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Responsibilities of the Employer

The role of the supervisor is vital to the success of any work study program, and, in
order to be effective, the supervisor must perform a wide range of activities.

Any permanent Anderson University employee can be a supervisor. Generally, the
supervisor should be the person who has the most direct, daily contact with the student employee.
Supervisors should only assign tasks which relate to operating academic programs, maintaining
facilities, or supporting the institution in general.

As a supervisor, you are responsible for the development of the work environment. You
must communicate departmental goals, provide job descriptions, organize assignments and
establish expectations for your students. You will also be responsible for training, motivating,
communicating with, guiding, evaluating and relating to your students. You should serve as a
model for the development of good work habits such as punctuality, dependability, cooperation,
honesty and efficiency.

A supervisor’s primary responsibility is providing student employees with adequate
guidance, training and support. You are responsible for the work assignment(s) that your work
study student performs. Many students have a great deal of potential but very little work
experience, and your patience and support can help them develop that potential and become a
valuable asset to the department as they gain important work experience. Although you may be
faced with imperfection, you should strive to guide your students towards better work habits and
skills and compromise when necessary.

A Disciplinary Action Form, is required by the Financial Aid Planning Office for students
who commit an infraction that requires disciplinary action. Supervisors may include other
documentation deemed necessary.

Supervisors must inform the student and the Work Study Coordinator if a student has been
terminated. The Work Study Coordinator may serve as a third party mediator only with the
supervisor and student present.




General Responsibilities of Employer

If you supervise student workers at the University, you have the following specific

responsibilities to:

10.

1.

12.

. Work with your student employee(s) to establish regular work schedules, making it clear that

you expect them to follow these schedules.

Provide your student employee(s) with a clear, preferably written, statement of your
departmental policies and of University policies and regulations.

. Give students’ academic progress priority by allowing flexibility in scheduling. You must require

your work study students to give you adequate notice about planned absences or schedule
changes. Your Federal College Work Study and Anderson Work Study employees are
students first and employees second and must conform to class schedule changes.

Verify the accuracy of your students’ time sheets before signing them. The person who signs as
supervisor confirms the hours worked as they appear on the time sheet. Time sheets become
official records open to audit by the federal government, and supervisors are accountable
for the accuracy of the records.

Ensure that students are not offered or given fringe benefits in addition to their hourly wages.

. Make sure Federal Work Study and Anderson Work Study students do NOT work during

scheduled class hours. No exceptions are to be made. Example: If a class is cancelled, they
still CANNOT work during that time. Students will be terminated if they work during a
scheduled class time and the supervisor will lose that position for the remainder of the

ear.

Be sure your student employees do not earn more than the total annual award.
Both you and your students should keep a cumulative record of their hours worked and dollars
earned.

Be sure that your students are enrolled at least half-time. Half-time for Undergraduate is 6
credit hours per term.

Ensure that all work study students earn the full amount of their work scholarship. (If you do
not have work for your work study student(s) when they are scheduled to work, then offer their

assistance to another supervisor. The term “work study” may be a little misleading, but

students are not paid to study.)

Evaluate the student employee’s performance over the previous term of work. Student
employment is a learning experience and the student would appreciate some feedback on how
they are doing in their job.

Submit completed work study paperwork to the Financial Aid Office three business days prior to
the student’s first date of work.

Submit timesheets to the Financial Aid Office by the deadline given in the Work Study Pay
Schedule.




Processing Paperwork

Completed paperwork must be submitted to the Financial Aid Office, three business days prior
to the student’s first date of work.

Highlighted fields on the below example forms must be completed before submitting them to the
Financial Aid Office.




Work Voucher

EXAMPLE:

Completed
by the
supervisor

T

N [

To BE COMPLETED BY HIRING SUPERVISOR:

_E)(amp le

Anderson University 2011-2012
Work Voucher

Student’s Name : _,Q() chae l If_\Q_\L_\LCZ ((J D# 5 8555 L
\

B To Be COMPLETED BY FINANCIAL AID:
|

| Annual Work Study Amount: Q,OOQ __ Estimated Hrs per week: |

___ Federal Work Study Program (5007) _”\/AU Work Study Program (5008)
The above named student has been given permission by the Work Study Coordinator to
work on the Anderson University campus and will be employed through the approved work
program.

