
 You’re hired! Now what…………     
Congratulations on your new position as a Federal Work Study student at Fairfield University! 

 To reference all information about the FWS program refer to the 

my.Fairfield student portal 

Hours/Work Schedule 
Students may work a maximum of 20 hours per week in total during the academic year (not counting academic 
breaks). Students should not be scheduled to work during their scheduled class time. Your supervisor is 
responsible to negotiate an appropriate work schedule with you based on your class schedule. You can expect to 
revisit your work schedule based on your new academic schedule each semester. 

It is recommended that you plan to earn half of your FWS award each semester while working the hours that are 
most convenient to your schedule.  As a student, your hours are limited, and your schedule is flexible. Your FWS 
earnings for the award year CANNOT exceed your approved FWS award.  The FWS department generates weekly 
earnings summary emails to your Fairfield student email address. You are expected to monitor that your earnings 
do not exceed your FWS award.  

Getting Paid 
In order to get paid, you are responsible for documenting and submitting the number of hours you’ve worked 
during each pay period.   Please review any specific departmental procedures with your supervisor.    

 Hours are submitted through Web Time Entry.
 Community Service FWS students time reporting- refer to FWS Student Handbook
 Hours must be submitted by you weekly  as of the following payroll deadlines:

Friday by 12:00 pm – if you do NOT work on Saturday or Sunday
Monday by 12:00 pm – if you do work on Saturday and/or Sunday
Tuesday by 12:00 pm – if you do work on Saturday and/or Sunday and Monday

Workplace Expectations and Information 
General work performance standards are outlined in the FWS Student Handbook.  
As a FWS Employee, it is expected that you: 

A. Treat the FWS job as a real job and perform all duties, projects and assignments in a serious, 
responsible and professional manner as you are an important representative and employee of 
Fairfield University and the Federal Work-Study program 

B. Perform all duties, meeting all job expectations as outline in the job description and as 
instructed in job training from FWS Supervisor (or other supervisory staff, if applicable) 

C. Notify your supervisor immediately of anticipated absences or other tardiness as early in the 
workday as possible (or 1-3 days in advance for absences, if possible) 

D. Represent Fairfield University as a FWS employee on and off campus 
E. Dress appropriately for the job  
F. Refrain from conducting ALL personal or academic matters during work hours (personal internet 

use, cell phone use and texting, studying, homework and /or socializing) 

If you have questions or concerns regarding your job assignment before or after you begin working, 
please contact the FWS staff so we can assist you.   

Email: fws@fairfield.edu    Phone:  203-254-4125 
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