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The University of Northern lowa believes in offerirg students a well-rounded
educational experience. Aside from student learningn the classroom setting, many
opportunities for growth and development are availale throughout the campus
community. One such method of becoming involved through student employment.
Numerous studies have shown the positive effectsathon-campus employment can
have on students. Several of the advantages to wang on-campus are listed below.

Flexibility:

Campus employers understand that a student’safigtforemost responsibility is to
succeed academically. Therefore, campus employenis elosely with students to
develop work schedules that will not hinder théiidges. Keeping this in mind, most
students work between 8-15 hours per week, allotheg plenty of time to pursue other
endeavors.

Quality Experience:

On-campus employment positions allow students tainlguality work experience that
often relates to their major(s). Many students sleao obtain positions directly related to
their field of study, allowing them to build pracdi experiences that can enhance their
learning in the classroom. In addition, valuableléing skills such as communication,
leadership, and time management are cultivatedigfirgtudent employment.

Networking:

On-campus employment offers students the oppoyttmivork alongside the
outstanding faculty and staff at UNI. On-campuplayers at UNI provide a network to
faculty, staff, and peers for students, in additmserving as valuable references for
students upon graduation.

Community Involvement:

Apart from on-campus employment, the Student Empkmyt at UNI Financial Aid
Office also helps students with the Community Sentiearning program, which
provides students who have Federal Work Study aoynity to work in the local
community. The program also helps the communitpttoyiding student employees to
the local non-profit organizations. The Online Bdard, maintained by the Student
Employment Office, includes a list of off-campusb jopportunities for local businesses.
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Departments can employ UNI students and pay them their departmental funds. Any
UNI student meeting enrollment criteria (See Pagead be employed as a departmental
employee. All the procedures for hiring of studdntkow the Student Employment
Policies.

Students can have any number of Departmental posiis long as they do not exceed
30 working hours any week when the school is isises International students however
cannot work more than 20 hours during school.

If not enrolled at least half time during the sumpsgmmer departmental employees
must have been enrolled at least half time in te®ipus spring semester and must be
enrolled at least half time in the coming fall setee.

Work Study Awarding Philosophy

Federal Work Study funds are initially awardedtiadents based on financial need as
determined by the FAFSA. UNI and lowa Work Studyds are initially awarded to
students who were employed under Work Study theigue academic year and have
financial need. A student having Work Study onary#oes not guarantee they will have
it the next. Due to limited funding, it is advisalbor students to apply for financial aid
as early in January as possible to be considered/éok Study the upcoming academic
year.

Work Study Waiting List

Students who were not awarded Work Study may cotitad-inancial Aid/Student
Employment Office to be placed on a waiting liftWork Study funds become
available, these students will be given priority fleceipt of these funds. Our office will
contact students if they are awarded Work-studyftioe waiting list.

*Students on the waiting list who express intenre€€ommunity Service Learningjobs
will be given priority for Federal Work Study funm.




Number of Work Study Jobs

Students may only hav®NE Work Study job at a time. However, students maxeha
both a Work Study and a Departmental job as lornteg do not work over a total of 30
hours per week while school is in session (40 hparsveek while school is not in
session).

Earning Total Work Study Award

Work Study student employees should earn theireekitiork Study award during fall and
spring semesters. Typically, awards are made uialemmounts for both fall and spring
semesters. If a student earns over their awardediatnfor fall, funds can be taken from
the spring’s award, provided the student will ddgcenrolled in spring courses. Once the
total Work Study award is earned, the student hegiaid by departmental funds or end
the employment.

Work Study student employees should contact tharféial Aid/Student Employment
Office as soon as they become aware that they otgann their entire Work Study
award.

Monitoring Employee’s Work Study

Following each pay period, work study monitoringsts are available via MyUNIverse
(within the Student Employment section) to eachlsiw's supervisor and/or timecard
approver. If a student employee is nearing theard, or if a student is not working
enough hours to earn their Work Study amount, thdesit's name will be highlighted.

