emplovees. Students may not begin
working as a FWS employee until the FWS Student/Employer Acknowledgements forms, Form I-9 and supporting
documents are retumed completed to 308 West Cuad Center for the current placement period. The student who has
completed the placement process will give you the yellow copies of the FWS Program StudentEmployer
Acknowledgements form, FERPA form, and the New York State Department of Labor Form issued by the FWS
staff indicating employment authorization and earliest date to begn work.

FWS supervisors are responsible for the direct supervision and training of FWS student employees. Students may not
begin working unfil they have completed the placement process. FWS employees should not be given keys to the
office, asked to ift heavy objects and use any hazardous equipment or matenals. Federal regulations state that FWS
students are not permitted to work during the time they are scheduled for classes. Obtain a printed copy of each
student’s class schedule for your records. At the time of hire. supervisors muist establish a work schedule for the student
which does not conflict with their cl edule on first. Students enrolled n a hybrid/onlne class nmst
submut written proof to ther FWS supervisor at the time of job placement. Attach a copy of the official letter from the
professor to each time sheet subnmtted for processing which clarifies online or hybnd class meetmg schedule.

I have reviewed the FWS Payroll Calendar plus the digital time sheet, and agree to adhere to the pru{edlue.

_ P'rior.to official FWS placenﬂu tart date i.udic-nted on the NY'S Deparment of Labor Form)

= If student’s enrollment status 1s below 6 cradits
v After the work-stdy award was eamed * %k % D ep artment

= After program termunation date

The F‘i’;. S Program does not pay for sick days, breaks, lnch and/or vacations. I nmst submit an official statement to Chairperson’ Director’

3 ssistant at the beginning of the academic year if my job site will be apen on legal holidays or when
Ci :cheduled to be closed. FWS students cammot work days, evenings, weekends or holiday: e o o
r-upermor or de'm;nated alternate supervisor (college employee) will not be present. The supervisor nmst attach a Or DlVlSlona]_ I I ead

memo to any time sheet to confirm work done when the colles ge 15 officially closed.

Each time sheet nust be checked to ensure all information is accurate and legible. It is my responsibility to menitor M l / S T S1 g n the

each student’s time and dufies. Supervisors and/or other staff members are not to ask students to do personal

emrands. The supervisor will be Liable if the student is mjured performing the persenal emrand.

T'understand that if I am going to discontinue noy position as a FWS supervisor, I must inform the FWS office in Statement Of Federal

wiiting that I will no lcnuterbe able to supervise FW dents. Additionally, I must print and sign off on the

time sheets for all students who worked under my supervision prior to my last day at the position. WO r1(_ Stu dy (FWS)

Tunderstand time sheets nmst be submitted promptly to ensure payment to student.

Ikmnow the pre-signing of a time sheet is prohibited as per federal regulations. Sup ® rvi SO r, S
T'will provide the FWS emmployee with a copy of the time sheet each pay peniod.

Tunderstand that I nmst keep all copies of time sheets for five years for audit compliance. Re Sp Ol’lSibilitie S. * %k %

Date Print Name
Date Print Name

Date




On-Campus FWS Student Request Form

Submitting an On Campus FWS Student Request Form does not guarantee
that the positions will be filled. The number of available job openings listed for
both on-campus and off-campus always exceeds the number of students
participating in the Federal Work-Study Program.

Complete the form by typing in all information.

Complete a separate form for each job title (office assistant, tutor, lab assistant, etc.)




FWS Supervisor Responsibilities include:

Direct supervision and training of Federal Work-Study employees by the
approved FWS supervisor(s).

Ensure FWS student employees are not sent off-campus on a personal errand
(i.e. to buy coffee, lunch, etc.). The supervisor will be liable if the student
incurs an injury while performing the errand.

FWS employees who work on-campus are not covered by worket’s
compensation.

— No heavy lifting

— No handling of dangerous equipment or hazardous materials

— No janitorial duties
If a student does not show up for work, contact the student.
Discuss attendance and office policies.

Send an official letter to FWS Office if student chooses not to continue
working with the program.

Send an email to FWS if student stops working in the middle of the term,
and the supervisor cannot get in contact with the student.

