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Program Descriptions 

 

Federal Work-Study (FWS) is a need-based federal financial aid program. The institution receives an 

annual allocation, and awarding for that year ends when the annual allocation is exhausted. A 

student must complete the Free Application for Federal Student Aid (FAFSA) to determine financial 

need for FWS. The FAFSA can be accessed at www.fafsa.gov. Earnings from this program cannot 

exceed the total award that has been granted. 

The Institutional Student Aid Program (ISAP) is funded from AACC’s institutional budget and does not 

require financial need. Earnings from this program cannot exceed the total award that has been 

granted. 

 

The FWS and ISAP programs enable an eligible student to earn hourly wages for up to 20 hours per 

week in a variety of jobs on campus. Eligibility is determined by the student’s enrollment in at least 

six credits per semester in a financial aid eligible degree or certificate program, and their Satisfactory 

Academic Progress (SAP) status of “OK”. (See Student Application Process for more details on SAP.) 

 

The student chooses which jobs are of interest and contacts the supervisor for an interview. 

 

Employment Types: 

1. On-Campus 

2. On-Campus Community Service (specific jobs, such as the library, that provide services to 

the local community) 

 

This handbook is provided to all student employees and supervisors. A copy should be kept available 

for reference by each office where a student is employed under FWS and/or ISAP. 

 

 

 

http://www.fafsa.gov/


Student Application Process 

 

The application process for FWS and ISAP begins with the FAFSA. The best time to complete the 

FAFSA is before March 1 of the prior academic year. This will ensure that the student also meets the 

Maryland Higher Education Commission (MHEC) student aid deadline. 

After the FAFSA is received by AACC, the Financial Aid Office (FAO) will determine if the student is 

eligible for FWS. FWS is automatically added to the student’s financial aid package if funds are 

available and the student meets certain awarding rules (financial need, eligible program of study, 

meeting SAP). Priority of awarding is given to new AACC students who have never attended college, 

or who have attended AACC and have a cumulative grade point average (GPA) of 2.500 or higher. 

If, after completing the FAFSA, the student is determined ineligible for FWS, an ISAP award may be 

available. The student must contact the FAO for an ISAP award. 

To continue working in the FWS or ISAP student employment programs, the student must maintain 

SAP. SAP is determined by a cumulative GPA of 2.000 or higher, a completion rate of 67% or higher of 

total attempted (AACC and transfer) credits, and being within the 150% timeframe of the eligible 

program of study. If a student’s SAP status is anything other than “OK”, the student is no longer 

eligible to work under FWS or ISAP. 

 

After FWS or ISAP has been awarded to the student, the student must receive a Student Employment 

Work Authorization Form from the FAO. The student can review the available jobs at College Central 

Network (https://www.collegecentral.com/aacc/) and contact the supervisor(s) directly for an 

interview. The student must take the Student Employment Work Authorization Form to the 

interview. If the supervisor decides to hire the student, the student and supervisor will complete the 

student and supervisor sections of the Student Employment Work Authorization Form. The student 

will return the form to the FAO to receive the new hire packet. The completed new hire packet must 

be returned to the FAO, and a background investigation will be requested. The student will receive an 

email to initiate the background investigation. Upon successful response to AACC’s Human Resource 

Office from the background investigation, the supervisor will receive an email to contact the student 

and set up the student’s work schedule. 

 

It is recommended that the student schedule five or fewer interviews. The student should take their 

class schedule and work availability to the interview. It is highly recommended that the student also 

take a resume and list of references to each interview. 

https://www.collegecentral.com/aacc/


Supervisor Application Process 

 

The supervisor must submit a job description each year to the FAO. The FAO will provide a template 

with the information needed for the job posting. All current supervisors will be contacted by the FAO 

near the end of the Spring semester. 

In early June of each year, College Central Network (https://www.collegecentral.com/aacc/) will be 

updated with all job descriptions that have been received for the upcoming academic year. An eligible 

student will be directed to College Central Network to view the available jobs. 

When the supervisor hires a new student, the supervisor ensures that the student has completed 

their section of the Student Employment Work Authorization Form. The supervisor then completes 

the supervisor section, returns the form to the student, and the student returns the form to the FAO. 

