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Winter 2011
Dear FWS Participant:
Congratulations! You have been deemed eligible to participate in the FWS Program at Monroe College.
The content of this packet is very important and useful, so be sure to carefully read through everything. It is
important that you are aware of events and requirements for the FWS process throughout the semester. You
will need to stay in contact with the Office of Career Advancement and Student Financial Services and respond
to phone calls, emails and mailings promptly as this may affect your status in the program.
By participating in this program, you are making a real and very necessary connection between your academic
life and your future career. As a participant in the FWS program, you will be utilizing your experiences to gain
and refine your employment skills; thus giving yourself a head start in successfully building a career upon your
graduation.
The FWS program is designed to give you the experience of searching for and getting a job. It mimics the real
world experience and the real world labor market. As such, the FWS job market is rather competitive because
there are more students looking for jobs than there are FWS jobs. You will need to put your very best foot
forward! After participating in this program, you will have a head-start on job search skills which will help you
be successful well into your future!
Remember…your FWS Advisor, the Office of Student Financial Services and the Office of Career Advancement
believe in you and will work together to successfully guide you through our FWS program.
Best wishes for a successful semester!
Sincerely,
Carol Genese (BX & NR CAMPUS)
Dean
Office of Career Advancement
cgenese@monroecollege.edu
718-933-6700, ext. 8460

Pat Horgan (BX & NR CAMPUS)
FWS Advisor
Office of Career Advancement
phorgan@monroecollege.edu
718-933-6700, ext. 8607

Laura Sagastiverza (BX CAMPUS)
Director of Financial Aid Operations
Student Financial Services
lsagastiverza@monroecollege.edu
718-933-6700, ext. 8228

Maria Vega (NR CAMPUS)
Financial Aid Counselor
Student Financial Services
mvega@monroecollege.edu
914-740-6851
Roxanne Steele (NR CAMPUS)
Financial Aid Accounts Coordinator
Student Financial Services
rsteele@monroecollege.eu
914-740-6850
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FEDERAL WORK STUDY (FWS)
FAQ’S FOR STUDENTS
WHAT IS THE FEDERAL WORK-STUDY PROGRAM?
Federal Work-Study (FWS) is a unique, federally funded financial aid employment program. To be eligible you
must be matriculated in an undergraduate or graduate program, registered for at least six credits, meet
Federal Standards of Academic Progress (SAP) and, demonstrate financial need based on your cost of
attendance and EFC (estimated family contribution) as well as the availability of funds at the time of
application.FWS funds are limited and are awarded to the extent that funding permits. Students awarded FWS
will be notified about attending a mandatory meeting at the beginning of each semester.
HOW CAN I ACCESS INFORMATION ABOUT FWS?
The FWS link can be accessed from the Office of Career Advancement (OCA) and the Student Financial Services
(SFS) web pages. The FWS webpage contains job announcements and serves as a resource to FWS students
and supervisors as well as important information on the FWS Program and Procedures.
HOW DO I QUALIFY FOR FWS?
You must complete the FAFSA for the academic year and be eligible for federal financial aid based on your EFC
(estimated family contribution) and the College’s Cost of Attendance. Students with a financial need who have
also met the priority filing deadline of April 1, 2011 for the 2011-2012 award year will be in a priority pool for
FWS. Remember, students are required to complete a FAFSA for each academic year.
IS AN FWS AWARD A GUARANTEE OF A JOB?
No. Students must meet all the necessary requirements and these funds must be earned through part-time
employment.
To be considered for employment you must report to a mandatory Information Session. An email will be
sent to your Monroe College email account announcing the time and date of this Information Session. During
the session, you will learn about the program and receive an Application Packet. You will need to complete all
the enclosed paperwork and see your OCA Advisor to update and approve your resume.
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WHAT IS THE FWS PROCESS AND WHAT HAPPENS AFTER I AM AWARDED FWS?
New and continuing students must attend the Information Session held each semester.
At the meeting, students will sign in and representatives from OCA (Office of Career Advancement)
and SFS (Student Financial Services) will explain all of the financial aid and FWS employment
requirements.
Current FWS students will be notified by the Student Financial Services Department if they no longer
meet Federal requirements for FWS participation. Such students will have to leave their FWS
position at this point.
Continuing students who are still eligible for FWS for the upcoming award year and wish to continue in
their position must notify the FWS Advisors in both the Office of Career Advancement and Student
Financial Services. They will be notified by SFS of their award allocation for the upcoming award year.
All new students who have attended the Information Session will be notified by SFS via their Monroe
College email account within one week as to whether or not they are eligible to participate in the FWS
program. If you are eligible, you will be instructed to go to SFS to see a Counselor in order to receive
your FWS contract (see Appendix A) indicating the amount of money you can earn by doing FWS along
with a summary of Federal Work Study Guidelines. This initial contract will not include your job
assignment. That will be completed by OCA once you have been placed in a FWS position.
Students should then report to OCA for assistance with placement/interview appointments, and the
completion of all necessary paperwork. See the appendix for samples of the required paperwork.
You will need to develop a work schedule with your supervisor, so it is crucial that you examine your
class schedule when considering your job assignment. Remember that your work assignment is
secondary to your class schedule. Students are not allowed to be absent from class and then report to
their job assignment. If a situation does arise where you have to be absent from class on that day, you
must submit documentation to the SFS Office. This does not apply if classes were cancelled.
Attendance is reviewed for each payroll period by the
SFS Office.
After students are placed in an employment position, their contract must be signed by their supervisor
and returned to the OCA. Students will receive a copy of their signed and completed contract for their
records.
Students will also be required to fill out the New Hire Employment packet for the Finance Office. The
only exceptions are those students working for the Public Service Corps.
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WHAT KIND OF JOB CAN I GET?
A wide variety of jobs are available through the FWS program. Students may be employed in specific
administrative offices/departments of the college. The college also offers a limited number of off- campus
positions with local non-profit agencies as part of our Community Service Programs. These positions are
designed to give the FWS student a broader work experience while at the same time improving the quality of
life for community residents. An effort is made to place students in positions that will utilize their skills and
interests while they earn funds to assist with their educational related expenses. A student may be employed
under the FWS program and also receive academic credit for the work performed under limited
circumstances. Such jobs may include an internship or practicum.

