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Federal Student Employment Program

The Student Employment Guidelines set forth the basic operational policies and procedures under which the
program functions. Guidelines are necessary to help each student become an effective, contributing member
of the Student Employment Program, thereby improving the experience gained from the program.

The Student Employment Program provides students with the opportunity to learn to grow through their work
experience by allowing them to assume responsibility for the work activities, which enable the campus to
function. In addition, the program stimulates and promotes the part-time employment of students who need
earnings to pursue a course of study.

Students are responsible for reading the Federal Student Employment Guidelines and being familiar with its
policies and procedures. If a student has questions or concerns regarding the guidelines, assigned position, or
a conflict in the work place, the student should first discuss the matter with the supervisor. If the student needs
further clarification or feels that a conflict still exits, an appointment should be made to visit with the
Coordinator of Student Employment.

Location of Federal Work-Study Office
Financial Aid Office Federal Work Study Coordinator

PAC Buildin _
Levc(:al zw ng Jenn Jennings
Room 204 Ext 1724 (on campus)

(641) 673-1724 (off campus)

Non-Discrimination Policy

William Penn University does not discriminate on the basis of race, color, age, ethnicity, religion, national
origin, pregnancy, sexual orientation, gender identity, genetic information, sex, marital status, disability, or
status as a U.S. veteran.

Awarding of Federal Work-Study Program

Federal Work Study must be awarded to the student and will appear on their financial aid offer. If the student’s
offer is noted as UNOFFICIAL, they may not start the process to work and must stop in the financial aid office.
If the offer is not noted UNOFFICIAL, they may proceed with the next step.

Finding a Job
A complete list of available positions will be posted on the William Penn website by accessing
https://www.wmpenn.edu/admissions-aid/work-study-program/.

Students should review the listings to find a position of interest and make an appointment with the supervisor
for an interview. Students need to have their class schedule available at the interview. Students are not to
work during a scheduled class time.


tel:+16416731724
https://www.wmpenn.edu/admissions-aid/work-study-program/

Documents Necessary to Begin Working / Receive Pay
Those students who have been awarded federal student employment must complete:

Forms provided by William Penn University Forms provided by the student to the WPU
e Work Authorization Form Payroll Clerk (Penn Hall 224)
e 1-9 & W-4 Forms e Two forms of identification

Hours Allowed to Work Per Week

Example

AWARD DOLLAR AVERAGE PER HOUR PAY = # OF HOURS PER WEEK

$1250 (for a semester) $10.00 Approx. 8.4

The above hours are close approximations based on 15 academic work weeks per semester.

It is William Penn’s policy for federal work-study employees not to exceed 10 hours maximum per week.
Students should not earn more than the amount listed on the financial aid offer.

Job Pay

The rate of pay is established through the Business Office and may vary from job to job. No job will pay less
per hour than the lowa state minimum wage. Current pay is $10.00/hour for all departments without prior
approval from the WPU payroll department.

What to Do If Work-Study Award Is Running Out

You should not earn more than the dollar amount listed on your financial aid offer. If you work over the
amount, you may have a dollar per dollar reduction from a different fund you were offered. It is your
responsibility to ensure that this does not happen. You are encouraged to check with the Payroll Clerk if you
have questions about your remaining balance.

Times Students May Not Work

Students are not work during regularly scheduled class, early dismissal, or canceled class times. In addition,
students should not work after they have earned the maximum dollars awarded for each semester. Students
may not record time when traveling to or from their work-study job.

Failure to Complete Awarded Hours

Failure to complete the number of awarded hours will obviously affect the earnings which were available for the
semester. The University is not obligated to provide an alternate type of assistance or financial aid to a student
who does not earn the federal work study award.



Working During Vacation

Students may work during vacation. However, special prior arrangements should be made with the supervisor
and the payroll department. Under no circumstances are students allowed to work over 32 hours in a week.

Evaluation of Job Performance

The supervisor may evaluate a student employee each semester. The purpose of the evaluation is to assess
the job performance of the student employee. This also provides an opportunity for the supervisor to recognize
achievement and address concerns regarding performance.

