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Sample Documents for DocuSign Packet

Office of Financial Aid

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.

20 - 21 FWS NOTIFICATION
Office of Financial Aid

HAME: Last Mame, First Name
SID: 862X X 00K

UCR's Financial Aid Office has confirmed that you received a Federal Work Study allocation to help cover
your college expenses.

Your Federal Work Study allocation for the 2020-2021 year is: $2,000.00.

Please note that this letter is only a notice of your Federal Weork Study allocation. You will need to provide a
copy of this nofice during your interview.

When you are hired with a federal work study job, you will nesd to uplead: (1) a copy of this notice and (2) a
copy of your job description. Refer to the “Work Study Process” webpage for complete instructions. Once
processed, you and your supervisor will receive a Letter of Clearance. You must await the Letter of
Clearance to start working. This process may take up to 15 days.

Additionally, based on your Federal Work Study eligibility and eligibility requirements specified by the
Califomia Department of Social Serviees, you may be eligible for CalFresh benefits. CalFresh can help you
caver your food expenses while you are in college. We encourage you to apply to receive this valuable benefit
that could help make your college expenses more affordable. For more information, visit UCR's Basic Maads
website.

Please retain this letter as verification of your eligibility for, and receipt of, a Work Study allocation and for
CalFresh eligibility purposes.

E-mail the Financial Aid Office at finaid@uer edu for any questions about your Federal Work Study allocation.
Contact the Career Center at careercounseling@ucr.edu for assistance in your job search.



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.
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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.

RIVERSIDE Financial Aid Office
2106 Student Services Building
Riverside, CA, 92521

e-mail: finaid@ucr.edu

FEDERAL WORK-STUDY PROGRAM

Letter of Clearance

DATE:
TO:

Account: !

RE: LETTER OF CLEARANCE

has completed the necessary employment papers for participation in the Federal Work-Study Program
and is cleared to begin working for your agency.

The above student is currently eligible to eamn a maximum of gross, hours (subject to
change), for the entire #Error  academic year ( ). Do Not

allow the student to work beyond this allecation, nor permit the student to work for more than 19 hours

a week du rlng school sessions nor over 39 hours dunng any vacation p-enud {Wlmer & Spnng breal(] The

0noe the allocauon has been exceeded \_.clu ma;'I comlnue to have the s1uden1 work bu[ you
will need to pick them up on your payroll. A student that has been dismissed or has withdrawn from the
University is not eligible for Federal Work-Study so the employer must pay 100% of wages sarned.
Students cannot be paid for holidays, sick leave or vacation time.

Students are paid by the university on a Bi Weekly schedule. Students will submit hours worked to
http:/itimesheet.ucr.edu using their Met ID and password. Students will print their timesheet; submit to
their supervisor for approval by the due date for each pay period. These dates are reflected on Exhibit “C"
given to each student, employer and is located on the Financial Aid home page.

Off-Campus Supenusclrs will then SL.IbI’TII[ auihonmd 5|gned timesheets by email to Workstudy@ucr.edu
on each due date ( -

07/uer_payroll_and_tars 2020 calendar-bw_employees 7-8-20.pdf ).

Statement of Account - For Wark-Study positions that require payment of 25%-50% of the student's salary,
the “Statement of Account” will be sent to you no later than the 20th of each month for payment of your
organization's share of compensation from the previous month. Payments MUST be made monthly.

Employers need to be certain their employees understand their responsibilities. If, for any
reason, employment is terminated, please notify the Financial Aid Office in writing as soon as
possible.

Cordially, E-mail: Tami.Disney@ucr.edu
Administrative Assistant ||

Email: workstudy@ucr.edu

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



