Prepared by the Financial Aids Ofice and Business Ofice.
This is a new Adm ni strative Procedure.

February 1973

STUDENT EMPLOYMENT

This Administrative Procedure was abolished on April 14, 1997
per Administrative Procedures Memorandum No. 97-4 signed by
Senior Vice President for Administration Eugene S. Imal.

A9. 870 POLI CIl ES AND PROCEDURES ON COLLEGE WORK STUDY PROGRAM
1. Pur pose.

To assist financial aids, fiscal, and other personnel in
adm ni stering the student work study programin accordance
with federal regulations and University payroll and
accounti ng procedures.

2. Scope/ Applicability.

This Instruction covers various aspect of the work study
program i ncl udi ng work study matching procedures, and

i nvol ves the automatic splitting of charges between the work
study account and the matching fund accounts. Although
prepared from Manoa operations, this Instruction is
general |y applicabl e throughout the University system

Sone changes are anticipated for fiscal year 1973-74 in
account codes and the work study student hel p object synbol.
However, enpl oying agencies will be informed if these
changes as required.

The offices of Financial Aids, Budget and Managenent
Systens, and the U H Conptroller's Division should be
contacted as appropriate if there are any questions or
coments. The U H Conptroller should be notified if
anendnents or revisions are needed.
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Program Descri ption

The Col |l ege Work Study Program (CWBP) is a federal program designed to
provi de nmeani ngful enpl oyment opportunities for students in need of financia
assistance to neet their educational costs. The key word here in neaningfu

as it relates to the student. Institutions may enjoy a derivative benefits
by being able to extend their work forces, but the primary purpose of the
programis to aid students. ldeally, student jobs represent extensions of the

students educati onal experiences. Federally allocated funds provide 80% of a
student's salary and the enpl oying agency (University or off-canpus agency)
provi des the bal ance.

Application for Federal Funds by the University

The request for Work Study funds is made for the University by the
Financial Aids Ofice (FAO to the Department of Health, Education and Welfare
(HEW as part of the "Institutional Application to Participate in Federa
Student Financial Aids Program" The application provides an opportunity for
the Institution to present essential information about the conposition of its
student body in support of its request for Federal funds. The format changes
slightly fromyear to year but basically includes the ambunt of nopney needed
and the nunber of students to be served, by fam ly income and graduate or
under gr aduat e st at us.

Application for Federal Funds by the University-continued

An initial response to the request is usually received in January after
a review by a panel at the Regional HEWOfice. Notice of the actual award
cones fromthe Ofice of Education in late May or June. Requests for
suppl enentary grants are sonetines accepted, depending on final funding by
Congress and the availability of unexpended funds at the end of a year. As
with the initial request, data is required both on funds needed and students
to be served.

Eligibility: Enployee and Enpl oyer

Full -time students whose avail abl e resources (famly/student incone and
assets) fall within the limtations established by the United States Ofice
of Education, Departnent of HEW and who denonstrate financial need are
certified for participation on an individual basis. In the area of agency
eligibility, University affiliated activities are automatically eligible to
utilize CWSP students; non-University agencies nust neet the HEW
specifications including entering into a formal agreenent with the University.
IT 1S | MPORTANT TO EMPHASI ZE THAT FUNDS ARE ALLOCATED TO EI THER THE UNI VERSI TY
AFFI LI ATED OR NON- AFFI LI ATED AGENCI ES. | NSTEAD, THE ALLOCATI ON OF FUNDS | S
MADE TO THE STUDENT ON THE BASI S OF HI S DEMONSTRATED NEED AND HE CARRIES HI S
ENTI TLEMENT WTH HI M TO H' S AGENCY OF EMPLOYMENT. (e.g., a student is
certified for a CWSP earning ceiling of $400 for a given senester. He is
referred by the FAO to Enployer A who hires the student. At mnid-senester, the
enpl oyment is term nated for sonme acceptabl e reason but the student has earned
only one-half ($200) of his ceiling. The student returns to the FAO where he
is referred to Enployer B for another job. The student carries his earning
ceiling bal ance to Enpl oyer B, and Enployer A nust either secure another CWSP
certified student fromthe FAO or, if none is avail able, be prepared to accept
a non-CWSP student. In the latter case, the enployer nmust provide 100% of the
student's salary.)
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Procedure for Student Certification

