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Student Employment

We employ 1600+ student employees in 
over 2500 student jobs across 140
departments.



Overview – Student Employment Changes

• Create greater flexibility for departments

• Streamline existing processes

• Better training/resources for supervisors

• Provide more opportunity to involve 
students in the job review/merit process.



Overview – Areas with Upcoming Changes

• Job Descriptions

• Account Codes/Budgets

• Wage Rates



Job Descriptions

4 Generic Job Descriptions

• Level 1 - $8.00 - $9.50

• Level 2 - $8.80 - $10.50

• Level 3 - $9.30 - $11.30

• Level 4 - $11.05 - $13.50



Job Descriptions

Departments will determine the pay grade of 
each job by using these 4 generic job 
descriptions as a guide.





Job Descriptions

Departments are responsible for keeping the 
specific job descriptions on file for every 
student job in their department.



Job Descriptions

To post jobs online use the new job request 
submission form. It is located on the Supervisor 
page of the website at: 

Studentjobs.Richmond.edu/Supervisors

http://studentjobs.richmond.edu/supervisors/advertising-jobs.html






Account Codes/Budgets

University Work Program (UWP) - 6311

Federal Work Study (FWS) - 6312

Federally Funded Grants - 6413

6314



Account Codes/Budgets

• No new jobs will be set up under 6314. 

• Existing jobs already set up under 6314 will 
remain as is until jobs are closed/student 
graduates.

• All new UWP jobs will use 6311.



Account Codes/Budgets

FA will monitor FWS (6312) spending and 
switch students over to UWP (6311) when 
department budget or student award is 
spent.



Account Codes/Budgets

FA will send email when these changes are 
made, submit a termination EPAF if you do 
not want to use UWP funds.



Account Codes/Budgets

We will not monitor UWP spending and 
budgets.



Student Employment Budgets

Allison Johnson – Financial Analyst, Planning 
and Budget



Summarizing the FOAPAL
Segment Description

Fund Where did the money come from? (Sources: Tuition, fees, grants, Investment income, gifts-restricted and 
unrestricted in use).

Organization (Org) Who is responsible for the money? Who does the money belong to? Who is spending the money? Orgs are 
Hierarchal and are assigned in Banner at VP level, schools and departments. 

Account What kind of transaction is taking place? What is the money being spent on? Includes, Revenue, Expense, and 
Transfer type of transactions.

Program How does this transaction compare to other universities? How is the transaction being reported?

Activity Used for tracking specific activities (not required) 

Location Identifies the location of equipment (Fixed Assets) 
**This field is not currently used by the University**

Index Although not part of the FOAPAL it plays a large role in data entry. It replacing the need to enter the entire 
FOAPAL string, with the exception of account .



What does this mean for you?

• If a department needs additional budget, similar to all other budget requests, they 

must: 

 First, determine if the department’s overall budget already has funds that could be used 

 If not, the budget manager should discuss the need for additional funds with their 
division’s key budget contact

 The division’s key budget contact should attempt to fund the department’s need through 
reallocation within the division

• The OPB, in collaboration with the division’s key budget contact, will review 

continuing budget allocations to ensure the most efficient use of Student 

Employment budget

Student Employment in the Office of Financial Aid remains the point of contact for 

supervisor questions related to hiring students



Wage Rates

• No automatic increases for Longevity, 
Merit, and Summer Bump Up. 

• All wage changes will now be initiated by 
submitting the new Hourly Rate Change 
EPAF.



Wage Rates



Wage Rates



Wage Rates



Wage Rates



Wage Rates

For new jobs there will only be one EPAF 
option for a regular hourly position. This 
EPAF will allow you to now enter the Pay 
Grade and Wage Rate.



Wage Rates



Wage Rates



Wage Rates

• All existing jobs will remain at their current 
wage rate.

• Recently submitted EPAFs will be processed 
at the previous set wage rates and do not 
need to be re-submitted.



Other Reminders

• Study Abroad jobs will stay open

• One time payment form

• Supervisor section of website

• EPAF Guide

• Default approver for all communication

• Summer ends on 8/26



Upcoming Info

• FWS eligibility list next week

• Training Session on 8/10 - 10:30

• Rosters sent mid-August

• Job Fair in HDC on 8/29 – 11-1pm 
(registration next week)



Questions?

Mike Pagano – Financial Aid

mpagano@Richmond.edu

Ext. 8239

mailto:mpagano@Richmond.edu

