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Returning FWS Hire: (Returning FWS hire is defined as a FWS that worked for the

University and/or your department less than 1 year go)
If your FWS student is returning to work the same position as the Fall, the initial FWS hire form
must have shown that they were awarded Federal Work Study funds for both, Fall and Spring. If
this is the case, then Employee Records will automatically rehire them based on a spreadsheet
from Financial Aid. You will not need to submit another FWS hire form for Spring in this case.
Further instructions may be found in the following page.

New FWS Hire: (A New FWS hire is defined as a brand new FWS that DID NOT work for

the University and/or your department within the last year)
In order to hire a FWS student new to the University or inactive for 1 year or more and awarded
FWS funds for Spring, the following steps must be followed:
1. FWS student must apply to the “FWS Student POOL (Spring 2018)” – Job ID# 513482
2. Then you must contact Stephanie Felisme at sfelisme@fiu.edu in TAM HR with the

student’s name, Panther ID#, and your FWS Job ID# or FWS Position# for which they will
be hired on.
3. Once this information is provided, the FWS student’s application will be linked to your

specified FWS Job ID#.
4. Once the student’s application has been linked to the correct FWS Job ID#, you will then

be notified and can then submit the FWS hire form for the applicant.
5. The Recruiter will confirm the start date in the official job offer, however they must accept

their offer online and submit all new hire documents in a timely manner to start working.

Further instructions may be found in the following page.
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Before Submitting a FWS Hire Form
You will need the FWS Job Opening ID number in order to complete the FWS Hire Form. This is the
6 digit number (i.e. 511620) associated to your FWS position number (i.e. 092-8003).

Submitting a FWS Hire Form
1. Select the Semester and Job Opening ID for which you would like to hire your Work-Study
employee.

2. Use the calendar icon to select the student’s estimated effective start date. A calendar will appear
to choose the date.

3. Type the student’s Panther ID to populate the students Name and choose the FWS program (On
Campus) from the drop-down list.
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4. Select your Business Unit and Department from the drop-down lists in order to populate the
location and FWS Activity Nbr (75%). Once the 75% Activity Number drop-down list has been
populated, select the appropriate number and enter the 25% Activity Number in the space
provided directly below.

5. Entering the supervisor’s Panther ID will populate the Supervisor’s Name, Title, Email, and
Phone.

6. Review Section C to confirm that the hourly rate and activity numbers are correctly generated.
Make note of the student’s Weekly Hours.
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7. Once you have confirmed the information in Section C is correct, check the box next to the Hiring
Department Agreement.

8. Click the “Submit Form” button.

9. You will receive a confirmation email once you have submitted the form.
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10. Note that the Department Manager Approver will also receive an email with a link they must
follow to approve or deny the Hire Form before it is routed to Human Resources. If the
Department Manager Approver does not APPROVE the form, the Hire Form will not reach
Financial Aid or Human Resources, the initial hiring process has not been completed and
the student will not be hired.

11. If the Department Manager Approver does not APPROVE the form, the Hire Form will not
reach Human Resources, the initial hiring process has not been completed, and the
student will not be able to start working. Sample email once FWS hire form approved in
workflow:

FWS Employment Presentation
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