HOW DO I FIND A FWS JOB?
The Office of Career Advancement (OCA) will hold a FWS Job Fair sometime during the first month of each
semester. Students are strongly urged to attend the FWS Job Fair to meet with prospective on-campus and
off-campus employers.
FWS positions are posted throughout the year on e-Recruiting (www.mc.experience.com),a centralized online
database provided by the Office of Career Advancement. While every Monroe student is given an account to
access e-Recruiting, each student is also encouraged to visit the OCA, meet with their Advisor and have their
resume approved and uploaded to the e-Recruiting Database. Once your resume has been approved, you will
be given full access to the system, so you can search and apply for available FWS positions.

HOW DO I GET STUDENT ACCESS TO E-RECRUITING?
NOTE: First-time users will need to first visit with their OCA advisors to have their resumes approved;
otherwise, they will not have full access to the system. First-time users will also need to complete the
Profile section.
1. Follow the link from the Monroe College homepage: http://www.monroecollege.edu/careerservices/ or
go directly to www.mc.experience.com.
2. Enter your Monroe College Username, which is the first letter of your first name, your complete last name
and the last 4 digits of your Monroe ID number. The default password is “MONROE”.
If you are having problems logging in, please contact the Database Manager at rpatrick@monroecollege.edu
or 646-393-8603
3. In the KEYWORD box type “The Office of Career Advancement”.
4. A list of all available FWS positions and their application procedures will be listed.
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HOW DO I GET PAID FOR AN ON-CAMPUS OR NON PUBLIC SERVICE OFF-CAMPUS FWS POSITION?
To be paid, FWS students must make sure all necessary paperwork is on file at the OCA and your campus SFS
Office. You must also make sure your supervisor records your work hours on a daily basis and signs your time
sheets at the end of each payroll period.
Paychecks are available every other Thursday in the Bursar’s Office in either King Hall or Milavec Hall. They
will be available three weeks after the first time sheet is submitted, so allow for a 4-5 week delay from the
time that you begin working until you receive your first paycheck. NOTE: IN THE EVENT THAT A TIME SHEET IS
REJECTED, IT MUST BE CORRECTED AND RESUBMITTED TO PAYROLL. A REJECTION WILL RESULT IN A TWO
WEEK DELAY OF YOUR NEXT PAYCHECK.
Time sheets must be submitted as per payroll schedules. The SFS Office will provide both students and
departments with a schedule of pay periods. You must have your student ID to pick up paychecks.
HOW DO I GET PAID FROM A PUBLIC SERVICE CORPS (PSC) FWS POSITION?
Students must mail their timesheets to the PSC Payroll Department based on the PSC payroll schedule. PSC
processes their payroll. If time sheets are not submitted on time, your paycheck may be delayed by two or
more weeks. Supervisors’ signatures are verified by the PSC payroll department.
PSC checks will be available on a bi-weekly basis based on the PSC payroll schedule, are mailed to the college
and are available for pick-up at the Bursar’s Office on the Monday following the PSC payroll schedule. You
must have your student ID to pick up paychecks.
WHAT DO I DO IF I WANT TO CONTINUE WORKING IN MY CURRENT FWS JOB?
If you are continuing in the same FWS job, notify your FWS supervisor that you still have a FWS award and that
you would like to continue.
WHAT DO I DO IF I’M CONTINUING IN THE SAME FWS JOB, BUT I DO NOT HAVE A NEW FWS AWARD?
Students must report to the SFS Office for their awards to be re-evaluated. If you are eligible for FWS and
funds are available, you will receive an FWS award and your supervisor will be informed via email.
WHAT ARE THE RATES OF PAY FOR FWS POSITIONS?
Please see Appendix B for the most current rates. Please note that rates may change annually.
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WHAT ARE THE RULES THAT EVERY FWS STUDENT SHOULD KNOW?
A FWS student may only work one FWS position during any given payroll period.
Students may work up to twenty hours per week during the semester and are paid on an hourly basis.
Students must stop working by the last day of each semester, if they are not returning to school.
During the spring semester, students who are registered for the fall semester may continue in their
FWS position during the month of August while classes are not in session if they have award funds
available.
Students who withdraw from school must stop work immediately.
FWS award allocations must be earned during the period in which they are awarded. Money not
earned by the end of the academic year is forfeited.
You must stop working when the dollar value of your award allocation is exhausted.
You will submit a Student Evaluation and your employer will submit an Employer Evaluation to ensure
that you are meeting all requirements of the job and that you are performing well or need guidance for
better performance.
Your awards and period of authorization to work are subject to change at any time due to unexpected
funding shortfalls.
You are expected to submit accurate information on your time sheets. Falsification will be subject to
severe disciplinary action by the College and loss of eligibility for the FWS Program. Such instances
of fraud could result in expulsion from the college and possible criminal charges.
You may work up to twenty hours per week while school is in session and thirty-five hours per week
when school is not in session with written permission from the SFS Office
You may not work more than six consecutive hours at a time without a half hour break.
If you claim “EXEMPT” on the W-4 & IT 2104/E form you must complete new forms at the beginning of
each new calendar year.
Your supervisor should make you aware of confidentiality issues, responsibilities, policies, and
procedures when working in an office. If you will be working in a department that allows you to have
access to confidential information, it is your responsibility to check with your supervisor first before
disclosing any personal information to another party. In other words, “When in doubt, don’t give the
information out!” Disciplinary action will be taken against a student if confidentiality is broken.
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WHAT ARE MY RESPONSIBILITIES AS A FWS STUDENT WORKER?
Student employees are expected to uphold the same standards as all other Monroe College staff members.
Also, please refer to the Student Statement of Understanding in Appendix B.
Providing supervisors with an accurate resume at the time of the interview.
Establishing a work schedule that does not interfere with your classes, or any other extracurricular
activities.
Conducting yourself in a professional manner while at work.
Treating supervisors and co-workers with respect.
Dressing appropriately and following all other College policies and procedures.
Reporting to work on time and performing to the best of your ability.
Reporting any delays or changes to your schedule to your supervisor well in advance.
It will be your responsibility to treat this job as any other one. If you are sick and/or cannot report to work
for any reason whatsoever, you must call your supervisor.
You must provide your supervisor sufficient advance notice if you will be unable to work during your
scheduled hours. Repeated absences may result in the loss of your position.
You must complete an accurate timesheet and track your earnings so that you do not exceed your FWS
award allocation.. You should give two weeks notice if you are planning to resign from your FWS position.
You should understand that you will lose any part of the FWS award that is not earned at the end of the
employment period (academic year).
You are expected to maintain the privacy and confidentiality of your workplace.
WHAT SHOULD I KNOW ABOUT EVALUATIONS?
Near the end of each semester, the OCA will send out evaluations to both students and supervisors who are
participating in the FWS program. By completing the evaluations, supervisors and students provide feedback,
about the FWS program and their experiences. Data collected from these evaluations will help the OCA and
SFS to continually improve the management of the FWS program.
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FEDERAL WORK STUDY (FWS)
FAQ’S FOR ON-CAMPUS EMPLOYERS
HOW WILL STUDENTS BE REFERRED TO THE FWS PROGRAM?
Department Heads should attend the FWS Job Fair usually held at the beginning of each semester. Students
can also be referred by the OCA to departments based on their FWS job descriptions and request forms
submitted each semester. Departments should contact the Office of Career Advancement if their needs
change during the year.

