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PREFACE

This publication has been developed by Fritz Edelstein as part of a
Project for Service-Learning internship with the National Association of
Student Financial Aid Administrators. While NASFAA has cooperated in every
way possible in the collection of information, the opinions expressed are
those of the author and do not necessarily reflect any official position
of the Association.

The basic purpose of this publication is to expand both the availability
of off-campus College Work-Study programs and the value of the work exper-
ience to the student. We hope that the suggestions herein will help bring

about the achievement of these goals so that the substantial efforts of the

author will have been well spent.

Richard Tombaugh Michael Gaffney
National Association ¢f Student Project for Service-Learning
Financial Aid Administrators American Association of

Community and Junior Colleges
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CHAPTER I

INTRODUCTION

The Purpose

The purpose of this guide is to provide information, ideas and
suggestions to enable the financial aid officer to better meet the de-
mands of an off-campus College Work-Study Program. Some of the ideas
and suggestions will not be new but it is the intent of the guide to pro-
vide a broad sampling of methods and forms for development and improvement of
programs. If the response to our questionnaire and the several conferences
that have taken place during the past year are an indication of the increased
interest of postsecondary institutions in off-campus programs, then there is
a need for a guide that gives the financial aid administrator assistance in
structuring, developing and managing an off-campus work-study. This booklet
helps to clarify many of the confusing issues and topics of such a program
and to improve the coordination of the '"world of work'" and the "world of
education." This problem was voiced in the Newman Commission's Report on

Higher Education: '"Work-Study Programs create the illusion that the world

of work is being brought into the campus experience." (page 5.) Even
though this statement was directed at more than the federal CWSP, many CWS
students are a part of a curricular program that blends work experience
with an educational program.

The enthusiasm for the College Work-Study Program being provided by
the Congress through its appropriations activities and its support for the

reauthorization of the College Work-Study Program indicate a strong interest

in off-campus components in Work=-Study programs.
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The guide is not directed at any specific type of program. There-
fore, the suggestions can be used for a single campus program, as well as,
statewide programs, city projects and intern programs. The models or
alternatives discussed in the subsequent sections are broad and general
SO as to be adaptable to the variety of situations and environments found
in postsecondary programs.

Excluded from the guide has been most of the technical and specific
discussion covered by the Office of Education's College Work-Study regula-
tions. In an effort to lessen redundancy, many of the obvious rules and
topics have been purposefully omitted and the appropriate regulation
should be referred to when developing or expanding off-campus programs.

The basic_purpose of the guide, as was stated before, is to provide a

resource, information, suggestions and discussions for implementing or ex~

panding off-campus College-Work Study, especially in areas and topics which

have been confusing in the past and have resulted in aid administrators

ot d opi off-campug programs.

This guide contains materials on '"ways to find jobs," student place-
ment procedures, program-administration tips, issues and policy, academic
credit, evaluation, contracts and agreements, and consortia/statewide pro-
grams. Included in the appropriate sections are examples of forms which
can be used for off-campus Work-Study. Also, a sampling of different types
of off-campus placement which are both acceptable and unacceptable accord-
ing to the federal regulations is included.

This booklet is to be a guide and does not take the place of the Office
of Education's College Work-Study Program Manual. It should be used to
complement the regulations and guidelines of the Office of Education. The
guide has been produced so that it can accompany OE's CWSP Manual in a

three-ring binder.



Data Collection

The information, resources, suggestions and ideas used in this guide
have been collected from a variety of sources or are a condensation of
several different programs. There were two primary sources for the
guide. One was the results of a questionnaire that was sent to each member
of the National Council of the National Association of Financial Aid Administrators.
The sampling was small due to limited financial resources and time. Data was
also collected from persoms at institutions or programs who had either been
involved in several recent Service-Learning and workstudy meetings or were known
to be involved in comprehensive or large off-campus programs. Several of the
statewide programs and several of the Urban Corps publications provided long
narrative explanations on program development for off-campus College Work-
Study.

Other sources of information were the OE Manual, HEW and OE personnel,

other material related to work-study type programs ana Richard 1., Tombaugh,
Executive Secretary of National Association of Financial Aid Administrators.

Current Climate

Several recent national commissions including the Newmai: Commission
and the Study Commission on Undergraduate Education and the Education of
Teachers have recommended the expansion of learning experiences beyond the
boundaries of the college campus. Cooperative education and less formal
off-campus work-learning programs have developed because of a demand by
students and the education community for a more ''relevant" postsecondary
education experience. This has also increased the demand on the firancial
aid administrator to expand his/her off-campus College Work-Study Program
in order that CWS students interested in receiving education-related work

'experiences receive them through off-campus jobs. A recent curriculum

El{lC - 2l
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trend in postsecondary education is for students to be required to have
clinical off-campus experiences during the year and many of these students
receive financial assistance.

Thus, the area of responsibility for the financial aid director at a
pustsecondary education institution has broadened. It has required the
director or one of the professional aid staff to be responsible for finding
off-campus placements, supervising placements, developing agreements and
contracts, interviewing students, scrutinizing the payroll process, and
monitoring placements to make sure the jobs do not violate federal regula-
tions. It is a difficult, time-consuming task which can be made easier if
the approach to off-campus employment is positive, resources are available to
the administrator, and the institution's students, administration, and facult
cooperate in the management of the program. Hopefully, the community will
also be interested in this work program which benefits both employers and

students.

A Rationale

There is no need to defend the need for a College Work-Study Program.
However, an explanation and rationale for off-campus use needs to be
given because of many adverse attitudes toward off-campus placements.
The result of a study conducted by the Bureau of Applied Social

Research (Columbia University, 1973), The Federal College Work-Study Program,

lends statistical support for increasing off-campus College Work-Study pro-

grams, It indicates that students who participate in the off-campus program

reap additional financial and career development benefits.

Since two-thirds of all the college campuses which participate in CWSP

have off-campus programs, there is substantial evidence to support increased

off-campus work-study, especially with programs which make an effort to integ
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work and learning. For instance, twice as many CWS students who worked
"on campus' rather thau'off-campus'"saw zero advantages to their job and 657 of
the "off" compared to 47% of the "on" could cite four or more advantages
to their placement. In trying to define one's career choice, which is
hopefully part of the goal of work-study job, "off-campus" students felt
twd and one-half times more certain of their career choices after their
jobs than those working on campus. Two other very interesting statistics
which indicate the greater benefits of off-campus work-study are the per-
ception of students and employers as they relate the work to skills and ~
attitudes. Sixty-seven percent of the "off-campus'" compared to 41% of the
"on~-campus" work-study students believed they acquired useful career skills.
More astonishing is that 807 of the employers felt the "off-campus" student
had developed positive work attitudes versus only 25% of the "on-campus."
The results of the Columbia Study indicate greater benefits to the "off-
campus'' student participants and to the employers who are gaining assis-
tance and may be training future employees. If nothing else, the data in-

dicates a belief on the part of students and employers that the '"off-campus"

component of the College Work-Study program is a valuable experience which

helps in making better career choices and many times integrate one's educa-

tional program and career objectives through clinical job experiences.

None of the prior discussion, however, has even mentioned the benefit
to the institution from off-campus placement in the form of positive public
relations about its students' and graduates' training to perform needed
tasks. By improving the image of the institution, the opportunity for placing
more students in off-campus jobs increases, the ability to increase the
number of available positions for both work-study and non-work-study improves,

and the demand for these persons expands. One program which is an example

ERIC
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of such a broadened base of jobs is the Virginia Plan. It is a statewide
off-campus College Work-Study Program placement organization which, for
every two work-study jobs created, a third job has developed which is un-
subsidized. This increases the ability of financial aid officers to
offer substantial financial aid to a greater number of students since
federal dollars are not adequate to meet all the financial needs.

Off-campus college work~study is a benefit to the student, the insti-
tution, and the employer. This guide,through the following discussion,
suggestions and examples,will hopefully be a useful resource for planning

and developing otft-campus CWS.



CHAPTER 1I
OFF-CAMPUS RESOURCE
AND
JOB DEVELOPMENT

Nine Suggestions

A key problem in initiating, developing, or expanding the off-campus
component of a College Work-Study program has been the availability to the
financial aid administrator of time and personnel to find jobs, to
make contact, and to develop resources for off-campus placements. The
findings of studies by Friedman et. al.” and Jennetteﬁg/concur that these
are two of the primary obstacles in initiating or increasing off-campus
programs.

The most effective way to develop and administer an off-campus College

Work-Study Program is to delegate to an individual responsibility for the

activity. By having an aid otficer in charge of work-study, an individual can

provide the time and energy to develop placements for students both on and off-campus,

as well as free up time to observe many ot the job environments for future plan-
ning and programming. Unfortunately, many institutional tinancial aid officers
do not or cannot have such a specialized protessional statf. Therefore,

other means must be utilized to develop and/or expand off-campus

placements within the parameters of available time and other responsibili-

ties.
The crucial question is how best to make contacts in order to offer a

broad number of choices to the CWS student who wishes to be placed in an

1) Friedman, Natalie, et.al.,, The Federal College Work-Study Program, Bureau of
Applied Social Research, Columbia University, (Washington, D.C.: Dept. of
Health, Education, and Welfare, Office of Education) 1973.

2) Jennetten, John, Off Campus Student Employment under the CWSP, 1974 (a
dissertation).
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off-campus job. The following are a few ideas to obtain resources and

gain contacts for off-campus placements. The order of the suggestions

is in no way based on preference or effectiveness.

1) Personal contact process. =~ This is the most time consuming since

the aid officer must contact agencies/organizations or employers individually
to find out whether jobs are available and whether they would be interested
in having a CWS student. It is a long process since each contact is made
personally. The job description and contract have to be subsequently ne-
gotiated. The first contact could be by phone but eventually some personal
contact will have to he made if for no other reason than to observe the
working environment. For a small college or university, this might be a
feasible method since there are fewer students to place for work-study.

But these institutions also have smaller financial aid staff. According to

Jennetten's research, this is the least effective method.

2) Student contact.~ This method gives the student a key responsi-

bility for placement. By letting the individual student go out on his/her
own initiative, the job(s) placement(s) will take less time of the adminis-
trator, and the chance that the job will be in an interest area of the
students is greater. According to both previously mentioned research studies
work productivity and job satisfaction are increased when the student's job
is in an interest area. Students must have the placement accepted by the

aid officer and the final negotiations would take place between the aid
officer and the agencies to make sure federal regulations for CWSP are met.
The main purpose of this method is to have the students do the initial con-

tacts and research on the job placements, thus helping to build up resources

future CWS placements.
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3) Mailing/Press Release, - Even though this method sounds more like

an advertising scheme, it works. Once the aid office has an idea of the
the agencies, organizations and persons qualifying as CWSP employers, a
general mailing is sent out to (a) invite their response as to the possibility
of becoming employers, (b) invite them to a meeting for more details,

(c) request them to call the office for more information and return the
form, and/or (d) send back the form and students would be sent for inter-
views. The press release would generally state the same things but utilize
the mass media rather than a gereral mailing. For example, Simmons College
in Boston mails to all United Fund agencies to obtain jobs. They have also
found out that the "Y" will create jobs at times to meet needs of students
which fit their requirements, but have had insufficient funding to really
implement an ongoing program. Other statewide programs in Montana, North
Carolina, Virginia, and Massachusetts have used mailings, but now have the
years of exposure and experience that have developed more than enough
placements. Also, the programs are known so persons or agencies contact
the program to offer placement opportunities. However, field work is still

necessary.

4) Student Searchers. - The student searcher concept has been employed by

several different institutions and statewide programs. Students, usually two or
three, are hired to do the field placement work. Usually this has been a
Work~Study placement for the students which enables the financial aid office

to have on-going research for new placements, supervision and evaluation

of the current off-campus jobs. Persons filling such positions should be
students who have had prior experience with off-campus work-study and understand
the requirements for agency, institution and student participation. Although

it is not a prerequisite that students have work-study experience, it would be

O
4
ba *
<o
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helpful in placement decisions not only as to which agencies are acceptable
but also with regard to the matching of students with agencies. These "Search
would do all the program development including the administration of the CWSP
under the supervision of the financial aid officer.

5) Administration - Faculty . - Many times persons in either of these

positions are very willing, if requested, to offer their services in securing
through their community and government contact positions for studentgs. The
administration and faculty of postsecondary educational institutions are
many times an untapped resource for contacts and placements. This can

1
broaden the number of job opportunities and improve dialogue within the insti
tution. Use of institution's administration and faculty increases the
opportunity to expand the program and offer credit for the experiences.
Thus, the program becomes more of an institutional program than merely a

financial aid office activity.

6) State Labor Program . - This is a very specialized program for a state

which has a network for employment. The Labor Department's listing of agen?
cies and continual contact on employment matters can offer a special con-
tinuing resource and communication for the off-campus program. This could
be accomplished in many cities and towns which have state employment offices
or state universities. However, it would only be done under the provision
that none of the agencies or employers hire work-study students for normal
positions or were displacing workers. The office could also be used as a
place where CWS students could be listed for employers which meet federal

eligibility requirements and wish to be involved in college work-study.
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7) Alumni, - Probably the group with the largest number of resource

contacts for off-campus placements is the institution's alummi. They

can provide not only a local or state listing of potential

placements, but can themselves hire students for term and summer work-

study jobs. The work by the alumni association would be for the benefit of

the institution and is potentially a means to employ future graduates of

the institution. Alumni would be used to contact specific groups, agencies,

associates, and employers who qualify under the federal regulations as well as

to obtain the neeessary information for themselves to be involved in CWS

if they are associated with a non-profit group, public or governmental agency.
8) Re-hire.- A mailing should be sent out to all previous off-campus

employers to afford them the opportunity to express an interest in using

CWSP students again. There should be at least two mailings which cover term

jobs and summer jobs. These mailings should be completed far enough in

advance to allow for adequate program planning by the financial aid office

last minute changes or alterations in the jobs available 1list.

9) Statewide Coordinators.- For a statewide program, one of the best

ways to identify jobs for CWS students for term time and the summer is to hire
individuals whose primary responsibility is to find qualified placements and
supervise (to some extent) the students placed in these jobs. North Carolina
PACE project has two persons who are employed to continually develop

resources for the statewide off-campus program. The benefit of such a group

of persons is the development of a systematic approach to job identification

and placement. Also, agencies and organizations learn about the CWS program

for future reference, when they immediately employ a student. These individuals

could fit in very easily with an established alumni network organization.
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The previous nine suggested resource development and placement methods

can be used separately or in many different combinations. While not the only

methods available, they are, in general, the broadest and most wiaely usea
to obtain job placements for orf-campus college work-study prograums. Lt is

important to note that the research done by Jannetten shows that

the aid officers who received input from a committee of faculty, administra-

tors and students tended to have a greater level of off-campus employment.

And those aid officers who had students on a financial aid policy-making
committee had the highest degree of off~-campus employment?/ When a coopera-
tive effort regarding policy and decision-making is made, there seems to

be a more favorable climate to expand off-campus employment. Several of the
suggested methods would, when combined, work in a complementary cooperative
manner to expand the off-campus effort and build a communication network
that would more than likely benefit the institution beyond the off-campus

CWSP placements.

The following four institutional examples have different approaches to
off-campus CWS job development. An effort has been made throughout the booklet
offer a variety of types of programs and institutions by taking sample forms fr
public and private institutions, Urban Corps and statewide programs.

1. Ball State University - bases its job development on the two
attached letters. (p. 14-15)

2. Montana State University - the preliminary college work-study

questionnaire asks the prospective employer to identify and
classify potential jobs. (p.16)
3. Simmons College - a simple one-page form to identify off-campus

employment. (p. 17)

3) Ibid. p. 89.
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4. State of Washington - this form is a final agreement which

identifies specific jobs eligible to be filled by students

participating in the CwSP. (p. 18)
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BALL STATE UNIVERSITY

MUNCIE. INDIANA 47304

STUDENT AFFAIRS
Office of Studant Finenciel Aids

It is time to begin plenning for the susmer employment of Ball Stete students
under the Federal College Work-Study Program. We ere looking forwerd to
enother successful program this susmer.

The College Work-Study Program provides funds for Ball Stete University to
errenge for the employment of eligible students with public end private
nonprofit orgenizetions. The work done by these students must be in, the
public interest. Enclosed is e sheet describing the progrem. If you
desire to participate, pleese notify us end include the epproximate number
of Ball Stete students you wish to amploy.

As you discuss employment on this program with eny of our students, remind
them thet they must complete e financial eid epplication no leter then
March 1, 1975. Our office will determine the eligibility of students for
work on this program with PRIORITY GIVEN TO STUDENTS DEMONSTRATING THE
GREATEST FINANCIAL NEED. If you ere interested end we heve eny qualified
students from your eree seeking employment, we will refer them to you during
the Spring.

You ere expected to discuse the position with the student end make the
hiring decision once the student is determined to be eligible. Hourly
vage retes ere to be determined by you end cen renge from $2.00 to $3.25
per hour depending on student qualifications end past work experience.

Additional information and the necessary forms will be sent to you es the
summer epproaches,

Sincerely yours,

%&JN-A@&A)

John H., Sternes
Assistent Director
Student Finenciel Aids

JHS : rms
Enclosure

Al
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BALL STATE UNI"ERSITY ,/ MUNCIE. INDIANA 42308

STUDENTY AFFAIRS

CTK.ze of Swdent Finenciol Awls

We will soon begin tha process of referring eligible students to you for
possible full-time employment on our 1975 Summer Federal College Work-
Study Program. Tha students employed by you must have applied for financial
aid and must be eligible to participate in the program as determined by
this office. PRIORITY WILL BE GIVEN TO STUDENTS DEMONSTRATING THE GREATEST
FINANCIAL NEED.

You are expected to discuss the position with the student and make the
hiring decision once the student is determined to be eligible. Hourly
wage rates are to be determined by you and can range from $2.00 to $3.25
per hour depending on student qualifications and past work experience.

Enclosed are materials which are needed if you plan to employ Ball State
students during the summer on the program. Please sign and return one
copy of the agreement form as soon as possible. When you have selected
the Ball State students you intend to employ, complete the authorization
form and return it to this office. Xeep one copy for your records.

