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Iowa Wesleyan University 

Financial Aid Office 
601 N. Main Street 

Mount Pleasant, IA  52641 
319-385-6242 

 
Dear Student Employment Supervisor: 
 
You have been identified as a lead supervisor for Iowa Wesleyan University Student 
Employment.  Enclosed in this packet are several forms designed to assist you with 
your responsibilities as a work study supervisor.  Please share this information with any 
other additional supervisors in your area. 
 
The Financial Aid Office must not discriminate against its student on the basis of race 
color, national origin, sex, or handicap in making available Student Employment job 
placement programs.  Students who are participating in the Student Employment 
program must not be discriminated against by supervisors or prospective supervisors on 
the basis of race, color, national origin, sex or handicap in recruitment, hiring, 
placement, assignment of work tasks, hours of employment, levels of responsibility and 
in pay.  
 
Examples of the forms that you may have to complete for your Student Employment 
students are included.  Please note that these forms have to be completed at various 
times of the year.  Some forms you will only have to complete once and other forms you 
will need to complete before each payroll. 
 
All Student Employment students get paid the same hourly rate of $7.25.  Timesheets 
are due to the Payroll Office on the 5th of the month following the completion of the pay 
period and will be paid to the students the 15th of each month. 
 
We appreciate your willingness to participate in the Student Employment program.  The 
Student Employment program assists student’s in finding employment that not only 
adds substantial value to University operations, but substantial value to each student’s 
personal and professional development with valuable work experience.  Students are 
required to work their hours to obtain the full benefit of the financial aid award.  Student 
Employment carries with it the same responsibilities as a job would out in the 
community and students are expected to conduct themselves professionally.   
 
If you have any questions about the material that is provided to you in this packet or 
about your responsibilities as a Student Employment supervisor, please do not hesitate 
to contact the Financial Aid Office or the Human Resources Office.  
 
Sincerely, 
Financial Aid Office 



Introduction 
 
Federal Work Study is a federal financial aid work program partially funded by the United States 
Department of Education.  State Work Study is a similar program funded by the state; only Iowa 
residents are eligible for State Work Study.  In order to qualify for a Work Study award, the 
student must:  
 

Demonstrate financial need through the FAFSA application process  
Maintain satisfactory academic progress while employed in the program 
Be enrolled full-time 

 
Even though work study is a part of the student’s financial aid package, this is a job.   
 
The University also employs students through a University funded employment program 
(CEMP).  These positions are limited and are available to students who are not otherwise 
eligible for Federal/state Work Study positions.  These guidelines apply to all campus work 
positions. 
 

Iowa Wesleyan has a limited amount of funding for the Student Employment program. 
Awards are made to eligible students who have the financial need based on the FAFSA 
submitted to the financial aid office. Students are encouraged to begin applying for 
positions as soon as possible to secure their work study position 
 
If a student is not awarded work study and would like to be considered for a position, the 
student may request Campus Employment by contacting the Financial Aid Office.  The student 
will remain on the waiting list until funding is available.  Once a student has been awarded work 
stud, he/she will be informed of the procedure to locate a position 
 
If a supervisor is interested in hiring a student that is not work study eligible, the student should 
be encouraged to contact the Financial Aid Office to review eligibility and be placed on the 
waiting list, if eligible. 

 
Student Eligibility 
 
Students who have been awarded Student Employment must maintain eligibility. 
 
Enrollment Status 
A student must be enrolled full-time in the current semester to be eligible for Student 
Employment.  Students who graduate, withdraw from classes, or drop below full-time are not 
eligible for a Student Employment position.  Student Employment workers must stop working 
the day their change in enrollment status occurs. 
 
When the Financial Aid Office is advised that a student’s enrollment status makes them ineligible 
for Work Study, the supervisor will be informed.  Likewise, if the supervisor has information that 
leads them to believe the student is not enrolled full-time, they should advise the Financial Aid 
Office, who will review and confirm eligibility. 
 
 



 
Satisfactory Progress 
 Students must also maintain Satisfactory Academic Progress.  In the event a student is placed 
on financial aid suspension, the student immediately becomes ineligible for student 
employment.  Once the financial aid suspension has been lifted, the student may once again be 
considered for a student employment position. 
 
Satisfactory Academic Progress review is a process that occurs at the end of the term.  The 
supervisor will be immediately notified (either by phone or e-mail) when a student has been 
suspended from financial aid.  The student must immediately stop working.  The Financial Aid 
Office will notify the supervisor when the student is once again eligible to work. 
 