The student will receive a new hire packet, which includes the I-9 form. The supervisor (if trained to 

complete the I-9) will need to sign a section of the I-9. The supervisor will ensure that the student 

completed section 1, review the student’s employment verification documentation (passport, etc.), 

complete section 2 and certification, then give the I-9 back to the student. If the supervisor has not 

been trained to complete the I-9, another trained designee in the department will complete this step. 

When the student returns the completed new hire packet to the FAO, s/he will be notified by email 

about the background investigation requirement. Upon successful response to AACC’s Human 

Resource Office from the background investigation, the supervisor will receive an email that the 

student may begin working. 

Once all of the supervisor’s open positions have been filled, the supervisor will notify the FAO via the 

Student Employment Work Authorization Form (bottom of the second page) and the job listing will 

be pulled from College Central Network. 

 

When a student contacts a supervisor for an interview, the supervisor should confirm that the 

student has received the Student Employment Work Authorization Form from the FAO.  

 

During an interview, the supervisor should review the job description with the student. In addition, 

the student’s class schedule and availability should be discussed. 

 

 

https://www.collegecentral.com/aacc/


Setting and Monitoring Work Schedules 

 

The supervisor and the student should create a mutually agreeable work schedule that 

accommodates academic requirements. 

 

Restrictions: 

1. The student must never work during scheduled course times. 

2. The student may work up to 20 hours per week. (Exceptions to this restriction may be 

made on a case-by-case basis when classes are not in session, such as in summer. Written 

approval must be given by the FAO.) 

3. The student may work under FWS or ISAP only during the allowable award period, which is 

listed on the Student Employment Work Authorization Form. Hours worked outside of the 

award period must be paid from the supervisor’s temporary employee budget. 

4. An Earnings Tracker spreadsheet will be provided by the FAO to each supervisor. The 

spreadsheet should be used by the supervisor to monitor the student’s projected hours to 

work, hours worked and dollars earned. Any dollars earned over the allowable award will 

be charged to the supervisor’s temporary employee budget. 

5. After a five-hour work period, the student should be given a 30 minute unpaid break. 

6. The student must meet these academic criteria: 

a. Meet all SAP requirements (see the SAP guidelines at www.aacc.edu) 

b. Be in an eligible program of study and still have at least six credits of coursework 

left in that program 

c. Be enrolled in at least six credits in the current semester 

d. If working from end of spring semester through June 30, be enrolled in six credits 

between summer and fall 

e. If working from July 1 through the beginning of fall semester, be enrolled in at least 

six credits in the fall 

f. All credits must be required for graduation in the current program of study 

 

The supervisor must contact the FAO (fws@aacc.edu) when they have terminated a student’s 

employment. The FAO will notify Human Resources (HR) of the change. If a supervisor wishes to 

continue employing the student under their temporary employee budget, they should contact HR to 

have the correct pay account set up for the student. 

 

http://www.aacc.edu/
mailto:fws@aacc.edu


Payroll Registration Process 

 

The following steps will complete the payroll registration process. 

1. The student and supervisor complete the Student Employment Work Authorization Form. 

2. The student returns the Student Employment Work Authorization Form to the FAO. 

3. A new student will receive the new hire packet. The packet includes the following: 

a. New Employee Personal Data Form 

b. Direct Deposit Authorization Form 

c. USCIS Form I-9 (Employment Eligibility Verification) 

d. IRS Form W-4 (Employee’s Withholding Allowance Certificate) 

e. Maryland Form MW507 (Employee’s Maryland Withholding Exemption Certificate) 

4. The student completes the I-9 form. The student takes the I-9 and original acceptable 

documents from the list on the I-9 to their supervisor or other I-9 trained person in the 

supervisor’s department.  

5. The supervisor (or I-9 trained designee) confirms that the student completed Section 1 

through the signature and date blocks. This person also views the original acceptable 

documents, completes Section 2 and the Certification. 

6. The student returns all documents from steps 3 through 5 to the FAO. 

7. The FAO sends the new hire packet to Human Resources (HR) and a background investigation 

request is made to the student. The student must complete the background investigation 

request, and HR must receive a satisfactory response prior to the student’s approval to begin 

work. 