The official closing of the Spring Quarter at Ball State is May 23, 1975.
Autumn Quarter begins September 9, 1975. Consequently, students employed
by you this summer on the Federal Collage Work-Study Program may not
begin work until May 24, and may work through September 8, 1975. " Instruc-
tions regarding payroll procedures will be sent to you prior to the summer
employment period and after we have received the Federal College Work-~
Study Program Agreement AND the Student Employment Authorization Form.

Sincerely yours,

Lol o)

Jéhn H. Starnes
Assistant Director
Student Financial Aids
JHS:rms
Enclosures

A2
ws7
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MONTANA S TATE MNIVERIITY

BOZEMAN, MONTANA &7l
PRELLMINARY COLLEGE WORK-STULY QUESTIGNNATRE

Emplorer: Telephone No.

Address:

street city state 2ip

Ferson or persons hiring Work-Study students:

Person or persons that will handle the Work-Study payroll and to which all
communications shoutd be mailed:

List jobs available and estimated hourly wage:
CLASSIFICATION NUMBER HOURLY WAGE

1.

P
“.

3.

4.

5.

Length of summer work period (example: June 3 through Jeptember 1):

Age linitations for hirirg, if any:

Please state the days and hours student, will be working:

List any other qualifications or requirements necessary for employment:

This questionnaire has no contractusl significance. It iu designed to permit Montana
State University, the coordinating agent for the Montana Gollege Work-Study Program.

tc prepare for the coming programs and to insure that the proper persons receive vur

materials. Please return this form at your earliest convenience to:

fiollege Work-Gtudy Program
Montana State University
Office of Financial Aid
Bozeman, Montana 59715
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Retura to: STL"UNS COLLTCL
Student Financial Aid Office

300 The Fenvay
Boston, ijassachusetts 02115

738-2117

Federal College Work-Study Program Application
(Please complete a scparete anplication for each job category)

I wigh to make the following position(s) available to Simmons students
eligible for participstion in the Collese Vork-Study Program. I understand
thet this vork must not displace any presently cmployed vorcrs nor impair
any existing contracts for service. In compliance with the Civil Rights
Act of 198k, I am uilling to accept candidctes for positions rezarcless

of racc, color, or national origin,

Simmons Department or Off-Campus Agency

rddress

Telephions

Location - !DTA Dircctions

Title of position

Qualifications

Students recuested for: Fall/Spring Program andfor Sumer

Approzimate dates of employment

I'umber of hours per ieek I'uiber of students necded

Peccmmended hourly rate (for off-campus agency)

Hame and title of supervisor

Indicate typical hours students might be asked to “rerk:
Sun }en Tucs 'ed Thurs Fri Snl Total
; 1

um = I'oon ; i :
roon = Gpnt N
—d

svening ' - ' |

Pleasc enclose brochure or brief description of orgenization and functions.

Date

FOR_OFT-CAIIPUS TUPIOYER3: IF I HIDND A $/0PK-STUDY STUMIIT, I UIDRROTAND
THAT 1 UILL BT BILILD ¢CR 20% OF DACH STUTECHT'S SALARY PLUS Ti
CMPLCYTR'S GHARD OF SOCIAL SCCURITY AID \ORKEN'S CCUIENSATION.
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STAYE OF WASHINGTON College Work-Study Program

In accordance with the foregoing Agreement dated , 19 ,
of which this is a part, the effective dates of the Agreement are for the
period , 19 , to » 19 , and include the positions
with this Organization as listed below.

The positions listed have been created for the State Work-Study Program,
and may be filled only by students eligible to participate in this program.

Job Title Suggested Hourly Wage

Number of Positions Job Description

Minimum Qualifications

Job Title Suggested Hourly Wage

Number of Positions Job Description

Minimum Qualifications

Job Title Suggested Hourly Wage

Number of Positions Job Description

Minimum Qualifications

By: (signature)
Name of Organization's Representative Date

ERIC

Aruitoxt provided by Eic:
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CHAPTER III

THE PROCESS OF PLACEMENT

Seven Suggestions

Reading materials developed by financial aid offices suggest several
basic approaches to placing students in off-cémpus jobs. There is little
need for any discussion of the simplest process -- that being the assign-

ment of an individual to an institution, organization or agency.

Several alternatives can be implemented when the process is based on
the concept of student or constituent involvement in the selection process.
A pervading feature in some of the larger, more successful, off-campus pro-
grams is the policy to try to meet the education or career-related interests
of the student in off-campus placement., Therefore, it is advantageous
for the aid officer to utilize the skills and interests of the constituents
to find jobs for themselves (as described in several of the examples in the
previous chapter).

1) Job Fair - The financial aid office would sponsor a fair which

included all potential off-campus employers. The fair would be held at the
beginning of the term or prior to summer vacation. Every eligible student
receives notification of the fair and the time he/she is scheduled to visit
booths in search for a placement. The schedule is determined by the

number of hours one has completed and priorities are set in descending order
of hours. According to Bronx Community College, this process takes approxi--.
mately one half-hour to 45 minutes. There would be at least two counselors
in the room to help students choose categories and jobs prior to reading
specific job descriptions or interviewing with prospective employers. The
choice of jobs is left to the students and, with more positions available

0-1
-y
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than students to fill them, there is a greater potential for the meshing of
jobs with student interest. Over asix day period the college was able to pla
500 students, whereas in the past it took two months with five counselors
working full time to do so. Counselors are then available during the fol-
lowing month to do follow-up interviews, observe students and develop ad-
ditional placements. Bronx County showed as part of the job fair an insti-
tutional video-tape which was used as a preliminary counseling device. This
fair enabled the financial aid office and employers to fill jobs quickly and

to have personal contact with the students.

2) Student Interviews. - For the interview situation, the student

either finds a job and negotiates it, or selects a job from a listing pro-
vided by the financial aid office or the student employment office which many
institutions have and use as a placement service for the financial aid office

Students make appointments with two or three agencies or organizations for

interviews. After completion of the interviews and a mutual decision between
the employer and student on employment, the necessary contracts and agree-
ments would be signed. The purpose of the interview process is to (l) ac-
quaint the student with the agency; (2) acquaint the employer with the stu-
dent, and (3) provide information to give an opportunity to the student to

select the CWS job.

From the several programs on which information was received, there

seemed to be a very favorable reaction to the process by the institution,

employer and student. Some pressure is removed from the financial aid of-

ficer in finding and negotiating a placement. The aid officer's responsibili

in the process is the development of a job list and the final contractual

arrangements. This decreases as an off-campus program gains years of experi

o o™
w
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ence with the process and employers. Initially, as in any program, each task

is time-consuming until a familiarity with the process and parties is developed.
This process is usually used for summer placement for the student

because it is easier for the student to find jobs away from the insti-

tution than the financial aid officer who does not have enough free time to

find such placements unless they are relatively close to the institution.

3) Listing. This placement procedure would have the students partici-
pating in the off-campus CWS program select from a list of jobs. The job
list could have been collected from any one of several of the ways described
in the previous chapter. The list would be available in the financial aid
or student employment office, whichever is in charge of the employment for
students receiving financial aid. The student must select jobs from the list
and the accompanying job descriptions since there is no opportunity for an
interview or interaction with the prospective off-campus employer.

4) Orientation. This would be similar to the job fair but the potential
off-campus employers would make presentations to groups of CWS students. The
coordinator of CWSP arranges to have groups of employers come to the institu-
tion to speak. Usually the groupings are made by "Services'" or "Category." ;
Similar agencies or programs would come on the same.day(s) to describe their
organization's purpose, interests and jobs as well as answer questions from
the students. Students would sign up for off-campus work after the program

in accordance with their interest areas. A student could not sign up for

more than three different group presentations. The number of students at-

tending each seesion would also be limited, depending on the number of

organizations making presentations and the number of available positions.

There should always be more students than positions. It is possible for time
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to be allotted for interviews. Students would then make a selection of

which job they wanted but would have to select onme or two alternatives.

This whole procedure should take place over a cshort period of time. There~
fore, it will be necessary to have concurrent sessions of different cate-
gories or services but each organization would make the same presentation
only twice. This type of placement process can take place either at the

beginning of the term or at the end of a term prior to summer vacation.

5) Student Campus Interview.~ This placement procedure has a fellow

student employed in the financial aid office (possibly a CWSP student as
described in the previous chapter's '"Students Searchers'" example) conduct an
interview with the CWSP student. "This interview will screen students for
specific job skills or work schedules as described in a job listing. In-
terested students are referred to an agency and the employer selects from

4

these students."” The procedure would be most effective if the student

interviewer had been the individual who helped develop this job place-
ment or was familiar with it through supervising previous work-study students

Similarly, the experience would be beneficial for a financial aid officer who
was an interviewer., An alternative in this process would be that the selecti
would be made on the basis of the interview.

6) Program Placement. - This placement process is primarily oriented

to students involved in programs which try to integrate one's educational
interests with work experiences, and where academic credit is received

for this experience. This could be an intern, cooperative education or

a University Year for ACTION (UYA) program placement. According to the
federal regulations, Work-Study students may participate in these programs

and obtain credit for their work experience whether as part of a formal

4) CWSP Manual, Portland State University, p.3.

L XA
- -
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prégram or one developed specifically for the student since he/she has a
work-study job. 1In this situation, the student would be a participant in
the placement decision-making process to best meet his/her educational/
career interests. Usually, this takes a format similar to either the
"Orientation” or "Job Fair" or "Student Interview" in which the students
meet someone from the agency to discuss the placement and the specific job.
In some instances as in cooperative education, éhe students are involved
in the development of the job and in its description, which is also possible
in the "student interview'" process. This would definitely be in the interest
of the student. All of these positions would eventually have to be cleared
by the financial aid officer. For such programs it must be made clear that
the employer would be subsidized for only the period of time covering the
need and then the student would be paid fully by the agency or the organiza-
tion, subject to overawarding limitations imposed by USOE.

Several institutions have used college work-study monies for students
participating in the UYA program. Some of the institutions which have had
a significant number of CWS students participating in their UYA project are
University of Utah, Central State (Ohio), Wichita State University, Texas
Southern University (Houston), El Paso Community College, California State Univ-
ersity, Fresno State, Glassboro State (New Jersey), and Livingston College of
Rutgers University. Each has developed a formula to balance CWS wages and

the monies paid to the student for their UYA work.

7) Statewide Urban Placement.- Another form of placement would be that

involving a statewide off-campus CWSP, as in the states of Virginia, North
Carolina, Montana, Georgia, and Arkansas, or in urban areas which have

Urban Corps projects. This is a slightly different type of placement process
since the program scope is the whole state or urban area. The program or

project provides the service for more than one institution. (This will be

<y O
- “u
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discussed in Chapter IV. 1In essence, this process is a cooperative
venture for several institutions, as in the Virginia Plan, which has
forty participating institutions. The project has a centralized office
which takes responsibility for managing and administering the total CWS
program.

It is possible to use a combination of these methods,as in the resource
and job development examples, to find the best jobs for the CWS student.
Several of these processes complement each other and can be altered slightly
to combine the benefits of each. The purpose of offering several choices
1s to enable you, the financial aid officer, to make the decision as to
what is the most convenient and viable approach to placing students partici~]
pating in your College Work-Study program, especially those wanting off-
campus placements.

The general information forms offer a brief but comprehensive explanatio
of the CWS program and regulations controlling student and employer partici«
pation,

1. Simmons College - College Work-Study Program
General Information (p. 25)

2. Montana State University (pp. 26, 27)
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SIMMONS COLLEGE
COLLEGE “ORK-STUDY PROGRAM

GENERAL INFORMATION

The Yaderal Collags Work~Study Program was designed by, the Federsl Government

to provide employment opportunitiss for collegs students who ars in nsad of

the esrnings from part-time employment in order to pursue s courss of study at

an institution of higher aducstion. This program ensbles studsnts to earn money
during the acedemic yser end/or summer to halp dafray thair collafs axpensas.

Tha Office of Student Financial Aid is rasponsible for determining ths sligibility
of g1l students who apply for work under this program. Job placement, hours of
work, and rates of pay sras sleo handlad by ths Studeat Financiel Aid Office.

Some features of tha Work-Study Program ara as follows: -

1. Students must ba scceptad for enrollment as a full-time or part-time
atudent at the institution or in full or psrt-time attendsnce.

2, Students must bs U.S. citizens or parmanent residents thereof.
3. Students must bs in good acedamic standing whils employed under the program.

4. Students sre awsrded e gross doller smount to bs earned during s given
pariod of time, i.s. Ssptembar ~ May or Juns ~ August.

5. Students ars abla to work up to a maximum of 20 hours a waek whan clasaes
ara in sesaion, and up to 40 hours 8 wesk during vacation and intsrscsaion
pariods,

6. Employment must be with & non-profit sgency, aither public or private,
end duties psrformed msy not ba dirsctly involved in raligious end/or
political sctivitiaas.

7. Poaitions for College Work-Study students may not dispiace regular employeea.

8. The Faderal Government pays 80% of ths sslary and the employing agency
pays 202 plus fringe benafits.

9. Pay vouchera (timesheets) for a Sivan week must reach the Student Firanciel
Office befors 5:00 p.m. on tha Tucadey after the end of work week in
order for atudents to ba paid on the following Mondsy.

10. Students may pick up chacks weekly, on Monday mornings, at ths
Comptroller's Office Window.fs basement.

11, Students ars not paid for Faderal or Stats Holidays, lunch hours, or
aick days, unless work was sctuslly performed during this time.

12. It 1a the student's responsibility to kesp a racord of hia or her esrnings
20 as not to saxceed tha Collsgs Work-Study Award.

13. Students must inform both tha employer snd the Work-Study Co~Ordinator
in the Student Financial Aid Office when they plan to tarminate their
jobs or transfar to another position. Failura to do so may result in
the cancellation of Collegs Work-Study Awsrd.

14, Students should inform Work-Study Co-Ordinator of any difficulties
dur\:\.\ have 'A.Mp'W'

oy N
I w&
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OFFICE OF STUDENT FINANCIAL AID
AND EMPLOYMENT
Room 205 Montana Hall
Montana State University

COLLEGE WORK-STUDY PROGRAM ACADEMIC YEAR 1974-75

What is the purpose of the program?

The purpose of the program is to provide you with the opportunity
to find part-time employment so that earnings received by you may
be used to assist in meeting your academic year expenses such as
books, fees, room, and board. Federal grants are made to Montana
State University to enable us to create job cpportunities for
eligible students such as yourself,

What jobs are available?

A surprising variety of jobs are found among the job openings on
file with the Orfice of Student Financial Aid and Employment.

In addition to the usual clerical and manual type job positions,
there are many that require special skills.

How do I find a job?

vuring the academic year most campus departments and offices and
several local off-campus agencies employ Work Study students.

While the Office of Student Financial Aid and Employment will not
place you directly in a job position, it does maintain a bulletin
board (Room 205 Montana Hall) listing job openings and other related
information. It is your responsibility to locate and apply for a
Jjob by contacting a participating employer. You may apply to any
number of employers in order to obtain a job commituent.

What is the Certification card?

The certification card identifies you as an eligible work-Study
employee. This card should be shown to each Work-Study employer with
whom you interview. If you accept a Work-Study job, complete all

3 parts of the certification card and give the card to your employer.
DO NOT DETACH AdY OF THE 3 PARTS. Your employer will return the
certification card to the Office of Student Financial Aid and
Employment.

How long is the program?

For most of you, the 1974-75 Academic Year Program is an eight (8)
month program from September 23, 1974 to May 30, 1975, You may seek
employment at any time during this eight-month period. Even though
you have been certified eligible to participate in this program,
you are under no obligation to seek employment should you decide you
do not want to work.
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How many hours per week may I work?

Although Federal regulations permit you to work 40 hours per week,
it is suggested that you only work an average of 15 hours per week.
The number of hours you will work while classes are in session

will depend a great deal upon your class schedule and the needs of
your enployer.

What about wages?

Wages are a matter for agreement between you and your employer.
Minimum pay under the program is in accordance with current wage

and hour regulations; the maximum pay is $3.00 per hour. Hourly
rates in excess of $3.00 must be aPproved by the Director of Finan-
cial Aid, You will be paid under "an hour's-pay-for-an-hour's work"
arrangement.

How swuch can I earn?

You may not gross more than the authorized award amount indicated
on your certification card. Once this amount has been earned, you
are no longer eligible to be employed under Work-Study. If on

May 30, 1975, you have not earned your award, any balance remaining
is forfeited.

How am 1 paid?

You will be paid once a month for work performed the previous month.
Payment will be made by check and will be mailed on the 15th to the
address you indicate on the Employee Data Form.

Can I switch jobs?

Once you have accepted a job you will be expected to stay until
you earn the amount of your authorized award. No change in
enployrent may be made without the express approval of the Office
of Student Financial Aid and Employment.

What are my obligations?

You are expected to conduct yourself as a mature adult and to

deliver a full measure of work for the time you are employed.

Your employer will expect from you the same regular, punctual,
and efficient performance as he expects from his regular full-
time employees.
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The five accompanying examples of employment referral or placement
forms offer a distinct variety of administrative approaches. The examples
are again from several different type programs.

