Federal Work Study — Hire Forms

Departments will need to complete a FWS Hire Form for their new/returning employees each academic year. A
student employed in a federal work study position is not authorized to receive any of their FWS award until the
Hire Form is completed by the supervisor, student, and FWS Coordinator. Starting with the 2019-2020 academic
year, all hire forms will be electronic through DocuSign.

DocusSign is a widely used electronic signature service that also securely stores documents. With electronic
signature capabilities, you no longer will be required to hand-sign documents that are compatible with
DocusSign. DocuSign provides full document encryption to ensure the privacy of your data. Only you and
government professionals authorized by the Department of Education have access to your documents.
https://www.docusign.com/trust

Using DocuSign to set up your account and signature

1) Go to https://app.docusign.com/home. You DO NOT need to create an account.Type in
your myUMBC e-mail address to log into your account. Click continue. It will take you to log into your
myUMBC account.

DocuSign

Please log in to your account

youremailaddress@umbe.edu|

CONTINUE

Mo account? Sign up for free
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2) You will see your home screen once you log in. On the left, you will see the overview of the actions you
need to take on various forms. On the right, you will see your DocuSign ID and signature. You will want to
set up your signature and initials by clicking “edit” next to “My DocuSign ID.” Follow the instructions on
the screen to create your signature.

Welcome to DocuSign

Last & Months WHAT'S NEW MY DOCUSIGN ID
Comments

© Action Required ==} Ask and answer questions about documents and H =
receive real-time comment notifications. Mare Info R T

@ Member since 2018

Bulk Send for Multiple Recipients

Waiting for Others Include muitiple recipients in each envelope. Send

DocuSigned by:
to more types and spH elope
custom field values. More Info “’

Template Sorting
Sort your templates by name.

A Expiring Soon

+/ Completed 10
ESTIMATED ENVIRONMENTAL IMPACT WE WANT YOUR FEEDBACK HELP AND SUPPORT
& You've Reduced Garbon Emissions by Want to be the first to try out new features and give ?) Support Home
16,054 Lb feedback on new ideas?
By using DocuSign instead of paper, UMBC - Join Our Gustomer Panel i) Community
University of Maryland Baltimore County has
reduced carbon emissions by 16,054 pounds. U Trust Genter

our total estimated impact
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Initiating a FWS Hire Form:

Once you have hired your FWS student(s), you will need to initiate a FWS Hire Form for each student you plan
to work in your department. If you have returning students from one academic year, you must submit a new
hire form for the next academic year. The supervisor, student, and FWS Coordinator all must complete their
respective sections on the form in order for it to be complete.

1. Goto |https://financia|aid.umbc.edu/staff/fwsA (make sure you are logged in
myUMBC). Under "2022-2023 Resources" at the bottom of the page, select "2022-2023 Federal
Work Study Hire Form."

You will see a supervisor box that will auto-populate your name and UMBC email address. Write
in the student’s campus ID. Make sure the campus ID is correct. If the student ID is correct, the
student’s name and campus ID will auto-populate. Click next to continue.

Financial Aid & Scholarships-Federal Work Study Hire

Waiting to be signed by me [l
“Name *Email
Supervisor Hope Weisman arbhope1@umbc.edu
—>
*Student ID Student Name Campus ID

Q RH26179| Hope Weisman RH26179
& Pressing the Next button will directly transfer you into the Electronic Signature process

== Required field.
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2. Anew page will open up in a different tab with the FWS Hire Form. You will see that the student
name and campus ID has auto-populated at the top.

®UMBC

Office of Financial Ald and Scholarships | 1000 Hilltop Circle Baltimore, MD 21250 | Contact Us: hitps:/financialaid umbec. edw/contact

ERAL WORK-STUDY HI

STUDENT NAME: Hope Weisman

EMPLOYER CERTIFICATION

I CERTIFY THAT THE STUDENT HAS A VALID FEDERAL WORK-STUDY AWARD

I CEETIFY THAT | HAVE READ AND UNDERSTAND THE POLICIES AND PROCEDURES AS OUTLINED IN THE EMPLOYER
FEDERAL WORK-STUDY HANDBOOE.

I UNDERSTAND THAT THE STUDENT CANNOT WORK DURING SCHEDULED CLASS TIME.