8. Upon receipt of a successful background investigation, HR will contact the FAO. 

9. HR will set up an online time recording account for the student to access through MyAACC. 

10. The FAO will contact the supervisor to let them know the student may begin work. 

11. The supervisor will instruct the student on how to record hours worked. 

12. The student will be paid semi-monthly via direct deposit to a bank account or a check mailed 

to their home address. Direct deposit is encouraged. These funds are not credited to the 

student’s AACC tuition and fee account. 

 

 

 

 



Employment Policies 

 

Performance Appraisals 

Supervisors are encouraged to evaluate the performance of their student employee(s) at the end of 

each semester. Appraisals are a critical component of the student’s work experience. They provide 

the student with performance feedback to help them grow and expand their skills. The appraisal 

should be in writing and a copy given to the student. 

 

Resignation/Termination 

A student may discontinue employment at any time without program penalty. It is suggested that the 

student give their supervisor notice at least two weeks in advance and in writing with a specified final 

date of employment.  

A supervisor may terminate a student’s employment at any time for unsatisfactory performance. 

However, it is recommended that the student is given warning and a chance to correct the problem 

before their employment is terminated. The FAO must be notified by email (fws@aacc.edu) of 

terminations. 

 

Inclement Weather/Emergency Conditions 

In an emergency, the campus or a portion of the campus may be closed. If this occurs, appropriate 

announcements will be made through various news media. More information can be obtained at: 

http://www.aacc.edu/aboutaacc/inclementweather.cfm. 

The student should consult their supervisor for specific inclement weather and emergency conditions 

procedures. 

The student is not paid for scheduled work hours when the College is closed. 

 

Complaint Procedure 

A student may follow the complaint procedure listed on the AACC website under Student Policy and 

Procedures. 

mailto:fws@aacc.edu
http://www.aacc.edu/aboutaacc/inclementweather.cfm


Personnel Policies 

The following apply to all AACC employees, including student employees, and can be accessed via the 

Intranet. 

Appendix A – Americans with Disabilities Policy 

Appendix B – Consensual Relationship Policy 

Appendix C – Drug Free Workplace Policy 

Appendix E – Sexual Assault Policy 

Appendix F – Sexual Harassment Policy 

Appendix I – Affirmative Action Policy 

Appendix J – Nepotism Policy 

 

Taxation 

All wages paid to a student employee are subject to withholding of federal, state and local income 

taxes unless the student qualifies for an exemption. 

A student employee is exempt from Social Security and Medicare (FICA) taxes if that student is 

enrolled at least half-time (6 or more credits in a semester) and works fewer than 40 hours per week. 

Verification of enrollment status will be done at the end of the semester add/drop period and again 

before the semester ends. The FAO will monitor enrollment status as needed throughout the 

semester. 

 

Unemployment Compensation 

A student employee is not entitled to unemployment compensation from AACC. 

 

Worker’s Compensation 

Any student employee who experiences a work-related injury during their employment at AACC is 

eligible to apply for worker’s compensation benefits. A student employee must report an on-the-job 

injury to his/her supervisor as soon as possible. The supervisor should contact Risk Management to 



obtain a “First Report of Injury.” The student completes the front of the form, signs it, and then gives 

it to their supervisor for completion and signature on the back of the form. The completed form 

should be sent to Risk Management. 

The following worker’s compensation insurance benefits apply to student employees: 

Medical coverage – for any medical bills associated with treatment, therapy, or prescriptions 

resulting from the work-related injury. All bills should be forwarded to Risk Management. 

Lost wages – for work absences occurring after the first three days following the work-related injury. 

If the student misses more than two weeks of work, the first three days will also be paid. Temporary 

Total Benefits are paid at 2/3 of the employee’s regular pay rate, but are not taxed. 

The time limit for a worker’s compensation claim is up to two years after the injury. Failure to 

properly report an injury to Risk Management may lead to questions about the validity of the claim 

and could result in denial of a claim. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Job Classifications, Pay Levels, and Wage Increases 

In accordance with FWS and ISAP program regulations, all employers must establish a job description, 

job classification, and pay rate for each position offered. The following classifications and pay levels 

should be used in determining what is appropriate for each job description. 

