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1. What is Work Study?

Federal Work Study (FWS) is a federally subsidized program designed to give part-time employment to undergraduate and graduate students who need the income to help meet the costs of post secondary education. Work Study jobs may complement the student’s educational program or career goals. In all cases, students will gain relevant work experiences.

An individual employed under the Work Study Program will have a student employment title, must meet the financial aid requirements, and be pre-enrolled with the University of Missouri for the fall or winter semester for the corresponding semester work study, or pre-enrolled for the fall semester for summer work study.


MU Extension supervisors/directors may contact Extension HR for assistance with employing work study students for fall, winter and/or summer semesters.

2. What is the work study student’s employment classification?

Student titles are considered non-regular, non-benefit eligible.  A non-benefit eligible position is an Administrative, Service and Support staff member (including students) in a non-regular appointment. 

3. Can the student receive mileage reimbursement?

Mileage reimbursement is not allowed from the work study program.  However, if the Regional Director pre-approves the expense, students can receive reimbursement for travel using the regional travel funds that are funded through the county.  For students headquartered in a Campus Department, the department must pre-approve the expense and the expense will be paid out of departmental funds.

4. Is there a restriction on how much the student can work or be paid?
 
Yes.  The Student Financial Aid office determines the maximum dollar amount students are awarded each semester.  In addition to the dollar maximum, the summer work study program also limits the maximum number of hours the student may work.  The student and supervisor must work together to insure the student does not work over the maximum(s).  Any hours/dollars over the maximum will be paid by the student’s department or county.

5. What is the student’s normal work schedule?

The student’s work schedule is determined between the supervisor and the student.  Students can work up to 40 hours per work week.  However, fall and winter semester students average between 5 – 15 hours per week due to class schedules.

A work week is made up of seven consecutive dates, Sunday through Saturday. The work week cannot be re-arranged to avoid incurring overtime.  The number of hours may vary each week due to work priorities (i.e. meetings, youth camps, etc.).  The supervisor and employee should agree on the schedule for each work week.  In planning schedules, supervisors should be aware that hours worked over 40 in a work week, regardless of FTE or work schedule, are considered overtime and paid by county or departmental funds.

6. Can the student receive overtime?  

University of Missouri Extension discourages work schedules requiring overtime.  There are no funds from the work study program or the University to pay for overtime.  

We advise all supervisors to make every effort to insure student workers do not work over 40 hours in a work week.  However, we realize there may be unique situations that require additional hours over the normal work schedule be worked.  In these cases, with the supervisor’s advanced approval and the county council’s or departmental agreement to pay for the additional hours, overtime will be permitted.  Please note the overtime hours must be paid by the county or the department.  
7. How is overtime compensated?

Overtime is compensated with pay at a rate of 1½ times employee’s hourly pay rate times the overtime hours worked.  Remember, overtime is equal to hours worked over 40 in a work week.  

Scenario:  Sara is paid $8.00/hr and normally works 30 hours per week.  However, she actually worked 45 hours.  Sara will be paid: 

40 hours (regular work week hours) x $8.00

=
$320.00 (paid from work study funds)
5 hours x $12.00 ($8.00/hr * 1½) 

=
$  60.00 (paid from county/department funds)
Total for the week


$380.00

8. Can the student employee earn compensatory time instead of paying overtime?

No. In order to ensure overtime hours are compensated properly for work study students, compensatory time off is not feasible. 
9. Can payment of overtime be denied if the employee doesn’t receive supervisory approval in advance?

No.  If an employee inadvertently or deliberately works unapproved overtime, the employee must still be compensated.  Fair Labor Standards Act (FLSA) requires all hours to be recorded and compensated, regardless if the hours worked were approved and/or scheduled hours.

Continued unnecessary and/or unauthorized overtime may suggest that the employee work schedule may need to be adjusted to meet the demands of the position, the employees work load may need to be reviewed, the employee’s performance may be a concern, or progressive discipline may be necessary for abuse of unapproved overtime.
10. Can the student employee volunteer time or waive their right to overtime?
 
No. If the employee is paid to do work for the University of Missouri, they may not volunteer to do the same or similar work. In addition, employees may not waive their right to overtime payment.

11. Is the student employee eligible for unpaid (15 minute) breaks, including unpaid meal breaks?

The FLSA does not require breaks or meal periods be given to workers. However, University policy (HR-503) does allow for breaks as follows: 

Whenever possible, all employees shall be permitted two (2) 15 minute rest periods, to be designated by the University, during the normal work day.  

Employees scheduled to work less than a normal full work day shall be permitted, where possible, one (1) 15 minute rest period during any four (4) consecutive hours of work.  Employees shall not be permitted to relinquish rest periods for the purpose of making up lost time due to tardiness or absences or to permit early departure from work.

It is up to the supervisor to determine and approve meal breaks.  Supervisors are encouraged to schedule employees as needed for 30-60 minute unpaid meal breaks if appropriate.
12. Can a student employee be designated as the “person in charge” during an event?