WHAT ARE THE SUPERVISOR’S RESPONSIBILITIES?
When hiring FWS students make sure to explain exactly what will be expected of them in terms of job duties,
attendance, performance and confidentiality of information. Supervisors should designate a place where
students can sign in and out. It is the supervisor’s responsibility to verify the accuracy of the time sheets and
enter hours on e-time. All signed timesheets should be submitted to the SFS Office within a timely fashion.

WHAT IS THE EMPLOYMENT PROCESS?
Do not allow a student to work before OCA has all of the payroll paperwork completed and signed. The
packet will be generated in the OCA on both campuses and submitted to the Finance Office. Students cannot
be paid until all forms are submitted. If a time sheet is rejected, it must be resubmitted after the problem is
resolved.

WHAT DO FWS STUDENTS NEED TO KNOW?
Supervisors must make students aware of confidentiality issues, responsibilities, policies and procedures. If a
student will be working in a department that allows him or her to have access to confidential information, it is
the supervisor’s responsibility to ensure the student understands the consequences of breaches of
confidentiality. Also, it will be the supervisor’s responsibility to pursue disciplinary action against the student if
confidentiality is broken.
Supervisors will need to indicate on the FWS job description the IT accessibility needs of the FWS student
worker. FWS student-workers are NOT included in “all-staff” e-mail distribution lists. Supervisors can forward
appropriate e-mail notifications to FWS student-workers; however, FWS student workers are not required to
monitor student e-mails on a regular basis. Supervisors should discuss communication options with the
student and decide what works best, be it verbally, by written, communication or via e-mail. Supervisors are
also responsible for making sure the student’s work is properly supervised.
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HOW DO I POST/PROMOTE MY POSITION?
At Monroe College, we use an online job board called “e-Recruiting” to post all on- and off-campus jobs
including work-study, non-work study, and internship positions. Students at Monroe College have access to
this system, so posting your job in e-Recruiting offers you an easy and efficient way to reach the best students.
All positions will be posted for a cycle of 60 days, unless otherwise requested by your office. Please contact
the Office of Career Advancement once your position has been filled, or if it becomes available again, so we
can ensure current and accurate listings for students.
For individual support and guidance in writing, reviewing, and promoting your student employment
description(s), contacts the OCA at (646) 393-8650.
To post a new Work-Study position with your department:
1. Write the job description and make any necessary updates or edits.
2. Include the supervisor’s name, title, and contact information on the form.
3. Note any special preferences for class year, GPA and/or major in the job description.
4. Include all application procedures.
5. Submit a Request for Work-Study Employment to the Office of Career Advancement for approval and
posting.
To post an existing Work-Study position with your department:
1. Review your current department listings from the previous academic year and make any necessary
updates or edits.
2. Include the supervisor’s name, title, and contact information on the form.
3. Note any special preferences for class year, GPA, and/or major in the job description.
4. Include all application procedures.
5. Review and submit the existing Request for Work-Study Employment form to the Office of Career
Advancement for approval and posting.
WHAT DO I DO IF I WANT TO REHIRE A FWS STUDENT?
Students with good performance may be re-hired into the same position year after year, providing that they
are still eligible for FWS and are interested in continuing employment with their current department.
Supervisors wanting to re-hire the student will be required to sign a new FWS Contract for the new academic
year. Contact OCA for further information. (646) 393-8650)
HOW SHOULD I EXPLAIN PAYROLL?
The Finance Office plays an important role in the FWS payroll for on-campus jobs and non-Public Service offcampus positions. Students’ checks are based on the timesheets submitted by the supervisor. Students will
submit timesheets to their supervisor every two weeks. After the accuracy of the time sheets is verified as
correct, the supervisor enters student’s hours on E-time and signs the timesheets. . Timesheets are due based
on the college payroll schedule. Students are paid every other Thursday and may pick up their checks at the
Bursar’s Office on the appropriate campus.
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WHAT ABOUT BREAKS AND UNPAID TIME?
FWS employees are hourly workers and are not paid for time they do not work. Supervisors should not record
