


Why was the student not awarded the
standard amount?

* Financial aid awards are based on the
students FAFSA application, their cost
of attendance and other aid received.

What happens to the remaining funds if a
student does not earn their full semester
allocation?

* Any unearned funds are returned back to the
work-study program they were issued from.




Are graduate students allowed to work as
a graduate assistant (GA) and in a work-
study position?

* No, graduate students can not work
under both programs during the same
semester.

Do international students
qualify for Work-Study?

* Non-US citizens are eligible for financial aid only if they meet the
criteria for an ‘eligible non-citizen’ based on federal regulations.
Student must complete the FAFSA application and provide the
required documentation in order for eligibility to be determined.




What are the Work-Study Award
Types?

WSHL/WNHL (WST-MA)
HD State award, student is attending main
campus

WSWL/WNNL (WST-MA)
State award, student is attending main
campus

WFWL (WFED-MA)
Federal award, student is attending main campus

WFWA (WFED-AL)
Federal award, student is attending Alamo
Campus

WSHA/WNHA (WST-AL)
HD State award, student is attending
Alamo campus

WSWA/WNNA (WST-AL)
State award, student is attending Alamo
campus

WFWD (WFED-DA)
Federal award, student is attending DACC campus

WSHD/WNHD (WST-DA)
HD State award, student is attending DACC
campus

WSWD/WNND (WST-DA)
State award, student is attending DACC
campus

WFWG (WFED-GR)
Federal award, student is attending Grants
campus

WSHG/WNHG (WST-GR)
HD State award, student is attending
Grants campus

WSWG/WNNG (WST-GR)
State award, student is attending Grants
campus
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WFWL Work-study Federal [\WFED-MA)

What is the student’s Work-

Index?

Federal and New Mexico Work-5tudy

| Detail Code | Detail Description | Position| Class| Grade| index | Fund | org | Acct |Prog
I

R

i WEWD

WESWLAWNBML |Work-study State [WST-MA)
WESWASNWIMNMA |Work-study State [WST-4L)
WSWGEWIRNG | W tudy State (WST-GR)

WESWDAWNND | Wo tudy State (WST-DA)

STATE HED

Work-Study State (WST - MA)

ork-Study State (WST - AL)
WSHGWHHG |Work-Study State (WST - GR)
WSHD/WMNHD |Work-Study State [WST - DA)
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Can Students Work During Scheduled Class
Time?

Students can NOT work during scheduled class time!

Exception: If student can prove class is canceled, they must
submit proof. Proof can be a copy of an email, screen shot of
notice, etc. and keep for your records.




Can Students Work During Online
Class?

No, students with online
classes that meet at specified
times can not work during

Yes, students can work
during asynchronous
classes. classes.




When can students Work During
Semester Breaks?

When there are no classes scheduled

« Fall Break
As long as the student has funding available, they are allowed to work up to
a 40-hour week.

* Winter Break
If the student is not graduating during the Fall term, and they still have
funding available, they can work until the last day the university is open.
Students are allowed to work up to a 40-hour week.

**If the student is graduating they must stop working on the last day of
finals week.

« Spring Break
As long as the student has funding available, they are allowed to work up to
a 40-hour week.

*Note: An 8-hour day requires a one-hour lunch break. A 6 —7 hour day
requires a 30-minute lunch break.



Example of Student Sign In and
Sign Out Sheet

October2 -6




Go to your MyNMSU
account and click on
the student tab.
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Concise Student Schedule =
Jul 28, 2023 05:55 pm

P This page lists the class for which you are registered for the term, including those classes from which

yvou hawve withdrawvwn. There is nothing that indicates if you hawve withdrawn from or are still registered in
a class.
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How to Accept and View Work-Study Award

Work study Award Must Show as Accepted

WIGRE-STUDY

NMSU..
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Options to Pay Net Cost

Work @

2024 5pring Amount

$7,200.00
ACCEPTED

$3,600.00 $3,600.00 $7,200,00

-$7,200.00




What are hiring best

prac?

* Before the student’s first day

* Explain required documents
* Copy of award overview and concise class schedule
e Hiring documents including I-9 requirements

e QOrientation with each student
* Introductions
* Position requirements
* Signin / out procedures
* Expectations
* Phone usage
* Attendance

* When they can and cannot work
Dress code
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- What are Accurate Reporting of

v Hours Worked Audit?
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| ¢ Internal audits of hours worked will begin this Fall
§ semester

* The audits will continue to occur throughout the
year

* Departments selected will be asked to provide the
following documents:
* Payroll timesheets

* Work logs — Logs can be written or electronic. They are
required to show the students name, the dates and
hours worked, and a way to show the supervisor has
verified the hours worked (i.e. supervisor signs paper
log, supervisor electronically signs electronic log)

* Copy of student schedule on file
* Copy of award overview on file

* Additional documentation (i.e. email showing class was
canceled)




What are the consequences for Non-
Compliance?

Department
1. First audit finding - A warning will be issued

The portion of the payroll that is not meeting regulations will be billed back to
the department.

2. Second audit finding — 100% bill back
Any payroll processed not meeting regulations will be billed back to the
department at 100%. Department head / Director will be notified.

3. Third audit finding — Meeting with Department head / Director
If a department continues to not meet regulations, payroll will continue to be
billed back at 100% and a meeting scheduled with the Department Head /
Dean / Director to discuss continued Work-Study program eligibility.

Student
1. First Warning - from department
2. Final Warning - From Work-study financial aid advisor
3. Award Cancelation
**Egregious violations of work-study rules may lead to
immediate cancelation of award without warnings.**




Thank You!

Please take some time to

fill out this short survey

(Click the link icon to the left)



https://forms.office.com/Pages/ResponsePage.aspx?id=qIfso7ifWEG6j_EbrOHrqucW3ZZo68dAiK816G2Op1xUMFlOWjJEQTM0MUdDR1A2T1JRV0s5V1FLUS4u
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