
 

 

 

 

Napa Valley College pays work study and student employees monthly, in accordance with the Payroll Calendar.  
Timecards must be submitted electronically by the 12th of each month via DocuSign and include the supervisor's 
signature.   

 

 

Time cards are student-initiated via DocuSign, require the name of the supervisor and associated email, and be 
completed by both parties by the end of business day on the 12th.  To access the student time card you can follow 
these steps. 

1. Navigate to the Napa Valley College website www.napavalley.edu 
2. Hover over Admissions & Aid then click Financial Aid. 

 

 

 

 

 

 

 

 

3. On the left navigation pane click Work Study Information and the Work Study page will load. 

 

 

 

 

 

 

 

 

 

  

 Work Study Time Cards  
 

http://www.napavalley.edu/


 

 

 

4. On the right navigation pane click Work Study Forms. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. All work study forms are located here.  Click on Student Work Study Forms then Student Help ONLINE 
Time Card (DocuSign). 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

6. Provide your full legal name, NVC student email address, and your supervisor’s information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Agree to sign electronically.  Select I agree to use electronic records and signatures checkbox, then click 
the Continue button. 

 

 

8. Read the form carefully, enter information, and total the amounts carefully. 

 

 

o Your full legal name 
o NVC student email address 

o Do not use personal email 

 

 

o Supervisor’s full name 
o Supervisor’s NVC email address 

 

Your supervisor’s information can be 
located on your Work Study Clearance. 



 
9. Once all sections have been completed select the Sign button. A personal signature will be generated 

using the information you have provided. Select Adopt &Sign and the signature will populate on the 
appropriate signature line. Payment dates run from the 13th of the previous month to the 12th of the 
current month. Date Week Began is always Sunday's date. 

 
Found on your 
Work Clearance 

 
 
 

The Financial Aid 
Office will 
complete this 
row 

 
 
 
 
 
 
 
 

Weeks always begin 
on Sunday 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. Select the Finish button to complete your section. Your supervisor will receive an email notification 
notifying them the form is ready to be viewed and signed. The supervisor will go through the process of 
completing the form as described above. 

 
 

The student will receive an email notification that all signers have signed the form and the signing 
process has been completed. Select VIEW COMPLETED DOCUMENT to review the completed form or 
to download/print a copy for your records. 



 
Student employees are paid monthly and will receive their payment on the last working day of the month. 
Payment dates run from the 13th of the previous month to the 12th of the current month. Time cards are due by 
the end of business day on the 12th and must contain all appropriate signatures. Late submissions are not 
guaranteed to be processed and may cause a delay in payment. 

You will list the number of hours worked per day, not the actual times the hours were worked. Hours are paid in 
15 minutes increments only. 15 minutes is notated at .25, 30 minutes as .50, 45 minutes as .75, and 60 minutes 
will be 1. Round times as necessary to the nearest increment. Leave dates unworked blank, do not use a /, X, or a 
0. Do not work more hours than notated on your work clearance. 

Student Time Card Example 
A student works Monday and Wednesday from 9 am-1:15 pm and Tuesday and Thursday from 10 am- 4:15 pm. 
They work over 5 hours on Tuesday and Thursday and are required to take a 30-minute unpaid lunch break. For 
the payment dates of August 13th – September 12th the time card will be completed as shown below. 



 
 

 
Notify your supervisor immediately when illness or other circumstances keep you from coming to work. Please 
communicate with your supervisor how best to notify them in these situations. 

As a student employee, you are entitled to sick leave accrual through Human Resources. On your time card, you 
will be asked to indicate if sick leave will be used. If you answer yes, you will submit a separate Request for Leave 
form through Human Resources. Additionally you will email the work study email and your supervisor will be 
asked to indicate the dates sick leave is being used. If you do not have enough sick leave hours you can work with 
your supervisor on an alternative work schedule. 

The Request for Leave is available on the Human Resources page located here: 
https://www.napavalley.edu/about/administrative-services/human-resources/forms.html 

 

 

To be eligible or maintain eligibility for work study you must be maintaining satisfactory academic progress. If 
satisfactory academic progress is not maintained the student and supervisor are informed immediately. 
Employment will be suspended until the academic status is resolved. 

Financial Aid Satisfactory Academic Progress (SAP) Policy can be reviewed here. Students can also review their 
SAP status within their Financial Aid Self-Service located through the MyNVC mini portal. 

 

 

Have additional questions? Contact the Work Study Coordinator at 707-256-7304 

https://www.napavalley.edu/about/administrative-services/human-resources/forms.html
https://www.napavalley.edu/admissions-and-aid/financial-aid/policies.html
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