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This handbook has been designed to assist you, the student, in two ways:

1. To outline the correct procedures for obtaining and maintaining a federal work-
study placement.

2. To describe the student’s responsibilities to the employer and to the federal
work-study program.

CUNY determines, based on financial need, which students are eligible to
participate in the program.  Job placement, the rates of pay and the weekly hours
are set by the Financial Aid Office at Lehman College.

This handbook gives general information concerning the Federal Work-Study Program.
Please keep it handy and refer to it often.
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WHAT IS FEDERAL WORK-STUDY (FWS)?

FWS is financial aid received in the form of hourly wages from a job which you
obtain through the Financial Aid Office. FWS serves as source of financial
assistance to students. It offers a training ground where you can gain valuable work
experience, and it encourages you to participate in community service-based
organizations. The work-study program provides the college and agencies with a
much-needed source of manpower. In addition, it attempts to give you practical
experience in your field of interest or place you in meaningful community service
work.

HOW DO I APPLY FOR FEDERAL WORK-STUDY?

You apply for FWS through the FAFSA (Free Application for Federal Student
Aid) (see Appendix A).

To be considered eligible, a student must:

1. Be matriculated and enrolled at least half-time (six credits or its
equivalent); however, during the summer, students do not have to be
enrolled.

2. Be a citizen of the United States or an eligible non-citizen as per program
guidelines.

3. Make satisfactory academic progress.

4. Demonstrate financial need.

5. Meet all other eligibility requirements of the U.S. Department of
Education.
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YOUR AWARD LETTER

If you are determined eligible, and subject to the availability of FWS funds, you
will be mailed an award letter. Enclosed with the award letter will be additional
instructions regarding job placement procedures. The amount of your FWS award
is indicated on the award letter; you may only work and earn up to the award
amount.  You are not to work hours in excess of your award.

PLACEMENT

Once you accept a FWS award you are ready to be placed. You will be expected to
complete all necessary forms such as:

• Employment Eligibility Verification (Form I-9) (see Appendix B)
• W-4 (Employee's Withholding Allowance Certificate) (See Appendix C)
• You can choose to work on-campus, off-campus, or through the Public

Service Corps. Once a job site has been selected, an interview established,
and all necessary forms are completed, you will be given a FWS referral (see
Appendix D) to take with you on your interview.

To assist you in the placement procedure and job search visit the Lehman College
FWS Information page at: www.lehman.cuny.edu/financialaid.

EMPLOYMENT OPPORTUNITIES

The employment opportunities available to you during placement are from three
sources:

• On-campus
• Off-campus
• Public Service Corps.

Lehman encourages students to consider community service opportunities.
Community service is defined by federal regulations as “services designed to
improve the quality of life for community residents, particularly low-income
individuals, or solve problems related to their needs.”
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ON-LINE SEARCH FOR “ON CAMPUS” FWS JOBS
www.lehman.cuny.edu/financialaid/

The FWS Information page is an on-line source of information for students who
participate in Lehman’s FWS Program.  It may also be used to learn how the FWS
program works, what kinds of employment opportunities the program offers, and
to download various forms.

At Lehman’s On-Line FWS Job Search you will find job descriptions and contact
information related to the specific job.  You may do a job search on your own
computer in the comfort of your home at any time, or you may use any of the
computers on campus, at the Library or Information Technology Resource Center.
The posted job listings provide students with the job title, contact name, address,
phone number and job description.

 STEPS FOR A SUCCESSFUL ON-LINE JOB SEARCH

1. Log-on to the Lehman Financial Aid home page.
www.lehman.cuny.edu/financialaid/

2. Click on FWS Information Page

3. Click on FWS Placement procedure

4. Select on or off campus placement

If you are assigned on campus, you may work in one of the school's offices in a
variety of positions. You are paid every two weeks except for the first check,
which could take approximately three to four weeks.
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OFF-CAMPUS PLACEMENT

If you seek employment opportunities off-campus, you may choose where to work
from a variety of eligible for-profit and non-profit organizations. These
organizations have signed an agreement with CUNY’s Central Office that specify
the conditions under which students are eligible to be employed in their agencies.
The job opportunities are varied and numerous. You can find available
employment in any of the five boroughs. The job assignments may range from
counselor in a youth center to an accountant's assistant in a small business. The
salaries may vary depending on the job description (duties and skill requirements).
The general range is from $7.00 to $9.00 per hour and payment is made every two
weeks with the exception of the first check, which could take from three to four
weeks.  You must come to the FWS Office, Shuster rm. 131, to review the list of
off campus job placements.

