Workstudy Memorandum
To: Workstudy Supervisors
From: Melissa Barnette
Date: 01/02/2012
Subject: Spring Workstudy Supervisor Packet
Please carefully read the following information:
STUDENT LIST: Please check the list and let me know if our records do not correspond.  There may be necessary changes you will need to make to your list if we need to add/drop a student worker in the next few weeks. No student may work unless they are on your list!!! 
EARLY CLASS DEPARTURE FORM: Please require the student to give you a copy of their class schedule. A student may not “cut” class to work.  If the class is dismissed early or cancelled, the student must provide documentation by filling out the form and attach it to their timesheet when they submit it to me. This procedure is checked by our auditors each year to make sure we are doing this correctly. 

TIMESHEETS: Please use the attached timesheet to record hours.   You must mark the program the student is on -“STWK or CWSP” (this info will be on the list I send later) and total the number of hours at the bottom for the month. It is the supervisor’s ultimate responsibility to check the math!!! Please use one timesheet per month. All hours should be turned in on time. Please allow students to work in half hour or hour increments of time. You may be in danger of losing your workstudy if the timesheets are not turned in on the specified day each month or not properly completed.
WORKSTUDY PROCEDURES: 
1. Meet with your student workers as soon as possible to make out a work schedule.

2. Talk to them about their jobs & what you expect.

3. When they are sick, etc & can’t come to work, they should call or send a message.  Make sure they know your office phone number and office hours.
4. Student workers may need to work all of their hours to pay their bills.  If you can’t work them 70 hours per semester, you may share them with another supervisor in your area.  Students cannot change job assignments or work more than the standard 70 hrs. per semester.
5. South Carolina minimum wage is $7.25 an hour (effective: July 24, 2009). Students will work an average of 5-6 hrs. /week for approx. 13 weeks for no more than 70 hrs./semester.

6. Please use decimals for counting time (not fractions or military time) Example: 30 mins.= .50
7. Please do not allow students to “walk around” with their timesheets. Keep a centralized place in your office (suggestion: a notebook) where students can keep their hours. This helps with confidentially issues and making sure the timesheet is where the supervisor can find it.

8. If all of your workers have not reported to you by February 1, please let me know.

9. I will send reminders each month concerning the due date for the timesheets (please check your NGU email).  
10. Please turn in the ORIGINAL timesheet to me.  Please keep a copy of timesheets on file for 3 years; use them to keep a record of the student’s total hours for each semester to help them stay on “track.”
11. After the timesheet is turned in to me, I will enter the student’s hours in CAMS.
12. Hours should only be obtained from NGU (business) matters not personal work. 
***STUDENTS SHOULD OBTAIN ALL 70 HOURS BY APRIL 8TH!!!!   
        (IN ORDER TO BE PAID BEFORE EXAMS)***

WORKSTUDY PAYROLL SCHEDULE:
Term

        Payroll Date:
     Timesheet Due: 
  Payroll Date:

	Spring 12
	Jan. 2-Jan. 29
	Jan. 30
	Feb. 16

	Spring 12
	Jan. 30-Feb. 26
	Feb.27
	Mar. 15

	Spring 12
	Feb. 27-Mar. 25
	Mar. 26
	April. 19

	Spring 12
	Mar. 26-April 08*
	April. 09
	April. 19

	Spring 12
	April 09-May 06
	May. 07
	May. 17


Please call me with any questions at 977-7938 or email at melissa.barnette@ngu.edu 
Time Increments to 


use on Timesheet:


15 minutes= .25	    Round up 


30 minutes= .50               to the 


45 minutes= .75           quarter of the 


1 hour= 1 hour	       hour