(1) The Virginia Program - Application and Placement Form (shown
only is the first page -~ three carbons
attached - copies go to institution,
Financial Aid Administrator, user agent
and student). (p. 29)

(2) Simmons College - One-page placement form (p. 30)

(3) Ball State University - letters of request and confirmation(pp. 31,3

(4) Boston University - Referral Authorization (first page shown
has one carbon page) (p. 33)

(5) Bronx Community College - Work-Study - Employment Referral
(one page) (p. 34)
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TYPE OR PRESS WARD SO THAT THE LAST COPY IS LEGIBLE

Yorm YP 3 (Rav. 9/71)
THE VIRGINIA COLLEGE OFF-CAMPUS WORK~STUDY PROGRAM
"THE VIRGINIA PROGRAM"

Applicetion and Plecement Form

A. TO BE COMPLETED BY STUDENT
o1 1. Name Social Security Numbar
I% 2. college
H4 Name Mdrese Talaphana
;! 3. Howe Addrase Talephone
s 4., Age____ Date of birth Sex Haritel Stetue
5. In cess of emargancy notify Relationship
E Address Teleptona
6. Clessificetion Major Avarage leet grading pariod
E Vocationel intersst
.=‘ Work Experience
g Office machinee or tachnicel epparstus you cen oparate
E Will you have @& cer aveilable to you? Period aveileble for work From = to
5] nth & dey Month & dey

Date dent'a Signeture

3. TO 3K COMPLETED BY PINANCIAL AID ADMINISTRATOR
The above named student is certified eligible for employment under THE VIRGINIA PP IGRAM to work a2 maximum of

Hours
during the penod of to at$ per hour, a total of §
Month/Day!Year Month/Day/ Year
[V
Data Pinanciel eid edminietretor'e signature
Mireas
Institution City or Poat Office
C. TO BL COMPLETED BY THE VIRGINIA PROGRAM OFFICE
1. User Agent Code
2. AMddrese
3. Contact (Supervieor) Telephone

4. Pariod of smployment From Totel houre

to
Month/Day/Yeer Month/Day/Yaer

5. Shara: THE VIRGINIA PROGRAM $ ; Usar Agent $

All copiees of thie form ere to ba forverded to THE VIRGINIA PROGRAM. After Part C hae bean completed,THE VIRGINIA
PROGRAM will forwverd copise to the Pinenciel Aid Adminietretdr, User Agent, and Student
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STMMONS COLLEGE
300 The Fenway
Boston, Massachusetts
02115

Student Financial Aid Office 738-2117

TO: (Afencv)

(Address)

This 1is to introduce

who 1is eligible for employment under Simmons' College Work-Study Program a“d
is interested in applying for the position of

If vou wish to employ this student, please fill in and rcturn this form as
soon as possible.

DATE:

tiork-Study Co-ordimator

Job Title:

Hourly rate of pay:

Hours per weck:

Supecrvisor:

Telephone:

Starting date:

Terminal date:

Maxioun gress cammings linit:

Siencd

Title

Address

Date

FOR OFF-CAMPUS EMPLOYERS: It is our undecrstandine that the Agancy will be
billed for 20Z of each Work-Study Student's salary
plus the emplover's share of Social Security and
Uorknen's Compensatinn.
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BALL STATE UNIVERSITY MUNCIE, IMDIANA 47306

STUDENT AFFAIRS
Office of Snudent Finencial Aids

We have a limited number of summer jobs which are available with various
non-profit agencies in Indiana. The jobs are available to students who
will be attending Ball State University during the Fall of 1975 and who
demonstrata great financial need. Our records indicate that you do plan
to attend Ball State and, after reviewing your 1975-76 financial aid
application, we have determined that you are eligible to participate in
the Federal College Work-Study Program.

The job would provida you with valuable experience as well as earnings to
help you finance your college education. You would be required to save
approximately 80 percent of the net earnings to be used for educational
expenses during the 1975-76 academic year. The enclosed sheet describes
this program in greater detail.

You should immediately contact the agency(s) below if you are interested
in working for them on the program this summer.

1f you are not interested, please notify the agency(s) as well as this
office 30 that we may refer other eligible students.

Sincerely yours,

hoﬁ“_ﬂ H Atiae

JHS :rms Jotin H. Starnes
Assistant Director
Enclosure Student Financial Aids
cC:
s1
. o~
- o0
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MUNCIE, INDIANA 47104

BALL STATE UNIVERSITY

STUDENT AFEAIRS
Ofice of Studon! Finencial Aids

This is to confirm that you have bsan requerted by

for amployment this summer under the

Fedsral College Work-Study Program at s wage rete of § per hour.
It is sxpected that you will sava spproximatsly $ (80% of your
expectad esrnings after taxes) for educationsl expenses next yesr. Infor-
mation as to additionsl finencisl sid will be forthcoming at s later date.

Since Federal Funds are involvad, thers are certsin conditions to be met
of which you must bs awara.

1. You must plan to sttand Ball Stste University for the Autumn
Quartar of tha 1975-76 acaddemic year. If there is s change in
your plens, you must inform us immedistely,

2. You may work no more than 40 hours per week, and cannot take
more then one cless during the summer,

. 3. You are responsibla to tha sbove agency for satisfactorily
completing the duties assigned to you.

Pay chacks will be issued Fy Ball State University sccording to the an-
closed scheduls. Checks will bs mailed to your employer for distribution.
The September 10 end September 24 checks can bs picked up at the Cashier's
window on cempus.

Plaass complete the enclosed withholding tax forms, sign the carbon copy
of this letter, and return them to this office IMMEDIATELY. A self-
addrassad envelopas is enclosed for your convenience,

We hope that your work this summer is e rewarding experienca.

Studant Signeture John H, Starnes
Assistent Director
Student Financisl Aids

s2
Ws13_
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BOSTON UNIVERSITY

College Werk Study Pregram
704 Commenwealth Avenus
Bosten, Massachusetts 02215

REFERRAL AUTHORIZATION PHONE:
To: o . . . Date: . _ _ _ _

of: . e . - Phone: _ B

At:

We are pleased to recommend for your consideration

school year
who is eligible to participate in the Federal College Work-Study Program for the

summer
The rate recommended by this office is $ . _. _. P& hour. Maximum earnings $

Referredby _ . o U
Placement Counselor

353-359%6

If this student is to be employed by your organization you must complete the section checked below. The student

cannot begin working until:
1. Part one of this form has been returned to this office,
2. A tax card and data sheet are completed by the student in this office.

3. A blank voucher is issued to the student to cover the first period to be worked. (Note: Printed vouchers for
the remaining pay periods will be processed after the student's first payment and will be maited to the au-

thorized supervisor.)

OFF-CAMPUS EMPLOYERS

EMPLOYING ORGANIZATION
DEPARTMENT OR BRANCH .
HOURLY RATE JOB TITLE . . . STARTING DATE
PHONE WHERE STUDENT MAY BE REACHED AT WORK
PRINTED YOUCHERS TO BE MAILED TO: Authorized Supervisor:

Organization:

Street Address:

City, State, Zip:

APPROVED:

BOSTON UNIVERSITY CAMPUS DEPARTMENT

DEPARTMENT: B . .

DEPARTMENT CODES: 908
. T unit 7 Wdep!. ' ob. code source
{ HOURLY RATE JOB TITLE STARTING DATE

PHONE WHERE STUDENT MAY BE REACHED AT WORK
PRINTED VOUCHERS TO BE MAILED TO: Authorized Supervisor:
Department:
Address: o
DEAN OR DEPARTMENT CHAIRMAN APPROVED:

Part One - Processing Copy
Placement Office

Part Two - Employer's Copy

"N
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FINANCIAL AID QOFFICE
BRONX COMMUNITY COLLEGE
of The City University of New York
120 East 184th Street
Bronx, New York 10468
960-881S

WORK-STUDY FMPLOYMENT REFERRAL

Date:

Agency:

Phone No.:

From: Counselor, Financial Aid Program

This is to introduce who is being referred for

a position as a(n) in your Agency/Department.

With your approval the assignment will be for:

working hours per week (not including lunch)

Qs per hour

$ gross income per week

total hours

gross income for academic year or summer

Note:
1) You will receive a copy of the final work authorization papers when you return
this paper.

2) Students will not be paid for hours worked beyond the total listed on the
authorization.

3) Please write a precise description of the student's job, sign this form and have
the student return it to the Financial Aid Office.

Please Check:
[~/ 1, the undersigned, accept this student as assigned. Starting Date:

/7] 1 do not accept this student for the reason(s) given below.
Job Descriptions

Signed:

Title:

Dept./Agency:

Agency Code No. Location No.
(For Office Use Only)
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CHAPTER IV

CONSORTIA/STATEWIDE PROGRAMS/URBAN CORPS

INTRODUCTION

Large off-campus programs have recently been developed utilizing a con-
sortia concept. This means that several postsecondary education institutions
with federal CWSP dollars have joined together to coordinate their off-campus
programs or have cooperated with an existing coordinating agency, such as Urban
Corps. Some of the programs that have been state wide have been responsible for on-
campus placements as well (See Virginia Program). These consortia, statewide
programs or Urban Corps provide job identification, placement, administration
services and supervision for all participating member institutions and provide
the necessary administrative tasks for the field employer.

Thess types of programs have broadened the scope and opportunities for
work-study, enabled students to find placements both during the school
term and the summer which meet or relate to their educational and/or career
interests, and allow students to broaden their range of experiences through
off-campus work-study experiences.

These programs represent a diversity of geographic areas and population
sizes which give an indication that no one type éf location has obstacles
~ that prevent some type of cooperative endeavor. Depending on the purposes,
interests and other influencing factors, different programs have been
developed to meet the needs of the states, cities and communities. In
essence, the purpose of all of these programs is as stated in the beginning
of the Virginia program manual, "a cooperative service-learning-earning
enterprise involving Virginia youth, public and private non-profit agencies,
and institutions of higher education.'" These programs have tried to
maximize resources to develop a wider range of placements for students parti-

cipating in off-campus work-study and to consolidate the administration of CWSP.

B

ERIC

IToxt Provided by ERI




- 36 - |

This may not be the answer for some institutions,but it may be the
best alternative of administering CWSP in the future. Each serves
similar, as well as, different needs and some even have different agendas,
but all have the same purpose. The value and possible implementation of
some form of grouping of institutions to administer off-campus CWSP
should be examined, if it only means a consortium of three or four insti-
tutions. This arrangement may better utilize the resources held by each
and thus benefit the students in the long range.

There are several statewide programs, some of which are the North
Carolina PACE, Virginia Program, Montana Compact, Massachusetts Interns,
and Arkansas Plan. A few of the larger Urban Corps Projects are located
in New York City, Chicago, Atlanta, Minneapolis =St. Paul, Cincinnati,
Dayton and Detroit. (A listing of resource contacts for more information
on these programs appears at the end of the guide.)

The following forms are examples of agreements made between a statewide
or Urban Corps program and an institution which wishes to participate in the
program, in order that its college work-study students can be placed off-
campus.

1) The Virginia Program - An Agreement Between Cooperating

Institutions and the Virginia College Off-Campus Work-Study

Program. (p. 37)

2) Montana State University - Work-Study Institutional Agreement. (pp. 38,

3) Urban Corps - Sample Form of Agreement. (pp. 40-44)
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Form VP1 (T)

AN AGREEMENT BETWEEN COOPERATING INSTITUTION AND THE VIRGINIA COLLEGE OF F- CAMPUS WORK-STUDY PHOGRAM

« cntors {nto agreement with The Virginla College Off-Campns Work-Study Program,
{Name of Institution)

hereinafter known as TH': VIRGINIA PROGRAM! for It {the iatter) to administer the off-campus employment of students under the terms of this

agreement and in a meancr consistent with the policics and procedures of the College Work-Study Program and THE VIRGINIA PROGRAM.
1. THE COOPERATING INSTITUTION AGREES

1. Todelcgate to THE VIRGINIS PROGRAM the responsilility of supervising fis students participating in the off-campus work-study
progsam as rcquired uader Sectlon 175.4 (c) of the Federal regulations governing the program.

2. Toassign to THE VIRGINLA PROCRAM s1aff the responsibility for appropriate Halson or coordination with the State Council of Higher
Education for Virginia.

To cortlfy for THE VIRGINLY PROGRAM cligible students, enrollcd or admitted, and to zdvisc THE VIRGINIA PROGRAM staff of any
change In a student's cligibility staws.

-

To pay THE VIRGINIA PROGRAM {rom Federal funds 237 of total aliowalle compensativa: 80 todeiray the Yederal share of student
compensation snd 3% as a contribution teward adininistrative costs

. To furward (o THE VIRGINIA PROGRAM the funds indiczted in itom 4 above acconding to the following schedule

-

. THE YIRGINLA PROGRAM AGREES

1. To identify and develop job opportunitiss for students and t¢ vlace students In jobs consistent with the conditions of this Agreament
and tn the Inforn.ation and Pregram Guide of THE VIKGINGY PROGRAM.

%. To secuve sppropriate metehing funds as requred by Federal b w, togeticr with winpleyer thare of FICA and such other employer
contribntions as may be regutred for she admuiatration of the prograin.

3. Toassure that euch student working under TLE VIRGINIA PROGRAN will, ir compliarce with Virginia lav., be covered by
Workmen's Compensation. This 1+Heves tiw Coops ratiag Institution of liabality in cares of accident or injury.

4. To maintain an account in which Cooperating Institsian's contribution toward student compensation and adnuntstrative costs can
be readily ldentiticd and to provide tha Institation with an accounting of its contribution toward stude:,t compenisation and xdminie~
trative costs at intervals spewsfied tn THE JMGINIA PROGRAM.

$. To exerclse apprepriate supervisior of emslojve-cmployer{Lser agent) relationstips resulting srom students being assigned to
eligible public and/ur privale noa-profit atencizs undcr THE IRGINIA PROGRAM.

6. To assure the Cooprrstny Ins'itution that {ts gtudents vill. in Zaet, be eriployed by responsible agencles it professional
stalf and that such studcnts vill not te emploved in work for any political party or ergaged tn any political activity, or In any
other type work prohibited by regulations governirg the College Worh-Study Program,

1. That upon termination of thisAgrcement or THE VIRGINIA PROGRAM, and following such v tal audit as may be neces-ary, all
funds remalning en deposit with THE VIRGINIA PROSRAM, which have beon origtnally allecated to the Cooperating Institution
and transferred by it to THE VIRGINIA PROGRAM, will be returncd to such institutior.

COOPERATING INSTITUTION THE VIRGINIA PROGRAM

{Collcge or University) {R. H. Dunn,Dircctor)
By;

{President?) (Date) (Date)

Flease rctum the multiple copies of this foam

*0r other authorized official (Plcase Indicate titlc)

ERIC
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HORE-STUDY TUSTTTUTIOUAL AGIEIENNNT

MONTANA STATE UNIVERSITY
This agreement, made this day of , 19

entered into between

herein called the "Pariicipating Institution," and Montana State University,
herein called the "Coordinating Institution."

WHEHEAS, the Participating Institution and the Coordinating Institution
desire to enter into an agreement pursuant to the Higher Education Act of
1965, as amended, and the regulations of the Department of Health, Education
&nd Welfare applicable thereto, in order to promote, foster and develop the
College Work-Study Program, for the purposc of providing employment in work
experience to students eligible to participate in the College Vork-Study
Plogram, and to enjoy the mutual benefits arising from said program; and

YHEREAS, the said program will benefit the public welfare,

NOV, THEREFORE, it is mutually agreed as follows:

FIRST:

The Coordinating Institution hereby agrees to contraet with other
agencies, herein called "Employing Azencies," to provide employment for
students ccrtified oy the Participating Institution and accepted by the
Coordinating Institution. After consulting with the Participating Institu-
tion, the Coordinating Institution will notify the Employing Agencies as to
the type of work to be performed by students under this agrecment, the total
number of hours psr week the students may work, and the total length of time
the students are to be employed.

SECOND:

Students will be made available by the Participating Institution for
performance of specified work assignments. Students may be removed from
work on a particular assignment by the Employing Agency, the Coordinating
Institution or the Participating Institution. The Coordinating Institution
sgrees that no student will be denied employment or subjected to different
treatment under this agreement because of race, color, or national origin,
and that it will comply with the provisions of the Civil Rights Act of 1964,
as amended, and the regulations of the Department of Health, Education and
Welfare which implement that Act.

THIRD:

The Coordinating Institution shall be deemed the employer for purposcs
of this agreement and shall disperse the corpensation payable to students
under this agreement, subject to the following terms and conditions:

(1) The Participating Institulion shall pay to the Coordinating
Institution 70% of the gross compensation of each student;

(2) The Coordinating Institution shall obtain the remainder of
the funds nccessary from the various Employing Agencies;

- 4%

»
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(3" TIhe Participating Institution shall mzke its remittance
payable to "Hontana State University" on a monthly
basis, upon receipt from tht Coordinating Institution
of the statement of gross compznsation payable to its
students for the corresponding period;

(4) The Coordinating Institution shall withhold and remit
such taxes and take such other measures as are the
responsibility of the employer under applicable Federal,
State and local laws, and;

(5) The Coordinating Institution shall furnish to the Partici-
pating Institution such information as may be necessary
for the Participating Institution to comply with the
regulations of the Office of Education pertaining to the
College Viork-Study Program.

FOURTH:

The Coordinating Institution through the Employing Agencies will be
responsible for the supervision of work performed by students partici-
pating in any project under this agreement, and will make available to
the Participating Institution the names and locations of Employing Agency
supervisors. The Coordinating Institution will provide to the Participating
Institution a record of the hours worked during each monthly payroll period
by each student.

FIFTH:
The role of the Participating Institution shall be limited to deter—
mining vhich students meet the eligibility requirements of the Program and
to determine vwhich students it mav wish to remove from the Program.

SIXTH:

This agreement shall supersede any and a)l prior agreements between
the Participating Institution and the Coordin:.ting Institution regarding
the mutual operation of a Work-Study Program under the provisions of the
College Vork-Study Program.

SEVENTH :

This agreement shall take effect on the date stated above and mey be
terminated at any time by mutual agreement or upon 30 days written notice
by either party to the other. If not terminated, it ill automatically
renew itself as of July 1 each year for the ensuing fiscal year beginning
on that date.

Coordinating Institution Participating Institution
T By By
Tt Title
-
- 4 ~
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URBAN CORPS
SAMPLE FORM OF AGREEMENT

This Agreement, made this day of , 19 , is entered

into between » herein called the "Institution", and the

Urban Corps of the City of » a public organization within the

meaning of that term as defined in the regulations of the Department of
Health, Education and Welfare governing the College Work-Study Program,
herein called the '""Agency", acting by and through the .

WHEREAS, the Institution and the Agency desire to enter into an
agreement pursuant to Title IV, Part C of the Higher Education Act of
1965 (P.L. 89-329) as amended, and the regulations of the Department
of Health, Education and Welfare applicable thereto, in order to promote,
foster and develop the Urban Corps and the College Work-Study
Program, for the purpose of providing employment and work experience to
students eligible to participate in the College Work-Study Program and
to enjoy the mutual benefits arising from said program; and

WHEREAS, the Agency will benefit directly from its participation

in the gsaid program; and

WHEREAS, the said program will benefit the public welfare,

NOW, THEREFORE, it is mutually agreed as follows:

FIRST: The Agency hereby agrees to provide employment for
students duly certified by the Institution and accepted by the Agency.
Schedules to be attached to this Agreement from time to time, bearing
the signatures of an authorized official of the Agency and of the
Institution, will set forth the type of work to be performed by
students under this Agreement, the total number of students to be
employed, the hourly rates of pay, the total number of hours per week
the students may work, and the total length of time the students are

to be employed.