Changes in Award 
On occasion, a student’s award for work study may change.  This may occur as a result of a 
student: becoming eligible for additional educational resources (scholarships, NAFTA, VA, Vic 
Rehab, requesting additional loan funds, etc.) or changing enrollment status (terms attending or 
number of credits). 
 
Verification 
Financial Aid verification must all be completed before student may begin working. 
 
In the event a work study student’s award drastically decreases, the Financial Aid Office will 
notify the student and supervisor.  
 
Department Eligibility 
 
IW has a limited amount of Student Employment funds.  When a department wants to create a 
new position, a written request should be submitted to the Director of Financial Aid.  These 
requests are reviewed before the new academic year. 

 
Employment Opportunities 
 
There are a variety of approved employers.  Students are responsible for applying for jobs they 
are interested in.   
 
Finding a Job 
A list of all currently available positions will be available in the Financial Aid Office and on the 
Financial Aid website.  The listing only includes positions that are currently vacant; the listings 
are updated regularly.  The student will be responsible for contacting the supervisor for positions 
they are interested in and complete your application process.  
 
Supervisors may require additional documentation from the applicant, including a resume or 
transcript.  Supervisors may conduct a formal interview, or visit with students informally.  The 
Financial Aid Office should be notified as soon as a suitable candidate is found so the job can 
be removed from the available job listing. 
 
Once a student has been offered a job, the supervisor should inform the Financial Aid Office 
and request a Student Employment Authorization form. 



 
Students MUST properly complete the payroll paperwork (Form I-9, Employment Eligibility 
Verification, Federal W-4, and IA W-4 - Centralized Employee Registry Form) before they can 
begin working.   
 
The student and the supervisor will complete the Student Employment Authorization form.  
 
Rehires 
A returning student may request a former student employment supervisor rehire them for a 
current academic year; the supervisor is not required to do so.  Likewise, a student is not 
required to return to a previous supervisor. 
 
Job Changes 
In the event a student finds it necessary to change Student Employment positions due to 
scheduling issues or other concerns, the student should contact the Financial Aid office.  The 
student must give at least two weeks’ notice prior to leaving a position. 
 
If you are unable to resolve a conflict with a student, direct them to the Financial Aid Office to 
begin the process of locating a new job. 

 
Student Employment Authorization Form  
 
The Financial Aid Office provides the student a Student Employment Authorization Form after 
the student has a job offer and completes all required paperwork.  The form indicates the 
amount of the Student Employment award and the maximum number of hours available.  Both 
the student and the supervisor need to complete the form.  Once complete the student needs to 
return it to the Financial Aid Office.  The student, supervisor, Financial Aid office, and HR will all 
maintain a copy of the authorization form. 
 
A new form is required each academic year and when a student changes jobs. 
 
 

(Sample form below) 
 

  



------------------------------------------------------------------------------------------------------------------------------- 

IW Work-Study Employment Authorization Form 2021-22 
 

Authorization MUST be completed in the order of the steps listed and  
returned to the Financial Aid Office before the student is allowed to begin work! 

 

Step #1 – TO BE COMPLETED BY FINANCIAL AID. 
 Student Name:  ___________________________   ID/# ___________________ 
 

Student Employment allocation is $________________ per ____ Semester ___ 
Academic year 
 

All student work-study positions pay $ 7.25/hour which is approximately _____hours per 
week. 
 

POSITION: _______________________________ Supervisor: ___________________ 
 
Financial Aid Staff Signature: _________________________ Date: ______________ 

 

Step #2 – TO BE COMPLETED BY HUMAN RESOURCES.  
 

_______ Renewal  ________ New Student Employment 
 

Before you can begin your student employment, you will need to fully complete 
the required paperwork allowing you to be paid.  You will need to bring with you:   

• Identification as found on the List of Acceptable Documents for completion of the 
Employment Eligibility Verification Form - Form I-9  

• Know your Social Security Number  

• Personal Banking Account information to set-up Direct Deposit for your payments 
 

Paperwork with Human resources only needs to be completed by those that are 
new to IW student employment. 
 

Human Resources Signature: ______________________ Date: ________________ 

 

Step #3 – TO BE READ AND ACKNOWLEDGED BY THE 
STUDENT.  

 

By accepting this position, I understand and agree to abide by the following 
guidelines: 

• Know and satisfactorily perform specified duties. 

