
Hiring a  

Federal Work Study (FWS) 

Student  



What is Federal Work Study (FWS)?  

• FWS is a component of the student’s financial aid package 
that he/she is expected to earn through an on-campus 

position or via community service at a non-profit or public 

agency, serving the public interest. 

• Salaries for FWS students are not part of department budgets. 

Students are paid $9.28 per hour. 

• Students typically work 4-8 hours per week depending on the 

amount of their grant, their schedules and their employers’ 

needs. 

• This year there are approximately 1,900 students who qualify 

for some type of FWS award – 1050 (Florham); 850 (Metro) 



Steps to Hiring a Federal Work Study 

(FWS) Student 

1) Create a job description and post it with Career 
Development 

2) Review applicants and verify their eligibility 

3) Hire the student and provide the forms: 
 Student Employment form 
 I-9 (proper ID required) 
 W4 
 Direct Deposit form 

4) Verify documentation and return the forms to 
Payroll for processing 

 
 

 



Posting a Position 

• Career Development uses a database called 
CareerQuest (Symplicity) 

• If you have posted before, send an e-mail to 
career@fdu.edu to request that your posting be 
reactivated.  In the subject line – Repost FWS position.  
Include the department, the person/e-mail to receive 
the resumes and the deadline date. 

• To create an account and post a new position, go to: 
www.fdu.edu/career 

• On the right-hand side, click Employer sign-in 
https://fdu-csm.symplicity.com/employers/.  Then 
click Sign up and Post Job. 
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Posting a Position continued 

Fairleigh Dickinson University 
FDU – Metropolitan – Purchasing 



Posting a Position continued 

Choosing Yes will allow you to screen 

FDU – Metropolitan – Purchasing 

Only applicants who are eligible for 
FWS will be considered.  

 

Make sure 
these 

boxes are 
checked!  



Posting a Position continued 

Specify your 
campus 

Choosing  UG 
or specific 
class years 
will narrow 
your pool of 
applicants 



Eligibility - Metro 

• Students must check with Financial Aid to confirm 
whether they have FWS 

• If they have been offered a grant, they must accept 
it online in Web Campus 

• At Metro, the green/white Student Personnel 
Information Notice-FWS forms are available at 
Financial Aid and Career Development.  Career 
Development will complete the middle section.  This 
confirms their eligibility and the number of hours 
available to work.  

 

 

 



Eligibility - Florham 

• Students must check with Financial Aid to confirm 

whether they have FWS. 

• If they have been offered a grant, they must accept 

it online in Web Campus. 

• At Florham, Financial Aid will  provide the 

green/white Student Personnel Information Notice-

FWS form and complete the middle section.  This 

confirms their eligibility and number of hours 

available.  

 

 

 



The Forms 

 

 

 Student Personnel Information Notice-FWS (SPIN-

FWS) form – green/white, available at Financial Aid 

 I-9 (proper ID required) 

 

 

Sample IDs:  A – US Passport; B – State License, FDU 

ID; C – SSN Card, Birth Certificate 

 W4 – Students should check with their parents or 

guardians if they aren’t sure how to fill this out. 

 Direct Deposit – Strongly recommend this option.  

Students will experience delays in getting their hard-

copy checks. They can use a voided check or 

screenshot of their online account info. 



Tips 
• Consider adding meaningful projects for your FWS workers.  

Students can use their FWS award to gain career-related 
experience that relates to their major or career interest. Think 
about what would look good on their resumes! 

• Incorporate a mix of short-term and long-term projects that 
will keep your students busy and alleviate the workload for 
your department. 

• Have a “back-up” supervisor for days when their primary 
supervisor may be out of the office. 

• Encourage them to practice professionalism in terms of their 
communication and presentation. 

• Meet with your students regularly to address any issues and 
ask their input.  Consider doing an evaluation at the end of 
each term. 



FAQs 
• How do I know if a student is eligible for FWS? 

– The student should have the SPIN-FWS form with the middle section 
completed by Financial Aid (Florham) or Career Development (Metro) 

• How many hours can a student work per year/semester? 

– The average grant ranges from $1000 - $1500 which allows for 107 – 161 
hours per academic year 

• How much do I pay my FWS student? 

– FWS students earn $9.28 per hour 

• Can my student work more hours in the Fall versus the Spring or vice versa? 

– Yes. The grant is divided over two semesters but the grant is for the entire 
academic year. This also means a student does not need to complete a 
new form from Fall to Spring within the same academic year. 

