
1 
 

 

Lorain County Community College 

Student Employee 

Supervisor Handbook 
for Community Service Agencies 

March 2019 
 

 
  



2 
 

TABLE OF CONTENTS 
Introduction  4 

 Advantages of Student Employment  5 

Federal Work Study Eligibility  6 

Hiring Student Employees  6 

 Hiring Strategies  6 

 Job Requisition/ Taleo Applicant Tracking Software 7 

 Creating the Job Description  7 

 Applicants  8 

 Selection and Interviewing 9 

 Background Checks 11 

 Continuing Employment  11 

Pay, Hours Worked and Breaks  11 

 Minors  12 

 Time Cards  12 

Emergency Contact  13 

Confirming and Monitoring Eligibility 13 

Student Employee Orientation and Training  13 

 Confidentiality 15 

Performance Management / Evaluation 15 

Resignation/Termination  15 

APPENDIX 

 Sample Community Service Federal Work Study Agency Application  17 

 Sample LCCC Off-Campus Federal Work Study Agreement 19 

 Sample Job Posting 22 

 Sample Work Study Authorization 23 

 Sample Interview Questions for Student Employees  24 

 Sample Decline Letter  25 

 Sample Time Card  26 

 New Student Employee Training  27 

 NACE Career Readiness Competencies  28 

 LCCC Policies Related to Employees  30 

 Student Employment Hiring Process for Community Service Supervisors  31 

 Student Employment Time Reporting Process Community Service Locations 33 

  



3 
 

Thank you for collaborating with Lorain County Community College to provide a meaningful 
work experience for our students through the Federal Work Study Community Service 
Employment Program.  
 
The following handbook will provide you with useful information about hiring and 
employing Lorain County Community College Federal Work Study student employees. If 
you have any questions about the information in this handbook, feel free to reach out to us 
at 366-4076 or studentemployment@lorainccc.edu. 
  

mailto:studentemployment@lorainccc.edu
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INTRODUCTION 

The Federal Work-Study (FWS) Program is a federally subsidized employment program, which 
provides part-time work opportunities for students. The FWS Program also encourages 
recipients to participate in community service activities through employment opportunities 
with nonprofit organizations.   
 
Through this program, eligible students may work with employers who help people meet their 
need for food, shelter, and health, educate people about their legal and civil rights, protect the 
environment or wildlife, or support social issues affecting the general welfare. Student 
employment is intended to be a productive learning experience, and students are encouraged 
to choose jobs that relate to their academic and occupational goals.  
 
Lorain County Community College’s Federal Work-Study allotment covers 100% of the 
student worker’s wages --- there is zero cost to the nonprofit employer.  This program 
provides a valuable opportunity for LCCC students to offset their education costs and help keep 
their loan indebtedness to a minimum.  
 
To participate in this program, employers must complete an Agency Application Form and 
Community Service Contract (see appendix for samples), which is coordinated by LCCC Career 
Services. 
 
The organizations may not involve sectarian instruction or other religious activities of a church, 
nor may involve the construction, operation, or maintenance of any portion of a facility used 
for sectarian instruction or religious worship. Students with Federal Work study eligibility may 
also have the opportunity to serve as reading and math tutors under the America Reads and 
America Counts program.  Federal Work Study employees may not displace or replace 
community service agency employees. 
 
Agencies interested in partnering with Lorain County Community College to be a designated 
community service agency should contact Career Services. 
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Advantages of Student Employment (for the community service organization): 

 Increases the visibility of your organization in the community. 

 

 Contributes to the growth of the non-profit sector by supporting the development of 

students as civic-minded graduates. 

 

 Provides you with an opportunity to mentor our next generation of young professionals. 
 

 Provides new perspectives on your organization’s work. 
 

 Fosters a connection between students and the community. 

 

Advantages of Student Employment (for the student): 

 Provides the student with a sense of community and belonging. Students tend to earn 
better grades and are more likely to earn a degree. 

 
Helps the student establish a work record, develop a work ethic, and learn fundamental skills of 
employment such as punctuality, communication, cooperation, and management. 
 

 Prepares the student for the world the world of work through the processes of interviewing, 
hiring, training, supervision, relating to coworkers and the public, meeting expectations, and 
goal achievement. 

 

 Provides the student with an opportunity to sample several career choices through varied 

work experiences 
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FEDERAL WORK STUDY ELIGIBILITY 

Federal Work Study (FWS) student employees are compensated through funds that the federal 

government has made available to LCCC.  Student Employment is not meant to be full-time or a 

long term employment solution.  All student employees are considered at-will employees. The 

student, the College, or the community service agency may terminate employment at any time, 

with or without cause. For those eligible, Federal Work Study is an option to work, not a 

requirement or a guaranteed job.  All student employment is dependent on availability of 

funding. 

The following students are ineligible for FWS: 

 International Students 

 University Partnership Students 

 Do not meet academic and enrollment requirements 

 No current financial need (per Federal guidelines) 

A student may be employed through the Federal Work Study programs during a period of 

nonattendance, such as a summer term or a vacation period, however, they must be registered 

for at least 6 credit hours for the upcoming term. Those earnings will be calculated into the 

student’s work study eligibility for the following term. 

 

HIRING STUDENT EMPLOYEES  

1. Hiring Strategies  

Students should be hired for employment on the basis of their skills, experience, and availability. 

Efforts should be made whenever possible to provide students with flexible and progressive 

learning opportunities that support their academic goals. Hiring priority should be given to 

students whose major and course of study are most closely aligned with the duties and 

responsibilities of the job. This will assist student employees in the development of job-related 

skills and their professional resume.  

Student employees are not to replace a current employee.  If an employee leaves voluntarily 

or non-voluntarily, they cannot be replaced with a student worker. 

A student may not be employed or assigned to an organizational unit in which supervisory 

authority and/or responsibility for that organizational unit is provided by a relative of the 

student. 

Lorain County Community College is an equal opportunity employer and does not discriminate 

on the basis of race, color, national origin, sex, sexual orientation, gender identity or its 

expression, disability, age, religion or veteran/military status. 
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Lorain County Community College is committed to maintaining an environment that is free of 

sexual harassment and all forms of sexual intimidation and exploitation. Lorain County 

Community College students who engage in Federal Work Study community service 

employment are protected by and subject to applicable state and federal employment 

regulations, as well as LCCC policies. 

 

2.  Job Requisition / Taleo Applicant Tracking Software  

Lorain County Community College utilizes Taleo, a cloud based recruitment and onboarding  system 

for all hiring, including student employment, which enables the College to track applicant data, 

retain required records, and maintain consistent and non-discriminatory hiring practices.  

 

All student employee position vacancies must be posted to Taleo and all applicants will be 

required to apply online.  

 

Community Service Partners will create a job posting along with the desired close date. LCCC 

Career Services will use this information to create and post the job requisition in Taleo. 

 

3. Creating the Job Description  

All student employment job requisitions must have a job description. Writing an effective job 

description that accurately reflects the work and specific skills required is vital to attracting the 

right student applicants. (See the Appendix for a sample).   

Here are some important questions to answer as you draft a job description: 

• What is the purpose/role of the position? 

• What is a representative, functional job title for the position? 

• What is the location/address of the position?  
 

• Who will supervise the student employee?  

• What schedule do you need – mornings, afternoons, flexible, 10 hours, 20 hours, etc.? 

• How many students are you hoping to recruit and hire? 

• What will be the length of the student’s/students’ employment? 
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• What are the core duties, responsibilities, and tasks associated with the position 

(describe in detail)? How do they relate to the purpose/role? 

• How will the student interact with other staff? 

• What general qualifications or skills do you need? 

• Do you have any screening questions or special instructions for applicants? 

• What makes this job educationally meaningful for a student?  

Student employment should benefit your organization and the student’s career and educational 

development.  

Employers should make their jobs as interesting and rewarding for the student as possible. 

Experience shows that students prefer jobs which provide valuable work opportunities related 

to career goals. Clearly, the ability to attract students increases as the level of job responsibilities 

increases. 

Career Services will review all job descriptions to ensure that they include appropriate duties and 

language prior to creating your job requisition in Taleo. 

To repost a job that has expired, contact LCCC Career Services (Sheryl Mariner).. 

4. Applicants  

 First time student employees are required to apply for student employment positions 

via the “Career Opportunities” website, where they can view open positions, upload an 

optional resume, etc. 

 Current student employees interested in student employment opportunities must 

access and apply for jobs through the LCCC Cloud system. 

 Detailed instructions and a job aid for student employee applicants can be found at: 

https://www.lorainccc.edu/career-services/student-employment/ 

 Career Services reviews pending applicants for student employment to confirm that they 

meet academic and Federal Work Study requirements 

The hiring process for student employees includes a background check. Human Resources 

review’s the results of all background checks and provides the final authorization to hire a 

student employee (See Background Checks). 

  

https://www.lorainccc.edu/career-services/student-employment/
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5. Selection and Interviewing  

After determining that a student applicant is FWS eligible, Career Services will download and 

create a PDF of all information created by the student in Taleo under: 

 Submission information 

 Experience and Credentials 

 Questionnaire 

Career Services will email these items to the community service partner supervisor, along with 

any optional attachments the student has uploaded (resume, cover letter). 

The Community Service Partner Supervisor will review materials received from LCCC Career 

Services and determine the candidates they would like to interview and will provide these names 

to Career Services. The Community Service Partner Supervisor will contact the students and 

conduct interviews. 

For the supervisor, interviewing is a time to gather information about the applicant. For the 

student, interviewing is an invaluable lesson.  A student’s professional development begins with 

the application and interview process.  

Here are a few tips to help you begin your interview process. 

• Create a list of open-ended questions that are criterion-based, behavior-based, and job 

related. (A list of sample interview questions can be found in the appendix). 

 Decide whether you will do skills testing, based on the requirements of the job. 

 During the interview: 

 Introduce yourself and provide a brief overview of the position before you start asking the 

applicant questions. 

 Ask all applicants the same basic questions in the same manner. 

 Encourage applicants to ask questions. 

 Inform the applicant when they can expect to hear of your decision.   

After the interview: 

 Rate each applicant according to the requirements for the job immediately after the 

interview. If you wait, the information will not be as easily recalled. 

 Supervisors should maintain all documentation from the interview for two (2) years from the 

interview date.  
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 Notify students who have not been selected (see appendix for decline letter); encourage 

them to connect with LCCC Career Services for additional assistance in securing student 

employment. 

 Once you have made your selection contact the student you have chosen. After confirming 

their interest in the opportunity, explain to the student that the offer of employment is 

contingent upon the successful completion of a Background Check by LCCC Human 

Resources (see Background Checks). Then notify Career Services (Sheryl Mariner at 

smariner@lorainccc.edu or at 440 366-4125)  

 Students may not begin to work until the Background Check and onboarding/payroll 
process are completed.  

 Once you have made your selection, contact the student: 

o Confirm continued interest in the position 

o Determine a tentative start date (must be at beginning of pay period) 

o Explain offer of employment is contingent on passing a background check 

o Advise student to check for email (and spam folder) from 

applicantdirect@asurint.com. Remind students to hit “Submit” button. 

 Upon confirming the students interest, immediately contact LCCC Career Services (Sheryl 

Mariner (smariner@lorainccc.edu or at 440 366-4125) so that she can advance the student 

to the background check stage within the Taleo system. 

 LCCC Career Services will notify the Community Service Agency Supervisor that the student 

has passed the background check. 
 

 Community Service Agency Supervisor should alert new student employee that they have 

passed the background check and should be watching for an email to complete their new 

hire process and paperwork. 
 

 After passing the background check, the new student employee will receive an email 
advising them to go online and complete their onboarding new hire/payroll materials, 
which in include the student handbook and notification of mandatory student worker 
orientation.  The student will also be required to print, sign, and take the I-9 form to LCCC 
Payroll with photo ID. 

 

 Career Services will complete the Student Payroll Authorization form (on behalf of 
community service agency) and forwarded to Payroll and the Division. 

 

 Career Services will send an email to the Community Service Partner Supervisor advising 
that the student can begin to work, along with the student’s weekly work study 
allocation. The student cannot begin working until this email is received.  

mailto:smariner@lorainccc.edu
mailto:applicantdirect@asurint.com
mailto:smariner@lorainccc.edu
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6. Background Checks  

Each new student employee is required to have a background check completed after being 

offered a position. The background check is free and is conducted by LCCC Human Resources. 

Students who leave LCCC employment for more than one year will be required to complete a 

new background check. The job offer will be contingent on the approval of the background check.  

No student may begin working until the background check is cleared. 

7. Continuing Employment 

If a community service agency wishes to have a student employee continue working in the 

same area the next semester, a new work study authorization is needed. Send an email to 

studentemployment@lorainccc.edu requesting the new authorization for the new semester.   

PAY, HOURS WORKED AND BREAKS 

All student employees are paid the Ohio minimum wage per hour. 

 

All Federal Work Study student employees must be paid for all hours worked. The Fair Labor 

Standards Act of 1938, as amended, prohibits employers (including schools) from accepting 

voluntary services from any paid employee. There is no comp/snow/sick/vacation days or overtime 

for student employees. It is “hours worked equals hours paid”. 