If a student is close to reaching their award, depants should let that student know and
set them up departmentally if desired. After aletu has obtained their Work Study
amount, departments are responsible for sendirgdetiah form deleting their work

study position and setting them up as a departrhsiuident. Students should then
submit their hours through a departmental assighmen

Work Study Employment Ending Date

Work Study student employees may not be paid witdtk/AEtudy funds after the last day
of the Fall/Spring sessions as established by #ggsRar in the "Schedule Of Classes”
booklet. For a Fall/Spring award, earnings must@mthe last day of the spring
semester.

Summer Work Study Award
For consideration for Summer Work Study studenégirte fill out the Summer Financial
Aid Application after they register for at leashéurs of classes in the summer.
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Community Service Learning is a program which péifi Federal Work Study funding to
assist students and local non-profit organizatmmspecific tutoring programs duririge
fall and spring semestergfunding is not available during the summer). Stidevith
Work Study eligibility may obtain practical exparee through employment in their area
of study while being paicRlease note that a student may only have one Workusly

job (on or off campus) at one time.

Students who have financial aid eligibility and arerested in Community Service
should contact the UNI Financial Aid/Student Empi@nt Office, even if Work Study
was not offered on their Award Notification; as diehal Federal Work Study funding is
available for this program.

Cooperative Education also may allow the student toeceive credit for the work
performed. If interested, contact Allan Stamberg, UINI CO-OP Education Director.

Types of Community Service Learning:
Off-Campus Community Serviceallows students to work for non-profit
organizations in the Cedar Valley such as Day Caneters, Boys & Girls Club,
United Way, Correctional Facilities/Law Enforcemésdnters, YMCA/YWCA,
Mental Health Centers, and Big Brothers/Big Sisters
America Reads Community Servicallows students to gain teaching experience
by tutoring local elementary students in reading.
America Counts Community Serviceallows students to gain teaching
experience by tutoring local elementary studentaath.

Equal Opportunity/Affirmative Action
The University of Northern lowa's Work Study Empiognt Program is an equal
opportunity/affirmative action employer.
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Departments wishing to hire students should adhert® the following steps to ensure
their students are approved to work and complete thecards:

1. Check student employment eligibility (see below)

2. Complete the appropriate student employmentosyapform

3. Complete 19, W4, CERRF, and direct depositef stkudent has not previously worked
on campus.

&

Individual supervisors using the “Student Employb€lgibility” on MyUNIverse can
check the eligibility of any UNI student. Withinighlink, employers will be able to check
if a student is enrolled at least halftime, if taxms are needed, and if the student has
Work Study eligibility.

To obtain the Student Employment Eligibility optj@momplete an Online Transaction
Authorization (found in MEMFIS Forms Repositoryjjuesting transactioBWO3. On
occasion, some students receive additional findasiistance after the Award Letter is
produced that reduces the amount of Work Studyifigndt is the student’s
responsibility to notify departments of changethir award.

A variety of student employment approval forms available. Departments should
complete the approval that acknowledges the stadanployment type. Different
approvals are available for many of the differimgpéoyment types for students:
Departmental (pink), Federal Work Study (green), UN Work Study (blue).
Addition/Correction/Deletion approvals are multifunctional and can be completed
for all employment types.

Due to student confidentiality, departments ardamger required to list social security
numbers on the approval forms. Instead, UNI sttdambers are required in order for
approvals to be processed.



Students on Work Study or Departmental Employmentgl may begin work once the
employing department has a copy of the completadesit Employment Approval Form.
Timecards are not available for students until thaye officially been approved by the
Student Employment Office. If a department hiresualent who is not awarded Work
Study, the department assumes the responsibilfpayahe student as a Departmental
employee. All approvals must now include the folilogv

Oracle Organization Typically the name of the department

Oracle Job Title Job title for the student

Oracle Account Number It is now required to list the 29-digit oraclecaunt

number on each approval form

Supervisor: If the student’s supervisor is also acting aséaard Approver, there

isn't a need to list an approver.