The designated “person in charge” of a program/event such as a 4-H Youth Camp should be an exempt faculty or staff member who can be on-call continuously or 24-hours per day.  Typically, this is a 4-H Youth Specialist or other Extension faculty member.  Non-exempt staff, such as student summer employees, should not be designated as a “person in charge” if at all possible.  Whenever possible, the “person in charge” should be an individual “exempt” from overtime (unable to earn overtime).
13. Are employees paid for sleeping time at the Youth Camps?

No.  Sleeping time does not count as hours worked.  
14. The summer youth employee often eats meals in the “mess hall” with everyone at Youth Camps.  Is this work time?

There is not a strict yes or no response to this question.  If an employee is required to attend meals as part of their job, then that time is compensable and is considered work time.  However, if the employee is attending the meal/meeting and clearly knows the function is an option, and not required, then it is not considered compensable/work time.

Scenario:  Sara attends camp meals and oversees camp attendees during the meal.  This is work time.

Scenario:  Sara attends camp meals but is not required to oversee camp attendees and/or can sit with whomever she chooses or is not required to go to the mess hall during the meal time.  This is not work time.

Scenario:  Sara attends a mandatory camp counselor meeting which occurs simultaneously with the camp lunch.  This is work time.  If the meeting was voluntary, Sara had the option to attend or not, it would not be considered work time.

15. There may be periods of time during the day when the student employee is not scheduled to perform any responsibilities.  How do I count that time?

Periods during which an employee is completely relieved from duty and which are long enough to enable him/her to use the time effectively for his/her own purposes are not hours worked. The employee is not completely relieved from duty and cannot use the time effectively for his/her own purposes unless he/she is informed that he/she may leave the job and that he/she will not have to commence work until a specified hour has arrived. 

Scenario:  It is 1:00 p.m. and the employee is told he/she is not needed until 5:00 p.m.  That is 4 hours in which the employee could go to town, shop, see a movie, read a book, etc.  The employee could use the time effectively for his/her own purposes.  This would not be work time.

Same Scenario as above but the employee joins in the afternoon camp activities.  It was the employee’s choice to participate in the activities.  This is not considered work time.  The employee was free to do anything with the time and chose to stay at the camp and participate in the activities.

Scenario:  The employee doesn’t have any assigned duties but must remain at camp “in case” assistance is needed in the planned activities.  The time is not the employee’s – he/she is “engaged to wait” or in an “on-call status” and this time is compensable/work time.


16. What responsibilities do supervisors have for ensuring the administration of compensation meets FLSA regulations for the work study employees?

Supervisors, or any approved designee, have the responsibly to:

a. Ensure all hours worked are recorded accurately on the University of Missouri’s bi-weekly time sheet and according to MU and FLSA regulations.

b. Ensure timesheets are submitted for payment by the established timesheet deadline (refer to either the Summer Youth Work Study Payroll Schedule or the Biweekly Payroll Schedule).

c. Establish and/or approve employees work schedules.

d. In unique and rare situations, approve overtime hours (which will be paid by the county/department).

e. In unique and rare situations, obtain director or departmental approval for student to travel and compensate such travel through the regional/departmental travel funds.
17. Could you provide some examples of when time is and is not considered overtime?

	Situation
	How to count the time

	Student sleeps overnight at Youth Camp and the employer provides adequate sleeping facilities w/no interruption in sleep.
	Sleeping time does not count as hours worked.  This time does not count toward hours worked or overtime.

	Student voluntarily eats in the “mess” hall with everyone and is not required to supervise camp attendees during the meal.
	Student is not actually working during the meal/rest period.  This time is not considered work time.

	Student eats in the “mess” hall and is required to sit at the table with camp attendees (i.e., supervisor attendee’s meal).
	This is considered work time since the student is acting a counselor/supervisor of the attendees during the meal.

	Student remains at the camp but is free to pursue his/her own interests.
	This is not work time.

	Student is free to pursue his/her own interests for the evening but must sleep at camp.
	The student is free to participate or not to participate in camp activities.  For instance, the student may choose to read a book, visit with friends/other counselors, leave the camp or even participate in a camp activity, but is not required to do anything.  This is considered “waiting to be engaged” time and is not considered work time.   

	It is 2:00 p.m. and the student has been told there are no activities to perform, he/she has been told not to leave the camp – must be at the camp the hour before the next activity (3:00 p.m. relay race).  Since the student doesn’t have anything to do, he/she reads a book or talks on a cell phone from 2:00 p.m. to 3:00 p.m. Even though the student is currently inactive, he/she has been told he/she must be at the camp at least 1 hour before a scheduled activity.
	The student has been partially relieved of duties. Because the student is required to remain on the camp grounds, this time is considered being “engaged to wait” and is considered work time.


18. Where can I get more information about work-study? 

Information about the work study program can be found at the MU Work Study website at http://www.missouri.edu/~wrkstudy/. In addition, Extension Human Resources is available to answer questions from employees and supervisors.
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