WORK-STUDY PROGRAM: RIVERSIDE

Federal Work-Study (FWS) Career Center

How to Hire a UC Riverside Student OFF-CAMPUS EMPLOYERS
1. Visit uer.joinhandshake.com 2. New employers must give the UCR Career Center
and click on "Log in" permission to manage your jobs and profile.
or "Sign up for an Account.” Follow this guide on how to do so.

3. Select "Post a Job." To hire for a work-study position, select
“Job" and check "yes" on "work-study."
See work-study timeline when considering your posting timeline.
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been approved and v o Employment Contract via DocuSign to be sent to the
posted. You then contact l- supervisor and student. Both the job posting & Work- | —
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AND HIRE

3. The Letter of Clearance will be emailed directly to you,
the employer, and the student. This authorizes the student to
begin working and may take up to 15 days.

Upon receipt of the LOGC, you may begin to set up a schedule
with your work-study student. Do not allow students to work
until you have received the LOG.
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http://ucr.joinhandshake.com/
https://careers.ucr.edu/gain-experience/work-study#federal-work-study-program-dat
https://forms.office.com/pages/responsepage.aspx?id=xCpim6aGnUGbnr-zP0XAVD472vkzf9BFkWFWeIam_IZUQzk0OFVVTFVYNk0xQlFXTFQwMFoyM1RaWC4u
https://wswf.ucr.edu/
https://wswf.ucr.edu/
https://app.tango.us/app/workflow/Configuring-settings-to-give-schools-editing-permissions-da9f96e0cedf46c68a3ee20e0fcad435
https://careers.ucr.edu/employers/studentemployment/hiring-student-employees
https://wswf.ucr.edu/
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2. Students will submit timesheets to their supervisor for
approval. Financial Aid will facilitate this process.

1. Students submit hours biweekly
to timesheet.ucr.edu

4. Supervisor and student
should keep track of hours worked;
student must notify the employer

of any changes made to work-
study award.

3. Supervisor submits signed timesheets by each
biweekly due date and email to workstudy@ucr.edu.
Supervisor will receive a statement account no later than
the 20th of each month; Terms Net30. Timesheets
schedule available at: careers.ucr.edu/accounting

o The work-study program requires strict adherence to federal and state regulations, including the
disbursement of federal and/or state funds. Employers that allow a student to work beyond the
work-study allocation must assume 100% of the salary for any additional time worked.

Work-Study Hires:
Employers wishing to hire work-study students must adhere to these
campus-mandated dates:

August 21, 2025: Students can start to view and apply for work-study positions.
September 21, 2025: Students can start to work using work-study funds.
June 20, 2026: The last day students can work using work-study funds.

Class in Session: Up to 19 hours per week
Class not in Session: Up to 39 hours per week
(Winter & Spring Break)
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If the student does not perform the job in a
satisfactory manner, you may terminate the student
by documenting the situation and forwarding the

information to the Financial Aid Office.

If a student's work-study allocation is
depleted or cancelled, you can terminate
the student or retain the student, assuming

100% of the student's salary.

FINANCIAL AID UCR CAREER CENTER HUMAN RESOURCES
workstudy@ucr.edu careercenter@ucr.edu o o hrpolicy@ucr.edu

a financialaid.ucr.edu careers.ucr.edu ¥ hr.ucr.edu
Work-Study Award Amount N Job Posting and Hiring Student Employment
and Eligibility Periods Process Guidelines

@ Follow us: ° Link to our page:
@ucrcareercenter UC Riverside Career Center
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http://timesheet.ucr.edu/
http://careers.ucr.edu/accounting
https://youtube.com/playlist?list=PLf_G9GOa0QjycNVB1mPh_mYhQKQ3JMxGk&feature=shared
https://careers.ucr.edu/sites/default/files/2024-05/work-study_how-to-hire-for-off-campus-employers.pdf