holidays, snow days, sick days, lunch, or break periods, as hours worked. Students are only paid for the time
they are actually working. Students and supervisors should come to an agreement as to when the student
takes a lunch break or other breaks, and if they are necessary. Please note: For every six consecutive hours
worked, the student worker must take a half-hour break.
ARE THERE BENEFITS FOR FWS STUDENT EMPLOYEES?
FWS employees are classified as temporary employees and as such are not entitled to any benefits other than
those prescribed by law. In cases of injury while at work, student employees are entitled to receive Worker’s
Compensation if appropriate. Students are not eligible for unemployment compensation if they are not able
to find work under the FWS program.
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Federal Work Study (FWS)
Off-Campus Employer FAQ’S
Students at Monroe College who receive Federal Work-Study (FWS) have the opportunity to work in nonprofit
and governmental agencies; agencies will be billed by Monroe College for 25% of the wages earned by the
Monroe College FWS students. Students may also work at a for-profit employer who would be responsible
for paying 50% and would also be processing the payroll. Please call The OCA at 646-393-8650 for further
information.
Students typically seek FWS positions at the beginning of the school year, so agencies are encouraged to
complete their paperwork and post their positions by early August for the beginning of the academic year.
Students can also be hired during the winter and/or spring semester.
HOW DOES AN EMPLOYER GET APPROVED TO HIRE FWS STUDENTS?
Potential Federal Work Study employers must call the Office of Career Advancement to set up an interview
appointment to determine if their organization meets Monroe College and Federal Work Study guidelines.
Potential employers may view a sample Work Study contract for both non-profit and for profit organizations
by going to Appendix B.
Upon successfully completing the approval process, the organization would complete the Off-Campus
Agreement and submit it to the OCA office. Copies of all signed Off Campus Agreements are kept on file
with the Student Financial Services Office as well as the OCA. Such Agreements must be approved, before
an off-campus FWS job can be posted.

ONCE MY OFF CAMPUS AGREEMENT IS APPROVED, HOW DO I GO ABOUT POSTING MY POSITION?
At Monroe College, we use an online job board called “e-Recruiting” to post all on- and off-campus jobs
including work-study, non-work study, and internship positions. Students at Monroe College have access to
this system, so posting your job in e-Recruiting offers you an easy and efficient way to find the best students.
All positions will be posted for a cycle of 60 days, unless otherwise requested by your office. Please contact
the Office of Career Advancement once your position has been filled, or if it becomes available again so we
can ensure current and accurate listings for students.
For individual support and guidance contact the OCA at (646) 393-8650.

To post a new Work-Study position:
1. Write the job description and make any necessary updates or edits.
2. Include the supervisor’s name, title, and contact information on the form.
3. Note any special preferences for class year, GPA and/or major in the job description.
4. Include all application procedures.
5. Submit a Request to link to the Office of Career Advancement - http://mc.experience.com/emp/sblogin
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A user name and password is generated to allow access to the Job Posting Database link. Once you have been
accepted by the OCA, you will be able to post jobs directly to the system. The next time you access e
Recruiting you will automatically be connected to Monroe College.

WHAT IS THE EMPLOYMENT PROCESS?
Candidates for the available positions are interviewed by the hiring organization. Once a candidate is chosen
and he/she accepts the job offer, the supervisor will contact The OCA.
Supervisors need to make students aware of, job responsibilities, attendance and expected performance,
policies and procedures and confidentiality issues. If a student will be working in a department that allows him
or her to have access to confidential information, it is the supervisor’s responsibility to ensure the student
understands the consequences of breaches of confidentiality. Also, it will be the supervisor’s responsibility to
pursue disciplinary action against the student if confidentiality is broken.

WHAT ABOUT TIMESHEETS?
Supervisors should designate a place where students can sign in and out. It is the supervisor’s responsibilities
to verify the accuracy of the time sheets and to sign and have the students deliver them to the campus
Student Financial Services Office (SFS office) in either the Bronx or New Rochelle based on the payroll schedule
that has been established.