• FAFSA and all required verification to be complete. 

• Cooperate in establishing a work schedule.  I am responsible for working the 
established schedule. 

• Internship and service-learning hours will not be counted as student employment 
hours. 

• I understand that I may have access to confidential information.  I may not share 
this information with anyone, on or off campus.  If I share confidential information 



with anyone, I will be terminated immediately from my position and I will not be 
eligible to be reassigned. 

• Record time worked accurately and consistently at the end of each work period.  
I AM RESPONSIBLE TO KEEP TRACK OF HOURS WORKED AND TO NOT 
EXCEED MY WORK-STUDY ALLOCATION.   

• I will be paid on the 15th of the month for hours worked during the previous 
month. 

• Timecards MUST be completed timely and turned in by the 5th of each month.  
If inaccurate your check will be paid late. 

• Report to work on time and inform my supervisor whenever it is not possible to 
do so.  Notification should be given as soon as possible so the supervisor can 
plan to cover for my absence.  Failure to show up for work or to call is cause for 
termination and it will be at the supervisor’s discretion if such action is needed. 

• Establish good working relationships with my supervisor and other department 
members. 

• Inform my supervisor of plans to end employment.  It is customary to give two-
weeks’ notice. 

• Notify my supervisor of any changes in my employment allocation. 

• REMEMBER:  Work-study is a regular job, and it will establish work behaviors 
that will carry over into future jobs. 
 

Voluntary Termination:  Employment may be terminated by the student.  Two weeks written 
notice is requested. 
 

Involuntary Termination:  The student’s employment may be involuntarily terminated for 
justifiable reasons.  However, it is the College’s policy to provide the student with an opportunity 
to correct job-related deficiencies which have been noted by the supervisor.  The student must 
have an opportunity to make progress toward corrections.  Failure to make satisfactory progress 
may result in disciplinary action and/or involuntary termination.  The method used before the 
termination of a student’s employment is as follows: 

1. A verbal warning is given to the student employee with ample opportunity for 
improvement. 

2. A written warning is given to the student employee with a copy of the warning sent to the 
Financial Aid Office, again with ample opportunity for improvement. 

3. The student is terminated with a written summary of the case and a copy of the written 
summary forwarded to the Financial Aid Office.  

 

Immediate Termination:  In certain instances (not abiding by college policies), the supervisor 
may terminate the student employment immediately. (i.e., Falsification of timesheet hours 
intentionally or unintentionally may lead to immediate termination) 
 
I understand that my work-study award is part of my financial aid package, and my work-study 
earnings are intended to apply towards the cost of attendance at Iowa Wesleyan University. I 
request that the University issue my work-study paychecks as follows (initial one choice): 

 

_____ I wish to have my work-study paychecks applied towards my student account for 
tuition and fees.  I will sign my check over to the University at the Business Office. 

_____  I would like to receive a paper check for my work-study pay.  I will pick up the check 
at the Business Office. 

_____ I would like to have my work-study pay deposited into my bank account.  (Please 
complete direct deposit authorization form). 



 

My selected method of payment will remain in place unless/until I sign an updated authorization 
form. 
 

**If I choose to keep my work-study paycheck and have an outstanding student account 
balance, I understand that I am responsible for paying in full that outstanding balance prior to 
being allowed to enroll in the start of any new term. 
 

Student Signature: ________________________________  Date: ______________ 
______________________________________________________________________ 

 

STEP #4 – TO BE COMPLETED BY STUDENT SUPERVISOR:  

 
By signing below, I am certifying that I have reviewed the IW Student Supervisor’s 
Handbook, I understand my role and responsibilities as a student worker supervisor, 
and I will abide by the policies as procedures that have been put into place.   
 
  
Supervisor Signature: ________________________________ Date: _______________ 
 
Supervisor Printed Name: _________________________________________________ 
 
------------------------------------------------------------------------------------------------------------------------------- 
  



Payroll Policies & Procedures 
 
Time Sheets 
 
Student’s pay periods are a full month and the student’s pay day is on the 15th.of the month.  
(i.e.: hours worked during of the pay period of September 1 – September 30, 2019 will be paid 
on October 15, 2019) 
 
Students are to keep track of their times on a Monthly Auto-calculated Excel timesheet.  These 
timesheets are located on the IW L: drive under the Human Resources folders in the Student 
Timesheet folder.  There will be a new timecard saved in this location for each month.  It is the 
responsibility of the Student Employment Supervisor to see that their student workers receive 
the timecard for the appropriate pay period month. 
 