Supervisor must be knowledgeable of CUNY Board Policy Against Sexual
Harassment.



http://www.brooklyn.cuny.edu/web/about/offices/studentaffairs/offices/counseling/loss/sexual/cuny.php
http://www.brooklyn.cuny.edu/web/about/offices/studentaffairs/offices/counseling/loss/sexual/cuny.php

FORM I-9: Employment Eligibility Verification

* Individuals secking employment in the United States of America
must fill out Form I-9

* Review a copy of the form and acceptable unexpired
documents in the following slides

 Students need to bring original documents with them to the
nterview:

one document from “List A”
or

one document from both “Iist B” and “List C”




Instructions Print
Employment Eligibility Verification USCIS
Department of Homeland Security ce.u:::;:?;;-gmﬂ
U.S. Citizenship and Innmigration Services Expires 083172019

b START HERE: Read instructions carefully before completing this form. The ins i miust be i . either in paper or electronically,

d|.r|ng umple‘lnll of this form. Eanlllﬂrs are liable lurqrrl:ls in the :umple‘hurl n‘fllls form.

document(s) an EI'I'.:ND]I'EE may present o establish employment authorizafion and identity. The refusal to hire or confinue to employ
an individual because the documentation presented has a fulure expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later
than the first day of employment, but not before accepting & job offer. )

Last Mame (Family Name) ') First Mame (Given Name) (2 Middle Intial =) | Other Last Mames Usad {if any} (2

Address (Sireet Number and Mame) (7° #Apt. Mumber ** | City or Town ' 2 State (I | ZIP Code '

B

Diate of Birth {mmeidafygad 2 | LS. Social Security Mumber 21 | Employes's E-mail Address | T Employes's Telephone Mumber (1)

I am aware that federal law provides for imprisc andfor fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am {check one of the following boxes):

D 1. A cilizen of the United States 2!

|:| 2 A nencifizen nasional of the United States (See instructions) ' ©'

[ - A lawful permanent resident 4 Alien Regisiration NumberUSCIS Number): (21

[] 4 2n alien authorized to work *'untl (expiration date. if applicable, mm/ddiyyyy): (21
Some aliens may write "MIA” in the expiration date fizld. (See instructions)

Alizns authorized fo work must provide onily one of the folfowing document numbers fo complede Form -5:

An Alen Registration MumberUISCIS Number OR Form 54 Admission Mumber OF Foreign Passport Number:

1. Alien Registration Mumber/USCIS Mumber: (21
oR

2. Form -84 Admission Mumber: =’
OoR

3. Foreign Passport Mumbes: &'

Country of lssuance: 2/

Signature of Employee 1) Today's Date fmmiddiyyy) 2

andfor Translator Certification (check one): 7/
Dldidnﬂmamumﬂa‘hn Dlmr{slmﬂuh&hﬁt{slaﬁsmhw:ﬁehmml.
mmmhmmmeMMMﬂmmh compleiing Secfion 1.)

I attest, under penalty of perjury, that | have sted in the completion of Section 1 of this form and that to the best of my
Immlfleﬂ}eﬂlemﬁmﬂlunshueztdment

Signature of Preparer or Translator (7

|Tmt[y’5[)defmniﬁ'}”ﬂ ]

Last Mame [Family Name) |2/ First Mame: (Given Name) |2

Address, (Street Number and Mame) 2 City o Town 2

Click to Finish

L Evployer Complates Next Page )

Form 19 071717 N

Form 1-9, Employment Eligibility
Verification:

Students are required to
complete the first page of the
Form 1-9.

Students need to
complete ONLY the
indicated parts of
Section 1.




