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FSA Federal Work-Study Module


	Does the school follow requirements for Federal Work-Study? Are Community Service Requirements being met for the FWS program? How about FWS matching?  Does the school know about the requirements for Job Location & Development (JLD)?  This module is designed to help a school self-assess the FWS area of your Campus-based programs.  

Variables to be considered for Federal Work-Study are: participation, fiscal procedures and records requirements, Federal Share/Non-Federal Share, Administrative Cost Allowance (ACA) Selection Criteria & Awards, Wages, Disbursement Requirements, Types of Employment in the FWS Program, Community Service Requirements, and Job Location & Development.
Hyperlinks to all applicable regulations are provided throughout this module.  Most of these hyperlinks are taken from 34 CFR 674, Subpart C.  It is also recommended that a school review the 2003-04 FSA Handbook and the 2002-03 FSA Handbook for more detailed information regarding FWS requirements.

In this Assessment a school will evaluate its procedures regarding Federal Work-Study (FWS). Schools are encouraged to complete several exercises. Use the schools FWS policies and procedures to evaluate them.  Schools are encouraged to date policies and procedures in order to determine when they were last updated. Specific instructions are included in each exercise.

Getting Started:
As you begin to evaluate your policies and procedures, you may want to consider working with other offices that may either have a direct impact on the process or provide information to assist you in your efforts. 

Suggested Offices: Financial Aid Office, Fiscal Office, and Student Accounts.

The continuous improvement symbol [image: image1.wmf] signifies a continuous improvement cycle and will prompt users to complete a checklist to review school policies and procedures. The Test your Knowledge symbol [image: image2.wmf] provides several exercises to test the users knowledge of policies and procedures. [image: image3.wmf] Provides Community Questions & Answers received and answered by the Department of Education.




Name of Institution: ________________________________________________________________________________________________________________________

Activity Bar: 1 – 2 – 3 - 4 – 5 – 6 –7 - 8 – 9 - 10

	Participation, Fiscal Procedures & Recordkeeping Requirements
	Results of Assessment

	· Program Participation Agreement Requirements 675.8
A school participating in any FSA Program must sign a Program Participation Agreement (PPA) with the Secretary.  For more specific information regarding this requirement, please see the Institutional Eligibility Module.

There are specific requirements for the FWS program participation.

· Reallocation  HEA Section 442(d), DCL CB-99-17
Unexpended FWS funds returned to the Department will be reallocated to an eligible school that used at least 5% of its total FWS allocation to pay students employed as reading tutors of children or performing family literacy activities in family literacy projects in the preceding award year.  A school must request the reallocated FWS funds, and the school must have a fair-share shortfall to receive these funds.  A school must use all the reallocated funds only to pay students employed in community service jobs.  The minimum amount of FWS federal funds the school must expend on community service jobs is the greater of the following two amounts:

· 7 % of the total FWS allocation (initial and supplemental); or

· 100% of the amount of the reallocated FWS funds

· Community Service Jobs 675.18(g)
A school must use at least 7% of its FWS initial and supplemental allocations for an award year to pay the federal share of wages to students employed in community service jobs unless the Department approves a waiver.  

· Transfer of Funds to FSEOG 675.18(e)
A school may transfer up to 25% of its total FWS allocation (initial and supplemental) to the FSEOG Program.  The total FWS allocation for an award year does not include FWS funds carried forward or carried back into the award year from other award years.  A school must report any transfer of FWS funds to FSEOG as an expenditure on it FWS Fiscal Operations Report.  However, a school that transfers funds to the FSEOG Program from the FWS Program during an award year must transfer any unexpended funds back to the FWS Program at the end of the award year. 
· Carry Forward/Carry Back 675.18(b), 675.18(c)
A school may spend up to 10% of its current year’s FWS allocation (initial and supplemental) in the following award year (carry forward).  Before a school may spend its current year’s allocation, it must spend any funds carried forward from the previous year.

A school is also permitted to spend up to 10% of its current FWS allocation (initial and supplemental) for expenses incurred in the previous award year (carry back).

A school may “carry back” funds for summer employment.  For example, a school may use any portion of its initial and supplemental FWS allocations for the current award year to pay student wages earned on or after May 1 of the previous award year but prior to the beginning of the current award year (July 1).  A school must report funds that it carries back and carries forward on the FISAP.