Financial Aid Signature: /kac C'»O.Qﬁ /JQ(A)(I ,m(

! Pay Rate: — Start Date;

! Department Account:

SUPERVISOR, PLEASE MAKE SURE THE FOLLOWING ITEMS ARE ATTACHED:

Completed paperwork must be submitted 0o Work Agreement
to the Financial Aid Office three days prior o Confidentiality Statement
to the student’s start date. o W-4 Form

o 1-9 Form

O Direct Deposit

Minimum wage = $7.25

: Supervisor’s Name (Print): A — -
Supervisor’s Signature: _ List all supervisors that
will be signing off on the
R student’s timesheet.
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Work Agreement

Example:

Hecrease the magnification of the entire page i=

Student Work Agreement
Anderson University 2011-2012

T
gj;l IT IS AGREED in the event the student does not perform salisfaciany work, hefzhe is o be counseled by the supervisor and given a second
chance with a wrilten notice sent to the student and the Financial Aid Planning Office. If the student's work does not imprave, the superisar has
the authority 1o lerminate the student and a Disciplinary Aclien Form will ba placed in the student's file

E H IT I3 AGREED that the student will not work during scheduled class time. Doing S0 will result in thi: lass of the student's pasition for the
aemesier

g H ITIS AGREED the student will submit a timesheet an 8 monthly basie to their Suparvisor by the date indicated on the work study pay
schedule contained in the Work Study Manual

QHJT 15 AGREED that times calculated on the timeshest will be runded Lo the nearest quarter hour, kst PR or AWM next to tha time, and will
not hawve any erors (markings, scratches, writo-overs, ete.). The supervisor and student working togetnar will be responsible for keeping an
accurate record of the hours the stedent has worked each month.

E“ IT 15 UNDERSTOOD by the student that, becauss of strict regulations, Federal Wed and 1-9 forms must be on file before beginning work.

g,H__IT 15 AGREED that continued employment is contingent upon the student maintaining Satisfaclery Academic Progress (SAP). (See SAP in
the curent college catalog. )

E.H_'S AGREED that the student will dress in a professional manner while al work (MO skin showing in the midriff area, skins, shons should be
o a reasonable kength). If you have any questions discuss with your supervisor.

g” IT 15 AGREED AND UNDERSTOOD that the student and supervisor have read the rules and regulations contained in the Student
Ermnployes Manual.

:II | certify that | have atlended the required work study and harassment fraining for the 201 1-2012 academic year.
E.H.J understand the policies for the work study program and the procedures 1o feliew in order 1 receive my check on a menthly basis.
Eﬂ I undarstand that | will be paid by Difect Deposit and must have a Direct Deposit form and voided check an flle in the payroll deparbmant.

Q_HJ certify that | have not been adjudicaled deinguent or been convictad or plad guilly of noa contender to any falonies or any alcahel or drug
refated offenses undar the laws of this or any olher state or under the laws of the Liniled Stales. | agres to nolify the Financial Ald Planning Office

shouly this stalus change.
lam a U5 Citizen Iam NOT a LIS Citizen Couniry of Residence UI 5 A

I prarmige that the information herein is true and comphile Lo the best of my knowledge. | hereby understand that my employment relationship is
an “al will’ nature, which means that | can resign al any time or | can be released at any time for any reasan

Sludent’s Name (Please Print): Student's Signalure
| Rachael  Howard Wm,? Hovoa o
E Supervisor's Name (Pleasa Print): Supervisor's Signature:

Completed Kevekah Purdick .
by the Departmant: I WA i.ﬁ.l'. égd o Date: 5!5 fr? (2] |

supervisor
P | Student's Job Tilla: 5%‘&).& E‘_'ﬂ* \NC:-rk.an FAD Return Date:

I undarstand that the following Information is disclosad on a voluntary basis.