The minimum hourly rate of pay for on-campus jobs is $6.00 for
undergraduate students and $7.00 for graduate students.

PUBLIC SERVICE CORPS

The Public Service Corps program operates on a year-round basis and provides
students with an opportunity to work in a variety of city agencies. In addition to
helping the student meet his/her financial obligations while attending college, the
program seeks to complement the student's academic studies by providing a job-
related learning experience.  Students working through the Public Service Corps
are paid every two weeks. Public Service Corps has a separate FWS timesheet and
calendar. For Public Service Corps applications go on
www.nyc.gov/html/dcas/pdf/psc_workstudyapp_student.pdf download and
complete the application. Submit the completed form with a resume to the FWS
Office in Shuster rm. 131.

Whether you are assigned on-campus, off-campus, or Public Service Corps,
you cannot work more than 20 hours per week during the academic year.
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THE JOB INTERVIEW

After selecting a job and obtaining the FWS referral you should take the following
steps in preparation for the interview:
• Be on time for your appointment and bring a resume if you have one.
• Be well groomed and appropriately dressed.
• Be prepared to discuss the reasons you qualify for the position.
• Be prepared to discuss the hours you are available to work.
• Be familiar with the position for which you are applying.

THE FEDERALWORK-STUDY CONTRACT (SEE APPENDIX D)

The FWS contract will contain your name, social security number, address, and
telephone number. It also provides the assigned supervisor's name and location of
job site. The award amount is indicated on the contract along with the hourly rate
of pay.  You should go over the contract prior to getting signatures to make sure all
the information is correct.

Once you are hired, the supervisor will sign the contract, and you MUST return all
forms to the Financial Aid Office. You are now ready to be placed on the payroll.
It is very important that you return the signed contract promptly, for this is the
Financial Aid Office's only means of knowing that you have been hired.
Timesheets will not be processed for payment unless a properly completed
and signed contract has been received.
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STUDENT RESPONSIBILITIES

After you are hired at a job site, you are expected to assume the following
responsibilities:

• You are not allowed to work during class hours, unless class is canceled or
dismissed early. You must get a note from the department stating the class was
canceled or dismissed and attach it to your sign-in sheet or give the note to the
supervisor to be kept in your folder.
• Learn the job and complete all assignments properly.
• Act in a professional manner.
• Maintain the work schedule that you and your supervisor agreed upon.
• Be sure your timesheet is submitted by your supervisor on time.
• Read the student section of your contract thoroughly.
• Check your copy of the timesheet for possible errors before it is submitted.
• Keep a copy of your timesheet for future reference.
• Notify your supervisor if you have to be out or late.

**MAKE SURE YOU DO NOT WORK IN EXCESS
OF YOUR FEDERAL WORK –STUDY AWARD**
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PAYMENT

Students are paid only for the hours they work. The hours must be recorded on a
Federal Work-Study Time Sheet (See Appendix E), which covers a two-week
work period. For each work period there is a deadline date by which Student
Financial Services (Shuster Hall 081) must receive the time sheet in order for you
to be paid. Please consult the Financial Aid Schedule of Payments Calendar (see
Appendix F) to learn the work periods and the time sheet due dates. Time sheets
must be mailed to Student Financial Services or delivered in sealed envelopes.
Under no circumstances should you hand deliver your time sheet to Student
Financial Services (Shuster Hall 081) unless it is in a sealed envelope.  To
ensure that a time sheet is accurately completed, both you and the supervisor
should adhere to the following:

• Print your name and social security number clearly on the time sheets.
• Work out a system to record hours worked on a daily basis.
• Time sheets should be submitted in accordance with the work period dates.
There is only one work period per time sheet. Please do not split pay periods.
Refer to the federal work-study calendar.
• An unpaid work break of at least 30 minutes is mandatory after five consecutive
hours of work.
• Total hours worked should not include any breaks.
• All entries should be legible and in ink.
• The supervisor must initial all changes.
• All time sheets must be submitted in a sealed envelope.
• Do not work in excess of the federal work-study award. Payment from federal
work-study funds may not be made for those hours worked in excess of your
contract.

