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Agenda

 What is Federal Work Study (FWS)?
 Student eligibility
 The FWS cycle
 The FWS hiring process
 FWS hiring forms 
 How many hours can students work?
 Timesheets
 Student responsibilities

 Questions? Contact us!



What is Federal Work Study (FWS)?

 A federal program that provides part-time jobs for 
students with financial need, allowing them to earn money 
while pursuing their education. 

 The program encourages community service work and 
work related to the student's course of study. 

 Students must meet eligibility criteria.

 Students can only have one FWS job at a time.



Student eligibility

To qualify for FWS, students must:

 Complete the FAFSA and check the "interested in work-
study" box

 Maintain Satisfactory Academic Progress (SAP)

 Enroll and stay enrolled in a minimum of 6 units for Fall 
and Spring terms

 Show enough unmet need 

 Be in good financial aid standing

 Have been awarded a Federal Pell Grant

https://studentaid.gov/h/apply-for-aid/fafsa
https://www.mtsac.edu/financialaid/sap.html


The Federal Work Study (FWS) cycle

 Starts every Fall term and ends on June 30th.   

 No FWS in July!

 The cycle starts all over every year. 

If you were a FWS student last year, that does not 
mean that you automatically qualify again this year.

If you were a FWS student before, we need your hiring 
docs all over again.

 FA department will mass award all eligible students 
around early August.  

 Employers post/repost job positions each Fall/Spring 
term.



FWS Hiring 
Process 

Flowchart
(click link for pdf)

https://www.mtsac.edu/financialaid/pdf/FWS_Hiring_Process_Flowchart_2023.pdf
https://www.mtsac.edu/financialaid/pdf/FWS_Hiring_Process_Flowchart_2023.pdf
https://www.mtsac.edu/financialaid/pdf/FWS_Hiring_Process_Flowchart_2023.pdf


FWS hiring process continued (1)

• 2nd week of August: FA Office mass awards all eligible students.

• If interested, students should accept FWS offer in their portal.

• Unaccepted FWS offers will be batch cancelled and then 
offered to future eligible students.

• Students are directed to the FWS website to complete 
orientation and apply for jobs on Mountie CareerSource.

https://www.mtsac.edu/financialaid/pdf/How_to_accept_your_Federal_Work_Study_offer.pdf
https://www.mtsac.edu/financialaid/types-of-aid/student-employment-work-study.html
https://mtsac-csm.symplicity.com/


FWS hiring process continued (2)

Tips:

• Download, complete and submit the FWS Employment 
Application to each job posting you apply for. 

• This form is helpful for supervisors when screening 
applicants. This form also includes the available days 
and times you can work. 

• Visit the Career Center for resume help, job search 
assistance, interview tips and more!

https://www.mtsac.edu/financialaid/pdf/FWS_Employment_Application.pdf
https://www.mtsac.edu/financialaid/pdf/FWS_Employment_Application.pdf
https://www.mtsac.edu/careerservices/


FWS hiring process continued (3)

• Supervisor reaches out to the candidate for an 
interview. 

• Tip: show proof that you have been awarded FWS 
before the interview.

• Hired: supervisor fills out FWS hiring form to notify 
FA Office of their intent to hire student. 

• Not hired: keep looking for another job.

https://www.mtsac.edu/financialaid/pdf/How_to_check_if_FWS_was_awarded_2023.pdf


FWS hiring process continued (4)

• Hired student brings valid, unexpired government issued ID and 
original social security card to FA Office.

• Student fills out remaining hiring docs online.

• (I-9, W-4, EDD withholding and direct deposit authorization)

• 2-3 business days: FA Office creates FWS contract and submits 
to all parties for signature.

• Once all docs have been completed, FA Office emails all parties 
that student is approved to start.