Gendar: Ethinicity:
—_Male White!Non-Hispanic ___Black/Alican-American Unknown
___Famala Amencan |ndianialaskan ___Asian/Pacific Highlander Hispanic ___MNon-Resident Alien
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Statement of Confidentiality

Example:

lecrease the magnification of the entire page i )
Example

Complete
by the
supervisor

STATEMENT OF CONFIDENTIALITY

ANDERSON UNIVERSITY WORK STUDY PRGRAM
2011-2012

THIS STATEMENT WILL BE KEPT IN YOUR FINANCIAL AID PLANNING WORK STUDY FILE.

STUDENT'S NAME: Ro\c \nael \’\o wWay d

StupenT ID #: 55595 PHONE NuMBER: O O5- 955-5555

ADDRESS: SO Hap py TVO\_‘L‘_+_ADAM+_5~§:“ 2792\

55 R R

DEPARTMENT: _Fﬁmcm\ A'nr\ ______ .

SUPERVISOR’S NAME: Rabe Kalh P)ufdiak

IN MY ACCEPTANCE OF EMPLOYMENT WITH ANDERSON UNIVERSITY:

I UNDERSTAND THAT BY THE VIRTUE OF MY EMPLOYMENT WITH ANDERSON UNIVERSITY, I MAY
HAVE ACCESS TO RECORDS WHICH CONTAIN INDIVIDUALLY IDENTIFIABLE INFORMATION, THE
DISCLOSURE OF WHICH IS PROHIBITED BY THE FAMILY EDUCATION RIGHTS AND PRVACY ACT OF
1974. I ACKNOWLEDGE THAT I FULLY UNDERSTAND THAT THE INTENTIONAL DISCLOSURE BY ME
OF THE INFORMATION TO ANY UNAUTHORIZED PERSON COULD SUBJECT ME TO CRIMINAL AND
CIVIL PENALTIES IMPOSED BY LAW. I FURTHER ACKNOWLEDGE THAT SUCH WILLFUL OR
UNAUTHORIZED DISCLOSURE ALSO VIOLATES ANDERSON UNIVERSITY'S POLICY AND COULD
CONSTITUE JUST CAUSE FOR DISCIPLINARY ACTION INCLUDING TERMINATION OF MY EMPLOYMENT
REGARDLESS OF WHETHER CRIMINAL OR CIVIL PENALTIES ARE IMPOSED,

Rstoid Lo 8/5/20]]

EMPLOYEE SIGNATURE DATE

SUPERVISOR’S SIGNATURE DATE
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Form I-9 (Employment Eligibility Verification Form)

An 1-9 form must be completed by the student and certified by the student’s supervisor. This form
is used to verify an employee’s identity and eligibility to work in the United States. The student
completes and signs Section 1 (top portion) and must provide the proper identification (i.e.,
passport, driver’s license, social security card, and/or birth certificate, etc.) Documentation must
be originals and cannot be copies. This form must be submitted before the student can begin
working.

Example:

Example

OMB No. 1615-0047; Expires 08/31/12

Department of Homeland Security Form l'?9 En'l)loy'"en'
U.S. Citizenship and Immigration Services E||g|b|||ty Verification

Read instructions carefully before completing this form. The instructions must be available during completion of this form,

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals, Employers CANNOT
specify which document(s) they will accept from an employee. The vefusal to hire an individual because the documents have a
uture expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification (7o be completed and signed by emplovee at the time employment begins )
A i 4 A PIo) P1o) £

/_ Print Name:  Lasi First Middle Inizal | Maiden Name

Howard Rachael A
Address (Streer Name and Nuviber) Apt N Date of Birth fwwanmhidiyyear)

e . \ /

55 Hoppy Tran 5/5/30IR
City | State Zip Code Soci Sccunly i

o REIF, . e
Anderson S¢C Q402 | 555-55-5555
- | attegpunder penalty of perjury, that | am {check one of the following)
I am aware that federal law provides for )
imprisonment and/or fines for false statements or A citizen of the United States
use of false documents in connection with the D A noncitizen national of the United States {sce mstructions)
completion of this form. [:] A lawlul permanent resident (Alien 8)
D An alien authonzed to work {Alien & or Admission &) s
until {expiration date, if applicable « month/day.year)

\ Employee’s Signature /Rmﬂﬂ/(} )_I.QM Dhste (monthidayyear) j IS /& Ol I

Preparer and/or Translator Certification (7o he complesed amd signed if Section 1 15 prepared by a person other than the employee,) I attest, wadvr
penalty of perjury. that { have assisted in e completion of this form and that 10 the bess of my kiowledge the information is frine and correct.