Limitation on use of funds carried forward or back 2003-04 FSA Handbook, FWS, page 6-4, 2002-03 FSA Handbook, FWS, Pages 6-3 through 6-4
Schools are not permitted to add funds that are carried forward or back to the total FWS allocation for an award year when determining the maximum percentage of available funds that may be used in that award year for any of the purposes listed below:

· The transferring of FWS funds to FSEOG

· Providing the federal share of wages in private for-profit sector jobs; or

· The JLD Program
	[image: image4.wmf] Continuous Improvement

Schools are encouraged to complete the exercises identified below.  If a requirement is not met, or further action is needed, complete a Management Enhancement worksheet. The Management Enhancement worksheet can be found at the end of each assessment.  

A school’s procedures must include the following information:

· The school makes FWS employment reasonably available, to the extent of available funds, to all eligible students

· The school awards FWS employment, to the maximum extent practicable, that will complement and reinforce each recipient’s educational program or career goals

· The school assures that FWS employment may be used to support programs for supportive services to students with disabilities

· The school informs all eligible students of the opportunity to perform community services and consult with local nonprofit, governmental, and community-based organizations to identify these opportunities

· If your school received reallocated FWS, the school used those funds only to pay student employed in community service jobs 


· Does the school know where to locate its Program Participation Agreement?
YES_____, NO _____ Where is the PPA Located?
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  Community Questions & Answers
· Community Service Match

[image: image7.wmf]Activity #2 Transfer of Funds to FSEOG Program
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	· Federal Share Limitations 675.26 (a)(1); 615.26(a)(3); 675.26(b); 675.26(d); 675.33(b)
The Federal Share of FWS wages paid to a student may not exceed 75%, with the following exceptions:

· The federal share of FWS wages paid to a student employed by a private for-profit organization may not exceed 50%. (675.26(a)(1)
· The FWS regulations authorize a 100% federal share of FWS wages paid to a student who is employed as a reading tutor for preschool age children or elementary school children, a mathematics tutor for children in elementary school through ninth grade, or is performing family literacy activities in a family literacy project that provides services to families with preschool age children or elementary school children.    (See 675.26 (d))
· The U.S. Department of Education may authorize a federal share of 100% of FWS wages at schools designated as eligible schools under the Strengthening Institutions Program, the Strengthening Historically Black Colleges and Universities Program, or the Strengthening Historically Black Graduate Institutions Program. (See 675.26 (d) and (The Blue Book pages 3-10 to 3-11).
· The FWS regulations authorize a school to pay a federal share of FWS wages to a student in excess of the current 75% limit but not exceeding 90% under the following specific conditions (675.26(a)(3):
· The student is employed at a private nonprofit organization or a federal, state, or local public agency (other than the school itself)

· The school does not own, operate, or control the agency.

· The school has documentation to show that it selects the agency on an individual, case-by-case basis.

· The agency must be unable to pay the regular nonfederal share.

· The 90% nonfederal share level is limited to no more than 10% of the students paid under the FWS Program

· Under no circumstance can the federal share be used to provide fringe benefits such sick leave, vacation pay, or holiday pay or employer’s contributions to Social Security, Workers’ Compensation, retirement, or any other welfare or insurance program (even when the Department authorizes a federal share of 100% of FWS wages.

· The federal share of allowable costs in carrying the JLD Program may not exceed 80% of such costs (675.33(b)) More information pertaining to JLD can be found later in this module.

· Non Federal Share 675.27
The nonfederal share of a student’s FWS wages must be at least 25% each award year (unless one or more exceptions discussed under the FEDERAL SHARE LIMITATION Section apply).

A school may use any resource available to pay its share of FWS compensation except federal funds allocated under the FWS Program.  The school’s share may come from its own funds, from outside funds, or from both.  However, if a student is employed by a private, for-profit organization, that organization must provide the nonfederal share.

A school may also pay an institutional share with non-cash contributions.  If the school’s non-cash contribution is less than the remaining 25%, the school must make up the difference in cash.

