
















Who do I submit Verification Forms to?

For Financial Aid Verification Forms, please bring the form to the 

Financial Aid Office Front Desk located in Room A-270.

For Employment Verification Forms, please email the form to District HR 

Payroll at hrpayroll@sdccd.edu

not authorized to complete Employment Verification Forms.

i. Note that the Financial Aid Office and Federal Work-Study team are

Can work-study students work remote or during the weekends?

Federal Work-Study students are not allowed to work remote. Per District HR, 

students are able to work at night and on Saturday assuming a 

Supervisor is present. Note that Faculty cannot be Supervisors.

Can Federal Work-Study students work more than 25 hours per week?a. No, 

students are only allowed to work up to 25 hours per week. If students wish to 

work more, their Department Supervisor may request to be the one to approve 

student hours and request to have the student work more with Business Services. 

As a reminder, this can quickly exhaust the student’s work-study award. Please 

consider at your own risk.

A Supervisor is not available (vacation, conference, etc.). What should I do?

a. For timesheets, make sure your Supervisor has designated someone to 

sign timesheets. For regular shifts, ensure that there is a Supervisor or Dean 

available to oversee work-study students. Otherwise, you may not work until 

one is available.










