WORK-STUDY PAPER FLOW

Forms may be requested as a Word attachment to e-mail, in hard copy, 

or at http://www.caspercollege.edu/career/index.html   Employment Forms  
SUPERVISOR REQUESTS POSITION & FUNDING from Dean/VP


SUPERVISOR CREATES JOB DESCRIPTION 

Form is at http://www.caspercollege.edu/career/index.html   Employment Forms  

Email job description to jdevries@caspercollege.edu

JOB DESCRIPTIONS POSTED ON WEB by Career Services

STUDENTS FIND JOB POSTING ON-LINE & APPLY DIRECTLY WITH SUPERVISOR 
Students should bring a completed Student Employment Application 

(available on-line at http://www.caspercollege.edu/career/index.html   Employment Forms). 

Supervisor may request a resume.

Or

STUDENTS REFERRED DIRECTLY to Career Services by Supervisor

(i.e. already know who you want to hire or re-hire)


SUPERVISOR INTERVIEWS CANDIDATE & OFFERS JOB

INITIAL SCREENING FOR FUNDING:

Did you get a Pell Grant? If Yes, the student MAY be eligible for Federal Work Study money. 

If No, the student must be funded through Institutional or Grant money.


SUPERVISOR COMPLETES EMPLOYMENT AUTHORIZATION FORM

http://www.caspercollege.edu/career/index.html   Employment Forms  

Confirm source of funding, number of hours per week, sign.

Identify a second supervisor who is also permitted to sign student time cards.

Federally funded designated positions must have Dean/Director’s signature.


STUDENT BRINGS AUTHORIZATION TO CAREER SERVICES (Gateway 3rd Floor)

STUDENT COMPLETES CAREER SERVICES REGISTRATION, I-9, W-4

I-9 requires photo ID & other original documents. 
W-4 (tax form) requires Social Security Card.


FEDERAL-ONLY AUTHORIZATIONS GO TO FINANCIAL AID FOR AWARDING OF FUNDS

AUTHORIZATIONS TO PAYROLL

SUPERVISORS ARE E-MAILED WHEN AUTHORIZATIONS ARE PROCESSED.
· If student is not eligible for federal $, institutional $ will be used, if authorized.

· Federal $ is awarded to the Student, not the Position. 

· If a student quits or is terminated, federal $ is held for a replacement in that position.

CAREER SERVICES SENDS COPY OF AUTHORIZATION to Supervisor  

Students should NOT start work until authorization has been delivered to payroll.


PAYROLL SENDS TIMECARD TO SUPERVISOR

Questions?  Contact Janet de Vries, Director of Career Services, 

268-2446     jdevries@caspercollege.edu

