DAKOTA COLLEGE AT BOTTINEAU

FINANCIAL AID OFFICE

2024-2025 PROCEDURE FOR FEDERAL WORK STUDY

Congratulations!  You have been offered Federal Work Study at Dakota College at Bottineau.  Please take advantage of working on campus and earning money while attending college.
Follow these steps to accept Work Study.  This needs to be completed before you will be eligible to start working:

1) Log into Campus Connection and under Financial Aid, accept Federal Work Study. 
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Review the job listings in the Work Study brochure.

3) Apply for a job on the DCB website (www.dakotacollege.edu), scroll to the bottom of the page, Campus> Employment:

a. Apply online for a Student General XXXX (Athletics, Library, Greenhouse, etc.) position that you are interested in.
i. Create an account and have your student ID # available

ii. You are not required to upload a resume or cover letter.

4) Contact the supervisor for the area in which you applied.
5) Request an interview with the supervisor and if hired, provide a copy of your class schedule.
6) Complete the Work Study Employment Contract with the supervisor.  You each will have a portion of the form to complete and return to the Financial Aid office.  
7) Pick up an employment packet from Human Resources located in Thatcher 120A.  

· You must have a Driver’s License or other government issued ID

· Social Security Card and/or Passport

· Banking Information for Direct Deposit
8) Start working!

Student employees are paid a minimum of $12.00 per hour and are paid on the 15th and last working day of the month. The award amount you accept is the maximum that you will be able to earn throughout the academic year. The average offer of $2500 per academic year, would be equal to 6.5 hours of work per week.
It is your responsibility to log into Campus Connection and report your time whenever you work and notify your supervisor if you forget.  Payroll will not be issued unless time is reported and approved properly.

IF THE WORK STUDY EMPLOYMENT CONTRACT IS NOT RETURNED TO FINANCIAL AID WITHIN TWO WEEKS AFTER BEING ISSUED, WE WILL ASSUME YOU ARE NOT INTERESTED IN A POSITION AND THE WORK STUDY OFFER WILL BE CANCELED.

If you have any questions, please contact Financial Aid at 701-228-5440 or 701-228-5427 or by email at fa@dakotacollege.edu.
