OPPORTUNITIES FOR MASSART STUDENTS
Community-Based Work-Study and Non-Work-Study Employment

TOP 10 REASONS To Work for the Center for Art & Community Partnerships
Earn good pay and get excellent job experience.

Get paid to use your arts, teaching, and design expertise.

Avoid working retail.

Gain professional arts experience for your resume and portfolio.
Become part of the local arts community.

Learn advanced skills.

Work with community leaders, activists, artists, and educators.
Meet new friends.

Flexible job schedule and opportunities for scholarships.

10 Training and job support from the Center.
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If you are eligible for Federal Work-Study you can apply for jobs in community
organizations through the Center teaching, working as a designer, documenting
projects and happenings, and conducting research.

If you are not eligible for Work-Study; you can get a job working through one of
the Center's programs - assistantteaching 3rd grade art students in partnership
with the National Parks Service, mentoring elementary students at the Mission
Hill School, or assisting with MassArt's gallery education program for high
school and middle school students.

For job listings, contact the Center or visit http://www.collegecentral.com/mas-
sart and look for job listings that begin with "Community."

Scholarships for Service

Scholarships for Service (SFS) is a program of Massachusetts Campus Compact
and AmeriCorps, designed to both acknowledge and advance campus civic
engagement efforts, placing students at the core. Upon completion of 300 hours
of service students will earn a $1,000 scholarship (AmeriCorps Education
Award) that can be used to pay tuition or repay student loans. Application will
be available soon.
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application for
community based work study

CENTER FOR ART & COMMUNITY PARTNERSHIPS
MASSACHUSETTS COLLEGE OF ART

You must submit a résumeé with this application!

Address (at school):

Phone:

Email:

Major/Department: Year

| am interested in the following work-study positions:
1st Choice:

2nd Choice:

3rd Choice:

Please let us know, in a few sentences, why you are interested in community work-study.

Is there any other information about your interests, work experience, or other qualifications that we
should know?

RETURN COMPLETED APPLICATION TO TINA HINOJOSA, CENTER FOR ART AND COMMUNITY PARTNERSHIPS
| South Hall 107 | tina.hinojosa@massart.edu | 617.879.7331 |



CENTER FOR ART AND COMMUNITY PARTNERSHIPS AT MASSART

Community-Based Work-Study employers guide

Overview of Community-Based Work-Study Program

Federal work-study (FWS) is a form of financial aid in which
undergraduate students earn an hourly wage through employment in
approved positions on and off campus. Student salaries are paid
by the government through MassArt payroll up to $8/hour. While
the majority of FWS jobs are on-campus, off-campus jobs are also
available through the Center for Art and Community Partnerships”’
Community-Based FWS program.

Community-based FWS employment is restricted to arts-related work
in local nonprofit, government, and community organizations.

FWS Students are authorized to work a maximum of 40 hours per
week during the school year until they have either exhausted
their award or the academic year ends.

Requesting Students for Your Organization

To request a FWS student, a potential off-campus employer must
submit a Job Request Form to the Center for Art and Community
Partnerships. This form provides a description of the employing
agency, job responsibilities, work hours, and contact
information.

Steps of the Community-Based Work-Study Process:
1. Employer: Submit a new Work-Study position to the Center
using a Community-Based Work-Study Job Request form

2. Employer: Obtain approval of new position from the Center

3. Center: Publicize approved positions to students on campus
and online

4_ Center: Direct qualified, interested students to submit a
resume and contact information to off-campus employer

5. Employer: Interview students and select strongest
candidate(s)

6. Student: Visit Financial Aid office to confirm Work-Study
award and sign a Work-Study contract with the Center for
Art and Community Partnerships

7. Employer and Student: Fill out the Community-Based Work-
Study Intent to Hire form and return it to the Center

Student(s) may now begin to work

8. Student: Fill out a bi-weekly Work-Study timesheet
(available at the Center)

9. Employer: Sign timesheet to verify hours worked



10. Center: Sign timesheet to authorize payment

11. Student: Submit timesheet every other Friday Before
Noon to the Financial Aid Office
12. Student and Employer: At the end of the semester,

complete the Center’s student and community-based employer
evaluation forms

Interview and Hiring Process

Once a Job Request Form has been submitted and the position is
approved by the Center, the job will be posted at
www.colllegecentral .com/massart (MassArt Career resources
website), and advertised by the Center.

Students who express interest in an off-campus work study
position will contact the employer directly. Employers should
follow their normal interview procedures to determine which
student or students best fit their needs.

When a student has been hired, the Employer and student worker
should complete and return the Center’s Authorization to Hire
Form. The FWS student must also complete the necessary
enrolIment paperwork with the Financial Aid Office at MassArt.
The student cannot be paid for any hours worked before this
paperwork is complete.

The Authorization to Hire Form verifies to the Center’s staff
that the student has been hired and the off-campus work-study
position filled. After the student completes his or her
financial aid paperwork, Center staff will sign the final portion
of the Authorization to Hire Form. The form verifies to the
Employer that the student has completed the necessary paperwork
with the Center and the Financial Aid office to begin working and
receiving pay.

DO NOT ALLOW STUDENTS TO BEGIN WORKING UNTIL THEY CAN PRODUCE THE COMPLETED
AUTHORIZATION TO HIRE FORM SIGNED BY THE CENTER”S STAFF.