AUTHORIZED EMPLOYER EMAIL EXTENSION

Hope Weisman arbhope | j@umbe.odu

FOSITION HIRED FOR HOURLY RATE ANTICIPATED HOURS FER WEEK
AUTHORIZED EMPLOYER SIGNATURE DEFARTMENT

DEFT. BUDGET RECONCILER NAME BUDGET RECONCILER'S EMAIL

FUND FROGRAM FIN DEPARTMENT ID PROJECT (if applicable) Activity 1D (il applicable)

NOTE: FWS students cannot be paid from fund 1253, a grant account. Project/Activity 1D must be provided if fund ends in 3.

This position will perform fis work: Employment Start Dute:
In-Peraon Fall 2029
Reamotely Spring 2021
In-Person and Remotely Other

STUDENT CERTIFICATION
I HAVE BEEN AWARDED FEDERAL WORK-STUDY (FW5S) AND HAVE DOCUMENTED THIS AWARD TO MY PROSPECTIVE
EMPLOYER TO VERIFY ELNGIBILITY.

I CEETIFY THAT | HAVE READ AND UNDERSTAND THE CONDITIONS OF MY EMPLOYMENT LISTED IN THE STUDENT
FEDERAL WORK-STUDY TERMS AND CONDITIONS.

I UNDERSTAND THAT I CANNOT WORK DURING SCHEDULED CLASS TIME

STUDENT SIGNATURE DATE
J000431532 2021 Hope
RHZELTY OFAS DOCURENTS Welisman OFaAS FeS Hire Form
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3. The supervisor will fill out the middle section. Your name will be in the Authorized Employer
and email section. Complete the rest of the form in red. Please fill out whether the
student will be working remotely/in person and their anticipated start date. You will be

prompted to sign the section indicating you have completed the supervisor section of the
form.

®UMBC

Offfice of Financial Ald and Scholarships | 1000 Hilltop Circle Baltimore, MD 21250 | Contact Us: hitps:{finsncialaid umbe eduicontsct!

2020 - 2021 FEDERAL WORK-STUDY HIRE FORM

STUDENT NAME: Hope Weisman UMBC ID#: RH26179

EMPLOYER CERTIFICATION

I CERTIFY THAT THE STUDENT HAS A VALID FEDERAL WORE-STUDY AWARD.

I CERTIFY THAT I HAVE READ AND UNDERSTAND THE POLICIES AND PROCEDURES AS DUTLINED IN THE EMPLOYER
FEDERAL WORK-STUDY HANIDBOOE.

I UNDERSTAND THAT THE STUDENT CANNOT WORK DURING SCHEDULED CLASS TIME.

AUTHORIZED EMPLOYER EMAIL EXTENSION

Hope Weisman arbhope | (@ umbse eduo

POSITION HIRED FOR HOURLY RATE ANTICIPATED HOURS PER WEEK
AUTHORIZED EMPLOYER SIGNATURE DEPARTMENT

DEFT. BUDNGET RECONCILER NAME BUDGET RECONCILER™S EMAIL

FUND PROGRAM FIN DEPARTMENT ID PROJECT (if applicable) Activity 1D (if applicable)

NOTE: FWS siudenis cannot be paid from fund 1253, a grant account. Project/Activity 1D must be provided if fund ends in 3.

This position will perform its work: Employmest Start Dute:
In-Persen Fall 2020
Hamotely Spring 2001
In-Person and Remotely Other

STUDENT CERTIFICATION

I HAVE BEEN AWARDED FEDERAL WORK-STUDY (FW5S) AND HAVE DOCUMENTED THIS AWARD TO MY PROSPECTIVE
EMPLOYER TO VERIFY ELMGIBILITY.

I CERTIFY THAT I HAVE READ AND UNDERSTAND THE CONDITIONS OF MY EMPLOYMENT LISTED IN THE STUDENT
FEDERAL WORK-STUDY TERMS AND OONDITIONS.

