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CHAPTER 9.  WORK-STUDY ALLOWANCE PROGRAM





9.01  [INTRODUCTION]





	a.  The Work-Study Allowance Program offers an additional allowance to students in return for their performance of services in VA (Department of Veterans Affairs) related activities.  As a supplement educational benefit, VA work-study allowance can often serve as that special increment that makes a program of education or training feasible.  In this way, it may provide the educationally disadvantaged or unemployed student with an opportunity, the value of which can greatly exceed the actual monetary amount of the allowance itself.





	b.  It is the responsibility of VA personnel charged with administering the work-study program to target information concerning its availability to those students who are in greatest need of its assistance; namely, the disadvantaged and the unemployed.  Outreach efforts undertaken by VA and targeted at these groups should stress the work-study benefit as part of an education package, one which combines the learning experience with part-time employment.  This type of program outreach should not be limited to students currently enrolled in school, but should be directed to all students who are potential beneficiaries, especially to those who seem to be experiencing persistent readjustment difficulties.  





9.02  ELIGIBILITY





	a.  A student pursuing a program of education or training at the 3/4 time rate or higher under chapter 30, 31, 32 or 35 of title 38, U.S.C., or chapter [1606] of title 10, U.S.C., has potential eligibility for a work-study allowance.  The 3/4 or higher training rate must be verifiable at the time the student signs the work-study agreement.  In reenrollment cases, if the student wishes to start working prior to the date classes begin, the school must have confirmed the 3/4 time or higher training time.  Upon verification of this with the school, work may begin up to 30 days before the actual start of classes.  





	b.  If the student reduces his or her training time to less than 3/4 time at any time subsequent to the signing of the work-study agreement, completion of services under the agreement may be allowed with the approval of VA.  Other contracts, however, would again require 3/4 time pursuit of an education or training program at the time the student signs the new agreement.





	c.  If the student terminates training or has other educational benefits suspended because of unsatisfactory progress, only those hours of uncompleted services for which an advance payment was received may be completed.  A contract may be extended to cover the interval following a semester or other enrollment period if there is reason to believe that outstanding hours will, in fact, be worked during this time.





	d.  Payments to a student under the work-study program are not allowable for services performed beyond the student's delimiting date.   
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9.03  [WORK-STUDY COORDINATOR AND FACILITATOR]





	a.  Each regional office Director will designate one employee to serve as the station's work-study coordinator.  This position will be either full time or part time depending upon the volume of work-study activity. [The responsibilities for this position must be delegated in writing.]   Position descriptions of employees designated as work-study coordinators should be updated to include these responsibilities.





	b.  The work-study coordinator will:





	(1)  Establish direction and maintain control of the local work-study program.





	(2)  Provide the field station Director with sufficient information to ensure the efficient management of the local program.





	(3)  Review all applications and approve or disapprove applicants in light of the selection criteria outlined in paragraph 9.05.





	(4)  With a properly executed delegation of authority, sign [his/her own] name on all work-study agreements and correspondence.





	(5)  Approve or disapprove the completion of services under a work-study agreement when there is a subsequent reduction in training time.





	(6)  Ensure the maximum use of work-study students in all outreach efforts initiated by the regional office.





	(7)  Provide for the supervision of outreach work-study students assigned to non-VA organizations.





	(8)  Actively cultivate work-study opportunities within VBA (Veterans Benefits Administration), [VHA (Veterans Health Administration)], NCS (National Cemetery System) and appropriate non-VA organizations.





	(9)  Seek adequate advice on any questions or issues that arise during implementation of the local program.





	[c.  Each RPO (Regional Processing Office) Director will designate one employee as the station's work-study facilitator.  This individual will respond to inquiries from regional office work-study coordinators pertaining to work-study students' eligibility based on an original education award (see par. 9.06a) and will expedite claims processing.]