Student employees are entitled to the following breaks: 

• 2 – 15 minute paid breaks and ½ hour unpaid lunch when working 8 hours 

• ½ hour unpaid lunch when working 6 hours 

• 15 minute paid break when working 4 hours 

All breaks are interruptible. 

FWS student employees are not authorized to work more than 20 hours/week when classes are 

in session. Students are not permitted to work during scheduled class times.  Students may 

work during academic calendar breaks.  However, they must be registered for the upcoming term 

(at least 6 credit hours), and those earnings will be included when calculating work study 

eligibility for the following term. During breaks, students may work up to a maximum of 25 

hours per week (subject to current LCCC employment policy). Student workers also CANNOT, 

under any circumstances, work more hours than LCCC part time staff members. 

Student employees must be adequately supervised. A student employee may not supervise other 

students. Students may only work during agency hours of operation. Work cannot be done from 

home. Students may not operate their personal vehicle for agency business. 

  

mailto:studentemployment@lorainccc.edu
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Supervisors are responsible for monitoring students’ earnings to ensure that they do not exceed 

their work study allocation. (see confirming and monitoring eligibility) 

MINORS 

State of Ohio minor employment laws must be followed when hiring individuals under 18 years 

old.  Supervisors with student employees under 18 years of age should contact Career Services 

for additional guidance. 

TIME CARDS 

Federal Work Study students employees working at an off campus community service organization 

will need to : 

 Submit a completed time sheet to the Community Service Agency Supervisor 

 Report his/her time in the Taleo system. 

 

The Community Service Partner Agency Supervisor will review and sign off on the paper time 
sheet and forward as a PDF to Career Services (Sheryl Mariner at smariner@lorainccc.edu). The 
Manager of Career Services will review and compare the paper and electronic  timesheet to and 
sign off as appropriate.   

Supervisors of Federal Work Study students must maintain timesheets or adequate records of 

student hours worked.  These timesheets must show, separately for each day worked, the 

hours a student worked, and the total hours worked during the job’s payment cycle i.e., every 

two weeks. These amounts and hours recorded must match the hours for which the student is 

paid.  

 If the time reports are not turned on time the student runs the risk of not getting paid.   

 It is the supervisor’s responsibility to make sure time reports are completed timely and 

accurately.  

 Your signature as a supervisor designates that you have reviewed and approve of all hours 

and days worked.   

LCCC student employees are paid bi-weekly on Friday, via Direct Deposit.  A schedule of payroll 

dates is available in the Payroll Department or Career Services. Student employees are 

encouraged to visit the payroll office to discuss any special banking needs with a Payroll 

Accountant. If the student does not have direct deposit, the student may be required to pick up 

the first check in the Payroll Office with a photo ID. 

 

mailto:smariner@lorainccc.edu
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EMERGENCY CONTACT  

All student employees are requested to place on file with the agency the name(s) of the person(s) 

to be contacted in case of an emergency, illness or injury.  

Student employees are required to immediately report all work-related injuries/illnesses to their 

immediate supervisor (whether minor or serious in nature).  

In the event that a student employee is injured while working at a community service agency, 

the supervisor shall phone LCCC Campus Security (440 366-4053) at once, after obtaining proper 

medical attention.   

CONFIRMING AND MONITORING ELIGIBILITY 

At the time of being hired, Career Services will verify that new student employees are meeting 

enrollment and academic performance guidelines. In addition, Career Services will complete the 

same verification steps for all student employees at the beginning of each semester, on the 14th 

day of the semester, and at midterm.  Career Services will immediately notify the student’s 

supervisor and Payroll if the student employee is not meeting the eligibility requirements. The 

supervisor should notify the student that he/she is no longer eligible for employment and ensure 

that the student discontinues working immediately. 

It is the student’s and supervisor’s responsibility to keep an accurate, up -to-date accounting 

of all student employment earnings to prevent the student from earning in excess of his/her 

Federal Work Study allocation. If a student earns wages beyond his or her work-study award 

limit, the community service agency will be responsible for 100% of the student’s over 

earned wages.  

STUDENT EMPLOYEE ORIENTATION AND TRAINING 

Supervisors should instruct new student employees to read the Student Worker Handbook on 

the Career Services homepage. 

First time student employees are required to attend an orientation session conducted by Career 

Services on the LCCC campus.  Attendance at the orientation will be considered part of the student’s 

work hours. Supervisors will be notified of the orientation schedule. Topics include: 

 Fulfilling the duties and responsibilities of the job description 

 Maintaining professional behavior  

 Maintaining appropriate confidentiality  

 Working a consistent, reliable schedule 

  

http://www.lorainccc.edu/Employment+and+Career+Services/Student+Employment.htm
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 Dressing appropriately for the work environment 

 Appropriate face-to-face and telephone communications 

 Complying with department/agency rules and policies 

 Complying with all aspects of the Student Code of Conduct 

 Not scheduling work hours over class time 

The training also includes a discussion of gaining experience, skill development, and the link to  

future employment opportunities. 

It is supervisor’s responsibility to build on this foundation through on-the-job training, 

explanation of relevant agency policies and procedures, and establishing agency expectations. 

Properly orienting your new student employee to your agency is vital to the supervisory process. 

Beyond informing the student of procedures and job duties, the orientation process is your 

opportunity as a supervisor to set clear expectations for the position. The more structure and 

guidance you can provide a student employee as their supervisor, the better. (A list of 

recommended topics for departmental training can be found in the Appendix).  

An often forgotten aspect of the employment process is the role of a supervisor as a mentor. 

Many students need instruction on how to be effective employees since LCCC may be their first 

exposure to working. A supervisor helps guide good working relationships to: 

• Establish professionalism and good employment behaviors 

• Develop a sense of pride in their employment responsibilities 

• Develop confidence in his/her abilities 

Lorain County Community College does not have a uniform dress code, so it is up to the 

employing agency to communicate what constitutes appropriate dress.  

A student employee’s sense of contribution to the non-profit organization has a significant effect 

on job performance and satisfaction. The supervisor’s impact lasts long beyond the student’s 

employment.  

Appropriate training can ensure that each student gets a positive start on the job, and may also 

be valuable when the student graduates and enters the job market. Prospective employers look 

for verifiable job experience in addition to academic achievement. 

New Student Employee Orientation includes an overview of skill development opportunities 

available through student employment. Students are given a tracking form to record the skills 

they are developing through student employment. Supervisors are encouraged to work with their 

student employees on this important career development activity.   
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Supervisors should encourage student input and decision making. The more the student feels a 

part of your department, the more likely they are to invest into their duties. Whenever possible, 

include student employees in staff meetings, training opportunities, etc. 

Confidentiality 

Community agencies are permitted to establish their own guidelines and requirements with 

respect to confidentiality. Supervisors should review these confidentiality guidelines, 

requirements and/or responsibilities with students. 

PERFORMANCE MANAGEMENT / EVALUATION 

As a supervisor, it is critical to regularly communicate with student employees on how well they 

are doing. Effective supervisor feedback provides a meaningful experience for student 

employees. Experiencing this reality of professional life provides an invaluable opportunity for 

growth as a young professional. 
 

It’s important to correct poor work performance or inappropriate behavior as soon as possible. 

Supervisors should explain to the student why the behavior was inappropriate or incorrect and 

how to remedy the situation. It is important to clearly communicate expectations and steps for 

improving performance. Appropriate documentation should be maintained. If additional advice 

is need on how to handle a situation Career Services and/or LCCC Human Resources are available.  
 

Student employees should be evaluated each term.  Supervisors will be asked to evaluate 

students on the eight NACE Career Readiness Competencies (see Appendix) via a simple (2 steps 

and 8 minutes) survey provided by SkillSurvey.  

RESIGNATION /TERMINATION 

All student employees are considered at-will employees. The student, the College, or the 
community service agency may terminate employment at any time, with or without cause. In 
the event that a student resigns or is terminated from his/her position, the supervisor must 
immediately  notify Career Services via email at studentemployment@lorainccc.edu. 
 
Since student employment is a component of the student’s learning environment, the 
supervisor should take steps to work with the student to improve job performance before 
termination becomes necessary.  The exception to this would be if action taken by the student 
was in direction violation of LCCC’s Code of Conduct, agency policies, or if the action could put 
the College or agency in a position of liability. 
 
Student employees should submit his/her letter of resignation to the supervisor at least two (2) 
weeks before the date the resignation becomes effective. In the event that a student does not 
give proper notice the supervisor should use this as a coaching opportunity and advise the 
student that  a notice of two weeks is a commonly held workplace standard.  
 

Based on the reason for termination, consider directing the student employee back to LCCC 
Career Services to aid them in finding another job.  
  

mailto:studentemployment@lorainccc.edu
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APPENDIX 
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SAMPLE COMMUNITY SERVICE FEDERAL WORK STUDY AGENCY APPLICATION 
 

LORAIN COUNTY COMMUNITY COLLEGE 

AGENCY APPLICATION 

COMMUNITY SERVICE FEDERAL WORK STUDY 

Agency: ____________________________________________ Phone: _______________________ 
 
Address: _____________________________________________________________________________ 
 
Contact Person: _____________________________________ ______________________________ 
 (name) (title) 
 

Purpose or mission statement of agency:  ___________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 

 

How does the agency?  

Meet the requirement of improving the quality of life to community residents? 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
2) Improve the quality of life for low income individuals? 
_____________________________________________________________________________________ 

Community Service Definition 

Services which are identified by an institution of higher education, through formal or informal consultation 

with local nonprofit, governmental, and community-based organizations, as designed to improve the quality 

of life for community residents, particularly low-income individuals, or to solve particular problems related 

to their needs, including: 

 (1) such fields as health care, child care, literacy training, education (including tutorial services), 

welfare, social services, transportation, housing and neighborhood improvement, public safety, crime 

prevention and control, recreation, rural development and community improvement; 

 (2) work in service opportunities or youth corps as defined in section 101 [*] of the National and 

Community Service Act of 1990, and service in the agencies, institution and activities designated in section 

124(a)[**] of the National and Community Service Act of 1990; 

 (3) support services to students with disabilities; and 

 (4) activities in which a student serves as a mentor for such purposes as: 

 (a)  tutoring: 

 (b)  supporting educational and recreational activities; and 

 (c)  counseling, including career counseling.  
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_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 

3) Solve particular problems related to the needs of low income individuals? 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 

Agency Services Include: 

 ____ Welfare  ____ Mentoring activities 
 ____ Recreation ____ Social Services 
 ____ Support Services for students with disabilities ____ Transportation 
 ____ Work in Service Opportunities or Youth Corps ____ Public Safety 

 ____ Specified Service for Agencies Identified in the ____ Crime Prevention & Control 

  Nation & Community Service Act of 1990 ____ _____________________ 
 

How could Federal Work Study students be involved in delivery community service if employed by your 

agency?  What tasks would the students perform? 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 

Who will be the primary contact for this program at your agency? 

Name: ________________________________Title: _______________________________________ 

Phone No(s): ____________________________   Email: ______________________________________ 
 

FWSAGMAG2017.docx 

  

Financial Aid Office Use Only 

 Position qualifies for Federal Work Study Community Site 
 

 No positions qualify at this time 
 

Comments:  __________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
____________________________________________  _____________________ 

 Signature, Financial Aid Officer Date 
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SAMPLE LCCC OFF-CAMPUS FEDERAL WORK STUDY AGREEMENT 
 

Lorain County Community College 
Off-Campus Federal Work-Study Agreement 

Effective Beginning June 1, 2xxx 
 

This agreement is entered into between Lorain County Community College, 
hereinafter known as the “Institution” and _________________, hereinafter known as the 
“Organization,” for the purpose of providing work to students eligible to participate in the 
Federal Work-Study (FWS) Program. 

 
The parties agree to and understand that work to be performed under this 

agreement is to be in the public interest, and which (1) will not result in the displacement 
of employed workers or impair existing contracts for services; (2) will be governed by such 
conditions of employment, including compensation, as will be appropriate and reasonable 
in light of such factors as type of work performed, geographical region and proficiency of 
the employee as determined by the Institution; (3) does 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 for religious worship; and (4) does 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. 

 
FWS Student Employment Referral Forms, signed by an authorized official of the 

Institution, and Job Description Forms, will set forth the names of students employed 
under this agreement, their hourly rates of pay, description of duties, and maximum gross 
earnings per student, and are considered part of this agreement. 

 
During periods of regular enrollment, students employed under this agreement 

may work no more than twenty (20) hours per week.  When classes are not in session 
(during vacation breaks and summer), students may work thirty-seven and one-half (37 
½) hours per week. 

 
Students can only be paid for hours actually worked, and may not be paid for lunch, 

vacation, holiday, sick days, or other hours not actually worked.  When a student’s 
accumulated gross earnings reach his/her Federal Work-Study Award, (s)he must stop 
working under this agreement. 

 
Students will be made available to the Organization by the Institution as the 

Institution shall determine specific work assignments.  Students may be removed from 
work on a particular assignment or from the Organization by the Institution, either on its 
own initiative or at the request of the Organization. 

 
The Organization agrees that no student will be denied work or subjected to 

different treatment under this agreement on the grounds of race, color, religion, sex, or 
national origin, and that it will comply with the provisions of the Civil Rights Act of 1964 
(P.L. 88-352; 78 STAT.252) and the Regulations of the Department of Health, Education 
and Welfare which implement that act, and Title IX of the Education Amendments of 1972 
(Pub. L. 92-318). 

