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WVU Student Employment Handbook
Title 133 Procedural Rule of the Higher Education Policy Commission Series 8, Personal
Administration Section 2.1.5 defines a Student Employee as: an employee enrolled at the
institution as a student and whose primary purpose for being at the institution is to obtain an
education. A student employee is not eligible for benefits and is not covered by the classification
of the program.
Many students work as a component of their educational financing strategy, and students who
work fewer than 15-20 hours a week often report higher GPAs than those who do not work at all.
However, the U.S. Department of Education previously reported that full-time work was
negatively associated with persistence and attainment and among undergraduates who initially
enrolled full time, the more hours they worked, the more likely they were to drop to less than
full-time enrollment or to stop attending.
West Virginia University is an Equal Opportunity/Affirmative Action Institution. The University
does not discriminate on the basis of race, sex, age, disability, veteran status, religion, sexual
orientation, color, or national origin in the administration of any of its educational programs,
activities, or with respect to admission or employment. Faculty, staff, students, and applicants are
protected from retaliation for filing complaints or assisting in an investigation under the
University’s Equal Opportunity Policy/Affirmative Action Plan. Inquiries regarding the
University’s non-discrimination statement may be directed to the Division of Diversity, Equity,
and Inclusion at West Virginia University.
Click here for the WVU Student Employment Policy

Federal Work Study
Introduction to Work Study
Thank you for your participation in the Federal Work-Study Program (FWS) at West Virginia
University. As a FWS supervisor, you are an integral part of the FWS Program. In many
instances, you will serve as a student's first contact with the working world. You can help the
student gain valuable skills, which will be useful in their future employment. You are also
helping them earn needed funds for their college expenses.
This guide is designed to make you aware of the policies and procedures of the FWS Program as
well as the benefits to you, your department and students you employ. Additionally, since both
federal regulations and University policy govern the FWS Program, you are encouraged to
familiarize yourself with the information in this guide. Lastly, in order to remain informed of
any recent changes/updates regarding the FWS program; make sure that you keep in contact with
the FWS coordinator throughout the year. All of us in the Student Employment look forward to
your commitment to the FWS program. We will do our best to ensure that the program remains
mutually beneficial to you and to the student(s) you employ.
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What is Federal Work Study?
Federal Work-Study, also referred to as FWS, is one of the major federal student financial aid
programs authorized under Title IV of the Higher Education Act. It is designed to provide parttime employment to students who have established financial need according to federal
guidelines. The federal government pays a percentage of the student's salary; the University or
off-campus employer pays the remainder. The primary goal of the Federal Work-Study Program
is to provide students with the opportunity to gain work experience and offset some of their
educational costs.
The work a student performs must be in the public interest either on-campus or off-campus with
non-profit organizations. Job responsibilities must not promote religious doctrine or involve
political lobbying, and the student may not replace or fill a permanent staff position. FWS jobs
range from basic services to highly technical lab or computer positions. Many students seek a
position related to their career objective. Others seek positions that offer skill development. In
either case, the FWS Program is intended to provide a balance between the interests of the
student and the needs of the department or agency.
Who is eligible for Work-Study?
Federal Work-Study (FWS) is awarded according to the standard financial aid application and
statutory need analysis procedure. In order to be eligible for a FWS award/ funds, a student
must:
•

•
•
•
•

•

Be determined eligible and be awarded FWS allocation by the Financial Aid
o Students must complete the application process by filing a Free Application for
Federal Student Aid (FAFSA) and meet the March 1st priority filing deadline.
o Recipients must reapply for the FAFSA each year.
Be regularly admitted to WVU
Be a U.S. citizen, U.S. National, or Permanent U.S. Resident
Be enrolled in at least 6 credits for each semester he/she is employed
Maintain Satisfactory Academic Progress (SAP) as determined by the number of credits
attempted and completed, GPA standards and degree progression. Contact the Financial
Aid if you need more detailed information about the SAP policy.
Not owe a repayment to any Title IV grant program nor be in default on any Title IV
loans received at any school.

Community Partner/Community Service Contracts
Community Partner/Community Service employers must sign a contract with the Student
Employment to employ Federal Work-Study students. Contracts must be renewed annually.
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Required Matching Costs
The required matches by the department or agency are:
On Campus and Community Partner academic year
Department pays 0% - FWS program pays 100% of earned wages
Full-time Summer FWS On-Campus and Community Partner/Community Service
Agency pays 10% - FWS program pays 90% of earned wages
The Student Employment reserves the right to waive the required match fee.

Steps to hire FWS students
1. Submit an online FWS Request Form available at
https://urwvu.wufoo.com/forms/federal-work-study-request-form/
o A separate FWS Request Form should be submitted for each different type of
position within your department/agency. If you are hiring more than one student
for the same position, only one form is necessary.
o The duties listed on the form should describe the position, not the individual to be
employed.
o The Student Employment will review the FWS Request Form and enter the
position information in MountaineerTRAK. A position number will
automatically be assigned to your position.
2. Interview and select prospective FWS employees.
Students apply for open positions through MountaineerTRAK accessible through the
Student Employment website. If a student applies for your position you will receive a
“Non-OCR Resume Submitted” email. Sample:

May 03, 2017, 8:51 PM
Greetings,
_____________ has submitted a resume for you to review. This resume has been
attached and is for the position of 7486 Peer Mentor/Office Assistant - Student Financial
Support and Services.
Thanks!
WVU Career Services Center
// Sarah Rotruck Glenn, Associate Director, sarah.glenn@mail.wvu.edu
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// Rachael Conrad, Employer Relations Specialist, rachael.conrad@mail.wvu.edu
College of Business & Economics Center for Career Development
// Kellyn Smith, Associate Director, kellyn.smith@mail.wvu.edu
// Katherine Kopp, Program Coordinator, katherine.kopp@mail.wvu.edu
WVU Student Employment (Federal Work Study and On-Campus/Part-Time
Recruitment)
// Amy Diznoff, Program Manager, amy.diznoff@mail.wvu.edu
// Courtney Jennings, Program Manager, courtney.jennings@mail.wvu.edu
The following information will be attached to the e-mail:
o Student’s resume
o Work availability or class schedule
o Any other information you required for your position
Once you have reviewed the job referral email, you can:
o Contact student to set up an in personal interview
o Contact student to conduct a phone interview
o Hire directly from the information contained within job referral email
3.

Selection Process

Students may apply for more than one position. Students will be placed in the first position that
Student Employment is notified. Therefore, it is important to review the job referral emails and
select desired employees in a timely manner. If you wish to select a student, complete the FWS
Selection Form on line at https://urwvu.wufoo.com/forms/fws-selection-form/
Student Employment will review your selection and make sure that no other department/agency
has already hired the student. If no other department/agency has hired the student, the
supervisor, EBO contact and the student will be sent a “Confirmation of New Hire” email.
Dear Student,
You recently applied for a Federal Work Study position through MountaineerTRAK for the 2016-2017
academic year.
You have been hired as a ____________ with the ________________ under __________. Please
contact him/her at ________________, at your earliest convenience to finalize your schedule.
You were awarded $2,500.00 of Federal Work Study funding. You will be permitted to work at
$8.75/hour up to 20 hours per week, until you’ve exhausted your award. When you get close to your
funding limit you will receive a notification through your MIX email.
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If you have not already processed for Payroll, please do so as soon as possible. Payroll processing can be
completed at the following times and locations:
Every Monday: 1:00 – 3:00 p.m. on the 2nd Floor of Barnes and Noble at Evansdale Crossing
Every Wednesday: 8:30 – 9:30 a.m. in the John Jones Conference Center (Health Science Center)
Every other Wednesday: 1:00 – 3:00 p.m. in the Mountainlair (Kanawha or Blackwater Room)
Every Thursday: 10:00 a.m. – 12:00 p.m. on the 2nd Floor of Barnes and Noble at Evansdale Crossing
Monday-Friday 8:00 a.m. - 5:00 p.m. in the Payroll Office on the 3rd Floor of One Waterfront Place
Please check Payroll’s Web site for the most up to date processing
locations. http://payroll.wvu.edu/employee-processing-locations
You must be processed for payroll before you may begin working. Another e-mail will follow with your
start date. Do not begin to work until after that date or the first day of classes, whichever is later.
You will need to bring original documents with you to establish identity and employment eligibility as
well as a Blank Check or Direct Deposit Form from your Bank in order to complete Payroll Processing.
More information about Payroll Processing and what to bring with you can be found on our Website at
studentemployment.wvu.edu
If you have any questions concerning this process, contact the Mountaineer Hub at (304) 293-1988.
Student Employment

4.

Process for Payroll

Once you receive the “Confirmation of New Hire” email, the supervisor must confirm the
student has been processed for payroll prior to the student working. Even if a student
previously worked for your department/agency, you are responsible for reviewing the payroll
information for accuracy with your EBO contact. If a student works before the date he/she is
authorized to work, your department/agency is responsible for any earned wages. For more
information on the payroll process including payroll processing remote locations and times go to
http://studentemployment.wvu.edu/payroll-processing
At no time should a student be placed on FWS funding unless the “Confirmation of New Hire”
email has been received. The department/agency will be required to pay any earnings for student
who was placed on FWS funding who otherwise was not eligible for FWS.
FWS students are paid according to the WVU pay cycles (bi-monthly). For a complete listing of
pay dates go to http://benefits.hr.wvu.edu/pay_schedule. FWS students are also paid in arrears.
Therefore, generally they will not receive their first paycheck until after working at least one
month.
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5. Introduce the student to the workplace.
Your FWS student may arrive in your office with little or no work experience. It will benefit
both you and the student to take the time to introduce the student to the workplace.
o
o
o
o
o

Describe the goals and activities of your department.
Discuss the student's duties and responsibilities and how he or she is expected to
interact with other members of the department.
Explain that payment will be rendered will be for actual hours worked and he/she
will not be paid for studying or completing classwork.
Outline your expectations of the student's work. Agree on a specific work
schedule and on procedures for reporting absences or delays.
Assign a work station and show the student where to find work materials and
where to secure personal belongings.

