
Have you been awarded Federal Work Study? 
If you have, the following conditions must be fulfilled: 

 
 
 

Be enrolled for 
at least  

6credits or more 
 

 
 
 
 
→ 

 
 

Demonstrate 
Financial 

Need 

 
 
 
 
→ 

Be a U.S. 
citizen or 

eligible as per 
the Federal 
Work Study 
guidelines 

 
 
 
 
→ 

You are not 
permitted to work 

during class 
hours;   Do not 
exceed your 

award amount 

 
 
 
 
→ 

Within 3 days of being 
hired, complete all 

hiring paperwork (I-9 
and W-4) in Career 

Development (C-100) 
and proper 

documentation will be 
requested. 

 
Time Sheets

Obtain 
timesheet from 
your supervisor. 
 
Work out a 
system to record 
hours daily 

 
 
 
 
→ 

Time sheet 
MUST 

correspond with 
work period 

dates listed on 
the Payroll Date 
Schedule.  Do 
not split pay 

periods. 

 
 
 
 
→ 

Check your 
timesheet for 

errors before it 
is submitted to 
your supervisor 
for a signature. 

 

 

 
 
 
 
→ 

Clearly print in 
INK your Name 

and SS # on 
timesheets. 

 

Be sure the time 
sheet is 

submitted to your 
supervisor on 

time. 

 
 
 
 
→ 

 
Keep a copy of your 

time sheet for 
reference. 

 
Time sheets will be 

brought to room A-123 
by  your supervisor. 

 
Working and Getting Paid

Total hours 
worked do not 
include breaks. 

You cannot work 
more than 20 

hours during the 
academic year. 

 
 
 
 
→ 

A 30 minute 
break is 

MANDATORY 
after 5 

consecutive 
hours of work 

per day 
 

 
 
 
 
→ 

Do not work in 
excess of the 
Federal Work 
Study Award 

amount. 

 
 
 
 
→ 

PLEASE NOTE: 
YOUR CHECK 

STUB WILL SHOW 
REMAINING FWS 

MONIES 
AVAILABLE. 

 
 
 
 
→ 

Pick up checks in 
Room-239 according to 

payroll schedule. 
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