The Institution is considered the employer for purposes of this agreement.  It has 
the ultimate right to control and direct the services of each student for the Organization.  
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It has the responsibility to determine whether the students meet the eligibility 
requirements for employment under the Federal Work-Study Program, to assign students 
to work for the Organization, and reserves the right to determine whether students are 
performing appropriate work.  The Organization’s right is limited to direction of the details 
and means by which the result is to be accomplished. 

 
Transportation for students to and from their work assignments will not be provided 

by either the Institution or the Organization.  In the event of injury incurred by a student 
employee while acting within the scope of his/her duties, the Institution shall assume 
responsibility as employer. 

 
The student will be paid by the Institution based on the established hourly rate 

designated in the Job Description and number of hours worked.  A written record of hours 
worked is to be submitted by the Organization to the Institution on a biweekly basis in 
accordance with a schedule issued annually by the Institution.  At the Institution’s request, 
the Organization agrees to confirm these hours by authorized signature of an 
Organization official on verification statements before the Institution will release payments 
to the students employed under this agreement.  Authorized Organization officials able to 
verify hours will be determined by the Organization. 

 
Each Party agrees to be responsible for any personal injury or property damage 

caused by the negligent acts or negligent omissions by or through itself or its agents, 
employees and contracted servants and each party further agrees to defend itself 
 and themselves and pay any judgments and costs arising out of such negligent 
acts or negligent omissions, and nothing in this Agreement shall impute or transfer any 
such responsibility from one to the other. 

 
The Institution shall disburse the compensation payable to students under this 

Agreement, subject to the following terms and conditions: 
 
 The Institution shall pay each student whom they employ under the 

Federal Work Study Program the full amount of compensation the 
student has earned during the current pay period.  Of this amount, the 
Institution’s share is one hundred percent (100%) of the wages paid, 
plus all payments due as an employer’s contribution under State or 
local worker’s compensation laws, under Federal or State social 
security laws, or under any other applicable laws. 

 The Institution shall provide time sheets, payroll procedures and will 
pay qualified students working under the Federal Work Study Program 
at the same time it pays it regular employees - every two weeks. 
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Organization Description 

Name of Organization:  Telephone:  

Address:  

Contact Person Name:   Title:   

Type of Organization:  Non-Profit  
 

IRS Exemption No.:   

 
 
Contract Authorization: 
 
Date:  ___________ Signed (for the Institution) _____________________________ 
  Jonathan Volpe 

Vice President for Administrative 
Services/Treasurer 

 
 

Date:  ___________ Signed (for the Organization) _____________________________ 

 Printed/Typed Name:   __________________________________ 

 Title:   _______________________________________________ 
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SAMPLE JOB POSTING  
 

Job ID 4xxxxx 

Job Title Student Worker 

Job Description 

This is a work study position ONLY. Only candidates that are eligible for 
Federal Work Study will be considered. 
 
ABC Agency is looking for reliable and dependable student workers to work 
front desk duties. Candidates must be punctual and appropriately attired as 

this position is a first point of contact for agency clients and the 
community. Duties include but are not limited to the following: 
 
• Answering telephones; 
• Covering the front desk; 
• Processing incoming and outgoing mail; 
• Filing, copying, and assembling information packets; 
• Creating cover sheets for files to be imaged; 
• Preparing documents for meetings; 
• Handling other duties as assigned. 
 

The student worker should have previous customer service experience, 
preferably in an office setting and experience working with MS Office; must 
be available to work Monday through Friday between the hours of 9am-
5pm.  

Type of Job Student Employment 

Job Location Agency Name 

Posting Date 08/07/2xxx 

Expiration Date 09/11/2xxx 

Job Requirements 

Degrees Wanted None Required 

Majors Wanted Any Major 

Job Targets Wanted Any Job Target 

Special Skills Wanted   

Other Job Requirements 

The student worker should have previous customer service experience, 
preferably in an office setting and experience working with MS Office; must 
be available to work Monday through Friday between the hours of 9am-
5pm. Only candidates that are eligible for Federal Work Study will be 
considered. 
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Student Name: Ima Student 

Student ID: xxxxxx 

GPA: 

Rate per hour:  $x.xx 

 

Hiring Department:  Your department 

Dept. Acct #: xxxx-xxxxx-xxxxx-xxx-

LCCC 

Supervisor: Your name 

 

Term: Spring 2XXX 

Term Budget: 

Pell 

SEOG 

Subsidized Loan 

Scholarship 

Scholarship 

Other Resource 

Total Aid: 

 

Term EFC: 

Work study eligibility:* $ 2,242.00 

Recommended hours/week: ** 16.39 

Authorized by: Name – Financial Aid Staff 

Date: 1/2/2xxx 

 

 

*This is the maximum that a student can earn during the term. It is the responsibility of the student and supervisor to 

assure this amount is not exceeded 

**This is the average # of hours that a student should work to allow him/her to work all term without exceeding 

work study eligibility. Students can work more or le hours/week, as long as they do not exceed eligibility. 

  

2xxx-2xxx WORK STUDY AUTHORIZATION 

 

Note For work study students: 

Ø Current FASFA (2xxx-xx) must be completed. 

Ø Student must be registered in 6 credit hours Spring 2xxx 

Ø The Fall SAP process will not be run until grades are posted; if students fail to meet 

 SAP requirements by the end of Spring term, all earnings will be reversed from work 

 study to department’s budget. 

 



24 
 

SAMPLE  INTERVIEW QUESTIONS  
Below is a sampling of questions that may be used during your interview with the student employee. 

Interview questions may vary based on specific job duties and responsibilities.  Develop a set of 

questions that are relevant to your position and use the same questions for each student you interview 

for a particular job.  Feel free to contact LCCC Career Services and/or Human Resources for further 

assistance. 

1. Please tell us about yourself (program of study, career goals, work experience, etc.).  

 

2. How will this position be relevant to your academic goals? 

 

 

3. Every person that comes to the College is a customer.  Please give us an example of a difficult 

customer you encountered and how you handled the situation. 

 

 

4. Much of our work requires collaborating with others. Please give us an example of a time when 

you worked with a group/team to accomplish a goal(s). 

 

5.  What experience do you have with Microsoft Office (Word, Excel, PowerPoint)? Outlook? 

 

6. Sometimes there will be more than one person needing help from you at one time.  For 

example, there may be someone waiting while you are speaking to someone at the counter and 

the phone will ring too.  How have you handled that type of situation in your previous work 

experience? 

 

7. What experience do you have dealing with confidential information?  

 

8. Why should we select you for this position? 

 

 

9. What questions do you have for me? 
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DECLINE LETTER 
 

 

Date 

 

Name 

Address 

City, State ZIP 

 

Dear _________   : 

Thank you for your time and interest in applying for the Lorain County Community College Federal Work 

Study student worker position (in or agency or organization).  At this time the position (or positions) has 

(or have) been filled.   

If you are still looking for employment, I encourage you to contact LCCC Career Services for assistance 

with your job search. They are located on the first floor Bass Library and can be reached at 366-4076 or 

via www.lorainccc.edu/careers.  

I wish you the best of luck. 

 

Sincerely, 

 

 (Name and title of Employer) 
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Student Worker Time Card 

FEDERAL WORK STUDY 
COMMUNITY SERVICE STUDENT’S TIME SHEET 

Lorain County Community College 
PLEASE PRINT 

 
Student Name: ___________________________________________________________ 
 
Employee # _____________________Student #  ____________________________ 
 
Agency Name : ____________________________________________________________ 
 
 

Day Date Regular Hours Explanation 

Monday    

Tuesday    

Wednesday    

Thursday    

Friday    

Saturday    

Sunday    

 

Day Date Regular Hours Explanation 

Monday    

Tuesday    

Wednesday    

Thursday    

Friday    

Saturday    

Sunday    

 

Total Hours    

 
I certify that this a true statement of my hours worked for the period and days indicated. 
  
__________________________________ ________________________ 
 Student’s Signature  Date 
 
 
The authorized Community Service Agency representative certifies that the work was performed in a 
satisfactory manner on the days and for the amount of hours stated above. 
 
__________________________________ ________________________ 
Community Service Agency Representative   Date 
 
Community Service Agency, please email this form to studentemployment@lorainccc.edu or fax to 440 

366-4676 

  

mailto:studentemployment@lorainccc.edu
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NEW STUDENT EMPLOYEE - TRAINING 
 

The following guidelines are suggested for onboarding your new student employee: 

1. Require student to read LCCC Student Worker Handbook on Career Services website. 

2. Explain to the new employee the office operations and the general reporting structure.  

3. Describe the goals and activities of the agency. 

4. Introduce the new employee to staff as a new member of your team. 

5. Agree on a specific work schedule. A written schedule should preclude future 

misunderstandings.  

6. Assign a work station. Show the student where to find work assignments, messages and 

where to secure personal belongings. 

7. Provide a clear overview of agency procedures and your personal expectations (e.g. 

expectations for handling breaks, work absence, late arrivals, requests for time off, 

appropriate dress, attitude, customer service, confidentiality, etc.). 

8. Describe the student’s specific duties and responsibilities. Include information to help the 

student understand the importance of each duty and the relationship between his/her 

job and other activities. Encourage the student to ask questions. 

9. Discuss supervisor expectations of the student’s work performance, including quality and 

quantity standards. Identify back-up tasks for slow work periods.  

10. Establish a training schedule for the student to ensure they become proficient at their 

required duties. Pair the student up with an existing employee for job shadowing. 

11. Establish a timeline for feedback and performance evaluations. 

12. Update the student employee regularly on policy or procedure changes or other 

information that may affect his/her employment. 
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NACE CAREER READINESS COMPETENCIES 

Career readiness of college graduates is of critical importance 

in higher education, in the labor market, and in the public 

arena. Yet, up until now, “career readiness” has been 

undefined, making it difficult for leaders in higher education, 

work force development, and public policy to work together 

effectively to ensure the career readiness of today’s graduates. 

In accordance with its mission to lead the community focused 

on the employment of the new college graduate, the National 

Association of Colleges and Employers (NACE), through a 

task force comprised of representatives from both the higher 

education and corporate sides, has developed a definition and 

identified competencies associated with career readiness for 

the new college graduate. 

 

COMPETENCIES: 
Critical Thinking/Problem Solving: Exercise sound reasoning to analyze issues, make decisions, and overcome 

problems. The individual is able to obtain, interpret, and use knowledge, facts, and data in this process, and may 

demonstrate originality and inventiveness. 

Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to 

persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to 

others; and can write/edit memos, letters, and complex technical reports clearly and effectively. 

Teamwork/Collaboration: Build collaborative relationships with colleagues and customers representing diverse 

cultures, races, ages, genders, religions, lifestyles, and viewpoints. The individual is able to work within a team 

structure, and can negotiate and manage conflict. 

Digital Technology: Leverage existing digital technologies ethically and efficiently to solve problems, complete tasks, 

and accomplish goals. The individual demonstrates effective adaptability to new and emerging   technologies. 

Leadership: Leverage the strengths of others to achieve common goals, and use interpersonal skills to coach and 

develop others. The individual is able to assess and manage his/her emotions and those of others; use empathetic 

skills to guide and motivate; and organize, prioritize, and delegate work. 

Professionalism/Work Ethic: Demonstrate personal accountability and effective work habits, e.g., punctuality, 

working productively with others, and time workload management, and understand the impact of non-verbal 

communication on professional work image. The individual demonstrates integrity and ethical behavior, acts 

responsibly with the interests of the larger community in mind, and is able to learn from his/her mistakes. 

Career Management: Identify and articulate one’s skills, strengths, knowledge, and experiences relevant to the 

position desired and career goals, and identify areas necessary for professional growth. The individual is able to 

navigate and explore job options, understands and can take the steps necessary to pursue opportunities, and 

understands how to self-advocate for opportunities in the   workplace. 

Global/Intercultural Fluency: Value, respect, and learn from diverse cultures, races, ages, genders, sexual 

orientations, and religions. The individual demonstrates openness, inclusiveness, sensitivity, and the ability to 

interact respectfully with all people and understand individuals’ differences. 
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USING THE DEFINITION AND COMPETENCIES 
How do the definition and competencies help those focused on ensuring new college graduates have the 

skills necessary to enter and become part of a strong, productive work force? 

The definition and competencies provide for development of strategies and tactics that will close the gap 

between higher education and the world of work. They lay the foundation for the work necessary to 

prepare college students for successful entry into the work force by: 

• Providing a common vocabulary and framework to use when discussing career readiness 

metrics on campus, within employing organizations, and as part of national public policy. 

• Establishing defined competencies as guidelines when educating and advising students. 

• Establishing defined competencies to identify and assess when hiring the college educated. 

NOW AVAILABLE: CAREER READINESS RESOURCES 
NACE members have generously shared a variety of resources designed to support your efforts 

in integrating career readiness into your programs and services. You can access those materials 

and measurements at www.naceweb.org/career-readiness/competencies/career-readiness-

resources. 

 
NACE© 

The National Association of Colleges and Employers 

Advancing college talent together 

Established in 1956, the National Association of Colleges and Employers (NACE) is the leading source of information on the 

employment of the college educated. 