• What happens if my student runs out of money?  

– If it appears a student will run out of funds before the end of the school 
year, the student should visit Financial Aid to see if additional funding is 
available. 

• If I hire the same student year after year, do I need to complete a new SPIN-
FWS form? 

– Yes. The student must submit new FAFSA forms every year to determine their 
Financial Aid package.  There is no guarantee that a student will be eligible 
again or that the grant amount will be the same year after year. 



Questions? 
Career Development 

Metro Campus 
201-692-2193 

University Hall, Second Floor 

Florham Campus 
(973) 443-8945 

Student Center, First Floor 

career@fdu.edu 

www.fdu.edu/career 

 

 

 

 
Thank you! 
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Student Hires 

 

 

 

Payroll Information 

 



Student Workers 

• Domestic Students 

– Federal Work Study 

–Student Workers  

–Graduate Assistants 

• International Students 

–Student Workers  

–Graduate Assistants 

 





Federal Work Study 
• Federal Work Study Student Personnel Information Notice 

– Student responsibility - 1st section 
• Fills out completely in ink 

• Signs  

• Dates 

– Career Development - 2nd section 
• Fills out completely in ink  

• Signs  

• Dates 

– Hiring Department – 3rd section 
• Fills out completely in ink 

– Including General Ledger Department Account Number and Object Code 

• Signs 

• Dates 

• Send top copy to Payroll department, keep second copy in department 
for your records 

– Payroll will not send back  

– Payroll does not track Hour balance 

» responsibility of Supervisor & Student  

– Payroll pays per the signed and approved voucher 

– When Federal Work Study hours are depleted, Supervisor needs to send SPIN-
FWS form with the change date and student switches to regular student worker 

 

 



Federal Work Study Additional Forms 

• Returning students 
– Only SPIN –FWS hiring form needed 

– No I9 Needed 

– No W4 needed-unless they want to make a change 

– No Direct Deposit form needed- unless to make a change or begin direct 
deposit 

– Change of Address form needed if student moved 

• New students 
– SPIN - FWS hiring form and attach all other forms  

– I9  
• Recommend copying instructions and put in sheet protector  

• Fill out in ink 

• Student fills out and signs 1st section on first day of work 

• Representative fills out and signs 2nd section by 3rd day of employment, after viewing 
and copying documents presented 

• Do not keep any copies in department- send all originals to Payroll 

– W4  
• No stray marks below dotted line 

• Fill out in ink 

• No erasures 

• No cross-outs 

– Direct Deposit form – Highly recommended 
• Attach voided check or bank form for validation 

 



Federal Work Study Payment Voucher 



Federal Work Study Payment Voucher 

Instructions 



FWS Payment Voucher 

Guidelines 
• Financial Aid stocks forms 

• Recommend enlarging instructions on back and keep in 
sheet protector 

• Student Responsibilities 
– Fill out in ink 
– Print Legal name clearly, Last name first then First name 

– Student ID Number or Last 4 digits of Social Security 
Number 

– Date worked with Begin and End times with the Total 
number of hours worked 
• If student works more than 5 hours then they must take a meal 

break 

– No cross outs 
– Only dates within pay period - no future times or dates 

– Student signs and dates 
 

 



FWS Payment Voucher 

Guidelines- continued 

• Supervisor  Responsibilities 
– Confirms/verifies hours worked, total net hours 

• Line A – Line B = Line C1 

• C1(current payment voucher) = Line A(new payment 
voucher) 

– Signs and dates form 

– Gives copy to student 

– Keeps a copy 

– Sends top copy to payroll in a sealed envelope  
• To be received in the payroll office by 5 pm on the due 

date 

• If voucher is not filled out correctly 
– It will be returned 

– Will delay payment 

 





Hourly Student Workers 
• Student Personnel Information Notice – 

CASH 
– Regular (Non-Federal Work Study) students 

paid by the hour 

– Graduate workers earning an hourly rate 
– Fill out completely in ink 

– Make sure General Ledger Department 
Account Number including object code is 
clearly written 
• Send to Kevin Jackson for his signature if a 

restricted account 

– Ensure it has all of the appropriate signatures 
needed  

– Payroll stocks forms 

 



Student Worker Additional Forms 
• Returning students 

– Only SPIN - CASH - hiring form needed 

– No I9 Needed 

– No W4 needed-unless they want to make a change 

– No Direct Deposit form needed- unless to make a change or begin direct 
deposit 