WHAT IF I HAVE ADDITIONAL QUESTIONS?
Please call the OCA at 646-393-8650
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A MONROE STUDENT’S GUIDE
TO A PROFESSIONAL FWS JOB SEARCH
FWS is great. You were awarded the opportunity to seek an FWS job because you filed your FAFSA, ensured
your financial aid file was completed in a timely manner, and met all of the other requirements in order to
qualify. Now it’s time to start your FWS Job Search.
Where do you start? If you haven’t done so already, you should come to the Office of Career Advancement
with a print-out of your “Award”. However, in order to view FWS jobs, you will also need to update and
upload a resume.
Never created a resume before? No problem! The Office of Career Advancement has a number of online
resume resources and a FWS Advisor that can help. You can call 646-393-8650 to schedule an appointment.
The FWS program is designed to give you the experience of searching for a job. It mimics the real world
experience and the real world labor market. As such, just like the rest of the job market right now, the FWS
job market is rather competitive. This is because there are more students looking for jobs than there are jobs.
This means you will need to put your very best foot forward! But, don’t despair! This only means that after
participating in this experience, you will have a head-start on job search skills which will help you be successful
well into your future!
Here are a few tips to keep your FWS job search professional and competitive:
1. When job searching, it is important to always use an email address that is associated with your name.
This helps brand your name with your qualifications. It is also especially important not to have an
inappropriate email address such as: “sexywoman4U@hotmail.com”, “myeternallove@yahoo.com”,
“likesBIGtrucks@tampabay.rr.com”, etc.
2. Review your outgoing voicemail message and in-call ring tones to ensure they are appropriate before
giving out your phone number to potential employers. For example, if your in-call ring tone plays
“Rude Boy” by Rihanna, you may want to consider cancelling that feature while you are job searching!
If you answer your voicemail with a joke or casual message intended to get a laugh from your friends,
you may want to consider changing it while engaged in the job search process.
3. When searching for jobs in e-Recruiting, you should:
o Apply to the most recent job postings first and apply to as many as you think you are qualified
for.
o Follow the application instructions closely.
o Be sure to include a well-written, grammatically correct Cover Letter.
o Make sure your spelling and grammar are accurate in all communications.
o Avoid using text speech (such as using “U” vs. “You”) when communicating with an employer
about a job.
o Follow-up with the contact listed in e-Recruiting within a week of applying for the job.
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o

Dress as professionally as possible when you go to your interview. Avoid t-shirts or shirts with
writing on them, flip-flops, shorts, low-cut tops, or anything that looks too casual. Try a polo or
solid color shirt, slacks (khakis are always a good and relatively inexpensive choice), and nice,
closed-toed shoes or dress shoes. If you’d like more advice on ways you can dress
professionally without having to purchase something, you may want to consider scheduling an
appointment with the FWS Advisor. If happen to be shopping for clothing, keep potential job
interviews in mind when making your purchase.
Arrive early to interviews or appointments. Be sure to factor in transit delays to the interview
so that you don’t find yourself in that uncomfortable situation of explaining why you are late.
Being late will also likely cost you the job.
Bring extra copies of your resume, a copy of your FWS “Award Letter”, a copy of your class
schedule, and a list of references to your interview.
Follow-up after every interview with a personalized thank you letter. Be sure to use your best
handwriting (if handwritten) and proper spelling and grammar.
If you come to the FWS Job Fair on January 21st from 8:30am – 10:30pm in the Bronx Annex, be
sure to bring a copy of your FWS “Award Letter” (for admittance) and follow the same tips as if
you were coming to an interview (dress, copies of resume/references/class schedule, follow-up,
etc.)

Overall, just remember that the FWS job search requires you to put your best foot forward and may, for many
of you, be your very first employment experience. On campus hiring departments are looking for student
workers who present themselves professionally, who show up on time, who are dependable, and who can do
the jobs that they need done. Your goal is to show them that you are the person they need for their job, and
that you will be dependable during the duration of your employment experience with them.
Our advice is to treat every job like your dream job. Why? Because every job gives you the opportunity to
learn valuable skills that you can take with you for the rest of your career and every job provides numerous
contacts to build your employment network. This will be key when it comes time to apply for graduate or
professional school and/or conduct your full-time job search!
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APPENDICES
Appendix A - Sample Work Study Award/Contract
Appendix B - Sample Statement of Understanding
Appendix C - Pay Rates
Appendix D - Employer Contracts for Non-Profit and Profit
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NEW ROCHELLE CAMPUS
434 Main Street
New Rochelle, NY 10801
914.740.6852
BRONX CAMPUS
2501 Jerome Avenue
Bronx, NY 10468
718.933.6700

DEPARTMENT # ____________

FEDERAL WORK STUDY AWARD/CONTRACT

Student: ________________________________________
(PRINT) Last Name
First Name

ID# __________________________

SECTION 1
SFS

Address ________________________________________________________________________
Street Number and Name
City/State/Zip
Telephone: ___________________________

Semester
FWS Award
Last Date of Work

Fall

AAS ______ BBA ______ MBA ______

Winter

Spring

July-August

SFS Signature ________________________________________________________________

SECTION 2
OCA

Department /Agency _____________________________________________________________
Supervisor’s Name ______________________________________________________________
Supervisor’s Phone _____________________

Supervisor’s Email _______________________

Address: _______________________________________________________________________

SECTION 4
STUDENT

SECTION 3
EMPLOYER/SUPERVISOR

Position ___________________________________________ Rate ________________________

SUPERVISOR: I agree to hire this student for the hours specified provided the student performs satisfactorily. I
will manage timesheets in accordance with the published deadlines. I will ensure all timesheets are completed
correctly.
* Please note that employment will be terminated when student has earned the maximum earnings shown
above or reaches the “Last Day to Work”, whichever comes first.

_____________________________
Supervisor’s Signature

____________________________
(PRINT) Supervisor’s Name

_____________
Date

STUDENT: I am currently matriculated and enrolled in at least one class at Monroe College. I understand that
under federal regulations, I cannot be paid from Federal Work-Study money for hours worked in excess of my
awards, and if I withdraw or am discharged from the college, I cannot continue to work. It is my responsibility
to maintain records so that I will know when my award is completed. Federal Work-Study is a financial aid
program. I may be exempt from Federal, State, and City income taxes if I meet the criteria. I acknowledge this
position has been arranged in conjunction with my studies and class schedule. I am also aware that I cannot
work during my schedule class hours.