Timecard Approver:If someone other than then employee’s supervishbei

reviewing a student’s timecards, their name shbeltisted on the approval under

timecard manager.
*For a complete listing of acceptable Oracle orgations and visit:
http://www.vpaf.uni.edu/hrs/memfis/OracleOrganizations.htm
http://www.vpaf.uni.edu/obo/payroll/student_job _titles.shtml

"/ $. .

Links have been provided to print any of the refévfarms needed for first-time student
employees. Copies of these may also be obtaimedgh the Student Employment
Office.

0 -1 #++ L

If a student has never held an on-campus job ¢dmsbe seen on the employment
eligibility screen), departments must completeitimgal employment form, along with an
I-9, W-4, and lowa CERRF form. Students can filthe necessary information
themselves, however the 1-9 form requires an engulsignature and two forms of
identification in the spaces providet.is not required to attach copies of identificain

to the 1-9 form as long as the supervisor signs it.

Students also have the option of completing a Did&posit Form. Students may attach
that form along with their other paperwork on theitial approval form.
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Students on Work Study or Departmental payroll nesénrolled for a minimum of 6
undergraduate hours or 5 graduate hours per academiester*. Students may not work
beyond the last day of the term if they are no @&reprolled as a student, regardless of
the current time sheet cutoff.

*Correspondence hours are not counted in the mimrhaur requirement for Work
Study or Departmental Employment.

Students must be enrolled half time (5 hours urmdeligate; 4 hours graduate) during
summer to be eligible for Summer Work Study. Stusl@ne allowed to work during
summer session through Departmental Employmenbwitheing enrolled in the
summer session, as long as they show at leastitnalfenroliment the previous spring
and the upcoming fall semesters.

/
If a student is not meeting the enroliment critemaEnrollment Exception Request may
be submitted to the Student Employment Coordin@itor.bakula@uni.edu).
Exceptions are approved on a semester by semesisr with students generally only
having this option once during their time at UNI.

+

Minimum wage for all student employees is $6.20cfa&pril 1, 2007). The lowa
minimum wage is scheduled to increase to $7.250naky 1, 2008. UNI students will
be required to be paid $7.25 on that effect dateeds A maximum wage rate of $15.00/
hour is also applicable for student employeléyou wish to pay a student beyond
$15.00/hour the department should attach reasoningith the approval form or via
email to Tim.Bakula@uni.edu .

The department is responsible for determining wagetheir student employees. Some
factors to keep in mind when setting a wage rage ar
- the duties of the job
- ability to hire (some positions are more diffictdtfill than others).
- the amount of responsibility needed by the studntient supervisor vs.
assistant).
- the student experience level in the field.
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It is recommended that students receive a $.20@er raise each year when employed in
the same department. Payroll provided electragpornts during the summer that allows
departments to approve continuing departmentakstueinployees with a revised wage.
Due to the minimum wage increases from April 2007rad January 2008

departments will not be required to have to manuall adjust wages on the reports
provided by Student Payroll.

(/ -

Work Study and Departmental employees may be eradléyr a maximum a80 hours
per week while school is in sessia@d0 hours/week when school is not in sessionke Th
30-hour per week rule applies to all combinatiohsrecampus employment. For
example if a student works at the dining centérally, and financial aid office during the
same week, they must not exceed 30 hours worketidoveek.

International students may only be employed foraximum of 20 hours per week while
school is in session (40 hours/week when schawbisn session).

Departments should be sensitive to each studeratieanic progress and be willing to
adjust the work schedule if necessary. Only inrexaéing circumstances can
departments allow a student to work up to 40 hawesk. Departments are encouraged
to have student employees visit with individualderaic advisors to assure that the
student's academic progress is not affected byingekxtensive hours.

Students are paid every two weeks by check ortitegosit. Students on Work Study
or Departmental payroll must be paid for all howsked. If the total allocated Work
Study award has been earned, the employing departmest pay any additional
earnings from their departmental budget. Volunsagvices are in violation of the Fair
Labor Standards of 1938 and are not permitted.

