CONTINUING EMPLOYMENT INSTRUCTIONS
Please carefully follow the instructions below:
1. Complete the Continuous Employment spreadsheet by identifying which student employees you intend to keep on the payroll in the coming student employment year and which students will no longer work. All your student workers are included on one spreadsheet, regardless of the department where they work. (Mark an “X” in only one column for each student.)

2. Please return the spreadsheet by email to StudentEmployment@ysu.edu by April 18, 2025, even if you do not plan to continue employment for any students.

3. When completing the spreadsheet, do not change information in any column.  If you see an error, please contact Melanie Leonard at x. 2979.  She will correct it. 

4. Carefully read each of the options below before taking any action.  Then follow the instructions according to the option you select.

OPTION 1. You do not wish to continue a student’s employment

Enter an “X” in Column H if you are NOT continuing your student’s employment.  The student’s employment will be terminated on May 3, 2025. No additional action is needed.


OPTION 2. You wish to continue a student’s employment in the summer and the student is currently funded by your department (not on FWS)

Enter an “X” in Column I if your student will work their current job during the summer. This will continue their job into the fall and spring semesters.  Only select this option if you are not making any changes to the student’s appointment, i.e. pay rate, supervisor, job title. Please make sure the FOAP is correct.  If so, no additional action is needed. 
(If there is a YES in Column G, mark Column I, then see Changes to Federal Work Study Awarding on the next page.)


OPTON 3.  You wish to continue a student’s employment in the fall but not in summer and the student is currently funded by your department (not on FWS)

Enter an “X” in Column J if your student will resume employment on or after August 10, 2025. Only select this option if the student is not working this job in the summer, is not eligible for work study (Column G), and you are not making any changes to the student’s appointment, i.e. pay rate, supervisor, job title. Please make sure the FOAP is correct.  If so, no additional action is needed. (If there is a YES in Column G, see Option 5 on the next page.)







OPTION 4.  You wish to continue employment for students currently funded through FWS

Appointments for all current student employees on FWS will be terminated May 3, 2025.  If you wish to continue the employment of a student for either summer or fall whose position is currently funded through Federal Work Study (see Columns C and K), you must submit a hire request through JobX for that student indicating they will be paid from 
your department budget. We will no longer accept a Student Appointment Form to hire students.  JobX will be available beginning April 30, so you will need to wait until then to act on these students. Click here to see the JobX training schedule.


OPTION 5. You wish to continue employment but change the student’s job title, pay rate, supervisor, or the department FOAP, or the student is not returning until the fall and is eligible for work study (Column G).

Mark the student’s current appointment as ending on May 3, 2025.  You must submit a hire request through JobX for that student reflecting the change(s) you wish to make. We will no longer accept a Student Appointment Form. JobX will be available beginning April 30, so you will need to wait until then to act on these students. Click JobX Workshop Schedule to see the JobX training schedule.


NOTICE OF CHANGES TO FEDERAL WORK STUDY AWARDING 

Changes to federal work study awarding will go into effect starting at the beginning of the new academic year.  FWS funding will end on May 3, 2025, for student employees currently funded through FWS.  Beginning with the 2025-26 school year, Federal Work Study funding will not be awarded until after the start of the new fiscal year.  FWS funding will start July 13, 2025, for any student who is working in the summer and is eligible for work study.  All summer continuing student employees who are eligible for FWS in 2025-2026 will be paid through their department from May 4 through July 12.

Student Employment will provide detailed instructions on what you will need to do to change eligible students from your budget to the FWS budget as we get closer to July.  For your information and for planning purposes, we have included FWS eligibility status in Column G. (As always, students must have completed their FAFSA for 2025-26 to be eligible for work study.) 

For specific questions regarding Federal Work Study, please contact Brian Duchon in Financial Aid at bduchon@ysu.edu.)




Column-by-Column Explanation of new 2025-26 Continuing Student Employment Spreadsheet
Column	Column Title/Explanation of Information
Column A:	BANNER ID – Student’s banner number.
Column B:	NAME – Student’s name.
Column C:	POSN – Lets you know if your student is currently on your budget (STUDNT) or on work study funding (FWxxxx). 
Column D:	SUFFIX – Identifies the line this appointment is entered on in the system.

Column E:	PAY RATE – Current Pay Rate.

Column F:	JOB TITLE – Current job title.  Please note that all student job titles will start 	with the word “Student.”  Graduate student job titles will start with the words 	“Graduate Student.”

Column G:	FUTURE FWS – Marked with a “Y” if your student is eligible for work study in the new school year. Funding will not start until 7/13/25. 

Column H:	END IN MAY – Mark this column with an “X” if your student’s current job will end on 5/3/25

Column I:	CONTINUE IN SUMMER – Mark this column with an “X” if your student will work their current job during the summer

Column J:	RETURN IN FALL – Mark this column with an “X” if your student will not work in summer but will return to work in their current job in the fall (any time after 8/10/25) 
Column K:	DEPARTMENT – Name of current FOAP organization.  (If name is Scholarships-FA, then your student is currently on work study funding.  If your student exhausts their funds prior to 5/3/25, this information will change.)
Columns L, M, N, O:	FUND, ORGANIZATION, ACCOUNT, PROGRAM – Current FOAP being charged for your student’s wages.  Non-work study students will continue on this FOAP in the new school year.
Columns P, Q: APPROVER AND APPROVER E-MAIL – Supervisor’s name and email 		address.
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