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Federal Work-Study Program 
 

Federal Work-Study (FWS or “work-study”) is a federally funded, campus-based aid program administered by the 

institution to assist students who have demonstrated financial need in offsetting the costs of a student’s educational 

expenses.  Federal law states two general purposes for the program.  The first and original purpose is to stimulate and 

promote part-time employment of graduate and professional students who need employment to pursue courses of study at 

eligible institutions.  The Higher Education Act of 1992 added a second purpose, to encourage students receiving federal 

student financial assistance to participate in community service activities that will benefit the nation and engender a sense 

of social responsibility and commitment to the community. 

Using a statutory formula, the US Department of Education allocates funds based on the institution’s previous funding 

level and the aggregate need of eligible students in attendance in the prior year.  Through the FWS program, the federal 

government pays a portion of the student’s salary while the institution or off-campus organization the remainder.  

Institutions are required by federal law to use at least seven percent (7%) of its overall allocation to support students 

working in community service jobs with at least one student employed as a reading tutor for children in a reading tutoring 

project or performing family literacy activities, that may include: reading tutors for preschool age or elementary school 

children; mathematics tutors for students enrolled in elementary school through ninth grade; literacy tutors in a family 

literacy project; or emergency preparedness and response.  To further encourage schools to employ FWS students in these 

positions and as mathematics tutors, FWS regulations authorize a 100% federal share of FWS wages. 

Because the work-study program is funded in part by the Department of Education, a division of the United States 

government, the Financial Aid Office must carefully adhere to all related federal regulations.  Annual audits ensure the 

school is in compliance with all policies related to financial aid, including the federal work-study program.  If a student 

or employer participating in the program is found in violation of school and/or federal policies, whether unknowingly or 

intentionally, prompt action, including potential disciplinary measures must be taken to ensure immediate compliance. 

 

Students may be employed by: the institution itself; a federal, state, or local public agency; or a private non-profit 

organization.  On-campus employment may only be obtained on-campus and in the GTU Flora Lamson Hewlett Library.  

Employment at another member school is considered off-campus and is subject to Title IV federal student aid regulations 

related to off-campus work-study. 

Students provide essential support for many departments across campus.  Augmenting the school’s workforce, however, 

is not the purpose of the program and federal regulations state that work-study employees must not displace regular 

employees.  Students may be employed to work in certain services that the school may contract, such as food service, 

cleaning, maintenance and security.  Having a student serve as a teaching or research assistant to a professor is 

appropriate, as long as the work is in line with the professor’s official duties and is considered work for the school itself.  

Although students may be employed through the program and work for academic departments and faculty, students cannot 

earn academic credit for FWS positions. Students cannot be paid for receiving instruction in a classroom, or other 

academic settings such as internships, practicums, or field education. 

To be eligible for FWS, students must: 

 be a US citizen or permanent resident; 

 be enrolled in a qualified degree program; 

 have demonstrated financial need, as defined by federal methodology; 

 be enrolled at least half-time for fall and spring terms; 

 maintain satisfactory academic progress in accordance with the institution’s policies and federal regulations; and, 

 be in residence in California. 

 

FWS awards are subject to cancellation or reduction due to decreased eligibility as a result of an over-award, which can 

be caused by the receipt of external funding resources, such as outside scholarships and grants.  Awards may also be 

cancelled if a student fails to meet other financial aid eligibility requirements. 
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Students are encouraged to pursue off-campus employment with a local, non-profit organization that fits their interests 

and meets the eligibility criteria for participating in the program.  The Financial Aid Office must review and approve all 

potential off-campus employment opportunities. 

 

Community Service jobs are defined as services with local non-profit, government, and community-based organizations, 

as designed to improve the quality of life for residents, particularly low-income individuals, or to solve particular 

problems related to their needs.  Off-campus work-study employment opportunities are generally found in local non-profit 

and community-based organizations that operate “in the public interest.”  Work in the public interest is defined as work 

performed for the welfare of the nation or community rather than work performed for a particular interest or group.  Work 

is not “in the public interest” if it: 

 Primarily benefits the members of an organization that has membership limits, such as a credit union, a fraternal or 

religious order, or a cooperative; 

 Involves any partisan or nonpartisan political activity or is associated with a faction in an election for public or party 

office; 

 Is for an elected official unless the official is responsible for the regular administration of federal, state, or local 

government; 

 Is work as a political aide for any elected official; 

 Takes into account a student’s political support or party affiliation in hiring them; or, 

 Involves lobbying on the federal, state, or local level. 

 

Work-study positions must not involve constructing, operating, or maintaining any part of a building used for religious 

worship or sectarian instruction.  For example, if the part of the facility in which the student will work is used for religious 

worship or sectarian instruction, the work cannot involve construction, operation, or maintenance responsibilities. 