______________________________ _________________________
Student’s Signature
Date
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Statement of Understanding
Federal Work Study Participant
WE ARE HERE TO MAKE SURE THAT YOU SUCCEED.
This FWS is a binding agreement between you, the employer and Monroe College. We
expect you to behave in a mature and professional manner. Therefore, please know that if
you are challenged by anything that prevents you from completing your work study
assignments in a successful way please meet/discuss this with your FWS Advisor/Dean
before deciding to leave the placement.

 I understand that I must return with the signed
contract to the OCA to start the New Hire
Paperwork.
 I understand I cannot begin to work until I have
completed all New Hire Paperwork with the OCA.
 I understand if a worksite requires background
checks and fingerprints, I may not begin work
until I am cleared.
This is to confirm that I have received the above listed FWS materials and I understand and will adhere to the
program requirements.
PRINT NAME: _______________________________________
SIGNATURE: ________________________________________ DATE: __________________________
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MONROE COLLEGE
PAY RATES FOR THE FEDERAL WORK STUDY PROGRAM
AS OF JANUARY 27, 2011
PUBLIC SERVICE CORPS (P.S.C.)
Associate’s
Bachelor’s
M.B.A.

AMERICAN READS PROGRAM (P.S.C.)
Associate’s
Bachelor’s
M.B.A.

IN-HOUSE – MONROE COLLEGE
Associate’s
Bachelor’s
M.B.A.

$ 8.50 per hour
$ 9.85 per hour
$11.10 per hour
*******

$ 9.10 per hour
$ 9.60 per hour
$12.10 per hour
*******

$ 8.00 per hour
$10.00 per hour
$14.00 per hour
*******

OFF CAMPUS
(Literacy Inc., / America Reads Program)
Associates
Bachelor’s
M.B.A.

$ 9.50 per hour
$ 9.75 per hour
$14.50 per hour
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MONROE COLLEGE
FEDERAL WORK STUDY AGREEMENT

Agreement made this ___________ day of _______________________, 20_______
between _______________________________________________________ (“Employer”)
And Monroe College (“College”), under the regulations of the U.S. Department of Education governing the
Federal Work-Study Program.
WHEREAS, the college and employer desire to enter into an agreement under title IV, Part C, of the
Higher Education Act of 1965 (P.L. 89-329), as amended, and the regulations of the U.S. Department of
Education applicable thereto, to promote, foster, and develop the Federal Work-Study Program for the purpose
of providing employment and work experience to students eligible to participate in the Federal Work-Study
Program and to enjoy the mutual benefits arising from the program; and
WHEREAS, the employer will benefit directly from its participation in that program;
and
WHEREAS, the work under that program will be in the public interest and/or directly related to the
student’s field of study;
NOW, THEREFORE, it is hereby agreed:
FIRST: The employer hereby agrees to use the services of students duly certified by the college as
eligible to participate in the Federal Work-Study Program and accepted by the employer. Annexed hereto and
hereby made a part of this Agreement is a Schedule which sets forth further provisions pertaining to duration of
the program year, the maximum number of hours a student may work, the hourly rates of compensation, and the
nature of the internship assignment. The employer agrees that students will not be used to perform services that
are otherwise performed by employees of the agency who are on strike.
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SECOND: Students will be made available to the employer by the college for the performance of
specified work assignments. The employer or the college may remove students from work on a particular
assignment. The college will remain responsible for its portion of the compensation earned by any duly
certified student until it informs the employer and the student, in writing, of its intentions to terminate the
student’s participation in the program and the date the termination is to become effective. The employer agrees
that no student will be denied employment or subjected to different treatment on the grounds of race, color,
national origin, religion, age, sex, sexual orientation or disability and that it will comply with the provisions of
the Civil Rights Act of 1964 (P.L. 88-352), as amended. It further agrees that it will comply with the Education
Amendments of 1972 and the Regulations of the Department of Education which implement those acts.

THIRD: Transportation for students to and from their work will not be provided by either the employer
or the college.

FOURTH: The employer has the right to control and direct the services of the student, not only as to the
result to be accomplished, but also as to the means by which the result is to be accomplished. The college shall
determine that the students meet the eligibility requirements for employment under the Federal Work-Study
Program, refer students to work for the employer, and determine that the students perform their work in fact.
The college shall be responsible to the employer for providing students to perform the services requested by the
employer. The college shall disburse the compensation payable to students under this Agreement.

1. The employer shall pay to the college twenty-five percent (25%) of the gross compensation of
students under this Agreement in accordance with the Schedule.

2. The college shall provide payment of the remaining seventy-five percent (75%) of the gross
compensation of students under this Agreement in accordance with the Schedule. These funds shall
be reimbursed to the college through the FWS Capital Contribution.

3.

For each student, the maximum amount of total gross compensation of the individual student must
be agreed upon by the college and the employer in writing in advance of employment. The said
maximum amount of such total gross compensation may be increased if agreed upon in writing by
the college and employer in advance of continuing employment beyond the originally agreed upon
maximum.
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4. The employer shall make all reasonable efforts to submit its remittance payable to Monroe College
on a bi-weekly basis in accordance with the authorized time sheet signed by the employer’s
supervisory officer. The college will bill for unpaid balances once 30 days past due. The college
reserves the right to charge interest and/or attach late penalties.

5. The college, as the paying agent will be responsible for remitting all appropriate deductions under
applicable Federal and State laws, such as taxes, medicare, social security as well as Federal and
State unemployment. The college will absorb the administrative costs as the payroll agent but not
the cost of the employer’s required contributions.
6. The college will make the employer’s required payment of those items listed in #5 and bill the
employer for these payments on a monthly basis. If payment is not received within 30 days of the
invoice, the college reserves the right to apply interest and/or late penalties to the employer.

7. The employer shall furnish to the college the information necessary for the college to comply with
the regulations of the U.S. Department of Education pertaining to the Federal Work Study.