Preparers/Translator's Sigrsture Print Name

Address (Sareer Name and Nuviber, City, State, Zip Code) Dite {monthvekayyear)

Scetion 2. Employer Review and Verification (To be completed and signed by emplover. Examine one docwnent from List A OR
examine one document from List B and one fron List C, as listed on the reverse of this form, and record the title, number, and
expiration date, if any, of the document(s).)

e List A R List B TAND List C
Document Litle \ \
Issuing authoesty \

Document ¥ \
Expuation Date (if any): D\

Completed WO Student must
by the Expimation Date (i any) K pl'OVIde Orlglnal
- CERTIFICATION: I attest, unde Ity of perjury, that | hav ined the d 1($) pre cd by the above-named loyee, tl R
SUperWsor the above-listed ducun‘::ur(‘(‘)':II::plctl:"::‘;w)g(enll::-::n-::d'(n“:cIat:‘t‘;::l:'::::;‘loy(: ‘ll:::lll:.lfl:lll:l l';:-::;':l‘:lu)c)e br;:u ':\"{I‘l:;:l‘l;ulf('::: it documentatlon and
{montivday/year) and that to the best of my knowledge the employee is authorized to work in the United States. (State the Supervisor must
employment agencics may omit the date the employee began employment.) a
Signature of Employer or Authorzed Representative Print Naine Tule  \nJorK Smd\l make Coples and
= $ ) P e . o 5
Supervicers Name Supervisors Name Ouperviser” AUEET (G 3 1
\llmincsﬂ or Orgonezation Name and Address (Steees Nawe and Number, City, State, 2ip Cane) Date (md'7/rdn_r-)fm') paperwork

< awersdy 3l v 8[5/2011
Section 3. Updating and Reverificatton (To be conpleted and signed by employer,
A. New Name (if applicable) B Date of Rehire (monthidayyear) (of appiicatie)

C. If employee’s previous grant of work authoeszation has expired, provide the information below foc the document that establishes current employment authonzation

Document Title Document ¥ Expiration Date ((f any):

Iatiest, under penalty of perjury, that to the best of my knondedge, this employee is authorized to work in the United States, nnd If the cmployee presented
document(s), the document(s) | have examined appear to be genuine and o relate to the individual,

Signature of Employer o Authorized Representative Date (uonthidayyear)

Form 1-9 (Rev. 0R0DTX9) Y Page 4
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2011 W-4 Certificate

The W-4 certificate (Employee’s Withholding Allowance Certificate) is used to designate the
appropriate income tax withholding status for employees. This determines the amount of tax
withheld from your paycheck. Students must complete a W-4 certificate (federal and state). All
student W-4 certificates are kept on file in the Business Office. To make changes or corrections,
students should go to the Business Office and see Sandy James.

When the student is completing thier W-4 certificate be sure they use a permanent .
(home/parental) address to which their W-2 form (Annual Wage Earnings Statement) may be mailed
at the end of the calendar year.

When completing their W-4 certificate, they have two choices concerning their preferred
withholding status: 1) to claim EXEMPT (no money will be withheld); or 2) to claim ZERO (0), ONE
(1), or more exemptions. If they claim ZERO (0), ONE (1), or more exemptions, the Internal
Revenue Service (IRS) will withhold a portion of their earnings. Do NOT tell or suggest to the
student what to report on their W-4.

