[image: image1.png]Student
Financial Aid

IOWA





Off Campus Work-Study Appointment Request
This form should be completed by the Off-Campus Employer with each Student Employee hired.  Students may not start working until the Office of the Provost emails an approved University of Iowa Work-Study Appointment to the Off-Campus Employer.
To move within the document, tab to move forward or alt-tab to move backward.  You may also click with your mouse in any gray shaded area.  To check or uncheck a box, either tab to the box and press the X key or click in the box with your mouse.
Section I:  Student Information.
	Last Name:          
First Name:       
Middle Initial:       
	Telephone No:       
Birth Date:  
UI ID or Employee ID:       


	*Sex:   
 FORMCHECKBOX 
 Male    
  FORMCHECKBOX 
 Female 

*A binary response (female or male) is required by data systems and for other business purposes.
	Marital Status:   FORMCHECKBOX 
 Married 
  FORMCHECKBOX 
 Single

	Hispanic or Latino Ethnicity: (persons of Cuban, Mexican, Puerto Rican, Central or South American, or other Spanish culture or origin, regardless of race)
Select one response
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 I do not wish to answer
	Race:  (select one or more)
 FORMCHECKBOX 
 American Indian or Alaska Native
 FORMCHECKBOX 
 Asian 
 FORMCHECKBOX 
 Black or African American 
 FORMCHECKBOX 
 Native Hawaiian or Other Pacific Island 
 FORMCHECKBOX 
 White
 FORMCHECKBOX 
 Not Specified

	Disabled:    FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 
	Disabled Veteran:    FORMCHECKBOX 
 No     FORMCHECKBOX 
 Yes

	Veteran Status:
 FORMCHECKBOX 
 No Military Service       FORMCHECKBOX 
 Other Protected Vet       FORMCHECKBOX 
 Armed Forces Service Medal Vet


 FORMCHECKBOX 
 Service Medal and Other Protected Vet       FORMCHECKBOX 
 Not Indicated


Section II: Employing Department/Agency Information.
	Department or Agency Name (A-M):    FORMDROPDOWN 

Department or Agency Name (N-Z):    FORMDROPDOWN 

	Supervisor:       

E-mail address:       
Telephone No:       


	Beginning Date of Employment (date may be changed if a FORM I-9 is necessary):      

	If you are a community service employer (5943/5944 account), please list the job duties for this position:        

	Work Code:   FORMDROPDOWN 
  (See below for detailed descriptions)
	Hourly Rate of Pay:       
Hours per Week:       

	Conflict of Interest in Employment:  Is the student employee related to, or have a potentially conflicting relationship with anyone who might make decisions or recommendations related to his/her employment status including hiring, salary, working conditions, working responsibilities, evaluation, promotion and termination? 
 FORMCHECKBOX 
 No, there is no conflict of interest
   FORMCHECKBOX 
  Yes, there is a conflict of interest

	At Risk of Exposure to Bloodborne Pathogens (blood, blood products, or other potentially infectious materials)? 


 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes 
  If yes, please list all job duties which place the employee at risk:      


	Supervisor’s Signature:       
  Date:       




PLEASE EMAIL COMPLETED FORM TO THE OFFICE OF THE PROVOST at prov-off-campus-ws@uiowa.edu
This form may be saved for later use
Employers must request a copy of the student’s class schedule and only schedule work shifts that allow the student time to arrive to class on time. Work schedules must NOT impact the student’s class schedule and attendance.
STUDENT HOURLY WORK CODES

110
office work including typing, filing, data entry, word processing, answering phones, greeting clients, photocopying, serving as a telephone operator, etc.

130
administrative support for office staff including the analysis of academic records, transcripts, financial reports, statistics, project management, etc.

140
academic and scientific research activities to assist faculty including the use of computerized research techniques, the analysis and synthesis of data, the use of writing skills

150
food service work including food and beverage preparation and distribution, washing dishes, maintaining kitchen operations and food supplies, assisting with catered events, etc.