In carrying out its mission — to lead the community of professionals focused on the employment of the college educated by 

providing access to relevant knowledge, resources, insight, and relationships — NACE connects more than 7,600 college career 

services professionals at nearly 2,000 colleges and universities nationwide, and more than 3,000 HR/staffing professionals 

focused on university relations and recruiting, and business affiliates who serve this community. 

Among colleges and universities, NACE represents more than 50 percent of all four-year colleges and universities in the United 

States, and 98 percent of all research universities. Approximately 30 percent of two-year public institutions count themselves as 

NACE members. 

On the employer side, NACE members include mid-size and large national and global organizations, ranging from Fortune 500 

organizations to start-up companies to government agencies. NACE employer members represent a wide range of industries, 

including finance, energy, retail, manufacturing, pharmaceuticals, insurance, consulting services (accounting, engineering, 

computer), government and nonprofits, and more. 

Headquartered in Bethlehem, Pennsylvania, NACE forecasts trends in the job market; tracks, analyzes, and reports on outcomes for 

new college graduates by discipline, degree level, and type of school through its First-Destination Survey; monitors legal issues 

in employment, the job search, and hiring practices; and provides college and employer professionals with professional standards 

as well as an ethical framework by which both groups can work together to benefit the college-educated candidate. NACE 

provides its members with benchmarks and metrics; research; resources, including a survey of starting salaries for new college 

graduates, a quarterly journal, and a biweekly newsletter; and professional development opportunities. 

www.naceweb.org 

62 Highland Avenue Bethlehem, PA 18017 Phone: 610.868.1421 

©2017 National Association of Colleges and Employers. All rights reserved. 

 

 

http://www.naceweb.org/career-readiness/competencies/career-readiness-resources/
http://www.naceweb.org/career-readiness/competencies/career-readiness-resources/
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LCCC POLICIES RELATING TO EMPLOYEES 

As a supervisor, it is important that you monitor and ensure that your student 

employees adhere to the policies and procedures that apply to all College 

employees and are outlined in the Student Worker Handbook . These include: 

 Handling A Bomb Threat and Evacuation Procedures 

 How To Report a Fire and Respond to an Audible Fire Alarm 

 Dealing With a Tornado or Severe Weather 

 Emergency and Severe Weather Closings 

 Drug and Alcohol Policy 

 Sexual Harassment Policy  

 Smoking Policy 

 Code of Conduct 
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Student Employment Hiring Process for Community Service Supervisors 

(March 2019) 

 Community Service Partner creates a job posting using Career Services guidelines and 
forwards posting along with desired closing date to Sheryl Mariner in LCCC Career 
Services  

 LCCC Career Services reviews job posting information and posts as a requisition in Taleo  

o LCCC HR approves requisition 

o Once the student employee requisition has been approved, the posting is visible to 
students. Students apply to posted student position via Taleo. 

o Career Services reviews pending applicants to confirm that they meet academic and 
Federal Work Study (FWS) requirements, and marks applications as work study 
approved or ineligible.  

 After determining that the student is FWS eligible, Career Services will download and 
create a PDF of all information created by the student under: 

o Submission Information 
o Experience and Credentials 
o Questionnaire 
Career Services will email these items to the community service partner supervisor, 

along with any optional attachments the student has uploaded (resume, cover letter). 

 The Community Service Partner Supervisor will review materials received from LCCC 

Career Services and determine the candidates they would like to interview. They will 

provide these names to Career Services who will advance these candidates to the 

interview stage in Taleo.  

 

 The Community Service Partner Supervisor will contact the students and conduct 

interviews. 

 

 The Community Service Partner Supervisor will decide who they wish to hire.  The 

Community Service Partner Supervisor will contact the student: 

o Confirm continued interest in the position 

o Determine a tentative start date (must be at beginning of pay period) 

o Explain offer of employment is contingent on passing a background check 

o Advise student to check for email (and spam folder) from 

applicantdirect@asurint.com. Remind students to hit “Submit” button. 

  

mailto:applicantdirect@asurint.com
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 After confirming the student is interested in the position, the Community Service 

Partner Supervisor will contact Career Services, who will advance the student to the 

background check stage within Taleo. 

 
 The Community Service Partner Supervisor should alert the new student employee 

that they have passed the background check and should be watching for an email to 

complete their new hire process and paperwork. 

 

 Career Services triggers onboarding in Taleo. 
o New student employee receives email notifying them to go back into Taleo to 

complete their onboarding new hire/payroll materials to include the student 
handbook and notification of mandatory student worker orientation. Student prints, 
signs, and takes I-9 form to Payroll with photo ID. 

 

o During onboarding, the Student Payroll Authorization form will be completed by 
Career Services and forwarded to Payroll and the Division.  Career Services (on 
behalf of community service agency) will email payroll pbetts@lorainccc.edu 
APPROVED in lieu of a wet signature. 

 

 

o Once payroll has received the three items listed below, they will send an email to 
Career Services (on behalf of community service agency) notifying them that 
‘paperwork is complete, and student is ok to start work.’ 

1. I-9 
2. Approval from Unit Administrator (re: Student Payroll Authorization) – 

Career Services will complete approval on behalf of community service 
agency 

3. Onboarding packet has been completed 

ALL documents must be completed before the student can begin to work. 

o Career Services sends email to the Community Service Partner Supervisor advising 
that the student can begin to work, along with the student’s weekly work study 
allocation. 

 

 Community Service Partner Supervisor ensures that new student employee attends new 
student employee orientation. 

  

mailto:pbetts@lorainccc.edu
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Student Employment – Time Reporting Process - Community Service Locations 

(March 2019) 

 Taleo super user will train new community service agency based FWS student 
employees on the time reporting process. 

 Community service agency - based FWS student workers will submit a completed 
paper time sheet to the Community Service Agency Supervisor. 

 The Community Service Partner Agency Supervisor will review and sign off on the 
paper time sheet and forward as a PDF to Career Services. 

 The FWS student employee must also report his/her time in the Taleo system.  

 The Manager of Career Services will review and compare the PDF copy of the paper 
timesheet to what the student submits via Taleo and sign off as appropriate. 
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	INTRODUCTION 
	The Federal Work-Study (FWS) Program is a federally subsidized employment program, which provides part-time work opportunities for students. The FWS Program also encourages recipients to participate in community service activities through employment opportunities with nonprofit organizations.   
	 
	Through this program, eligible students may work with employers who help people meet their need for food, shelter, and health, educate people about their legal and civil rights, protect the environment or wildlife, or support social issues affecting the general welfare. Student employment is intended to be a productive learning experience, and students are encouraged to choose jobs that relate to their academic and occupational goals.  
	 
	Lorain County Community College’s Federal Work-Study allotment covers 100% of the student worker’s wages --- there is zero cost to the nonprofit employer.  This program provides a valuable opportunity for LCCC students to offset their education costs and help keep their loan indebtedness to a minimum.  
	 
	To participate in this program, employers must complete an Agency Application Form and Community Service Contract (see appendix for samples), which is coordinated by LCCC Career Services. 
	 
	The organizations may not involve sectarian instruction or other religious activities of a church, nor may involve the construction, operation, or maintenance of any portion of a facility used for sectarian instruction or religious worship. Students with Federal Work study eligibility may also have the opportunity to serve as reading and math tutors under the America Reads and America Counts program.  Federal Work Study employees may not displace or replace community service agency employees. 
	 
	Agencies interested in partnering with Lorain County Community College to be a designated community service agency should contact Career Services. 
	  
	Advantages of Student Employment (for the community service organization): 
	 Increases the visibility of your organization in the community. 
	 Increases the visibility of your organization in the community. 
	 Increases the visibility of your organization in the community. 


	 
	 Contributes to the growth of the non-profit sector by supporting the development of students as civic-minded graduates. 
	 Contributes to the growth of the non-profit sector by supporting the development of students as civic-minded graduates. 
	 Contributes to the growth of the non-profit sector by supporting the development of students as civic-minded graduates. 


	 
	 Provides you with an opportunity to mentor our next generation of young professionals. 
	 Provides you with an opportunity to mentor our next generation of young professionals. 
	 Provides you with an opportunity to mentor our next generation of young professionals. 


	 
	 Provides new perspectives on your organization’s work. 
	 Provides new perspectives on your organization’s work. 
	 Provides new perspectives on your organization’s work. 


	 
	 Fosters a connection between students and the community. 
	 Fosters a connection between students and the community. 
	 Fosters a connection between students and the community. 


	 
	Advantages of Student Employment (for the student): 
	 Provides the student with a sense of community and belonging. Students tend to earn better grades and are more likely to earn a degree. 
	 Provides the student with a sense of community and belonging. Students tend to earn better grades and are more likely to earn a degree. 
	 Provides the student with a sense of community and belonging. Students tend to earn better grades and are more likely to earn a degree. 


	 
	Helps the student establish a work record, develop a work ethic, and learn fundamental skills of employment such as punctuality, communication, cooperation, and management. 
	 
	 Prepares the student for the world the world of work through the processes of interviewing, hiring, training, supervision, relating to coworkers and the public, meeting expectations, and goal achievement. 
	 Prepares the student for the world the world of work through the processes of interviewing, hiring, training, supervision, relating to coworkers and the public, meeting expectations, and goal achievement. 
	 Prepares the student for the world the world of work through the processes of interviewing, hiring, training, supervision, relating to coworkers and the public, meeting expectations, and goal achievement. 


	 
	 Provides the student with an opportunity to sample several career choices through varied work experiences 
	 Provides the student with an opportunity to sample several career choices through varied work experiences 
	 Provides the student with an opportunity to sample several career choices through varied work experiences 


	 
	FEDERAL WORK STUDY ELIGIBILITY 
	Federal Work Study (FWS) student employees are compensated through funds that the federal government has made available to LCCC.  Student Employment is not meant to be full-time or a long term employment solution.  All student employees are considered at-will employees. The student, the College, or the community service agency may terminate employment at any time, with or without cause. For those eligible, Federal Work Study is an option to work, not a requirement or a guaranteed job.  All student employmen
	The following students are ineligible for FWS: 
	 International Students 
	 International Students 
	 International Students 

	 University Partnership Students 
	 University Partnership Students 

	 Do not meet academic and enrollment requirements 
	 Do not meet academic and enrollment requirements 

	 No current financial need (per Federal guidelines) 
	 No current financial need (per Federal guidelines) 


	A student may be employed through the Federal Work Study programs during a period of nonattendance, such as a summer term or a vacation period, however, they must be registered for at least 6 credit hours for the upcoming term. Those earnings will be calculated into the student’s work study eligibility for the following term. 
	 
	HIRING STUDENT EMPLOYEES  
	1. Hiring Strategies  
	Students should be hired for employment on the basis of their skills, experience, and availability. Efforts should be made whenever possible to provide students with flexible and progressive learning opportunities that support their academic goals. Hiring priority should be given to students whose major and course of study are most closely aligned with the duties and responsibilities of the job. This will assist student employees in the development of job-related skills and their professional resume.  
	Student employees are not to replace a current employee.  If an employee leaves voluntarily or non-voluntarily, they cannot be replaced with a student worker. 
	A student may not be employed or assigned to an organizational unit in which supervisory authority and/or responsibility for that organizational unit is provided by a relative of the student. 
	Lorain County Community College is an equal opportunity employer and does not discriminate on the basis of race, color, national origin, sex, sexual orientation, gender identity or its expression, disability, age, religion or veteran/military status. 
	  
	 
	 
	Lorain County Community College is committed to maintaining an environment that is free of sexual harassment and all forms of sexual intimidation and exploitation. Lorain County Community College students who engage in Federal Work Study community service employment are protected by and subject to applicable state and federal employment regulations, as well as LCCC policies. 
	 
	2.  Job Requisition / Taleo Applicant Tracking Software  
	Lorain County Community College utilizes Taleo, a cloud based recruitment and onboarding  system for all hiring, including student employment, which enables the College to track applicant data, retain required records, and maintain consistent and non-discriminatory hiring practices.  
	 
	All student employee position vacancies must be posted to Taleo and all applicants will be required to apply online.  
	 
	Community Service Partners will create a job posting along with the desired close date. LCCC Career Services will use this information to create and post the job requisition in Taleo. 
	 
	3. Creating the Job Description  
	All student employment job requisitions must have a job description. Writing an effective job description that accurately reflects the work and specific skills required is vital to attracting the right student applicants. (See the Appendix for a sample).   
	Here are some important questions to answer as you draft a job description: 
	• What is the purpose/role of the position? 
	• What is the purpose/role of the position? 
	• What is the purpose/role of the position? 
	• What is the purpose/role of the position? 

	• What is a representative, functional job title for the position? 
	• What is a representative, functional job title for the position? 

	• What is the location/address of the position?  
	• What is the location/address of the position?  



	 
	• Who will supervise the student employee?  
	• Who will supervise the student employee?  
	• Who will supervise the student employee?  
	• Who will supervise the student employee?  

	• What schedule do you need – mornings, afternoons, flexible, 10 hours, 20 hours, etc.? 
	• What schedule do you need – mornings, afternoons, flexible, 10 hours, 20 hours, etc.? 

	• How many students are you hoping to recruit and hire? 
	• How many students are you hoping to recruit and hire? 

	• What will be the length of the student’s/students’ employment? 
	• What will be the length of the student’s/students’ employment? 



