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INTRODUCTION 
 
This guide has been prepared for supervisors of work study students under the Federal 
Work Study (FWS) and 
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WHAT DETERMINES WORK STUDY ELIGIBILITY 
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Changing Work Study Positions 
 

http://www.career.una.edu/
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4) Once a candidate has been selected, it is the supervisor's responsibility to contact 

both successful and unsuccessful interview candidates.  
 

5) Once the job is accepted, notify interviewed candidates that the position has been 
filled:  If your student has not worked on campus before.  Please use the Hire A 
New Student Employee link found on the Student Employment page 
https://www.una.edu/humanresources/student-employment.html to begin the 
hiring process. 

 
• Please click the link, complete the fields and submit the form.   
• The student will receive an email with the electronic new hire forms.  
• Once the student completes the form, he/she will need to provide IDs for New 

Hire Paperwork.   
• The student must also provide two original or certified copies of federal or state 

issued documents, such as Passport OR one photo ID and a second form of ID 
such as Driver License or Social Security Card are the most common IDs 
submitted.  Pictures or paper copies of documents will not be accepted.   

• HR will receive the electronic new hire forms that is secure and password 
protected and the supervisor/EPAF originator will be notified by Student 
Employment to submit an EPAF which will include the query and hire date to 
be used.   

 
All work study students are paid by direct deposit.  Student’s are paid on the 7th of 
each month unless the 7th is on a weekend.  The students will be paid the Friday 
prior to the 7th. 
 

6) Once an EPAF is submitted and routed to the Student & Temporary Employment 
Manager, the EPAF will be approve it within three days.  The supervisor may check 
the status of their student’s EPAF for approvals.   

 
7) Once a student is approved for a work study position, the student may begin 

working and the timesheet will be available in his/her UNA Portal within one week 
of the approval.  A STUDENT MAY NOT BEGIN WORKING UNTIL 
his/her EPAF has been approved by the Student & Temporary Employment 
Manager 

 
 
 
 
 
 
 
 
 
 

 

https://www.una.edu/humanresources/student-employment.html


6 
 

HIRING GUIDELINES 
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ensure adequate performance. Important office policies and procedures must be clearly 
communicated to work study students. Student Employees students should be treated in the 
same manner as other employees. They are to be held fully accountable for their actions and 
are subject to disciplinary action.  Students are primarily at the University of North Alabama 
to learn; therefore, students are responsible for maintaining their class work and not letting 
their positions interfere with academics. Employers should be conscious of this fact and not 
place unusual demands on students’ time, which might cause them to neglect their class 
work.                                                                                                     

 
Work Schedules 
 
Work study students should develop a regular, predictable schedule from the signing of the 
first day of hire to the end of the semester, taking into consideration mid-term and finals 
week, scheduled holidays, and university closings. Students may be dismissed by the 
supervisor for failure to maintain the set schedule. 
 
Expectations 
 
Supervisors are strongly encouraged to provide the student worker with specific information 
about performance expectations prior to hiring.  Providing this information will guide 
students in their work development.  
   
Discipline 
 
Work study students should be held responsible for duties, responsibilities, and expectations 
outlined by the supervisor. If a student fails to meet these criteria, the following procedures 
should be followed: 
 
 1. A verbal warning for first-time or minor offenses. 
 
 2. A written warning for repeated or more serious offenses. This should be 

given in a face-to-face meeting, with time for the student to respond. 
 
 3. A written notice of termination for on-going problems. This should be given 

in a face-to-face meeting, with time for the student to respond. 
 
Each warning or notice should be given in private; a copy should be sent to the 
Student & Temporary Employment Manager. These warnings should be specific, clearly 
stated, and given in a timely manner.  

 
TERMINATION 

• Students are automatically terminated from the work study program at the end of 
each spring term.   

 
• Students may voluntarily terminate a work study position at any time.  They should 

provide their supervisor with a two-week written notice of their resignation. 
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• A supervisor has a right to dismiss a student for unsatisfactory performance with 
progressive discipline documented. This includes, but is not limited to: 

 
– Repeated failure to comply with the agreed work schedule and tasks  
– Poor performance 
– Insubordination or lack of cooperation which results in disturbing other 

workers or work progress                                                                                         
 

• If a student or supervisor chooses to terminate a position early, the supervisor must 
complete a Request to Change End Date form.  This form should indicate the actual 
last day worked as the New End Date. 