– Change of Address form needed if student moved 

• New students 
– SPIN – CASH - hiring form and attach all other forms  

– I9  
• Recommend copying instructions and put in sheet protector  

• Fill out in ink 

• Students fills out and signs 1st section on first day of work 

• Representative fills out and signs 2nd section by 3rd day of employment, after viewing 
and copying documents presented 

• Do not keep any copies in department - send all originals to Payroll 

– W4  
• No stray marks below the dotted line 

• Fill out in ink 

• No erasures 

• No cross-outs 

– Direct Deposit form – highly recommended 
• Attach voided check or bank form for validation 



Semi Monthly Time Record  

Student Assistant (Non-Federal Work Study) 



Semi Monthly Time Record  

Student Assistant (Non-Federal Work Study) 



Payment Voucher Guidelines 
• Payroll stocks forms 

• Recommend enlarging instructions on back and keep in 
sheet protector 

• Student Responsibilities 
– Fill out in ink 

– Print Legal name clearly, Last name first then First name 
– Student ID Number 

– If student works in 2 departments - ensure correct 
department name  

– Date worked with Begin and End times with the Total 
number of hours worked 
• If student works more than 5 hours then they must take a meal 

break 

– No cross outs 

– Only dates within pay period - no future times or dates 
– Student signs and dates 



Payment Voucher Guidelines- 
continued 

• Supervisor  Responsibilities 
– Confirms/verifies hours worked, total net 

hours 

– Signs and dates form 

– Gives copy to student 

– Keeps a copy 

– Sends top copy to payroll in a sealed 
envelope  
• To be received in the payroll office by 5 pm on the 

due date 

• If voucher is not filled out correctly 
– It will be returned 

– Will delay payment 

 



Positions 

• Students can only work 20 hours a 

week in total 

• Students may have 

– 1 FWS 

– 1 FWS and 1 SPIN –CASH  

– 2 SPIN –CASH  

• RAs already work 20 hours per week 

– No other position allowed 

 



International Students 
• Student Personnel Information Notice – CASH only 

• Returning Students 
– No I9 needed - If no new document, such as VISA 

– No W4 needed – payroll will contact if needed 

– No Direct Deposit form needed- unless to make a change 
or begin direct deposit 

– Change of Address form needed if student moved 

• New Students 
– Obtain an on-campus job 

– Go to International Student Services to obtain letter 

– Take letter to Social Security Administration Office 
• Apply for Social Security Number, receive receipt of application 

– Show receipt to hiring supervisor to begin work 
– Supervisor copies receipt and sends to Payroll with SPIN – 

CASH 



International Students continued  
– When Social Security Card is received by 

student 
• Student return to hiring department with signed SS 

card and complete I9 

• Metro  
– Student brings signed card and completed I9 to Payroll 

• Florham 
– Department copies signed SS card and writes 

department contact information on copy 

– Send copy to Payroll with completed I9 

– Payroll will contact department when Tax documents 
are being sent for the student to sign 

– Return signed Tax documents to Payroll 

– Direct Deposit Form – highly recommended 
• Attach voided check or bank form for validation 

 



Due Date 
• Students may not hand in payment vouchers to the payroll 

department 
• All payment vouchers must be in sealed envelopes 

– We have payroll envelopes 
• Pre-addressed – speeds delivery 

• Must be sealed 

• Students are paid based on payment vouchers 
– Work completed  

• 1st – 15th paid at the end of the month 

• 16th – to end of month paid on the 15th of the next month 

• If students have questions concerning the receipt of payment 
vouchers, paperwork or pay 
– Should be addressed to you as supervisor 

– As supervisor, contact the payroll department 

• Due Date is for payment vouchers to be in the payroll 
department, not in the mail. 
– http://view2.fdu.edu/university-offices/human-resources/payroll-

at-fdu/payroll-schedule/index.aspx 
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Graduate Assistants 

• Graduate Assistants 

– Different from a graduate who earns at an 

hourly rate 

– A graduate student who works for credit, and 
may also receive a stipend 

– Student Personnel Information Notice – Credit 

is used 

– Payroll stocks forms 

– Please email Julie Friedman at julie@fdu.edu, 

if you have questions/concerns on Graduate 
Assistants for individualized attention. 
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Thank you 
 

 

 

 

• Future questions contact: 
– Julie Friedman 

– Phone- 201-692-2727 

– Email- Julie@fdu.edu 
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