Work-Study Appointment Dates, Work Study Timeline and FAQ’s
Work-Study appointment dates:
Summer: May 16th – August 15th
Fall: August 16th – December 31st
Spring: January 1st – May 15th
Work-Study timeline:
· Allocations: Student Financial Services campuses all differ from the disbursement of allocations to departments/areas. Please see the contact information below regarding each branch allocation process:

sfs.workstudy@wsu.edu - Pullman & Everett Campus 
spokane.financialaid@wsu.edu - Spokane Campus  
tricities.financialaid@wsu.edu - Tri-Cities Campus 
van.finaid@wsu.edu - Vancouver Campus

· Students are sent their Work-Study Eligibility notifications early May for the new academic year (Fall/Spring)

· Work-Study Authorization Form (WSAF) is launched early May for the new academic year (Fall/Spring)

· WSAFs are being run throughout the year, until funds are exhausted

· Summer Work-Study is processed early May
FAQ’s:
Q: What is the difference between work-study eligible and being awarded work-study?  
Students eligible to receive work-study for the 2023- academic year receive a work-study eligibility notification. Students are eligible for work-study if they meet all the following criteria:

· At least $3,000 of unmet need-based eligibility

· Half-time enrollment or more

· Submit the Free Application for Federal Student Aid (FAFSA) or the WASHINGTON Application for State Financial Aid (WASFA) by WSU’s priority deadline 

· Submit Additional documentation by WSU priority deadline 
· Check the box on the FAFSA/WASFA that indicates interest in being considered for work-study

· Satisfactory academic progress standing with WSU and the Student Financial Services office

Receiving the work-study eligibility notification does not mean that these students have been awarded work-study funds. Students must have a WSAF submitted by you, the employer, and SFS needs to have placed a work-study award placeholder on their financial aid package for students to be considered "awarded work-study".

Q: How quickly is work-study funding exhausted? 
Our best advice to students would be to look for and apply for work-study jobs as soon as possible. There is no way for us to tell how fast funding will be exhausted so it would be best for students and employers to try to start this process right away.

Q: I’ve hired a student.  Now what? 
The employer will need to log into the SFS Partner Portal, select "Work-Study", and complete the Work-Study Authorization Form (WSAF).  Within 3-5 business days, the form will be processed, and the student and employer will each receive a communication letting them know that the student can begin working. Please note during our high peak time, this process can take up to 10 business days.

Q: When can a student begin working? 
Fall work-study funds can be used beginning August 16th through December 15.  Spring work-study can be used beginning January 1stthrough May 15th.    Summer work-study can be used May 16th- August 15th.

Q: Is my student employee on State, Institutional or Federal Work-Study?  
Non-Resident students are Federal work-study eligible, in-State students are both State and Federal work-study eligible, and eligible WASFA students are only state and institutional work-study eligible. State work-study is only awarded to in-state students, and once it runs out, in-state students are awarded federal work-study. The exception is that any student working in community service is always awarded Federal work-study, even if state work-study is available. We let you know in the Award Letter communication what type of work-study award the student was awarded.

Q: What is my work-study employee’s classification title/how much should I be paying my work-study employee? 
Work-study students, while being funded with work-study funds, must have a job title, and duties that match the WSU Human Resources Student Worker’s Classification and compensation scale. The salary the student is paid MUST match the compensation chart for as long as the student is funded with work-study funds. Departments may choose to reduce a student’s salary to minimum wage if they plan to keep them employed after work-study funds are depleted, or during non-work-study funded periods.  Please check the Classification and Compensation titles for students and temporary workers before entering their position in Workday. If you have questions, please work with your HR representative.  https://hrs.wsu.edu/wp-content/uploads/2020/10/StudentClassCompPlan_Jan-1-2021.pdf 

Q: Why isn’t my student employee showing up when I enter her/his WSU ID number in the Portal? 
If you are unable to find the student in the Partner Portal, then they are not work-study eligible.  If the student has received notification that they are eligible very recently, then that information has not yet been imported.  Please wait at least 24 hours from the time the student is notified before you try to enter their WSAF.  Another reason is that a WSAF has already been submitted for the student by another employer. Please email sfs.workstudy@wsu.edu for further assistance.

Q: Why is my student employee not eligible for the full amount I requested? 
Work-study is factored into a student’s financial aid package.  If a student is fully funded through scholarships and grant aid, receiving a full work-study award could cause a reduction in these other forms of aid.  Additionally, if a student has already received a loan that they have been awarded, the work-study award could cause that loan to be reduced and create a bill on the student’s account.  In these cases, the student will be notified and given the option to receive their work-study funding.

Q: Why can’t I rehire another work-study student to replace one that is no longer working in my department? 
Once work-study is awarded, it belongs to the student. The money never officially belongs to the department. The student may keep the work-study award and use it while working in a different department.

Q: My work-study student is no longer enrolled at WSU; may I hire another work-study student? 
Yes. Please work with your department and the ASCC coordinator, to make the necessary postings to employ another student. Once you have the student, you can verify in the SFS Partner Portal if they are work-study eligible.

Q: I’m trying to submit a work-study authorization for a student who worked in my department last year, but the system isn’t allowing me to do this? 
This could occur for several reasons. Here are some of the most common:

· The student could be employed in a different department already. If this is the case, and the student is still wishing to work for your department, you may be able to come to arrangements with the other department.
 
· The student may have forgotten to check "yes" on their FAFSA when asked if they are interested in work study. In this case, please email us at sfs.workstudy@wsu.edu. If the student is work-study eligible, we can place a work-study checklist on his/her account, and you should then be able to enter a WSAF for the student. 

· The student's income, or their parental income may have changed, and they are no longer eligible for work-study. Please contact us to verify. 

· The student may not have submitted a FASFA/WASFA for the year. 

· Student may not be enrolled in the required 6 credits.

Q: What happens if I hire a work-study student who is already working in another department? 
If the student is planning on working two jobs at the same time, and wishes to use work-study for both jobs, the department hiring the student for the second job must work with the student's initial employing department to come to an agreement regarding sharing the student's work-study.

Q: Our work-study student quit/left their job. Can we use the award to hire a replacement?  
Once work-study is awarded, it belongs to the student. The money never officially belongs to the department. The student may keep the work-study award and use it while working in a different department.

Q: Why was work-study funding removed from my student worker? 
Chances are that your student worker received a scholarship we needed to make room for in his/her cost of attendance. We only reduce work-study if there are no loans to reduce. This is not a common occurrence, and we will try to alert employers that the award has been reduced before the next payday.

Q: If a student doesn’t use all their funds in the fall, can they carry over the remaining to spring? 
No. All work-study funds must be used in the semester they were awarded.

Q: What is the percentage of the On-Campus employer and Work-Study contribution?
• 60% Work-Study 
• 40% Employer Match Contribution
Helpful links:
· https://financialaid.wsu.edu/get-a-work-study-job/ -work-study process in SFS page
· https://wsu.joinhandshake.com/login  -Handshake Login
· https://sfspartners.wsu.edu/  - SFS Partner Portal: Submit WSAFs
· workday.wsu.edu - Employer creates student hourly position in Workday and Assigns Work-Study.
· Reports to use:
·  CR PAY Work-Study Payroll Transactions
· support.workday.wsu.edu: Reference Guides
· Create Student Hourly Position
· Assigning Work-Study
· Enter & Correct time for student hourly