Student Employment students are to save this timesheet on a drive accessible only to 
themselves and are to keep an accurate record of the time they have worked.  Time is to be 
properly recorded to the nearest ¼ hour; 15 minutes = .25 hours, 30 minutes = .50 hours, 45 
minutes = .75 hours and using the corresponding AM or PM notation.  The times the student 
works needs to be recorded in the appropriate row for the date they worked.  Internship and 
Service Learning hours will not be counted as work-study hours 
 
When the timesheet is completed at the end of the pay period, the student must print down and 
submit the completed time card to their supervisor according to the payroll schedule established 
by the Human Resources office.  The time card MUST include the department, and cost center 
code, student’s name, student’s original signature, date of signature, the number of hours 
worked each day of the pay period, and the total hours worked during the pay period.  The 
supervisor MUST verify the hours, sign the timesheet, and submit it to the Human Resources 
Department no later than the 5th of the month following the end of the pay period.  
Incomplete or questionable time sheets will be sent back for correction; this delay of 
processing may result in the student not being paid until the next payroll.   
 
Once the time card is signed and dated by the supervisor it should be taken to the HR office by 
the supervisor or sent through campus mail.  
 
Falsification of student timesheets intentionally or unintentionally may lead to immediate 
termination of a student worker and/or departmental Student Employment position. 
 
Student’s timesheets are due to HR no later than the 5th of the month following their monthly 
pay period.  Any time card submitted after this due date will be delayed and processed with the 
next payroll.   
 
Supervisors may require some additional documentation for students to verify hours each day.  
This may include simply initialing a calendar or using a sign-in sheet set-up by the supervisor.  
The supervisor should check the student’s hours to make sure they are accurately reporting 
their hours they worked as they were scheduled.  The supervisor’s original signature and date of 
signature is required on all time card.  
 
 
 



Payroll 
 
Student Employment students are paid on the 15th of the month, according to the IW payroll 
schedule. 
Students may pick up their paychecks in the Financial Aid on the 15th of the month after noon.  
Students MUST present their photo ID before they receive their check. 
 
Tracking Forms 
 
All students/supervisors are encouraged to record of accumulating hours on a Student 
Employment Tracking Form.  The form allows the student and the supervisor to monitor a 
student’s hours to ensure the student does not work hours in excess of the amount they have 
been awarded.  

 
Student Employment Policies 
 
Wages 
All Student Employment positions pay $7.25 per hour.  Student Employment students are not 
eligible for overtime pay or benefits. 
 
Maximum Hours 
Student Employment students may work a maximum of 19 hours per week when classes are in 
session.  However, the student’s actual hours are dependent on the department’s needs, the 
student’s academic schedule, and the amount of the student’s total employment award. 
 
Student’s employment award amount varies depending on the students need.  Student award 
amounts are on the Work-Study Authorization form signed by the Supervisors.  Supervisors 
should plan to use those hours wisely.  
 
Internship and Service Learning hours will not be counted as work-study hours 
 
Work Periods 
A student must be enrolled full-time for the current term to be eligible for student employment.  
The work periods are as follows: 

Fall Semester 2021 
Spring Semester 2022 

 
Work Schedule 
The student and his supervisor will mutually agree upon a schedule.  The schedule is always 
subject to change, dependent upon the student’s schedule and the supervisor’s needs.  Under 
no circumstances may a student work during their scheduled class time.  Supervisors will be 
notified if it is determined that a student does work during class time and disciplinary 
action/termination will be taken.  If a class is cancelled or let out early, student must document 
this on their time card. 
 
Supervisors may find it helpful to have the agreed upon student schedule posted.    
 
 
 



Dress Code 
 
There is no formal dress code for student employees.  However, student workers are expected 
to dress appropriately for the job they are performing.  A student’s clothing must be clean and in 
good repair.  A student worker must exercise good personal hygiene habits.  Individual 
supervisors may establish a dress code for their department based on safety concerns and work 
requirements. 
 
Students will be notified in advance of acceptable dress and appearance in their department.  
Under no circumstance will a  student while on the job be allowed to wear provocative clothing, 
clothing bearing offensive language or advertising alcohol, cigarettes, illegal substances or 
events. 
 
The supervisor should make clear the expectations for the student.  If a student comes to work 
dressed inappropriately, it is within the supervisor’s discretion to send the student home to 
change.  In addition to appearance, the supervisor should keep in mind safety concerns. 