Instructions Start Over Print
Employment Eligibility Verification USCIS
Department of Homeland Security mﬁ&?&fm
U.S. Citizenship and Immigration Services Eeepires 02/31/2019

Section 2. Employer or Authorized Representative Review and Verification
[Er or their i st and sign Secfion 2 within 3 business days of the firsf day of You
i i from List AOR 3 i of from List B and one document from Lisf C a5 isied on the Lists

First Name (Given Name) =) |r.u-!] ‘Ciizenshiplimemigration Stahis ”

|

ListC
Employment Authorization

Diocurment Trtke 2

|=ssuing Authority 21

Diocument Mumber 1)

Expiration Date (if any) (mmdyyyy) =)

Expiration Date 7 any[mmadyyyy) 1

Certification: | attest, under penalty of perjury, that (1) | h: ined the document(s) presented by the above-named employee,
(2) the aboveisted document(s] appear to be genuine andiamalsiadadhaamalayes named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

Signature of Employer or Authorized Representative !

Last Name of Employer or Authorized Representative ©

Employer's Business or Organization Address (Street Nurmber and Name) 2

Click o Finish

Form 9 07T N

Form 1-9, Employment Eligibility
Verification:

Supervisor must fill out Section
2, as follows below.

Supervisor MUST fill
out either List A or
both List B and List C,
using the proper
supporting documents.

Leave this field BLANK (1
day of work based on
submission of all
completed placement
forms)

Supervisor MUST sign
Form I-9 in the area
shown.




The back of Form I-9 shows
which supporting
documents are acceptable
when filling out Section 2.

-
LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LISTA LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization
Employment Authorization oOR AND

. U.5. Passport or U.S. Passport Card 1. Driver's icense or 1D card issued by a 1. A Social Security Accourt Number
State or outlying possession of the card. unless the card includes one of
United States provided it contains a the following resirictions:
phatograph or information such as {1} NOT VALID FOR EMPLOYMENT
name, date of birth, gender, height, eye

(2) VALID FOR WORK OMLY WITH

color, and address
INS AUTHORIZATION

{3} VALID FOR WORK OMLY WITH

DHS AUTHORIZATION
Empioyment Authorization Document Certification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms
768) DS-1350, FS-545, FS-240)
. ‘School 1D card with a photograph

Permanent Resident Card or Alien
Registration Receipt Card {Form F551)

Examples:

- The U.S. Passport is an
acceptable document for
LIST A.

Foreign passport that contains a
temporary 551 stamp or temporary
I-551 printed notation on & machine-
readable immigrant visa

. |D card issued by federal, state or local
government agencies or enfifies,
provided it contains a photograph ar
information such as name, date of birth,

Original or certified copy of birth
certificate issued by a State,
county, municipal autherity, or

For a nonimmigrant alien authorized

fo work for a specific emplayer
because of his or her states:

a. Foreign passport; and
bb. Form -84 or Fom |-84A that has

- A Driver’s License or state
Fomseor e picture ID is an acceptable
(1) The same name as the passport; Card . e

and i  Native American tribal dacument 2 T Do rem T document for LIST B.

EZ}Ane_ndn_rsa'nentuﬂhealim‘s 6. :'?::dm;cwﬂl;:ﬁegd
bt il e s - A Social Security Card or a
U.S. Birth Certificate is an

. oler's registration card

. .S Military card or draft record tesritory of the United States.

bearing an official seal
Mative American tribal document

. Military dependent's 1D card

. Driver's license issued by a Canadian
that period of endorsement has government authority States (Form -178)
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

. Employment aufhorization
document issued by the
Department of Homeland Security

For persons under age 18 who are
unable to present a document
listed above:

Passport from the Federated States of

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
-84 or Form 14844 indicating
nonimmigrant admission under the
Compact of Free Associafion Between
fthe United States and the FSM or RMI

10. School record or report card

11. Clinic, docior, or hospital record

412. Day-care or nursery school record

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form I-9 0711717 N

acceptable document for
LIST C.

**ALLLL DOCUMENTS
MUST BE CURRENT!
EXPIRED DOCUMENTS
ARE NOT
ACCEPTABLE!**




Form I-9 instructions

* Instructions on filling out the Form I-9 may be downloaded at

the following link:

https:/ /www.uscis.gov/system/files force/files/form/i-
9instr.pdf ’download=1



https://www.uscis.gov/system/files_force/files/form/i-9instr.pdf?download=1
https://www.uscis.gov/system/files_force/files/form/i-9instr.pdf?download=1

FWS Placement Procedures

Student will review available FWS job listings

Student will contact FWS supervisor for an interview
Discuss qualifications for position and time available to work
Review FWS award and plan utilization of hours

Discuss and establish work schedule that will not conflict with
student’s class schedule (from CUNYfirst)

Student will obtain the Student/Employer Acknowledgements
Form from the Financial Aid Office and return to supervisors
for their signature and completion of forms




Decision to Hire Student

* Have student write down the following information:
* Your name and the name of other site supervisors
* Your contact information
Job location
Job title of position offered to student.

