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This handbook serves to provide answers to most frequently asked questions. For additional 

information, please contact the Office of Student Financial Aid and Scholarships located at 

Xavier South. 

 

Xavier South (Building #40) 

3
rd

 floor Room 360 

1 Drexel Drive 

 

Lobby Hours: 

Monday – Friday 

8:30 a.m. – 4:30 p.m. 

 

Telephone Number: 

504-520-7835 or 1-877-XAVIERU 

Fax: 504-520-7906 

 

  

 

Note:  When sending correspondences, please include Supervisor’s name and department and 

brief comment regarding the correspondence. 

 

 

 







Section 3: Getting Started 

 

STEPS TO FOLLOW ONCE YOUôVE BEEN AWARDED 

 
1. Accept Work-

http://www.xula.edu/human-resources/forms.php


http://www.xula.edu/human-resources/documents/StuEmpSup.pdf


Student employees are only paid for time worked. Students do not receive paid vacation days, sick 

days, personal days, holidays or benefits. Students do not get paid breaks or paid lunches.  

All time off should be discussed in advance and approved by the supervisor. Students are expected to 

contact their direct supervisor to report tardiness or absences. If the supervisor does not have 

sufficient work for the student, the student should cease working for the day and log out of Web 

Time Entry (WTE). 

For purposes of State Unemployment Insurance, work-study employment is temporary, does not 

contain any provisions for fringe benefits or holiday pay, and is contingent upon available funds. 

Work Study students are an exempt class under the Employment and Training Law and does not 

qualify for unemployment insurance. 

VOLUNTARY SERVICES 

Due to the Fair Labor Standards Act (FLSA), students currently not employed/employed are 

prohibited from volunteering at XULA. The FLSA prohibits a covered employer (including 

educational institutions) from accepting voluntary services from any paid/future paid employee. 

Students who are employed must be paid for all hours worked.   

CONFLICT OF INTEREST 

No administrative officer/employee or student employee may accept, for private use, directly or 

through a member of his/her immediate family or otherwise, any gratuitous payment, loan, service, 

or accommodation of value from any other party doing or seeking to do business with Xavier 

University of Louisiana. Accepting entertainment, travel, or gifts of a character that reasonably might 

be deemed by others to affect the judgment or action of the officer or student employee in the 

performance of his/her employment duties with Xavier University of Louisiana would also 

contravene this policy. 

Section 6: Employment Changes & 

Termination 

 

EMPLOYMENT CHANGES AND INELIGIBLITY 

It is sometimes necessary to make changes relating to the employment status of students.  Examples 

of the type of changes include: 

1. Cancelling a student Work-Study employment 

a. Student academically dismissed. 

b. Student dropped below half-time status. 

c. Student has withdrawn from semester. 

2. Changes to Award Allocation 

3. Changing/updating a student’s department position number 

4. Transferring the student to another position within the department 



http://www.xula.edu/human-resources/documents/StuEmpSup.pdf


http://www.ifap.gov/bbook/attachments/2013BlueBookVol7Chp2.pdf


protection of this commitment extends to students, administration, faculty, and staff. It encompasses 

every aspect of employment, every student, and community activity. 

CONFIDENTIALLY 



INJURY & ACCIDENT  

If a student is injured or has an accident while performing their duties as a FWS student, the student 

must immediately notify the supervisor. Immediate first-aid treatment for the injury is available 

through the University’s Health Services Center. The supervisor should immediately contact the 

Office of Financial Aid and the Office of Human Resources for further instructions. 

Section 9: Frequently asked questions 

Q.  What is a FWS contract? 

A.  FWS Contract indicates the student’s Work-Study award, allocated maximum hours to work, 

rate of pay, appointed department, immediate supervisor’s name and effective dates of 

student’s award.  

Q. Can the work-study student work without a contract? 

A. No. Hours worked prior to having a signed contract will be UNPAID. 

Q. How is the maximum number of hours on a contract determined? 

A. The hours are determined by:     the amount awarded per semester  

              rate of pay 

Q.  Can work-study students change departments? 

A.  Yes. Changes to departments are ONLY possible with the proper procedures completed by 

student, supervisor, and FWS Coordinator. (Contact the FWS Coordinator for additional 

information.) 

Q. What happens when a work-study student is at the end of the contract and has hours 

left to work? 

A. Work study funds are paid for hours earned only.  Unearned hours will be forfeited since the 

contract has ended.   

Q. What are the duties of the work-study student? 

A. The duties are outlined in the approved job description submitted by the department to the 

Work Study Coordinator.  The supervisor may assign other various duties as long as they fall 

within the scope of the approved position/job description.  

Q. What happens if the student has exhausted all of his/her work-study allocation   before 

the end of the semester?  

A. If the student has earned all of his/her FWS award before the end of the specified semester, 

the student’s position ends. The student is removed from payroll. Since students are 