 
Job Performance 
 
Iowa Wesleyan University Student Employment is a job and carries with it the same 
responsibilities of any job.  Students are expected to conduct themselves professionally while 
on the job.  The supervisor will complete the Student Employment Authorization Form with the 
student, clarifying expectations.  The supervisor may include an addendum, listing items specific 
to the students’ job. 

 
Disciplinary Action/Termination 
 
Voluntary Termination:  Employment may be terminated by the student.  Two weeks written 
notice is requested. 
 
Involuntary Termination:  The student’s employment may be involuntarily terminated for 
justifiable reasons.  However, it is the University’s policy to provide the student with an 
opportunity to correct job-related deficiencies which have been noted by the supervisor.  The 
student must have an opportunity to make progress toward corrections.  Failure to make 
satisfactory progress may result in disciplinary action and/or involuntary termination.  The 
method used before the termination of a student’s employment is as follows: 

1. A verbal warning is given to the student employee with ample opportunity for 
improvement. 

2. A written warning is given to the student employee with a copy of the warning sent to the 
Financial Aid Office, again with ample opportunity for improvement. 

3. The student is terminated with a written summary of the case and a copy of the written 
summary forwarded to the Financial Aid Office.  

 
Immediate Termination:  In certain instances the supervisor may terminate the student 
employment immediately.  
 
Supervisors should view discipline as guidance, not punishment.  It is an opportunity to improve 
performance.  The student should actively participate in the discussion about training and tools 



required to improve performance; workers often know best where they failed and how to 
improve.  Informal disciplinary actions need not be in writing; however, if a plan of action is 
formed, it should be signed by all parties.  Supervisors may find it necessary to provide a letter 
to the student when the concerns are severe, repeated or result in termination.  The student 
should be asked to sign the letter, attesting they received it.  The student’s signature does not 
indicate the student agrees with the information in the letter merely that they received it.  The 
supervisor is to immediately inform the Financial Aid Office when a student has been terminated 
and whether or not they are eligible for re-hire in another position.  If the supervisor would like to 
fill the vacancy applications will be forwarded for review. 

 
Student’s Responsibilities 
 

• Once hired, with all required paperwork complete, the student completes and returns the 
signed Student Employment Authorization form to the Financial Aid Office.  Students will 
not be paid unless all required paperwork is fully completed and turned into the HR 
office. 

 
• Treat your Student Employment job as a real job.  Perform work assignments in a 

serious and responsible manner.  Dress appropriately, be dependable and prompt, and 
conduct yourself in a businesslike manner while on the job. 

 
• Establish a work schedule with the supervisor; adhere to the agreed upon schedule and 

follow the procedures for reporting absences or making changes to the schedule. 
 
Accurately record hours worked.  Record time to the nearest ¼ hour. 

 

• Internship and Service Learning hours will not be counted as work-study hours.  
 

• Submit your completed time card to the supervisor at the end of the pay period.  All 
timecards must be printed on 1 page, front side only, and signed in ink.  Changes must 
be initialed by the supervisor.  The time card must include the department, student’s 
name, student’s signature, the number of hours worked each day of the pay period, and 
the total hours worked during the pay period.  The supervisor will verify the hours, sign 
the form, and submit it to the Human Resources Department.  Incomplete time sheets 
will be sent back to completion which may result in their delay and will be processed with 
the next payroll.   

 
• Limit hours to no more than 19 hours per week. 

 
• Monitor hours and do not work beyond the amount of the amount awarded.  Notify your 

supervisor of any changes in Student Employment allocation. 
 

• Inform the Financial Aid Office in the event enrollment drops below full-time. 
 

• Refrain from using employer’s equipment and resources for personal use. 
 

• Adhere to all confidentiality requirements. 

 



Supervisor’s Responsibilities 
 

• Inform the Financial Aid Office of changes in the job posting. 
 

• Once hired, complete the Student Employment Authorization form with the student. 
 

• Provide training for the student.  Create an outline of duties to be performed.  Explain 
your Confidentiality requirements. 

 
• Treat the Student Employment job as an actual job.  Expect students to perform work 

assignments in a serious and responsible manner, dress appropriately, be dependable 
and prompt, and conduct themselves in a businesslike manner while on the job.  
Students are required to work their hours to obtain the full benefit of the financial aid 
award.  Student Employment carries with it the same responsibilities as a job would out 
in the community and students are expected to conduct themselves professionally. 