ERIC
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SECOND: Students will be made available to the Agency by the
Institution for the performance of specified work assignments. The
Agency or the Institution, either on its own initiative or at the
request of the Agency, may remove students from the Agency or from
work on a particular assignment. The Agency agrees that no student
will be denied employment or subjected to different treatment under
this Agreement because of race, color or national origin, and that it
will comply with the provisions of the Civil Rights Act of 1964
(P.L. 88-352) as amended, and the regulations of the Department of
Health, Education and Welfare which implement that Act.

THIRD: Transportation for students to and from their work will
not be provided by the Agency or the Institution.

FOURTH: The Agency shall be deemed the employer for purposes
of this Agreement and shall disburse the compensation payable to

students under this Agreement, subject to the following terms and

conditions:

1. The Institution shall pay to the Agency eighty per cent (80%)
of the gross compensation payable to each student, in accordance with
the schedule or schedules attached hereto;

2. The Agency shall provide such additional funds as may be
necessary for compensation of students under this Agreement in accordance
with such schedule or schedules;

3. The Institution shall make its remittance payable to the
on a basis, upon receipt from the Agency of a statement of gross .
compensation payable its students for the corresponding period;

4. No payment shall be required to be made to students under this
Agreement until the Agency receives corresponding remittance from the

Institution;

Ka
(o8]
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5. The Agency shall withhold and remit such taxes and take such
other measures as are the responsibility of the employer under applicable

Federal, state and local laws; and

6. The Agency shall furnish to the Imstitution such information
as may be necessary for the Institution to comply with the regulations
of the U.S. Office of Education pertaining to the College Work-Study
Program.

FIFTH: The Agency will be responsible for the supervision of
work performed by students participating in any project under this
Agreement, and will make available to the Institution the names and
locations of Agency supervisors. The Agency will provide to the Insti-
tution a record of the hours worked during each payroll period by each
student as certified by an authorized employee of the Agency. The
Agency will permit the Institution, from time to time as it may request,
to inspect the premises in which any student is working under this
Agreement, and will review with the Institution the working conditions
and job requirements of all such students.

SIXTH: Work to be performed under this Agreement will not result
in the displacement of employed workers or impair existing contracts
for services; will be governed by such conditions, including compensation,
as will be appropriate and reasonable in the light of such factors as the
type of work performed, geographical region and proficiency of the
employee; and must not involve the construction, operation or maintenance
of so much of any facility used, or to be used, for sectarian instruction

or as a place of religious worship. Further, no project may involve

political activity or work for any political party.




|
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SEVENTH: No student shall perform work on any project under this
Agreement for more than an average of fifteen (15) hours per week during
any academic period while classes in which he is enrolled are in session,
or for more than forty (40) hours in any other week, or as may otherwise
be provided under applicable Federal law and regulations.

EIGHTH: This Agreement shall supercede any and all prior Agreements
between the Institution and the Agency regarding the mutual operation of
a Work-Study program under the provisions of the College Work-Study
Program.

NINTH: This Agreement shall take effect and shall terminate

» and may be extended by written agreement of the parties hereto

for a period not to exceed .

IN WITNESS WHEREOF, the parties hereto have executed this Agreement

as of the day and year first above written.

THE CITY OF
By (Seal)
By (Seal)

et
<y
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STATE OF )
) SS.:
COUNTY OF, )
On this day of » before me personally came
» to Me known to be the of the City
of » the person described in and who, as such

executed the foregcing Agreement and he duly acknowledged to me that he
executed the same in behalf of the Urban Corps of the City of

for the purposes therein mentioned.

]
et
P »
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CHAPTER V

' ) ACADEMIC CREDIT FOR COLLEGE WORK-STUDY

One area of concern has been the issuance or achieving of academic
credit while performing a work-study job. According to the Office of Edu-
cation CWSP regulations and guidelines, there is no reason why a student
cannot receive these educatiomal benefits, as well as pay. Several institu-
tions in conjunction with their CWSP allow students to obtain academic or
program credit for this work experience. The primary interest of the program
at Boston University is to develop with the student job experiences which try
to relate his or her academic program anda/or career interests with the CWS job
asgignment, especially at the undergraduate level. Berea College is another
example of a concerted effort to relate education with job experiences.
When an individual is a part ot the CWSP, every effort is made to coordinate
this assignment with the academic/work program. The Virginia Plan Guide
Book which was developed to service off-campus College Work-Study throughout
the state has described the plan as a service-learning enterprise in higher
education. Although the program is primarily concerned with coordinating and
facilitating the identification of jobs and placement of jobs which generate
iﬁcomes to defray the costs of ' postsecondary education, it, too, is concerned
that the opportunities and experiences made available are often related to
what has been studied in class.

Another way to approach the issue is to take the service-~learning con-
ept, that of integrating education and service/work experience. Whenever

ossible, the CWS placement would be used to combine a learning experience

for credit with work experience which was salaried. The critical point is not
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whether credit can be given but whether suitable academic and supervisory
arrangements can be made to maximize the value of the experience from both t
perspective of education and financial aid. This is truly the only real
complization in trying to combine an off-campus CWS job with a course or
education program. One solution would be to allow the cooperative educa-
tion or UYA component at the institution, if they exist, to carry out the
supervision, or allow the faculty member responsible for granting the credit
or in charge of the program in which the student wishes to participate,to be
a supervisory person. Therefore, the financial aid officer can have another
individual supervise the placement as well as the credit being offered.

The financial aid officer must utilize the resources which exist within
the institution, i.e., students, faculty and administrators, when the CWSP
work is combined with an educational program or a course for credit. Such a
cooperative venture will create more support for the aid officer, improve
the coordination of institutional programming, develop better communication
within the institution, and expand the opportunities available for service-
Learning type programs while the student is earning money to defray post-
secondary education costs.

The opportunity to receive credit while participating in a CWSP exists
but is considered secondary to meeting ones financial needs. However, it
is implicit in the intent of the College Work-Study Program that employment,
especially that which is off-campus, be related to one's educational program/

major and/or career objectives as much as possible,

[ )
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CHAPTER VI

ADMINISTRATION OF OFF-CAMPUS COLLEGE WORK~STUDY

Because a cloud of confusion is kicked up many times when adminis-
trative duties and responsibilities for off-campus CWS are mentioned,
this chapter will focus on a variety of topics which have in the past
created questions or caused problems for financial aid administrators.
These questions and problems have had considerable influence in Creating
a reluctant attitude toward developing an off-campus work-study program
at many institutions.

There are many different approaches and philosophies in administering
CWS and its payroll, social security, workmen's compensation, records
and reports, and contracts and agreements. This chapter will discuss
some of the alternative administrative choices within each of the
Previous categories since institutions have individual needs that require
a variety of approaches,

The first area to be discussed is agreements/contracts, followed
by explanations of "who is the employer?" Other questions will also be

answered. Who should be responsible for the payroll? What should the

insurance policy be? Who pays for social security?
Agreements/Contracts

The contracts and agreements which are signed to formalize the relation-
ship in an off-campus college work~-study-program are the "make and break points"
for success.

Contracts between the organization/agency and the institution should at
least contain provisions covering the (a) responsibilities of the institu-
tion, (b) responsibilities of the employer, (c) payroll process, (d) hours of

work, (e) stipulation of appropriate state and federal laws and unem-

4
Lt
¥ 39
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ployment relations, (f) payments of workmen's compensations, social sec-

urity, insurance, etc., (g) employment not to replace regular workers, (h) com- ‘

pliance with 1964 Civil Rights Act and (i) payment of institutions' share only
from federal funds. There are other stipulations which can be added

and are dependant on state laws and institutional regulations. The forms

which follow are contracts which range from the very simple to the formal
legal document, but all have been developed for off-campus work-study.
Copies of the contract should be given to each of the three parties
involved.
Another agreement which should be included in any off=-campus work-
study program is one between the student and the employer. This would
not be a contract but an employer-employee agreement stipulating the
job, its responsibilities, pay, job description, hours, supervisor, and
employer-employee responsibilities. Its purpose is to define the job and ‘
semi~formalize the relationship. (See Job Description Section for more detail.)
The following forms are samples of contracts and/or agreements entered
into between the institution and the agency which will employ College Work-
Study student(s).
1) North Carolina PACE: PACE OFF-CAMPUS AGREEMENT - For Off-Campus
Work Study. (This form has two carbon copies attached to it.) The second
page attached appears on the back of the form. (pp. 49 -50)
2) Montana State University: College Work-Study - Terms of Agreement.
(pp. 51, 52)
3) BALL STATE UNIVERSITY: Federal Work-Study Program Agreement. (pp, 53 -54)

4) Boston University: AGREEMENT WITH AGENCY (pp. 55 -58).
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COMPLETE, SIGN, TEAR OFF ALL THREE SECTIONS OF BOTH STUSS,
AND MAIL REMAINDER TO YOUR PACE REPRESENTATIVE
DO NOT REMOVE CARBONS

CEForm 3
for PACE Use Only
PACE AGENCY AGREEMENT
(For Off-Campus Work Study)
On behalf of attending

STUDENT'E NaMB NAMK OF INSTITUTION

this agresment |s entered into by

NAME OF AGENCT On ORGANIIATION

of

ADEAKIS STALZET OR BOX TOWM sTaTE P CODE PHONE COUNTY
hereinafter known as the AGENCY and PACE — I. N. C. (Plan Assuring College Education In North Carolina), a service of the
North Carolina State Department of Social Services, hereinafter referred to as PACE this —eenday of
WS 1" J—

PACE Is an adminisirative and coordinating device representing participating institutions of higher learning, hereinafter referred
to as INSTITUTIONS, in negotiating agreements with public and non-profit private organizations, agencies, and prog ‘ams for place-
ment of work-study students,

The AGENCY |[s a public or private non-profit organization or program engaged in. -

DESCRIBE THE WORK OF THE AGENCY
Under the terms of this agreement:
1. The AGENCY agrees that:
A. The student will be supervised by

NAME OF SUPKAVISOA
-+ who will see to it that the studant Is given

TITLE OF SUPERVISOR

proper guidance and counsel to ensure good work habits. This supervisor will also report 1o PACE the hours the student has
wked at the end of each week worked on the forms provided by PACE;

B. The student will work as —..___and will

STUOLNT JOw TiT R

~ DESCRINE STUDENT 8 JOB

C. The student’s work shall not involve any religious activity as part of assigned duties or tha construction, oparation,
of maintenance of any part of any facility which is used or to be used for sectarian instruction or as a place for religious worship;

D. The student’s work will not involve political activity or work for any political party;

E. The student’s work shall not result in the displacement of any employed worker(s) or impair any existing contract(s)
for service;

F.  The student shall not work longer than 40 hours in any week (Sunday through Saturday);

G. The student's work shall be performed in the interest of the general public and be work which would not other-
wise be accomplished;

H. It (THE AGENCY) will comply with Title VI of the Civil Rights Act of 1964 (P. L. 88-352) 1o the end that no person
In the U. 5. shall, on the ground of race, color, or national origin, te excluded from participating in, be danied the benehts of,
or be otherwise subjected fo discrimination under the program of the AGENCY or as students participating in this programy,

. It (THE AGENCY) will accept liability for suits for damages incurred by the student in the performance of dulies;

J. It (THE AGENCY) will accept responsibility of payment for all time worked over the authorized total number of hours;

K. It (THE AGENCY) will pay to the INSTITUTION the current matching share of the student’s wags as set by the Higher
Education Act, and the current rate for the employer’s share of Social Security and Workmen’s Compensation Insurance, as listed
on 5TUB | below. This agency share must be mailed to the college by the day the student bagins work. It is understood that

no student may begin work for the agency unfil this share is seni fo the institution; #2200

L. It (THE AGENCY) will pay to “PACE — I. N. C.” North Carolina Department of Social Services, SHlNB® per student plazed
fo cover a portion of the administrative cost in the coordination of the program, as listed on 5TUB I below;

M. It (THE AGENCY) will assume responsibility for payment of time for any time card not received by the PACE office
bafore the first working day of October; and

N. It (THE AGENCY) understands that it is against Federal law for the student, family, or relative to pay the matching
share.

Signed ... ___ . . o B
tudent naimed above authorized SUSNATUNE OF THE ADMINISTAATIVE HEAD OF ASINGY —
to work total hours TVPE DR FRINE NANE o apgvr T T T e e
between and

Tirie or awove

; - e B - .
Agency is acceptatle for placement of off-campus work-study studen STONRTURE O sare FACE omnpo nrariie —= — e
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i The INSTITUTION agrees to:

A.  Request from the U, S. Office of Education a contract and funds to provide work-study opportunities for those students
it deems eligible and needful of such assistance;

B. Examine the financial records of its students to dstermine those students who could best utilize the type of financial
aid affordad through PACE and who are eligible undar the requirements of the U. S. Office of Education;

C  Certify those students identified in the examination above along with new students found eligible whom the college
can employ under the summer off-campus college work-study program;

D. lssue checks directly to the student upon receipt from PACE of the certification of hours worked, within six (6) weexs
of the beginning of the work period and thereafter at no greater intervals than one month, provided the matching funds have
been received from the AGENCY using the services of the student;

E. Pay upon billing the current par cent of the student earnings to the North Carolina Association of Insurance Agents
o cover the cost of Workmen's Compensation; and

F. Return to the AGENCY at the end of the summer any unused portion of the funds provided by the AGENCY.

1l PAEE agrees to:

A. Provide encouragement statewide to as many potential college students as possible to avail themselves of pos -ce.on-
dary 2ducational opportunities available to them;

B, Acquaint high school guidance counselors, and any other interested parties, of programs of financtal assistance gen-
vrally available at colleges serving North Carolina students;

C. Not attempt fo promote attendance 8t any one institution or type of institution;

D Make available forms necessary for administration and coordination of the PACE program;

E. Assist in the organization of local coordinating committees in an effort to provide a means of local involvement in the
placement of students under the program;

F. Report to local coordinators, coordinating committees and/or inferested local agencies the names, addresses and qual-
ifications of those students from the locality who have been certified eligible by the INSTITUTION;

G. Megotiate AGENCY AGREEMENTS, which include the provisions herein, in behalf of the INSTITUTION;

M. Process AGENCY AGREEMENTS, and TIME REPORTS (PACE Form 3) summarizing the latter 30 as to provide the INSTI-
TUTION with proper records and information;

1. Provide technical i and consultation to AGENCIES and INSTITUTIONS upon request and to the maximum prac-
fical exsant; and

J. Comoute the amount due from ea't AGENCY fo the INSTITUTION for each student and inform the AGENCY and the
INSTITUTION.




L

T

L

ERIC

Aruitoxt provided by Eic:

- 51 -

College Work Study — Terms of Agreement

‘This agreement, effective this day of .

, 19 , is entered into between

MONTANA STATE UNIVERSITY, hercinafter called the Institution, and e e e e ey
hereinafter called the Agency, for the purpose of enabling qualified students to participate in the College Work-
Study Program (hereinafter called Program) under the Higher Education Act of 1965, and any amendments
thereto, through employment offered by the Agency under the terms stipulated hereinafter.

By entering into this agreement the Agency will receive the benefit of the services of the student or students
employed and the Institution will benefit by expanding its abilities to enrolt needy students as a result of the
funds which such students will receive through this Program.

FIRST:

This agr may be ter d at any time by mutual
agreement or upon 30 days written notice by either party to
the other. If not terminated, it will automatically renew
ifself as of July I each year for the fiscal year beginni
on that date.

SECOND:

All terms used herein shall be interpreted In accordance with
any definitions thereof contained in the Federal statutes and
regulations (Title 45, Code of Federal Regulations, part 175)
governing the College Work-Study Program, and this agreement,
in its entirety, shull be construed so as to effectuate the pur-
poses of that Program.

THIRD:

This agreement shall supersede any and all prior agreements
between the Institution and the Agency regarding the operation
of a work-study program under the provisions of the College
Wourk-Study Program.

FOURTH:

This agr may be ded only by hereto
execuled by authorized officials of both the Institution and the
Agency.

FIFTi:

The Agency certifies that it is a (public) (private nonprofit)
(strike one) organization eligible to participate in this Program

and that the work parformed by students participating in this
Program:

{1) will be work for which ths Agency's funds are available
and,

(2) will not result in the displacement of the Agency’s em-

ployed workers or impair its existing contracts for service
,

{3) will bz governed by such corditions of employment as
will be appropriate and reasonable in light of such factors
as type of work performed, geographical location, and
educational level and proficiency of the student and any
applicable federal, state or local legislation and,

(4) will not involv= the construction, operation, or maintenance
of so much of any facllity as is usad or is to be used for
sectarian instruction or as a place of religlous worship and,

(5) will not involve any partisan or nonpartisan political activity
associated with a candidate, o contending faction or
group, in an election for public or party office and,

(6) will not be primarily for the benefit of the members of a
limited membership organization, rather than the public
and,

(7)  will, where possible, be related to each individual student's
educativnal ebjectives uand bickground,

SIXTH:
It is agreed that the Agency shall:

(1) Provide orientation to the studeut with regard to hours of
duty, place of duties, working conditions, hriefing on
safety, standards of conduct and a familiarization with
Agency procedures. Such orientation shall be designed to
aid the student in adjusting to the job situation.

(2) Provide the student with an explanation of his dutles, per-
formance requirements in terms of quality, quantity, meth-
ods and priorities, and the necessary basic corrective and
progressive training.

{3) Provide on-site supervision of the employnient activities
of the students.

(4) Establish and maintain such records, including time and’
attendance records, and submit such reports as may from
time to time be required by the Institution.

(5) Not permit any student to perform work on any project
under this Program for morc than 15 hours in any week
in which classes In which he is enrolled are in session,
or for more than 40 hours in any other week unless other-
wise specified by the Institution. The Agency shall assume
responsibility for payment of compensation to students
for hours worked in excess of such maximum limitations.

SEVENTH:

Students will be made available to the Agency in a manner
prescribed by the Institution for performance of spucified work
assignments. Students may be-removed from work on a par-
ticular assignment or from the Agency by the Institutlon, either
on its own initiative or at the request of the Agency. The
Agency agrees thut no student will be denled work or subjected
to different treatment under thjs agreement on the grounds of
race, color, or national origin, and that It will comply with the
provisions of the Civil Rights Act of 1964 (P.L. §8.352; 75 Stat.
252) and Regulations of the Department of Health, Education,
and Welfare which implement that Act. Subject to this
provision the Agency may, after a request that a student be
removed has been denied by the Institution, remove a student
from employment without the concurrence of the Institution.