Example:

decrease the magnification of the entire page

CRaTpIC

Form W-4 (2011)

Purpose. Complete Form W-4 5o that your
emplayer can withhold the correct federal
income tax from your pay. Consider comglating a
new Form W-d each yoar and when your
personal or financial siluation changas.
Exemption from withholding. If you are exempt,
complete only ines 1,2, 3, 4, and 7 and sign
the form to validate . Your exemption for 2011
expires Fobruary 16, 2012, See Pub. 505, Tax
Withhokding and Estimated Tax

Note. If anothar person can claim you as a
dapandent on his or har tax raturn, you cannot
clalm exemption from withholding if your income
exceads $950 and includes more than $300 of
unearned Income (lor example, interest and
dividends),

Basia instructions, i you s not exempt,

Complete all worksheets that apply. Howaver,
you may elaim fewer (or 20r0) allowancas. For
reguiar wages, withbelding must be basad on
allowances you claimed and may not be a flat
amount or percentage of wages,
Head of household. Generaly, you may claim
head of heusehold filing slatus on your tax retum
only If you are unmarried and pay more than
50% of the costs of keaping up & home for
yoursell and your dependentis) or other
qualifying individuals. See Pub. 501, Examptions,
Standard Deduclion, and Filing Information, foe
information,
Tax cradits, You can take projectod tax credits
into account in fguing your allowable number of
withhokding allowances. Credits for child or
dependent care oxpenses and the child tax
credit may be claimed using 1he Personal
Allowances Worksheet below, See Pub, 919,
Do | Adust My Tax Withhelding, for
g your other credits into

complete the Personal
balow. The worksheets on page 2 further adjuat
your withholding alowances basod on itemized
deductions, certain credits, adjustments to

income, o two-camers/multiple jobs situations.

on
withhelding allowancos,
Nonwage incoma. If you have a large amount of
nonwage income, such as intarest or dividends,
consider making estimated tax payments using

Farm 1040-ES, Estimated Tax for Indwiduals.
Otherwise, you may owe additional tax. If you
have pansicn or annuity Income, soo Pub, 919 to
4 cut If you should adjust your withhakéng on
Form W-4 or W-4P,
Two eamers or multiple jobs. If you have a
working 5pouse or mere than ona job, figure the
total number of allowances you are entitiod to
clnm on all jobs using worksheets from only one
orm W-4. Your withholding usually wil ba most
a:cumm whan all allowances are claimed on the
Form W-4 for the highest paying job and zeco
allowances are claimed on the cthers, See Pub,
919 for detais.
Nonresident alien. If you are a mmesadml aan,
see Notica 1392, Supplomeantal Form
Instructions for Nenresident Aliens, mlo«e
compieting this form.
Check your withholding. After your Form W-4
takes effect, use Pub, 919 1o see how the
amount you are having withheid compares ta
your projecled total tax for 2011, Sea Pub. 919,
espocialy It your earmings exceed $130,000
(Single) or $180,000 (Marrad).

Personal Allowances Worksheet (Keep for your records.)

A Enter 1" for yourself if no one else can claim you as a dependent A
* You are single and have only one joby; or
B Enter*1"if * You are married, have only one job, and your spouse does not work; or B
* Your wages from a second job or your spouse's wages (or the total of both) are $1,500 or less,
C  Enter 1" for your spouse. But, you may choose to enter “-0-" if you are married and have either a working spouse or more
than ane job. (Entering “-0-* may help you avoid having 100 little tax withbeld.) . 2} . c
D Enter number of dependents {other than your spouse or yoursel) you will claim on your tax retum . i S D
E Enter “1" if you will filo as head of household on your tax retun {see under Head of above) E 2
F Enter 1" if you have at least $1,800 of child or dependent care expenses for which you plan to claim a credit F

(Note. Do not include child support payments, See Pub, 503, Child and Dependent Care Expenses, for details.)
G Child Tax Credit (inciuding additional child tax credit). See Pub. 972, Child Tax Gredit, for more information.
 If your total income wifl be less than $61,000 (390,000 if masried), enter 2" for each efigibde child; then less *1" if you have three or more efgible children.
* I your total income will be between $61,000 and 384,000 ($90,000 and $119,000 if rrwneﬂ) enter *1" for each ellglble
child plus "1" additional if you have six or more eligible chidren . PO
H  Add fines A through G and enter total hare. (Note. This may be different from tha number of exemptions you claim on your tax retumn) » H
For accuracy, { .lf you plan 1o itemize or claim adjustments to income and want to reduce your withholding, see the Deductio
lete all

and A on page 2.