 
• Establish a work schedule with the student.  Be flexible with the student.  No student 

should be working when they are scheduled to be in class or at practices. 
 

• Be sure to provide the student with tasks to be completed during their scheduled times.  
Students are required to work their hours to obtain the full benefit of the financial aid 
award.  Student Employment carries with it the same responsibilities as a job would out 
in the community and students are expected to conduct themselves professionally.  
Student workers should be kept busy and not idly sitting, visiting, or horsing around. 
 

• Provide your student workers with the timecard for the appropriate pay period month. 
 

• Verify the student’s timecard for accuracy and completion.  All timecards must be printed 
on 1-page, front side only, and hours should be recorded in the nearest ¼ hour.  The 
timecard must include the department, student’s name, student’s signature, the number 
of hours worked each day of the pay period, and the total hours worked during the pay 
period.  Incomplete time sheets will be sent back to completion which may result in their 
delay and will be processed with the next payroll.   

 
• Sign the student’s timecard in ink and submit to the HR Office by the due date.  Never 

sign a blank timecard.  Initial any changes made to the timecard.  Do not allow the 
student to submit the timecards to the HR Office; it is the supervisor’s responsibility. 

 
• Adhere to the payroll schedule established by IW HR Office.  Any timecard submitted 

after the due date will be delayed and processed with the next payroll.  
 

• Limit hours to no more than 19 hours per week.  
 

• Monitor hours and do not allow the student to work beyond the amount of their award.  
Use hours wisely; have meaningful work for the students to perform. 

 
• Inform the Financial Aid Office if you believe the student’s enrollment has dropped below 

full-time. 
 



• Oversee work assigned and regularly evaluate performance.  Resolve work conflicts as 
soon as identified. 

 
• Address performance issues with the student as they occur, institute disciplinary action 

when necessary. 
 

• Provide a safe working environment for the student. 
 

• Be a good role model for the student.    



 

 

 

 

 

Student Employment Confidentiality Agreement 
 
THIS AGREEMENT BY STUDENT EMPLOYEE IS TO MAINTAIN CONFIDENTIALITY 
AND PRIVACY OF RECORDS PERTAINING TO STUDENTS, FACULTY, STAFF, AND 
THE UNIVERSITY. 
 
 
I, ____________________________________________ (print name), understand that 
in my capacity as a student worker at Iowa Wesleyan University, I may have access to 
confidential and private records of other students, faculty and staff and/or pertaining to 
the University. 
 
I understand that under federal law and University policy, student records are protected 
from disclosure to third parties. 
 
I agree to maintain the confidentiality and privacy of all such records during and after my 
period of employment at Iowa Wesleyan University.  I shall not, directly or indirectly, 
communicate to any person other than my supervisor, or an individual approved by my 
supervisor, any information concerning such records.  I understand that any such 
disclosure may be grounds for termination and/or prohibition of future employment. 
 
 
______________________________________________ 
Student Signature 
 
 
_________________________ 
Date 
 
 
 
______________________________________ __________________________ 
Student Employment Supervisor                              Department 
 
_________________________ 
Date 
 
 
 



Student Employment Tracking Sheet 
 

Student Name: ______________________________  
 
Position: ___________________________________  
 
$ Allocated: __________  
 
Hours Allocated: Fall __________ Spring ________  
 
15 Weeks/Semester = ________ Hours/Week 
 
$2,000 is 137.93 hours/term based on $7.25/hour. (Fall Semester: 137 hrs. and Spring 
Semester: 138 hrs.) 
$1,500 is 103.45 hours/term based on $7.25/hour. (Fall Semester: 103 hrs. and Spring 
Semester: 103 hrs.) 
$1,000 is 68.96 hours/term based on $7.25/hour. (Fall Semester:  68 hrs. and Spring Semester:  
69 hrs.) 
$500 is 34.48 hours/term based on $7.25/hour. (Fall Semester:  34 hrs. and Spring Semester: 
35 hrs.) 