Agteed upon work schedule (make sure it does not overlap with

the time classes are scheduled on CUNYfirst)

Inform the student when you will be available to sign the FWS

Student/Employer Acknowledgements Form which must be obtained from
the BC Financial Aid Office (308 West Quad Center)

*k Supervisors should obtain a copy of student’s official class schedule (printed
from CUNYfirst) at the time of hire. Always ask student to inform you of any
changes made to their class schedule and enrollment status.

e Decision not to hire student: Refer them to FWS Staff for further assistance.




The Next Step . . .

Studegt has to return to the job site at the time agreed upon during the
interview.

Supervisor completes:
* Page 2 of Form I-9 and make copies of the required documents

* Have all supervisors (chairperson and director if applicable) sign the FWS
Student/Employer Acknowledgements Form. These ate the individuals who will
be authorized to sign the student’s time sheets.

The student must bring back the Form I-9, copies of the required documents, and
the signed FWS Student/ Emgl&;;er Acknowledgements Form (all pages) to the

B.C. Financial Aid Office (303 West Quad Center).

COPIES OF DOCUMENTS TO SUPPORT FORM 1-9 MUST BE
MADE BEFORE THE STUDENT RETURNS TO THE B.C.
FINANCIAL AID OFFICE JOB PLACEMENT SITE!

Placement is official once the student personally returns all required
forms to the FWS Staff in the Financial Aid Office/Job placement site
and the Labor form is issued.




When Can Students Start Work?

* Placement is only finalized when the student submits in person all
completed required forms to the FWS staff at the designated
placement site or in the Financial Aid Office.

e The staff in the FWS Office will advise the student of the date he/she

may begin working once all the required paper work has been

submitted. The student will be 1ssued a New York State I.abor Form
and a copy of the form pertaining to FERPA.

* 'The earliest start date for students will be indicated on the Labor Form.
Supervisor must obtain a copy from the student. Attach photocopy to
the first time sheet for the placement period.




When Can Students Start Work?

(continued)

* Students must give their FWS supervisor following documents before
they can begin work:
» Copy of the Student/Employer Acknowledgements Form
» Copy of the form pertaining to FERPA
* Copy of the NY State Labor Form (which will indicate the earliest start date)

Students may not work as FWS employees without following the
procedures already stated.




FWS Payroll Procedures

Ms. Jennifer Clarke - FWS Payroll Assistant
Telephone: (718) 951-5179
Email: JClarke@Brooklyn.cuny.edu

The digital time sheet will be available online on the Brooklyn
College website for the site supervisor.

SAMPLE

* Students and supervisors: use the FWS Payroll Schedule to
propetly complete time sheets and track utilization of hours

SAMPLE

o FKstablish a work schedule which will not conflict with
student’s class schedule. Minimum 5 minutes gap required
between class time and work. Work schedules should be

formulated based on half hour or hour intervals.

For example: Hour interval: 10:00 — 2:00 or 9:55 — 12:55; and half — hour interval:
10:00 —12:30 or 10:05 — 01:35




FWS Payroll Procedures (continued)

Work Schedules

Maximum of 20 hours per week, and minimum of 6 hours per week. During the summer, winter session and
spring break 25 hours per week may be approved by the Federal Work-Study Office. FWS supervisors will

receive an email if additional maximum hours are approved.

Time entries should be recorded each work day.
Students must take a minimum Y2 hour break after the 6™ consecutive hour of work.

Students may not work during class time (refer to your copy of student’s class schedule (printed from

CUNYfirst) submitted at the time of hire).

The FWS supervisor and student should discuss the work schedule to best utilize the FWS award allocated for
each semester.

Due to the current budget, funds may not be available to increase FWS awards.

