
163 South Willard Street
P.O. Box 670
Burlington, Vermont  05402

Welcome to the 
Champlain College Federal 

WORK-STUDY
PROGRAM

STEP ONE:

Check
your email

    All communication about the  
Federal Work-Study Program  
will arrive via email to your Champlain 
College MyMail account. (To  
activate your account, go to  
welcome.champlain.edu.)

     In August, you’ll receive a link to 
JobSpot by Symplicity, Champlain’s 
job search engine. You can’t start 
looking for a job until that link arrives, 
but you can get prepared to apply by 
following steps 2, 3 and 4 on the  
other side of this card. 

https://welcome.champlain.edu/showLogin.cc


    In order to complete your I-9 form, 
the Department of Homeland Security 
requires specific ID that establishes 
both identity and employment 
authorization. Visit champlain.edu/i-9 
for a list of acceptable identification 
and bring it with you to campus; 
photocopies are not accepted.  
You will not be able to begin work 
without this ID.

   Discuss how to fill out your W-4 with 
your parents before you come to 
campus. Instructions for completing the 
W-4 are available at champlain.edu/w-4.

   Build a simple résumé. Resources are 
available at champlain.edu/career-
resources.

  Print out your class schedule. 

    Detailed, step-by-step instructions for 
logging in to and using JobSpot will be 
sent to your Champlain MyMail account 
in mid-August. Instructions are also 
available at champlain.edu/work-study-
job-search.

    Apply for all positions you’re qualified  
for, not just one.

    Getting hired is a competitive process. 
Follow up with the hiring supervisor(s) 
a few days after applying to further 
express your interest.

    Continue searching and applying until 
you’re offered a position.

    Once you’ve been hired, you’ll receive  
an email from Workday  
(noreplychamplainworkday@champlain.edu), 
the College’s hiring and time-entry system, 
that will include a link to Onboarding.

   Complete all the forms in Onboarding.

    Complete the online section of the federal 
I-9 form. Then bring the required ID (no 
photocopies) to the Enrollment Service 
Center (ESC), located on the first floor of 
Perry Hall.

    You and your supervisor will receive an 
email from Workday stating that you may 
begin to work. (Do not start working 
until you receive this email.) If you 
do not receive this email within three 
business days of being hired, contact  
your supervisor.

QUESTIONS ABOUT GETTING STARTED? 

Enrollment Service Center (ESC) 
802.860.2777   
esc@champlain.edu

QUESTIONS ABOUT JOBSPOT?

Career Collaborative 
Angela Hyldburg  
802.651.5821   
ahyldburg@champlain.edu

QUESTIONS ABOUT WORKDAY?

People Center 
Jackie Greer  
802.865.5431   
jgreer@champlain.edu

STEP TWO:

Gather
Necessary  
Documents

STEP THREE:

Search
for a Job

STEP FOUR:

Complete
Onboarding  
& Start Work

Please remember, Champlain College does not 
place students into jobs and cannot guarantee that 
every student who receives an award of Federal 
Work-Study will find a job. It is your responsibility to 
actively search and apply for positions.

You’ve been awarded Federal Work-Study as part of your Financial Aid Award  
package. Read and follow these steps to begin the work-study process.

https://www.uscis.gov/i-9-central/acceptable-documents
https://www.irs.gov/individuals/international-taxpayers/withholding-exemptions-personal-exemptions-form-w-4
http://www.champlain.edu/career-success/career-collaborative/resources-for-students/career-resources
http://www.champlain.edu/career-success/career-collaborative/resources-for-students/career-resources
http://www.champlain.edu/career-success/career-collaborative/resources-for-students/federal-work-study
http://www.champlain.edu/career-success/career-collaborative/resources-for-students/federal-work-study
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