Instructions for Completing
The University of Kentucky College of Medicine

Summer Research/Federal Work Study Program Agreements
PLEASE NOTE: 
Important change for Summer 2012: work-study funds are limited to the month of July only. Research and/or work completed in any other month will be uncompensated.

ALL forms must be completed and turned in by June 1, 2012.  A student will not be allowed to participate in Work Study for the Summer Session if any forms are turned in after that date.
A student CANNOT begin working until the official Work Study Summer sessions begins.  This is a federal program and paying for work that was not done during a specified time can be considered as fraud. A student cannot work while classes are in session unless they have been given permission by Dr. Griffith, Dr. Cheever and the SPPC Committee.

Any timesheets turned in before the required forms are completed will not be paid with Work Study funds.
Faculty/Supervisor
1. Complete the Summer Research Program Agreement for Faculty form @ http://www.mc.uky.edu/meded/financialaid/Forms.asp 

2. WILL NOT allow the student to begin working until the criminal background check and I-9 processes are completed and all required forms have been turned in 

3. Be responsible for signing the student’s timesheets to verify the hours worked
4. Complete a Separation Sheet for the student once the program has ended
Business Officer

1. Complete the Summer Research Program Agreement for Business Officers @ http://www.mc.uky.edu/meded/financialaid/Forms.asp
2. Complete the Job Listing Authorization form and forward to the Work Study Coordinator, Karen Czarnecki, karen.czarnecki1@uky.edu to post online.

http://www.uky.edu/eForms/forms/FWS_Job_Listing_Authorization.pdf
3. Will Contact Work Study Coordinator, Karen Czarnecki, to initiate background check of a student once they have completed the online job application
4. Will not allow the student to begin working until the criminal background check and I-9 processes are completed 

5. Be responsible for signing the student’s timesheet to verify the hours that the student has worked if the faculty member is not available