EfGHTH:

The agency shall have the right to control and direct the ser-
vices of the studant with regard to the work to be accomplished
and the means by which it is to be accomplished. The Institution
shall determina that the student meets the eligibility requirements
for employment under the College Work-Study Program, assign
students to work for the Agency, determine that the students do
perform their work in fact and disperse the appropriate amounts
to them

NINTH;
Compensation for work performed under this agreement will be
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paid to studeuts by the Institution. All payments due as an
cmployer’s contribution under Montana workmen’s compensation
laws. under Federa! social security laws, or under other applic-
able Federal or Montana laws, will be paid to tha proper govern-
mental authority by the Institution.

(1) At such times as specified by the Institution, but not more
often than monthly, the Agency shaii pay to the Institution
307 of the gross p ion pald to d employed

under this Agr If this p is ged by
Federal law. the Agency agrees to pay at the new rate.

(2) In addition to the payment specified in paragraph (1)
above, at such times as specified, the Agency shall pay an
amount equal to any and all payments made by the In-
stitution under this paragraph with respect to Montana
workmen's compensation laws, or under Federal social
security laws, or under any other applicable Federal or
Montana laws.

(3) In addition to the payment specified in paragraphs (1) and
(2) above, at such times as specified by the Institution, the

MONTANA STATE UNIVERSITY

Agency shall pay to the Institution 5% of the gross com-
pensation paid to students employed under this agreement
to cover & portion of the administrative costs incurred in
the dination of this Prog

TENTH:

The Institution shall have the right to contrel and direct this
Program in accordance with Institutional and Federal regula-
tions. It shall establish appropriate policies with respect to such
matters as the totai number of students to be employed, the
hourly rate of pay, and the total number of hours per week each
student will be utilized. This paragraph shall not affect the right
of the Agency to control and direct the activities as specified
in the Eighth paragraph of this Agreement.

ELEVENTH:

1t is understood that the signing of the Terms of Agreement by
the parties enables the Agency to commence employment of
eligible students as of the date of this Agreement.

Aiency
By T T Tay
Titte '“ Title

ANTCPAFT @ PRINTERS

4
- J

&
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BALL STATE UNIVERSITY
Fedcral Work-Study Program
AGREEMENT

The College Work-Study Program, a part of Public Law 92-318, makes funds
available to institutions of higher education in order to reimburse selected
students for a major portion of their earnings in selected jobs. Reimburse-
ment is made by the institution to the student in lieu of actual wages
ordinarily psid to the student by his employer. The law provides for a
student to be employed by the Institution of higher education or by a public
or private non-profit organization with the exception of those engagad in
religious or political activities. The following are provisions of agree-
ment between Ball State University, hereinafter called the INSTITUTION, snd

’
a public or private non-profit organization, hereinafter called the ORGANI-
ZATION.

i. The INSTITUTION shall be deemed the employer for purposes of this Agree~
ment. It has the ultimate right to control and direct the services of
the student(s) for the ORGANIZATION. It shall also determine that the
student(s) meets the eligibility requirements for employment under the
College Work-Study Program, assign the student(s) to work for the ORGANI~
ZATION, and determine that the student(s) does perform his work in fact.
The ORGANIZATION'S right shall be limited to direction of the detsils
and means by which the result is to be accomplished.

‘ 2. The INSTITUTION shall (if at all possible) make applicants available to
the ORGANIZATION for interview at the ORGANIZATION'S request.

3. The INSTITUTION shall reimburse the student(s) in totsl for all work
performed for the ORGANIZATION; shall maintain records to that effect;
and shall arrange with the ORGANIZATION a method of collecting the
ORGANIZATION'S share which, under this agreement, shall be 20 percent of
the total amount.paid the student employee(s)., This total amount shall
be the amount determined from the information contained on the Federal
College Work-Study Program Student Employment Authorization as submitted
by the ORGANIZATION. (Weeks to be worked times hours to be worked per
week times the rate per hour.) Any earnings exceeding the amount deter-
mined by the above formula shall be charged 100 percent to the ORGANI-
ZATION.

4. The INSTITUTION shall advise and assist the ORGANIZATION with regard
to the aspects and regulations of the College Work-Study Program.

5. Officials of the INSTITUTION may, at any time and place, counsel ywith
the student(s) regarding employment.

6. The ORGANIZATION shall have the privilege of accepting or rejecting

applicants sent by the INSTITUTION for employment and, st any time,
may request that s student employee no longer be assigned to it.

(Over)
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7. The ORGANIZATION shall keep an accurate daily sccount of hours worked
by the student end shall forwsrd to the INSTITUTION, immedistely after
the end of each pay period, the total number of hours worked by the
student during the pay period as certified by both the student and
the ORGANIZATION.

8. The ORGANIZATION shall adequately instruct end supervise the student
in order to insure thet the job is sdequately sccomplished.

9. The ORGANIZATION certifies that it is & public or private non-profit
orgsnizstion and does not engsge in religious or political activities.

10. The ORGANIZATION shall reimburse the INSTITUTION for sll payments required
of the INSTITUTION under provision of the Workmen's Compensation Act or
Occupstionsl Disesses Act, ss & result of the employment of e student(s)
of the INSTITUTION by the ORGANIZATION.

11. The ORGANIZATION shall reimburse the INSTITUTION for sll psyments required
of the INSTITUTION es lisbility for sny act found to be negligent on be-
half of the ORGANIZATION as a result of the employment of & student(s)
of the INSTITUTION by the ORGAN1ZATION,

12. The student may be withdrewn and therefore discharged from employment .
if he ceases to be at least 8 half-time student as defined by Public
Law 92-318 or becomes ineligible for participation due to reasons of
conduct.

13. The INSTITUTION cen require the student to terminate employment due to
receipt of other finenciasl sid which exceeds the student's financial need.
This might be necessary without prior notice, slthough the INSTITUTION
will attempt to notify the ORGANIZATION in advance if possible.

The foregoing are mutuslly agreed upon by:

INSTITUTION - BALL STATE UNIVERSITY

Jo}\x;n H. Startes, Assistsnt Director tiame and Titie
Student Finsncial Aids

The ORGANIZATION - EMPLOYER AGENCY

Address

3lis iy

Dste

| Q

- ERIC
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TRUSTEES OF BOSTON UNIVERSITY
COLLEGE WORK-STUDY PROGRAM ‘

AGREEMENT WITH AGENCY

THIS AGREEMENT made this day of » by and between
TRUSTEES OF BOSTON UNIVERSITY, a Massachusetts charitable and educational corpora-

tion hereinafter referred to as the "Institution," and

being a public organization, a governmental agency, or a private non-profit organ-
ization qualified under the Federal Economic Opportunity Act of 1964 as amended, and
its regulations governing the College work-Study Program, to provide work for

eligible students, hereinafter referred to as the "Agency."

1. The Institution agrees to use its best efforts to make eligible students
available to the AgenCy for the performance of specified work assignments upon the
conditions herein set forth. The Institution further agrees to use its best efforts
to supply students of proper capability but in no event shall be liable to the

‘ Agency for their acts of commission or omission.

2. 1t is agreed that such students shall be deemed to be the employees of
the Institution and not the Agency, that the Institutinn shall pay the compensation
to the students for the work performed, and that the ‘astitution shall make any re-
quired income tax withholdings and shall make all payments due as an employer's
contribution under Statz or local Workmen's Compensation laws, under State or Fed-

eral Social Security laws, or under any other laws applicable to such employees.

3. It is agreed that neither the Institution nor the Agency shall have any
obligation either to provide transportation for students to and from their work

assignments or compensation in lieu thereof.

4. It is agreed that the Institution either on its own initiative or at the

request of the Agency shall have the right and power to remove students from work

“RIC
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on a specified work assignment, and that the students themselves upon reasonable

notice shall have the right to quit.

5. The AgencCy agrees that the Institution shall supply students to work for

it upor the following conditions with which it agrees to comply:

(a) No student shall be denied work or be subject to discrimination or
different treatment on the grounds of race, color, or national origin, and to this
end the AgenCy agrees that it will comply with the provisions of the Civil Rights
Act of 1964 or amendments thereto and the regulations of the Department of Health,

Education and Welfare which implement said aAct.

(b) The Agency shall have the obligation to provide for adequate and
responsible direct supervision of the work performed by students, shall provide
proper working conditions and permit the Institution to inspect the premises if it
elects to do so. It agrees to maintain and make available to the Institution the
names of AgenCy supervisors authorized to sign student compensation vouchers, and
to provide the Institution with a record of hours worked weekly by each student as

attested to by an authorized official of the Agency.

(c} No student shall perform work which will result in the displacement
of employed workers of the Agency or impair its existing contracts for services, or
which will involve political activity or work for any political party, or vhich in-
volves the construction or maintenance of sc much of any facility used, or to be

used, for sectarian instruction or as a place of religious worship.

(d) The Agency agrees that it will be responsible for following the es~
tablished procedures and policies of the Institution as they may be changed or
amended at any time by the sole action of the Institution with recpect to the
following: the recording of hours worked; the changing of job fanctions or condi~
tions; the terminating of students; the changing of wage rates; and the due dates for

all forms, records, reports, or information on or about the Colloge Work-Study Program.
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(e) In the conduct of its general activities and the performance of any
work by students, the Agency agrees to comply with any and all applicable laws, or-
dihances, and regulations of any governmental body, whether Federal, State, or

Municipal.

6. 1In consideration of the work performed by the students made available to
it by the Institution, the Agency agrees to make the following payments to the In-
stitution at such times as are agreed upon in writing or in the event of failure to

agree, upon written demand of the Institution:

(a) The amount galculated to equal the Agency's share of the compensation
of students employed under this agreement ag set forth in the Schedules to be at-

tached in accordance with the provisions of paragraph 7 hereof.

(b) By way of reimbursement or in advance, an amount egual to any and all
payments required to be made by the Institution under State or local Workmen's Com-
pensation laws, under Federal or State Social Security laws, or under any other such
laws, on behalf of sgtudents of the Institution participating in projects under this

agreenment,

7. The Institution and the Agency agreea that (1) a brief description of the
work to be performed by students on specified projects; {2) the estimated number of
students to be employed; (3) the maximum and minimum hourly rates of pay for each
job; (4} the astimated number of hours per week utilized for each student; (S5) the
estimated length of time for the completion of the project; and (6) the total per
cent of the non-Federal share of student compensation to be paid by the Agency to
the Institution in accordance with paragraph 6(a) hereof, shall all be set forth
and defined in Schedules attached to this agreement from time to time and shall be
as legally binding on the parties hereto as if originally incorporated in this
agreement, provided that they are signed by authorized officials of both parties

hereto.
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8. This agreement may be terminated at any time by the Institution or the

Agency upon two weeks' prior notice to the other party.

9. This is an instrument under seal.

IN WITNESS WHERECF the parties hereto have set their hands by their officers

thereunto duly authorized the day and year first written above.

TRUSTEES OF BOSTON UNIVERSITY

(Name of Agency)

By: By:
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Employer - rthe major concern surrounding the identification of the employer

is with regard to the technical administrative problems of CWS payroll, soc-
ial security and workmen's compensation. By identifying the employer, res-
ponsibility is then identified for these and other items. However, the ul-
timate responsibility to the Office of Education for program oversight re-
mains with the institutfon no matter which group is identified as the employer.
From a variety of off-campus literature and the questionnaires returned by
NASFAA council members, the general consensus was that the imstitution should
be the employer. Before developing any rationale, it should be noted that
several institutions, including the University of Illinois, Chicago Circle,

require the agency to pay the student and bill the institution for the

.

federal share rather than for the agency to be billed for its percentage of

the salary, which also varies from institution to institution (to be dis-
cussed under Employer/Federal share of compensation.)

When the word employer is used, the reference is to the person (institution
or agency)dispensing the payroll. Thus, the student can be paid by either the
institution or the agency for which he/she works. Formal agreements are usually
drawn between the agency and the institution, but there are times when agree-
ments are drafted with the student employee (See Contracts/Agreements for
samples and brief explanations). With the institution as the employer-payroll
agent (actual employer), all the administrative paper work, including the forms
for the federal CWS money, is handled by one organization. While this creates
greater administrative expense, it gives the institution control over the
program. An immediate reaction might be to let the '"job'" agency have the
responsibility for paying the student (collecting share from university) there-
fore reducing the number of forms to be handled. However, it is still the
responsibility of the institution to supervise the students, allocate the

federal funds, and file final reports to the Office of Education.

n o
vy
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Another reason for the institution to be "employer" is to protect the
|

student from salary default or non-payment. Several institutions and in-
dividual financial aid officers indicated that a problem with non-profit
organizations has been éheir inability to pay the students (defaulting on
their percentage). To ensure that the student is paid, the institution
becomes the actual employer rather than the "job" employer also serving as
the paymaster. This is a safeguard, and by no means condemns the alternative
employer method. If the agency defaults, it is the responsibility of the
institution to pay the "employing agency's" share. If this means termin-
ation of the CWS job, the financial aid officer should find other suitable
funds to help meet the students' financial need. Another alternative that
has been used for a collective, cooperative or consortia of institutions
is that of having a central office or organization become the "employer-."

This is the case with statewide off-campus programs and Urban Corps projects, ‘

Before anything else can be decided about work, compensation, benefits
and relationships, the question of who is the "legal employer" has to be
settled. It is this relationship and the administrative and personnel
services this responsibility carries with it that can make or break an off-
campus program. Once it is decided, other supervisory and administrative details
and decisions can be made based on the agency-institution relationship.
To put it briefly -- someone must be in charge or responsible for the administration
of the program.
The following list enumerates some of the "Preconditions for Employer

Participation"” which they must meet before they are eligible to participate

in the College Work-Study Program.

(a) Civil Rights Compliance - Discrimination is prohibited.

"No person in the United States shall, on the ground .
of race, color, or national origin be excluded from

participation in, be denied the benefits of, or be
Q o
ERIC o
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subjected to discrimination under any program or activity
receiving Federal financial assistance.'

Non~Profit Status -~ In order to be considered non-profit,

an organization must be incorporated as such under State
Law. An acceptable test which may be relied upon in
determining an organization's non-profit status is its
classification by the Internal Revenue Service as a

Tax-Exempt organization.

Work Performed is in the Public Interest =~ The services to

be provided by students in their employment with organiza=
tions off-campus must be of broad benefit to the population
at large in order to be considered in the public interest.

Displacement of Regular Workers Prohibited ~ Employment

under the College Work-Study Program must not result in
the displacement of employed workers or impair existing
contracts for services. It is the intent of the program
to create new and expanded job opportunities. Employers
are cautioned against the use of students in jobs which
traditionally and customarily have been filled by employ-
ment of full-time personnel from outside the organization.

Religious Involvement Prohibited ~ College Work-Study

positions must not involve the construction, operation,

or maintenance of any facility that is used or is to be

used for sectarian instruction or as a place for religious
worship. The particular position to which the student is
assigned must not involve in any way the sectarian instruction

or the religious activities of an organization.
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f. Political Involvement Prohibited - Work provided under

the College Work-Study Program must not involve any
partisan or non-partisan political activity.

g. Dues and Fees Prohibited ~ No employer, whether public or

private, may solicit or permit to be solicited from any
student: 1) fees; 2) dues of any kind; 3) compensation
of any kind; 4) a commission of any kind; 5) a gift or
gratuity of any kind as a condition or pre-requisite for
the student's employment. For example, if a student is
required to belong to a union and pay dues as a condition
of employment, then those dues must be paid for by the
employer rather than by the student from his compensation
while employad under the program.'™
"The public or private non-profit organization must be a
responsible employer with professional direction and staff. The
work to be performed by the students must be adequately supervised.
Employment unaer the program must be governed by such conditions
of employment, including compensation, as well be appropriate and
reasonable in the light of such factors as type of work performed,
geographical region, proficiency of the employee, and applicable
Federal legislation.
Agencies which may use students under this program include al-
most any public (Federal, State, County, or Municipal) office,
agency, or program or any private non-profit service organization,

6/

agency, program or corporation.'™

5) Policies and Procedures for Employers, Montana State University, V pp. 2-3.

6) Ibid.
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Examples of Placements

The following categories of employment are examples which have been
found acceptable and unacceptable in the past by the Office of Education.
The areas whibh seem to be the most popular are 1) recreation, sports,
leisure~time activities, 2) services for the mentally, physically
emotionally handicapped, 3) employment services, services for the
economically disadvantaged, emergency relief, 4) elementary, secondary
education, 5) higher education, and 6) health services.

The most popular types of agencies are YMCA/YWCA, city parks and
Tecreation departments, half-way houses, rap centers, crisis clinics,
Goodwill Industries, teaching assistants in elementary schools, public
and private hospitals, and student services in other institutions of
postsecondary education.

Those jobs which seem to be found to be unacceptable and reoccur
often are church work (usually ends up being clerical work), chamber of
camerce, campus Christian ministries, religiously affiliated community
centers, and summer camps that have a religious orientation. Another
questionable category is political jobs as administrative assistants to
a specific governmental official, rather than employment with a specific B
agency within the governing unit such as welfare, housing.

This doesn't mean these types of jobs should be excluded since each
job should be examined on its own merits. These are simply employment

situations which have proved troublesome in the past.

Social Security/Workmen's Compensation

Two approaches to the responsibility for payment of social security,
workmen's insurance are prevalent (a & b), but a third possibility is alsc

offered. All three are used by institutions or programs having of £-campus

work- study programs.

(a) Added to the employer's share of the student's compensation will

™ N

- s U
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be the social security payments for the pay period, the required amount
for workmen's compensation and/or the necessary industrial accident
insurance premiums depending on the individual agency or state laws

covering worker insurance. This amount is over and above the portion of

the salary either sent to the institution as "employer'" share or budgeted

if the "employer" also pays the student. It is not included in the

percentage of gross wages but over and above wages. 1In the case of the 1
billing of the employer, the institution will list separately the amounts
owed for each r:ategory.

