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ID REQUIRED 

Federal regulations require original ID documents to verify identity and employment authorization.  
These documents can only be viewed at the time of hire.  Students most often provide either a 
current Passport or a driver’s license and a Social Security Card.  However, other forms of ID are 
acceptable.  Click here to see the complete list of acceptable ID.   
 
ID documents cannot be copies or faxes.   
 

WHAT IS FEDERAL WORK-STUDY (FWS)? 

Federal Work Study (FWS) is a type of financial aid.  The program provides part-time jobs to qualifying 
students to earn money to help pay educational expenses. The College encourages community service 
work and on-campus work related to the student's course of study when possible.  
 

 Students are not required to earn the total amount of the award but cannot earn more than the 
awarded amount.    

 Champlain FWS students generally work five to ten hours per week.   

 Work study is a real job and the requirements are the same as for any part-time job.  It is not a 
time to study. 

 Work study is a time to build skills for the future and assists in resume development. 

 A Federal Work-Study award does not guarantee a job.  The job search and hire process is a 
competitive one.   Students should apply early for all jobs for which they qualify.   
 

ELIGIBILITY 

Verify that you have a FWS Award by looking at your financial aid award letter or by checking your Web 

Advisor account here  before applying for work-study jobs.   

IN AUGUST 

Set up your Champlain College email account if you have not already done so.  (Directions can be found 
in the blue Here’s Your To-Do List booklet mailed to you in May.) 
 
Watch your Champlain College email account August 10 for detailed, step-by-step instructions for 
logging in and searching for jobs on JobSpot.  If you can’t find the email, contact Angela Hyldburg in 
Career Collaborative at ahyldburg@champlain.edu.  Instructions for your job search are also available 
at on the Career Collaborative website.   
 
Log onto JobSpot each day beginning August 10 (once you have created your account) to review any 
new job postings.   
 
Prepare a simple resume over the summer.  If you have not worked before, think of skills you have 
developed playing sports, participating in clubs, or studying.  List your skills and give a brief statement 
about how you developed them.   
  

https://www.uscis.gov/i-9-central/acceptable-documents
here
mailto:ahyldburg@champlain.edu
http://www.champlain.edu/current-students/student-life-and-activities/career-collaborative-current-students
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BEFORE YOU LEAVE HOME 

Gather ID documents for the completion of the federal I-9.  Bring to campus to use when hired.  List of 
acceptable ID can be found at champlain.edu/i-9.   
 
Discuss how to fill out your W-4 with your parents before coming to campus.  You can find information 
about this at champlain.edu/w-4.   

 
Print out copies of your class schedule to hand out at job interviews. 

 

SEARCHING FOR A JOB 

Log onto JobSpot each day beginning August 10, and log in regularly to review new job postings.   
 
Attend the Job Fair on the first day of classes.  This is a highly attended event that should not be 
missed.  Dress to impress your future supervisor.   

 
Apply for all positions that you are qualified for, not just one.  This is a competitive process. 

 
Follow up with hiring supervisor(s) a few days after applying to further express your interest.  Some 
departments receive well over 100 applications in the first week and are unable to respond to students 
in a timely manner.  It is up to you to follow up. 
 

ONCE YOU ARE HIRED /ONBOARDING  

Onboarding is the online process of completing all hiring documents.  This includes: W-4; Federal I-9 
Form; Student Employee Agreement; Harassment Training; Confidentiality Statement; photo upload 
(optional); and Direct Deposit Form (optional). 
 
Watch for an email from Workday (no-replychamplainworkday@champlain.edu) that will include a link 
to Onboarding.  This is generated when your supervisor hires you into Workday, the College’s hiring 
and time-entry system.   
 
Follow these directions for Onboarding.    

  
Bring the ID required to complete the Federal I-9 to the Enrollment Service Center (ESC) on the first 
floor of Perry Hall after completing the online portion of the I-9 in Onboarding.  The ESC will review 
your ID, and complete the second half of your I-9.   

  

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/federal-work-study
mailto:no-replychamplainworkday@champlain.edu
https://drive.google.com/open?id=0BxsBvm7X0fq5SldBNDlDNEtGXzA
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STUDENT CAN BEGIN WORKING EMAIL 

 
 

** IMPORTANT ** IMPORTANT ** IMPORTANT ** 

Watch for an email from Workday stating that you can begin working.  Here is an example of what it 
will look like.  Be sure it says that you can begin working.   
 

 
 
 
 
 
 
 
 
 
 
 
 

If you have not received this confirmation email within three business days of the time you believe you 
completed your Onboarding and I-9, contact your supervisor to find out why.   
 

TIME ENTRY 

 Enter your hours worked at the end of each shift by logging into Workday.    

 Workday instructions for time entry. 

 You must enter the exact time that you work.  Do not round time entered.   

 Do not enter your hours prior to working.   

 Submit your time at the end of each week. 

 Holidays and sick time cannot be paid through the Work-Study Program. 

 You are paid every two weeks according to the Payroll Schedule. 

 You are paid only for hours worked.   
 

You are not required to earn your entire award amount.  Any unearned funds will not be available to 
you.   

 
 

MISSED PAY PERIOD 

We expect time entry to be submitted on time according to the Pay Schedule.  If you miss the deadline, 
you will be paid in the following pay period after you submit the hours.  This should be a rare occasion.  
Repeated occurrences may result in the loss of your job.  This is at the discretion of your supervisor and 
Payroll.   

From: no-replychamplainworkdaychamplain <champlain@myworkday.com> 
Date: Tue,May17,2016 
Subject: NewHireSmith,JeffreyThascompletedtheI-9 
To: supervisor’semailaddress@champlain.edu 
 
Smith, Jeffrey T has completed the I-9 and can begin working. 
 
Business Process: Complete Form I-9: Jeffrey Smith 
Subject: JeffreySmith 
Details: Complete Form I-9 for Jeffrey Smith effective on 05/16/2016 
Click Here to view the notification details. 

 

https://my.champlain.edu/page_authrequired
https://docs.google.com/presentation/d/1P0H57lAAMPfhxkntKuf6slTV0Kp--7vW1Tu1QX6DQqo/edit#slide=id.p3
file:///C:/Users/veladotam/Downloads/2016-17%20Payroll%20Schedule%20(1).pdf
mailto:champlain@myworkday.com
mailto:supervisor's%20email%20address@champlain.edu
https://wd5.myworkday.com/champlain/email/inst/779$379371/rel-task/2997$4086.htmld
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 Time entry can be completed one pay period back beginning at noon on Friday payday.   

 If you need to go back more than one pay period to enter time, you will need to contact Jackie 
Greer in Payroll at jgreer@champlain.edu or 802-865-5431.   

 Never enter hours you forgot to enter into an alternate time period.  Your time entry must be 
entered for the exact date and time worked.   

 When in doubt about how to enter missed time entries, always contact Jackie Greer in Payroll at 
jgreer@champlain.edu or 802-865-5431.   

 
  

For more in-depth information regarding the FWS Program, go to the Federal Work-Study (FWS) Student Guide.      

mailto:jgreer@champlain.edu
mailto:jgreer@champlain.edu
http://www.champlain.edu/current-students/financial-aid-and-student-accounts/financial-aid/federal-work-study

