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

you expect them to follow these schedules. 
 
2. Provide your student employee(s) with a clear, preferably written, statement of your 

departmental policies and of University policies and regulations.   
 

3. 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. 

 
4. 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. 

 
5. Ensure that students are not offered or given fringe benefits in addition to their hourly wages. 
 
6. 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 
year. 

 
7. 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. 

 
8. Be sure that your students are enrolled at least half-time.  Half-time for Undergraduate is 6 

credit hours per term. 
 
9. 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.) 

 
10. 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. 

 
11. Submit completed work study paperwork to the Financial Aid Office three business days prior to 

the student’s first date of work. 
 

12. 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 Financial 

Aid Office 

Completed 

by the 

supervisor 

List all supervisors that 

will be signing off on the 

student’s timesheet. 

Minimum wage = $7.25 

../Paperwork/Work%20Voucher.pdf


 

  

Work Agreement 
 
Example: 
 

Complete

d by the 

student 

Completed 

by the 

supervisor 

../Paperwork/Work%20Agreement.pdf


 

  

Statement of Confidentiality 
 
Example: 
 

Completed 

by the 

student 

Complete 

by the 

supervisor 

../Paperwork/Statement%20of%20Confidentiality.pdf


 

  

Form I-9 (Employment Eligibility Verification Form) 
 
An I-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: 
 

Completed 

by the 

student 

Completed 

by the 

supervisor 

Student must 

provide original 

documentation and 

the supervisor must 

make copies and 

attach them to the 
paperwork. 

http://www.andersonuniversity.edu/uploadedFiles/Financial_Aid/I-9.pdf


 

  

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: 

Complete by the 

student 

../Paperwork/2011%20W-4%20Form.pdf


 

  

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


 

  

 

Timesheet Processing 
 

Completed by 

the student 



 

  

 
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 1st    September 15th  
 
September    October 3rd      October 15th  
 
October    November 1st      November 15th  
 
November    December 1st    December 15th  
 
December    TBD      January 15th  
 
January    February 1st    February 15th  
 
February    March 1st     March 15th  
 
March      April 2nd       April 15th  
 
April      May 1st      May 15th  
 
May      June 1st     June 15th  
 
June     July 2nd     July 15th  



 

  

Example of student’s class schedule: 

 

Helpful Tip: Highlight Tuesday/Thursday 

classes one color and 

Monday/Wednesday/Friday classes another 

color. 



 

  

Example of timesheet: 

 



 

  

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