(b) This method has a fixed percentage paid by the "employer'" to the
institution or to whomever is the "actual employer.'" The fixed percentage
includes social security, workmen's compensation and other required
compensations. Therefore this percentage combines gross wages and benefits
as the employer's share which is collected by the "actual employer'" and used
to pay administrative costs, student salaries and benefits. (The Virginia
®
Plan uses this method.)

(c) The third procedure is that of having the employer as the "actual
employer," 1In this example, the agency bills the institution for a percentage of
the wages and includes in its budget the cost of social security, workmen's
compensation, etc. Thus, only the federal share of wages is transferred
since the institution is not the actual employer.

The previous discussion has been concerned with methodology and
responsibility for payment of social security, workmen's compensation and
other required benefits to be paid by the employer. The following is the
explanation of responsibility for social security payments in Urban Corps

Projects. It presents a similar approach to the different rationales for

responsibility for payment of social security.

ERIC
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"The identify of the employer of students participating in
an Urban Corps is an essential element in determining liability
for social security contributions (both employer and employee).

Where the inmstitution is deemed the employer of participating stu-
dents, the nature of the institution (whether public, private non-
profit or proprietary), the classification of the student employment
(Whether part-time or summer), and specific provisions of Federal
and state law govern the determination of sacial security coverage.
Usually, if the student is found to be covered by social security
under his employment by the institution, the off-campus agency will
be required, under the terms of its agreement with the institution,
to provide the employer's share.

Where the employer is the off-campus agency (i.e. Urban Corps),
the nature of the agency and the classification of the student within
the agency's employ will determine liability for social security. The
Federal social security law provides for an exemption from coverage
for employees of a state or subdivision thereof. A private non-
profit organization may bring its employees under social security
by filing a waiver certificate with the Federal Social Security Adminis=-
tration,

In the case of a public agency (e.g. an Urban Corps when operated
as a part of the city government) coverage for participating students
depends upon several factors. The agreement entered into between
them (for itself and on behalf of its subdivision) and the Federal
Social Security Administration specifies the classes of employees to

be covered (if any)and specific exclusions from coverage, where such

coverage is deemed by the state to be impractical or unnecessary. For
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example, a state may exclude from coverage services performed

in all or some categories of part-time or temporary employment.' 7/ ‘

The only instance in which FICA need not be withheld in a check is when the

|
student (employee) works for a 501(c)(3) organization/agency which has just I
started up, as one of the initial employees, he or she has the option not to
have social security withheld. This is the only case unless a specific ruling l
is made by IRS on the Work-Study program. 1In the case of New York Urban Corps,
students are considered employees of the City of New York. City employees 1
have their own retirement deductions and do not have FICA deducted from their {
checks. Thus, the Urban Corps CWS students have no FICA deduction. Other
state or municipal programs may qualify if they have an independent retire- 1
ment or pension fund.

If you need further clarification of previous explanations and/or have j
specific questions or technical problems in these areas, contact the Social .J
Security Administration or your regional Internal Revenue Services office.

There is an explanation of Social Security requirements in the CWSP manual in

Appendix 9 (Revision, October, 1971).

Insurance Coverage
In the previous section, payment of social security, workmen's compensa=-
tion and insurance was discussed. Accident coverage depends many times on

state law., A statement describing the reporting process should be included

in any manual describing policy and procedures for off-campus College Work-

Study pPrograms.

7) Goldstein, Muhul and Donald de Parma, Considerations of Law and Policy, Urban ‘

Corps Document No. 5, pp. 32-33.



Two examples are:

‘ 1)

Program are insured under Montana's Industrial Accident Board. Injuries

"Students injured while employed under the College Work-Study

should be reported to the Office of Financial Aid, via Industrial Form #37,
revised. Completion of the last section of Form #37 should be left to the
Office of Financial Aid." 8/

2) "Work-Study employees are covered by State Workmen's Compensation.
If a student is injured on the job, the employer should complete the State
Industrial Accident Commission (SIAC) form and send it to the PSU Payroll

9/.
Office immediately. Portland State will submit it to SIAC."‘/

However, this may not fully resolve the issue of insurance coverage
and your questions. The responsibility for insuring the student, both
financial coverage and legally, must be resolved prior to the final place-

‘ ment of the student. The issue of which employer is liable when a student
is injured has been a detriment in the expansion and development of off-
campus work-study programs. The legal problem is discussed in '"Liability

for Injury to the Student” in Considerations of Law and Policy by Michael

Goldstein and Donald da Parma.
The resolution of the problem can be simple. Contained in the contract
between the agency and institution (both of whom can be considered under

the law as employers) should be a clause which states that one of the agents

is contributing to workmen's compensation and this is the exclusive remedy in

8) College Work-Study Program - Policies and Procedures for Emplovers,

Office of Financial Aid and Employment, Montana State University, p. 9.

9) College Work-Study Manual, Financial Aid Office, Portland State University,

'I' p. 6.
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the case of injury to the student. The contract can either be signed

by the three parties, institution or program, employing agency and student. .
(The student by simply waiving rights is sued.) Or, the student, if not a
co-signer, must enter into a separate agreement, with either the institution

or agency, whichever is not the actual employer, acknowledging the exclusive
remedy clause and waiving one's rights to sue. If you have any further

questions or if the recommendations have been unclear, consult with legal

counsel or your institution.

Taxation

The "employer is obligated to withhold from the student's com%%ssation
the appropriate amounts for Federal, state and local income taxes:;- Therefore
student CWS wages will be less these deductions and any other required deduc-
tions. However, students may have the option to waive withholding of federal
taxes, if and only if, he/she paid no federal income taxes the previous year anc.
did not anticipate having to pay any federal income tax during the current year.
In this instance, the student must file Form W-4E to have wages exempt from
federal withholding tax.

"Students' income from CWS is includable in one's gross income

for the year and the appropriate forms must be filed. However, in

certain limited cases, income derived from participation in an Urban

Corps may be excluded from taxable income. This may occur when the

work experience is an integral part of the degree requirement at the

student's institution. In such a case, the compensation may fall within

the definition of "scholarships and fellowship grants' under Sec. 117

of the Internal Revenue Code of 1954. This exclusion is available only

when the work experience is required of all candidates for the degrce

10) Goldstein and da Parma, Considerations of Law and Policy, p. 31.

™ >
\‘1‘ o -&.‘
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sought. However, the Urban Corps would not be remiss in with-
holding and remitting income taxes in all cases, allowing those
students who may claim this exclusion to obtain reimbursement

11/
through the normal filing and refund procedure,'

Employer /Federal Share of Compensation

The federal regulations "...provide that the federal share of the com-
pensation of students employed in the Work-Study Program in accordance with
the agreement will not exceed 80 percentum of such compensation.'" This is
a maximum contribution and the specific formula of contribution is left up
to the individual institution or program. The primary reason for institutions
altering the federal share percentage is an effort to make College Workr
Study monies go farther through a decrease in the contribution. Many programs
have lowered this contribution to 70% of the gross wages.

Other institutions or programs have just stated that the employers' share
will be "X", which includes an administrative cost tax, social security, etc.
(discussed in a prior section). Another "charge' levied by some institutions
or programs (or sometimes it is included in the emptoyer percentage, as done
by the Virginia Program) is administrative costs as high as 5% or 10% which is
added to the compensation bill. This covers the costs of administeriﬁg the
whole CWSP,including the required records to be filed with the federal govern-
ment.

There are several interpretations by institutions and programs of
what should be included in the agencies' share of the contribution
and how large it should be. One approach has been to set a fixed percentage

which would include social security, federal withholding tax, and insurance.

11) Ibid. p. 32.




- 70 -
Some other programs have included in the contribution percentage adminis-
trative costs for the programs., These are approximately 5%, as in the
Virginia Program. It asks for an employer contribution of 31% which includes
207% for salary, 6% for tax, social security, income, etc.; and about 5%
to cover administration of the program., A third approach is to receive the
207% share plus a specific amount for taxes, social security and 5% adminis-
trative costs (Montana Compact).

It is legal under CWS rules for an institution or program to charge for
additional administrative costs if these relate to the increased costs of the
administration of that job., If additional administrative costs are charged
due to increased expenses, no profit can be made. "Federal funds provided
for the College Work-Study Program cannot be used to overreimburse the insti-
tution for program costs. For example, if the sum of the federal share and
the share contributed by an off-campus agency exceeds 100 percent of the
students' compensation, the amount in excess of compensation may be used only

12/
to pay legitimate costs of the program,™

The financial aid administrator must decide what is the fairest
contribution policy which will maximize the use of CWSP dollars, maximize
the number of jobs without alienating employers who feel another institution
would make the agency pay a lower percentage, and have the best benefits
for the students participating in the CWSP. Also, the financial aid
administrator must decide whether it is necessary to include in
the billing process administrative costs or make it an additional notation
on the billing which includes contribution, social security, insurance, etc.

Similar decisions will have to be made if the agency is the "actual

12) College Work-Study Manual, Office of Education, Chapter 6, p. 6 (revised

9/70).
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employer ," however it will be for its own budgeting/payroll purposes. No
matter who is the actual employer, the institution always decides the per-
centage shares of contribution by itself and the agency or organization
employing the student. (Also, see Payroll Procedures section which includes

examples of the contribution process.)

Collection of Contribution/Share of Salary

There are several different methods used by institutions, organizations
and consortia to collect the federal or non-federal share of salary con-
tribution depending on which ''group" is designated as the employer.

(1) The method which has the least amount of paper work, but is the

most efficient, is the payment of the full salary contribution in advance

or at the beginning of each term. This would include payment of the fringe

benefits and any administrative costs. Any unused portions of these monies
(the agency/employers share) would be returned at the end of the term. This
is much easier procedure for the off-campus Work-Study program that has the
institution as the actual employer, since it requires a smaller initial outlay
of money than if the agency were the actual employer. In fact, it may be too
large an outlay of cash for an institution or an agency, though it has been
done by some agencies. Although it may not be the most realistic way to pay
the share of the salary, it decreases the amount of paper work and the time used.
(2) The procedure which is used by most institutions, and preferred by
a very large number of financial aid officers, is that of billing the actual
employer monthly. Usually this billing process coincides with the payroll
procedures and schedule of the actual employer. (See Payroll Procedures for

sample forms and methods.) By having the employer billed once a month, with

either group designated the "actual employer," the administrative ef-
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fort is aimed at developing a systematic collection and payroll
system which does not require too large a cash outlay and co- ‘

ordinating it in the best possible way with the "actual emplover's'!

pay schedule,

An alternative long-term billing process suggested by one institution
which seems to be a compromise between the first and second examples is a
quarterly billing process (June, September, December, March). In this
way, billing takes place prior to some of the work, i.e. June being a billing
for Summer CWSP employment, or one could use it as a procedure for the end
of a quarter billing. This could be a happy medium between the first and
the second since it does not Tequire a large financial outlay but is a
billing process covering a longer period than one month. Also, it requires
less paperwork and administrative supervision to determine whether the monthly
installment has arrived. This is used successfully at Portland State University,
which has a large off-campus Work-Study program. ’1

(3) A third method favored by the surveyed financial aid officers

and other off-campus programs was billing at the "end of each pay period."

For many institutions, this may be the same as a monthly billing
put could possibly mean a bi-weekly pay process which would entail a
great deal more paper work.
In the second example, the billing process needs to correspond to the
pay schedule, since billing for monies could occur every month
while CWSP students would be paid every two weeks as are the other employees

in the agency. The most important point is that a billing system is

developed which can easily fit into the payroll procedure of the actual

employer and provides the necessary administrative information to the

financial aid officer in order to fill out the required federal reporting ‘

forms and make sure the student is earning enough for his/her financial

need package.

ERIC -,
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The other important component part of the billing system is that it

is convenient for the "student's employer" so that agreement is not termi-

nated dﬁe to delinquent payments of the agency's share c. the wages and

compensation.

Nonpayment of Employer's Share

The penalties for non payment of the employer's share must be speci-
fically stated in the contract between the institution and the agency. Any
statement will first define terms of delinquency of payment and non payment
of shared contribution. Included in that section must be notification of

possible legal action,

This problem has arisen and caused termination of CWSP jobs. Sometimes
the programs have carried the student for a period of time until it became
clear there was a breach of contract as to the obligated contribution of
the agency. No specific length of time has been mentioned before termina-
tion of the contract. For example, notices of delinquent accounts are sent
on a quarterly basis at Northeastern University, which works effectively.
The most effective way to prevent difficulty is to have a payroll system and
billing procedure that can be monitored by the financial aid staff.

Also, students should be made aware of their responsibility to

report to the aid office any irregularities in the size and consistency of

payment of the checks,

Job Description

A job description has several significant purposes for a College Work~-
Study program. First, it describes to the aid officer the type of job(s)

available, thus assisting him/her to make a decision as to whether the

job qualifies under the federal guidelines. Secondly, it gives the aid officer
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material to include in a list of eligible placements for CWS students. Thirdly,
it helps the CWS student select what type of employment, especially off-
campus, in order to best relate to the student's educational or career ob-
jectives. Fourthly, it helps the aid officer, student, and employer deter-
mine the number of hours of work required at the specific Wages for the student

to meet his/her financial need. 1In the example of students selecting sites

to interview, it gives them an opportunity to make choices. Fifth, when
students are the initiators of the off-campus placemernt, either term time or
summer, the job description is the means by which the aid officer can make
a decision as to whether the employment meets the federal guidelines. Last
but not least, it requires the employers to set down on paper what expecta-
tions he/she has for the CWS student while employed. This would be the basis
for an agreement between the student and employer for a work product but not
a contractual agreement which is entered into between the institution/pro-
gram and the agency/employer/organization.

Some items which should be included in the job description are: name
of business, purpose, type of job, duties/responsibilities, skills needed,
wage, length of employment (beginning and ending dates), agency supervisor,

and telephone number.

Termination

If at any time a termination of employment occurs, the reason for termina-
tion must be sent to the financial aid officer responsible for the CWSP as
soon as notice has been given by either the student or employer. This
would include a termination during the last days of employment. Such
a procedure is necessary for future placement purposes, institutional-employ-

er relations, student placement, and administrative record keeping.

.‘




Unsatisfactory Work Situation

. Occasionally after a placement process which includes student interviews
with the prospective employer, a job will not be satisfactory either because
of the tasks or student's performance. First, the employer and student
should try to resolve the difficulties prior to any formal termina-
tion or other appropriate action. If all discussions fail, a two-week notice
should be given by either party and the individual case referred to
the supervisor for CWSP in the financial aid office. Usually a different
position can be found for the student which fits his/her interests and
expectations.

Any grievances should be worked out whenever possible between the stu-

dent and employer. The financial aid officer or faculty representative would

partake in a discussion when either ot the parties feel their participation
might be beneficial. Hopefully, the differences can be reconciled. But all
‘ grievances should be formally written and sent to the financial aid office
and become part of the evaluation records of the agency. These will be bene-
ficial in future program planning and placement of CWSP. (See Evaluation

Section for sample evaluation forms.)

Supervision

Supervision will be the responsibility of the agency/organization which

employs the student. Only when extenuating circumstances exist or when academic

credit is offered during the work experience would other supervisory or advisory

persons be involved.

Co
[ A}

O
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Wages

Wages rates for work-study must meet the appropriate federal and state
requirements for hourly minimum wage. Usually, students working in off-
campus CWS jobs receive a higher hourly wage. However, each CWS job wages
should enable the student to earn enough to meet his/her financial need and not
burden the academic program. Salaries can be negotiated between the student
and/or financial aid officer and employer. However, students working in the
off-campus College Work-Study program should not be paid in a disproportionate
salary (high or low) to the workers doing similar tasks having similar responsi-
bilities. It is the responsibility of the fimancial aid officer in the end to
fix the student's hourly wage and the maximum number of hours to be worked per
week. This decision takes into consideration such things as need, academic

program, job requirements, and academic achievement of the student.

Payroll Procedures

No one payroll process is best for CWSP. There are several determin-
ants as to which is best to choose for your program, both on and off-campus.
Two of the primary influences are (a) the agency's or institution's payroll
schedule and procedure, (b) the method of billing one chooses (see Employers
Share/Contributions). Other factors to be taken into consideration are the
data processing policy and sophistication at the agency or institution,
whichever is the actual employer of the student.

As was stated in the introduction, the purpose of the manual is to pro-
vide information in order that aid officers can develop or expand current
off-campus CWS, and to provide examples and suggestions for the administration
of off-campus CWSP. The following pages give examples of different payroll
procedures and materials used by several different types of Work-Study programs.

An effort has been made to give a cross-section of approaches to the
payroll process; however, there tends to be some similarity between the pro-
cesses. Probably the largest variation is in the style and number of the

forms used, not in their content since the required data is basic to every

program. o~
3o
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Examples that are attached try to provide several different payroll
procedures to enable you to develop a system which can be used at your
institution or improve the one you already have. The examples are from
public and private institutions and statewide programs.

1. Simmons College: cover letter, institutions memo to employers,

Weekly Time Record and Earning Form (which has two carbon copies)
and sample pay schedule. (pp. 78-81)

2. Ball State University: cover letter, student employee payroll
instructions, sample time sheet and instructions, employer pay-
roll instructions, off-campus student employment authorization
form. (pp. 82-86)

3. The Virginia Program: payroll procedure explanation; Time report
card. ( p.87)

4. Montana State University-Montana Compact: explanation of payroll

system, College Work-Study certification card, payroll card, and

signature authorization card. (pp. 88-92)
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SIVNCTS COLIEGT
300 The Fenway
Teston, lfassachusetts

fffice cf
Student Financial Ai?

Tear .Jency:

Fer cur auditi

02115

3 rurrcses, ‘¢ could lile a rotarized statemernt o your

nen-rrefit gratus under the laws of vour stave, In crder to be non-provit,
ar criacization must be incorreratel as such under tace lav,  In your
statement ueuld you please inelude rour classivication as detewmined

by ‘he Internal Zevenue Zervice.

Yeur imrediate respenze tc this letter

ycu have a trochure dereribing the functions
vleace enclase & copy 7ith the ebove letter

Tharit ycu for your ccoreration.