	  
	• What are the core duties, responsibilities, and tasks associated with the position (describe in detail)? How do they relate to the purpose/role? 
	• What are the core duties, responsibilities, and tasks associated with the position (describe in detail)? How do they relate to the purpose/role? 
	• What are the core duties, responsibilities, and tasks associated with the position (describe in detail)? How do they relate to the purpose/role? 
	• What are the core duties, responsibilities, and tasks associated with the position (describe in detail)? How do they relate to the purpose/role? 

	• How will the student interact with other staff? 
	• How will the student interact with other staff? 



	• What general qualifications or skills do you need? 
	• Do you have any screening questions or special instructions for applicants? 
	• What makes this job educationally meaningful for a student?  
	Student employment should benefit your organization and the student’s career and educational development.  
	Employers should make their jobs as interesting and rewarding for the student as possible. Experience shows that students prefer jobs which provide valuable work opportunities related to career goals. Clearly, the ability to attract students increases as the level of job responsibilities increases. 
	Career Services will review all job descriptions to ensure that they include appropriate duties and language prior to creating your job requisition in Taleo. 
	To repost a job that has expired, contact LCCC Career Services (Sheryl Mariner).. 
	4. Applicants  
	 First time student employees are required to apply for student employment positions via the “Career Opportunities” website, where they can view open positions, upload an optional resume, etc. 
	 First time student employees are required to apply for student employment positions via the “Career Opportunities” website, where they can view open positions, upload an optional resume, etc. 
	 First time student employees are required to apply for student employment positions via the “Career Opportunities” website, where they can view open positions, upload an optional resume, etc. 

	 Current student employees interested in student employment opportunities must access and apply for jobs through the LCCC Cloud system. 
	 Current student employees interested in student employment opportunities must access and apply for jobs through the LCCC Cloud system. 

	 Detailed instructions and a job aid for student employee applicants can be found at: 
	 Detailed instructions and a job aid for student employee applicants can be found at: 
	 Detailed instructions and a job aid for student employee applicants can be found at: 
	https://www.lorainccc.edu/career-services/student-employment/
	https://www.lorainccc.edu/career-services/student-employment/

	 


	 Career Services reviews pending applicants for student employment to confirm that they meet academic and Federal Work Study requirements 
	 Career Services reviews pending applicants for student employment to confirm that they meet academic and Federal Work Study requirements 


	The hiring process for student employees includes a background check. Human Resources review’s the results of all background checks and provides the final authorization to hire a student employee (See Background Checks). 
	  
	5. Selection and Interviewing  
	After determining that a student applicant is FWS eligible, Career Services will download and create a PDF of all information created by the student in Taleo under: 
	 Submission information 
	 Submission information 
	 Submission information 

	 Experience and Credentials 
	 Experience and Credentials 

	 Questionnaire 
	 Questionnaire 


	Career Services will email these items to the community service partner supervisor, along with any optional attachments the student has uploaded (resume, cover letter). 
	The Community Service Partner Supervisor will review materials received from LCCC Career Services and determine the candidates they would like to interview and will provide these names to Career Services. The Community Service Partner Supervisor will contact the students and conduct interviews. 
	For the supervisor, interviewing is a time to gather information about the applicant. For the student, interviewing is an invaluable lesson.  A student’s professional development begins with the application and interview process.  
	Here are a few tips to help you begin your interview process. 
	• Create a list of open-ended questions that are criterion-based, behavior-based, and job related. (A list of sample interview questions can be found in the appendix). 
	 Decide whether you will do skills testing, based on the requirements of the job. 
	 Decide whether you will do skills testing, based on the requirements of the job. 
	 Decide whether you will do skills testing, based on the requirements of the job. 


	 During the interview: 
	 Introduce yourself and provide a brief overview of the position before you start asking the applicant questions. 
	 Introduce yourself and provide a brief overview of the position before you start asking the applicant questions. 
	 Introduce yourself and provide a brief overview of the position before you start asking the applicant questions. 

	 Ask all applicants the same basic questions in the same manner. 
	 Ask all applicants the same basic questions in the same manner. 

	 Encourage applicants to ask questions. 
	 Encourage applicants to ask questions. 

	 Inform the applicant when they can expect to hear of your decision.   
	 Inform the applicant when they can expect to hear of your decision.   


	After the interview: 
	 Rate each applicant according to the requirements for the job immediately after the interview. If you wait, the information will not be as easily recalled. 
	 Rate each applicant according to the requirements for the job immediately after the interview. If you wait, the information will not be as easily recalled. 
	 Rate each applicant according to the requirements for the job immediately after the interview. If you wait, the information will not be as easily recalled. 

	 Supervisors should maintain all documentation from the interview for two (2) years from the interview date.  
	 Supervisors should maintain all documentation from the interview for two (2) years from the interview date.  


	 Notify students who have not been selected (see appendix for decline letter); encourage them to connect with LCCC Career Services for additional assistance in securing student employment. 
	 Notify students who have not been selected (see appendix for decline letter); encourage them to connect with LCCC Career Services for additional assistance in securing student employment. 
	 Notify students who have not been selected (see appendix for decline letter); encourage them to connect with LCCC Career Services for additional assistance in securing student employment. 

	 Once you have made your selection contact the student you have chosen. After confirming their interest in the opportunity, explain to the student that the offer of employment is contingent upon the successful completion of a Background Check by LCCC Human Resources (see Background Checks). Then notify Career Services (Sheryl Mariner at 
	 Once you have made your selection contact the student you have chosen. After confirming their interest in the opportunity, explain to the student that the offer of employment is contingent upon the successful completion of a Background Check by LCCC Human Resources (see Background Checks). Then notify Career Services (Sheryl Mariner at 
	 Once you have made your selection contact the student you have chosen. After confirming their interest in the opportunity, explain to the student that the offer of employment is contingent upon the successful completion of a Background Check by LCCC Human Resources (see Background Checks). Then notify Career Services (Sheryl Mariner at 
	smariner@lorainccc.edu
	smariner@lorainccc.edu

	 or at 440 366-4125)  


	 Students may not begin to work until the Background Check and onboarding/payroll process are completed.  
	 Students may not begin to work until the Background Check and onboarding/payroll process are completed.  

	 Once you have made your selection, contact the student: 
	 Once you have made your selection, contact the student: 

	o Confirm continued interest in the position 
	o Confirm continued interest in the position 
	o Confirm continued interest in the position 

	o Determine a tentative start date (must be at beginning of pay period) 
	o Determine a tentative start date (must be at beginning of pay period) 

	o Explain offer of employment is contingent on passing a background check 
	o Explain offer of employment is contingent on passing a background check 

	o Advise student to check for email (and spam folder) from 
	o Advise student to check for email (and spam folder) from 
	o Advise student to check for email (and spam folder) from 
	applicantdirect@asurint.com
	applicantdirect@asurint.com

	. Remind students to hit “Submit” button. 



	 Upon confirming the students interest, immediately contact LCCC Career Services (Sheryl Mariner (
	 Upon confirming the students interest, immediately contact LCCC Career Services (Sheryl Mariner (
	 Upon confirming the students interest, immediately contact LCCC Career Services (Sheryl Mariner (
	smariner@lorainccc.edu
	smariner@lorainccc.edu

	 or at 440 366-4125) so that she can advance the student to the background check stage within the Taleo system. 


	 LCCC Career Services will notify the Community Service Agency Supervisor that the student has passed the background check. 
	 LCCC Career Services will notify the Community Service Agency Supervisor that the student has passed the background check. 


	 
	 Community Service Agency Supervisor should alert new student employee that they have passed the background check and should be watching for an email to complete their new hire process and paperwork. 
	 Community Service Agency Supervisor should alert new student employee that they have passed the background check and should be watching for an email to complete their new hire process and paperwork. 
	 Community Service Agency Supervisor should alert new student employee that they have passed the background check and should be watching for an email to complete their new hire process and paperwork. 


	 
	 After passing the background check, the new student employee will receive an email advising them to go online and complete their onboarding new hire/payroll materials, which in include the student handbook and notification of mandatory student worker orientation.  The student will also be required to print, sign, and take the I-9 form to LCCC Payroll with photo ID. 
	 After passing the background check, the new student employee will receive an email advising them to go online and complete their onboarding new hire/payroll materials, which in include the student handbook and notification of mandatory student worker orientation.  The student will also be required to print, sign, and take the I-9 form to LCCC Payroll with photo ID. 
	 After passing the background check, the new student employee will receive an email advising them to go online and complete their onboarding new hire/payroll materials, which in include the student handbook and notification of mandatory student worker orientation.  The student will also be required to print, sign, and take the I-9 form to LCCC Payroll with photo ID. 


	 
	 Career Services will complete the Student Payroll Authorization form (on behalf of community service agency) and forwarded to Payroll and the Division. 
	 Career Services will complete the Student Payroll Authorization form (on behalf of community service agency) and forwarded to Payroll and the Division. 
	 Career Services will complete the Student Payroll Authorization form (on behalf of community service agency) and forwarded to Payroll and the Division. 


	 
	 Career Services will send an email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. The student cannot begin working until this email is received.  
	 Career Services will send an email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. The student cannot begin working until this email is received.  
	 Career Services will send an email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. The student cannot begin working until this email is received.  


	6. Background Checks  
	Each new student employee is required to have a background check completed after being offered a position. The background check is free and is conducted by LCCC Human Resources. Students who leave LCCC employment for more than one year will be required to complete a new background check. The job offer will be contingent on the approval of the background check.  No student may begin working until the background check is cleared. 
	7. Continuing Employment 
	If a community service agency wishes to have a student employee continue working in the same area the next semester, a new work study authorization is needed. Send an email to 
	If a community service agency wishes to have a student employee continue working in the same area the next semester, a new work study authorization is needed. Send an email to 
	studentemployment@lorainccc.edu
	studentemployment@lorainccc.edu

	 requesting the new authorization for the new semester.   

	PAY, HOURS WORKED AND BREAKS 
	All student employees are paid the Ohio minimum wage per hour. 
	 
	All Federal Work Study student employees must be paid for all hours worked. The Fair Labor Standards Act of 1938, as amended, prohibits employers (including schools) from accepting voluntary services from any paid employee. There is no comp/snow/sick/vacation days or overtime for student employees. It is “hours worked equals hours paid”. 
	Student employees are entitled to the following breaks: 
	• 2 – 15 minute paid breaks and ½ hour unpaid lunch when working 8 hours 
	• ½ hour unpaid lunch when working 6 hours 
	• 15 minute paid break when working 4 hours 
	• 15 minute paid break when working 4 hours 
	• 15 minute paid break when working 4 hours 


	All breaks are interruptible. 
	FWS student employees are not authorized to work more than 20 hours/week when classes are in session. Students are not permitted to work during scheduled class times.  Students may work during academic calendar breaks.  However, they must be registered for the upcoming term (at least 6 credit hours), and those earnings will be included when calculating work study eligibility for the following term. During breaks, students may work up to a maximum of 25 hours per week (subject to current LCCC employment poli
	Student employees must be adequately supervised. A student employee may not supervise other students. Students may only work during agency hours of operation. Work cannot be done from home. Students may not operate their personal vehicle for agency business. 
	  
	Supervisors are responsible for monitoring students’ earnings to ensure that they do not exceed their work study allocation. (see confirming and monitoring eligibility) 
	MINORS 
	State of Ohio minor employment laws must be followed when hiring individuals under 18 years old.  Supervisors with student employees under 18 years of age should contact Career Services for additional guidance. 
	TIME CARDS 
	Federal Work Study students employees working at an off campus community service organization will need to : 
	 Submit a completed time sheet to the Community Service Agency Supervisor 
	 Submit a completed time sheet to the Community Service Agency Supervisor 
	 Submit a completed time sheet to the Community Service Agency Supervisor 

	 Report his/her time in the Taleo system. 
	 Report his/her time in the Taleo system. 


	 
	The Community Service Partner Agency Supervisor will review and sign off on the paper time sheet and forward as a PDF to Career Services (Sheryl Mariner at 
	The Community Service Partner Agency Supervisor will review and sign off on the paper time sheet and forward as a PDF to Career Services (Sheryl Mariner at 
	smariner@lorainccc.edu
	smariner@lorainccc.edu

	). The Manager of Career Services will review and compare the paper and electronic  timesheet to and sign off as appropriate.   

	Supervisors of Federal Work Study students must maintain timesheets or adequate records of student hours worked.  These timesheets must show, separately for each day worked, the hours a student worked, and the total hours worked during the job’s payment cycle i.e., every two weeks. These amounts and hours recorded must match the hours for which the student is paid.  
	 If the time reports are not turned on time the student runs the risk of not getting paid.   
	 If the time reports are not turned on time the student runs the risk of not getting paid.   
	 If the time reports are not turned on time the student runs the risk of not getting paid.   

	 It is the supervisor’s responsibility to make sure time reports are completed timely and accurately.  
	 It is the supervisor’s responsibility to make sure time reports are completed timely and accurately.  

	 Your signature as a supervisor designates that you have reviewed and approve of all hours and days worked.   
	 Your signature as a supervisor designates that you have reviewed and approve of all hours and days worked.   