The institutional-share waiver can be granted to a school that is designated as an eligible school under that Strengthening Institutions Program, the Strengthening Historically Black Colleges and Universities Program, or the Strengthening Historically Black Graduate Institutions Program.  However, a school has the option of providing an institutional share and determining the amount of the share.

The institutional share requirements for employment provided by a private for-profit organization (50% federal share limitation) or for the administration of the JLD Program (50% federal share limitation) are never waived.

· Excess Funds 675.26
If a school receives more money under an employment agreement with an off-campus agency than the sum of (1) required employer costs, (2) the school’s nonfederal share, and (3) any share of administrative costs the employer agreed to pay, the school must handle the excess in one of three ways:

· Use it to reduce the federal share on a dollar-for-dollar basis

· Hold it in trust for off-campus employment during the next award year; or

· Refund it to the off-campus employer

Funds from programs sponsored by federal agencies may be used to pay the nonfederal share, as long as the programs have the authority to pay student wages.  A school should contact the appropriate federal agency to see if the program in question has this authority.
Off-Campus Agreements 675.20(b)
If a school allows off-campus organizations to employ FWS students, the school must enter into a written agreement – a contract – with the off-campus organization (see Appendix B of the SFAH for a model off-campus agreement)

The agreement should specify what share of student compensation and other costs will be paid by the off-campus organization.  For-profit organizations must pay the nonfederal share of student earnings.  Any off-campus organization may pay:

· The nonfederal share of student earnings;

· Required employer costs, such as the employer’s share of Social Security or Workers’ Compensation; and

· The school’s administrative costs not already paid from its ACA.

The agreement sets forth the FWS work conditions and establishes whether the school or the off-campus organization will be the employer for such purposes as hiring, firing and paying the student.  

There are various other components that must be included with the off-campus agreements.  Please refer to 675.20(b) for more information.
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Topics Include: 


· Excess Funds

· Off Campus Agreements

· Record Keeping

· Payroll

[image: image12.wmf]Activity #5 FWS Off-Campus Agreements



	· Administrative Cost Allowance 673.7
A school participating in the FWS Program is entitled to an Administrative Cost Allowance (ACA) if it provides FWS employment to its students in that award year.  The school may charge the entire administrative cost allowance to any of the campus-based programs as long as the school awards funds to students under the program it charges the allowance to during that award year.

For any award year, the amount of the ACA equals five percent of the first $2,750,000 of the school’s total expenditures to students in that award year under the FWS, FSEOG, and the Federal Perkins Loan Programs; plus four percent of its expenditures to students that are greater than $2,750,000 but less than $5,500,000; plus three percent of its expenditures to students that are $5,500,000 or more 

A school may use up top 10 percent of the administrative cost allowance attributable to the school’s FWS Program expenditures to pay administrative costs of conducting its community service program. (See 673.7(f) for more information)

· Record-Keeping Requirements 675.19(b)
Schools must adhere to the record-keeping requirements outlined in the General Provisions (668.24). Additional requirements specific to the FWS Program are:

· The school must establish and maintain an internal control system of checks and balances that insures that no office can both authorize FWS payments and disburse FWS funds to students.

· If the school uses a fiscal agent for FWS funds, that agent may only perform ministerial acts.

· Each year the school must submit a Fiscal Operations Report and other information the Department requires. The information must be accurate and must be provided on the form and at the time the Department specifies.

Payroll records

The school must distinguish expenditures for FWS compensation from other institutional expenditures.  Please refer to 675.19(b), 2003-04 FSA Handbook, FWS, pages 6-11 through 6-14 or 2002-03 FSA Handbook, FWS, pages 6-11 through 6-14 for specific Payroll records that must be kept on file.

Job descriptions

Each FWS position must have a job description that includes specific information.  Please refer to 2003-04 FSA Handbook, FWS, pages 6-13 through 6-14 or 2002-03 FSA Handbook, FWS, pages 6-12 through 6-13 for the specific information that must be included in the job descriptions. 