10



Students on Work Study or Departmental payroll npestorm their work satisfactorily.
Verification of quality work completed must be sutied on bi-weekly time sheets.
Conducting a student employee orientation at the ef employment and an evaluation
each semester is recommended.

If a student is not meeting the job expectationis, iecommended that the student and
supervisor meet to discuss the situation. The dson should be documented. All
transgressions directly related to a student’s eympént should continue to be
documented. Should the situation continue, thesugor may make arrangements to
discontinue the student's employment.

3 3

The publication ofPolicies and Regulations Affecting Studentsontains th&tudent
Employee Grievanceprocedures. This publication is distributed by @féce of
Educational and Student Services.
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The Department of Homeland Security and InternaldRae Service (IRS) have strict
laws governing employment of international studeimtgrnational students in
possession of an F1 or J1 VISA are permitted to wkron campus but must abide by
certain INS employment requirements. Prior to employment, international students
must make an appointment with Jan Rogers, UNI Rla@ftice (256 Gilchrist Hall
temporary location: Campbell Hall1148, 273-6218)¢complete IRS forms for correct
taxation status.

International Student Employment Requirements

International students are not permitted to workertban a total of 20 hours
from all jobs during ANYweek (Sunday through Saturday) while school is in
sessionThere are no exceptions to this rule.

International students must be enrolled full tih2 bours for undergraduates / 9
hours for graduates) except for summer. With proloeumentation from an
academic advisor, an exception may be made foestadn their last semester of
study. Exceptions are for one semester only. Teivean exception the
supervisor must email Tim Bakula at tim.bakula@eohi.

Due to legislation that took effect in October 2004international students are now
required to find employment prior to being able toapply for a Social Security
Number. A “Verification of Student Employment Form” is mpleted during a students
initial visit with Jan Rogers of the UNI Businespépations Office. The form is then
routed to Student Employment and International iSesv The International Services
Office will assist in a student completing theirci&d Security Application.

International students not abiding by the DeptHOMeland Security Employment
Requirements are in violation of their studentusgaStudents in violation risk
deportation and violating universities may be fifi@deach infraction.

Contact UNI International Services at (319) 273-b4ith any additional questions
regarding international student employment status.

12
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International students are not permitted to workertban a total of 20 hours from all
jobs during ANYweek (Sunday through Saturday) while school sessionThere are
no exceptions to this rule.

International students must be enrolled full tirh2 bours for undergraduates / 9 hours
for graduates) except for summer. With proper denitation from an academic advisor,
an exception may be made for students in theirskstester of study. Exceptions are for
one semester only.

International students must also abide by all o8tadent Employment policies.

Tips to finding on-campus employment:
1.) Log on to MyUNIverse and search the Online Job Boar
*International students should search “On-Campus)-W/ork Study”
2.) Obtain detailed information (i.e. qualificationgsttription, wage, contact
person, etc.) about each position by clicking ihi job link.
3.) Get in touch with the contact person of any empleytropportunities that
you may be interested in.

Procedures once employment is found:

1.) International studenfglUST make an appointment with Jan Rogers, UNI
Payroll Office (256 Gilchrist Hall temporary locati: Campbell Hall1148,
273-6212), to complete IRS forms for correct taxattatus.

*Forms needed when meeting with Jan will includ&X) Passport,

1-94, 1-20, IAP66, DS2019, I-797 (HI-B), etc.

*Graduate Assistants Also bring your assistantship acceptance letter.
*International students should keep track of themporary Social
Security number until they are issued an actualgb&ecurity card.

*See below for contact to make once a Social Setyu@ard is obtained.

2.) Once all necessary forms are completed with JareRothe international
student will then return to the department whichirgng them, and have their
supervisor complete an approval form, as well bsther tax documents that
are needed to gain employment.

3.) Supervisors will then send the approval form witipies of the student’s tax
information to the Student Employment office, lazhat 255 Gilchrist Hall.