The student submits annually the appropriate College Schol arship Service
formor any other prescribed financial aid application formwhich serves as a
conprehensive application for financial aid. Forns are avail able at the FAO
via a personal visit or by mail. Responses to denonstrated student financia
needs are in ternms of financial package. That is, the aid may be in the form
of enpl oynent, schol arship/grants, |oans or any appropriate conbination of
these el enents. The packages are tailored in accordance with the individua
situation. Normally, the turn-around period between recei pt of an application
and response to the student is 45 days. This standard is adjusted downwards
whenever circunstances permt.

The award period is fromJune 1 through May 31. Enpl oynent awards
(rmodul es) are made for Summer (June-August), Fall (Septenber-Decenber), and
Spring (January-May). To be assured of certification by June 1 a student
shoul d subnmit his application to College Schol arship Service no | ater than
March 1.

Earni ng Ceiling

An earning ceiling is established as a component of the aforementioned
financial aid package. It bears a direct relationship to the student's
denmonstrated need and the other elenents of his award. |f circumstances
change subsequent to the award--recei pt of an external schol arship, securing
an educational loan fromcomercial activity, exceeding an earning ceiling--
t he i npact upon the total award usually nakes an adjustnment mandatory. The
earnings ceiling represent net earnings or take-home pay for the student. It
is conputed by deducting a standard 20% for taxes fromthe anticipated gross
earnings. By reversing the circul ations (adding 20%to the net earning
ceiling) an enployer can arrive at a figure which is an acceptable
approxi mati on of the gross earnings ceiling (e.g., an earnings ceiling of
$400+20% = $480 as an approximate gross ceiling). This can be rounded to
$500.

Responsibility for Controlling Earning Ceilings

The responsibility for controlling earning ceilings rest with the P.1.'s
in accordance with directives issued by the FAO

The Wage Scal e

Work study students are paid at the same rate as ot her students except
that HEWregul ati ons i npose a maxi numrate of $3.50 per hour for CESP student
wor ker s.

Wor k Hour Per Week

During the regul ar school year when classes are in session or
exami nations are scheduled, the limtation is an average of 15 hours per week.
A student may work 10 hours one week and 20 another, but the total hours
wor ked during any senmester cannot exceed the product of the number of weeks in
the senester (including class and exam nation periods) tinmes the 15 hours
average. (e.g., in a 16-week senmester, the student may not work nore than 240
hours - 16 x 15.) During the sumrer, the interim session and spring vacation
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a student may work up to 40 hours per week. However, the hours worked per

40- hour week may not be averaged out as there is an absol ute prohibition

agai nst use of CWSP funds to pay for a work week of nmore than 40 hours. An
unused portion of a 40 hours week nay not be used to absorb an excess from

15- hour week. In summary, the two schedul es "15 hours per week generally when
classes are in session" and "up to 40 hours per week in sumer, interim
session, and spring vacation" are discrete and cannot be mi xed.

Enpl oyment Procedure

The enpl oyment procedure for work study is essentially the sane as for
ot her student jobs. (See also Business Manual Instruction No. 2301, My
1972.) An inportant exception is that, anmong the other job specifications, the
enpl oyer stipulates that applicants nmust be CWSP certified. The FAO then
refers qualified students who hand-carry Standard Form 5B's (SF 5B) which
reflect their earning ceilings. The standard tinme sheet and scan sheet
procedures apply with due regard for the work week linmitations. One further
exception is that subm ssion of a change Form (UH Form 25) to the FAO whenever
a CWSP student enployee terminates is vital to the program

Enpl oyment with O f - Canmpus Agenci es

At the time of an inquiry (usually by phone for work study students from
an of f-canpus agency, the follow ng procedures take place:

The FAO determines that it is either public or non-profit private and
that its type of program and jobs for students would neet both HEW and
Uni versity requirenents.

The FAO sends two Project Proposal forms and a Procedure sheet to the
agency asking that they return one of the project proposal forns.