Supervisors are encouraged to review student employees for possible pay increases at the conclusion 

of each fiscal year. A supervisor may request an increase within the fiscal year if a student’s 

responsibilities have been significantly increased.  

Increases must be offered in increments of at least $.10 per hour. It is recommended that increases 

be between $.25 and $.59 per hour. Increases are based on merit and/or experience. 

 

Classification & Pay Level I: $10.00 (Continuing employees may be paid up to $10.50 per hour in 

accordance with wage increases based on employee merit and longevity.) 

Education 

Level 

Job Duties Required 

Experience 

Skill Level Supervision 

Undergraduate General routine 

work involving 

simple to 

moderate levels of 

difficulty 

 

 

Little previous related 

education or work 

experience required 

Few or no 

special 

skills 

required 

Works 

within 

well- 

defined 

procedures 

including 

written and 

verbal 

direction 

Continually 

supervised 

 

Uses little 

independent 

judgment or 

initiative 

 

 

 

 

 

 

 



Classification & Pay Level II: $10.00 - 11.00 per hour 

(Continuing employees may be paid up to $12.00 per hour in accordance with wage increases based 

on employee merit and longevity.) 

Education 

Level 

Job Duties Required 

Experience 

Skill Level Supervision 

Undergraduate Performs moderately 

difficult tasks 

 

 

Moderate level of 

related education/ 

work experience 

required 

(minimum six 

months to one 

year) 

Related skills 

 

Knowledge 

and skills to 

perform 

independently 

with limited 

training 

 

Works within 

general 

guidelines 

including 

written or 

verbal 

direction 

 

Limited 

supervision 

 

Uses some 

independent 

judgment and 

initiative 

 

Classification & Pay Level III: $11.00 - $12.00 per hour 

(Continuing employees may be paid up to $13.00 per hour in accordance with wage increases based 

on employee merit and longevity.) 

Education 

Level 

Job Duties Required 

Experience 

Skill Level Supervision 

Undergraduate Performs tasks 

involving a high level 

of difficulty and 

complexity 

High level of 

previous related 

education/work 

experience 

required 

(minimum one 

year) 

High level of 

related skills 

 

Possesses 

knowledge & 

abilities to 

perform duties 

with little/no 

training 

 

Prioritizes & 

performs 

multiple tasks 

with attention to 

detail 

Performs 

independently 

with minimal 

supervision 

 

Exercises 

independent 

judgment and 

initiative 



Classification & Pay Level IV: $12.00 - $13.00 per hour 

(Continuing employees may be paid up to $14.00 per hour in accordance with wage increases based 

on employee merit and longevity.) 

Education 

Level 

Job Duties Required 

Experience 

Skill Level Supervision 

Undergraduate Performs highly 

skilled duties with 

considerable 

internal/external 

contacts 

 

May involve access 

to confidential 

information 

 

Responsible for 

developing, 

coordinating, and 

implementing 

assigned projects 

Substantial 

previous work or 

educational 

experience 

required 

(minimum of one 

to two years) 

Skilled and 

knowledgeable in 

all required duties 

 

Performs duties 

independently with 

minimal job 

training 

 

Prioritizes & 

performs multiple 

tasks w/ great 

attention to detail 

Performs 

independently 

with minimal 

supervision 

 

Uses 

independent 

judgment and 

initiative 

 

May also be 

responsible for 

supervising 

other student 

employees 

 

Classification & Pay Level V: $14.00 and up per hour 

Education 

Level 

Job Duties Required 

Experience 

Skill Level Supervision 

Undergraduate Performs highly 

skilled duties w/ 

considerable 

internal/external 

contacts 

 

May involve access 

to confidential 

information 

 

Responsible for 

developing, 

coordinating, and 

implementing 

assigned projects 

Substantial 

previous related 

work or 

educational 

experience 

required 

(minimum two 

years) 

Highly skilled, 

knowledgeable in 

all required duties 

 

Performs duties 

independently with 

minimal job training 

 

Prioritizes & 

performs multiple 

tasks w/ great 

attention to detail 

Performs with 

minimal to no 

supervision 

 

