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� Work-Study is a financial assistance award 

from the Federal Government.

� Not everyone is eligible.  Check your status at 

shuawards.sacredheart.edu.shuawards.sacredheart.edu.

� No student can work more than 15 hours per 

week while school is in session.



� Visit 

www.sacredheart.edu/

workstudy.cfm

� Student Guide� Student Guide

� Work-Study Application

� Job Search

� Direct Deposit Form



� Complete and return the Work-Study Application, 
which includes:

� Department of Homeland Security I-9

� Federal Form W4

� State of CT W4

� Adequate Identification
▪ Signed Passport

or

Driver’s License and Signed Social Security Card

� Direct Deposit Form
� Once your application is complete you will receive a 

Referral Form from the Office of Financial Assistance



� Total Award

� Recommended Hours 

per Week

� Start Date� Start Date

� Student Signature

� Supervisor Signature



� Available at   

www.sacredheart.edu/

joblist.cfm

� Once you have your � Once you have your 

referral form, it’s time 

to apply for jobs!



� Date:  Thursday, September 8th, 2010

� Time:  11 a.m. – 2 p.m.

� Location:  Pitt Center Board Room

Attire:  Business Casual (recommended)� Attire:  Business Casual (recommended)

� Supplies:

� Referral Form (required)

� Resume (recommended)



� Review the job list and choose 3-4 job 

interests.

� Make appointments with supervisors.

Begin your job search as soon as possible� Begin your job search as soon as possible

� More popular jobs fill up quickly.

� As jobs are filled they will be removed from 

the website or listed as “CLOSED.”



� Complete your Referral Form with your 
supervisor, in ink, and return it to:

Student Financial AssistanceStudent Financial Assistance
Curtis Hall Room 101

Monday –Thursday 8:30 a.m. – 7:00 p.m.
Friday 8:30 a.m. – 4:30 p.m.

� Without your Referral Form, you will not be 
paid for any hours worked.



� Remember to clock-in and clock-out using 

the electronic timecard (Kronos).

� Hours must be approved by your supervisor 

on a weekly basis in order for you to be paid on a weekly basis in order for you to be paid 

on a bi-weekly basis.



� Your hours are recorded 
using Kronos, an 
electronic timecard 
system.

� Access Kronos by 
visiting “My SHU” and 
Access Kronos by 
visiting “My SHU” and 
clicking on Kronos, or by 
clicking “Quick Links,” 
and then choosing 
Kronos.

� To log-on, enter your 
SHU username and 
password.



� Simply click “Record Timestamp” to record your 

time-in, and then again to record your time-out.



� If you would like 

to review your 

hours:

� Click “My Reports” � Click “My Reports” 

on the left toolbar

� Choose “Time 

Detail”

� See the “Kronos

Instruction Sheet” 

on My SHU



� If you need to make any changes on your 

timecard, you must contact your supervisor 

to do so.

At the end of each pay period, an e-mail is � At the end of each pay period, an e-mail is 

automatically sent to your supervisor.

� Your supervisor then approves your timecard, 

releasing it to Payroll.



� It may take up to 2 weeks for your paycheck to 
be processed.

� Checks are distributed every other Friday 
outside of the Faculty Lounge
� 9 a.m. – 1 p.m.� 9 a.m. – 1 p.m.

� The next student pay date is this Friday, September 
9th

� Direct Deposit is also available to students that 
complete the Payroll Direct Deposit 
Authorization.
� It will take one pay cycle for direct deposit to become 

effective.





� As a work-study student, it is your 

responsibility to:

� Perform duties adequately, responsibly, and in 

accordance with the job descriptionaccordance with the job description

� Dress appropriately for the job

� Report on time

� Maintain confidentiality at all times



� The Family Educational Rights and Privacy 

Act requires the following:

� Students must not release student information to 

anyone, unless their position specifically requires anyone, unless their position specifically requires 

them to do so.

� Students must avoid acquiring any information 

they do not need to do their job, and they cannot 

exchange student information they have learned 

while performing their job.



� If you completed your work-application, a 

referral was/will be sent to your SHU e-mail 

account on Wednesday, September 8th

around 4 p.m.around 4 p.m.

� If you did not receive your referral form, 

please visit the Office of Financial Assistance.



Any 

Questions?Questions?