The enpl oyer conpletes the "Application for O f-Canmpus project by Public
or Non-Profit Private Organization" form (Exhibit Al and A2) and submits in
to
the FAO. The Financial Aids Director reviews the application to ascertain
that the job(s) listed provide the student wi th neani ngful enployment which is
not avail abl e on campus. (Jobs avail able on canpus are on file at the FAQ)

The FAO al so reviews each application for eligibility under the
gui delines of the Ofice of Education, HEW If the eligibility is net, two
copies of the “Agreenent for O f-Canpus Projects Enploying University of
Hawai i Students Under the Wbrk Study Programi form (Exhibit Bl and B2) are
sent to the agency for signature and return to the FAO The Financial Aids
Director signs both copies, keeps one, and returns the other to the agency.

Upon recei pt of the signed agreement, the agency prepares job orders
fromthe application and forwards themto the FAGQ qualified students are then
referred to the agency by the FAO

At the time the student is referred on a job, both the student and the
prospective enpl oyer receive a copy of FAO s General Information on C. S.WP.
sheet, together with a notice regarding the student's earning eligibility.

If a student is hired, the University's Personnel Form (SF 5B) is filled
in by his supervisor, the agency's fiscal officer and the student, and
returned to the FAO The FAO completes the formand forwards it to the
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University Payroll Ofice

The Payroll Ofice is contacted for a warrant distribution nunber for
t he new agency in the 725-799 sequence. (The conputer needs a nonth to
activate a nunber; therefore, the FAO uses Warrant Distribution No. 026 in
processing the SF 5B when a student is placed before the proper nunber is fed
into the machine. This nmeans that the student's first paycheck is charged to
026 in the 3402 print-out, but this is easily corrected manually on the
machi ne by subnmitting a Change Form (UH Form 25) to the Payroll O fice
transferring the student from 026 to the correct 700 number.

After the student is hired his SF 5B is processed, he is given tine
sheets with instructions now on how to conplete them He is asked to prepare
time sheets in quadruplicate for each pay period; tw for the FAQ one for his
enpl oyer, and the fourth for his records. The FAO transposes tine sheet
Information to the Scan Sheet and subnits it to the Payroll Ofice.

The student is paid sem -nonthly on the basis of the tinme sheets kept by
himwith daily entries. At the end of the payroll period, the student and his
enpl oyer both sign the tine sheets then submt two copies to the FAQ
retai ning one copy each for their respective files. Because the University
payroll is part of a state System Director of Human Resources which is
mechani zed, the initial payroll involves a delay of one nmonth or nore fromthe
time the SF 5B is submitted to the U H Payroll Ofice until the first
paycheck is received.

SF 5B's are submtted:

a. by the 12th day of the nonth for the period comencing on the 28th
day of the prior nonth to the 11th day of the current nonth, and

b. by the 28th day of the nonth for the period comencing on the 12th
day of the 27th day of the current nonth.

If the SF 5B turn-in day falls on a Saturday, Sunday, or holiday, it is
noved forward to the i mediately precedi ng busi ness day.

On-campus wor k study paychecks are distributed by the Duplicating Center
in accordance with the warrant distribution code. This code assigned to each
enpl oyee by the Payroll O fice for the payroll warrant distribution by office
i n which the enpl oyee worKks.

O f-Campus Billing

Students hired by Manoa of f-canpus agenci es are charged to Account
No. F-72-223-F-001-0-050. Oher canpuses have different account such as
F-72-223-F-804-0-050 (for Leeward) etc. These accounts are treated as
ordi nary Federal fund accounts when shown on the SF 5B form and are
automatically charged with 20% of the off-canpus work study payroll

The Financial Aids Ofice refers to Expenditure and Encunbrance Ledgers
covering his account; maintains enploynent records; and bills the Agency on a
quarterly basis for the O f-Canpus Agency's share (20% of the student's
earnings. (Exhibit C

Payments received fromthe of f-canpus agenci es are deposited as
rei mbursenments of expenditures to the off-canpus accounts
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F-72-223-F-001- 0- 050, F-72-223-F-0-804-0-050, etc.
Rel ati ons with O f-Canpus Agenci es

One of the vital elenents in the successful operation of the off-canpus
agency programis COVMUNI CATION. The FAO must have one responsible paid

enpl oyee in the agency to work with and rmust insure that all instructions and
agreements are in witing and sent pronptly to the agency's representative by
US Mil. Wile the student being hired is, of course, the reason for it
all, he should not be relied on to carry nessages or instructions, verbal or

witten. The Agreenent indicates that the University is entering into a
busi ness relationship with the agency; therefore, all required docunents nust
be mai ntai ned up to date.

O f - campus agenci es nust be kept inforned of changing policies or
procedures as pronptly as on-canpus departnents.

O f - Campus Records and Accountability

Each of f-canmpus agency shoul d have a fol der containing:

a. The original application and any amendnents thereto.
b. The Agreenent signed by the Financial Aids Director and its
director.
C. O her pertinent information, correspondence, menoranda, etc.
d. Alist, on left inside of folder, giving name of student as he is

hired (or rehired) for three periods--sumer, fall and spring, the
date of hiring, and the date of termnation, if appropriate. (If
this is kept up to date, it greatly sinplifies the preparation of
t he of f-canmpus section of the HEW Report.)

Rel ati on Between F1 and F3 Payrolls

The F1 payroll is for work study certified students and uses object
synmbol 2299; the F3 Payroll is for all other student enployees and uses object
synmbol 2200.

If for some reason a student is on both the F1 and F3 payrolls, ALL
ear ni ngs on BOTH payrolls are counted toward his earning ceiling.

If a student who is currently working on the F3 payroll is certified for
wor k study, his enployer is notified and the SF 5B with earnings nodul e
indicated is forwarded to the enployer. The return of the conpleted SF 5B to
the FAOw Il place the student on the F1 payroll

Fringe Benefit Costs

Work study students are covered under worknen's conpensation and the
enpl oyer's portion of the costs, conprised of a percentage of payroll, is
normal ly charged to all except G funds account. The anpunt of charge is based
on the 20% mat chi ng portion of work study payrolls charged to S, T, F, and A
fund accounts. Since the Federal governnent does not allow payroll fringe
benefit cost to be charged to the work study accounts (F-72-223-F-700-0-006,
etc.) a special conmputer program has been witten to acconplish this.
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When maki ng payroll adjustnents invol ving matching funds accounts,
fringe benefit costs should be considered. |Instruction on fringe benefit cost
adjustments are available fromthe U H Central Accounting (Business) Ofice.

Transfers of Charges Between Accounts

If a student who is not work study certified is placed on the F1 (work

study) payroll, he nust be ternminated fromit and his earnings transferred
retroactively, since these are illegal charges agai nst Federal funds. The
total amount (which will be 80% of the student's wages) nust be transferred to

a general or other operating account and the general fund matching account
nmust be cleared of the 20% portion of the student's wages by charging a
general or other operating account. When the opposite case occurs (i.e., the
CWSP student is erroneously charged on the F3, regular student help payroll)
he should be term nated fromit and placed on the F1 payroll. However, it

not necessary that his earnings be transferred retroactively. 1In fact,
because the transfer of charges is expensive and nakes for cunbersone and
error-prone bookkeeping, it is not advisable. Further, since CWSP funds are
expended to the maxi num possi bl e extent on a current basis, reserve funds to
handl e this type of transaction are sinply not usually avail able.

S

To transfer a student fromthe F3 to the F1 payroll (or vice versa) two
docunents are needed, a Change Form (UH Form 25) termi nating himfromthe F3
and a new SF 5B placing himon the F1

Fiscal Oficers and P.l1.s are responsible for the proper recording of
wor k study payroll charges. The FAO reviews conputer listings of students
charged to the work study account and notifies the appropriate fiscal officer
or P.l. if there are errors.

Payrol | Adjustnments

It may be necessary at times to make other payroll and fringe benefit
cost adjustments arising fromthe use of wrong account codes, rather than
payrol | codes such as F1, F3, etc. In such cases, correction can be nmade by:

a. Preparing an Authorization For Paynent (AFP) fromthe corrections
bet ween unli ke funds, such as between federal and general funds.

b. Preparing a Journal Voucher for adjustments between |ike funds,
such as between federal and federal or between general and
gener al

Mat chi ng Funds

The work study programrequires the institution to match 20% of tota
funds authorized. For programfunded from federal, special, and agency funds,
80% of total work study salaries are charged to the Federal work study account
and 20% of such costs are charged to the departnment's federal, special, trust,
or agency account. On general funded progranms, matching funds are provided
from State general fund appropriations. On Manoa, the allotnment is nmade to
G 72-023-F-700-0- 003 (Work Study Matching Account). For other campuses, the
accounts are:

G 72-033-F-223-H 004 - Wik Study State Matching - Hlo
“ 043 " 802-0-110 - " - Honol ul u
" 053 " 803 " - " - Kapi ol ani
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" 063 " 804 " - " - Leeward
" 073 " 806 " - " - Mau
" 083 " 807 " - " - Kaua

These accounts are part of the appropriation for student services, and
expendi ture plans and budget request are prepared by the fiscal officer for
student services in accordance with budgetary procedures.

The institutional matching is acconplished by automatically splitting
the work study payroll between the work study account and the institutiona
mat chi ng account. As the scan sheets are processed, the conmputer charges
80% of the payroll to the federal work study account and 20%to the
appropriation, off-canmpus or operating fund account. The scan sheets contain
t he operating account but the conputer nmekes the split between the work study
and the matchi ng account. The account shown on the scan sheets appear on
ot her operational reports such as Reports 3402 and 3403A nentioned | ater

Admi ni strative Over head

The work study programallows the institution to withdraw 3% of the
total work study payroll to cover administrative costs. Upon request by the
fiscal officer, the FAO prepares a journal voucher transferring funds fromthe
Federal work study account (F-72-223-F-700-0-006) to the Budget O fice
F-72-222-F-598-0-701 CWSP | ncome account. (See Exhibit D).

The Budget O fice subsequently allots funds fromthe
F-72-222-F-598-0-701
account to the FAO F-72-222-F-102-0-153 CWSP Admi nistrative Expense account
for expenditures therefrom

Work study payroll information is obtained fromthe E & E | edger work
study accounts which represent 80% of total work study payrolls.

Request for Federal Funds

Al'l cash requests for work study are nade through a letter of credit
system by the Contracts and Grants Accounting O fice (CGAO . Wen requesting
funds fromthis office, the fiscal officer nust provide the follow ng
i nformation:

Federal vendor number

Nane of program

Awar d nunber

Amount of award

Amount required this period
Amount requested to date

U. H. Account number

NoORWNE

The CGAO prepare a journal voucher to transfer the cash fromthe N H
cash pool CWSP account (F-72-221-F-001-0-033) to the work study account.
(F-72-223-F-700-0-006 for Manoa, F-72-223-F-802-0-110 for Honolulu, etc.).
(Exhibit E)

When the funds are transferred by the cash pool account to the work
study account, the amount transferred will appear in the receipts colum of
the cash report (423B) for the work study account, and the journal voucher
nunber will al so appear
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De-obl i gation of Funds

Awar ds received but not expended by the end of the fiscal year are de-
obligated by the Federal agency. Under such circunstances, the unexpended
amount is deducted fromthe foll owi ng year's authorization. The de-obligated
amount shoul d be identical with the cash balance in the Manoa F-72-223-F-700-
0- 006 or equival ent community coll ege account and this anpbunt is taken into
consi derati on when requesting a transfer of funds fromthe CGAO cash poo
account .

Account s

Manoa has the follow ng work study accounts:

F-72-223-F-700- 0- 002 - Work Study Program - 1970

F-72-223-F-700- 0- 003 - Work Study Program - 1970
F-72-223-F-700- 0- 005 - Work Study Program - 1970

F-72-223-F-700- 0- 006 - Work Study Program - 1972-73

F-72-223-F-001- 0- 050 - Work Study Program - O f-Canpus

F-72-223-F-001-0-133 - Work Study Program - O f-Canpus

F-72-222-F-598-0-701 - CWSP | ncone

The F-72-223-F-700-0-002, 003, 005, 006, accounts were assigned to
segregate work study expenditures by particular periods. In the future,
since the program period coincides with the University fiscal year, the
year code (F-72,etc.) will designate the work study program year

The F-72-223-F-001-0-050 (Work Study O f-Canpus) account is used for
charging the 20% portion, and is treated |ike a regular federal fund account
except that the University recovers these costs fromthe of f-canmpus agency.
Such recoveries were deposited to F-71-223-F-001-0-133 (O f-Canpus I ncone
account) in prior years, but the deposits are now credited as a rei nbursenent
of expenditures in the 050 detail account.

G 72-023-F-700-0-003 is the general fund account which absorbs the 20%
mat chi ng charge on Manoa.

The correspondi ng accounts for other canpuses are identified by the
F-72-223 appropriation code and the canpuses' mmjor organization code for
t he Federal Work Study Account, and by the general fund student services
appropriation code (G 72-033,G 72-043, etc.) plus the canpuses' nmjor
organi zati on code. The detail or mnor subdivision codes identify off-canpus
and on-canpus accounts.

Report on the Use of Federal Funds

The Institutional Fiscal-Operations Report to the HEWfor all Federa
programs is prepared by the FAO. The report is signed by the Financial Aids
Director, then forwarded for review and signature by the Conptroller, CGAQG
who has been designated chief fiscal officer for this and the other federa
student aid prograns.

The CGAO revi ews those areas of the report for which he has know edge
and responsibility.

a. If the report is concurred with, the Conptroller, CGAQ
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countersigns it and returns it to the Financial Aids Director for
Transm ssion to the granting agency.

b. If there are any di screpancies noted on the report, the CGAO
consults with the FAO to consider corrective action.

Work Study Reports 3402 and 3403A

The conput er-generated work study reports (3402 and 3403A) provide the
i nformati on required by the Ofice of Education, HEW

Report 3402

Report 3402, "Student Payroll by Warrant Distribution Nunmber," is a
print-out showing work study totals by warrant distribution codes. A sanple
of the report is attached. (See Exhibit F1 and F2.)

The "warrant distribution codes" are presently used to determ ne whet her
amounts are consi dered ON-CAMPUS or OFF- CAMPUS, and also to identify the
canpus. (Exhibit G provides a schedul e of the groupings of the warrant
di stribution codes.)

"Total Salary" is an accunul ated total of anpunt paid for the fisca
year.

"Federal Share" is derived by taking 80% of the total ampount paid. The
conputation is performed by the detail record |evel rather than at the sunmmary
total level to elimnate any error due to roundi ng.

"Institutional Share" is an accunul ated total of the other 20%

“Number of Students" is a count of the students being paid through a
gi ven warrant distribution code. |If a student is paid fromnore than one
account but through the same warrant distribution code, the student is counted
only once for that warrant distribution code.

"Duplicated Head-Count" is an accunul ated total of the "Number of
Students" above. If a student is paid through nore than one warrant
di stribution code, the student is counted once in each warrant distribution
code' s head count.

The remai nder of the information on this report should be self-
expl anat ory.

This report is printed quarterly.

The data used for this report is dependent on the payroll cards that are
sent to the University's Conputing Center fromthe Departnment of Accounting
and General Services imediately after the pay checks are printed. The cards
are then used to update the Student Payroll Master conmputer file. The
information that is necessary for this report is extracted fromthe Student
Payrol |l Master and stored on our cumul ati ve annual Student Paynent (or
earnings) Tape. This tape is then used for this report.

Two copies of report 3402 are printed and sent to the U H M-noa
Busi ness for distribution to the FAO and to the Community Col | ege Systens
Ofice.
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Report 3403A

Report 3403A, "Status of Student Enploynent Master Listing," is a
print-out of payment information pertaining to all work study and student
enpl oyees. The detailed information is in the follow ng sequence, nmajor to
m nor: (1) social security account number, (2) payroll numnber, and (3) date
paid. A total of the payment anounts together with payroll subtotals is
printed for each student. A canmpus summary is printed on the |ast page of each
canpus' report. A sanmple of the report is attached. (See Exhibit Hl and H2.)

This report is printed after each pay period update. The sanme tape, the
cunul ati ve annual Student Payment (or Earning) Tape that is used in generating
Report R3402, is also used to generate this report.

Report 3403A consists of nine separate reports - one for each campus.
One copy of each report is sent to the Business Office for distribution

The work study fiscal officer reconciles the Encunbrance and Expenditure
Ledger Report (1060A) and Payroll Distribution Report (1057B) with Reports
3402 and 3403A. Reconciling items could normally consist of non-payrol
entries such as journal vouchers, cash receipts, or payment vouchers.

Reconciliation of Various Reports

On Manoa Computer Report 1057 B (Payroll Distribution) for account
no. F-72-223-F-001-0-050 (20% mat ching for of-canpus agencies) is checked
agai nst Report 1255C (Departnental F1-F4 Payroll Listing) for warrant
di stribution nos. 726-799. Since Reports 1057B and 1255C are detail ed sheets
for Report 1060A (Expenditure and Encunbrance Ledger), all three reports are
filed together.

At the end of the quarter Report 3402 with manual corrections, if any,
are inserted as a sunmary sheet for the six payrolls in the quarter. At the
end of the year, the 12-nonth Report 3402 (section for off-canpus 726-799)
is reconciled to the total wage expenditures of Report 1057B

Warrant distribution no. 722 is for Manoa students working at Hilo
College. At present, the item"O f-Canpus Total" in Report 3402 includes
only 726-799. Pending a revision of the warrant distribution system the
722 payrolls must be added manually to the off-canpus conputations.
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COLLEGE WORK- STUDY PROGRAM
University of Hawaii - Manoa Canpus
Exhi bit Al

APPL| CATI ON FOR OFF- CAMPUS PROJECT
BY PUBLI C OR NON- PROFI T PRI VATE ORGANI ZATI ON

A. Nane of Organization:

Addr ess: Phone No. :

Program Director: Fiscal Oficer:

Student's | medi ate Supervisor:

Is this a Community Action Program under the O fice of Econom ¢ Opportunity?

Organi zation is Public [ ] or Non-Profit Private [ ]

B. Work to be performed by the student(s):

C. Qualifications:

D. Please state how the work is related to the student's educational objective
or howthe work is in the public interest; is work that would not otherw se
be provided; and is work that will not result in displacenent of enployed
wor kers nor inpair existing contracts for services.

Exhi bit A2

E. Show estimated nunmber of weeks of work per term including starting and
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endi ng dates of terms.

Sumer : From to No. of weeks
Fal | : From to No. of weeks
Spring: From to No. of weeks

Cost estimate: Use a sperate line for each job (if nore than one) and using
factors of suggested hourly pay rate, nunber of hours per weeks, and number
of weeks per term produce a total cost per job per termfor each category.
(The pay rate suggested is subject to adjustment to assure conformty to the
University's pay scale.)

Nurber Nurber
Hourly of hours of weeks Cost
Job Rat e per week per term per job

Si gned By:

Title:
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Exhi bit Bl

AGREEMENT FOR OFF- CAMPUS PRQJIECTS EMPLOYI NG
UNI VERSI TY OF HAWAI | STUDENTS UNDER THE WORK STUDY PROGRAM

This agreenment is entered into between the University of Hawaii,
hereinafter known as the "lInstitution," and , hereinafter
known as the Organization," a
within the neaning of that termdefined in Section 175.2 of the Coll ege Wrk
Study Regul ations, for the purpose of providing work to students eligible to
participate in the College Wrk Study Program

Schedul es to be attached to this Agreenent fromtinme to time, bearing the
signature of an authorized official of the Institution and of the Organization
will set forth brief descriptions of the work to be perfornmed by students under
this Agreement, 1/ the total nunber of students to be enployed, the hourly
rates of pay, and the average nunmber of hours per week each student will be
utilized. 2/ These schedules will also state the total length of time the
project is expected to run, the total per cent of student conpensation that the
Organi zation will pay to the Institution, and the total per cent of the cost of
the enpl oyer's payroll contribution to be borne by the Organization. The
Institution will informthe Organization of the maxi mum nunber of hours per
week a student may work, during sumrer or other period of nonregul ar enroll ment
during which the student is attending classes. The project proposal is
submitted by the Organization, accepted or amended by the Institution, wll
serve as the initial schedule.

Students will be nade avail able to the Organization by the Institution for
performance of specific work assignments. Students nay be renoved from work on
a particular assignment or fromthe O ganization by the Institution, either on
its own initiative or at the request of the Organization. The Organization
agrees that no student will be denied work or subjected to different treatnent
under this Agreement on the grounds of race, color, or national origin, and

Foot not e

1/ In accordance with the requirenents of the Federal program work to be
performed under this Agreenent nust be work in the public interest, which

(1) will not result in the displacenment of enployed workers or inpair existing
contracts for services; (2) will be governed by such condition of enploynent,
i ncl udi ng conpensation, as will be appropriate and reasonable in Iight of such

factors as type of work perforned, geographical region and proficiency of the
enpl oyee; (3) does not involve the construction, operation, or maintenance of
so much of any facility as is used, or is to be used, for sectarian instruction
or as a place for religious worship; and (4) does not involve any partisan or
nonparti san political activity associated with a candi date, or contending
faction or group, in an election for public or party office. Further no work
shall be considered to be in the public interest where (1) it is work for which
the political support, affiliation or affinity of the student is a prerequisite
or consideration for enployment, (2) it is work to be performed for an el ected
of ficial other than as part of the regular administration of Federal, State, or
| ocal government, or (3) it is work for a menbership organization (such as a
credit union, a fraternal order, or a cooperative) which is primarily for the
benefit of the nembers of such organization, rather than the public.

2/ Under the Coll ege Wrk-Study Regul ati ons, no student may perform work on any
proj ect under the Work-Study Program for nore than an average of 15 hours per
week in any semester (or other academic termon the basis of which credits are
awar ded) in which classes in which he is regularly enrolled are in session.

that it will comply with the provisions of the Civil R ghts Act of 1964 (P.L.
88-352; 78 Stat. 252)and the Regul ati ons of the Departnent of Health,

Educati on, and Wel fare which inplenent that Act.
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Transportation for students to and fromtheir work assignments will not be
provided by either the Institution or the Organization.
The Institution shall be deemed the enployer of the students. It shal

determ ne that the students shall nmeet the eligibility requirenents for

enpl oyment under the College Work Study Program assign students to work for
the Organi zation, and determ ne that the students do performtheir work in
fact. The Standard Form 5B (See attached Exhibit A which by this reference is
made a part hereof) used for on-canpus student enpl oynment shall serve as the
enpl oyment agreenment between the student and the Institution as enployer. The
Organi zation's supervi sor of enployment shall sign the 5B as "Supervisor," and
t he person responsible for fiscal matters shall sign as "Fiscal Oficer." The
ot her signature shall be the same University staff as in in-canpus agreenents,
i.e., the Financial Aid Counselor

VWiile the Institution will be deenmed the enployer of students participating
in any project under this Assignment, the Organization will be responsible for
the direct supervision of work perforned and will maintain make available to
the Institution the nanes and qualifications of Organization supervisors. The
Organi zation will also provide to the Institution a record of the hours worked
weekly by each student as attested to by an authorized official of the
Organi zation, one of the aforenenti oned Organizati on supervisors. It is agreed

that the Institution shall have the right to send a representative to the
Organi zation periodically to observe the working situation of the student.

Conpensation (hourly wages) of the student for work performed on a project
under this Agreement will be paid to the student in accordance with University
practice for canpus enploynent. In addition the Institution will disburse al
payments due as the enployer's contribution under State or |ocal worknmen's
conpensation | aws, under Federal or State social security |laws, or under other
applicable laws. At |least on a sem -annual basis, the Institution will bil
the Organization for the O ganization’s share of the wages of students enpl oyed
under this Agreement and for all paynents required to be nade by the
Institution under State or |ocal workmen's conpensation |aws, or under Federa
or State social security |aws, or under other applicable | aws, on account of
students participating in projects under this Agreement.

This Agreenment is applied to any Organi zation agreenent entered into
prior to the date of signature affixed hereto by the University of Hawaii and
t he accepting Organization.

This Agreement shall be in full force and effect fromthe date of its
execution until it is termnated by either the Institution or the O ganization

UNI VERSI TY OF HAWAI |

Executed this day of By

, 19 . ACCEPTI NG ORGANI ZATI ON

By