Uses 

independent 

judgment and 

initiative 

 

May also be 

responsible for 

supervising 

other students 

 

 



Student Rights and Responsibilities 

 

A student employee has the right to: 

1. Information regarding their award amount, rate of pay, average number of hours they should 

work per week, and student employment policies; 

2. A specific job description, as well as the supervisor’s expectations and standards; 

3. A clearly defined work schedule that accommodates their course schedule and academic 

requirements; 

4. Adequate training to perform the assigned task(s); 

5. A safe, clean, and professional working environment; 

6. Supervision and direction from AACC staff; 

7. Instructions for recording hours worked; 

8. Access to the College’s payroll procedures and calendar; and 

9. A complaint procedure for concerns related to their award, job and/or supervisor. 

 

A student employee is responsible for: 

1. Becoming familiar with the student employment program policies and procedures; 

2. Understanding the job responsibilities, as well as the supervisor’s expectations and standards; 

3. Arranging a mutually agreeable work schedule with the supervisor before the work period 

begins, and adhering to this schedule; 

4. Immediately notifying their supervisor of any changes to the mutually agreed upon schedule; 

5. Recording hours worked in accordance with AACC payroll procedures; and 

6. Performing assigned tasks in an efficient and timely manner. 

 

 

 

 

 

 



Supervisor Responsibilities 

 

A student employment supervisor is responsible for: 

1. Submitting a complete and accurate job description for any student employment position 

under their supervision; 

2. Establishing an appropriate hourly pay rate in accordance with the Job Classification and Pay 

Rate guidelines listed in this handbook; 

3. Ensuring that hiring a student employee will not displace permanent, full-time staff or impair 

the existing contracts for services; 

4. Ensuring that a student employee is supervised at all times by permanent or temporary AACC 

staff, and that all work performed by the student employee is consistent with the purposes 

and intent of the student employment policies and procedures; 

5. Approving timesheets for a student employee for hours actually worked, not including lunch 

breaks, and that are within the correct pay period; 

6. Not approving student employment timesheets for the same hours that are being paid under 

any other program, such as VA work-study; 

7. Allowing a student employee to earn student employment funds only during the award period 

listed on the Student Employment Authorization Form; 

8. Ensuring a student employee does not work more than 20 hours per week; 

9. Ensuring that student employment funds are not used to pay overtime compensation to a 

student employee; 

10. Monitoring a student employee’s earnings and, when funds are exhausted, requesting 

termination of employment or converting the student’s budget to the supervising 

department’s temporary employee fund; 

11. Complying with AACC payroll procedure, FWS regulations and labor laws (federal, state, and 

local); 

12. Along with the College, assuming complete responsibility for the conduct of their student 

employee(s); 

13. Providing proper working conditions; 

14. Advising a student employee on the procedures to follow in reporting emergencies, accidents, 

problems or potential hazards in the work environment; and 

15. Complying with the Title IV Civil Rights Act of 1964, Title IX of the Education Amendments of 

1972, the Americans with Disabilities Act and section 504 of the Rehabilitation Act of 1983, 

and not discriminating on the grounds of sex, race, color, national origin, or disability. 

 



Financial Aid Office (FAO) Responsibilities 

 

The FAO is responsible for: 

1. Advising and assisting student employees and supervisors regarding the student employment 

program at AACC; 

2. Determining student eligibility and award amounts, and notifying student employees and 

supervisors of such in a timely manner; and 

3. Performing fiscal year close-out procedures, with the coordination of supervisors. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Other AACC Employment for Students 

 

AACC’s Career and Transfer Resource Center (CTRC) has resources on student employment 

opportunities that are not sponsored by the FWS or ISAP programs. Students can review and apply 

for those jobs via http://www.collegecentral.com/aacc. For more career services information, please 

contact the CTRC at ctrc@aacc.edu , 410-777-2770, or visit the CTRC located at the Career and 

Transfer Resource Center in the Student Services Building/Room 222 during the hours of 9:00 a.m. to 

5:00 p.m., Monday through Thursday, and from 9:00 a.m. until 4:00 p.m. on Friday. 

 

 

 

http://www.collegecentral.com/aacc
mailto:ctrc@aacc.edu