Monitoring Students' Earnings/Hours Worked and FWS Revisions
Permissible Work Hours
FWS students awarded during the academic year or those employed as a part-time Summer FWS
may work up to 20 hours a week while classes are in session or up to 37.5 hours per week when
classes are not in session. FWS students are not permitted to work during University holidays or
anytime the University is closed. Full-time Summer FWS students can work up to 37.5 hours per
week.
One Federal Work Study Assignment Rule
FWS students may be employed in only one FWS position at any given time. Students may
choose to change FWS positions. However, in general, they are discouraged from making more
than one FWS position change during the academic year. The Student Employment may limit the
number of position changes for a student.
Exceeding Award amounts
Federal Work-Study policies include a provision that student workers cannot earn in excess of
their academic year award.
It is both the student and employer's responsibility to maintain a cumulative record of the
student's gross earnings. FWS students must stop working once they have earned their full
allotment. Any earnings above the student's FWS allocation will result in a charge to the
employing department/agency for the earnings beyond the student's FWS award.
The Student Employment will send “warning" notice to the student's supervisor when his/her
earnings reach a certain threshold (within $500 of awarded amount). The student and supervisor
should carefully review how many hours the student has left to earn and plan accordingly.
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Financial Aid Award/ FWS Revisions
A student's FWS award may be revised at any time during the academic year to compensate for
other types of aid such as Pell Grant, state grant, or outside scholarships or fellowships. The
Financial Aid will issue a revised award notification to the student and send a notice to his/her
supervisor regarding the change. If the FWS award is revised, both the maximum earnings and
number of hours worked per week will be affected. Therefore, the student's ability to work
and/or remaining hours must be re-evaluated by the supervisor.

Merit Salary Increases/ Reclassification
Salary/ hourly rate
FWS students are initially attracted to a position by its complexity, level of responsibility, and
skills a position can offer. Also, the salary or hourly rate can attract the most qualified student
to your position. Currently, on campus positions are paid $8.75/hr and campus
partner/community service are paid $9.75/hr.
Increases
Work-Study students may be considered for a merit salary increase. The employing department
must complete a Pay Rate Increase Form https://urwvu.wufoo.com/forms/fws-payrate-increaserequest/ and submit it to the Student Employment for review. If approved, the hiring supervisor
and EBO will receive a confirmation email from the Office of Student Employment. It is the
supervisor’s responsibility to notify the student.
You recently submitted a Pay Rate Increase Form for (student). The Pay Rate of (new Pay Rate)
has been approved/denied as of (date).
Please submit to your EBO for final approval, and notify the student when the Pay Rate has been
changed.
If you have any questions, contact the Student Employment at 304-293-1988.

Disciplinary Problems/Termination
A student may be disciplined for various reasons.
If there is a disciplinary problem with a student employee, the discipline can range from an oral
admonition, written warning (with terms and conditions of continued employment), to
termination. It is highly recommended for supervisors to document any issues as they arise.
If you cannot resolve an apparent problem with the student, notify the Student Employment.
A student's employment may be terminated for several reasons. A student:
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•

•
•
•

•

Must be terminated when the full FWS award allocation is earned. Remember, if the
student continues to work after the full FWS award allocation has been reached the
department/agency will be charged for the overage;
May be terminated at the student's request;
May be terminated when the student's performance is unacceptable based on an objective
assessment.
If the FWS student was terminated for unsatisfactory performance, the student should
confer with the Federal Work Study Coordinator. The student may be provided a referral
to another position at the discretion of the Office of Student Employment.
FWS students may be employed in only one position at any given time. Students may
choose to change positions. However, in general, they are discouraged from making
more than one position change during the academic year. The Student Employmentmay
limit the number of position changes for a student.

With the exception of the student working the full FWS award allocation, if termination is
requested either by the student or supervisor, the Release Form
(https://urwvu.wufoo.com/forms/federal-work-study-release-form/) must be completed.

If a student is recording time fraudulently, the student will immediately be terminated and be
referred to the Office of Student Conduct who will render appropriate disciplinary action.

Employment Policies
Working Hours
A student may work up to 20 hours per week each semester and up to 37.5 hours per week
during winter break, spring break, and summer.
For example, Marie is working at a pay rate of $8.75 per hour and her FWS award is $2100 for
the year ($1050 each semester). Her employer would like her to work the same number of hours
each week throughout the semester. Therefore, if she works 8 hours every week, she will earn
approximately $1120.00 each semester.
$8.75/hour x 8 hours/week x 16 weeks/semester = $1,120.00
It’s been a known practice that supervisors have limited the number of hours a student may
work. It is highly recommended that supervisors permit students to work as many hours as they
choose, taking into consideration the work demands of the department/agency. Should your work
study reach their allocation, you may request another work study for the remainder of the term.\
Absences
A student employee must notify the supervisor no later than the beginning of the scheduled work
period when unable to work. In the case of an extended absence, the anticipated duration should
be reported to the supervisor as soon as possible. The supervisor is responsible for authorizing
all absences; however, FWS supervisors are urged to consider that the academic demands of the
student should take priority.
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Injuries
Every student employee is covered during working hours by Worker's Compensation for workrelated injury/illness. It is imperative that the employee immediately report any job-related
accident or illness to his/her supervisor. If a student employee is injured while on the job, the
student and supervisor should contact WVU Human Resources at 304-293-5700. All injuries, no
matter how trivial, should be reported immediately. Questions regarding Worker’s
Compensation should be directed to WVU Human Resources.
Breaks
A student working a consecutive four-hour period is entitled to a 15-minute break with pay. A
student working a six to eight-hour period is entitled to two 15-minute breaks with pay and no
less than a 30-minute lunch break without pay. Paid breaks may not be taken at the beginning or
end of the work period and are not cumulative. The breaks should be taken when they will not
place an undue burden on the department/agency.
Employee Benefits
Student employees are not eligible to receive other employment benefits such as paid holidays,
vacation, or sick leave, retirement benefits, unemployment insurance, or permanent status.

