Work Study and Student Employee Supervisor Responsibilities Form

The Work Study program is federally funded, requiring Roger Williams University to adhere to strict federal regulations
to participate. The guidelines below apply to both Work Study and Student Employee positions. If you are designated as
a supervisor of student assistants, please review this form and return it to the Payroll Office before the semester begins
and students start logging their hours. Remember to keep a copy for your records and send the original

to PayrollOffice@rwu.edu.

E-Time
= Students must be approved and signed off on in E-Time by 10am on Monday of the payroll week.
* E-Time MUST reflect a % hour break after 6 hours of work.

* No student may work more than 8 hours-a-day or 20 hours-a-week, including all jobs (40 hours-a-week when school is not
in session, including all jobs). No students should be working overtime hours.

= Students and/or supervisors should not enter scheduled hours not yet worked into E-Time in advance.

student

is employed with a meaningful job.

There are NO holiday/comp/snow/vacation days or overtime for students. It is "hours worked equals hours paid".
= days
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