Reading and Mathematics Tutors and Family Literacy Activities

A school must be able to identify the FWS students who performed reading or mathematics tutoring or family literacy activities.  The school must also be able to provide the job description that demonstrates that these students worked as reading or mathematic tutors of children or performed family literacy activities in a family literacy project, and must have records supporting the hours worked and the amount paid to the FWS reading tutors.
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After completing Activity 6, answer the following two questions:


· Can the school document that the ACA was calculated according to the requirements set forth in 673.7 Yes____  No____   


· If the school used 10% of the ACA attributable to the school’s FWS Program expenditures to pay administrative costs of conducting its community service program, can the school document that the requirements outlined in 673.7(f) were met Yes____ No____   
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  Community Questions & Answers
· America Reads

	Questions/Comments concerning Participation, Fiscal Procedures & Records Requirements:

Were the requirements met for each student reviewed in all activities? (     ) Yes     (     ) No

Were the school's procedures for FWS Participation, Fiscal Procedures & Records correct and updated?  (     ) Yes     (     ) No

If the school found deficiencies in any areas above, complete the Management Enhancement Worksheet to explain the school's plan to correct the problem(s).


	Selection Criteria & Awards
	Results of Assessment

	· General Student Eligibility

To be eligible for a Federal Work-Study (FWS) job, a student must meet all eligibility requirements listed in 2003-04 FSA Handbook, Volume 1- Student Eligibility, 2003-04 FSA Handbook, Campus-Based Programs Common Provisions, page 4-9 OR 2002-03 FSA Handbook, Volume 1 - Student Eligibility, 2002-03 FSA Handbook, Campus-Based Program Common Provisions, page 4-9.

In addition, the student must have financial need.  A school may not award FWS employment to a student if that award, when combined with all other resources, would exceed the student’s need.

· Assigning Jobs   HEA Section 443(c)(4)
A school must make FWS jobs reasonably available to all eligible students at the school.  To the maximum extent practicable, a school must provide FWS jobs that complement and reinforce each recipient’s educational program or career goals.

A school should take into consideration the student’s financial need, the number of hours of work per week the student can work, the period of employment, the anticipated wage rate, and the amount of other assistance available to the student when assigning FWS jobs.  There is no minimum or maximum award requirements, but the school should take into consideration these factors when determining the amount of award for each FWS student.

· Employment Conditions and Limitations 675.20(c) 
FWS employment must be governed by employment conditions, including pay, that are appropriate and reasonable according to the type of work performed, the geographic region, the employee’s proficiency, and any applicable federal, state, or local law.

· Establishing Wage Rates 675.24 

Undergraduate students must be paid FWS wages on an hourly basis only.  Graduate students may be paid by the hour or may be paid a salary.  The school is responsible for making sure the student is paid for work performed (675.16(a)(10))
· Minimum Wage 675.24(b), DCL CB-96-23
FWS employers must pay students at least the federal minimum wage in effect at the time of employment ($5.15 as of September, 1997).  

FWS employment must not displace employees (including those on strike) or impair existing service contracts.

FWS positions must not involve constructing, operating, or maintaining any part of a building used for religious worship or sectarian instruction.

· Fees or Commissions 675.27(b)
Neither a school not an outside employer that has an agreement with the school to hire FWS students may solicit, accept, or permit soliciting any fee, commission, contribution, or gift as a condition for a student’s FWS employment.

The Fair Labor Standards Act of 1938, as amended, prohibits employers (including schools) from accepting voluntary services from any paid employee.

Internships, Practica, or Assistantships 675.20(d)
A student may earn academic credit as well as compensation for FWS jobs.  However, a student employed in a FWS job and receiving academic credit for that job may not be:

· Paid less than he or she would be if no academic credit were given;

· Paid for receiving instruction in a classroom, laboratory, or other academic setting; and

· Paid unless the employer would normally pay the person for the same job

· FWS Employment During Period of Nonattendance 675.25(b)
A student may not be employed under FWS during a period of nonattendance, such as a summer or equivalent vacation period or the full-time work period of a cooperative education program.  To be eligible for this employment, a student must be planning to enroll (or to reenroll) for the next regular session.  The student’s earnings during this period of non-attendance (earnings minus taxes and job-related costs) must be used to pay his or her cost of attendance for the next period of enrollment.

· Study Abroad Students

A student in an eligible program of study abroad may be employed during the summer preceding the study abroad if he or she will be continuously enrolled in his or her American school while abroad and if the student’s study is part of the American school’s own program.  In such a case, a student may be employed in a qualified position in the United States, at the American school’s branch campus in a foreign country, at a U.S. government facility abroad, or in an American company abroad.