• Supervisor reaches out to student to inform them of their work 
schedule.

https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCXxoLxht7DYMdajAs0ijdIhAgnZQzhHKwla-eZ2PzDl2-R1lyaLPvou2vkJ9X0Yf8*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCKra3-CWCeVJu2M3D_ErmPn-yRYOHn_XhC3Ydyo2pn9BXd_SGMB2VbsfFO_sIRspA*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhAvUTypKd-qgGUk36tnH9RUgNDNEAeCthARxkJQECTN00zN3Akxu109PsjONTsS2Xo*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD-dj10SYEImTsmSukxkdqIVP26Kv2qnMzsRoQgYjOVbkXjbvDbieOHrzSE91TGHB4*


FWS hiring forms

 Fill out hiring forms AFTER you have been hired.
 Online hiring forms (I-9, W-4, EDD withholding and direct 

deposit authorization) can be found on our website. 
 The FWS contract will be created and sent to the student’s Mt. 

SAC school email.  
 All forms except the direct deposit authorization are required.
 All online forms have a two-part signature. Students sign the 

form electronically and then confirm their email. Look for an 
email from Adobe Sign. If the student skips the email 
confirmation, the form is incomplete.

 Student will automatically receive a copy of each form once 
they are complete.

https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCXxoLxht7DYMdajAs0ijdIhAgnZQzhHKwla-eZ2PzDl2-R1lyaLPvou2vkJ9X0Yf8*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCKra3-CWCeVJu2M3D_ErmPn-yRYOHn_XhC3Ydyo2pn9BXd_SGMB2VbsfFO_sIRspA*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhAvUTypKd-qgGUk36tnH9RUgNDNEAeCthARxkJQECTN00zN3Akxu109PsjONTsS2Xo*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD-dj10SYEImTsmSukxkdqIVP26Kv2qnMzsRoQgYjOVbkXjbvDbieOHrzSE91TGHB4*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD-dj10SYEImTsmSukxkdqIVP26Kv2qnMzsRoQgYjOVbkXjbvDbieOHrzSE91TGHB4*


FWS hiring forms (I-9)

 Fill out the I-9 form online after you have been hired.

 This is a federal form that we need to prove that you 
are legally allowed to work in the United States.

 Students fills out page 1. FA Office will fill out page 2.

 Students must bring their valid government issued ID 
(unexpired) and original social security card for us to 
certify page 2.

 Q: What if you don’t have a government issued ID?

 A: School ID is also acceptable (not preferred).

 Q: What if you don’t have your social security card?

 A: Go to Social Security Administration to request 
a free replacement card.

https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCXxoLxht7DYMdajAs0ijdIhAgnZQzhHKwla-eZ2PzDl2-R1lyaLPvou2vkJ9X0Yf8*
https://www.ssa.gov/number-card/replace-card


FWS hiring forms (W-4)

 Fill out the W-4 form online after you have 
been hired.

 This is a federal form that we need for 
payroll.

 Students fills out page 1. Worksheets are 
optional.

 Follow the instructions or ask your tax 
preparer if you do not know how to fill it 
out. 

 Ok to leave steps 2, 3 and 4 blank if they 
don’t apply to you.

https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCKra3-CWCeVJu2M3D_ErmPn-yRYOHn_XhC3Ydyo2pn9BXd_SGMB2VbsfFO_sIRspA*


FWS hiring forms (EDD withholding)

 Fill out the EDD withholding form online
after you have been hired. 

 This is a state form that we need for 
payroll.

 Students fills out page 1. Worksheets are 
optional.

 Follow the instructions or ask your tax 
preparer if you do not know how to fill it 
out. 

 FWS jobs are hourly, which means they 
are non-exempt. Do NOT check off the 
exempt buttons (box 3 or 4).

https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhAvUTypKd-qgGUk36tnH9RUgNDNEAeCthARxkJQECTN00zN3Akxu109PsjONTsS2Xo*


FWS hiring forms (direct deposit)

 Fill out the direct deposit authorization form 
online (optional) after you have been hired.

 No form on file = paycheck in the mail.

 Incomplete form = paycheck in the mail.

 If you want direct deposit, you must attach 
either:

 Voided check or

 Picture of your bank account and routing 
numbers.