	LCCC student employees are paid bi-weekly on Friday, via Direct Deposit.  A schedule of payroll dates is available in the Payroll Department or Career Services. Student employees are encouraged to visit the payroll office to discuss any special banking needs with a Payroll Accountant. If the student does not have direct deposit, the student may be required to pick up the first check in the Payroll Office with a photo ID. 
	 
	EMERGENCY CONTACT  
	All student employees are requested to place on file with the agency the name(s) of the person(s) to be contacted in case of an emergency, illness or injury.  
	Student employees are required to immediately report all work-related injuries/illnesses to their immediate supervisor (whether minor or serious in nature).  
	In the event that a student employee is injured while working at a community service agency, the supervisor shall phone LCCC Campus Security (440 366-4053) at once, after obtaining proper medical attention.   
	CONFIRMING AND MONITORING ELIGIBILITY 
	At the time of being hired, Career Services will verify that new student employees are meeting enrollment and academic performance guidelines. In addition, Career Services will complete the same verification steps for all student employees at the beginning of each semester, on the 14th day of the semester, and at midterm.  Career Services will immediately notify the student’s supervisor and Payroll if the student employee is not meeting the eligibility requirements. The supervisor should notify the student 
	It is the student’s and supervisor’s responsibility to keep an accurate, up-to-date accounting of all student employment earnings to prevent the student from earning in excess of his/her Federal Work Study allocation. If a student earns wages beyond his or her work-study award limit, the community service agency will be responsible for 100% of the student’s over earned wages.  
	STUDENT EMPLOYEE ORIENTATION AND TRAINING 
	Supervisors should instruct new student employees to read the Student Worker Handbook on the 
	Supervisors should instruct new student employees to read the Student Worker Handbook on the 
	Career Services
	Career Services

	 homepage. 

	First time student employees are required to attend an orientation session conducted by Career Services on the LCCC campus.  Attendance at the orientation will be considered part of the student’s work hours. Supervisors will be notified of the orientation schedule. Topics include: 
	 Fulfilling the duties and responsibilities of the job description 
	 Fulfilling the duties and responsibilities of the job description 
	 Fulfilling the duties and responsibilities of the job description 

	 Maintaining professional behavior  
	 Maintaining professional behavior  

	 Maintaining appropriate confidentiality  
	 Maintaining appropriate confidentiality  

	 Working a consistent, reliable schedule 
	 Working a consistent, reliable schedule 


	  
	 Dressing appropriately for the work environment 
	 Dressing appropriately for the work environment 
	 Dressing appropriately for the work environment 

	 Appropriate face-to-face and telephone communications 
	 Appropriate face-to-face and telephone communications 

	 Complying with department/agency rules and policies 
	 Complying with department/agency rules and policies 

	 Complying with all aspects of the Student Code of Conduct 
	 Complying with all aspects of the Student Code of Conduct 

	 Not scheduling work hours over class time 
	 Not scheduling work hours over class time 


	The training also includes a discussion of gaining experience, skill development, and the link to  future employment opportunities. 
	It is supervisor’s responsibility to build on this foundation through on-the-job training, explanation of relevant agency policies and procedures, and establishing agency expectations. 
	Properly orienting your new student employee to your agency is vital to the supervisory process. Beyond informing the student of procedures and job duties, the orientation process is your opportunity as a supervisor to set clear expectations for the position. The more structure and guidance you can provide a student employee as their supervisor, the better. (A list of recommended topics for departmental training can be found in the Appendix).  
	An often forgotten aspect of the employment process is the role of a supervisor as a mentor. Many students need instruction on how to be effective employees since LCCC may be their first exposure to working. A supervisor helps guide good working relationships to: 
	• Establish professionalism and good employment behaviors 
	• Develop a sense of pride in their employment responsibilities 
	• Develop confidence in his/her abilities 
	Lorain County Community College does not have a uniform dress code, so it is up to the employing agency to communicate what constitutes appropriate dress.  
	A student employee’s sense of contribution to the non-profit organization has a significant effect on job performance and satisfaction. The supervisor’s impact lasts long beyond the student’s employment.  
	Appropriate training can ensure that each student gets a positive start on the job, and may also be valuable when the student graduates and enters the job market. Prospective employers look for verifiable job experience in addition to academic achievement. 
	New Student Employee Orientation includes an overview of skill development opportunities available through student employment. Students are given a tracking form to record the skills they are developing through student employment. Supervisors are encouraged to work with their student employees on this important career development activity.   
	Supervisors should encourage student input and decision making. The more the student feels a part of your department, the more likely they are to invest into their duties. Whenever possible, include student employees in staff meetings, training opportunities, etc. 
	Confidentiality 
	Community agencies are permitted to establish their own guidelines and requirements with 
	respect to confidentiality. Supervisors should review these confidentiality guidelines, 
	requirements and/or responsibilities with students. 
	PERFORMANCE MANAGEMENT / EVALUATION 
	As a supervisor, it is critical to regularly communicate with student employees on how well they are doing. Effective supervisor feedback provides a meaningful experience for student employees. Experiencing this reality of professional life provides an invaluable opportunity for growth as a young professional. 
	 
	It’s important to correct poor work performance or inappropriate behavior as soon as possible. Supervisors should explain to the student why the behavior was inappropriate or incorrect and how to remedy the situation. It is important to clearly communicate expectations and steps for improving performance. Appropriate documentation should be maintained. If additional advice is need on how to handle a situation Career Services and/or LCCC Human Resources are available.  
	 
	Student employees should be evaluated each term.  Supervisors will be asked to evaluate students on the eight NACE Career Readiness Competencies (see Appendix) via a simple (2 steps and 8 minutes) survey provided by SkillSurvey.  
	RESIGNATION /TERMINATION 
	All student employees are considered at-will employees. The student, the College, or the community service agency may terminate employment at any time, with or without cause. In the event that a student resigns or is terminated from his/her position, the supervisor must immediately  notify Career Services via email at 
	All student employees are considered at-will employees. The student, the College, or the community service agency may terminate employment at any time, with or without cause. In the event that a student resigns or is terminated from his/her position, the supervisor must immediately  notify Career Services via email at 
	studentemployment@lorainccc.edu
	studentemployment@lorainccc.edu

	. 

	 
	Since student employment is a component of the student’s learning environment, the supervisor should take steps to work with the student to improve job performance before termination becomes necessary.  The exception to this would be if action taken by the student was in direction violation of LCCC’s Code of Conduct, agency policies, or if the action could put the College or agency in a position of liability. 
	 
	Student employees should submit his/her letter of resignation to the supervisor at least two (2) weeks before the date the resignation becomes effective. In the event that a student does not give proper notice the supervisor should use this as a coaching opportunity and advise the student that  a notice of two weeks is a commonly held workplace standard.  
	 
	Based on the reason for termination, consider directing the student employee back to LCCC Career Services to aid them in finding another job.  
	  
	APPENDIX 
	  
	SAMPLE COMMUNITY SERVICE FEDERAL WORK STUDY AGENCY APPLICATION 
	 
	LORAIN COUNTY COMMUNITY COLLEGE 
	AGENCY APPLICATION 
	COMMUNITY SERVICE FEDERAL WORK STUDY 
	Agency: ____________________________________________ Phone: _______________________ 
	 
	Address: _____________________________________________________________________________ 
	 
	Contact Person: _____________________________________ ______________________________ 
	 (name) (title) 
	 
	Purpose or mission statement of agency:  ___________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	 
	 
	How does the agency?  
	Meet the requirement of improving the quality of life to community residents? 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	 
	2) Improve the quality of life for low income individuals? 
	2) Improve the quality of life for low income individuals? 
	2) Improve the quality of life for low income individuals? 


	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	Community Service Definition 
	Services which are identified by an institution of higher education, through formal or informal consultation with local nonprofit, governmental, and community-based organizations, as designed to improve the quality of life for community residents, particularly low-income individuals, or to solve particular problems related to their needs, including: 
	 (1) such fields as health care, child care, literacy training, education (including tutorial services), welfare, social services, transportation, housing and neighborhood improvement, public safety, crime prevention and control, recreation, rural development and community improvement; 
	 (2) work in service opportunities or youth corps as defined in section 101 [*] of the National and Community Service Act of 1990, and service in the agencies, institution and activities designated in section 124(a)[**] of the National and Community Service Act of 1990; 
	 (3) support services to students with disabilities; and 
	 (4) activities in which a student serves as a mentor for such purposes as: 
	 (a)  tutoring: 
	 (b)  supporting educational and recreational activities; and 
	 (c)  counseling, including career counseling.  

	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	 
	3) Solve particular problems related to the needs of low income individuals? 
	3) Solve particular problems related to the needs of low income individuals? 
	3) Solve particular problems related to the needs of low income individuals? 


	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	 
	Agency Services Include: 
	 ____ Welfare  ____ Mentoring activities 
	 ____ Recreation ____ Social Services 
	 ____ Support Services for students with disabilities ____ Transportation 
	 ____ Work in Service Opportunities or Youth Corps ____ Public Safety 
	 ____ Specified Service for Agencies Identified in the ____ Crime Prevention & Control 
	  Nation & Community Service Act of 1990 ____ _____________________ 
	 
	How could Federal Work Study students be involved in delivery community service if employed by your agency?  What tasks would the students perform? 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	 
	Who will be the primary contact for this program at your agency? 
	Name: ________________________________Title: _______________________________________ 
	Phone No(s): ____________________________   Email: ______________________________________ 
	 
	FWSAGMAG2017.docx 
	  
	  
	Financial Aid Office Use Only 
	 Position qualifies for Federal Work Study Community Site 
	 Position qualifies for Federal Work Study Community Site 
	 Position qualifies for Federal Work Study Community Site 


	 
	 No positions qualify at this time 
	 No positions qualify at this time 
	 No positions qualify at this time 


	 
	Comments:  __________________________________________________________________________ 
	_____________________________________________________________________________________ 
	_____________________________________________________________________________________ 
	 
	____________________________________________  _____________________ 
	 Signature, Financial Aid Officer Date 

	SAMPLE LCCC OFF-CAMPUS FEDERAL WORK STUDY AGREEMENT 
	 
	Lorain County Community College 
	Off-Campus Federal Work-Study Agreement 
	Effective Beginning June 1, 2xxx 
	 
	This agreement is entered into between Lorain County Community College, hereinafter known as the “Institution” and _________________, hereinafter known as the “Organization,” for the purpose of providing work to students eligible to participate in the Federal Work-Study (FWS) Program. 
	 
	The parties agree to and understand that work to be performed under this agreement is to be in the public interest, and which (1) will not result in the displacement of employed workers or impair existing contracts for services; (2) will be governed by such conditions of employment, including compensation, as will be appropriate and reasonable in light of such factors as type of work performed, geographical region and proficiency of the employee as determined by the Institution; (3) does not involve the con
	 
	FWS Student Employment Referral Forms, signed by an authorized official of the Institution, and Job Description Forms, will set forth the names of students employed under this agreement, their hourly rates of pay, description of duties, and maximum gross earnings per student, and are considered part of this agreement. 
	 
	During periods of regular enrollment, students employed under this agreement may work no more than twenty (20) hours per week.  When classes are not in session (during vacation breaks and summer), students may work thirty-seven and one-half (37 ½) hours per week. 
	 
	Students can only be paid for hours actually worked, and may not be paid for lunch, vacation, holiday, sick days, or other hours not actually worked.  When a student’s accumulated gross earnings reach his/her Federal Work-Study Award, (s)he must stop working under this agreement. 
	 
	Students will be made available to the Organization by the Institution as the Institution shall determine specific work assignments.  Students may be removed from work on a particular assignment or from the Organization by the Institution, either on its own initiative or at the request of the Organization. 
	 
	The Organization agrees that no student will be denied work or subjected to different treatment under this agreement on the grounds of race, color, religion, sex, or national origin, and that it will comply with the provisions of the Civil Rights Act of 1964 (P.L. 88-352; 78 STAT.252) and the Regulations of the Department of Health, Education and Welfare which implement that act, and Title IX of the Education Amendments of 1972 (Pub. L. 92-318). 
	The Institution is considered the employer for purposes of this agreement.  It has the ultimate right to control and direct the services of each student for the Organization.  
	It has the responsibility to determine whether the students meet the eligibility requirements for employment under the Federal Work-Study Program, to assign students to work for the Organization, and reserves the right to determine whether students are performing appropriate work.  The Organization’s right is limited to direction of the details and means by which the result is to be accomplished. 
	 
	Transportation for students to and from their work assignments will not be provided by either the Institution or the Organization.  In the event of injury incurred by a student employee while acting within the scope of his/her duties, the Institution shall assume responsibility as employer. 
	 
	The student will be paid by the Institution based on the established hourly rate designated in the Job Description and number of hours worked.  A written record of hours worked is to be submitted by the Organization to the Institution on a biweekly basis in accordance with a schedule issued annually by the Institution.  At the Institution’s request, the Organization agrees to confirm these hours by authorized signature of an Organization official on verification statements before the Institution will releas
	 
	Each Party agrees to be responsible for any personal injury or property damage caused by the negligent acts or negligent omissions by or through itself or its agents, employees and contracted servants and each party further agrees to defend itself  and themselves and pay any judgments and costs arising out of such negligent acts or negligent omissions, and nothing in this Agreement shall impute or transfer any such responsibility from one to the other. 
	 