FIFTH: The employer will be responsible for the supervision of work performed by the students
participating in any project under this agreement. The employer will make available, upon request, to the
college the names and addresses of personnel working with the students. The employer will provide the college
with a record of the hours worked during each payroll period by each student as certified by an authorized
employee. The employer will permit the college to inspect the premises where any services will be or are
performed.
SIXTH: Work to be performed under this Agreement by students (1) will not result in the displacement
of employed workers or impaired existing contracts for services; (2) will be governed by conditions of
employment, including compensation, that are appropriate and reasonable in the light of factors such as the type
of work performed, geographical region, proficiency of the employee, and applicable Federal, State, or local
legislation; (3) will not involve the construction, operation, or maintenance of so much of any facility as is used,
or is to be used for sectarian instruction or as a place of religious worship; (4) will not be for an elected official
other than as part of the regular administration of the employer; (5) will not involve lobbying on the Federal
level; (6) will not include any employment for the U.S. Office of Education; (7) will not involve any partisan of
nonpartisan political activity associated with a candidate, or contending faction or group, in an election for
public or party office, and (8) will not involve political activity or work for any political party; (9) will not be
work for which the political support or affiliation of the student is taken into consideration.
SEVENTH: This Agreement shall supersede all prior Agreements between the college and the
employer regarding the mutual operation of a Federal Work-Study Program under the provisions of Title IV,
Part C, of the Higher Education Act of 1965, as amended, for all or any part of the term of this Agreement.
EIGHTH: The terms of this Agreement are in effect from the date of signature by both the college and
the employer. A new Agreement may be required if any substantial changes to the program take place and/or if
signatures no longer represent the responsible parties.
NINTH: “APPENDIX A” annexed hereto, are made a part hereof.
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IN WITNESS WHEREOF, the parties have duly signed this Agreement as of the day and year first
above written.

_______________________
Employer

Monroe College
College

By_____________________
Signature

By_____________________
Signature

_______________________
Print Name

_____James Gathard _______
Print Name

_______________________
Title

VP Student Financial Services
Title

(Corporate Seal)

(Corporate Seal)
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(EMPLOYER NOTARY)
STATE OF
SS:
COUNTY OF
On this________________ day of__________________________, 20_____________
Before me personally came______________________________________________________
(Name of person signing the agreement)
to me known, who, being by me duly sworn, did depose and say that deponent resides at
(Address of person signing the agreement)
that deponent is the _____________________________________________________________,
(Title of person signing the agreement)
of ___________________________________________________________________________
(Name of Employer)

The employer described in and which executed the above instrument; that deponent knows the seal of said
employer; that the seal affixed to said instrument is such corporate seal; that is was so affixed by authorization
of said employer, and that deponent’s name was signed thereto by like authorization.

__________________
NOTARY PUBLIC
THE FOLLOWING SECTION IS FOR COLLEGE NOTARY USE ONLY
(COLLEGE NOTARY)

MONROE COLLEGE
434 Main Street
New Rochelle, NY 10801

On this_____________________ day of ______________________, 20__________
Before me personally came _____________________________ to me known to be the Dean of Student
Financial Services, executed the above Agreement and he/she duly acknowledge to me that he/she executed the
same on behalf of Monroe College for the purposes therein mentioned.
________________________
NOTARY PUBLIC
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APPENDIX A

MUTUAL INDEMNIFICATION CLAUSE

Each party hereby agrees to assume liability for and does hereby indemnify, protect and hold
harmless the other party, it successors, directors, officers, agents, and employees, from and
against any and all liabilities, losses, damages, penalties, claims, actions, expenses and
disbursements, imposed on, incurred by or asserted against them or any of them, in any way
relating to or arising out of the negligent acts or omissions of the indemnifying party with
respect to its obligations under this Agreement. Neither party shall be liable to the other for any
indirect incidental, special or consequential damages. This indemnification shall survive any
termination of this Agreement.
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MONROE COLLEGE
FEDERAL WORK STUDY AGREEMENT

Agreement made this ___________ day of ____________________, 20_______
between _________________________________________________ (“Employer”)
and Monroe College (“College”), under the regulations of the U.S. Department of Education governing the
Federal Work-Study Program.
WHEREAS, The College and Employer desire to enter into an agreement under title IV, Part C, of the
Higher Education Act of 1965 (P.L. 89-329), as amended, and the regulations of the U.S. Department of
Education applicable thereto, to promote, foster, and develop the Federal Work-Study Program for the purpose
of providing employment and work experience to students eligible to participate in the Federal Work-Study
Program and to enjoy the mutual benefits arising from the program; and
WHEREAS, the Employer will benefit directly from its participation in that program;
and
WHEREAS, the work under that program will be in the public interest and/or directly related to the
student’s field of study;
NOW, THEREFORE, it is hereby agreed:
FIRST: The Employer hereby agrees to use the services of student(s) duly certified by The College as
eligible to participate in the Federal Work-Study Program and accepted by the employer. Annexed hereto and
hereby made a part of this Agreement is a Schedule which sets forth further provisions pertaining to duration of
the program year, the maximum number of hours a student(s) may work, the hourly rates of compensation, and
the nature of the internship assignment. The employer agrees that students will not be used to perform services
that are otherwise performed by employees of the agency who are on strike.

A/R - M
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SECOND: Students will be made available to The Employer by The College for the performance of
specified work assignments. The employer or the college may remove a student(s) from work on a particular
assignment. The college will remain responsible for its portion of the compensation earned by any duly
certified student(s) until it informs the employer and the student(s), in writing, of its intentions to terminate the
student’s participation in the program and the date the termination is to become effective. The employer agrees
that no student will be denied employment or subjected to different treatment on the grounds of race, color,
national origin, religion, age, sex, sexual orientation or disability and that it will comply with the provisions of
the Civil Rights Act of 1964 (P.L. 88-352), as amended. It further agrees that it will comply with the Education
Amendments of 1972 and the Regulations of the Department of Education which implement those acts.