*** DO NOT ALLOW STUDENT TO WORK IN EXCESS OF THE FWS AWARD INDICATED ON THE
FWS PROGRAM STUDENT/EMPLOYER ACKNOWLEDGEMENTS FORM. ***

PAYMENT OF ANY EXCESS EARNINGS AFTER WORK-STUDY FUNDS WERE FULLY UTILIZED OR IF
STUDENT NO LONGER QUALIFIES FOR PROGRAM PARTICIPATION IS THE RESPONSIBILITY OF
THE DEPARTMENT OR OFFICE WHICH PERMITTED THE STUDENT TO CONTINUE WORKING.




FWS Payroll Procedures (continued)
Signing the Time Sheet

* Time sheet may only be signed by the approved FWS
supervisor on file with the Financial Aid Office.

Student must sign their own time sheet.

* No other person is authorized to sign on behalf of the
student and the FWS supervisor. Sighing another person’s
name on a legal document (any time sheet or official
forms/documents) is prohibited.




FWS Payroll Procedures (continued)

Submission of time sheets:
— Must be sent via inter office mail

— Time sheets are due on Friday. If the student works only Mon.-Wed. do not delay submission, sign and mail it to
the Financial Aid Office.

FWS students cannot work days, evenings, weekends, or holidays if the supervisor or designated
alternate supervisor (college employee) will not be present. The supervisor must attach a memo to any
time sheet submitted to confirm work done when the college is ofticially closed.

If an FWS student is taking a hybrid or online class, an email from the professor stating this fact must be
attached to every submitted timesheet.

Tate submission of time sheets:

— must have an official letter submitted with the time sheet by the FWS Supetvisor to the Payroll Assistant (Ms.
Jennifer Clarke).

If the office has late hours or is open 7 days a week, please send a memo at the time of placement of the
student. Attach a copy of this letter to all time sheets.

Students with class sessions that vary from what is posted on CUNYtirst may be eligible for special
?ppiovag1 (thiils may apply to hybrid courses, lab exemptions, or education coutrses). Contact the office for
urther details.

Students with special enrollment may need to submit a letter from their professor to verify actual class
schedule.

** TIME SHEETS MAY NOT BE HAND DELIVERED TO THE OFFICE! **




Acknowledgements I

Brooklyn:
FEDERAL WORK STUDY PROGRAM cﬂ“ege
STUDENT/EMPLOYER ACKNOWLEDGMENTS 20__-20___

Date:
STUDENT INFORMATION

Last Name First Name
EMPL. ID# AST 4 DIGITS S5# Xx0(-XX- Cell # |

ADDRESS
Residence Number Street Address APT. Ty State Zip Code

| certify by my signature below that | have read and understand the rules and policies for the Federal Work Study (“FWS"”) Program that | have rece
and | agree to adhere to these rules and policies. | certify that | am a matriculated student at CUNY; that | am currently enrolled at least half time (sie
credits or more) or, if | am ng in the FWS Program during the summer, will be enrolled at least half time in the Fall semester; and that | am
maintaining satisfactory academic progress toward my degree. | understand thatif | drop below six credits, | am no longer eligible to work for the FWs
Program, and | will promptly inform my supervisor if this occurs. | understand that | am not authorized to work any hours that are in excess of my FWs
award, since there will not be FWS funds available to pay ma. | recognize that it is my responsibility to maintain records so that | will not exceed the
award amount. | also understand that my work-study earnings through the FWS Program constitute taxable income that must be reported on federal,
state and city tax returns. Finally, | understand that | am not permitted to perform my work-study dutl

Student Signature Date: Email Addres
SUPERVISOR INFORMATION
Dept./Agency: Building:
Agency Address:

Room# City
Supervisor Print Name, Tel# Supervisor Email

Alt. Supervisor Print Name. Tel# Alt. Sup. Email

| certify that | have read and understand the rules and policies for the Federal Waork Study (“FWS™) Program, and | agree to adhere to these rules and
policies. | agree to hire th udent id ified above for the hours specified below, and | will allow the student to cor ue to work, provided the student
performs his/her tasks satisfactorily, until he/she earns the full FWs award or until the date specified below as the “Last Day of Work.” | understand that
If a student works more than his/her award allows, | will be r ible to pay the student from the funds of my department or agency. | will maintain
and submit time sheets to the Federal Work Study Coordinator or his/her designee in the Financial Aid or other designated office in accordance with the
published deadlines. | understand that federal regulations stipulate that students must receive ely payment and that incorrectly completed time
sheets will be returned to me and may delay payment to the student. Finally, | understand that a student is not allowed to work during class hours.