 
 

 Hours Used  Hours Remaining  
 
Fall Semester  
 
9/15/2021 ____________  (August Hours Worked)   ___________ 
 
10/15/2021 ___________  (September Hours Worked)   ___________ 
 
11/15/2021 ___________  (October Hours Worked)   ___________ 
 
12/15/2021 ___________  (November Hours Worked)   ___________ 
 
1/15/2022 ____________  (December Hours Worked)   ___________ 
 
 
Spring Semester  
 
2/15/2022 ____________  (January Hours Worked)   ___________ 
 
3/15/2022 ____________  (February Hours Worked)    ___________ 
 
4/15/2022 ____________  (March Hours Worked)   ___________ 
 
5/15/2022 ____________  (April Hours Worked)   ___________ 
 



 
When the hours are physically worked, will determine the term in which those hours are 
deducted from the student’s financial aid award availability. 
 

Student Timesheet  

To be completed electronically (in Excel) and printed the signed by both he student and the 
supervisor to be processed. 
 

 

Employee Name:

Department Name:

Cost Center #

Month of:

Date
Time

In

Time

Out

Time

In

Time

Out

Time

In

Time

Out

Total

Hrs
Comments 

Wednesday, August 1, 2018 0.00

Thursday, August 2, 2018 0.00

Friday, August 3, 2018 0.00

Saturday, August 4, 2018 0.00

Sunday, August 5, 2018 0.00

Monday, August 6, 2018 0.00

Tuesday, August 7, 2018 0.00

Wednesday, August 8, 2018 0.00

Thursday, August 9, 2018 0.00

Friday, August 10, 2018 0.00

Saturday, August 11, 2018 0.00

Sunday, August 12, 2018 0.00

Monday, August 13, 2018 0.00

Tuesday, August 14, 2018 0.00

Wednesday, August 15, 2018 0.00

Thursday, August 16, 2018 0.00

Friday, August 17, 2018 0.00

Saturday, August 18, 2018 0.00

Sunday, August 19, 2018 0.00

Monday, August 20, 2018 0.00

Tuesday, August 21, 2018 0.00

Wednesday, August 22, 2018 0.00

Thursday, August 23, 2018 0.00

Friday, August 24, 2018 0.00

Saturday, August 25, 2018 0.00

Sunday, August 26, 2018 0.00

Monday, August 27, 2018 0.00

Tuesday, August 28, 2018 0.00

Wednesday, August 29, 2018 0.00

Thursday, August 30, 2018 0.00

Friday, August 31, 2018 0.00

TOTAL 0.00 

Date

DateSupervisor Signature

Employee Signature

All times are to be rounded to the closest 1/4 hour.   Cost Center # must be completed to process payment.

By signing below, I am attesting that the times and hours documented above are accurate and eligilble to be processed by 

payroll.  I understand if these times and hours are found to not be accurate payment will be delayed and diciplinary 

actions up to termination of student employment will be a result.

Monthly Student Time Sheet

IOWA WESLEYAN UNIVERSITY

Aug-2018 August - 2018



Iowa Wesleyan University 
Student Employment - Policy and Procedures 

Effective May 2018 
 

I. Introduction 

Student employees are those students who have been awarded federal work-study as designated on 

their Financial Aid Award Letter or other full-time students who wish to seek employment on the Iowa 

Wesleyan University Campus.  The following document outlines the policies and procedures for all 

student employees (including work-study) except graduate assistants.   

Work-study employment is subject to special requirements established by the office of Financial Aid.  

Questions regarding work-study status should be directed to that office.  Employment of international 

students is subject to special requirements based on federal regulations and visa restrictions.  Questions 

about employment of international students should be directed to International Affairs or to the 

Student Payroll Office. 

All student employment on the Iowa Wesleyan University campus carries with it the same 

responsibilities as any other job, and students are expected to conduct themselves professionally.  

Student employees are required to work their scheduled hours on campus just as they would be 

required to do in any other job.   

 

II. Student Employment and Equal Opportunity Policy 

Iowa Wesleyan University strives to fulfill two equally important objectives through its student 

employment programs: 

1. Providing financial assistance to students to help fund their academic studies. 

2. Furnishing valuable work experience for qualifying students (i.e., those who meet stated 

enrollment criteria) through the performance of necessary jobs on campus. 

III. Eligibility 

All University student employees must be enrolled as full-time students.   

1. Students who receive Federal Work-Study will be the first ones to have the opportunity to apply 

for a student employment position.   

2. Students that have not been awarded Federal Student Work-Study and wish to obtain 

employment on IW campus can elect to be put on a waitlist and be able to apply for campus 

employment after the deadline has passed for work study students to obtain positions.   

3. International Students must abide by federal regulations and special visa restrictions for the 

employment of international students.  These regulations clearly state that international 

students must not displace a US citizen or lawful permanent resident.  International students 



will be given the opportunity to apply for campus employment after the deadline has passed for 

domestic students to obtain campus employment.   