	The Institution shall disburse the compensation payable to students under this Agreement, subject to the following terms and conditions: 
	 
	 The Institution shall pay each student whom they employ under the Federal Work Study Program the full amount of compensation the student has earned during the current pay period.  Of this amount, the Institution’s share is one hundred percent (100%) of the wages paid, plus all payments due as an employer’s contribution under State or local worker’s compensation laws, under Federal or State social security laws, or under any other applicable laws. 
	 The Institution shall pay each student whom they employ under the Federal Work Study Program the full amount of compensation the student has earned during the current pay period.  Of this amount, the Institution’s share is one hundred percent (100%) of the wages paid, plus all payments due as an employer’s contribution under State or local worker’s compensation laws, under Federal or State social security laws, or under any other applicable laws. 
	 The Institution shall pay each student whom they employ under the Federal Work Study Program the full amount of compensation the student has earned during the current pay period.  Of this amount, the Institution’s share is one hundred percent (100%) of the wages paid, plus all payments due as an employer’s contribution under State or local worker’s compensation laws, under Federal or State social security laws, or under any other applicable laws. 

	 The Institution shall provide time sheets, payroll procedures and will pay qualified students working under the Federal Work Study Program at the same time it pays it regular employees - every two weeks. 
	 The Institution shall provide time sheets, payroll procedures and will pay qualified students working under the Federal Work Study Program at the same time it pays it regular employees - every two weeks. 
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	Contract Authorization: 
	 
	Date:  ___________ Signed (for the Institution) _____________________________ 
	  Jonathan Volpe 
	Vice President for Administrative Services/Treasurer 
	 
	 
	Date:  ___________ Signed (for the Organization) _____________________________ 
	 Printed/Typed Name:   __________________________________ 
	 Title:   _______________________________________________ 
	  
	SAMPLE JOB POSTING  
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	4xxxxx 
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	Job Title 
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	Student Worker 


	TR
	Span
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	Job Description 

	TD
	Span
	This is a work study position ONLY. Only candidates that are eligible for Federal Work Study will be considered. 
	 
	ABC Agency is looking for reliable and dependable student workers to work front desk duties. Candidates must be punctual and appropriately attired as this position is a first point of contact for agency clients and the community. Duties include but are not limited to the following:  • Answering telephones; • Covering the front desk; • Processing incoming and outgoing mail; • Filing, copying, and assembling information packets; • Creating cover sheets for files to be imaged; • Preparing documents for meeting
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	Student Employment 
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	Posting Date 
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	08/07/2xxx 
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	Expiration Date 
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	09/11/2xxx 
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	Job Requirements 
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	Degrees Wanted 
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	None Required 
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	Majors Wanted 
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	Any Major 
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	Job Targets Wanted 
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	Any Job Target 
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	Special Skills Wanted 
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	Other Job Requirements 

	TD
	Span
	The student worker should have previous customer service experience, preferably in an office setting and experience working with MS Office; must be available to work Monday through Friday between the hours of 9am-5pm. Only candidates that are eligible for Federal Work Study will be considered. 




	 
	  
	 Student Name: Ima Student 
	2xxx-2xxx WORK STUDY AUTHORIZATION 
	2xxx-2xxx WORK STUDY AUTHORIZATION 
	 
	Artifact

	Student ID: xxxxxx 
	GPA: 
	Rate per hour:  $x.xx 
	 
	Hiring Department:  Your department 
	Dept. Acct #: xxxx-xxxxx-xxxxx-xxx-LCCC 
	Supervisor: Your name 
	 
	Term: Spring 2XXX 
	Term Budget: 
	Pell 
	SEOG 
	Subsidized Loan 
	Scholarship 
	Scholarship 
	Other Resource 
	Total Aid: 
	 
	Term EFC: 
	Work study eligibility:* $ 2,242.00 
	Recommended hours/week: ** 16.39 
	Authorized by: Name – Financial Aid Staff 
	Date: 1/2/2xxx 
	 
	Note For work study students: 
	Note For work study students: 
	Ø Current FASFA (2xxx-xx) must be completed. 
	Ø Student must be registered in 6 credit hours Spring 2xxx 
	Ø The Fall SAP process will not be run until grades are posted; if students fail to meet 
	 SAP requirements by the end of Spring term, all earnings will be reversed from work 
	 study to department’s budget. 
	 
	Artifact

	 
	*This is the maximum that a student can earn during the term. It is the responsibility of the student and supervisor to assure this amount is not exceeded 
	**This is the average # of hours that a student should work to allow him/her to work all term without exceeding work study eligibility. Students can work more or le hours/week, as long as they do not exceed eligibility. 
	  
	SAMPLE  INTERVIEW QUESTIONS  
	Below is a sampling of questions that may be used during your interview with the student employee. Interview questions may vary based on specific job duties and responsibilities.  Develop a set of questions that are relevant to your position and use the same questions for each student you interview for a particular job.  Feel free to contact LCCC Career Services and/or Human Resources for further assistance. 
	1. Please tell us about yourself (program of study, career goals, work experience, etc.).  
	1. Please tell us about yourself (program of study, career goals, work experience, etc.).  
	1. Please tell us about yourself (program of study, career goals, work experience, etc.).  


	 
	2. How will this position be relevant to your academic goals? 
	2. How will this position be relevant to your academic goals? 
	2. How will this position be relevant to your academic goals? 


	 
	 
	3. Every person that comes to the College is a customer.  Please give us an example of a difficult customer you encountered and how you handled the situation. 
	3. Every person that comes to the College is a customer.  Please give us an example of a difficult customer you encountered and how you handled the situation. 
	3. Every person that comes to the College is a customer.  Please give us an example of a difficult customer you encountered and how you handled the situation. 


	 
	 
	4. Much of our work requires collaborating with others. Please give us an example of a time when you worked with a group/team to accomplish a goal(s).  
	4. Much of our work requires collaborating with others. Please give us an example of a time when you worked with a group/team to accomplish a goal(s).  
	4. Much of our work requires collaborating with others. Please give us an example of a time when you worked with a group/team to accomplish a goal(s).  

	5.  What experience do you have with Microsoft Office (Word, Excel, PowerPoint)? Outlook? 
	5.  What experience do you have with Microsoft Office (Word, Excel, PowerPoint)? Outlook? 


	 
	6. Sometimes there will be more than one person needing help from you at one time.  For example, there may be someone waiting while you are speaking to someone at the counter and the phone will ring too.  How have you handled that type of situation in your previous work experience? 
	6. Sometimes there will be more than one person needing help from you at one time.  For example, there may be someone waiting while you are speaking to someone at the counter and the phone will ring too.  How have you handled that type of situation in your previous work experience? 
	6. Sometimes there will be more than one person needing help from you at one time.  For example, there may be someone waiting while you are speaking to someone at the counter and the phone will ring too.  How have you handled that type of situation in your previous work experience? 


	 
	7. What experience do you have dealing with confidential information?  
	7. What experience do you have dealing with confidential information?  
	7. What experience do you have dealing with confidential information?  


	 
	8. Why should we select you for this position? 
	8. Why should we select you for this position? 
	8. Why should we select you for this position? 


	 
	 
	9. What questions do you have for me? 
	9. What questions do you have for me? 
	9. What questions do you have for me? 


	  
	DECLINE LETTER 
	 
	 
	Date 
	 
	Name 
	Address 
	City, State ZIP 
	 
	Dear _________   : 
	Thank you for your time and interest in applying for the Lorain County Community College Federal Work Study student worker position (in or agency or organization).  At this time the position (or positions) has (or have) been filled.   
	If you are still looking for employment, I encourage you to contact LCCC Career Services for assistance with your job search. They are located on the first floor Bass Library and can be reached at 366-4076 or via www.lorainccc.edu/careers.  
	I wish you the best of luck. 
	 
	Sincerely, 
	 
	 (Name and title of Employer) 
	  
	Student Worker Time Card 
	FEDERAL WORK STUDY 
	COMMUNITY SERVICE STUDENT’S TIME SHEET 
	Lorain County Community College 
	PLEASE PRINT 
	 
	Student Name: ___________________________________________________________  
	Employee # _____________________Student #  ____________________________ 
	 
	Agency Name : ____________________________________________________________ 
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	I certify that this a true statement of my hours worked for the period and days indicated. 
	  
	__________________________________ ________________________ 
	 Student’s Signature  Date 
	 
	 
	The authorized Community Service Agency representative certifies that the work was performed in a satisfactory manner on the days and for the amount of hours stated above. 
	 
	__________________________________ ________________________ 
	Community Service Agency Representative   Date 
	 
	Community Service Agency, please email this form to 
	Community Service Agency, please email this form to 
	studentemployment@lorainccc.edu
	studentemployment@lorainccc.edu

	 or fax to 440 366-4676 

	  
	 
	NEW STUDENT EMPLOYEE - TRAINING 
	 
	The following guidelines are suggested for onboarding your new student employee: 
	1. Require student to read LCCC Student Worker Handbook on Career Services website. 
	1. Require student to read LCCC Student Worker Handbook on Career Services website. 
	1. Require student to read LCCC Student Worker Handbook on Career Services website. 

	2. Explain to the new employee the office operations and the general reporting structure.  
	2. Explain to the new employee the office operations and the general reporting structure.  

	3. Describe the goals and activities of the agency. 
	3. Describe the goals and activities of the agency. 

	4. Introduce the new employee to staff as a new member of your team. 
	4. Introduce the new employee to staff as a new member of your team. 

	5. Agree on a specific work schedule. A written schedule should preclude future misunderstandings.  
	5. Agree on a specific work schedule. A written schedule should preclude future misunderstandings.  

	6. Assign a work station. Show the student where to find work assignments, messages and where to secure personal belongings. 
	6. Assign a work station. Show the student where to find work assignments, messages and where to secure personal belongings. 

	7. Provide a clear overview of agency procedures and your personal expectations (e.g. expectations for handling breaks, work absence, late arrivals, requests for time off, appropriate dress, attitude, customer service, confidentiality, etc.). 
	7. Provide a clear overview of agency procedures and your personal expectations (e.g. expectations for handling breaks, work absence, late arrivals, requests for time off, appropriate dress, attitude, customer service, confidentiality, etc.). 

	8. Describe the student’s specific duties and responsibilities. Include information to help the student understand the importance of each duty and the relationship between his/her job and other activities. Encourage the student to ask questions. 
	8. Describe the student’s specific duties and responsibilities. Include information to help the student understand the importance of each duty and the relationship between his/her job and other activities. Encourage the student to ask questions. 

	9. Discuss supervisor expectations of the student’s work performance, including quality and quantity standards. Identify back-up tasks for slow work periods.  
	9. Discuss supervisor expectations of the student’s work performance, including quality and quantity standards. Identify back-up tasks for slow work periods.  

	10. Establish a training schedule for the student to ensure they become proficient at their required duties. Pair the student up with an existing employee for job shadowing. 
	10. Establish a training schedule for the student to ensure they become proficient at their required duties. Pair the student up with an existing employee for job shadowing. 

	11. Establish a timeline for feedback and performance evaluations. 
	11. Establish a timeline for feedback and performance evaluations. 

	12. Update the student employee regularly on policy or procedure changes or other information that may affect his/her employment. 
	12. Update the student employee regularly on policy or procedure changes or other information that may affect his/her employment. 


	  
	NACE CAREER READINESS COMPETENCIES 
	Career readiness of college graduates is of critical importance in higher education, in the labor market, and in the public arena. Yet, up until now, “career readiness” has been undefined, making it difficult for leaders in higher education, work force development, and public policy to work together effectively to ensure the career readiness of today’s graduates. 
	In accordance with its mission to lead the community focused on the employment of the new college graduate, the National Association of Colleges and Employers (NACE), through a task force comprised of representatives from both the higher education and corporate sides, has developed a definition and identified competencies associated with career readiness for the new college graduate. 
	 
	COMPETENCIES: 
	Critical Thinking/Problem Solving: Exercise sound reasoning to analyze issues, make decisions, and overcome problems. The individual is able to obtain, interpret, and use knowledge, facts, and data in this process, and may demonstrate originality and inventiveness. 
	Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively. 
	Teamwork/Collaboration: Build collaborative relationships with colleagues and customers representing diverse cultures, races, ages, genders, religions, lifestyles, and viewpoints. The individual is able to work within a team structure, and can negotiate and manage conflict. 
	Digital Technology: Leverage existing digital technologies ethically and efficiently to solve problems, complete tasks, and accomplish goals. The individual demonstrates effective adaptability to new and emerging   technologies. 
	Leadership: Leverage the strengths of others to achieve common goals, and use interpersonal skills to coach and develop others. The individual is able to assess and manage his/her emotions and those of others; use empathetic skills to guide and motivate; and organize, prioritize, and delegate work. 
	Professionalism/Work Ethic: Demonstrate personal accountability and effective work habits, e.g., punctuality, working productively with others, and time workload management, and understand the impact of non-verbal communication on professional work image. The individual demonstrates integrity and ethical behavior, acts responsibly with the interests of the larger community in mind, and is able to learn from his/her mistakes. 
	Career Management: Identify and articulate one’s skills, strengths, knowledge, and experiences relevant to the position desired and career goals, and identify areas necessary for professional growth. The individual is able to navigate and explore job options, understands and can take the steps necessary to pursue opportunities, and understands how to self-advocate for opportunities in the   workplace. 
	Global/Intercultural Fluency: Value, respect, and learn from diverse cultures, races, ages, genders, sexual orientations, and religions. The individual demonstrates openness, inclusiveness, sensitivity, and the ability to interact respectfully with all people and understand individuals’ differences. 
	  