= If you have more than one job o are married and you and your spouse both work and tha combined eamings from @/l jobs excead
40,000 {$10,000 if married), 506 the Two-Eamers/Multiple Jobs Workshast on page 2 to avoid having teo littie tax withheld,

* If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 betow.

worksheets
that apply.

Cut here and give Form W-4 to your employer. Keop tho top part 1or yOUS r0COMS.  -eeoemuemrmmsmmrasrerenssrassa

Employee's Withholding Allowance Certificate

P Whether you are entitled to claim a certaln number of fros C]
SUbjact to roview by the IRS. Your employer may be required to und a copy of this lovm 10 the INS.

OME No. 1545-2158

- W-4 2011

Dapaimant of the Traasury
Vtornal Fuswiuse Sarvice

T TYDe Of prit your 1FSt name and MIGai INGL | Lozt rame 7 Your ucm secuiy number
&
Qad’\ae Howard 555-59-5555
R Crass UM m’w'ﬂ' or nal routop Singl L] Maried (] Marrid, mwm«a 1 highar Single rsle

55 I 12 i ? l fq:
Chy:ce forod, alia, and 21P code 4 1t youe st Aome dilters from that shown on your social sacurity card,
/\r\d(j&Of\ SC 29 (p2 | chack here. You must call 1-800-772-1213 for s replacement card. [
Total number of allowances you are claiming {from line H above or from the applicable worksheet on page 2) il
6 Additienal amount, if any, you want withhedd from each paycheck N . . . 6
7 | claim exemption from withholding for 2011, and | certify that | meet both of the following condmons {or exemption,
* Last year | had a right to a refund of all federal income tax withheld because | had no tax liability and
* This year | expect a refund of all federal income tax withheld because | expect to have no tax liabifity.
If you meet both conditions, write "Exempt” here . |
Under panalties of perfury, | declara that | nave axamined 11 certificate and 1o the best of my knvmcdgg and bolial, I 5 1rue, Gomect. and complete.

Employee’s signature )
(This form is not valid unless you sign it) » I\ 3
& Emphyars name and addreas [Employer. Complata §res § and 10 ory T sonding to tha T

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Nm I marriod, but kegalty separated, or 5pOusE is 6 ronvesicart slen check the “Single” ba.

Gat. No, 102200 Form W4 2011
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Direct Deposit Form

Students are paid once a month through Direct Deposit into their checking and/or savings account.
All students must have a direct deposit form on file in the Business Office before they can receive a
pay check. A VOIDED check or letter from their bank must be attached to the Direct Deposit form.

Example:


http://www.andersonuniversity.edu/uploadedFiles/Financial_Aid/AU%20Direct%20Deposit%20Enrollment%20Form.xls

lecrease the magnification of the entire page

) ANDERSON

UNIVERSITY

EMPLOYEE DIRECT DEPOSIT ENROLLMENT FORM

How to Enroll..,
To sgn wp for Full Senvice Divect Degost, simply 51 aut this form and gwe it 10 your payrol dzparimenl. Altach a "VOIDED" check for aach chacking accoun).
not a depeglt slip, If depositng o a savings sccount, a5k your bank 1 gha you the Roufng Tresel Number fo yeur azcoent. It isay awigs he same as

the sumter on 3 savings depcst dip. This wil help ensure hal your depasits ae cradiled coreclly

Bakow is 3 sampiba check MICR ine, dataiing whers $e informabion nacessary 1 campiele his form can be found

Fee . . w

12012345676, 0000234536729, 0303

Ronting'Tranat # l

(A Sl number gways Cheching Accourt & Check # {ths rumber malches 1he sumbar in #e

between these heo marks) upper right comer of 1ha check- nol neaded ke
Sp-ip)