 

Partnership with Reading Partners 

Reading Partners is a national educational non-profit dedicated to improving students’ reading skills.  Early intervention 

literacy programs operate in reading centers in partnering elementary schools.  Their mission is to help children become 

proficient, lifelong readers by empowering communities to provide individualized instruction with measurable results.  At 

each school site, tutors are trained and paired with K-5 students who have fallen behind in reading.  Tutors provide one-

on-one tutoring using a highly structured, research-validated curriculum. 

Students who express an interest in working with Reading Partners or another reading or family literacy program are 

given priority consideration for work-study and 100% of their earnings are paid through the federal work-study program. 

 

Applying for Federal Work-Study 

On an annual basis, students must complete both the GTU Financial Aid Application and the Free Application for Federal 

Student Aid (FAFSA.ed.gov) by the financial aid priority deadline.  Applicants must indicate their interest by submitting 

a “Yes” response to question #31 on the FAFSA.  Instructions on how to apply for financial aid is available online on the 

Financial Aid homepage, under, Financial Aid Information, “How to Apply…” 

 

Determination of Federal Work-Study Awards 

The Financial Aid Office reviews financial aid applications and awards work-study to eligible students with demonstrated 

financial need.  Awards may range between $500 and $5,000 for an academic year and priority consideration is given to 

students who express an interest for off-campus employment with a reading literacy program or with another local non-

profit organization. 

 

Due to limited funding, not all eligible students are initially offered an award.  Students who were not originally awarded 

work-study or who may have previously declined their award but now wish to be reconsidered for funding may contact 

the Financial Aid Office to inquire about the possibility of being added to a waitlist.  Contingent on the availability of 

funds, students may be considered for a late award, however, it is not guaranteed. 

 

Employers may rehire returning students who worked for them in previous academic years, however, it is important to 

note that eligibility can change from one year to another.  Consequently, prior to beginning work each year, students are 

required to complete and submit a Federal Work Study Student Authorization and a current job description even if they 

have previously worked for a particular employer. 
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Financial Aid Notice of Award 

When an award determination has been made, the student will be sent a notification to their school email address.  If 

offered work-study, the amount will be listed on the online financial aid award.  The amount represents the sum total that 

may be earned during the period of the award, July 1 through June 30.  FWS awards are automatically divided between 

the fall and spring terms, however, a student may earn work-study wages in excess of the amount listed for a single term 

provided that they do not exceed their total award.  If a student is approaching their maximum work-study limit, they must 

contact the Financial Aid Office to determine if an increase is possible. 

 

Accepting Work-Study and Acquiring Employment 

Students may review and accept their work-study award online through WebAdvisor.  To retain the award, students must 

obtain employment by October 1 (fall entry students) and by March 1 (spring entry students). 

Work-study jobs are not assigned and the institution cannot guarantee employment.  Students are responsible for seeking 

FWS employment opportunities, making initial contact, setting up an interview with a prospective employer or supervisor 

and may interview with as many employers as desired until employment is secured. 

 FWS employment opportunities are listed online: http://gtu.edu/about/employment. 

Before Beginning Employment 

A student must obtain approval from Financial Aid and Human Resources and complete all requisite paperwork by 

submitting a Federal Work-Study Student Authorization and a copy of their current job description to the Financial Aid 

Office and complete requisite employment documentation which includes IRS Form W-4 and INS Form I-9 with a 

Human Resources representative.  Human Resources must conduct a background check on perspective student employees 

and the student will be required to complete online sexual harassment training before they begin work.  Hours worked 

before a position is authorized for work-study will not be compensated under the program. 

 

Scheduling and Attendance 

The student and employer should create a mutually agreeable work schedule that takes into consideration the student’s 

work-study award or earning limit.  Because the program is intended to offer part-time employment and provide only 

supplemental income, students are permitted to work a maximum of twenty (20) hours per week during periods of 

enrollment, this includes hours worked for all student positions for which the student is employed.  During periods of 

non-enrollment, including the January intersession, spring break and the summer period, FWS students may work a 

maximum of thirty-seven and a half (37.5) hours per week, as funding permits.  FWS employment may begin on July 1, 

for returning students who will be registered for the fall term, and will cease upon the date the student: 

a) earns the entirety of their work-study award; or, 

b) upon June 30, the final date of a federal student aid award year. 

