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Student Employment

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



Overview of SE Supervisor Training

• Job Descriptions

• New Employees

• FWS vs. UWP

• Budgets/Account Codes

• EPAFs

• Time Approval



Studentjobs.Richmond.edu/Supervisors

http://studentjobs.richmond.edu/supervisors/index.html


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 new jobs 

by using these 4 generic job descriptions as a guide.
• Departments are responsible for keeping the specific job 

descriptions on file for every student job in their 
department and reviewing annual.

• To post jobs online use the job request submission form 
on the Supervisor page of the website.









FWS vs. UWP

• Federal Work-Study (FWS) 
(Account –6312)

• University Work Program (UWP)  
(Account –6311)



Federal Work Study (FWS)
• Not all students have FWS - part of need based aid 

package (about 600 total)

• 75% supported from Federal funds

• Most students have a maximum of $1500 per year 
that applies to all FWS jobs

• FWS list sent out in Aug, subject to change

• Only available during academic year



University Work Program (UWP)

• All students are eligible for UWP, no limit to 
student earnings and year round

• International students can only have UWP

• Students must use FWS first before using UWP

• When FWS award is met students are switched 
over to UWP



Account Codes/Budgets

• Departments have separate FWS and UWP 
budgets (cannot move funds between them)

• University Work Program (UWP) - 6311

• Federal Work Study (FWS) - 6312

• Federal, State, or Private Grants - 6413



Account Codes/Budgets

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

We will not monitor UWP spending and budgets.

Budget related questions for student employment 
should go to the Office of Planning and Budget



Student Employment Budgets

Allison Johnson – Financial Analyst, Planning 
and Budget



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



New Employees

• A student must be cleared to work before they 
begin(can check on EPAF for previous jobs)

• Must be degree seeking students enrolled at 
least half time (except Summer employment).

• International students must meet with 
International Taxation first (20/40 rule applies)





EPAF – Electronic Personnel Action Form

• EPAFs are located in the employee tab in 
BannerWeb (must request access)

• Allows you to submit job creation/changes that 
Student Employment can pull into Banner



EPAF Types

1. Hire a Student Employee

2. Hourly Rate Change

3. Terminate a Student Job Record

4. Summer Fellowship





EPAF Guide



EPAF Status

• Waiting – EPAF is saved but not submitted yet

• Pending – EPAF is submitted and pending 
approval

• Approved – Student is approved to work but 
Web Time Entry not available yet

• Completed – Web time entry is available





Time Approval

• Supervisors must request access to approve time 
(based on Org number)

• Every Org has a default time approver set up

• Override approvers can be used for individual 
student positions but must be set up manually

• Proxies can be set up through payroll and are the 
preferred method after default approver



Time Approval

• Students must enter hours by 10am the Monday 

after a pay period ends.

• Supervisors have until 12pm to approve the time.

• Supervisors will not be able to see student 

timesheets until they have been submitted or the 

10am deadline has passed.



Other Reminders

• One time payment form on website

• Default time approver is contact for all 
communication

• Summer ends on 8/26, FWS begins on 8/27

• Rosters coming out soon

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



Questions?

Mike Pagano – Financial Aid

mpagano@Richmond.edu

Ext. 8239

mailto:mpagano@Richmond.edu

