Office of Career Services 



Federal Work-Study (FWS)









Hiring Authorization Form

Winston-Salem State University
301 Thompson Center
Winston-Salem, NC 27104







(   )  New Hire

(336) 750-3240
(phone)




Hiring Status

(   )  Transfer
(336) 750-3260 
(fax)




Please Check One:

(   )  Terminate

www.wssu.edu/careers 
First Name:   _________________________    M.I. ______   Last Name:_____________________

Banner ID #: __________________________



Effective Date:


8/23/2010






Student may work from:

August 23, 2010 to April 27, 2011
Void Date:  



September 30, 2010

Student may earn up to:     

$________________





To be completed by the Student:

I understand that I may not earn more than the maximum earnings listed on this form.  I understand that it is my responsibility to comply with all department and University policies.  I understand that as a student worker I may have access to confidential information about others and it is my responsibility to keep such information confidential.
Student’s Signature:  _______________________________________________       Date:  _____________________________________
Student’s Email:  __________________________________________________      Student’s Phone #:____________________________
Hiring Manager -- Please make one copy of this form for your department and one copy for the student.
[image: image1.emf] 


The student listed above is eligible to participate in the FWS program for the referenced period.  Prior to the student beginning work, the hiring department is responsible for submitting this completed original form to Financial Aid Office.  Departments/Agencies are strongly encouraged to assist their student in monitoring their earnings.  Departments/Agencies will be responsible for paying the student any earnings in excess of the student’s award amount, OR if the student begins work prior to submitting hiring paperwork.





Work Study Questions:  		Contact Financial Aid (336) 750-3280 or      �HYPERLINK "mailto:williamscr@wssu.edu"�williamscr@wssu.edu�.


Job Posting/RamTrak Questions:  	Contact Career Services (336) 750-3240 or   �HYPERLINK "mailto:boydm@wssu.edu"�boydm@wssu.edu�. 





Hiring Process Checklist:


Must be initialed by each department





FWS Authorization form printed by student after online orientation.		__________





Student delivers form to Hiring Manager/Supervisor to complete section below.  __________ 





Student visits HUMAN RESOURCES to complete I-9 and W-4 forms  		__________


                             *MUST Bring CURRENT State Issued photo ID and SS card


                               - MUST BE ORIGINAL DOCUMENTS -


                               Human Resources is located in – 103 Eller Hall                                 











To be completed by the Federal Work Study Hiring Manager or Supervisor (Please print clearly):





Employing Department:__________________________________  	Departmental Budget Code:_________________


Supervisor Name: _______________________________________  	Supervisor Phone:  ________________________


Student Job Title: _______________________________________	Student Rate of Pay: $______________________


Hiring Managers/Supervisors Must


RETURN FORM TO FINANCIALAID OFFICE