While it is understood that work-study employees are students, first and foremost, frequent unexcused absences, 

tardiness or failure to give proper notice for any schedule changes may diminish the value of a student’s role as an 

employee and their service to the school or organization.  While supervisors are encouraged to be accommodating to 

students’ schedules and availability, students should not abuse their supervisor’s flexibility and should be respectful of 

adhering to their determined schedule.  If a student is unable to fulfill an assigned work-study shift due to illness, 

personal issues or other unexpected scheduling conflicts, they must contact their supervisor as soon as possible to 

inform them of their absence.  Supervisors should be notified every time a student anticipates an absence for any 

reason. 

 

Earnings 

Student employees are typically paid by the hour and, by federal regulation, work-study employers must pay students at 

least the federal minimum wage in effect at the time of employment.  If state or local law requires a higher minimum 

wage, the school must pay the FWS student that higher wage.  Work-study earnings must be reported to the IRS for tax 

purposes but will not be counted against student eligibility when reported on the FAFSA.  Work-study earnings are 

taxable and applicable taxes will be deducted from wages. 

The total number of hours a student can work in a given academic year will be listed on the Federal Work-Study 

Student Employment Authorization and total hours available are calculated based on the following formula: 

 Total FWS award divided by the hourly wage rate equals the total available hours to work. 

Example: $5,000 ÷ $13.75/hour = 364 total hours to work 
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This helps ensure a student’s FWS award will last them throughout both the fall and spring semesters and avoid 

depleting their funding before the end of the academic year.  It is the responsibility of both students and supervisors to 

monitor hours worked to make certain that they are not exceeded.  In the event a student works more hours than their 

annual award allows, the department or organization will be responsible for paying the exceeded amount.  If a student 

exhausts their work-study allocation during an academic period, they must discontinue working unless their award may 

be increased or their supervisor provides authorization to be paid in full through institutional/organizational funding. 

 

Paycor Online Timesheets 

Student employees are typically paid bi-monthly and time worked must be reported through the institution’s online 

payroll system, Paycor, according to the instructions and schedule provided by Human Resources.  Students may opt to 

receive their paycheck by direct deposit or paper check.  Students must report all hours worked each payment period and 

it is the student’s responsibility to properly submit their time by the deadline for review and approval.  Failure to properly 

submit time worked may result in a delayed paycheck.  Student fraud relating to completion of an online timesheet is 

grounds for immediate dismissal from the federal work-study program. 

 

Cultivating a Positive Work Experience 

Students are expected to exhibit professionalism, courtesy and respect on-the-job, as well as, in their interactions with all 

students, staff, faculty, and the community at large.  Professional conduct can range from the manner in which they 

answer the telephone or address a visitor, to the integrity and honesty with which they perform their work.  Students are 

also expected to adhere to the performance and customer service standards of their respective departments or community 

organizations.  A work study student’s dependability is crucial.  A work study job should be taken seriously as the 

department/organization depends on the student to perform the tasks they were hired to do.  Supervisors, student 

employees and co-workers alike deserve to be treated with respect and dignity. 

 

When a student is hired, their continued employment is contingent on satisfactory job performance.  Satisfactory 

performance includes, but is not limited to: reporting to work on time, promptly and accurately completing all work 

assignments, maintaining appropriate office behavior, as well as, meeting the expectations detailed during the initial 

interview and training period. 

 

Work-study employees may have access to confidential and sensitive material.  Under no circumstances are any 

employees, including FWS students, permitted to release information to any unauthorized person.  Breach of 

confidentiality is a very serious offense and may result in disciplinary action, including but not limited to, immediate 

termination. 

 

Unsatisfactory job performance should be discussed between the student and the supervisor.  The supervisor can provide 

verbal warnings indicating the nature of the problem and suggestions for improvement.  Additional infractions may 

prompt written warning notices with a copy sent to the Financial Aid Office.  Continued unsatisfactory performance may 

ultimately result in termination. 

 

Students may resign from a position at any time.  However, it is customary to give a supervisor a minimum of two 

weeks’ notice.  Students having difficulties with a supervisor, may ask to meet to discuss any issues related to the 

student-supervisor relationship.  The student may be given written job expectations at this time.  If the issues continue, 

contact the Human Resources and Financial Aid Offices for mediation. 

 

Ask Questions and Try New Things 

All workers, whether experienced or new to the position, face tasks and responsibilities that are unfamiliar or challenging 

at times.  Everyone appreciates the opportunity to learn new skills—it keeps a familiar job from becoming tedious or 

mundane, and having a high level of proficiency and competency in your skillset can make you an even more valuable 

employee.  Be clear on what is expected of you and ask your supervisor to elaborate if you are given a confusing 

assignment.  Once you are comfortable with the routine aspects of your job and are consistently meeting and exceeding 

the standard expectations of performance, talk to your supervisor about trying new activities or learning a new skill in 

your department. 