Supervisor Best Practices
Below are best practice examples for communicating with FWS students and monitoring FWS
student earnings.
Recording Time
Do not permit FWS students to enter FWS for other FWS students
It highly recommended that you keep a sign in sheet as a back up to MyTime records.
Confidentiality
Some FWS students may have access to confidential records. In those cases, the students should
be informed/trained on FERPA, HIPAA and any other WVU privacy policies. The student
should also sign a confidentiality statement.
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Helpful Emails
Not Process for Payroll Email
Brynna:
I received a notification you have not been processed for payroll. If you are interested in
participating in the Federal Work Study program, please complete payroll processing ASAP. For
information on documents needed to process for payroll and processing times and locations go
to http://studentemployment.wvu.edu/payroll-processing.
If you are not interested in participating in the Federal Work Study program, notify the Student
Employment at studentjobs@mail.wvu.edu and myself.
If you have any questions please feel free to contact me.
Thank you,
Mary Supervisor

Okay to Work Email
Greg:
I received information from payroll that you may begin working your Federal Work Study award in
the Financial Aid. Please confirm when you will begin working (date and time). When you report
to work, we will set up your work schedule and discuss your duties. Bring your Student ID card with
you.
Prior to arriving, go to https://myid.wvu.edu and follow the instructions to activate your User ID and
create your password. You will use the ID and password to access the system that records your work
hours.
I look forward to working with you! If you have any questions, please do not hesitate to contact
me.
Thank you.
Sincerely,
Mary Supervisor

No Response Email
Jon:
I am following up with you regarding the Federal Work Study Program. If you are interested in
participating in the Federal Work Study program, please complete payroll processing ASAP. For
information on documents needed to process for payroll and processing times and locations go
to http://studentemployment.wvu.edu/payroll-processing.
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If you are not interested in participating in the Federal Work Study program, notify the Student
Employment at studentjobs@mail.wvu.edu and myself.
If you have any questions please feel free to contact me.
Thank you,
Mary Supervisor

Spring Notification Email
Johnny:
If you are plan to continue working for the Financial Aid for the spring term, provide a work
schedule by the end of the second week of classes. It can always be adjusted later if needed.
When setting your schedule remember the following:
•
•
•

You cannot work more than 20 hours a week.
If you are working 6 consecutive hours or more for a day, you must clock out for a half an
hour lunch.
The work schedule must be during regular office hours; between 8:15 to 4:45, Monday
through Friday.

If you will not continue working in the Financial Aid, please let me know. You and I will have
complete additional paperwork to get you released from the Financial Aid.
Thank you,
Mary Supervisor
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Financial Aid Work Study Agreement
Name:

________________________________

Student ID:

________________________________

As a part of the Financial Aid, Federal Work Study employees are required to do basic office and
clerical tasks as a part of the job. Tasks include the following:
•
•
•
•
•

Scanning and indexing of paperwork
Shredding paperwork
Stuffing envelopes for student mailings
Special projects
Outreach and events

There are some rules for Federal Work Study employees. The guidelines are as follows:
•
•
•
•
•
•

•

•
•
•
•

Federal Work Study employees cannot work more than 37.5 hours per week.
Students are to use the computers on the second or third floor to clock in and out. Do not
use laptops, cell phones or the time clock.
If a Work Study employee works six hours or more on any given day, he or she must
clock out for a required lunch break of at least 1/2 hour.
If you are scheduled to work but unable to come in, you must notify your supervisor prior
to your shift. You can notify by phone or email.
If you are taking multiple days off for vacation, you must notify your supervisor a week
in advance.
Employees are welcome to take a quick break or leave to get food or drinks to bring back
to the office. However, if the student is leaving the office for an extended period of time
– more than 15 minutes – then he or she is required to clock out for that shift.
Employees are welcome to listen to music – with headphones or ear buds – while
working in the office. However, you cannot watch videos, log into social media, etc.
while working at a computer. Computers are for work purposes only.
Sleeping on the clock is not allowed. It is grounds for immediate termination.
A copy of the Office Dress Code is given to each student worker.
Please do not bring friends into your work area.
All documentation and information is confidential. Anything you hear in the office is
also considered confidential. Violation of student confidentiality is a violation of the
Family Educational Rights and Privacy Act (FERPA) and can result in prosecution under
criminal codes.

