Tracking student workers paid by Professional Enhancement Grants:

Academic Enhancement Grants (AEG)
Research Enhancement Grants (REG)
Fall 2009

In order for a student worker to be paid for hours worked under either an AEG or REG, the faculty member (grant awardee) must maintain accurate records and report the expenditure of the salaries to the Associate Provost for Academic Administration on a monthly basis.

The faculty member must notify the Associate Provost in writing (email to Sallie Clarkson) of:

1. name of the AEG/REG project
2. name(s) of the student(s)
3. estimated hours per week
4. rate of pay per hour
5. total number of hours expected
6. total pay allowed
7. a request for the account number the student hours will be billed to. Approval and the account number will be emailed back to the faculty member.
In order to be paid from the grant, all students must be hired through the University Student Employment program. Therefore, a job description must be submitted and the student needs to apply for the job. 

The faculty member must be the supervisor. The supervisor must approve the student’s hours and expenditures in WebAdvisor ever two weeks. This allows the supervisor to track the hours (or money spent). The supervisor can look up the time history in WebAdvisor as well. 
All student workers must complete their hours prior to the grant deadline in the grant notification letter.

The responsibility lies with the faculty member to submit an email report of hours/expenditures to the Associate Provost on a monthly basis.
