
Federal Work Study (FWS) Program Checklist 
 
Complete these nine simple steps to employment. Follow them in order and check them off as you complete each 
step. 

 
 _____1. Complete a Free Application for Federal Student Aid (FAFSA) or Renewal Application. Indicate 

your preference for Work Study Interest on the FAFSA.  
 

 _____2. Eligibility Criteria: Below is a list of eligibility requirements. 
(a) You must have completed a FAFSA for the academic year. Eligibility for FWS is determined 

through the Free Application for Federal Student aid (FAFSA) process. Financial Aid eligibility 
must be determined each academic year. 

(b) Your financial aid file must be complete for the academic year. All required 
documentation is received and processed, and the verification process has been completed. 

(c) You must remain enrolled in at least 4 credits. 
(d) You must be in compliance with SAP requirements.  
(e) You must have an unmet need for the academic year. 
(f) You must turn in your completed work-study application form confirming your employment. 

 _____3. If you're eligible, your award will appear on your Financial Aid Award Letter. Work Study 
applications will be mailed separately shortly before fall term; you must have the application form to 
obtain a position in the FWS program. If FWS does not appear on your FA Award Letter and you are 
interested, please ask to speak with a Financial Aid Advisor to discuss the effect that FWS would 
have on your other awards and the possibility of adding FWS depending upon your eligibility. 

 
 _____4. For available FWS job opportunities, visit our Work Study Program webpage 

at http://www.indianhills.edu/payingforcollege/workstudy.php.  
 

 _____5. Contact the supervisor listed with the position to set up an interview.                                                         
 

 _____6. Interview with the department or off-campus agency. Bring your Federal Work Study 
application form to your interview. The supervisor must complete the 
Employer/Department Information section. 

 
 _____7. You must complete the following before you can begin working:  

(a) Have the supervisor sign your FWS Application. They must complete the 
Employer/Department Information section. 

(b) Bring your completed form back to the Financial Aid Office located in the Bennett 
Student Services Center to the Work Study Coordinator or the Administration Building on 
the Centerville Campus. 

(c) Complete all personnel/payroll-related paperwork, including the Form I-9. Every 
employer must complete the federal Form I-9 for all employees.  

(d) Bring original forms of identification, such as; a Social Security card and Driver’s license, 
see page 2 for Form I-9 Acceptable Documentation, to be shown to the hiring manager at 
the time of hire to complete the Federal I-9. 

(e) Students requesting direct deposit will need to provide a voided check so that their 
paychecks may be direct deposited into an account of their choosing. 

 
 _____8. Establish your work schedule with your supervisor as well as review job performance 

expectations and any other employment related issues. 
   

 _____9. Students must maintain at least half-time enrollment and meet SAP standards to work as a 
FWS student employee. 

 

http://www.indianhills.edu/payingforcollege/workstudy.php
http://www.uscis.gov/files/form/i-9.pdf
https://www.finance.emory.edu/home/payroll/forms1/orientation_guide
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