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AGENDA

 Looking back at previous years 
successes / challenges. 

 Supervisor role
 Hiring procedures: Supervisor / Student
 Procedure for Continuing Students
 Procedure for Releasing Students
 Timeclock+ 
 Questions and Answers



20-21 Work Study Program

Program Student Workers Earned
Institutional Work 
Program

35 $ 143,867.44

Federal Work Program 16 $  90,315.71
Cal WORKS Program 4 $ 26,475.30

Total 55 $ 260,658.44



20-21 Work Study Program

# of Student Workers 55
# of Supervisors 12  

Fall 20 Expectations 82%
• 6 missing from 5 supervisors

Fall 20 Evaluations 66%
• 5 missing from 6 supervisors

Spring 21 Expectations 92%
• 5 missing from 2 supervisors

Spring 21 Evaluations     95%
• 2 missing from 1 supervisor



Responsibility of the Supervisor

Remember: 
• Students are students first and employees second
• This is a learning opportunity (1st work exp.)
• To provide orientation, training & feedback which is 

honest and timely
• Set clear expectations & guidelines
• Perform evaluations and reflection
• Facilitate problem solving employment issues
• Praise to motivate
• Verify accuracy of recorded hours, resolve any 

discrepancies, and approve hours weekly
• Complete Work Study Release of Employment 



Responsibility of the Supervisor

Supervisor Report
• Will be sent out at least   

3 weeks before 
Evaluations and/or 
Expectations are due 
each term

• All requirements due will 
need to be returned with 
the report. 



Clear Expectations 

• Due by the 3rd week of 
start date for new 
student workers

• Due by the last day of 
each term for the next 
term



Evaluation by Supervisor
• Due by the last day of each primary term or last day 

worked



Evaluation by Student
• Due by the last day of each primary term or last day 

worked



Hiring Procedure

Supervisor :

• Supervisor submits their positions(s) in Paycor for 
approval. 

• Supervisor searches available resumes in College 
Central Network (CCN) to select candidate(s) to 
interview.

• Supervisor notifies Human Resources (HR) of the 
chosen candidate(s).

The candidate and job offer details will be routed for 
approval. 



Hiring Procedure

New Students:
• The Work Study Coordinator verifies eligibility of the 

student, which includes meeting Satisfactory 
Academic Progress (SAP), the enrollment status and 
financial need if applicable. 

• Human Resources will coordinate the completion of 
the onboarding paperwork via Paycor PERFORM. The 
student is responsible for accessing and completing 
assigned onboarding tasks.

• Human Resources will notify the supervisor when the 
student has completed all the steps necessary to 
begin working (Student CANNOT begin working 
until notified).



Procedure for Continuing Students

• The Work Study Coordinator verifies eligibility of the 
student at the end of each term, which includes 
meeting Satisfactory Academic Progress (SAP), the 
enrollment status and financial need if applicable. 

• The Work Study Coordinator will notify the supervisor, 
student, and HR if a student must reduce hours or 
stop working. 

• The Work Study Coordinator will complete a Work 
Study Release of Employment upon ineligibility. 

• Supervisors are required to re-submit their position(s) 
for approval in Paycor annually and notify HR of their 
candidate(s) for any student working past June 30th. 



Procedure for Releasing Students 

• A Work Study Release of 
Employment webform must 
be completed when a 
supervisor no longer wishes 
to continue employing a 
student worker or the 
student quits

• This form will be available 
on the Work Study web 
page. 

• Once submitted, a copy will 
automatically be emailed to 
HR and the Work Study 
Coordinator.



Pre-Employment Training – BP 3430



Pre-Employment Training



General Reminders

Primary Term Eligibility
• The District has approved the maximum of 20 hours per 

week for most students. CalWORKs student workers 
may have additional hours due to program 
requirements. There are other stipulations which may 
affect available hours and the student’s eligibility to 
work on campus.  Students must be enrolled in a 
minimum of 6 units to be eligible to work up to 10 hours 
per week and enrolled in a minimum of 12 units to be 
eligible to work up to 20 hours per week. Enrollment is 
checked weekly throughout the semester.