· Determining the FWS Award Amount 

A school must determine an appropriate award amount for each student offered employment under the FWS Program.  The FWS award amount provided to a student reflects the gross FWS earnings that a student may earn.  A financial aid administrator may not award FWS employment to a student if the net earnings of that award amount, when combined with all other resources, would exceed the student’s financial need.  See 2003-04 FSA Handbook, Campus-Based Programs Common Provisions, pages 4-13 through 4-15 or 2002-03 FSA Handbook, Campus-Based Programs Common Provisions, pages 4-15 through 4-17 for more information on resources.  Also, see 2003-04 FSA Handbook Student Eligibility, Chapter 7 or 2002-03 FSA Handbook, Student Eligibility, Chapter 7 for more information pertaining to Financial Need and Cost of Attendance for students receiving Federal Student Aid.

· Preventing Overawards
To prevent an overaward, a school must monitor each student’s earnings from need-based employment to determine whether the student’s need has been met.  Your school does this by reviewing payroll records of disbursements to the student under the FWS Program and any other need-based employment program.  The school’s FWS fiscal records must be reconciled at least monthly.  Please see 673.5 for provisions regarding overawards and resources.

· Determining Award amounts that reflect Net earnings 675.25
A school may determine the student’s net FWS earnings by subtracting taxes (those that will be withheld and not refunded) and job-related costs from the student’s gross FWS earnings.  See 675.25 for more information.

When a student must pay taxes and job-related costs, you may award the student a FWS award amount that is higher than the student’s unmet need in order to assure that the student’s net FWS earnings are sufficient to meet this need.  To correctly calculate the maximum gross FWS earnings that a student may earn without the new FWS earnings exceeding the student’s financial need, please see the 2003-04 FSA Handbook, FWS, page 6-20. 

· Work During Nonattendance

As discussed earlier in the module, if a student works during a vacation or other period when he or she is not attending classes, his or her net FWS earnings (gross earnings minus taxes and job-related expenses) from that period must be counted toward payment of the student’s COA for the next enrollment period.  675.25(b)
· Payment for Travel and/or Training 675.18(h)
A student may be paid for a reasonable amount of time for training for any FWS employment and travel that is directly related to a community service job.  Please see the 2003-04 FSA Handbook, FWS, page 6-24.
· Disbursement 675.16
A school must pay a student at least once a month.  The school may use any type of payroll period it chooses, provided students are paid at least monthly.  Unless the school is paying the student with noncash contributions, the school must pay the nonfederal share to the student at the same time the federal share is paid.

A school can pay a student by check or similar method that requires the student endorsement.  Upon the student’s request, a school can also make payments directly to the student’s bank account or credit the student’s school account for tuition and fees, room and board (if contracted by the student through the school), and other institutionally provided goods and services.

The school also has the option of paying its share of a student’s wages in the form of noncash contributions of services or equipment (such as tuition and fees, room and board, and books and supplies).  There are limitations for noncash contributions.  Please refer to the 2003-04 FSA Handbook, FWS, page 6-25 or 2002-03 FSA Handbook, FWS, page 6-25 for more information.

· Payment Period in Two Award Years

When a payment period is in two award years (that is, when it begins before and ends after July 1), the student is ordinarily paid for compensation earned through June 30 with funds allocated for the first award year and for compensation earned beginning July 1 with funds allocated for the following award year.  For audit or program review purposes, the school must have documentation (e.g. canceled checks, bank statements) in its files to show that students received payment in the amount charged to the FWS Program.

· Payment When a Student is no longer enrolled

FWS wages are earned when the student performs the work.  A school may pay the student after the last day of attendance for FWS wages earned while he or she was still in school.  However, when a student has withdrawn from school, FWS funds may not be used to pay for worked performed after the student withdrew.

· Power of Attorney
A school may not obtain a student’s power of attorney to authorize any disbursement of funds unless the U.S. Department of Education has granted prior approval.