3/ck

would ke most veloecrmed. IF
A~ omour azency, vould yeu

*

incerely,

7y

Claire Glick
Viork-3tudy
Ceordinator
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Financial Aid Office
Sirmons College
300 The Fenway
Boston, Massachusetts 02115

TC: Departments ard Ajencics participating in the Simmons Colle:e
Work-5Study Progran

FECHM: Flaine Glick, Work-Study Coordinato.
FE: Iuportant instructions regarding your rarticipation in the Coliege
Work-Study Frogram

PREPARNTICK CF THZ WLEIKLY PAVROLL REPORTS: sSufficiert copies of the
Simmons College Work-Study voucher have been enclos-l ©s meet Jour vresant
neels. A vouwcnor must be filled cut in triplicate each -o.k ard

should 1ist all Siumens Cellege students cmplryed by your gpeneyr.  ite
ireal wact runs frem Cundav through Saturday, therrisre, comrleted
viuchers shicald altmys bear a Saturday date in the “"parlcd ending” boz.
Vlen": te sure tlat the forms have been cerpleted and signed by arn
wrined individunl., The pin't copy should Le kert 7o yeour reesrds
e ether t—o covies lervarded woekly to me et the Firsneoial Aid
Tauwve 2adress lic*ted above. Veuchers must reach this office b Yuesda:
o th~ llewirs -reek to assure students’ prompt raymeat., ‘loucl.ers
L2sy be suraitted e~adh week and should rover be hald a=d suomitted ab
ike erl of the menth, If the veucher is received cu tiue, the
stulzit's cheek 111 be issu-éd crn Friday to cover ike precircding werk

P Tleace rcicther thut Work-Jtudr students are Firancial iid
Stufents wro defead upen your regular submission of thisir voucihors.

LILIY FAY:  Studenss are vaid on an hourly vasis; therctore, hours
T ,\“e! on ‘c wiucher must te hours wored. Jupervizoss are expeoeted

reaord of each student's hours and unicr no cireumstances
e allove. tc complete or sign their cvn vouchers.

(,'..:..r‘ tr.: et RENIR AT ‘ax-, no provisicn cen he made for l‘ohda"

¢ lunchting payv Af‘ 'm feney is cren or. a lezal fedcral helidar and

a ctudent deec vor,‘, a rote ritten bt *he supervisor statins co rust

te submitted with the voucher.

LOUGHE (F ZIEICYIDNT: Fopiovers sheuld rere on the referral [ona the
averase weerly hours appros for each student vorkeyr and o totul
arcuant of funds cach stulert is eliritie to carn. mplavre
of the approved schedule may ret be ccvered by Work-ltuly furcs,
Ctuden's are entitl crl e e expleved only for tae po ricd s ifeufed
the rederral form, and ar.y ~hanzes to te rade rust Le 2lezred
offiee. Lligitflily of cach student %o centinne crplovient ++ill te
decerwired at the eni o the work-Study term.

. 3 rempnn
v 1N ncegss

If ary juestions cr protlems as to the atualdent's cerduey, terminaticn,
1ayroll, cte. chould aric:, I choull notified immediately at (177332117,

(<5 )
(o
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STUDENT FINANCIAL AID OFFICE

SIMMONS COLLEGE
SIMMONS COLLEGE COMPTROLLER'S OFFICE COPY
O THE FENWAY

BOSTON, MASSACNUSETTS 02115
73837

COLLEGE WORK-STUDY PROGRAM

Weekly Time Record and Earnings Form for the Period

Beginning Saturday, , 19 ,and Ending Saturday, , .19
. {Name of institutinn or 2!(;1(\) Telephone
Addrem City and State
RATE 101AL GROSS
NAME OF STUDENT(S) FIR HR. NUMBER OF HOURS HOURS EARNINGS

I hereby certify that the above is a true statement of the hours worked by each student
listed, and that each student listed has performed her assigned job in a satisfactory manner.

Please forward the hrst two copies to
Simmony College Finanaal Aid Office as
soon as possible after the completion of
the work week (not later than Tuesday of
the week following). The pink copy is for 19
your own records. Date

(Signature of project supervisor)

ERIC

‘ PAruntext provided by eric
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SIMMONS COLLEGE
Student Financial Aid Office
300 The Fenway
Boston, Massachusetts 02115

College Work-Study Program
Spring 1975 Pay Period Schcdule

Payroll Period Dates Timesheets due
Finlnciali:;id Office*
Jan. 19~ Jan. 25 Wednesday Jan. 29
Jan.26- ped.1 Wednesday Feb. 5
Feb.2- Feb. 8 Wednesday Feb. 12
Feb. 9=~ Feb. 15 Wednesday Feb. 19
Feb, 16~ Feb, 22 Wednesday f‘eb. 26
Feb.23- March 1 Wednesday March 5
March 2- March 8 Wednesday March 12
March 9= March 15 Wednesday March 12
. March 16- March 22 Wednesday :‘arch 26
March 23~ March 29 Wednesday April 2
March 30- April § Wednesday April 9
April 6« April 12 Wednesday April 16
April 13 April 19 Wedncsday April 23
April 20- April 26 Wednesday April 30
April 27« May 3 Wednesday May 7
May 4 May 10 Wednesday May 1h

Date Checks Issued

Monday Feb. 3
Monday Feb. 10
Monday Feb. 17
Monday Feb. 24
Monday March 3
Monday March 10
Monday March 17
Monday March 2k
Monday March 31
Monday April 7
Monday April 14
Monday April 21
Monday April 28
Monday May 5
Monday May 12

Monday May 19

* Timesheets must reach thc Financial Aid Office beforc Noon on Wednesday for

students to be paid on Monday.

‘
Cd
@

Ty
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BALL STATE UNIVERSITY

MUNCIE, INDIANA 47304

STUDENT AFFAIRS
Office of Student Financial Auds

We have received the Work-Study Agreement and the names of the Ball State
students you will be employing this Summer.

Enclosed is & Work-Study Employer Instruction Sheet, a supply of Work-Study
Student Time Sheets, snd a supply of envelopes for your convenience in re-
turning the time sheets to us. These materials should be forwarded to the
supervisor or bookkeeper who will be responsible for the payroll accounting.

We will be forvarding the June, July, and August psy checks to you for
distribution to the students. The students will be sble to pick up the
September 10 snd September 24 checks from the Ball State Cashier after
they errive on campus in the Autumn.

1f you heve sny questions regarding the payroll procedures, you may csll
Mr. Devid Mercer of our Business Office as cutlined on the instruction
sheet. Other questions regerding the operstion of the program should
continue to be directed to our office.
Thank you for your cooperstion.

Sincerely yours,

BALL STATR UNIVERSITY

%QQ,JL{. Storw o

John H. Starnes

Assistant Director

Student Financiel Aids
JHS s rms

Enclosures

ws8
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BALL STATE UNIVERSITY
STUDENT EMPLOYEE PAYROLL INSTRUCTIONS
1975 OFF-CAMPUS SUMMER WORK-STUDY

In order to be paid as scheduled, students must adhere to the following

requirements:

1. Obtain s Work-Study Student Time Sheet from your employer.

2. At the beginning of each pay pericd aign your full proper name (no
nickname), and enter your Socisl Security number on the time sheet.

3. Fill in the name of the agency for which you are working in the
space marked "Department or Service" and the ending pay period date.

4. Record your time daily on the time sheets by using the neareat
quarter hour in decimala (example - 8:00=8.00; 8:15=8.25;
8:30=8.50; 8:45=8.75, etc.).

5. Eater the totsl houra worked each day to the nearest quarter hour.

6. Turn in the time sheets to your supervisor promptly on the day esch
pay period enda. (See achedule below.)

7. Time sheets turned in late or unsigned by you or your employer will

‘ not be paid until the next pay period.
8. Checks will be mailed to your employer for diatribution on the dates

shown below. September 10 and September 24 checks can be picked up
at the Cashier's window in the Administration Building on campus.

1975 - STUDENT PAYROLL SCHEDULE

Checks Mailed to Employers

Pay Period Ends for Diatribution
June 4, Wednesday June 18, Wednesday
June 18, " July 2, "
July 2, " July 16, "
July 16, " July 30, "
July 30, " August 13, ®
Auguat 13, " August 27, "
August 27, " September 10  (Student picks up
September 10 September 24 check at B.S.U.)
- o~
4




BALL STATE UNIVERSITY
TIME SHEET INSTRUCTIONS

1. Have the student verify the correctness of the hours worked by signing the time

sheet. It is your responsibility to see that the students properly record their
time.

3. Total the hours worked to the nearest quarter hour and enter as a decimal in the
space provided at the bottom of the time sheet. (Example: 39% hours = 39.25;
39% hours = 39.50; 39 3/4 hours = 39.75, etc.)

4. Sign your name on each time sheet certifying that the student has worked the hours
shown.

5. 1Indicate your agency's name on the line marked "Department or Service.'

Student Time Sheet
BALL STATE UNIVERSITY

Period Endinx__&quz_‘-f_‘,ﬁ___*--_,. 19,15

= Date .:l'lm E&n .l'a:mw P.:‘." lft" mgm H:\:-l Remarks —
Thur,

- ®
Sat.

Sua.

Mon. T 7 —

Tuel 5 127 $:0c [12te0 || 1-oe | Sico ¥

Wed| 5 |asg e liacollioo | 500 1

—— B ———————— R ————

Tl 5 1341 g§'co fi1a'co 1o | %:48 1 15

Fi |5 130 4 3¢ [12700 | 1ioc | Sr00 7.5¢

Sat.

Sun,

Mon | ¢ 12 [ % co 11d 00 ]iou |5 e 9

Tl & |3 (8 co 100 | 1vo | Steo g

Wed. | §, § | co 1200 | }'oo | Hiou 14

d !g w c‘ % v& ,t .
Department ice Total number hours worked the period 5 4, 15

1 do hereby certify that the above record (emiu_s'_"_'lﬁbwﬂ ia & correct record of the hours worked by me for Ball State University for
the pertod imdicated and that no part of the smoust due for these aferesaid hours of service has been or is to be, directly or indirectly di-

vided with mé id to any other perspn on account of or by reason of such employment.
Certified I‘C-N-QJ-“J J' M ’ Employee’s Svlnllurt_%&.-‘m
Supervisor ) )
303 - 3¢-40343

Employee's Social Security No

Form B4 Aip. A oy SLat Beord of Aot for Oait Siate Univernty 1968 For Payroll Office Use: Ovt Reg

2. Time "IN" and "OUT" must be shown for each day.

LY
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BALL STATE UNIVERSITY
1975 OFF-CAMPUS SUMMER WORK-STUDY PROGRAM
EMPLOYER PAYROLL INSTRUCT1ONS
PLEASE READ CAREFULLY THE FOLLOWING 1NSTRUCTIONS:
1. Under no circumstances are you to pay any money directly to the student.
2. BALL STATE'S PAYROLL WEEK BEGINS ON THURSDAY AND ENDS ON WEDNESDAY.

3. A student may not work more than forty (40) hours a week (Thursday through
Wednesday).

4. Work-Study funds may not be used for over-time wages or for paid holidays.

5. Work-Study students are not to be paid for hours not worked=~such as Summer
Orientation, etc.

6. Collect all time sheets on the last day of each payroll period as indicated
on the following schedule.

Fay Period Ends Time Sheets Due Checks Mailed to Employers
on These Dates at Ball State for Distribution on
1975 on These Dates These Dates
‘ June 4, Wednesday June 6, Friday June 18, Wednesday
June 18, " June 20, * July 2, "
July 2, " July 3, Thursday July 16, "
July 16, " July 18, Friday July 30, "
July 30, " August 1, " August 13, "
August 13, " August 15, " August 27, "
August 27, % August 29, ¥ September 10 (Student picks up
September 10 September 12 September 24 check at B.S.U.

7. Complete the time sheets as explained by the enclosed time sheet instructions.

8. Send completed time sheets in the enclosed envelopes to Mr. David Mercer,
Room 201, Administration Building, Ball State University, Muncie, IN 47306.

9. Time sheets received late or unsigned by the student or employer will not
be paid until the next pay period.

10. It is suggested that you keep duplicate time sheets or records of hours
worked and wages earned by all students in your employ.

11. A statement for your share (20 percent) of all wages earned during the summer
will be sent to you by October 15, 1975.

12, Forward a check or money order payable to Ball State University for your share
of wages as shown on the statement.’

13. 1If you have any questions regarding payroll procedures, please contact
Mr. David Mercer, Area Code 317-285-1239.

AE3
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FEDERAL COLLEGE WORK-STUDY PRCGRAM
OFF- CAMPUS STUDENT EMPLOYMENT AUTHORIZATION

Agency
SEND TO: Office of Student Financial Afds, Ball State University, Muncie, IN 47306
Hours
Social Rate to be | Weeks | Date
NAME (Last) (First) (Middle) Security Job Title Per Worked| to be Employment
Number Hour Each Worked| to Begin
Week
9
[~y
—4
.
m
!
i
Rev. 1-73
9m Date Signature of Supervisor or Director of Agency




VIRGINIA PROGRAM
' PAYROLL PROCEDURES

Students employed through The Virginia Program are paid on a monthly
basis. Supervisors will receive "Time Report Cards" on which they record the
hours students have worked in a given month (See below). This card, when com-
pleted, will be computer-processed; therefore, mutilating or defacing it will
contribute to inaccurate payroll information. Each organization should devise
a means of keeping student time on a daily basis. After being validated by
studerits and their supervisors, "Time Report Cards" are to be mailed, on the
last working day of the month, to The Virginia Program office.

Students will receive paychecks from their supervisors on or near the
fifteenth (15th) day of the month following the last day of the pay period.
It is realized that students will, in all probability, receive checks less
frequently and on dates different from regular employees. Students have been
informed as to when they may expect their checks. Payroll procedures allow
six (6) days for "Time Report Cards" to be transmitted to The Virginia Program
office, three (3) days for preparation of payroll vouchers which are submitted
to the State Comptroller's Office in Richmond, four (4) days for the State
Comptroller's office to process and transmit ch&cKs to The Virginia Program
office, and two (2) days for the checks to reach the supervisors after they
are mailed by The Virginia Program office. The processing of any "Time
Report Card" not received by The Virginia Program office on or before the
deadline, the 6th day of the month, must, of necessity, be deferred until the

‘ next payroll is processed.

(Reproduced from The Virginia Program Guide, page 5)

I 7 b |

oo, See, Number Name 1 Gsmrageey | penod Endimg

VIRGINIA PROGRAM COLLEGE WORK STUDY

TIME CARD

For Period Through

| Weekof | S | M

SRR W

Employee’s Certification: [ Hereby Certify that this Time
Record is correct.

Student’s Signature Da..

Totai Hours

Supervisor’s Sighature Date

M
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MONTANA STATE UNIVERSITY
THE MONTANA COMPACT

THE PAYROLL SYSTEM .

After the student has been hired under the College Work-Study Program,
the completed Certification Card, Information Data Form Card, and Permanent
Address Card must be returned to the Financial Aid Office at Montana State
University, Bozeman, Montana 59715. (See samples on following pages) Upon
receipt, payroll time cards will be prepared and returned to the employer.

At the end of each pay period, the employer must complete a payroll
time card for each student. Each pay period begins on the first day of each
month and ends the last working day of the month. The payroll time card must
be signed by the employer and the student and mailed to the Financial Aid
Office by the 3rd of the following month. Since the payroll is processed only
once a month, late receipt of time cards will result in non-payment for work
done until the next pay period. The Financial Aid Office processes the pay-
roll time cards and prepares a warrant for each student. This procedure re-
quires approximately 10 days. The paychecks are mailed on the 15th of the
month to the student's specified address. Following each pay period, employ-
ers are billed for their share of the payroll.

The Financial Aid Office at Montana State University, Bozeman, Montana,
as state coordinator for the College Work-Study Program in Montana, functions
as the payroll clearing house for students emploved under this program. Pay-
roll time cards are received andprocessed andall payroll checks are distri-
buted from this office. At the conclusion of the calendar year, W-2 forms
are prepared and distributed to the student's permanent home address.

(Reproduced from the College Work-Study Program, Policies and Procedures
for Employers, pages 8-=9°
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COLLEGE WORK-STUDY CERTIFICATION CARD — ACADEMIC YEAR 1974-75
N LAST FIRST MIDDLE SOCIAL SECURITY | PERIOD OF ELIGIBILITY
STUDENT 1A
DATA ¥

ANSTITUTION = CLASS ™ CODEA  CODE @] AUTHORIZED AWARD AUTHORIZED SIGNATURE « INSTITUTION
use wnly)

thar afhcial |

TO EMPLOYER: The above student has qualified for employment under the college work-study pragram for
the perioct indicated. The authcrized award is the maximum amount the student may earn during the pericd
of ehgibiity. No paymen* of wagas can be made unti! th's card is returned to the Office of Student Finanzial
Aid and Employment. Mzatara State University, properly completed. See reverse side.

award i the marmum gelss ATl

satisfactory performanca c» ts sk

STUDENT CERTIFICATION: | _nde dsnd that tho auth

ioad

+otat | omay ewn i tha

pericd ~dicated and thad thg mifar 5 condt iral upin my

EMPLOYER CERTIFICATION: This is to certify that the above
student has heen amployed by cur Dapartmenrt/Azancy and thay
work performad will ba in complanca with Work Study regyuls.
tons.

STUDENT § SIGNATURE

OATE

EMPLOYER' S SIGNATURE DATE

DO NOT DETACH

R R N R P R R P R RS R PN I I N R P

New

Full Name

COLLEGE WORK.STUDY EMPLOYEE INFORMATION DATA FORM Change (3

Pret in imk oo usa typewntar for o'l antres ercapt sgnatures—Chect blocks that apply Sce Reverse Side

Sermacent Malag Addras

Addrets izr Ma ng
Salary Wasrant or Check

Date of Betn___

tiame of Employer.

LAST FinsT MIODUE ' MAIDEN SOCIAL SECURITY NUMBER
NUMBER AND STAEET crry T TarATe " 2sr cooe
NUMBER AND * EET ety Tsrate T mmcooe

No. B¢ ptens Amercan Cibzen Yes 3 No [
for Tas Purpasas. . . . .
Mawed 11 Singh O
— Male [ Fermale (0

Job Trie .

Wiga Rate -

Empl.yce s 5 anatyre

1 cerhify that tne numbar cf wihhold ng arampticas cleimed on Yhis dats form do not eicead tha number t3 wheh | am ant Med

N » 1 S S U S S | SR

Name _

DO NOT DETACH

Official Use Only

LAST

Permarant Address .