I have read the guidelines listed above for being employed as a Federal Work Study in the
Financial Aid. I understand that violation of these regulations could result in a verbal warning, a
written warning, and/or release from the Federal Work Study Program.
Signature: ____________________________________

Date: _________________
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On Campus Jobs (Part-Time and Seasonal)
Students interested in applying for an on campus job should go to the Student Employment log
onto MountaineerTRAK,
New listings are added to these sites daily. All hiring decisions are made by the prospective
employer.
Log on to MountaineerTRAK and go to Jobs and Interview Schedules then Search and Apply for
Jobs and Interviews use the search field to search for Part Time – On Campus positions. You can
log on to MountaineerTRAK at: http://studentemployment.wvu.edu/
Like us on Facebook or follow us on Twitter.
The Student Employment Job Fair. See our webpage for Upcoming Events:
http://studentemployment.wvu.edu/upcoming-events
For more information see our Tips and Resources page: http://studentemployment.wvu.edu/tipsresources
New listings are added to MountaineerTRAK and our social media on a daily basis. All hiring
decisions are made by the prospective hiring supervisor.
Student Employees and Work Study Employees: Fall and Spring
The University has determined that students working in a campus student employment position
(i.e. student worker, student residence hall assistant, student assistant or work study) shall be
limited to no more than an average of 20 hours worked per week, during the fall and spring
semesters.
Student Employees and Work Study Employees: Summer
If a student is enrolled half time or less (6 hours or less for undergraduates and 3 hours or less for
graduates) during the summer term, the student is permitted to work full time (not to exceed 40
hours per week). This can have tax implications please see the Student Worker Tax Withholding
Guidelines for more information.
Please see the memorandum for more information.

Off-Campus Jobs (Part-Time and Seasonal)
Students interested in applying for an off-campus job should:
Log on to MountaineerTRAK and go to Jobs and Interview Schedules then Search and Apply for
Jobs and Interviews use the search field to search for Part Time – Off Campus positions. You can
log on to MountaineerTRAK at: http://studentemployment.wvu.edu/
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We also offer Employer Recruitment tables, Job Fairs, and other hiring events throughout the
year. See our webpage for Upcoming Events: http://studentemployment.wvu.edu/upcomingevents
For more information see our Tips and Resources page: http://studentemployment.wvu.edu/tipsresources
New listings are added to MountaineerTRAK and our social media on a regular basis. All hiring
decisions are made by the prospective employer.
Disclaimer:
West Virginia University Student Employment acts only as a referral service and makes no
particular recommendations regarding employers. We make no representations of guarantees
about positions posted by our office. The Student Employment is not responsible for safety,
wages, working conditions or other aspects of off-campus employment. Due to the volume of jobs
received by this office, we are unable to research the integrity of each organization or person
that lists a job with us.

Graduate Assistantships
Students enrolled in a graduate or professional-level degree programs should first investigate
graduate assistantships through their academic department or college in order to receive a
university tuition waiver and living expense stipend. Graduate Assistantships that are nondepartmentally linked are posted in MountaineerTRAK, and on our social media.
Students interested in applying for a Graduate Assistantship should:
Current students can log on to MountaineerTRAK and go to Jobs and Interview
Schedules then Search and Apply for Jobs and Interviews use the search field to search
for Graduate Assistantship positions. You can log on to MountaineerTRAK
at: http://studentemployment.wvu.edu/
Comprehensive information, regarding types of graduate assistantships and work standards for
students in graduate assistantships can be found at http://graduateeducation.wvu.edu/funding-andcost/graduate-assistantships

Generally speaking, graduate assistants should be assigned no more than an average of 20 hours
of work per week and may be employed in another on-campus student worker position, in
addition to the assistantship, for no more than 100 hours per semester. Questions regarding
special circumstances, or requests for approval of temporary modifications to these requirements
should be sent by e-mail to the vice Provost John Campbell at John.Campbell@mail.wvu.edu
With regard to graduate assistants, this handbook only applies to the additional 100 hours per
semester of an on campus student worker job.
Students with Partial Graduate Assistantships may be simultaneously employed in
one WVU hourly student worker position for up to 10 hours per week
15

WVU Payroll Information
Processing
Immediately after a student receives a job offer the student must process for payroll before their
start date may be set by the supervisor. Students cannot start working before processing is
complete. Your hiring supervisor will know if you have completed processing and when you can
start work.
For more information on the payroll process, original documents needed to establish identity and
employment eligibility, including payroll processing remote locations and times go
to http://studentemployment.wvu.edu/payroll-processing
Payment and Recording Time
Students Employees will be paid every other Friday. Payment is in the form of checks deposited
directly into the students’ bank account. Students are also paid 2 weeks in arrears. Therefore,
generally they will not receive their first paycheck until after working at least one month. The
university is required by law to make deductions from paychecks for federal and state income
taxes, and Social Security.
To track time worked student workers will use a time clock near their workplace and swipe using
their Mountaineer ID badge or log into MyAccess. The department supervisor will instruct the
student worker as to what method is preferred. If the student worker is working off site and
neither a time clock nor the Web is available, the student worker will complete an official paper
time sheet. Notify your supervisor if you believe there is a problem with your paycheck.
For more information on MyTime and MyAccess go to the website at https://portal.wvu.edu/
Failure to log in appropriately or the falsification of time records can result in disciplinary action
up to and including termination and repayment of funds for time not worked.
Notify your supervisor immediately in writing of any errors with clocking in and out.
Clocking In and Out via My Access
To punch in and out of any on campus job or internship via computer, you must go to
portal.wvu.edu. Your credentials are just your masterID and your current password. For
example, if your email is asmith92@mix.wvu.edu, your username is asmith92 and your
password is the one you are currently using. After you have successfully logged in, you will now
be taken to the home screen. To clock in, click the link that says “Web Clock.” When you are
starting your shift, click on the green “in” button and when clocking out click the red “out”
button.
Checking Your Time Card
To check your current time, click on the “time card” link on the home screen. Select your role,
which is most likely employee and this will bring you to your time card. From there you can
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choose the pay period you want to see your totals for and you can either choose the time card
details or time card pay view.
Viewing Your W-2 and E-Paystubs
To view your electronic pay stubs or your W-2, visit http://www.wvsao.gov/login.aspx. If you do
not have an account with this site, you will have to set one up. After you have created an
account, it will take you to the myApps tab. From there you will see different links to your
electronic paystubs as well as W-2s. Choose which one you want to look at then select the date
you want to view.
Viewing WVU Pay Days
To see when you will be getting paid, navigate to http://benefits.hr.wvu.edu/ and on the right
hand side, click the link that says Pay Day Schedule. Sign in with your masterID and password
and click on the proper pay day schedule that pertains to you. It would be beneficial to print out
this sheet so you don’t have to continue navigating to the site to figure out when you get paid.
Retirement Savings Plan
A 403(b) Tax Deferred Retirement Savings Plan is available to employees, including those
employees not otherwise entitled to benefits. Should a student employee wish to enroll, an
“Enrollment Form” for my selected vendor, either TIAA-CREF or Great West, is required. In
addition a “Non-Benefit Eligible Salary Reduction Agreement,” where I indicate the amount to
be contributed each pay, is required. Both forms are available on the Human Resources website
at www.hr.wvu.edu. If a student does not have access to a computer he/she is responsible for
informing the department or the Division of Human Resources so that a solution may be
determined.
Under age 18
Students that are under age 18 may work on campus but they are required to have additional
documents completed at the Division of Human Resources, Employment Services. The hiring
supervisor will initiate these forms.