It is the responsibility of you and your supervisor to see that you do not exceed
either the maximum number of hours per week or the FWS award. Both the
supervisor and you should keep track of the number of hours worked and the
money earned, so that you do not exceed the federal work-study budget. If you
work over the assigned weekly hours or contract hours, you will not get paid
from federal work-study funds.

The formula for determining the number of hours you may work during the
contract period is as follows:
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Divide the total federal work-study award by the rate of pay. This will give you the
total number of work hours you have.

Please note: The check stub will show the remaining federal work-study monies available for
the academic year. This amount reflects year-to-date usage less time worked after the pay
period paid on the check. In calculating your current balance, deduct the amount for time
worked to date but not yet paid. (See page 10.)

THE TIME SHEET AND THE FEDERALWORK-STUDY CALENDAR

A supply of time sheets and a financial aid payroll calendar will be given to you to
present to the employer at the time of employment. The financial aid payroll
calendar provides you with the following information:

• starting and ending dates of the federal work-study program
• pay periods
• time sheet due dates
• FWS check distribution dates

A VALID COLLEGE ID CARD MUST BE SHOWN AT THE STUDENT
FINANCIAL SERVICES (SHUSTER HALL 081) OFFICE TO PICK UP A
FEDERAL WORK-STUDY CHECKS.

We strongly encourage FWS students to enroll for direct deposit. Go to the
Student Financial Service Office in Shuster rm. 081 for information.

THE CHECK STUB AND HOW TO CALCULATE YEAR-TO-DATE
EARNINGS

The check stub will indicate what program you are being paid for, hours being
paid, current payment, budget, year-to-date amount, available budget, and net pay.
It is very important that you remember that at the point when you receive your
check, the available budget amount will indicate the amount remaining as of the
date the time sheet was submitted for this payment. You should deduct any hours
for time sheets due the week following the date of the check if you want to know
exactly how much you have remaining in your federal work study budget.
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ON THE JOB BEHAVIOR

Any job is a serious obligation and your performance, attitude, and conduct should
reflect this. Wherever you work, all organizations strive to create an atmosphere of
courteous and efficient service to the public. Keeping this in mind, we have
constructed a list of behaviors and attitudes that will help you if you follow them.
These behaviors are applicable in any work situation.

• Show initiative.
Learn all you can about the area or department in which you are assigned. The
more you know about the area, the more valuable you will become.

• Be a team player.
Have a positive attitude. Be cooperative and show a willingness to learn.

• Always strive to do your best.
Your work reflects your attitude as well as your level of competency.

• Conduct yourself in a professional manner.
Maintain confidentiality of college records and other information that you may see
or hear.

• Know your area of responsibility.
Complete your work thoroughly and accurately. If you are not sure about an
assignment, always ask questions.

• Keep socializing to a minimum.
On-the-job fun can be accepted on occasion, but socialization that lowers
efficiency and productivity is not acceptable.

• Limit personal calls.
Only official calls should be made on a business telephone unless otherwise
stated or in the case of an emergency.

• Use titles correctly.
You will be meeting, addressing, and speaking to many people with various
titles. Remember to always address them properly.

• Represent your office well.
You may be the first contact that a person has with a job site.

Remember, the manner in which a person is received leaves a lasting impression.
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PROBLEMS ON THE JOB

If the placement proves to be unsatisfactory to either you or the supervisor, you
should try to resolve the differences via discussion. The Financial Aid Office will
participate in the discussion when either party feels its participation might be
beneficial. However, most differences can be reconciled without such
participation. If all discussion fails, a notice in writing should be given by both
parties to the FWS Coordinator detailing the grievances.
As a last resort, depending on the circumstances, another position can usually be
found which fits your interests and skills.