Departments which will NEED a copy of your Social 8curity Card once received:
- All international personsPlease provide to Jan Rogers, the Dept. of Resgjemd
the Registrar’s Office.

- Graduates studentPlease notify Human Resources in addition to theva areas.

*If you have any changes in your student status (axnple: new VISA, passport, I-
20, DS2019, etc. you must provide this to Jan Rogeas well.

13



4 3 &

General Policies and Procedures

International students are not permitted to work mae than a total of 20 hours from
all jobs during ANY week (Sunday through Saturday) while school is isession.
There are no exceptions to this rule.

International students must be enrolled full tirh2 Hiours for undergraduates / 9 hours|for
graduates) except for summer. With proper docuniientérom an academic advisor, ar
exception may be made for students in their lastester of study. Exceptions are for one
semester only.

International students are allowed to work, anghde if they have applied for a Social
Security Number.

International students must also abide by all o8tadent Employment policies.

$+ n
- Jan Rogers assists the international studentthatinW-4 (Employee's Withholding
Allowance Certificate)8233(Tax Exempt Application if their country has a tagaty
with the U.S.) Foreign National Information Worksheet, and thdnternational
Student Employment Certification Form supplied by the Financial Aid Office.
-Jan keeps all originals of these forms, and makgses for the student to take to
the employing department.

- The student should take all documents that theypbeted with Jan and show them to
their employer. The employer may make any copieg wish to attach to the student's
documentation for employment purposes. The stustemild "keep" all documents that
Jan gives them. This is necessary particulatiiyafstudent has a tax treaty. There is
information in the documents that the student cetesl when they have a tax treaty that
they need when they complete their income tax metur

- The employer completes all documents that thegnatly complete with a U. S.
Citizen student employee with the exception of\i& (completed by JanjThe
employing department completes the I-9 and CEERF fons and sends these
documents,along with the approval form to the UNI Studentfoyment Office.
-If a student has the documents from Jan, theyea®y to have an
approval form completed for them.
-If the student does not yet possess a valid $eNlgpartment should indicate,
“APPLIED FOR” in the space asking for Social Security #.
-The employer may make any copies they wish tchtta the student's
documentation for employment purposes.

14
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Q: What should be entered in the Social Security gection of the 19 if the student
doesn’t possess a valid SSN?

A: Supervisors should enter “Applied For.” Temporaaumbers should never be used
on governmental forms.

Q: Does a new 19 need to be completed upon a studeaceiving valid SSN?
A: No

Q: Are their countries that have tax treaties thatcan withhold a student’s ability to

be paid?

A: If the student's country has a tax treaty with U.S., the student will still be paid.
However, the tax treaty exemption cannot be consitentil the international student
has obtained a SSN. A copy of the tax treaty egipdin has to be sent to the Internal
Revenue Service. The IRS accepts only "real" $8Nval not accept tracking numbers.
Thus, Federal and State taxes will be withheld ftbenstudent's paycheck until a copy of
their SSN is provided.

Q: Is there a deadline in place in which a studennust have their actual SSN in

place or can a student conceivably work the entiresemester under the "mock” SSN
that they are given?

A: As long as the student entered the US witha stigtus that allows them to work, they
should not have a problem receiving a valid so&88N. If the student provides you with
a receipt from the Social Security Administratigay can hire the student. The student
must provide a valid social security card to Pay&ll0 weeks after start date. If the
student does not provide a valid SSN, payroll igithove their hours from the payroll
database. These students can still work and tutnmecards; they will be issued a
special paycheck as soon as the social securitypruis received. In the Fall 2003
semester, only one student had to be taken dfiegayroll.

Q: What needs to happen when international studenteeceive their official SSN?
A: The following departments need to receive a adpiie SSN:

Jan Rogers (Business Operations): every internafiperson

Registrar’s Office: every international student

Dept. of Residence: every international student

Human Resources: graduate assistants and stafbersnonly

Q: What should departments do with back timecards a a result of the student not
having a valid SSN yet?