Absent / Late for Work

Students are required to report promptly and regularly for work as scheduled. Arrive for duty in sufficient time
to be at the assigned job and ready to work at the scheduled hour. Students are responsible for knowing their
own check-in time.

If a student is unable to be on duty as scheduled, the supervisor should be notified in advance of the reporting
time so that necessary arrangements can be made. Any absences or tardiness will not only jeopardize the
student’s earnings, but may also be a factor in future employment with the University.

Recelving Payment

The Student Employment Program provides for payment on an hourly rate basis only. Regardless of how
many hours per week the student may be scheduled to work, payment will be made for the actual time that is
spent on the job.

On-Campus positions submit hours worked by use of a time card system and a time card punch machine.
Each week the supervisor will pick up a time card issued by the Work Study Payroll Clerk located in the
Business Office.

At the end of each week the student will sign and submit their time card to their supervisor who will
then approve and deliver the time card to payroll the following Monday by noon.

Time cards need to include student’s name, id # and department number. All time cards must be signed by the
student and the supervisor to receive pay for that pay period. For a paycheck to be issued, the Business
Office must have a current W-4 and 1-9 on file.

Off-Campus positions hours worked will be submitted via email from the job supervisor directly to the William
Penn Payroll Clerk in Penn Hall 224.



Bi-Weekly Payroll Schedule

8/14/23 Work-
Study Starts
2022-2023 Payday Dates Included
FALL
No RA
Aug-23 8/25/2023 August 5 - August 18 Pay
Sep-23 9/8/2023 August 19 - September 1
9/22/2023 September 2 - September 15
Oct-23 10/6/2023 September 16 - September 29
10/20/2023 September 30 - October 13
Nov-23 11/3/2023 October 14 - October 27
11/17/2023 October 28 - November 10
Dec-23 12/1/2023 November 11 - November 24
12/8/2023 November 25 - December 1 Dec. 1, 2023
is the last day
to work other than RA's.
SPRING
No RA
Jan-24 1/12/2024 December 23 - January 5 Pay
1/26/2024 January 6 - January 19
Feb-24 2/9/2024 January 20 - February 2
212312024 February 3 - February 16
Mar-24 3/8/2024 February 17 - March 1
3/22/2024 March 2 - March 15
Apr-24 4/5/2024 March 16 - March 29
4/19/2024 March 30 - April 12
May-24 5/3/2024 April 13 - April 26
5/10/2024 April 27 - May 3 May. 3, 2024

is the last day
to work other than RA's.



Conversion Chart
Use the Equivalent time chart to convert minutes to hundredths.

Minutes Tenths Hundredths Minutes Tenths Hundredths
01 .0 .02 31 5 52
02 .0 .04 32 5 .54
03 .0 .05 33 .5 .55
04 .0 .06 34 5 .56
05 .0 .08 35 5 .58
06 A1 .10 36 .6 .60
07 A1 A2 37 .6 .62
08 A .14 38 .6 .64
09 A1 .15 39 .6 .65
10 A1 .16 40 .6 .66
11 A1 .18 41 .6 .68
12 .2 .20 42 g .70
13 2 22 43 v 72
14 .2 .24 44 v 74
15 2 .25 45 v 75
16 .2 .26 46 g .76
17 .2 .28 47 v .78
18 3 .30 48 .8 .80
19 3 .32 49 .8 .82
20 3 .34 50 .8 .84
21 3 .35 51 .8 .85
22 3 .36 52 .8 .86
23 3 .38 53 .8 .88
24 4 .40 54 9 .90
25 A4 42 55 9 .92
26 4 44 56 9 .94
27 A4 .45 57 9 .95
28 A4 .46 58 9 .96
29 4 .48 59 9 .98
30 .5 .50 60 1 1.00




Request to Reassign

From time to time reassignments become necessary. Students wishing to be reassigned must request a Work
Authorization Form from the Coordinator of Student Employment. Work Authorization Forms must be
completed and signed by the student, the supervisor and returned to the Financial Aid Office.