9-2





�
August 1, 1995	M27-1, Part I


		Change 49





9.04.  APPLICATION PROCEDURES





	a.  A student applying for a VA work-study benefit must complete VA Form 20-8691, Application for Work-Study Allowance.  This application form should be readily available not only at VA regional offices but also at institutions approved for educational training within the regional office's jurisdiction.





	b.  Each application will be for services to be provided for a period approximately equal in length to a corresponding semester or other school term (or a period not longer than 4 calendar months in a course not organized on a term basis).





	(1)  A student enrolled for an academic year consisting of two semesters would file one application for each semester.





	(2)  A student enrolled for an academic year consisting of three quarters would file one application for each quarter.





	(3)  A student enrolled for two consecutive 5-week summer sessions would file one application for the summer term.





	c.  Applications may be submitted at any time of the year.  These applications must be promptly considered and the student notified as soon as possible of selection or non-selection for the program.  Whenever feasible, a VA Form 20-8692, Student Work-Study Agreement, signed by the student should be submitted along with the application form in order to expedite the commencement of work upon acceptance by VA.  Applications and agreements should be sent directly to the attention of the work-study coordinator at the regional office where the student's file is located.





	d.  Only one application per school term (or 4-month period) need be filed.  Therefore, a student who applied for and completed 100 hours of service during a term and subsequently desires to complete 100 additional hours of service during the same term does not need to complete a second application.  In such a situation, only a second agreement need be prepared (see par. [9.07c]).





	e.  [VA Form 20-8691 will be retained in the student's education or vocational rehabilitation folder.  All other work-study documentation will be retained by the work-study coordinator and destroyed one year after termination of the agreement (Records Control Schedule VB-1, part I, item 06-031.000.)] 





	f.  [Upon selection of an applicant, the work-study coordinator will prepare VA Form 20-8692 and either FL 20-687, Notification of Selection for Work-Study Program, or FL 20-687a, Acceptance Letter to Work-Study Applicant.  Both of these form letters inform the student where and when to report.  FL 20-687a should be used if the student applicant has already signed the agreement.  FL 20-687, which requests that the student return all copies of the signed agreement within 10 days from the date of the letter, should be used in all other cases.  The work-study coordinator will keep a copy of FL 20-687 in a suspense file pending return of the signed agreement.  If FL 20-687 does not elicit a reply within 10 days, an entry adjustment will be made in the control register.  Stations with an automated
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work-study program may use computer generated letters.  Care must be taken to allow sufficient time to complete the services under the agreement within the covered period and prior to the student's delimiting date (under title 38, U.S.C. for chapters 30, 31, 32 and 35, and title 10, U.S.C. for chapter 1606).]  





	g.  [All signed agreements will be assigned a seven digit control number.  The control number, e.g., 43-50001, will consist of the following:





	      First two digits - regional office number.


	      Third digit - fiscal year.


	      Last four digits - serial sequence numbers beginning with 0001 each fiscal year.]





	h.  [After the student signs and returns the agreement, it will be signed by the work-study coordinator or designee.  The signed copies will be distributed as follows:





	(1)  Finance Copy 1 - to the responsible section authorizing the work-study award.





	(2)  Student's Copy 2 - to the employing office for delivery to the applicant upon reporting for work.





	(3)  Personnel Copy 3 - to be retained by the work-study coordinator for control purposes.





	(4)  Service Copy 4 - to the regional office division, appropriate school official, or other VA facility to which the applicant is assigned.]





	i.  [The control register is the station's official record of work-study allocation and will be maintained in VSD (Veterans Services Division).  Each individual agreement will be sequentially posted to the control register and updated.  When it has been determined that the student failed to perform the number of hours contracted, an entry will be made on the register showing the hours actually completed. Automated formats may be used by individual stations to capture the required information on the form.





	j.  If an applicant is not selected for the work-study allowance program, he or she must be promptly notified in writing that the application for the work-study allowance program has not been approved.  The notification should also include the specific reason(s) for non-selection and the applicant's right to reapply for the work-study allowance program during a subsequent term.  The applicant should also be provided with VA Form 4107, Notice of Procedural and Appellate Rights.  A copy of this letter will be filed in the applicant's education or vocational rehabilitation folder.]