 
The Student & Temporary Employment Manager may terminate a student’s work study 
position, should the following occur: 

– Enrollment status drops below half-time 
– Student fails to meet Satisfactory Academic Progress (See Financial Aid for 

details) 
– Student worked in excess of allowed Federal Work study Award  
– Additional resources, which were not known at time of financial aid award 

i.e. scholarships, grants, etc. create an over-award 
 

• If Student Employment must terminate a student’s position, the supervisor will be 
notified in writing. 

 
 

TRANSFERRING  
FROM  

FWS TO UWS 
 
If a student exhausts his/her FWS eligibility, the student must be transferred from FWS to 
UWS.  

 
If a student has FWS eligibility and is currently hired as a UWS, the supervisor may transfer 
the student to FWS, if the hiring supervisor has a FWS funds available in his/her budget. 

  
In order to change a student from FWS to UWS or vice versa, the current position must be 
terminated by submitting a “Request To Change End Date” form to the Student & 
Temporary Employment Manager. A new EPAF must also be submitted for the new 
position. 

 
Please note that a “Request to Change Account Number” form IS NOT adequate to change 
a student from FWS to UWS, or vice versa.  This form allows for account number changes 
within a FWS or UWS position ONLY. 
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transferred to UWS or end his/her employment. The Student & Temporary Employment 
Manager may notify supervisors when a student is close to exhausting his/her funding.  
However, it is primarily the supervisor’s responsibility to monitor earnings.  Additional FWS 
funding may be available to continue FWS student’s employment beyond the contracted 
amount, depending upon funding availability.  Please contact the Student & Temporary 
Employment Manager for more information. 
 
 

INTERNATIONAL STUDENT HIRING 
 

International students are NOT eligible for Federal Work Study, only University Work 
Study.  All International students are eligible for UWS.   

 
Supervisors must verify an international student’s eligibility to work before hiring.  To verify 
a student’s eligibility 
 

1. To verify a student’s eligibility, the supervisor must e-mail a request to Stephanie 
Smith, Student & Temporary Employment Manager @ srsmith3@una.edu, which 
includes:  

2. Employee Name:  
3. Employee Student ID:  
4. Student’s Hire Date:  
5. Student’s Title:   
6. Department Name:  
7. Immediate Supervisor Name:  
8. Supervisor’s Title:  
9. Supervisor’s phone number:  
 
The Student & Temporary Employment Manager will confirm that a student: 

a. Has successfully completed at least one semester of regular classes 
b. Is currently enrolled in 12 hours of courses 
c. Currently holds a GPA of 2.0  
d. Meets Satisfactory Academic Progress 

 
10. The Student & Temporary Employment Manager will notify the SEVIS Coordinator 

in International Affairs by email of the student’s eligibility.  
 

11. The SEVIS in Powers Hall will notify the student when to pick up his/her hiring 
letter to obtain his/her supervisor’s signature and verification letter to take to the 
Social Security Administration to apply for a Social Security card.   

 
12. Once the “Departmental Hiring Letter” is signed by the hiring supervisor, the 

student will take both letters to the Social Security Administration Office located at 
203 S. Walnut to apply for a Social Security Card.  

 
13. If there are no homeland security issues, a Social Security Card is issued and received 

within two weeks.  The student should report to the Student Employment Office to 
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GRADUATE ASSISTANT  
TIMESHEET AND PAYROLL 

 
• Supervisor must indicate the Tuition Scholarship Amount and monthly stipend 

amount in the comment field of the EPAF.  
 

• GAs receiving a stipend must use the first day of the month as the query and hire 
date. 

 
• GAs are allowed to work up to 29 hours per week. 

 
• Each student earning a stipend must submit one (1) hour per month via a timesheet 

through Self-Service Banner.  The timesheet approver must approve the one (1) hour 
in order for the student to receive his/her monthly stipend. 
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Handbook Receipt and Acknowledgment Form 
 

for 
 

Student Employment Supervisors  
 
The Student Employment Supervisor Handbook describes important 
information about Student Employment.  I understand that I should consult 
the Student & Temporary Employment Manager in Human Resources 
regarding any questions about the content or any questions not answered in the 
Handbook.   
 
I understand that the policies, rules, and procedures described in the Handbook 
are subject to change or may be revised based on the University’s particular 
circumstances of a given situation.  I acknowledge receipt of a copy of the 
Handbook and understand it is my responsibility to read and comply with the 
policies contained in this Handbook and any revisions made to it.  I understand 
that failure to comply with the policies, rules, and procedures in the Handbook 
may result in the loss of work study positions in my department and that the 
availability of positions is not guaranteed. 
 
Please keep a copy of this form for your records and return a copy to the 
Student & Temporary Employment Manager in the Bibb Graves, Room 226. 
 