Working More Than One Work-Study

A student is not encouraged to work more than one work study job. However, the combined hours per week
should not exceed 10. Also, the combined wages should not exceed the dollar amount awarded for the
semester. You should not earn more than that dollar amount listed on your financial aid offer. If you work over
the amount, you may have a dollar per dollar reduction from a different fund you were offered. It is your
responsibility to ensure that this does not happen. You are encouraged to check with the Payroll Clerk if you
have questions about your remaining balance.

Bringing Children
It is not an acceptable employment practice to bring children to a student employee’s place of work during
working hours.

Disciplinary Policies and Procedures

An employee may be reprimanded by the employee’s supervisor for any of the following reasons but not
limited to:

e Incompetence

e Neglect of duties

¢ Violation of safety rules

e Tardiness or absenteeism

e Disregard of established procedures

o Disregard of personal appearance, uniforms, appropriate dress hygiene
o Discourtesy

e Serious infraction of the Wm Penn Univ. Student Code of Conduct

William Penn University is committed to the constructive resolution of problems. It is our expectation that
communication is likely to resolve most misunderstandings. However, if the problem persists, the following
process will be implemented:

Step One: The supervisor needs to communicate the problem to the student and problem should be
documented.

Step Two: If step 1 did not lead to a resolution, the Supervisor has the option of terminating the
student.

Written warnings and notice of termination will become a part of the student’s financial aid file. Once a student
has been terminated, the University is not obligated to re-employ the student or replace with alternative
financial aid.



Actions Which May Cause Immediate Termination

Any of the following reasons may justify immediate termination from a job:

e Forgery
o Dishonesty
e Theft

¢ Violation of a Confidentiality Contract

¢ Intentionally punching in on another student’s time card for purposes of fraud
e Misrepresentation of hours worked on time cards

e Serious infraction of the Wm Penn Univ. Student Code of Conduct

Falsification of hours worked in any manner is a crime! Any student who falsifies his or her own hours
worked will be referred to the appropriate campus authorities for investigation and possible criminal
prosecution. Students who have proven to have engaged in such conduct may expect serious
consequences, including termination from the Federal Work Study Program.

How to Appeal Termination

Any student wishing to appeal a termination must submit a formal typed (or legibly written) appeal to the
Coordinator of Student Employment within ten class days from the date of termination. If an appeal is not
submitted within ten class days, the student may lose the right to appeal.

Step One: The student submits a formal typed (or legibly written) appeal to the Coordinator of Student
Employment within ten class days of termination

Step Two: The Coordinator of Student Employment convenes the Student Employment Board within five
class days of the submission of the appeal.

Step Three: The Board will hold a hearing to review the appeal of termination. The student and the
supervisor will be given an opportunity to present information concerning the case. Though a student is not
required to present a formal verbal appeal, the student and the supervisor are expected to be present to
answer any questions that the Board may have regarding the student’s termination.

Step Four: The Board, in closed sessions, will vote to either uphold or overturn the termination. This decision
will be based on information from the student’s work record, the formal written appeal, and verbal testimony
presented at the hearing.

Step Five: The Coordinator of Student Employment will notify the student and the supervisor of the Board’s
decision. The Chair will also follow-up with a letter outlining the decision of the Board. Copies of the letter will
be sent to the student and the supervisor. In addition, a copy of the letter will be placed in the student’s
financial aid file. The Board’s decision is binding.



Student Employment Board

The Student Employment Board will meet at the discretion of the Coordinator of Student Employment.
Members of this group will include 4 students, 4 supervisors, and the Coordinator of Student Employment
(voting Chair).

The Board will discuss items regarding student employment, conduct question & answer sessions, receive
input from members concerning general and/or specific situations, hold hearings based on termination
appeals, select the Student Employee of the Year, etc.

Drug-Free Workplace Policy

William Penn University recognizes that alcohol and drug use can create health, safety, social, and legal
problems. The University is committed to maintaining a safe and healthy work and educational environment,
free from the use of alcohol and illegal drugs. Refer to the Student Handbook for the Alcohol and Drug Policy.

Sexual Harassment Statement

It is the policy of the University that all employees should enjoy a working environment free from all forms of
discrimination, including sexual harassment. No employee, either male or female, should be subjected to
unsolicited and unwelcome sexual overtures or conduct, either verbal or physical. Refer to the Student
Handbook for additional Sexual Harassment information.