 If unable to provide either, take form to your 
bank and have bank representative fill out 
bottom section.

https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD-dj10SYEImTsmSukxkdqIVP26Kv2qnMzsRoQgYjOVbkXjbvDbieOHrzSE91TGHB4*
https://na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD-dj10SYEImTsmSukxkdqIVP26Kv2qnMzsRoQgYjOVbkXjbvDbieOHrzSE91TGHB4*


FWS hiring forms (contract)

 Created within 2-3 business days.

 Look for an email from Adobe Sign.

 Must be signed by student first, then 
immediate supervisor, then dept manager.

 All parties receive a copy.

 All documents – FWS contract, W-4, I-9, EDD 
withholding and direct deposit authorization 
form (optional) must be completed before 
student can start working.

 Do not start working until you receive the 
official email from Financial Aid Office that 
you are allowed to start!



How many hours can students work? (1)
(rates are subject to change) 

Breaks and meal period guidelines

Title Pay per hour Hours per week

Student Assistant I $15.50 recommended 12 hrs/wk     (20 hrs/wk max)

Student Assistant II $15.75 recommended 12 hrs/wk     (20 hrs/wk max)

Student Assistant III $16.00 recommended 11.5 hrs/wk (20 hrs/wk max)

Student Assistant IV $16.25 recommended 11.5 hrs/wk (20 hrs/wk max)

Student Assistant V $16.50 recommended 11 hrs/wk (20 hrs/wk max)

https://www.mtsac.edu/hr/pdf/temporarystudents/Breaks-LunchesGuidelines.pdf
https://www.mtsac.edu/hr/pdf/temporarystudents/Breaks-LunchesGuidelines.pdf


How many hours can students work? (2)

 $6000 FWS award (subject to change depending on budget).

 FWS money must be earned, it is not paid up front.

 Students may not earn beyond the award amount listed on the FWS 
contract.

 Keep track of your hours!

 FWS students are limited to:

o No more than 20 hours per 
week.

o No more than 5 days per 
week.

o No more than 8 hours per 
day.

o FWS students are not allowed 
to work overtime.



Timesheets

 Want to get paid on time? 
Submit your timesheet on time!

 If you are a few days late, submit it 
ASAP. You may still be able to make it.

 If you are very late, you will be picked up in the next pay 
cycle. Must contact Payroll if you were not able to submit it on 
time. 

 Instructions for how to access your timesheet 
and timesheet deadlines can be found on our website.

 You will NOT always have immediate access to your timesheet. 

 Tip: keep daily track of your hours in a notebook and log 
your hours into your timesheet once you have access. 

https://www.mtsac.edu/financialaid/pdf/How_to_Access_Your_Time_Sheet.pdf
https://www.mtsac.edu/financialaid/pdf/How_to_Access_Your_Time_Sheet.pdf


Student responsibilities
 Maintaining your FWS eligibility. 

 Meeting Satisfactory Academic Progress (SAP).

 Enrolling and staying enrolled in a minimum of 6 units for Fall 
and Spring terms (ok to be enrolled in 0 units for Winter and 
Summer terms).

 Completing yearly orientation.

 Being a good employee who carries out the duties of their job 
description. FWS is a real job!

 Submitting your timesheets on time.

 Keeping track for your hours so you do not earn more than your 
FWS award.

 Informing your supervisor if/when you decide to quit.

https://www.mtsac.edu/financialaid/sap.html


Questions? Contact us!

 Financial Aid
Cindy Hsieh, Financial Aid Specialist
chsieh35@mtsac.edu or fws@mtsac.edu
(909) 274-4454 or (909) 274-4450

 Career Center
careercenter@mtsac.edu
(909) 274-4510

 Payroll
rtitus@mtsac.edu
(909) 274-4516

 CalWORKS FWS
dperkins8@mtsac.edu
(909) 274-4626

mailto:chsieh35@mtsac.edu
mailto:fws@mtsac.edu
mailto:careercenter@mtsac.edu
mailto:rtitus@mtsac.edu
mailto:dperkins8@mtsac.edu
https://www.mtsac.edu/financialaid/types-of-aid/student-employment-work-study.html
https://www.mtsac.edu/financialaid/types-of-aid/student-employment-work-study.html


Federal Work Study (FWS) 
Student Orientation Part 2 preview!
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