Work Schedules
Employers and FWS students are free to set work schedules which
are beneficial to both without involvement from the Center.

Students may not schedule work hours during classes in which they
are enrolled.

Students normally work 5 — 10 hours per week; it Is imperative
that the employer specify an expected number of hours for the
student to work each week, and communicate that to the student
and CACP staff.

Center for Art and Community Partnerships, 2007-08
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http://www.collegecentral.com/massart

It is often beneficial for employers to calculate the number of
hours a student will be available for work over the school year
(based on their FWS award) and to divide those hours equally over
the course of the school year.

Training and Orientation

Employers are expected to give their FWS students a thorough
orientation to their organization and the work-study position, as
well as any job-specific trainings that may be required. These
will count as normal work-study hours, and will be paid as normal
hours by MassArt.

Off-campus Work-Study employers are responsible for:
o A detailed job description, approved by the Center
e Student Training:
0 Educate student(s) about your organization’s mission,
history, and constituents
o0 Instruct student(s) in specific tasks, procedures, and
protocols
o Clearly explain student(s) supervisory and reporting
structure
o Clearly explain the roles of all staff members
student(s) will work with
o Approval of student(s) hours worked on a weekly or
biweekly basis

e Supervision of FWS students through regular meetings and
opportunities for feedback

The Center will provide:

e Support for students in completing MassArt’s financial
paperwork

e Support and appropriate training in classroom management
and lesson plans for students hired into teaching
positions

Student Pay and Payroll Procedures

FWS Students receive a bi-weekly paycheck through MassArt’s
payroll system. Employers are responsible for verifying and
approving the timesheets submitted to the Center by FWS students
working at their organizations. FWS students must then bring
their timesheets to the Center to receive departmental approval
of their hours. The Center’s sign-off hours are: Monday —
Thursday from 9am-5pm. Late time sheets can result in delayed
paychecks or refusal to pay from the Financial Aid Office.
Timesheets should be submitted on a regular, bi-weekly basis per
MassArt Human Resources policy.

All work-study students receive a base hourly wage of $8 from
MassArt. Hiring organizations are encouraged to commit to
supplementing student salaries through a contribution of $2-$7
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FWS students employed off-campus are expected to conduct
themselves professionally. FWS students will dress and act
appropriately according to the policies and procedures outlined
during training and orientation by the Employer for whom they
work.

IT there are any concerns with a student’s performance, the
student’s off-campus supervisor should communicate directly with
the student. If the student and supervisor not able to reach a
resolution, the supervisor should contact Tina Hinojosa at the
Center in a timely manner.

Working During MassArt Holidays

FWS Students may work over MassArt’s Fall break, Winter break,
and Spring break. Summer FWS employment is possible with prior
approval from the Center and the Financial Aid Office.

IT a FWS Student works during a vacation week they may
temporarily increase their normal hours but they still may not
exceed 40 hours per week. If a FWS Student is going to work over
Winter break, the Employer should notify the Center so that staff
can verify the FWS Student has sufficient Fall award remaining
and make arrangements for approval of time sheets.

A FWS Student must have money left from their Fall FWS award in
order to work over the Winter break. Spring FWS funds cannot be
earned until the Spring semester begins.

End of the Academic Year

At the end of the Spring semester each academic year FWS jobs
end. |If Employers want to re-hire students when they return in
the fall, they must submit a new Authorization to Hire Form to
Center staff. The returning student must meet with Center staff
and be re-enrolled in the MassArt payroll system. As with
initial hires, Employers should not allow FWS student re-hires to
begin working until they have an Authorization to Hire Form with
the bottom portion completed by Center staff. Many Employers
continue to rehire the same FWS students year after year.
Employers are advised to notify students they would like to
rehire and encourage them to apply for financial aid as soon as
possible.

For further information contact Tina Hinojosa at the Center for
Art and Community Partnerships:

tina.hinojosa@massart.edu 617.879.7331
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massart
center for art & community
partnerships

New Project Application for
Classroom-Community Collaborations

Please address the fo||owinc? questions in a narrative of not more than 3 single-spaced pages
(not including the attached budget form).

1. Describe {]our project’s mission. In the broadest sense, what do you hope to accomplish in
the partnership project?

2. What are the most important goals of your partnership? How will the project impact a
particular community beyond MassArt2

3. Describe the details of your proposed project. Please consider the following questions:

Need:
What issue(s) doles) the project address?
Partners:
Who are the partners, and in what specific ways will the project be a partnership?
How will the project impact the MassArt community?
Project Description:
What, specifically, will take place during the project?
Where will the project take place?
Who will work on this project? Briefly describe the role of each participant.
What are the steps and timeline for project implementation?
How do you plan to share project outcomes with the community?

How will you document and evaluate the project during implementation to assure that
project and partnership goals are met2

4. Outline your proposed budget using the form on Page 2, including a brief explanation of
each line item.

5. Your complete contact information including phone number and e-mail address.

RETURN COMPLETED APPLICATIONS TO THE CENTER FOR ART AND COMMUNITY PARTNERSHIPS
(SoutH 107)

IF YOU HAVE ANY QUESTIONS PLEASE CONTACT ALSON KOTIN AT 617.879.7331.



Classroom-Community Collaborations Budget Form:

Item

Cost

In-Kind
Contributions
(if applicable)

Notes

Total requested support:

Total in-kind support:

Total project budget:






