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“FWS jobs should 

complement and 

reinforce each 

recipient’s educational 

program or career 

goals.”



Agenda

•Welcome & Introduction

•Federal Work-Study Funding

•BANNER Workflow

•Payroll and HR process and 
paperwork

•Important Dates and Forms

•Supervisors Responsibilities  and 
Frequently Asked Questions 
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Federal Work-Study Funding

Jerome St. Croix

Director of Financial Aid and Compliance 



Federal Work-Study Funding
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1.How does MCC get FWS fund? 

2.What are the FWS fund request limitations?

3.How do I request (apply) FWS funds?

4.How do you decide the amount of money 

that is given to departments/offices?

5.How do I know when a student has used all 

of their FWS money? Do I calculate or 

someone else?
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BANNER Workflow

Edie Horwath

Financial Aid Specialist



1. What is a workflow?
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“Banner Workflow” is the place where you 

enter the student aid information so they 

can get approval to work and be set up in 

the system.

Under Employee Essentials

>Banner Access

>Banner Workflow

>Directions are there to open and print

2. Where is it found and how is it completed?
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To hire students, click on Banner Workflow 



Sign in
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Click on “my processes” under User Profile.
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Click on “HR College Work Study Hire –

Launch”
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Enter Students Information & click “start 

workflow”
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The screen will go back to the workflow start 

page.  Supervisors will need to wait till 

student’s M# appears in the worklist. Click on 

the M# once it appears and click “yes, hire this 

person” and then “complete”
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HR Process and Paperwork

Cynthia Clark Inman

Personnel Clerk



HR Process and Paperwork
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1.HR Required documentation

2.When can student start working?

3.How many hours can students work per 

week?

4.Are Federal Work-Study Students 

eligible for any benefits?
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FWS Payroll

Deborah Oliver, Payroll Manager

Jenna Mastri, Payroll Technician 



FWS Payroll
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1.Timesheet reporting

2.Who should I notify and what paperwork do 

I have to submit when a Student Aide stops 

working?
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FWS Calendar Important Dates

Ramon L. Rodriguez

Financial Aid Specialist



FWS Calendar - Important Dates
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May 24- Spring 2018 last day FWS. 

All students must stop working.

May 25-June 30, 2018 No FWS Available

July 1 - FWS begins Summer 2018

August 27- Fall 2018 first day FWS 

December 22 -Fall 2018 last day FWS.

All students must stop working.*

January 22 - Spring 2019 first day FWS

May 25 - Spring 2019 last day FWS. 

All students must stop working. 
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FWS Forms 2018-2019



FWS Fund Request form 2018-2019
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Job Description Form

9 MAY 2018 21



Hiring/Termination Form
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Supervisors Responsibilities



What are my responsibilities as a 

Student Aid supervisor?
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3. Do not authorize your student to work until 

you receive a confirmation from HR/Payroll that 

the hiring process has been completed.

6. Supervisors must monitor the hours a FWS 

student works. That means that you must maintain 

a cumulative record of each student’s earnings and 

remaining award. Supervisor keep track of the 

hours used to ensure they are not exceeded.

13. Know the FWS calendar dates. For instance, 

there is no work-study during the last day of the 

Spring semester through June 30th of that year. 
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Supervisors’ Frequently Asked Questions 



Supervisors FAQ’s
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1. Will there be some place on the web or the M 

drive to find all the new forms?

2. Can the FWS supervisors have access to their 

departments FWS reports?

3. Would it be possible to match eligible students up 

with jobs that have specific requirement such as, 

must have taken anatomy and physiology?

4. If a student leaves school, is fired or decides to 

not work anymore, can the difference in their 

funds be allocated to someone else? 

5. Can I adjust FWS allocations up and down during 

the year?

6. What is the last day a student can work? 
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Contact Information



FWS Contact Information
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Name Email Ext. FWS Role

Jerome St Croix
jstcroix@ monroecc.edu

2278
Director Financial

Aid and Compliance

Ramon L. Rodriguez
rrodriguez@monroecc.edu

2560 FWS Coordinator BC

Edie Horwath
ehorwath@monroecc.edu 

6130 FWS Coordinator DC

Cynthia Clark Inman
cclarkinman@monroecc.edu

2110 Work-Study HR

Deborah Oliver
doliver@monroecc.edu

2136 Payroll Coordinator

Jenna L. Mastri
jmastri1@monroecc.edu

2164 Work-Study Payroll
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