
FEDERAL WORK STUDY HANDBOOK 
Contact Information 

Human Resources 
4th floor, Administration Building 
210-826-6019

Office of Financial Assistance 
1st floor, Chapel Building 
210-829-6008

Payroll 
2nd floor, Administration Building 
210-829-5860

Campus Police 
Clement Hall 
210-829-6030



Finding a Match 
The program is called work study, but that doesn’t mean you study while you work. As a work study 
employee, you work to earn money to pay for your studies! Since you will be working, you need to find a 
job you can stick with for the academic year. Hom.bu(nd 051 Tw 168.559 0 Td
(, )Tj
0 Tw [
[(or)6.9n (. H)4.42929 (l )6292-44018 Tw 7.678 0 Td
(w)Tj
0 Tw h67 (m)17.3[(i)-4.429 (t))Tj 0 T.12 Tw 6.237 0 Td8.0.1-043.252 -11ox 9 Td
[( [(s)-2.4o (o e)-1.47pp[(or)6.9.52 (i)6.4o pa)-1.567  (l )5d
(32.12 Tw 59.75)Tj
>>B 386.4274 6Tc M

http://www.uiw.edu/finaid/wkpgjobdesc.html
https://jobs.uiw.edu/


A. Form I-9:

Federal law requires every employer in the United States check the legal status of all employees,
including student employees. Students are required to complete the Form I-9 and provide the
documentation that is described on the back of the Form I-9 within 3 days of being hired.

There are three categories of documents that are accepted for the Form I-9. From List A, the most
common form of identification is a valid unexpired United States Passport. If you choose not to
use a form of identification from List A, you must have two forms of identification, one from List
B and one from List C. The most common form of identification from List B is a valid Driver’s
License or a Military ID card. The most common form of identification from List C is a Social
Security card or an original or certified birth certificate. Copies of these forms of identification
cannot be accepted. ORIGINAL documents must be presented to Human Resources.

No student will be allowed to start work, regardless of the department’s need, until they
have completed the Form I-9 and presented all of their documentation in person.

B. W-4 Form:

Each student is required by the Internal Revenue Service (IRS) to complete a W-4 form
indicating the number of withholding allowances he or she wishes to claim. This form does not 
need to be updated each year. It should only be updated if the student wishes to change the 
amount of allowances they want withheld or if they have a change of address. The W-4 form will 
be kept in the Payroll Office.   

A Few Tips for Filling out the W-4: 
- use your permanent address (not your campus address)
- make sure to write in your social security number in box number 2 - make sure to check off

your marital status in box number 3
- make sure to write in the number of allowances in box number 5:

With “0” allowances claimed, your take-home pay may be slightly lower, but you will either owe 
less money at the end of the tax year, or you will receive more money back on your tax return, as 
more money was withheld through the year.   
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C. Background Checks

Depending on the type of employment, a background check may be required before starting to
work. A successful background check will be needed if the duties and purpose of the position is
to directly serve students or children.  By way of example, typical positions that require a
successful background check include RA’s, tutors, mentors, and kids’ camp counselors.   The
background check will be completed in the Human Resource Office and your supervisor will be
notified when the background check is clear.

D. Direct Deposit

Students are encouraged to enroll in Direct Deposit. A voided check or a Direct Deposit
Authorization may be provided to Human Resources or directly to Payroll.  A deposit slip is not
sufficient. The Direct Deposit authorization forms are located in Human Resources.

Your Responsibilities on the Job 
As a work study, you have many responsibilities. You are responsible for: -showing up ready to work on 
time on the days scheduled -doing the work assigned to you -asking questions if there is something you 
do not understand -accurately tracking and reporting your hours worked -following workplace policies 
and procedures (reporting other university employment to your supervisor, dressing appropriately, 
arranging time off well ahead of time, calling in if you are sick or must be absent from work, respecting 
your coworkers, respecting your supervisor, respecting your workplace, and any other policies and 
procedures your supervisor has outlined for you) and -proofing your time sheet and signing it to certify 
that the hours you are reporting you have worked are correct. 