· Requirements for Payment Directly to Student Accounts 675.16
Upon obtaining a written authorization from a student, a school can make FWS payments directly to the student’s account at a financial institution or the school to satisfy current year award charges for:

· Tuition and fees;

· Room and board, if contracted through the school; and

· Other school-provided educationally related goods and services

In addition, a school may credit a student’s account to satisfy minor prior award year charges if these charges are less than $100, or if the payment of these charges does not and will not prevent the student from paying current educational costs.

In order to make FWS payments directly to the student’s account at the school or to initiate an electronic funds transfer (EFT) to the student’s bank account, the school must obtain written authorization from the student.  The school must:

· Not include the authorization as part of a list or in combination with other types of authorizations signed by the student;

· Not require or coerce the student to provide the authorization;

· Allow the student to cancel or modify the authorization at any time; and

· Clearly explain how it will use the authorization

· Holding Excess FWS Funds on Behalf of Students

With written authorization from a student, a school may hold, on behalf of the student, FWS funds that would otherwise be paid directly to the student.  Specific requirements can be found in 675.16(a)(8).
· Garnishment of Wages

A student’s FWS wages may be garnished only to pay any costs of attendance that the student owes the school or that will become due and payable during the period of the award.  Schools must oppose any garnishment order they receive for any other type of debt.  Further, schools must adopt effective procedures to notify off-campus employers that garnishment of FWS wages for any debt other than a cost of attendance is not permissible.
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Topics Include: 


· General Student Eligibility

· Assigning Jobs

· Employment Conditions and Limitations 

· Establishing Wage Rates, 

· Minimum Wage

· Fees or Commissions

· FWS Employment During Period of Nonattendance

· Study Abroad Students

· Determining the FWS Award Amount
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  Community Questions & Answers
· General Questions
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  Community Questions & Answers
· Commissions
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Topics Include: 


· Preventing Overawards

· Determining Award Amounts that reflect Net Earnings

· Work During Nonattendance

· Payment for Travel and/or Training 

· Disbursement

· Payment Period in Two Award Years

· Payment When a Student is no longer enrolled

· Power of Attorney

· Requirements for Payment Directly to Student Accounts

· Holding Excess FWS Funds on behalf of Students.
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Community Questions & Answers 
· Payroll
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Community Questions & Answers 
· Garnishment of Wages


	Questions/Comments concerning FWS Selection Criteria & Awards:

Were the requirements met for each student reviewed in the Activities? (     ) Yes     (     ) No

Were the school's procedures for FWS Selection Criteria & Awards correct and updated?  (     ) Yes     (     ) No

If the school found deficiencies in any areas above, complete the Management Enhancement Worksheet to explain the school's plan to correct the problem(s).


	Types of Employment
	Results of Assessment

	· Community Service Jobs  

Schools must make students aware of community service opportunities by encouraging them to get involved in community service activities.  The program participation agreement also requires schools to work with local nonprofit, governmental, and community-based organizations to identify community service opportunities.  See 675.8 for more information regarding Program Participation Agreement Requirements.  For a definition of Community Services, please see 675.2(b).

7 % Requirement

A school must use at least 7% of its FWS allocation to employ students in community service jobs. (See (675.18(g)).  At least one of the FWS students employed to fulfill this requirement must work performing family literacy activities or as a reading tutor for children who are preschool age or are in elementary school (See 675.18(g)).

Other resources for Community Service: DCL CB-97-12, DCL CB-94-4,  Section 101 of the National and Community Service Act of 1990, Section 124(a) of the National and Community Service Act of 1990, 2003-04 FSA Handbook, FWS, pages 6-29 through 6-42, 2002-03 FSA Handbook, FWS, pages 6-29 through 6-42, Marketing Community Service to FWS Students, Expanding FWS & Community Service Opportunities. 

Other resources for Family Literacy: DCL CB-98-6
Employing FWS Students as Reading and Mathematics Tutors 675.18(g)(3), DCL CB-97-12, DCL CB-99-12; 2003-04 FSA Handbook, FWS, pages 6-31 through 6-32; 2002-03 FSA Handbook, FWS, pages 6-31 through 6-32 

The Department foes not define ‘tutor’ for the FWS Program.  This gives schools flexibility in determining the job description and duties of a tutor.  A FWS reading or math tutor must have adequate reading or math skills, as appropriate, and the Department strongly recommends that the tutors be well trained before they tutor.