THIRD: Transportation for students to and from their work will not be provided by either The
Employer or The College.

FOURTH: The employer has the right to control and direct the services of the student(s), not only as to
the result to be accomplished, but also as to the means by which the result is to be accomplished. The college
shall determine that the student(s) meets the eligibility requirements for employment under the Federal WorkStudy Program, refer students to work for the employer, and determine that the student(s) perform their work in
fact. The college shall be responsible to the employer for providing students to perform the services requested
by the employer. The college shall disburse the compensation payable to student(s) under this Agreement.

1. The college shall provide payment of the entire one hundred percent (100%) of the gross
compensation of students under this Agreement in accordance with the Schedule. These funds shall
be reimbursed to the college through the FWS Capital Contribution.

2. For each student, the maximum amount of total gross compensation of the individual student must
be agreed upon by The College and Employer in writing in advance of employment. The said
maximum amount of such total gross compensation may be increased if agreed upon in writing by
the college and employer in advance of continuing employment beyond the originally agreed upon
maximum.

3. The College, as the paying agent will be responsible for remitting all appropriate deductions under
applicable Federal and State laws, such as taxes, Medicare, Social Security as well as Federal and
State unemployment. The college will absorb the administrative costs as the payroll agent including
the cost of The Employer’s required contributions.
4. The Employer shall furnish to The College the information necessary for The College to comply
with the regulations of the U.S. Department of Education pertaining to the Federal Work-Study
Program.
A/R - M
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FIFTH: The Employer will be responsible for the supervision of work performed by the student(s) participating
in any project under this agreement. The employer will make available, upon request, to The College the names
and addresses of personnel working with the student(s). The Employer will provide The College with a record
of the hours worked during each payroll period by each student as certified by an authorized employee. The
employer will permit The College to inspect the premises where any services will be or are performed.
SIXTH: Work to be performed under this Agreement by students (1) will not result in the displacement
of employed workers or impaired existing contracts for services; (2) will be governed by conditions of
employment, including compensation, that are appropriate and reasonable in the light of factors such as the type
of work performed, geographical region, proficiency of the employee, and applicable Federal, State, or local
legislation; (3) will not involve the construction, operation, or maintenance of so much of any facility as is used,
or is to be used for sectarian instruction or as a place of religious worship; (4) will not be for an elected official
other than as part of the regular administration of the employer; (5) will not involve lobbying on the Federal
level; (6) will not include any employment for the U.S. Office of Education; (7) will not involve any partisan or
nonpartisan political activity associated with a candidate, or contending faction or group, in an election for
public or party office, and (8) will not involve political activity or work for any political party; (9) will not be
work for which the political support or affiliation of the student is taken into consideration.
SEVENTH: This Agreement shall supersede all prior Agreements between The College and The
Employer regarding the mutual operation of a Federal Work-Study Program under the provisions of Title IV,
Part C, of the Higher Education Act of 1965, as amended, for all or any part of the term of this Agreement.
EIGHTH: The terms of this Agreement are in effect from the date of signature by both The College and
The Employer. A new agreement may be required if any substantial changes to the program take place and/or if
signatures no longer represent the responsible parties.
NINTH: “APPENDIX A” annexed hereto, are made a part hereof.

A/R - M
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IN WITNESS WHEREOF, the parties have duly signed this Agreement as of the day and year first above
written.

_______________________
Employer

Monroe College
College

By_____________________
Signature

By_____________________
Signature

_______________________
Print Name

_____James Gathard_______
Print Name

_______________________
Title

VP Student Financial Services
Title

(Corporate Seal)

(Corporate Seal)
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(EMPLOYER NOTARY)
STATE OF
SS:
COUNTY OF
On this________________ day of__________________________, 20_____________
before me personally came______________________________________________________
(Name of person signing the agreement)
to me known, who, being by me duly sworn, did depose and say that deponent resides at
(Address of person signing the agreement)
that deponent is the _____________________________________________________________,
(Title of person signing the agreement)
of ___________________________________________________________________________
(Name of Employer)

The employer described in and which executed the above instrument; that deponent knows the seal of said
employer; that the seal affixed to said instrument is such corporate seal; that is was so affixed by authorization
of said employer, and that deponent’s name was signed thereto by like authorization.
__________________
NOTARY PUBLIC
THE FOLLOWING SECTION IS FOR COLLEGE NOTARY USE ONLY
(COLLEGE NOTARY)

MONROE COLLEGE
434 Main Street
New Rochelle, NY 10801

On this___________day of __________________________, 20__________
before me personally came _____________________________ to me known to be the Dean of Student
Financial Services, executed the above Agreement and he/she duly acknowledge to me that he/she executed the
same on behalf of Monroe College for the purposes therein mentioned.
________________________
NOTARY PUBLIC
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APPENDIX A

MUTUAL INDEMNIFICATION CLAUSE

Each party hereby agrees to assume liability for and does hereby indemnify, protect and hold
harmless the other party, it successors, directors, officers, agents, and employees, from and
against any and all liabilities, losses, damages, penalties, claims, actions, expenses and
disbursements, imposed on, incurred by or asserted against them or any of them, in any way
relating to or arising out of the negligent acts or omissions of the indemnifying party with
respect to its obligations under this Agreement. Neither party shall be liable to the other for any
indirect incidental, special or consequential damages. This indemnification shall survive any
termination of this Agreement.
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