 

It is the employing department's responsibility to verify eligibility of student employees each term by 

checking with the Financial Aid or Human Resource office.    

Students are not eligible for student employment after graduation.   

Please contact the Financial Aid or Human Resources office if you have any questions regarding the 

employment of students on the Iowa Wesleyan Campus.   

 

IV. Wage Rates and Hours Worked 

All student wage rates are equal to the State of Iowa Minimum Wage requirement and are non-exempt 

positions.  Thus, students are paid an hourly rate and are required to complete student timesheets.   

The student timesheet is provided to the student by their supervisor at the beginning of the pay period.  

Students are to complete the timesheets by electronically filling in their times worked.  The timesheet 

will automatically calculate the total hours for the pay period.  Once the pay period is complete the 

timesheet is to be printed, and signed and dated by both the student and their supervisor, before being 

taken to the Human Resources Office to be processed for payroll.   

Student employees are students first.  In recognition of this, they are limited to working no more than 

20 hours per week.  This limit includes all university student employment positions held simultaneously.  

It is suggested that supervisors of students working a high number of hours (15 to 20) confirm each term 

that their student workers remain in good academic standing.  Under no circumstances are students to 

be working when the have a scheduled class.  There will be periodic cross-referencing of the completed 

student timesheet with their class schedule.  Students found to be working when they are to be in class 

will be subject to disciplinary actions that may include the immediate termination of campus 

employment.  

 

V. Hiring Procedures 

Iowa Wesleyan has a limited budget of student employment funds.  The financial aid office will work 

with the Business Office to determine the total dollar amount budgeted for student employment.   

All departments wishing to have student workers for the academic year must provide a detailed job 

description to the Financial Aid office.  All student employment opportunities will be posted on the Iowa 

Wesleyan University website in the Financial Aid section under Student Employment Opportunities.  

Positions that are not submitted by the deadline to be posted will be unable to employee student 

workers for the upcoming academic year.   

When a department wants to create a new student worker position, a written request must be 

submitted to the Director of Financial Aid.  These requests are reviewed before the new academic year. 



Students should be given a copy of their position description.  Position descriptions are required for 

reporting purposes and give student employees clear job expectations. 

Students are required to apply online for each student employment posting they would like to be 

considered for.  Application information will enable the employing department to evaluate the student's 

ability to perform job requirements.  

 

VI. Termination of Student Employments 

Students may be terminated if their performance is deficient or if their behavior does not merit 

continued employment.  Supervisors are encouraged to give the student an opportunity to correct his or 

her deficiencies prior to termination.  Written notification is required for disciplinary actions and 

termination of student employment.  Please contact the Human Resources Department if you need 

assistance providing written documentation for disciplinary actions and termination. 

  



 
 

2021-2021 
Student Employment Supervisor Agreement 

 
 
As supervisor of Student Employment student employees, I agree to the following: 
 

1. I have reviewed the 2021-2021 Student Employment Handbook.  
2. I understand what is expected of me as a Student Employment Supervisor and 

agree to all I terms listed in the handbook. 
3. The Financial Aid Office may adjust or terminate a student's employment or 

Student Employment eligibility based on changes in:  
o the student's enrollment status;  
o the student's failure to maintain Satisfactory Academic Progress;  
o changes or corrections to the student's financial information as reported 

on the Free Application for Federal Student Aid (FAFSA); 
o outside/private financial assistance not previously factored into their 

financial aid eligibility.  In rare circumstances these changes could be 
applied retroactively, requiring my department to pay the student’s wages.  

4. Students may not work without pay in the department after they have earned all 
available Student Employment funds.  Should my department wish to retain a 
Student Employment employee after his/her award funds are exhausted, I must 
be approved to hire the student as a student employee to ensure that the student 
is paid for all hours worked.  

5. Falsification of timesheet hours intentionally or unintentionally may lead to 
immediate termination of the student and lost Student Employment eligibility. 

6. I understand that by signing the timesheet, I am authorizing that the student 
worked all of the hours as indicated.  

7. I understand that I am providing student employees with legitimate employment 
in support of my department and not pay students solely to study. 

 
 
 

Supervisor Printed Name 
 
 
 
_____________________________  _________________________ 
Signature      Date 
 
 
*This form needs to be completed and returned to the Financial Aid Office in order to begin any Student 
Employment Position. 