Supervisor Signature, Dat

Alternate Supervisor Signature Dat

FOR OFFICE USE ONLY OSummer CFall  COSpring

Orientation Completed: First Day to Work:

FWS Award Sumimer/Fall: $ Maximum No. of Hours:  Per Week: Total: Last Date to Wo

FWS Award Spring: & Maximum No. of Hours:  Per Week: Total: Last Date to Work:
Remaining Award: % Total hours: Last Date to Worl

Position: e o ate: Prior Assignment:

ess Unl Location Code/Job Data (Department Code/lob Cod
Referred by: Input Daty Approved by or Sea

statement of Nandiscrimination

Brooklyn College does not discriminate on the ba cual orientation, alienage or citizenship, religion, race, color,
national or ethnic origin, disability, vete or marit. tu rany otl cAtegory pro ed unde 1} e orf city laws In its student
admissions, employment, access to programs and administration of educational palicies.

Refer to the link below for additional information:
Swww.brookly: du/web/about/initiatives/| /nondiscriminatio

FINANCIAL AID OFFICE — White Copy SUPERVISOR - Yellow Copy STUDENT - Pink Copy Revised 9/16

Student must review,
complete and sign
this section

The supervisors must

review and sign this
section

This section to be
completed by FWS
staff members




NEW YORK

LLABOR FORM

Notice and Acknowledgement of Pay Rate and Payday
Under Section 195.1 of the New York State Labor Law
Notice for Hourly Rate Employees

8. Employee Acknowledgement:

1. Employer Information

Name:

Doing Business As (DBA) Name(s):

FEIN (optional):

Physical Address:

Mailing Address:

Phone:

3. Employee’s rate of pay:
$ per hour

On this day | have been notified of my pay
rate, overtime rate (if eligible), allowances,
and designated pay day on the date given

4. Allowances taken: below. | told my employer what my primary

[] None language is.

[JTips_______ perhour Check one:

[ Meals per meal O have been given this pay notice in

] Lodging English because it is my primary language.
[|Other [] My primary language is _I

have been given this pay notice in English
only, because the Department of Labor
does not yet offer a pay notice form in my

5. Regular payday:

6. Pay is: primary language.
[ Weekly
["] Bi-weekly -
Print Employee Mame
[] Other Py
7. Overtime Pay Rate: _ Employee Signature
3 per hour (This must be at least
1% times the worker’'s regular rate with
few exceptions.) Date

2. Notice given:
[_] At hiring

[[] Before a change in pay rate(s),

allowances claimed or payday

LS 54 (01/17)

Preparer's Name and Title

The employee must receive a signed
copy of this form. The employer must
keep the original for 6 years.

Please note: Itis unlawful for an
employee to be paid less than an employee
of the opposite sex for equal

work. Employers also may not prohibit
employees from discussing wages with their
co-workers.

WORK START
DATE will be
indicated here!



Summary

Retain a copy of the student’s official class schedule from CUNYfirst and provide them a written work
schedule which will not overlap with their classes.

Student can start working based on the date indicated on the Labor Form. Please send a copy of the
Labor Form together with the first time sheet.

Submit time sheets on the last day student worked for the pay period.

Delay in submission of time sheets could cause a delay in money disbursement to the student and create
financial hardship.

Provide a copy of the time sheet to the student each pay period (make copies after signing). Supervisor
should retain a signed copy for their records.

Keep track of utilization of student’s hours. Your department will be responsible for hours the student
works in excess of stipulated award.

Enrollment status for Financial Aid eligibility is established on the 7% day of the semester. Any classes
added after this point will not be counted towards financial aid eligibility.