160
general science lab work including solution preparation, contact with chemicals, glassware washing, monitoring of test and experiments in a supervised academic research setting, processing artifactual material including washing and cataloguing, cleaning field equipment, etc.

170
health sciences and clinical lab work involving patient or specimen (including blood) contact, and the duties of testing, processing, admitting, and transporting, etc. associated with such contact

190
caretaker activities for plants and laboratory animals including watering and feeding, planting seeds and mixing potting media, exercising animals.

200
inventory management in compliance with OSHA standards and universal precaution policies, when applicable, of both sterile and non sterile products including storekeeping duties, restocking supplies and carts, reprocessing instruments, etc.

210
library work including shelving books, cataloging, checking materials in and out of library, library reference searches, archival research, etc.

220
computer work including computer programming, computing consulting, computer aided design work and the installation, service, and repair of computing equipment

230
monitor work at student support locations such as ITC's, math labs, language media centers, etc., involving the operation of the equipment (computer, AV, etc.) and answering questions regarding the services of the area, maintaining usage records, maintaining a secure environment, restocking supplies.

240
working with individuals on a one to one basis or in groups as an instructor, counselor, interviewer, tour guide, child care provider, information specialist, tutor, manager, model for art classes, etc.

250
building, laboratory and grounds maintenance including sweeping, cleaning, grass cutting, snow shoveling and set up crew work.

260
laundry and housekeeping duties including laundry production, cleaning, etc.

280
delivery of mail and other materials and supplies, confidential and otherwise, to areas within the department and the university.

300
cash management including accounting, auditing, bookkeeping, cash register work, etc.

310
sales work including telemarketing, general production sales, i.e., books, apparel, etc.

320
recreational services, including officiating at intramural events, lifeguard responsibilities, weight room attendant responsibilities, supervisor for recreational facility or program for after hours activities, etc.

330
design and illustration of art projects for use in graphic design displays, newspaper work and marketing campaigns, photographic and dark room work.

340
audio-visual skills including operation of film projectors, audio-visual and radio equipment, assist in audio-visual productions including audio production and cable TV, etc.

350
theatre work including sewing costumes, arranging sets, ushering patrons to their seats, etc.

360
museum work, including installing exhibits, working with and identifying valuable objects of art, designing invitations and museum publications, photography artworks, collection management, etc.

COMMUNITY SERVICE

Community Service is defined by Federal financial aid regulations to include services which improve the quality of life for community residents, particularly low‑income individuals or solve particular problems related to the needs, including –
· such fields as health care, child care, literacy training, education (including tutorial services), welfare, social services, transportation, housing and neighborhood improvement, public safety, crime prevention and control, recreation, rural development, community improvement and emergency preparedness and response;

· work in service opportunities or youth corps under AmeriCorps, and service in the agencies, institutions and activities designated in section 124(2) of the National and Community Service Act of 1990;

· support services for students with disabilities (including students with disabilities who are enrolled at the school-this is the only statutory exception to the requirement that community service be open and accessible to the community); and
· activities in which a FWS student serves as a mentor for such purposes as tutoring, supporting educational and recreational activities, and counseling, including career counseling.


If you believe this position qualifies based on the above definition, provide a detailed description of the job duties for review by Student Employment staff.  If approved, you will receive the 60% rather than 50% reimbursement rate.  Your copy of the processed work authorization will indicate community service approval, if given.  
Please be aware that not all off-campus positions will meet the Federal community service definition to obtain the 60% reimbursement rate.  Also, due to funding constraints, it may be possible that some qualified positions will not receive the community service reimbursement rate and would only be reimbursed at the 50% rate.

If you have a disability that requires reasonable accommodations in order to complete this form, please contact the Office of Student Financial Aid, financial-aid@uiowa.edu, 319‑335‑1450. The University of Iowa prohibits discrimination in employment, educational programs and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual.  The University also affirms its commitment to providing equal opportunities and equal access to university facilities.  For additional information on nondiscrimination policies, contact the director, Office of Equal Opportunity and Diversity, The University of Iowa, 202 Jessup Hall, Iowa City, IA  52242-1316, 319 335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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