A: Payroll collects and keeps the hours of the stugldhdt are not paid due to an invalid
SSN.

15
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The Online Job Board is a search tool provided togléht Employment to assist students
in their search for student employment opportusiticocated within the MyUNIverse
portal under the category of Student Employmeng @nline Job Board offers a
multitude of functions designed to assist studantsemployers.

To comply with Equal Opportunity Regulations, W@&@tudy and Departmental
Employment job positions must be advertised orGhkne Job Board at least 24 hours
prior to hiring.

& ]

The Online Job Board allows students to searcliall@ving categories of employment:
On-Campus Work Study, Off-Campus Work Study (C%);Campus Non-Work
Study, and Off-Campus Non-Work Study. Students ha#see the ability to sort by
specific categories such as wage rate, startirgy datlepartment. Once an appealing
position is found, students can click into the pagsto obtain further information.

& ]

Supervisors can log into the Online Job Board (tbwithin MyUNIverse) and post
positions that are available within their departtme@nce within the Job Board
employers should click on “Employer Home” and ceeafposting by filling out the
appropriate information.

& 5 6

An additional component to the Online Job Boardvedl students to post profiles about
themselves for hiring departments/jobs they aret imbsrested in, as well as a brief
description of their experience or abilities. Whelns open up in the department
specified students will be sent an email notifizatinforming them to view the posting
on the Online Job Board. Likewise departments balsent notification informing them
that a student has a profile posted that may ntatgh position.

16



MEMFIS Timecards

. & ! " The following is a brief description
regarding various MEMFIS Timecard Applications.e&e refer to the MEMFIS
“Timecard Help” section of MyUNIverse for more sgacinstruction.

Creating a Timecard
- Log onto MyUNIverse
Scroll down to the MEMFIS section on the right calu
Click on Access MEMFIS Applications/Timecard
Fill in username and password--- Your usernameaaniditial password will be
listed at the first login...You will be required thange your password at first
login.
Click on UNI Student Employee Self Service
Click on Timecard
Click on New Timecard at the top of the screen
Insert your assignment and pay period (if you ateup as work study and
departmental, make sure to click on the correggassent)
Click on “Add a Row”
Finally, type in your hours
Click on Save for Later
Your time sheet will be ready to fill out at thisipt
Every Friday, or last working day, fill in hours msrmal only then clicking on an
option to submit to time card approver or supenvisthe timecard will then be
forwarded to correct approver and reviewed by them.

& [1]

A timecard can be submitted for approval by the leyge or Timecard Manager on a
weekly basis. If the employee has no designatatedard Approver, the timecard
information is sent to the supervisor as a notiftafor approval. If the employee
has a designated Timecard Approver, the timecdodnration will be sent as a
notification for approval to the Timecard Approven both cases an FYI notification
will be sent to the employee stating that theiretard has been submitted for
approval, to whom and when.

If no action is taken to a Timecard Approval Nai#iion within a given period of
time, the notifications will time out. On timeolftthe notification was initially sent
to a Timecard Approver, a Timecard Approval Noation will be sent to the
supervisor of the assignment. If the notificatiorthe supervisor times out, then a
Timecard Final Approval Notification will go to theupervisor’s supervisor for the
assignment.

17



On a timeout, if the notification was initially 9eio a supervisor, a Timecard Final
Approval Notification will go to the supervisor'sigervisor for the assignment.

If there is no response to a Timecard Final Apprdidification, the timecard is set
to a timed out status and returned to the empléyeesubmission or approval by a
Timecard Manager. The employee may contact theiMTo perform the approval or
resubmit their timecard for approvalimecard Managers do not receive e-mail
notifications regarding timed out timecards.

In all cases, the timecard will only require one teel of approval in order to be
processed by payroll for payment.