Impovtant! Please read and sign bafore compleding snd submitling.

| hereby autncaze Andersca Unwersity ko deposi any amcuns owed me, by inifaling credt endries o my 83000t & he Fnancial instilubon (hareinatier *Bant”)
ndicited on this kem. Further, | authorize Bark ko socept and to credit any crodkt entries ind cated by Anderson Ueiversly 1o my account. In $ event thal
Aedarson Univarsly dapoeis fnds emenscusly ik my accown!. | authonze Anderscn Universly § detil sy account for an amcunt net Yo excesd the odgngd
amount of P2 enronecus credl. This aulhonzation is 10 reman | full force ard eMact untl Andersan Univesity and Bark have rocemed wiitlen nosce from me
oflis tenminabon in such lime aed in such manner a5 1o ationd Ardarzon University and Bark seasaratiie opporunily 1o ¢t on il

Employes Nams: gQC m el !:& 2!&@ ¥ A Social Seomty ¥ 655 55 '555 5
Empkayon Sgnanue &M_}:{:QQJQ»J Dol 3/4!&01 |

Account laformation
Mike swe i indicate what kind of account, akng with 1he amount & be deposited, if [ess $an you sotal nel paycheck

1. Bk NamaCitp'Sate:
Routig/Transit ¥ Apcowt Nurber.
& [ checking [ Savings Iwish lo dapost o [J Edtire Net Amcunt

2 Bank NanelClySale

RoutngTeanat @ ACoount Namber

O cresxing [ Swvings 1 wish to deposi! o [ Entico Nel Amownt

3 Benk Nama\Cily'Sate

Routing(Transil ¥ Account Numier.

(] cChecing [0 Savinge 1 wieh 1o deposit or 3 Enim Net Amount

4. Bank Nare/Ciy!Salo

Reuting Trarsi & Aoooun! Number
O chectig 00 Savings 1 wish 10 depoet o [ Entie Net Amoust
Employen ID: Payrall Manager Signature
Enployers masthoip gl avy 04 T 25 ko) 26 the ermg boyee i using FSOD, and 1 b paar's hrarester

Timesheet Processing




Time sheets are due in the Financial Aid Office (Rice Building) by 5:00 pm according to the date on
the Work Study Pay Schedule.

Helpful tip: Since the supervisor is responsible for submitting all the student timesheets to the
Financial Aid Office by the deadline, supervisors may want to require that students have their
timesheets turned in by 5pm on the day before timesheets are due to the Financial Aid Office.

NO Scratches/white out/mark outs/ or any other related markings are allowed.

The time calculated must be rounded to the nearest quarter time (i.e. 9:00, 9:15, 9:30, 9:45, 10:00
NOT 9:05, 9:11, 9:23, 9:25, etc.)

Supervisors can NEVER fill out timesheets!
The supervisor’s signature on the timesheet signifies that the student did work the hours listed, the
hours totaled on the timesheet are correct, and the student did NOT work during a scheduled class.

Supervisors are required to verify that their student workers did not work during a scheduled class
time. In order to do this, compare their timesheets to their class schedules once the student
submits their timesheet to you. Do NOT sign their timesheet if it is incorrect.

Work Study Pay Schedule

Hours worked in: Timesheets Due: Pay check date:
August September 1% September 15%
September October 3" October 15"
October November 1% November 15™
November December 1% December 15™
December TBD January 15%
January February 1% February 15"
February March 1% March 15%
March April 2™ April 15

April May 1% May 15%

May June 1% June 15%

June July 2™ July 15"




Example of student’s class schedule:

. ‘ Self-Service - Student Schedule Page 1 of |
Cart Help Log Det Catalog | Sanrch
m SR AT
Home Register Classes Finances Grades Search My Profile

