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SUPERVISOR’S CHECKLIST

FOR COMPLETING EDUCATIONAL STIPEND PAPERWORK
) Make sure the position is approved to be an Educational Stipend

An Educational Stipend is a pre-approved position on campus paid in a monthly stipend.
Educational Stipend positions are FLSA-exempt and therefore do not require a timesheet.
Students are paid for their contribution rather than their hourly work. If you have have
questions about the approval process for an Educational Stipend position, call Carrie
Hachadurian at 828-227-3888 or cphachadurian@email.wcu.edu

Once a student has been selected, fill out the necessary Educational Stipend forms. Because
positions must be pre-approved to be a stipend, these forms are not online. If you need these
forms, contact Carrie Hachadurian. Make sure your position numbers, organization numbers,
contract amount, start and end dates, etc. match on the two forms.

) Fill out the Educational Stipend Acceptance Form and Educational Stipend Contract Form

If you do not know your department’s organization number or position number, please call the Budget
@ Office. Forms can not be processed without this information. Stipend position numbers will begin with

SC, followed by four numbers. For example: SC0000. Leaving these boxes blank may result in

a delay in the stipend process. Additionally, all forms must be signed by the budget accountable officer.

Forms which are not signed will not be processed.

Also, please note if the student begins work for a stipend before the 15th of the month, he/she must be

@ paid starting that month; if they are paid after the 15th, then their first check will come out the following
month. Students must also be paid through the month of the last day they work in the stipend program.
For example: a student starts Aug. 21, 2013 and ends May 9, 2014; Their first payment would come out
at the end of September 2013 and their last check would come out at the end of May 2014.

Print out the description of the position (can be in a Word document) and have the student initial
and date the document.

» Have student initial and date the description of position

After you have completed both forms and the student has inititaled the job description, send
the student to the Student Employment Office in Career Services, 205 Killian Annex, to
complete the stipend process. Scanned or faxed copies will not be accepted. The student may
need to complete mandatory additional paperwork if he/she has not worked on campus before.

) Submit paperwork to Student Employment Office

If the student has not worked on campus before, he/she will need to complete FERPA and confidentiality
@‘ agreements, tax forms, federal 19, and direct deposit forms. The student will need to bring identification
J as listed on page 2 of the Educational Stipend Acceptance Form. The student can either bring something
from List A, OR something from List B AND something from List C. These documents need to be in
their original form; scanned copies will not be accepted. This is a federal mandate and is NOT OPTIONAL.
It is illegal to allow a student to work on campus before he/she has completed the federal I9.

Wait for email confirmation

)) After the student has submitted the hiring form and, if necessary, completed the hiring packet,
his/her paperwork will be processed. Between 4 and 4:30 p.m. each weekday, scanned copies
of the approved stipend paperwork is emailed to the approver listed. At this point, the student
has been checked for eligibility, finished paperwork, and is officially approved to receive an
Educational Stipend.

Because there are a number of issues that could prevent a student from participating in the stipend
program, please do not allow a student to participate in the stipend program until you have received an
emailed confirmation from Carrie Hachadurian or someone else in Career Services.
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