FWS tutoring may be one-on-one or in a group.  FWS can tutor children in parochial schools as long as the school is classified as a private, nonprofit school by the IRS or state taxing body; the work may not involve constructing, operating or maintaining any part of a building used for religious worship or sectarian instruction; and the FWS tutor may not use religious material to tutor the child.  FWS tutors do not have to be trained before they tutor, although training is highly recommended.  675.18(h) allows a FWS tutor to receive FWS wages while he or she is being trained.

For FAQs regarding these requirements, please refer the 2003-04 FSA Handbook, FWS, pages 6-40 through 6-42 or 2002-03 FSA Handbook, FWS, pages 6-39 through 6-41.

· Work On Campus 675.21
A student may be employed on campus at any type of postsecondary school, including a proprietary school.  A school, other than a proprietary school, may employ a student to work for the school itself, including certain services for which the school may contract, such as food service, cleaning, maintenance, and security.

FWS at private nonprofit or public school

A FWS student may work on campus at any type of private nonprofit or public school (including the school that the student is attending).  A FWS student may be assigned to assist a professor if the student is doing work the school would normally support under its own employment program.  A student may also serve as a research assistant to a professor as long as the work is in line with the professor’s official duties and is considered work for the school itself.  If the school has a branch campus in a foreign country that has its own facilities, administrative staff, and faculty, a FWS may also work at that branch campus.

FWS On or Off Campus Work For Proprietary School 675.21(b)
A proprietary school may employ a student to work for the school itself but only in jobs that meet the criteria outlined in 675.21(b).  
If the jobs are not in community service, they must be on campus and must provide student services.  The jobs must complement the student’s educational program or vocational goals to the maximum extent possible, and the jobs must not involve soliciting potential students to enroll at the proprietary school.

More information regarding the definition of Student Services are found at 675.2(b).

· FWS Off Campus For Nonprofit or Government Agency 675.22
If a student is employed off campus by a federal, state, or local public agency, or by a private nonprofit organization, providing jobs related to the student’s academic or vocational goals is encouraged, but not required.  However, the work performed must be in the public interest.

FWS students are prohibited from working for the U.S. Department of Education due to the potential appearance of conflict of interest.

Please refer to 675.22 for detailed information regarding the requirements for FWS work Off Campus for Nonprofit or Government Agency.  Also, please refer to the 2003-04 SFA Handbook, FWS, pages 6-34 through 6-36 and 2002-03 FSA Handbook, FWS, pages 6-33 through 6-35 for more information.

· FWS Work Off Campus For Private For-Profit Companies 675.23
Schools may enter into agreements with private for-profit companies to provide off-campus jobs for students; however, these jobs must be academically relevant, to the maximum extent practicable, to the student’s program of study.  Private for-profit organizations may not hire FWS employees to replace regular employees and do not qualify as employers for community service under the FWS Program.

Locate a copy of your Policies and procedures pertaining to FWS.  Please ensure that the school met each of the requirements outlined in the next column.  If the requirement is not met or further action is needed, please write your notes in the Comment section for further action or Management Enhancement.
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Topics Include: 


· Community Service Jobs

· 7 % Requirement

· Work on Campus

· FWS at Private nonprofit public schools 

· FWS On or Off Campus Work for Proprietary School

· FWS Off Campus For Nonprofit or Government Agency

· FWS Work Off Campus for Private For-Profit Companies
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Community Questions & Answers 
· Religious Affiliation


	Questions/Comments concerning Types of Employment:

Were the school's procedures for Types of Employment correct and updated?  (     ) Yes     (     ) No

If the school found deficiencies in any areas above, complete the Management Enhancement Worksheet to explain the school's plan to correct the problem(s).


	Job Location & Development (JLD)
	Results of Assessment

	· JLD Purpose 675.31  

The JLD Program is one of the FWS Programs.  A school is allowed to use part of the federal funds it receives under the FWS Program to establish or expand a JLD Program.

The JLD Program locates and develops off-campus job opportunities for students who are currently enrolled in eligible schools of higher education and who want jobs regardless of financial need.  This means that jobs may be located and developed under the JLD Program for FWS and non-FWS eligible students.

