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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Federal Work-Study.

	This section is required 675.10, 675.19, 675.36, 676.49.

Required information:

1. Include selection procedures for FWS. These procedures must be in writing, uniformly applied maintained in the institutions files.

2. Include procedures to make funds reasonably available, to the extent of available funds to all eligible students.

3. Include the process to insure the school follows the record retention and examination provision in 668.24.

4. Establish and maintain program and fiscal records that are reconciled monthly.

5. Include the process to coordinate and submit a Fiscal Operations Report plus other information the secretary requires. Also, the process to insure that the information reported is accurate and shall submit it on the form and at the time specified by 
the Secretary.

You may want to consider completing the Campus-Based File Review to ensure compliance 
on an individual student level.

Additional information below

	Description of Policy and Procedure: 

FastInfo # 3858  #3867  #1538  #1537  #1547  #1546  #4117
Student Employment Office website

Job Aid – RJASEAR Instructions

	Offices that need to be involved:

Student Financial Aid Office

	Lead Persons to Coordinate Policy and Procedure:

Name: Eddie Salazar                       Name: Brian Malone

Title: Financial Aid Manager            Title:  Financial Aid Manager

Phone Number: (505) 249-7579      Phone Number:  (505) 277-1492



	Start Date (mm/dd/yy):





Anticipated Completion Date: November 2008

Actual Completion Date: December 2008



	Did you review and test the procedure for accuracy?

Will complete Activity 5 associated with Federal Work - Study to be completed in October.



	Was the policies and procedures manual updated to reflect appropriate changes? Yes or No

1. If Yes, what section was updated?

2. Enter the date that the Policies and Procedures Manual was updated to reflect these changes:

3. Were staff members properly trained about new procedures? Yes or No

	We recommend that your school annually review your policies and procedures and revise accordingly. Remember, you must consistently follow all policies and procedures developed 
by your school.


Description of Policy and Procedure

a. The Organization and Lay out

i. Manager, HR Tech, Job Development Officer

b. Work Study vs Student Employment

i. Work Study

1. Income Exclusion

2. Employer only pays 30% of salary

a. However total earnings are considered as part of their award 

3. No FICA or Medicare as long as they are enrolled 6 hours 

ii. Student Employment

1. NO Income Exclusion

2. Employer Pays 100% of salary

3. No FICA or Medicare as long as they are enrolled 6 hours

c. Eligibility

i. Must be ½ time
ii. If the student is new to UNM cannot begin working until the First Day of Classes

iii. Can only work 30 hours per week while the student is in classes

iv. Can Work 40 hours per week while in an intersession

1. International Students

a. 20 hours while in Classes

b. 30 during intersession

v. The do not Hire just process the paper work

vi. Student Employment Office does not make the awards 

1. They do not have conversations with students regarding Title IV eligibility

d. Community Service Job

i. Federal WS Only (if they have a State award it may need to be changed to a Federal award)

ii. Has to deal directly with the member of the Community

e. Off-Campus

i. Need a service Agreement

ii. Can check with Naomi to set-up with 

f. Become Ineligible for WS or Student Employment

i. If they Drop Below 6 hrs

ii. If they become non-degree

1. Can only funded as non-degree if they are taking pre-reqs for a grad program

a. Cannot be taking Graduate Classes

iii. Failing SAP

1. Departments are notified that the student is not eligible 

iv. Run out of Work study

1. earnings exceed award 

a. Departments are charged 100% of the student overage

g. Reducing and Cancelling Awards

i. Do they have a Job?

1. Contact the Stu Emp Office

2. RJASEAR

a. AUTH -  the student has a job currently

b. TERM – the student no longer has a Job

ii. RPAAWRD

1. Print out reductions and cancelations

2. Put a note

3. Give it to the Stu Emp Office

a. There is a bin in the Office 

b. You can give it to someone directly

h. All students are terminated in May 15-2009

i. Anyone to work beyond that will have to submit rehire paperwork for summer

i. Pay 

i. Min = Min Wage

ii. Max = $14.00 per hour
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