Student must maintain at least 6 credits each semester to be eligible to participate in the Federal Work-
Study Program.




Wrap-up

e Supervisors and students are advised to visit

http://www.brooklyn.cuny.edu/web/about/offices/financial.php for additional
information

e Supervisors and students may call the office at (718) 951-5816 to ask any
guestions regarding the FWS Program.

For detailed instructions on using the FWS Digital Time Sheet, refer to the “FWS
Digital Time Sheet Tutorial (New)” on the Brooklyn College website.

BEST WISHES FOR A SUCCESSFUL
AND COLLABORATIVE EXPERIENCE !



http://www.brooklyn.cuny.edu/web/about/offices/financial.php
http://www.brooklyn.cuny.edu/web/off_financialaid/Digital_FWS_Time_Sheet_Tutorial.pdf
http://www.brooklyn.cuny.edu/web/off_financialaid/Digital_FWS_Time_Sheet_Tutorial.pdf

Pay Period Numzber

- BIREIRDE THE CITY UNIVEESITY OF NEW YORK _L
FEDERAL WORE-STUDY TIME SHEET
l PLEASE READ INSTRUCTIONS BEFORE FILLING OUT THIS FORM! J
Rerurn Complered Time Sheer To: Financial Aid Office
BUSINESS UNIT Bl|K(L| 0|1 EBrooklyn College
2904 Bedford Avenue
DEPARTMENT 1111221 12345678 108 West Quad Center
Brooklyn, New York 11210
EmplID
) Pay Period Begins Pay Period Ends
Student’s Name Smith Smart 09/02/18 To  09/15/18
Last First
Mr. Foster
LU LI L] [ef2]z]4] Sperar s Fe0

Foster's Financial Services
Apency Name College Dept. (To be used for “on-campas™ positon )

Social Security Number

5 1500 ouriyPayRate 9566 Bedford Avenue

Smart. Smithi@bemail brookhyn.cuny edu 3gr|:| -F-loors

Student's email address E - - =

fost f Work Location Work Address (if different)

mioster@ils.com (718) 1234567 < 1234

Supervisor's email sddress TWork Telepbone Namber Foieamon
Time sheet should be mailed immediately to the Financial Aid Office for the student whose work schedule ends any
day prior to the last dav of the pay period. Sign in blue or black ink. Current hours available: 133

MoDay i OorT N orUT N OUT | TOTAL I certify that:

. . 1 the i af b rorked,
HOUR x| oo 0 el
MON. | 0%D3" 0 COUTect
2 the hours worked did not conflict
EWERWA"__S TUE | oaios | 9:00 [12:00] 5:00 | &:00 6 with the student’s official class .
e — 0 | sehemcONER Only approved FWS site
THU. | oave 0 ——EeT e O supervisor may sign. No
10:00| 4:00 | 5:00 | 8:00 9 TORT other individual may
sat. | oo 9:15 | 2115 5 Supervisor's sigmature (e o black k) sign for you.
Total Hour for 1st Weekk = 20 ALL TIME SHEETS MUST BE MAILED
WDy | N | OCT | ¥ | OUT | I¥ | OCT | TOTAL P WA [M]MS&

SUN. oaoe 0 1 the record of howrs worked. as

HALF RHOUR o [ 0| ot signed with
TUE. |o@11™ 0 2 Hlehumlwm']mddu_iuo‘t B
EMRWM \3 oanz 1900 | 300 | 200 [ 200 1 conflict with my official da:-,a/ Ib)[luﬂ@/ Ib)[l@@k [I[ﬁ][k

=l

0 L\ wa“k
oarn+ Q00 | 5:30 45 Srudent's sigrawre (olue or lack i) Student must sign their
SAT. | oans 0 Total Hoursfor Pay Period - Remanin own time sheet. No
Total Hours for 2ad Week = 55 | [ s | o 5 other individual may
* Labor Day: No Classes Scheduled Slgn for you

#= Comversion Day: Monday Schedule
#*= N Clazzes Scheduled

A minimum of a half hour break is required after 6 consecutive hours of work.