I UNDERSTAND THAT I CANNOT WORK DURING SCHEDULED CLASS TIME

STUDENT SIGNATURE DATE
000491592 ricka Hope
RH2ZE1TY DFAS DoCumEnts Weisman OFAS FaS Hire Form
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4. Once completed, click finish at the top right. This will send the document to the student to review

and sign.
| Fisn_|

®UMBC

Office of Financial Aid and Scholarships | 1000 Hilltop Circle Baltimore, MD 21250 | Contact Us: https://financialaid. umbc. edu/contact/

2020 - 2021 FEDERAL WORK-STUDY HIRE FORM

STUDENT NAME: Hope Weisman UMBC ID#: RH26179

IxT
. EMPLOYER CERTIFICATION

+ 1 CERTIFY THAT THE STUDENT HAS A VALID FEDERAL WORK-STUDY AWARD,

. I CERTIFY THAT I HAVE READ AND UNDERSTAND THE POLICIES AND PROCEDURES AS OUTLINED IN THE EMPLOYER
FEDERAL WORK-STUDY HANDBOOK.

I UNDERSTAND THAT THE STUDENT CANNOT WORK DURING SCHEDULED CLASS TIME
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5. The student will receive an email from DocuSign stating that the department has initiated a FWS Hire
Form to be completed. The student will click “Review Document” and they will sign the form.

AN HONORS UNIVERSITY IN MARYLAND

DocuSign for UMBC Financial Aid and Scholarships sent you a
document to review and sign.

DocuSign for UMBC Financial Aid and Scholarships
dsofas@umbc.edu

Your Depariment has initiated a Federal Work Study Hire Form. Your signature is needed
to complete this form. Please select "Review Documents” above to sign and submit the
Federal Work Study Hire Form. Once submitted, your form will be forwarded to the Office

UMD FRULKAM FIN UDEFAKINMEN] 1D PHRUJEL L (1T apphicable) ACUvILY 1D (i1 appheable)
111 111 111

NOTE: FWS students cannot be paid from fund 1253, a grant account. Project/Activity ID must be provided if fund ends in 3.

STUDENT CERTIFICATION

+ | HAVE BEEN AWARDED FEDERAL WORK-STUDY (FWS) AND HAVE DOCUMENTED THIS AWARD TO MY PROSPECTIVE
EMPLOYER TO VERIFY ELIGIBILITY.

+ [ CERTIFY THAT | HAVE READ AND UNDERSTAND THE CONDITIONS OF MY EMPLOYMENT LISTED IN THE STUDENT
FEDERAL WORK-STUDY TERMS AND CONDITIONS,

¢ [ UNDERSTAND THAT 1 CANNOT WORK DURING SCHEDULED CLASS TIME
Tign

STUDENT SIGNATURE ~_¥_ DATE /1012019 | 2:34:33 PM EDT

THIS STUDENT IS NOT CERTIFIED TO EARN FWS FUNDS UNTIL THIS BOX IS COMPLETED BY THE
OFFICE OF FINANCIAL AID AND RETURNED TO THE EMPLOYER.
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6. The FWS Coordinator will receive an email that the department and student have both completed
and signed the e-form. The FWS Coordinator will complete the bottom portion, which includes the
total award amount broken down by semester and if there is a valid job description on file. The FWS
Coordinator will then sign the form.

THIS STUDENT IS NOT CERTIFIED TO EARN FWS FUNDS UNTIL THIS BOX IS COMPLETED BY THE
OFFICE OF FINANCIAL AID AND RETURNED TO THE EMPLOYER.

FINANCIAL AID OFFICE USE ONLY:

AUTHORIZED AWARD AMOUNT:

FALL SPRING TOTAL
VALID JOB DESCRIPTION ON FILE: (®) YES (@]
AUTHORIZED SIGNATURE: H’Ofb Ulhinm 7/10/2019 | 2:38:29 PMEDT
3000491592 2020 Hope
RH26179 OFAS Documents Weisman OFAS FWS Hire Form

JFAS_FWSHiringForm paf 1of1

7. You and the FWS Coordinator will receive an email stating that all parties have completed the form.
You have now completed a FWS Hire Form for your student(s).

Your document has been completed

VIEW COMPLETED DOCUMENT

DocuSign for UMBC Financial Aid and Scholarships
dsofas@umbc.edu

All parties have completed Please DocuSign: Federal Work Study Hiring Form

Your Department has initiated a Federal Work Study Hire Form. Your signature is needed
to complete this form. Please select "Review Documents” abaove to sign and submit the
Federal Work Study Hire Form. Once submitted, your form will be forwarded to the Office
of Financial Aid and Scholarships for final approval. If approved, you will receive a final
notice that this process is complete.

Thank you,
DaocuSign for UMBC Financial Aid and Scholarships
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