 
 
____________________________________________ ________________________ 
Supervisor’s Signature      Department 
 
 
____________________________________________ 
Supervisor’s Printed Name 
 
 
____________________________________________ 
Date 
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APPENDIX 

 
 
Equal Employment Opportunity Policy 
Harassment of Employees Policy  
Nepotism Policy 
Performance Evaluation Form 
Progressive Discipline Form 
Student Employment Card 
Tobacco Use Policy 
Title IX Policy  
University Drug and Alcohol Abuse Policy 
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Equal Employment Opportunity Policy 
 

The University of North Alabama recognizes the importance of equal employment 
opportunities for all.  It is, therefore, the policy of the University to afford equal 
opportunities in education and in employment to qualified persons regardless of age, color, 
disability, genetic information, national origin, race, religion, gender, sexual orientation, or 
veteran status in accordance with all applicable federal and state constitutions, laws, and valid 
regulations. The coordinators for nondiscrimination policies are: for students, Irons Law 
Firm, 219 North Court Street, Florence, AL 35630; for employees, the Director of Human 
Resources and Affirmative Action, Bibb Graves Hall or telephone 205-760-4291. Any 
alleged violations of this policy should be reported immediately to the appropriate 
coordinator. No student, faculty member, or other university employee will be treated 
adversely or retaliated against for the use of this policy. 
 
To comply with the declaration set forth above, the University will, in all solicitations and 
advertisements for employees placed by or on behalf of the University, state its position as 
an equal opportunity employer. The University will broadly publish and circulate its policy of 
equal opportunity by inclusion in all correspondence, media communication, and printed 
matter for employment purposes. 
 
The University will engage the services of only those professional organizations, 
employment agencies, contractors, or agents whose policies are in accordance with the equal 
employment opportunity policy of the University. 
 
The University is expressly committed to a program of maintaining and promoting 
nondiscrimination in all aspects of recruitment and employment of individuals based on 
qualifications, merit, and professional ability, and in conformance with all current legal 
requirements. All personnel actions and programs will be administered in accordance with 
the equal employment opportunity policy, including: recruitment, transfer, termination, 
layoff and recall; determination of wages; terms, conditions, and benefits of employment; 
and selection for training or retraining. 
 
The University will consider, through appropriate and designated grievance procedures, the 
complaint of any member of the university community who has reason to believe that 
he/she has been affected by discrimination because of age, color, disability, genetic 
information, national origin, race, religion, gender, sexual orientation, veteran status or for 
any other unlawful reasons. 
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PERFORMANCE EVALUATION 
 

FEDERAL AND UNIVERSITY WORK STUDY 
 

Student Name __________________________ L#______________ 
 
Position Type:   please circle one   FWS     UWS       GA  
  
Type of Evaluation:  ________  Annual  ________90-day                Other _________ 
 
Please evaluate each student employee for each criterion shown below.  The immediate 
supervisor should evaluate the student objectively, comparing him or her to students of the same 
academic level and/or to other personnel assigned to identical or similar jobs.  If criterion does 
not apply or if you do not have sufficient information, please indicate N for “no evaluation”. 
 
E- Excellent VG- Very Good     G- Good   F- Fair          P- Poor        N- No Evaluation 
 
(    )  Dependability/ Reliability - Meets work schedule and fulfills job responsibilities. 
            Consistently delivers what is required within deadline and following instructions  
 
(    ) Initiative- Starts assignments without prompting and independently  
 contributes ideas/projects.  Sees and acts upon new opportunities 
 
(    )   Attitude- Displays a positive attitude towards goals and objectives of department. 
       Works well with others to accomplish goals 
 
(   )  Interpersonal Skills- Establishes and maintains good working  
 relationships with others  
 
(     ) Overall Performance- Works with minimal supervision, manages own time  
 effectively, maintains control of all projects and responsibilities. 
 
Would you recommend this student for rehire?  (  ) Yes     (   ) No 
 
Comments: ________________________________________________________ 
 
I allow my “Work Record” information to be released to on or off-campus employers, if 
requested.      Student Signature _______________________ Date ______________ 
 
My supervisor has discussed the above Work Record evaluation with me.  I have been 
given an opportunity to express any concerns regarding my work-study position.   
 
Student Signature ___________________________ Date _________________ 
 
Supervisor’s Signature _______________________ Date _________________ 
 
Student Employment/ HR _________________________ Date _________________ 
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Tobacco Policy 
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Drug and Alcohol Abuse Policy 
 

It is the policy of the University of North Alabama that the unlawful possession, use, or 
distribution of illicit drugs and alcohol by students and employees on its property, or as a 
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