WAGE STATEMENT (W-2)

At the end of the calendar year, the City University of New York will send a W-2
form reflecting the year's earnings (calendar year—January through December)
while in the program. This information is also furnished to the Internal Revenue
Service (IRS), the state and local taxing agencies. Students who receive public
assistance benefits should be aware that information regarding earnings is available
to the Department of Human Resources but participation in the federal work-study
program should not have a negative effect upon their ability to receive public
assistance funds. Students whose federal work-study earnings are reported to the
Department of Human Resources may obtain a letter from the Federal Work-Study
Placement Office indicating that the source of income is from financial aid. FICA
(Social Security taxes) will be deducted from earnings at a rate of 7.6% if you
work at an off-campus site, or if you work during periods of non-enrollment such
as intersession, spring break, and summer.
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APPENDIX A
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APPENDIX B
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APPENDIX C
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APPENDIX D
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APPENDIX E



19

APPENDIX F

LEHMAN COLLEGE
FEDERAL WORK STUDY SCHEDULE
FALL 2003 - SPRING 2004
CYCLE WORK PERIOD TIME SHEET DUE PAY DATE

FALL 2003 SEMESTER
110 09/22/03-09/28/03 09/29/03 10/16/03

150 09/29/03-10/12/03 10/14/03 10/29/03

170 10/13/03-10/26/03 10/27/03 11/12/03 (A-L)
11/13/03 (M-Z)

190 10/27/03-11/09/03 11/10/03 11/26/03

200 11/10/03-11/23/03 11/24/03 12/10/03

210 11/24/03-12/07/03 12/08/03 12/22/03

220 12/08/03-12/21/03 12/22/03 01/06/04

FALL FWS ENDS

INTERCESSION
240 12/22/03 - 01/04/04 01/05/04 01/28/04

260 01/05/04 - 01/18/04 01/19/04 02/11/04

  

SPRING 2004 SEMESTER
270 01/19/04 - 02/01/04 02/02/04 02/25/04

280 02/02/04 - 02/15/04 02/17/04 03/03/04

300 02/16/04 - 02/29/04 03/01/04 03/17/04

320 03/01/04 - 03/14/04 03/15/04 03/31/04

340 03/15/04 - 03/28/04 03/29/04 04/21/04 (A - L),
04/22/04 (M - Z)

350 03/29/04 - 04/11/04 04/12/04 04/28/04

370 04/12/04 - 04/25/04 04/26/04 05/12/04

390 04/26/04 - 05/09/04 05/10/04 06/03/04

400 05/10/04 - 05/16/04
(1 week)

05/17/04 06/09/04

 ACADEMIC YR. FWS ENDS  

   

PLEASE SEE NEXT PAGE FOR IMPORTANT INFORMATION AND
INSTRUCTIONS.
 

First day of work period Last day of work period T/S due date Student’s pay date
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INSTRUCTIONS AND INFORMATION 

1. Time sheets must be submitted by the Federal Work Study Supervisor to
Student Financial Services, Shuster Hall 081 in accordance with the Federal
Work Study Schedule. Time sheets will not be accepted if hand delivered by
the student.

2. Students may not exceed their Academic Year Federal Work-Study Award.
3. Students may not work more than twenty (20) hours per week during the

academic year, including Intersession and Spring Recess. Maximum hours
per week may be restricted by CUNY. Department supervisors will be
notified if this happens.

4. Students may not work during their scheduled class time.
5. Students must be matriculated and registered for at least six credits/hours in

each term. Students who drop below six credits must stop working
immediately and report new enrollment status to the Financial Aid Office.

6. Students graduating after the Fall Semester must stop working by 12/21/03.
7. FICA Tax will be withheld during Intersession.
8. All off-campus, FEDERAL WORK STUDY wages will be subject to FICA

withholding.
9. For every five (5) consecutive hours worked students must take a half-hour

break.
10. FEDERAL WORK STUDY students and supervisors are responsible for

monitoring the work-study earnings so as to not exceed the Academic Year
Work-Study Award.

Signed FEDERAL WORK STUDY referrals and W-4 Form must be submitted
to the Financial Aid Office, by the student, before work begins. Failure to do so
will result in rejection of time sheets.