General Reminders

Conditions of Employment
• Employment with Taft College is not complete or official 

until applicants meet all pre-employment requirements. 
Employees must submit fingerprints for CA Department 
of Justice and/or FBI clearance. The Work Study 
Coordinator will work with Human Resources to provide 
budget codes for charges incurred by the hiring 
department, the code on the Job Offer Approval will be 
used unless otherwise indicated.

• Cost for fingerprinting ($61 to $78 per student)
• Life Scan = $29
• DOJ = $32
• FBI = $17



General Reminders

Budgeting Consideration
Fall max. $4480 (20/hrs x 16/wks @ $14/hr)
Spring max. $4800 (20/hrs x 16/wks @ $15/hr)

• Students are awarded an additional $1760 anticipating 
hours for Winter and Spring breaks and 1.218% 
estimated employer paid benefits for a total of $11174

• This does not include additional amounts awarded for 
those who start between July 1st and Aug 23rd. 

• Please remember aid/resources awarded to a students 
counts against their Cost of Attendance (COA)



General Reminders

• Tasks & projects assigned to student workers 
(Allowable based on institutional policies)

• Use of school property, professionalism, dress 
standards

• Students do not have to apply or be eligible for 
Financial Aid

• Students must comply with the Financial Aid 
Satisfactory Academic Progress Policy as printed in the 
catalog

• Termination of assignment procedures (ineligible to 
work for min 6 weeks)



Timeclock+

• Student utilizes the Timeclock+ system daily
• Only one Timclock+ ID per student
• Supervisors ensure accuracy of the recorded hours
• Supervisors are responsible for approving hours weekly
• Weekly approvals are due by close of business each 

Monday for the preceding week
• Overtime is not allowed for student workers
• The Work Study Coordinator will receive a weekly 

report of any student who has overtime. The supervisor 
will be notified. 



FERPA Information

What is FERPA?
• The Family Educational Rights and Privacy Act of 1974 is a United 

States federal law that governs the access to educational 
information and records by public entities such as potential 
employers, publicly funded educational institutions, and foreign 
governments. Long title: Family Educational Rights and Privacy 
Act Statutes at Large: 20 U.S.C. § 1232g

• FERPA laws also apply to student workers in a college setting. 
• Per Taft College Office of Instruction policy: Student workers 

may not grade other students’ work, enter grades into an 
instructor’s gradebook, or have access to other students’ 
information, including confidential identifying information or 
grades.

https://www.google.com/search?rlz=1C1GCEU_enUS838US838&q=family+educational+rights+and+privacy+act+long+title&sa=X&ved=2ahUKEwiH18_z-9_jAhXSi54KHS41CFgQ6BMoADAWegQIDBAG
https://www.google.com/search?rlz=1C1GCEU_enUS838US838&q=family+educational+rights+and+privacy+act+statutes+at+large&sa=X&ved=2ahUKEwiH18_z-9_jAhXSi54KHS41CFgQ6BMoADAXegQIDBAJ
https://www.google.com/search?rlz=1C1GCEU_enUS838US838&q=20+U.S.C.&stick=H4sIAAAAAAAAAONgVuLSz9U3MLIwMzMsWMTKaWSgEKoXrOesBwBOkPs9GgAAAA&sa=X&ved=2ahUKEwiH18_z-9_jAhXSi54KHS41CFgQmxMoATAXegQIDBAK


Questions and Answers

Krystal Allikas
kallikas@taftcollege.edu

Barbara Amerio 
bamerio@taftcollege.edu

Alex Haver
ahaver@taftcollege.edu

Heather del Rosario
hdelrosario@taftcollege.edu

mailto:kallikas@taftcollege.edu
mailto:bamerio@taftcollege.edu
mailto:ahaver@taftcollege.edu
mailto:hdelrosario@taftcollege.edu
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