Weekly Timecards will follow the following time ogthedule:
- Tuesday at 12:00 noon
Wednesday at 12:00 noon
Wednesday at 5:00 pm
Thursday at 10:00 amapproved timecards are processed by Payroll

Much of this information regarding MEMFIS Workflow was taken from

www.vpaf.uni.edu/memfis . For more assistance, call the Computer Consult
Center at 273-5555 or e-mail your questions ahemfis-help@uni.edu

18
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A: YES.Having a job on-campus connects students withltigcstaff, and other students
who may help them adjust to life at UNI. It alsadiees students time management and
responsibilities. Research has proven that mangdjmew students perform better
academically and are more likely to remain in sdiibemployed on-campus.
Furthermore, work experience is helpful when inming for a career position after
graduation.

* - I 18 8 7
A: Students offered Work Study on their Financialid\Award Letter must do the
following:
Accept the Work Study and return one signed coplyedfinancial Aid Award
Letter to the UNI Financial Aid Office.
Review currently available Work Study positionsted®n the Online Job Board.

Students who do not have a job by the third weékeo§emester may lose their Work
Study funding.

* H# ! 1 88 7
A: YES. Because of limited Work Study funding and findreih eligibility
requirements, not all students who apply for Wadd$ will receive it. If students are
not awarded Work Study, they have some options:
Inquire about obtaining a Departmental Employment.
Contact the Financial Aid/Student Employment Offibeut Community Service
Work Study opportunities.

Contact the Financial Aid/Student Employment Offacbe placed on a Work Study
waiting list. If Work Study funds become availaBtedents will be contacted.

* ! 17

A: Students may work a maximunB6fhours per weekvhile school is in session (40
hours/week during break periods). However, on ageratudents work approximately
10-15 hours per week.

* - 8 8 & 7

A: Minimum wage for all student employees is $6.20af&pril 1, 2007). The lowa
minimum wage is scheduled to increase to $7.2%anaky 1, 2008. UNI students will
be required to be paid $7.25 on that effect dateedls

19
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A: Students may only hasee Work Study jolat one time. However, students may have
both a Work Study and a Departmental Employmengajdhe same time as long as the
pay rates are the same at both jobs and do not week a total of 30 hours per week
while school is in session (40 hours per week wdaleol is not in session).

* 1 & - 7
A: Once you register for Summer Classes you needrt to the Financial Aid Office
and fill out Summer Financial Aid Application inditlon to your FAFSA.

. &
7

A: Employers can check a student’s eligibility ig®NIverse under ‘My Transactions’ —
‘Student Employment Eligibility’.

* - 7

A: Due to the Gilchrist renovation, the FinanciabdAStudent Employment Office is
currently located in the lower level of Maucker OmLO42. Once renovations are
complete we will once again be located in GilchHstl.

* | 7
A: A student must work at least half time to beveéd to work on campus.

20



U)

Roles & Responsibilitie

Roles of Student Employment

a.

b.

C.

Process student employment approval forms: chelests’ eligibility
(enrollment, taxation forms, etc.)

Assist students and departments with taxation folfis, W-4s, and
CEERF

Create job postings on the Online Job Board

Monitoring students’ work study award: sending ntoring sheets,
calling departments when a student is reachingtigeof their award.
Grant and approve enrollment exceptions for stiegdeat meeting
enrollment criteria to work on campus

General Student Employment questions

Roles of UNI Student Payroll

g.
h.

i.
J.

Enter student’s approval form information into QeaSystem

Enter corrections (change in pay rate, job titlgesvisor, etc.) in Oracle
System (after correction form has been submittégttolent Employment)
Assist with all payment problems

Set up Direct Deposit Forms

Roles of MEMFIS Consulting Center
k. Assist with timecard problems

Contact Information

Student Employment Help Desk
(319) 273-6394
UNIstudent-jobs@uni.edu

Tim Bakula-Assistant Director of Financial Aid, Student Employment Coordinator
(319) 273-2722
Tim.bakula@uni.edu

Liz Cox-Financial Aid Staff
(319) 273-7394
Mary.cox@uni.edu
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