*Keep track of remaining hours

For student and site supervisor use
Student’s Mame: Smart Smith Job Location: Foster's Financial Services EMPL 1D 12345678

SIGNUP FOR DIRECT DEPOSIT OR SCHOLAR CARD!FASTER ACCESSTO YOUR FINANCIAL AID MONEY!

SPECIAL NOTE: Time sheets submitted which are not in compliance with FW S payroll procedures will be returned to the
supervisor. Unsigned time sheets will be retumed for appropnate signature(s). Acceptable signatures are those indicated on the
20118-2019 Federal Work Study Program Student/Em ployer Acknowledgements form. Late time sheets must have an official letter
from the supervisor attached justifying late submission. Time sheets are now due on a Friday unless the student works
on the last Saturday of the pay period or the college is closed.

FWS Payroll Assistant: Ms. Jennifer Clarke

VN

L glephone #: (718) 951-5179 E-mail: jolarke@brooklyn.cuny.edu
ﬁﬁgd L Pay Period Dates L Awvailable L Used @esﬁe&r %-/Pay Daie i
N Number Begin End Hours Hours Dare
0527418 __0BierIs 1230

2 ~oeTie 06/23/18 133.0 06/22/18 07/0518
3 062418 OT0T18 133.0 07/D618 071918
4 070818 072118 133.0 07/20/18 080218
5 07/22/18 08/04/18 1330 08/03/18 0816/18
[ 0810518 081818 133.0 08/17/18 083018
7 081918 030118 1330 08/31/18 09/13/18
& 090218 091518 133.0 355 091418 092718
9 0a'16/18 0929178 575 092818 101118
10 09/30/18 10/1318 ERgs 1041218 1072518
11 To14018 10/27/18 575 10426178 11/0618
12 10/28/18 11/10/18 975 110918 11/21/18
13 11/11/18 11/24:18 975 11/23/18 12/06/18
14 11/25/18 1208/18 975 12/07/18 12/20/18
15 12/09/18 12/21/18 575 12/21/18 010319
16 12/23/18 010519 975 010419 014719
17 01/06/19 011919 575 011819 a1/31/19
18 01/20/19 020219 575 02/01/19 02/14:19
19 02/03/19 021613 575 021513 02/28/19
20 02/17/19 030219 575 03/01/19 0371419
21 030319 0341619 57.5 1519 032819
22 031719 033019 575 032913 041119
23 033119 041319 9TS 04/12/19 04/25/19
24 041419 042719 575 04/26/19 050919
25 04/2819 051119 975 051019 052319
26 0512/19 0524/19 975 05/24/19 060619

Unused hours: 97 .5
INTERSESSION (1/2/2019 - 1/23/2019): STUDENTS NOT RETURNIMNG WITH A MINIMUM ENROLLMENT STATUS OF 6
CREDITS IN THEIR DIVISION OF MATRICULATION FOR SPRING 2019 MAY NOT WORK AFTER DECEMBER 21, 2018.
FWS supervisors must e-mail requests to FWS@brooklyn.cuny.edu for approval for student to work after January 2nd.
Student may not work until you receive an e-mail approval from the FWS staff.

Memorial Day — 0528718 Thanksgivine Recess — 1122718 - 112518 Lmcoln's Birthday - 02'12/19
Independence Dy — 07/04/18 Fall 2018 Final Examinations — 12/14/18 - 12/21/18 President's Day — 021819
Coowersion Day — 070071 S"‘J.ed.r:es..ax Schedule) End of Fall Semester — 1221/18 Spring Fecess — 0418019 - 042819
Fall Semester Begins — 0872 Holidays Observed — 12724/18 - 122518 Spring Final Exams — 05/15/10 - 0522710
Laber Day Holidays — 02/01/1] E 90318 New Year's Holiday — 01/01/19 Last Day of Spring Semester — 0522719
Corrersion Day — 18 "'.iun..m Schedule) Winter Intersession Bezins — 010219

Ho Classes Scheduled — 08/10/18 - 00/111% College Closed — 0121119

Mo Classes Schaduled — 08/18/18 - 08719718 Wineer Intersession Ends — 01/23/16

Cohmbus Day — 1VOE1E Spring Semester Beging — 0125719
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