FinsT
i PLEASE PRINT)

MIODLE MAIGEN

NUMBER

STREET

2r2377%a4

STATE

2P ZODE

DO NOT DETACH

T8
[~
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TO BE COMPLETED EMPLGYER COOE NUMAER WORK_STUGY JO8 TITLE HOURLY RATE
8Y EMPLOYER

JaBR DESTMIPTION

DO NOT DETACH

Regular 40 hour work-week begins 8:00 a.m. Mondey |
WORK Regular 40 hour work-weak begins 8:00 a.m. Sundey |
SCHEDULE: Othar [explain}

{Chack appropriate work. Workday 8:00 a.m. - 5:00 p.m. Lunch 12 noon . 1:00 p.m.

woek ard work.day Other [explain}
schedule)

Date began this jcb ‘

MAKE CERTAIN TO FILE NEW INFORMATIGN DATA FORM WHEN ADORESS FDR MAILING WARRANT OR CHECK CHANGES

0opooa

0O NOT DETACH

0%
ERIC
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MONTANA STATE UNIVERSITY

T

PAYROLL CA [
(front and back)

- B

( Soc 5e¢ Number 1 Empioyee N.me

]
I

Job Toer

o Fana J[‘u"& I:iuh | Oby LAI Rate,

Terrinaled D Date

Rate change
prior 3ppro.al required

]

Check of cmployee b, attenidod Cotiege or
Uniyar ity classes fo- 1y renod l

ACADEMIC YEAR COLLEGE WORK
STUDY HOURLY PAYROLL CARD

Any person knowingly making a talse t

Caiendar

mouth
covered by this
Payroll Card

or misrepresentation on this form shall be subject

@ $ » 8

‘0 a Lina of not more than $10,000, or to
mpr:sonment for not more than five years,

Financial At Oft:ce

Hours Rate Gross Pay

Ths record reprasents actual hours worked under

éf’ bulh‘ under prowvistons of the Umited States venhication the Collags Work Study Program for the period
wminal Code. reported and that ad work has been performed
n 8 sausfactory ma ines,
Certitied
Correct
{s:gnature of student}
Approved
\ isignature uf department head‘supervisur)
/ © ES (X3 ~ - E - E - N
* 2 7 2 3z g% ¢9 £T 3@
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MONTANA STATE UNIVERSITY
COLLEGE WORK-STUDY PROGRAM
SIGNATURE AUTHORIZATION CARD

L.

—

INSTRUCTIONS

Please provide specimen signatures of those authorized by your deparfmenf/aggncy
to approve College Work-Study payroll cards such as department heads, supervisors,
secretaries, etc. IMPORTANT: A new Signature Authorization Carq must be sub-
mitied for all persons if there is any change in the authorized signatures.

RETURN TO: Office of Student Financial Aid And Employment
Montana State University
Bozeman, Montana 59715

—

DEPARTMENT /AGENCY EMPLOYER CODE NO.

~=~COLLEGE WORK-STUDY SIGNATURE AUTHORIZATION CARD---
Specimen Signatures:

1. 2.
3. 4.
5 6.
7. 8.
9. 10
ef fective Date: Financial Aid Office Verification

ERIC

Aruitoxt provided by Eic:
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Evaluation

As in every program, some type of evaluation is necessary to help
with future planning, Assessment and evaluation in College Work-Study
serves more than just a planning purpose. The evaluation of the student's
work offers an assessment of one's work abilities, strengths, and weaknesses,
The evaluation of the employer by the student on the other hand, provides
the employer with a perception of the job, the agency's working environ-
ment, and the strengths and weaknesses of the job as it relates to the
students' needs, objectives, and interests.

The comments written by both the employer and the student, if made
in sincerity, can be very helpful in program planning and procedures. The
evaluation by the student can be very helpful to both institution and
employer for their future planning, treatment of students and job develop-
ment. Included in any evaluation or assessment should be some written
observation of the financial aid officer or faculty member responsible for
the placement. The evaluation of the student should be helpful in both
his/her future employment and future job placements by the financial aid
officer.

A few copies of evaluation forms follow and are identified as to
whether they are for students or employer.

In offering examples of evaluation forms, two of the institutions
used have one form for the student and another for the employer.

1) The Virginia Program: Student Inventory of Work-Study Experience,

(three carbons, one sent to user agent, financial aid administrator,

and student), student appraisal form (three carboms). (pp. 95,96)
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2) Simmons College: Work-Study Evaluation Card for Student; Student

Supervisors Evaluation Form. (pp. 97,98 ) ‘

3) Boston University: Confidential Performance Report. (pp. 99,100)
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Form VI L2

THE VIRGINIA COLLLGE OFE CAMPUS WORK-STUDY PROGRAM
CTHE VIRGINIA PROGRAM™

Student Inventory Cf Work—Study Experience

oo Swodent 0 0 L R .. Date [ S

Coeee Tracer e tacr € avmite wion

L

Permanent address e

3. Agencyo

4o Ivtins vour ine work asagnmen: chrough The Virgron Program - It uo, supph the following

mtormation: agency tes and dates ot employ mene N

Name of agencs Povod ot conplos ment

n

Job tieke of current crmplosment . Ll

6, Name of supervisor

7. Deseribe vour duties . I

R drcthe biank betore cacl statement place dhe aumber which beat retleces vour apprasal of vour work study ex

pertences 5 eacellents B oabove sverage: 3 average or sansbactorys 2 below average: Tounsatistactory

A Boletap ot e —— L AN b Deie cpertoen f
[ Reclatrnabp e wor 1 I foeral Dthan To g i,
. bty oty vean . [\8 By b b
N, T L. bappn i "
e B v [ RN St

O S NS Aw T B TR ST U
(" Acipran toata e RERTOR | Deglomnnz ot sy

PRI ' < Ay P P N B 1 1)
LT N e O T TR [IRUTTI LT FRTAUREHNT

B e o B Vg cBrogron

S o vour opmion i the experonce provide satnon nomsaghiecneo people, problems, and woery and an aware

ness and concers aboae public nceds ro et smder acbweales or ageney advisor, asadenim credie <
NN

b Percent ot ner imcamc sived toward Coponaes o post scenmdary college study for the commg academte vear
S

P Please make any addirromal comments son wish

I BTNV AT

St Tl Mo e e e Mpepena B g vl roran ae oy acet forntboat the othoer
Cote ksl o Ap i ard o Droncnt A A o sear e The ol e Tealbbh porhe teth oy

[
(]
)]

O
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Form VP 10

TYPE OR PRESS HARD $O THAT THE LAST COPY IS LEGIBLE

“THE VIRGINIA PROGRAM"

THE VIRGINIA COLLEGE OFF-CAMPUS WORK-STUDY PROGRAM {
STUDENT APPRAISAL FORM i

1. Agency:
Name Telephone No. l
f - Va,
No, & Sreet Ciey or Post Office. Zip Code
2. Student: v -
Name College or University Classification

3.  Job Description:

4,  Duties:

5. Place the number in the blank in front of esch statement which best reflects your appraisal of the student based on the
following scate: 5 - excellent; 4 - above average; 3 . average or satistactory; 2 - below average, needed considerable assistance;
1 - unsatisfactory,

Enthusiasm for job J. Perseverance {remaining on on assignment

Attendance untif complete)

Punctuality K. Progress in accepting and completing

Dependsbitity assignments of incraased responsibility .
Ability to follow instructions L. Rapport with others

Willingness to accept responsibility M, Social poise
Willingness to foltow instructions N. Promise of future development
Ability to organize work O. Awareness of the services

Attention to hecessary routine rendered by agency or organization

[

~xormmoowp

LT

6. Use this space for 3 general staternent or additional comments about the Work — Study student.

7 ts your agency interested in ampioying Work ~ Study students during the of 1975? 1f the answer
is "yes” howmanyr_______ Yesor N\

If this student is certified for employment by his or her financial aid officer for the summer of 1975, 's 11 your desire that he
of she be assigned to your agency?

8. Name of Supervisor:

Tvpe or Print . Signatune Dare

ERIC

s
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SIMMONS COLLEGE - WCRK~orUDY EVALUATION CARD (Student)

liame (optional) _ .Date

tlajor field of study . . . Yeer_ . _ . ___ __

Agency or Sirmons Pept. where employed

Rate per hour Are your hours flexible? Yes Wo

(1) Description of duties:

(2) Is this job related to your major and/or interests and skills? Yes Yo

Please explain:

(3) What do you consider the best features of this Job?

(i) Wrat do you consider the worst features cf this ijob?
¥ pAI2 IS

"

(5) Would you retwin to ycur present Work-Study Joh? Yes___ e

Piease explein:

Remarks (if any):

»
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e

Studeni Financial Aic Ovlice
SIMMONS COLLEGE
300 The Fenway
Boston, Massachusetts 02115

TO: Student Supervisors, Participating College Work-Study Agencies

RE:

Your careful and frank answers to these questions will help us to
Place students in the most suitable and appropriate College Work-Study
settings. We would appreciate your constructive comments regarding
the performance of the above named student.

1) Work habits (prompt, industrious, strong sense of resronsibility,

accepts guidance and correction)
__Excellent, Very Good, —Satisfactory, Delow Average,
Unsatisfactory -
2) Menagement (efficient orzanizer in generel and of cvm time in particular)
__Excellent, _ Very Go:d, Satisfactory, __Below Average, ‘
Unsatisfactory |
3) Faisical and Dmotional health (energetic, mature, well adjuated) ‘
__Excellent, __ Very Good, Satisfactory, __ Below Average,

Unsatisfactory
|
|
|

|
|
4‘
FROM: Elaine Glick, Work-Study Coordinator 1
|
|
{
|
\
|
|
‘\

4) Personality (patient, Gnderstanding, good common sense, pleasant)
_Excellent, __ Very Good, Satisfactory, __ Below Average,
Unsatisfactory
5) Relationship with fellcw employees (fair, impartial, positive approach,
cooperative)
__Bxcellent, Very Good, __ Satisfactory, ___Below Average,
__Unsatisfortory

Please add any other descriptions of the student's demonstrated
capabilities, performance, and effort while working for youwr agency.

Thank you for your attention and cooperation.

Signature

Agency

Fa
(]

ERIC

Aruitoxt provided by Eic:




ERIC

Aruitoxt provided by Eic:

-99-

BOSTON UNIVERSITY
COLLEGE WORK-STUDY PROGRAM

CONFIDENTIAL PERFORMANCE REPORT

Victor R. Lindquist, Director
~Office of Career Planning & Placement

It is recognized that the work experience which a student has outside of his formal
training may contribute a great deal more to the individual than just a financial return.
We are also aware that an objective evaluation of the student's work can function as a
guide to the counselor and assist in the deteruination of a student's assets for career
planning and eventual placement. Will you help us in this evaluation by carefully com-
pleting this confidential performance report and then wmailing it directly to the Place-
ment Office.

PART I
Studen:t's iame
Job Title
Poriod Worked: Summer [::] Acadenic Year i:]
Reasen for termination
Brief description of duties
Employing Organization
Supervisor's Name Title

Entrics on this report are based on (check appropriate box):

i waily contact; close requent observations Infrequent observation of
L_.l observation of I of student's work ! student's work
student's work
PART II

Considering what you now know about this student's character and abilities, check
that box which indicates your attitude toward reemployment.

i‘-] wsould not rehire | Vould be willing to rehire ] would definitely desire
to rehire




O
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BAR1 LIL
vour sstincte of tae edent Ly chalbdng
o As you cuaslder esch o atem,
uds »owitt ather Lorkers {n the field
206 koo, to you parsontilu.

Perfi—.i3.22 4] reiular duties

rrgal .z oseraedan

Frome: ardival foi work

T.ust oy {eorking thoroughly ead ccnsclentiously)
Cune- L ul 4w (wortkiag in harsonr with otlicrs)

Initleiive raking neczssary or 2ppicpriecte
actior o own recponsicility)

Ooogudon

Sudgeret (thinking ciearly; arrivieg at logizal
conciveions)

tsenaosy {effective utillizatios of tine und rcaterial)

Ll

[

Tealusnhip (dicecting or 4influertcin; othres toward
a ecall

PART (V

In thls section piease dascribe the serenzifis or personal assets of the stude:r which
vyt fs2l are wortty of speciil comwndartion. wWhat asp2cts of the sradent's perfernsnce or
persurziity nighs be dmproved if thoy were o .led 0 the stedent's ctrentiozn by a placemant
counselnr? Attach cdditlonal pages if uecesscry.

Siznature Hf Seeopve

C s Jhkrace iy to: soston beicersity
WOllege “urv~Study Office
195 8uy otute Y.od

naetrs 02215

Bonroan, Miks
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CHAPTER VII

CONCLUSION

This guide has tried to explain in brief several Lopics relaiing to
the administration and implementation of an off-campus College Work-Study
Program. It has been the intent of this guide to offer suggestions and
alternatives when possible so that the financial aid administrator may
select the process, procedure or plan which best fits his/her institution's
needs. There has also been an effort to clarify procedures in areas such

as insurance, social security, payroll, and contracts, which have created a

reluctance on the part of many administrators to develop or expand their
off~campus program.

Several basic concepts expressed in this guide have been based on a
premise that the future of CWSP will include significamtly expanded off-campus
programs. Also, the grant which sponsored this guide has been concerned with
service-learning which is relating off-campus community service work experience
to educational and career interests. This guide is a proponent of expanded
off-campus College Work~Study and has tried to offer a variety of alternatives
to improve off-campus work-sudy programmi: -

The student has been the focal point of the guide since it is he/she
who benefits most through the earnings and experiences of the programs. By
involving the student in as many facets of the program, including program
planning, administration,prospective selection, the placement process and
evaluation, a stronger program can be achieved. Research indicates that the
more cooperative the CWS venture, the better the work experience and satisfaction
of the student. Also, the Program will tend to be larger when there is input
from students, faculty and administrators. From the small survey taken of

financial aid officers, their conclusion was that it was important to




|
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utilize students, faculty and administrators on the program planning
process,not only for their experiences, but for their resources and contacts
to build a broader program. Also, crucial to the off-campus program is
the active support of the institution's administration through policy and
action in the community as a public relations agent to gain new off-campus
jobs for the program.

Two last points, one of which may seem slightly redundant, must be
made. First, every effort should be made to develop placements that
are "related to the students' educational objectives or be in the public
interest and of a kind which would not otherwise be provided." l%; trying
to blend what President Ford called "the world of work and the world of
education," College Work-Study program students will be gaining more than
just money to meet their financial needs. It will also give the postsecondary
education student an opportunity to earn academic credit for the related/re-
levant employment. This would require the institutions' faculty to become
a part of the program in a supervisory or advisory capacity. They could
take part of the supervision responsibility which has been more that of the
financial aid officer in the past. This enables the officer to work on the
administration of the programs and allows others to be responsible for super-
vision and evaluation but still report to the aid office at the end of the
term.

Secondly, the realities of institutional politics are that pressures

are brought on the financial aid officer to meet institutional job needs

13) Work-Study Contract, Simmons College, page 1.
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.

first. This may present a difficult situation but the program is first

for the students and not to take the place of other workers or prevent such
job creation. It might be beneficial to recruit CWS students from proprie-
tory schools to do many traditional on-campus jobs and to allow the college

or university students to obtain off-campus employment which relate to their
academic program and/or career objectives. Thus both types would be receiving
relevant off-campus employment and fulfilling the guidelines set by the

Office of Education.

The guide has not covered every inch of College Work-Study but has
discussed a broad spectrum of issues and topics crucial to the development
and expansion of off-campus College Work-Study Programs. We hope that it
is helpful in expanding or initiating an off-campus college work-study at

your institution.




-104-

Resource/Contact Person List

The following persons can be contacted for more information about off-campus .

College Work-Study Programs. This list in no way indicates all persons or

programs who would be helpful in setting up off-campus programs nor does

it include everyone who provided input for this guide.

Dan Bakinowski

Director

Massachusetts Intern Office
18 Tremont Street

Boston, Massachusetts 02108
(617) 727-8688

Tom Barnet

North Carolina PACE

325 N. Salisbury St,
Raleigh, North Carolina
(919) 829-4650

Charles Bayer
Executive Director
Chicago Urban Corps
343 So. Dearborn #1709
Chicago, Illinois
(312) 431-1620

Ruth Burgin

Center for Experiential Education
and Public and Community Service

University of Massachusetts

318 Arnold House

Amherst, Massachusetts 01002

(413) 545-1381

James Craig

Montana Compact

Director of Financial Aid
Montana State University
Bozeman, Montana 59715
(406) 994-2845

Michael Gaffney

Project for Service-Learning
AACJC

1 Dupont Circle , NW
Washington, D. C. 20036
(202) 293-7050

Gail N. Gary

Coordinator

College Work-Study Program
Portland State University
P, 0. Box 751

Portland, Oregon 97207
(503) 229-3461

Michael Goldstein

Associate Vice Chancellor for
Urban Affairs

University of Illinois, Chicago
Circle

Box 4348

Chicago, Illinois 60680 .

(312) 996-3200

Pam Gwynn

NYC - Urban Corps
250 Broadway

11th Floor

New York, New York
(212) 566-3952

Mike Hart

3842 Admiral Drive
Chamblee, Georgia 30341
(404) 457-4052

Al Johnson/Jack Whitla
ACTION - Education Programs
806 Connecticut Avenue , NW
Washington, D. C. 20525
(202) 254-8360

Patricia Keegan

Director, Student Financial Aid
Simmons College

Boston, Massachusetts

(617) 738-2000
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Tom Little

Director

The VIRGINIA PROGRAM
Virginia State College
Petersburg, Virginia
(804) 526-8247

Ann McCormick

Associate Director of
Financial Aid

Boston University

704 Commonwealth Avenue

Boston, Massachusetts 02215

(617) 353-3596

Ida Moose

Arkansas Plan

1417 West 6th Street

Little Rock, Arkansas 72201

William Ramsay

Dean of Labor

Berea College

Berea, Kentucky 40403
(606) 986-9341

Richard Tombaugh

Executive Secretary

NASFAA

910 17th Street, N.W., Suite 228
Washington, D, C. 20006

(202) 785-0453

Richard Ungerer .

National Center for Public Service
Internship Programs
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Suite 601

Washington, D. C. 20006
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Norman Zachary
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Council on Higher Education
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