Your Rights on the Job 
As a work study employee, you have the right to: 
-Have your job defined and explained to you
-Have your questions answered
-Respect from your coworkers and supervisor
-Request a break (unpaid) or lunch period (unpaid) if working an extended day
-Fair treatment
-A safe workplace free from discrimination, harassment and violence and
-Terminate your employment (quit) at any point during the year.*
*Employment at UIW is at will employment. If you quit you may or may not be able to find another work
study position on campus. If you don’t work, you don’t receive the funds that were awarded to you.



Your Supervisor’s Responsibility 
The work study supervisor in each office/department/division is responsible for: 
-Defining the job and job duties
-Interviewing/hiring work studies
-Requesting contracts
-Assigning hours/days to be worked
-Training/orienting work studies
-Tracking performance and providing job-related guidance/advice
-Tracking and certifying hours worked -Turning in signed time sheets on time the day they are due (only
supervisors may do this)
-Following up on any work study related issues (progress of assignments, status of timesheets, pay rate
i



Number of Hours Students Can Work  
Students employed as a work study may work up to 20 hours per week Sunday-Saturday. Employment is 
limited to one department at a time 

Harassment 

For the complete policy applicable to student employment, please see Chapter IX of the Staff/Admin 
Guidelines located on Blackboard under Human Resources.  Summarily, please be aware as follows:   

• Harassment-Free Work and Learning Environment

The University promotes a harassment free work environment. Employment policies including,
but not limited to the Harassment Free Work and Learning Policy contained in Chapter IX of the
Administrator/Staff Guidelines protecting employees from unlawful harassment is applicable to
all student employees.

• Policy Against Sexual Harassment
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Sick Time, Vacations and Holidays  
Student employees are not eligible for any University benefits. They do not accrue sick or vacation time. 

Conduct  

It is vital that student employees take their jobs seriously.  
Student employees are expected to: 
- Arrive on Time: It is vital that you arrive to work on time. Excessive tardiness and/or

unexcused absences may result in disciplinary actions. Your supervisor is counting on you to
show up for your scheduled shift on time. If you are going to be late for any reason, make sure to
call your supervisor to let them know.
- Appropriate Dress: Although the University does not have a dress code, please keep in mind
that while you are at work, you are representing the University. Please do not wear cut-offs, tank
tops, clothing that has profanity on it, etc. Depending on where you work, you may need to wear
safety conscious clothing (facilities, grounds).
- Plan on Working Your Entire Shift: Do not intend on doing any homework or studying

during your shift. Your employer will have plenty of work for you to do. If for any reason
you have some down time, it is up to your supervisor as to whether you may use that time to
do some studying.

- Time Off: If for any reason you need a day off, make sure that you have the time off
approved by your supervisor first. Supervisors are aware that you are a student first. If you
need time off for something that is school related, be honest and let them know beforehand.

- Issues: If you are having any problems with your job, speak to your supervisor. If you are
unable to speak to your supervisor, you may speak to someone in Human Resources.

- Phone and Email Etiquette: Please keep in mind the way in which you answer the phone
while you are working.  
o Answering the Telephone: Please be very courteous to anyone you speak to on the phone

with. Remember that other people around you can hear you on the phone, so even if you
know the person who is calling you, remember to remain professional.

o Email: If you compose emails for the department you work in, please remember to be

professional in your writing.  Check for spelling and proper grammar usage.

o Internet Usage: You are not being paid to surf the internet.  You are not permitted to be

on any personal social media sites while you are at work.

Terminations 

Termination of a student employee shall be approved by a supervisor or manager after consultation and 
approval of Human Resources.  Below are some examples as to what constitutes grounds for termination. 
Please note that these are just some examples and are not exhaustive.   
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