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	Section 5


Policy:
Federal Work-Study and Job Location and 
Development Programs
Regulations: 675.10 (Selection and awarding of students), 675.20; 675.21; 675.2(b); 675.18(g) (Assigning FWS Jobs), 675.19 (FWS Fiscal procedures and records), 675.20 (Eligible employers),  675.36 (Job Location and Development (JLD)—Procedures and records) and 675.49 (Work Colleges Program—Procedures and records)
Purpose:
This section addresses the requirements for the FWS and Job Location and Development Program.

Scope:
Specifically Address:
5.1 Selection and Awarding of Students

5.2 Assigning FWS Jobs

5.3 FWS Fiscal Procedures and Records

5.4 Job Location and Development (JLD) Procedures and Records

Work Colleges Program Procedures and Records


Responsibilities:
     
(Identify individuals and/or offices responsible for developing and updating this section)

Definitions:
     
(Identify acronymns or definitions that will be used in this section)


Resources available to assist in the development of a manual:

FWS Assessment http://ifap.ed.gov/qahome/qaassessments/fwsmodule.html
FWS Monthly Reconciliation Worksheet http://ifap.ed.gov/qadocs/FiscalManagement/fwsmonth.doc 
Review the 2012-13 FSA Handbook (Volumes 1, 3 and 6) for guidance related to the topics in this section
	Part 5.1
	Selection and Awarding of Students
	This section is required Regulation: 675.10 


Required information:

Establish selection procedures that are uniformly applied, in writing and maintained in the institution’s file.

Procedures to make funds reasonably available, to the extent of available funds to all eligible students.

Part-time and independent students. If an institution’s allocation of FWS funds 
is directly or indirectly based in part on the financial need demonstrated by students attending the institution as less than full time or independent students, 
a reasonable portion of the allocation must be offered to those students.

	Part 5.2
	Assigning FWS Jobs
	This section is required Regulation: 675.20;  675.21; 675.2 (b); 675.18(g)


When assigning FWS jobs, ensure the following conditions are met:

Eligible employers for both on-campus and off-campus
· Off-campus agreements

· Community Service

· FWS Students as Tutors

· Family Literacy

Employment conditions and limitations

	Part 5.3
	FWS Fiscal Procedures and Records
	This section is required Regulation: 675.19 


Procedures that outline and follow provisions for maintaining general fiscal records as outlined in 
34 CFR 668.24(b) and 34 CFR 668.164. 

Please ensure that you have developed Fiscal procedures for this section.  The Fiscal procedures that should be included are outlined in Section 1.5 of this guide.  You may want to include a reference to that section of the guide to show that your Fiscal Control and funding accounting procedures are in place for the FWS Program.

In addition, your procedures must address the following information:

Establish and maintain an internal control system of checks and balances that 
ensures that no office can both authorize payments and disburse funds to students (See Section 1.2 of this manual).
If the institution uses a fiscal agent, outline what ministerial acts that agent performs.
Identify how the school maintains funds received under FWS as required 
under 668.163.
The process to ensure the school follows the record retention and examination provisions in 675.19 and 668.24.
A process to ensure that the school establishes and maintains program and fiscal records that: 

· Include a certification by the student’s supervisor, an official of the school or off-campus agency that each student has worked and earned the amount being paid.  The certification must include or be supported by, for students paid on an hourly basis, a time record showing the hours each student worked in clock time sequence, or the total hours worked per day; 

· Include a payroll voucher containing sufficient information to support all payroll disbursements;

· Include a noncash contribution record to document any payment of the school’s share of the student’s earnings in the form of services and equipment (see 34 CFR 675.27(a); and 

· Are reconciled at least monthly.
A process to coordinate and submit a Fiscal Operations Report plus other information 
the secretary requires. A process to ensure that the information reported is accurate 
and is submitted on the form and at the time specified by the Secretary.

By law, FSA funds may only be used for educational purposes. If your school is not the employer in an off-campus employment arrangement, it must have an effective procedure to notify off-campus employers that garnishment of FWS wages for any debt other than a cost of attendance is not permissible.
	Part 5.4
	Job Location and Development (JLD) Procedures and Records
	This section is required Regulation: 675.36 


The school must have procedures and records concerning the administration of a 
JLD project which are governed under Subpart B—Job Location and Development Program 675.31.
JLD—Purpose 675.31.

JLD—Program description 675.32.

JLD—Allowable Costs 675.33.

JLD—Multi-Institutional job location and development programs 675.34.

JLD—Agreement 675.35.

Procedures and records 675.36, 675.19.

JLD—Termination and suspension.

	Part 5.5
	Work Colleges Program (WCP)
	This section is required Regulation: 675.41 


The school must have procedures and records concerning the administration 
of the Work Colleges Program (WCP).

WCP—Special definitions 675.41.

WCP—Allocation and reallocation 675.42.

WCP—Purpose 675.43.

WCP—Program description 675.44.

WCP—Allowable costs, Federal Share, and Institutional Share 675.45.

WCP—Unallowable costs 675.46.

WCP—Multi-institutional work colleges arrangements 675.47.

WCP—Agreement 675.48.

WCP—Procedures and records 675.49, 34 CFR Part 673.

WCP—Termination and Suspension 675.50.
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