Schadule Pormission Reguests

Student Schedule

Traditional 2010/Fall/Semester

Stwudent Schedule
Options
Registerad Courses
Taext l Grid CEP 100/ Lecture/A - Cultural Experience Frogram Duration 6/18/2010 - 12/1/2010
Creduts 0,00 Type Letter Grade CEUs 0,00
Period Schedule To Be Announced 12:00 AN - 12:30 AM; Anderson University, , Roomn
2010/Fall | Instructors Staflf TBA
(7] Courses in Cant £0S 436/Lecture/A - Proc/ TeachyIndividuals w/LD Duration 8/18/2010 - 12/1/2010
7] wahlisted Coursss Credits 3.00 Type Letter Grada CEUs 0,00

Schedule Tligs Thilrs 12:30 PN < 1145 P¥; Anderson University, Johnston Memorial, Rooen 206
Instructors Or. Linda K, McCuen

[7] con #d Courses

Submit |
| EDU 322/Lecture/A - Literature for Childeen Duration 8/18/2010 - 12/1/2010
; Credits 3.00 Type Letter Grado CEUs 0.00
Schedule ! { W; Andersen University, Johnston Memorial, Room 206

Instructors Ms. Lynette M. Pannell

OV 330/Lecture/A - Visual & Performing Arts for Clsem Teher Duration 8/18/2010 - 12/1/2010
Credits 3,00 Type Letter Grade CEUs 0.00
Schedule i PM: And Unlversity, Memorial, Room 200

[nstructors Mrs. Maricary K Hansen

EDU 336/ Lecture/A - M/M Toaching Math Duration 8/18/2010 - 12/1/2010
Credits 3.00 Type Letter Grage CEUs 0.00
&MWI‘}»“]‘[ 6:00 PM - 8130 FM; [ Unli ity, Johnston Memorial, Room 200

Instructors Ms. Cassandra C. Gary

EDU 440/Lecture/A - Methods 8 Matesials Toaching Beg Reading Duration 8/18/2010 - 12/1/2010
CEus 0.00
ity, J isl, Roorn 216
P 100/ ecturafA - Journcy Program Duration &18/2010 - 12/1/2010
Credits 0.00  Type Letter Grade CEus 0.00
Schedule To Be Announced 12:00 AM - 12:30 AM; Anderson University, , Room
Instructors Staff TBA
PSY 102/ ecture/A - Pathways in Psychology Duration 8/18/2010 - 12/1/2010
Credits 2.00 Type Letter Grade CeUs 0.00
Schedule AM Anderson University, Watkins Teaching Center, Room 002
Instructors Dr. Dawvid . Relnbart , Dr. Sarah C, Burns
Total Registered Courses & Total Registerad Credits 17.00
‘ Total Registered CEUs 0.00
l Academic Information for 2030/Fall
Program/Degree/Curmculum Underg raduate /Bachelor of Science/Elem Ed w/Spec Ed LD
Advisor Dr. Unda K. NcCuen Class Level Senlor Full/Fart Time Full Time
Program/Degrea/Curriculum Underg raduate /Minor/Psychology
Advisor Class Leval Senior Full/Pact Time Full Teme
]
] PowerCAMPUSSE Soll-Savvice 7.21 - € 2005 - 2009 SunGard, All ngles reserved

hitps://trojansweb.andersonuniversity edu/selfservice/Records/ClassSchedule.aspx 9/30/2010




Example of timesheet:
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| hawe reviewed and verfied the acouracy of this timesheet, whigh includes confirming that the student did
not work during a scheduled olass time.
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Student Training

The Financial Aid Office will provide general work study training 2 days in the fall and 2 days in the
spring, 2 sessions per day.

If a supervisor hires a student that did not attend one of the offered training sessions, the
supervisor will be responsible for training the student. Please use the below links for the materials
you will need to use in the training session.

2011-2012 Student Training PowerPoint presentation
Training Agreement

2011-2012 Student Employee Handbook

Timesheet Instructions

Once the student has gone through training, the Training Agreement form must be turned into the
Financial Aid Office.



Student%20Training%2011-12.ppt
Training%20Agreement%2011-12.docx
Student%20Employee%20Handbook%2011.12.doc
../../WS%202010-2011/Work%20Study/Student%20Forms/How%20to%20fill%20out%20the%20Student%20Worker%20Timesheet%20UPDATED.docx