· JLD Program Participation

A school that has an executed Program Participation Agreement (PPA) for the FWS Program may participate in the JLD Program without any prior contact with the Department and without any revision to its PPA.
· Student Eligibility

Any student employed in a job developed under the JLD Program must be currently enrolled at the school that places the student in a job.  A school may place in JLD jobs both students who do not meet FWS student eligibility criteria and those who do meet those criteria.  However, using JLD funds to find jobs only for FWS students would not satisfy the program purpose of expanding off-campus jobs for students who want jobs regardless of financial need.

· Use of FWS Allocation for JLD Program 675.32
When establishing or expanding a program to locate and develop off-campus jobs, including community service jobs, a school may use up to the lesser of the following two amounts:

· 10% of its FWS allocation and reallocation; or

· $50,000
· Use of JLD Program Funds 675.35(a)(2)
A school may only use federal JLD funds to pay for the cost of establishing and administering the JLD Program.  Please see 675.35(a)(2) for more information about this requirement.

· Federal Share Limitations 675.33(b) and 675.33(c)
A school may use FWS funds to pay up to 80% of the allowable costs (outlined in 675.33(a)). A school must provide the remaining 20% of allowable costs in either cash or in services. This requirement cannot be waived.

· Allowable Program Costs 675.33(a)
Allowable costs of carrying out the JLD Program are outlined in 675.33(a).

· Employing Students as Staff in the JLD Program Office
A school may employ FWS and non-FWS students as staff in the JLD Program Office as long as the school does not use JLD funds to locate and develop these jobs.  However, the statute and the FWS regulations prohibit the use of any funds allocated under the FWS Program from being used to pay the institutional share of FWS compensation to its students.  

Note:  A school may not include student staff jobs in the JLD Office on the FISAP in the JLD section for reporting the count of students and the earnings of students for whom jobs were located or developed through the JLD Program.

· JLD Reporting on the FISAP

A school that participates in the JLD Program during an award year must provide information about its JLD activities on the Fiscal Operations Report and Application to Participate (FISAP).  

· Multi-Institutional JLD Programs 675.34
A school may enter a written agreement with other eligible schools for those schools to establish and to operate a JLD Program for its students.  The agreement must designate the administrator of the program and must specify the terms, conditions, and performance standards of the program.  Each school that is part of the agreement retains responsibility for properly disbursing and accounting for the federal funds it contributes under the agreement.  If a school uses federal funds to contract with another school, suitable performance standards must be part of that contract.  Performance standards should reflect each school’s philosophy, policies, and goals for the JLD Program.  A school may not develop performance standards, conditions, or terms that are inconsistent with the statute or regulations.
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Topics Include: 


· JLD Purpose

· JLD Program Participation

· Student Eligibility

· Use of FWS Allocation for JLD Program

· Use of JLD Program Funds

· Federal Share Limitations

· Allowable Program Costs

· Employing Students as Staff in the JLD Program Office

· JLD Reporting on the FISAP

· Multi-Institutional JLD Programs



	Questions/Comments concerning the JLD Program:

Were the school's procedures for the JLD Program correct and updated?  (     ) Yes     (     ) No

If the school found deficiencies in any areas above, complete the Management Enhancement Worksheet to explain the school's plan to correct the problem(s).


	Now that you have completed the FWS Assessment and have noted the results of each area in the Question/Comment Section, answer the last question in this Assessment. 

· Has the institution verified that it meets ALL FWS Requirements? 

· Yes.   Are there any good practices that the school would like to identify as Effective Practices?  If so, complete an Effective Practice Form for each effective practice noted.

· No.  For each FWS Criterion that the school identified as a need for improvement the school’s policies and procedures, complete a Management Enhancement Worksheet for each improvement noted.

· Need for Technical Assistance? Contact the FSA Customer Service Call Center (at 1-800-433-7327), or by email at fsa.customer.support@ed.gov, or contact your regional Training Officer or Institutional Improvement Specialist by using the Technical Assistance Resources.  
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  Related Modules: You may also find it helpful to complete the FSEOG Module, Perkins Awarding & Disbursement Module, and Fiscal Management Module.
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