	USING THE DEFINITION AND COMPETENCIES 
	How do the definition and competencies help those focused on ensuring new college graduates have the skills necessary to enter and become part of a strong, productive work force? 
	The definition and competencies provide for development of strategies and tactics that will close the gap between higher education and the world of work. They lay the foundation for the work necessary to prepare college students for successful entry into the work force by: 
	• Providing a common vocabulary and framework to use when discussing career readiness metrics on campus, within employing organizations, and as part of national public policy. 
	• Providing a common vocabulary and framework to use when discussing career readiness metrics on campus, within employing organizations, and as part of national public policy. 
	• Providing a common vocabulary and framework to use when discussing career readiness metrics on campus, within employing organizations, and as part of national public policy. 

	• Establishing defined competencies as guidelines when educating and advising students. 
	• Establishing defined competencies as guidelines when educating and advising students. 

	• Establishing defined competencies to identify and assess when hiring the college educated. 
	• Establishing defined competencies to identify and assess when hiring the college educated. 


	NOW AVAILABLE: CAREER READINESS RESOURCES 
	NACE members have generously shared a variety of resources designed to support your efforts in integrating career readiness into your programs and services. You can access those materials and measurements at www
	NACE members have generously shared a variety of resources designed to support your efforts in integrating career readiness into your programs and services. You can access those materials and measurements at www
	.naceweb.org/career-readiness/competencies/career-readiness-resources
	.naceweb.org/career-readiness/competencies/career-readiness-resources

	. 

	 
	Figure
	NACE© 
	The National Association of Colleges and Employers 
	Advancing college talent together 
	Established in 1956, the National Association of Colleges and Employers (NACE) is the leading source of information on the employment of the college educated. 
	In carrying out its mission — to lead the community of professionals focused on the employment of the college educated by providing access to relevant knowledge, resources, insight, and relationships — NACE connects more than 7,600 college career services professionals at nearly 2,000 colleges and universities nationwide, and more than 3,000 HR/staffing professionals focused on university relations and recruiting, and business affiliates who serve this community. 
	Among colleges and universities, NACE represents more than 50 percent of all four-year colleges and universities in the United States, and 98 percent of all research universities. Approximately 30 percent of two-year public institutions count themselves as NACE members. 
	On the employer side, NACE members include mid-size and large national and global organizations, ranging from Fortune 500 organizations to start-up companies to government agencies. NACE employer members represent a wide range of industries, including finance, energy, retail, manufacturing, pharmaceuticals, insurance, consulting services (accounting, engineering, computer), government and nonprofits, and more. 
	Headquartered in Bethlehem, Pennsylvania, NACE forecasts trends in the job market; tracks, analyzes, and reports on outcomes for new college graduates by discipline, degree level, and type of school through its First-Destination Survey; monitors legal issues in employment, the job search, and hiring practices; and provides college and employer professionals with professional standards as well as an ethical framework by which both groups can work together to benefit the college-educated candidate. NACE provi
	www.naceweb.org 
	62 Highland Avenue Bethlehem, PA 18017 Phone: 610.868.1421 
	©2017 National Association of Colleges and Employers. All rights reserved. 
	 
	 
	LCCC POLICIES RELATING TO EMPLOYEES 
	As a supervisor, it is important that you monitor and ensure that your student employees adhere to the policies and procedures that apply to all College employees and are outlined in the Student Worker Handbook . These include: 
	 Handling A Bomb Threat and Evacuation Procedures 
	 Handling A Bomb Threat and Evacuation Procedures 
	 Handling A Bomb Threat and Evacuation Procedures 

	 How To Report a Fire and Respond to an Audible Fire Alarm 
	 How To Report a Fire and Respond to an Audible Fire Alarm 

	 Dealing With a Tornado or Severe Weather 
	 Dealing With a Tornado or Severe Weather 

	 Emergency and Severe Weather Closings 
	 Emergency and Severe Weather Closings 

	 Drug and Alcohol Policy 
	 Drug and Alcohol Policy 

	 Sexual Harassment Policy  
	 Sexual Harassment Policy  

	 Smoking Policy 
	 Smoking Policy 

	 Code of Conduct 
	 Code of Conduct 


	  
	Student Employment Hiring Process for Community Service Supervisors (March 2019) 
	 Community Service Partner creates a job posting using Career Services guidelines and forwards posting along with desired closing date to Sheryl Mariner in LCCC Career Services  
	 Community Service Partner creates a job posting using Career Services guidelines and forwards posting along with desired closing date to Sheryl Mariner in LCCC Career Services  
	 Community Service Partner creates a job posting using Career Services guidelines and forwards posting along with desired closing date to Sheryl Mariner in LCCC Career Services  

	 LCCC Career Services reviews job posting information and posts as a requisition in Taleo  
	 LCCC Career Services reviews job posting information and posts as a requisition in Taleo  

	o LCCC HR approves requisition 
	o LCCC HR approves requisition 
	o LCCC HR approves requisition 

	o Once the student employee requisition has been approved, the posting is visible to students. Students apply to posted student position via Taleo. 
	o Once the student employee requisition has been approved, the posting is visible to students. Students apply to posted student position via Taleo. 

	o Career Services reviews pending applicants to confirm that they meet academic and Federal Work Study (FWS) requirements, and marks applications as work study approved or ineligible.  
	o Career Services reviews pending applicants to confirm that they meet academic and Federal Work Study (FWS) requirements, and marks applications as work study approved or ineligible.  


	 After determining that the student is FWS eligible, Career Services will download and create a PDF of all information created by the student under: 
	 After determining that the student is FWS eligible, Career Services will download and create a PDF of all information created by the student under: 

	o Submission Information 
	o Submission Information 

	o Experience and Credentials 
	o Experience and Credentials 

	o Questionnaire 
	o Questionnaire 


	Career Services will email these items to the community service partner supervisor, along with any optional attachments the student has uploaded (resume, cover letter). 
	 The Community Service Partner Supervisor will review materials received from LCCC Career Services and determine the candidates they would like to interview. They will provide these names to Career Services who will advance these candidates to the interview stage in Taleo.  
	 The Community Service Partner Supervisor will review materials received from LCCC Career Services and determine the candidates they would like to interview. They will provide these names to Career Services who will advance these candidates to the interview stage in Taleo.  
	 The Community Service Partner Supervisor will review materials received from LCCC Career Services and determine the candidates they would like to interview. They will provide these names to Career Services who will advance these candidates to the interview stage in Taleo.  


	 
	 The Community Service Partner Supervisor will contact the students and conduct interviews. 
	 The Community Service Partner Supervisor will contact the students and conduct interviews. 
	 The Community Service Partner Supervisor will contact the students and conduct interviews. 


	 
	 The Community Service Partner Supervisor will decide who they wish to hire.  The Community Service Partner Supervisor will contact the student: 
	 The Community Service Partner Supervisor will decide who they wish to hire.  The Community Service Partner Supervisor will contact the student: 
	 The Community Service Partner Supervisor will decide who they wish to hire.  The Community Service Partner Supervisor will contact the student: 

	o Confirm continued interest in the position 
	o Confirm continued interest in the position 
	o Confirm continued interest in the position 

	o Determine a tentative start date (must be at beginning of pay period) 
	o Determine a tentative start date (must be at beginning of pay period) 

	o Explain offer of employment is contingent on passing a background check 
	o Explain offer of employment is contingent on passing a background check 

	o Advise student to check for email (and spam folder) from 
	o Advise student to check for email (and spam folder) from 
	o Advise student to check for email (and spam folder) from 
	applicantdirect@asurint.com
	applicantdirect@asurint.com

	. Remind students to hit “Submit” button. 




	  
	 After confirming the student is interested in the position, the Community Service Partner Supervisor will contact Career Services, who will advance the student to the background check stage within Taleo. 
	 After confirming the student is interested in the position, the Community Service Partner Supervisor will contact Career Services, who will advance the student to the background check stage within Taleo. 
	 After confirming the student is interested in the position, the Community Service Partner Supervisor will contact Career Services, who will advance the student to the background check stage within Taleo. 


	 
	 The Community Service Partner Supervisor should alert the new student employee that they have passed the background check and should be watching for an email to complete their new hire process and paperwork. 
	 The Community Service Partner Supervisor should alert the new student employee that they have passed the background check and should be watching for an email to complete their new hire process and paperwork. 
	 The Community Service Partner Supervisor should alert the new student employee that they have passed the background check and should be watching for an email to complete their new hire process and paperwork. 


	 
	 Career Services triggers onboarding in Taleo. 
	 Career Services triggers onboarding in Taleo. 
	 Career Services triggers onboarding in Taleo. 

	o New student employee receives email notifying them to go back into Taleo to complete their onboarding new hire/payroll materials to include the student handbook and notification of mandatory student worker orientation. Student prints, signs, and takes I-9 form to Payroll with photo ID. 
	o New student employee receives email notifying them to go back into Taleo to complete their onboarding new hire/payroll materials to include the student handbook and notification of mandatory student worker orientation. Student prints, signs, and takes I-9 form to Payroll with photo ID. 
	o New student employee receives email notifying them to go back into Taleo to complete their onboarding new hire/payroll materials to include the student handbook and notification of mandatory student worker orientation. Student prints, signs, and takes I-9 form to Payroll with photo ID. 



	 
	o During onboarding, the Student Payroll Authorization form will be completed by Career Services and forwarded to Payroll and the Division.  Career Services (on behalf of community service agency) will email payroll 
	o During onboarding, the Student Payroll Authorization form will be completed by Career Services and forwarded to Payroll and the Division.  Career Services (on behalf of community service agency) will email payroll 
	o During onboarding, the Student Payroll Authorization form will be completed by Career Services and forwarded to Payroll and the Division.  Career Services (on behalf of community service agency) will email payroll 
	o During onboarding, the Student Payroll Authorization form will be completed by Career Services and forwarded to Payroll and the Division.  Career Services (on behalf of community service agency) will email payroll 
	o During onboarding, the Student Payroll Authorization form will be completed by Career Services and forwarded to Payroll and the Division.  Career Services (on behalf of community service agency) will email payroll 
	pbetts@lorainccc.edu
	pbetts@lorainccc.edu

	 APPROVED in lieu of a wet signature. 




	 
	 
	o Once payroll has received the three items listed below, they will send an email to Career Services (on behalf of community service agency) notifying them that ‘paperwork is complete, and student is ok to start work.’ 
	o Once payroll has received the three items listed below, they will send an email to Career Services (on behalf of community service agency) notifying them that ‘paperwork is complete, and student is ok to start work.’ 
	o Once payroll has received the three items listed below, they will send an email to Career Services (on behalf of community service agency) notifying them that ‘paperwork is complete, and student is ok to start work.’ 
	o Once payroll has received the three items listed below, they will send an email to Career Services (on behalf of community service agency) notifying them that ‘paperwork is complete, and student is ok to start work.’ 


	1. I-9 
	1. I-9 

	2. Approval from Unit Administrator (re: Student Payroll Authorization) – Career Services will complete approval on behalf of community service agency 
	2. Approval from Unit Administrator (re: Student Payroll Authorization) – Career Services will complete approval on behalf of community service agency 

	3. Onboarding packet has been completed 
	3. Onboarding packet has been completed 


	ALL documents must be completed before the student can begin to work. 
	o Career Services sends email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. 
	o Career Services sends email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. 
	o Career Services sends email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. 
	o Career Services sends email to the Community Service Partner Supervisor advising that the student can begin to work, along with the student’s weekly work study allocation. 



	 
	 Community Service Partner Supervisor ensures that new student employee attends new student employee orientation. 
	 Community Service Partner Supervisor ensures that new student employee attends new student employee orientation. 
	 Community Service Partner Supervisor ensures that new student employee attends new student employee orientation. 


	  
	Student Employment – Time Reporting Process - Community Service Locations (March 2019) 
	 Taleo super user will train new community service agency based FWS student employees on the time reporting process. 
	 Taleo super user will train new community service agency based FWS student employees on the time reporting process. 
	 Taleo super user will train new community service agency based FWS student employees on the time reporting process. 

	 Community service agency - based FWS student workers will submit a completed paper time sheet to the Community Service Agency Supervisor. 
	 Community service agency - based FWS student workers will submit a completed paper time sheet to the Community Service Agency Supervisor. 

	 The Community Service Partner Agency Supervisor will review and sign off on the paper time sheet and forward as a PDF to Career Services. 
	 The Community Service Partner Agency Supervisor will review and sign off on the paper time sheet and forward as a PDF to Career Services. 

	 The FWS student employee must also report his/her time in the Taleo system.  
	 The FWS student employee must also report his/her time in the Taleo system.  

	 The Manager of Career Services will review and compare the PDF copy of the paper timesheet to what the student submits via Taleo and sign off as appropriate. 
	 The Manager of Career Services will review and compare the PDF copy of the paper timesheet to what the student submits via Taleo and sign off as appropriate. 


	 