Permissible Work Hours and Breaks
Student Employees and Work Study Employees: Fall and Spring
The University has determined that students working in on-campus student employment
positions (i.e. student worker, student residence hall assistant, student assistant or work study)
shall be limited to no more than an average of 20 hours worked per week, during the fall and
spring semesters.
Student Employees and Work Study Employees: Winter Session
The University has determined that students enrolled in the WVU Winter Session must adhere to
the 20 hour a week policy: Students working in a campus student employment position (i.e.
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student worker, student residence hall assistant, student assistant or work study) shall be limited
to no more than an average of 20 hours worked per week. Students not enrolled in Winter
Sessions class may work 37.5 hours a week when classes are not session and the University is
open.
Student Employees and Work Study Employees: Summer
If a student is enrolled half time or less (3 credits or less for graduate students, 6 credits or less
for undergraduate students) during the summer term and working in an on-campus student
employment position, that student may work full time (40 hours per week). If a student is
working more than 20 hours per week, business officers and hiring supervisors must provide the
“Student Worker Tax Withholding Guidelines” as working these increased hours has tax
implications which differ from part-time employment.
If a student is enrolled more than half-time, they shall be limited to no more than an average of
20 hours per week for on-campus student employment positions.
Federal Work Study students may not work during University holidays or emergency closures
(i.e. serious weather related closures).
Students who have an F-1 or J-1 Visa (most of our international students) cannot work for more
than 20 hours a week (or 40 hours during breaks and holidays), or they will put their visa status
in jeopardy and risk deportation. These students must work on campus.
This paragraph applies only to the International Students and is based only on the Immigration
rules. These are the rules that the International Students need to follow to be in compliance from
an Immigration stand point. It does not apply to US citizens nor does it address University policy
or procedure concerning student employment in general. From an Immigration point of view, the
summer term is considered a period of break in which the student can work up to 40 hours per
week, regardless of enrollment, without violating their VISA status. However, if University
policy limits a student (whether a US citizen or International) from working full time if they are
enrolled, then the University policy would apply equally to all students.
During the course of a workday of six or more hours, your supervisor is required to allow you to
take at least a 20-minute meal break. This provision shall be required in all situations where you
are not afforded necessary breaks and/or permitted to eat lunch while working. Additional rules
regarding meal breaks, including applicable compensation standards, can be found in WVUBOG Policy 50—Meal Breaks. You must log out on MyAccess when you leave for lunch then
log back in when you return to work. A meal break may not be taken at the end of a shift.
If the employee is under the age of 18, the supervisor shall require a meal break after five hours
of continuous work. The meal break must be at least 30 minutes long.
You may be granted a rest period not to exceed ten minutes during each 4-hour shift of work.
Rest periods are granted at the discretion of your supervisor. You may be required to work
through your rest period, due to operational needs. Since a rest period is compensable time, you
will not receive additional compensation if you are required to work through your rest period.
Last Day of Employment
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The last day of student worker employment during a semester is the last day of finals.
The last day of student worker employment for a graduating senior is the last day of finals in the
last semester. Student worker employee cannot continue through the summer after graduation. A
FWS student’s assignment will end when they have exhausted their full Federal Work Study
allocation.
Dual Jobs
When a student holds more than one job at a time, the total hours worked cannot exceed 20 hours
per week when taking classes and cannot exceed 37.5 hours per week during breaks and summer.

Workplace Standards
Attendance/Timeliness
Your role as a student worker is important to the successful operation of the University.
Therefore, you are expected to arrive and be ready to start work at the time you are assigned by
your supervisor. Attendance is very important. If you have to leave work earlier than the
assigned time, it must be cleared with your supervisor in advance.
Procedures for Reporting Absences
Notification of an absence, prior to a worker’s scheduled start time, is of the utmost importance.
If, for any reason, an employee is unable to report to work as scheduled, the employee must
notify their supervisor prior to their scheduled start time with their reason and expected duration
of the absence. Failure to notify an immediate supervisor concerning an absence can result in
discipline to the employee, including termination. It is the obligation of the employee to make
certain that the immediate supervisor or designee is notified of an absence prior to the
employee’s scheduled start time.
Supervisors have the right to enact and enforce a more detailed policy for particular departments.
Drug Free Workplace
All employees of West Virginia University, including faculty classified and non-classified staff,
administrators, and student employees, must comply with the Drug-Free Workplace Act of 1988
(Public Law 100-690 Title V, Subtitle D, 41 U.S.C. 701 et. Seq.).
Prohibitions
The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance
is prohibited in the workplace. Reporting to work under the influence of a controlled substance is
prohibited.
Notice to Employees
As a condition of University employment, every employee must abide by the terms of this policy
and notify their supervisor and the Division of Human Resources of any conviction on drug or
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alcohol related charges resulting from any activity occurring in the workplace or otherwise on
University premises no later than five days after such conviction.
Disciplinary Sanctions
Any employee found in violation of this provision shall be subject to disciplinary action,
including dismissal.
For More Information
For more information, go to the WVU Drug-Free Schools and Communities Act Booklet
available on the WELLWVU website at well.wvu.edu
Background Checks
Background checks may be required by various on-campus departments prior to final
employment.
Other certifications
Other job certifications and trainings may be required specifically for your job. They may
include (but are not limited to): Food Handling, Cash Handling, Lifeguard, First Aid, CPR,
HIPPA, and FERPA.
Employee Rights and Responsibilities
Employees are required to behave in a civil, professional manner, to treat others with respect; to
comply with state and federal laws and regulations related to individual rights, business
operations and procedures, health and safety, conflict of interest, and to comply with University
regulations, rules, and policies and procedures. Employers are entitled to be treated with respect
and dignity (by supervisors and other employees).
Injuries
Every student employee is covered during working hours by Worker’s Compensation for workrelated injury/illness. It is imperative that the employee immediately report any job-related
accident or illness to his/her supervisor. If a student employee is injured while on the job, the
student and supervisor should contact WVU Human Resources at 304-293-5700. If the student
does not seek medical treatment they cannot do a Worker’s Compensation claim. All injuries, no
matter how trivial, should be reported immediately. Questions regarding Worker’s Compensation
should be directed to WVU Human Resources.
Misuse of Computing and Telecommunications Resources
Including, but not limited to:
-WVU campus network
-WVU telecommunications and telephone systems
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-University owned microcomputers and printers
-University owned software
-E-mail
-Computer or communications equipment, data, or programs owned, leased, or otherwise
provided by WVU are for authorized administrative and academic purposes.
The following is specifically prohibited:
-Disruption or interference with the normal use of computers or communications-related
equipment, data, or programs of individuals, or the University
-Unethical, unauthorized, illegal, or other improper use of this equipment, data, or programs.
-Attempts to breach security in any manner
-Use or a computer account or network access for other than the purpose for which assigned
-Unauthorized copying or unauthorized use of computer software.
The WVU campus e-mail system are services provided to faculty, staff, and students for official
University business only; it is not to be used for personal gain, political, religious or special
interest purposes.
Schedule/duties
If you are employed by an office, it is especially important for you to learn the general office
procedures and to become an expert in your specific assignment.
Once you are hired, it is your responsibility to perform well on assignments and tasks that you
are assigned according to the schedule given to you by your supervisor. Do not expect to study
while you are scheduled for work, unless you are allowed to do so by your supervisor.
Tobacco Policy
Tobacco or other similar products is prohibited on the Morgantown campus of West Virginia
University. Smoking is also prohibited in any motor vehicle owned, leased, or otherwise
operated by West Virginia University. Tobacco use is prohibited on the Health Sciences
Campus.
Students can utilize tobacco cessation programs through WELLWVU at well.wvu.edu
Visitors and Phone Use
You should inform friends and relatives that during the hours you are scheduled to work you
cannot have social visitors. Unofficial phone use should be strictly limited to necessary use and
emergency use only. Personal calls should be limited to break time.
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Personal Appearance
Your supervisor has the authority to require specific personal appearance regulations to dress,
beards, hair, and personal hygiene. You are expected to present a neat and clean appearance all
times while scheduled to work.
Personal Conduct
As a student worker of WVU, you represent the institution. You are expected to always treat
fellow students, faculty, staff, and visitors in a respectful and professional manner.
Use of University Vehicles
Student employees required to operate a University vehicle must possess a valid driver’s license,
have a good driving record, and must be authorized by the immediate supervisor and take the
state driver’s training.
Work Ethics and Confidentiality Information
While at work, you may learn confidential information about business, other students, parents of
students, or other university personnel. This information is strictly confidential and should not be
discussed with others. Your supervisor may ask you to sign a confidentiality agreement.
Sexual Harassment Policy Commitment
West Virginia University is committed to providing its faculty, staff, and students with a work
and educational environment free from all forms of sexual harassment. Therefore, sexual
harassment, in any manner of form, is a violation of University policy and expressly prohibited.
All Faculty, students, and staff of the University are expected to acquaint themselves with this
policy. Located here: http://diversity.wvu.edu/ea/policies
Complaint Procedures
Any applicant for employment, current, or former employee or student (herein referred to as
complainant) at WVU may file a discrimination complaint with the Division of Diversity,
Equity, and Inclusion at West Virginia University at (304) 293-5496. For more information, go
to http://diversity.wvu.edu/ea/file-a-complaint

