
 

 
Once you submit the Work-Study New Hire Form, you’ll be routed a DocuSign packet via 
email.  This DocuSign will ask you to sign the Federal Work-Study Student Employment 
Contract and it will require you (or your supervisor) to submit the following documents: 
 

1. Federal Work-Study Eligibility Notification  
 
Students can get their notification in their Handshake account or by going to this site 
directly:  https://wswf.ucr.edu/.  Next, upload the saved copy into the DocuSign under 
the attachment icon labeled as Work Study Eligibility Notification. 

 

 

Office of Financial Aid 
 

Sample Documents for DocuSign Packet 

https://wswf.ucr.edu/


 

2. Handshake Job Posting 
 
Depending on how the Work-Study New Hire Form was filled out, either the student 
or the supervisor will need to upload a copy of the job description as was posted in 
Handshake.  It must say that it is a work study position in the job title. 
 

 



 

3. Once received, Financial Aid will process.   
 
If the student is working off campus, you’ll be emailed about 5-10 days later to make 
an onboarding appointment.  When completed, please await an email from Financial 
Aid that includes your Letter of Clearance.  It will be emailed to you and your 
supervisor to let you know that you are “cleared” to start working. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

If the student is working on campus, you’ll be contacted by your supervisor on when 
you can start working! 


