\BEE
~m'\’/_ﬁr¢~a\\s\'.A 2

aN

i
TS AN A e T WA R Ml B W

Campus Employment
Handbook







Table of



Campus Employment Program Handbook



paid ontime for eachpay period. A time sheetmust be submittecto Payroll if studentsdo not entertheir
hoursin ADP ontime, which may result in delayedpay. Paystatementsnay befound in astudent’s

ADP account.The pay statementdetails the hours workedandthe netpayfor eachperiod. Pay
statements are used as documentation of the dired depost or ched. To arr ange direct deposit,
studentsmust entertheir information into ADP or contact the Financial Aid Coordinator. Students
may not have



2. Spring Semester



4. SpecialEvent Hiring

Students may behired temporarily for speda events (such as Croquet or Commencement, or for acalemic
bress). Students must beapproved by the Financial Aid Office prior to working for these events. A
student must be currently employed in a Campus Employment paosition in order to work short- termor
receive approvalfor anexception. Supavisors must provide afinal list of student hire

final



organization; (3) for legal services or proceelings, or (4) becaise the employee has temporarily
relocatedasa result of the domesticviolence,sexualassault,or stalking.

Employees are permitted
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W-2 and 1042Forms:

Eachyear,studentemployeeswill receiveaFormW-2 that providesdetails of the prior year’s earnings,
taxes withheld and other miscelaneous data. \W-2



acce

supervisormust notify eachstudentif theywill not bere-hired for the following year. In this casethe
supervisor does not need to follow the termination procedure, but an explanation of the negative evaluation
would be helpful for both the student and the Financial Aid Office

l. Work -Study Waiting List

Sincethe numberof studentsqualifying for FWS/IWSawardsis greaterthanthe numberof jobs available
on campus,awaiting list will beestablishedor all studentswho qualify but do notreceivean award.
Whena studentlosestheir job due to the reasonglescribedabove the studentson the waiting list will be
notified andmay apply for the position. Placeson the waiting list are establishedprimarily by the date
financial aid award acce