Workplace Violence
West Virginia University is committed to preventing workplace violence and marinating a sage
work environment. In order to provide a safe and healthful work environment for its employees,
customers, students and visitors the University expects employees to follow rules of conduct that
will protect the interests and safety of all employees and the university.
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Solicitation
Solicitation and the selling of products or articles on University property, owned or leased, are
prohibited; except, by organizations and groups directly affiliated with and recognized by West
Virginia University, and authorized by written approval of the intuition’s president/designee.
University Property
University programs, personnel, time, titles, and property, including equipment, systems,
vehicles, information, supplies, and office space, are to be used in conducting authorized
business of the University. Use of such for personal benefit or gain may be grounds for
disciplinary action.
Employees are responsible for securing the University building, office, room, equipment, and
other keys assigned to them for work related reasons. When employment ends, students are
expected to return any keys they may have been issued.
Reporting Child Abuse or Neglect
The purpose of WEST VIRGINIA UNIVERSITY BOARD OF GOVERNORS, POLICY 49 is
to protect children under the age of 18 on WVU’s premise or involved in University sponsored
programs at all geographic locations by providing guidance on reporting requirements for child
abuse and neglect. “Child abuse or neglect” means physical injury, mental or emotional injury,
sexual abuse, sexual exploitation, sale or attempted sale or negligent treatment or maltreatment
of a child by a parent, guardian or custodian who is responsible for the child’s welfare, or other
person in a position of trust in relation to a child under his or her care, custody or control, under
circumstances which harm or threaten the health and welfare of the child. “Sexual abuse” means
a child who is less than sixteen years of age, any of the following acts which a parent, guardian
or custodian or other person in a position of trust in relation to a child under his or her care,
custody or control, shall engage in, attempt to engage in or knowingly procure another person to
engage in, with such child, notwithstanding the fact that the child may have willingly
participated in such conduct or the fact that the child may have suffered no apparent physical
injury or mental or emotional injury as a result of such conduct: (i) sexual intercourse; or (ii)
sexual contact; any conduct whereby a parent, guardian or custodian or other person in a position
of trust in relation to a child under his or her care, custody or control, displays his or her sex
organs to a child, or procures another person to display his or her sex organs to a child, for the
purpose of gratifying the sexual desire of the parent, guardian or custodian, of the person making
such display, or of the child, or for the purpose of affronting or alarming the child. Immediate
action should be taken in order to protect children present on the WVU campus or participating
in programs that may be connected with the University. Importantly, under West Virginia law,
an individual that reports an incident of child abuse or neglect in good faith is immune from civil
or criminal liability.

Reporting Child Abuse or Neglect
If any member of the University community observes or has reasonable cause to suspect any
type of child abuse or neglect, including physical or sexual abuse, he or she must immediately
report the circumstances to the Title IX Coordinator in the Division of Diversity, Equity and
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Inclusion at 304-293-5600. In cases involving a mandatory reporter, as described in Section 3.2,
the University community should be aware that such individuals are required by law to report
in accordance with W. Va. Code §§ 49-6A-1 to -11 (2013) and the BOG Policy 49: Section 3.2
available at diversity.wvu.edu/ea/policies/policy-49.
Progressive Discipline
Progressive discipline is a process for dealing with job-related behavior that does not meet
expected and communicated performance standards. The primary purpose for progressive
discipline is to assist the employee to understand that a performance problem or opportunity for
improvement exists. The process features increasingly formal efforts to provide feedback to the
employee so he or she can correct the problem.
The goal of progressive discipline is to improve employee performance. The process of
progressive discipline is not intended as a punishment for an employee, but to assist the
employee to overcome performance problems and satisfy job expectations. Progressive
discipline is most successful when it assists an individual to become an effectively performing
member of the organization.
A student may be disciplined for various reasons.
If there is a disciplinary problem with a student employee, the discipline can range from an oral
admonition, written warning (with terms and conditions of continued employment), to
termination.
If a supervisor cannot resolve an apparent problem with the student, they will notify the Student
Employment.
Terminations/Separations/ End of FWS Allocation
If at any time, you decide to discontinue working, you are expected to notify your supervisor two
weeks in advance in writing. An employee is expected to work throughout the two week notice,
unless waived by the immediate supervisor.
A FWS student’s assignment will end when they have utilized their full Federal Work Study
allocation. Remember, if the student continues to work after the full FWS award allocation has
been reached the department/agency will be charged for the overage;
With the exception of the student working the full FWS award allocation, if termination is
requested either by the student or supervisor, the Release Form
(https://urwvu.wufoo.com/forms/federal-work-study-release-form/) must be completed.
Employment Termination
Grounds for termination include excessive tardiness, inappropriate behavior, sleeping,
absenteeism, or failure to perform assigned duties and tasks. If a student is recording time
fraudulently, the student will immediately be terminated and be referred to the Office of Student
Conduct who will render appropriate disciplinary action.
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