9.05  FACTORS IN THE SELECTION PROCESS





	a.  In selecting students for participation in the work-study allowance program, the following factors [will] be carefully considered and evaluated:
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	(1)  Service-Connected Disabilities.  Veterans with service-connected disabilities rated at 30 percent or more will be afforded a priority in the awarding of work-study contracts.  All applicants with service-connected disabilities rated 30 percent or more must be hired before other applicants are hired, whenever feasible.





	(2)  Financial Need





	(a)  To efficiently reach the target group of individuals who can benefit most substantively from the additional allowance the work-study allowance program provides, the degree of financial need of the individual applicant must be assessed.





	(b)  Consideration of financial need should include, but is not limited to, the following: 





	1.  Number of dependents;





	2.  Living expenses, including dependents' living expenses;





	3.  Unusually high tuition and fees; and/or





	4.  Unusual family medical expenses.





	(c)  A consideration of financial need should focus on those needs of the applicant that may be met by the work-study allowance.  A fundamental question to be asked in each case is whether or not the work-study allowance will enable the applicant to enter or continue in a program of education or training.





	(3)  Chapter 35 Applicants.  Chapter 35 students residing in the various States, Territories, and possessions of the United States, the District of Columbia, the Commonwealth of Puerto Rico, and the Canal Zone may be assigned work-study activities.





	(4)  Availability of Transportation.  The applicant should be able to obtain reliable and affordable transportation to the selected worksite.  The worksite should not be located beyond what would be considered a normal commuting distance.





	(5)  Motivation





	(a)  Evaluating the motivation of the work-study applicant can be a largely subjective process.   Generally, an assessment of the applicant's motivation can be made from the applicant's statement of interest in the program as well as from any interview information provided by the referring official or supervisor.





	(b)  A primary motivation for a student pursuing a course of study should be attainment of a particular educational or training objective.  In those instances in which an applicant for work-study employment is either receiving, or has a history of receiving VA tutorial assistance allowance, the 
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suitability of such employment must be carefully considered.  If it is determined that the time to be devoted to the performance of work-study services would have [an adverse] effect upon the overall pursuit of an educational or training objective, then a work-study agreement will not be offered.





	[(6)  Work Assignments and Disabilities.  The work-study assignment should be compatible with the individual's disabilities.  The VR&C (Vocational Rehabilitation and Counseling) Officer should be consulted if there is any doubt about the compatibility of disability and work assignment for service-disabled veterans pursuing a program under chapter 31.  In all other cases, the agency or organization using the work-study student should judge whether the individual can perform the duties of the job, and advise the VSO (Veterans Services Officer) who will make the final placement decision.]





	(7)  VR&C Division Assistance in Job Modification and Reasonable Accommodation.  Cases requiring evaluation for job modification and reasonable accommodation may be referred to the VR&C Officer.





	(8)  Delimiting Date.  Sufficient time must be available within the agreement period to enable the student to complete the hours entailed in the contract prior to the student's delimiting date.





	b.  Work-study coordinators, in considering applicants for the program, must assiduously try to avoid any preselection bias which would tend to favor program experience over any of the other selection factors.  All qualified applicants must be given equal consideration and efforts should be taken to encourage the broadest possible participation in the program.  Reasonable attempts should be made to place all qualified disabled veteran applicants in work-study positions.





9.06 VERIFICATION FOR PAYMENT





	[a.  An applicant's eligibility based on an initial education claim will be verified by reviewing BDN (Benefits Delivery Network).  A copy of either the M21, M36 or 351 screen will be placed in the student's work-study folder.  If an initial award has not been established, the RPO work-study facilitator will be contacted to determine the applicant's eligibility.  





	b.  An applicant's eligibility based on a reentrance award will be verified by reviewing BDN.  If an education award has not been established for the period in question, the responsible school official will be contacted to confirm the student's enrollment and training time.  The date BDN was reviewed and the date the school official was contacted (if applicable) will be annotated in the work-study coordinator's system of records. 





	c.  The master record will be reviewed each time work-study hours are processed to ensure the student continues to pursue a program of education and training at the proper rate.  If BDN shows no active master record for the period in question, the school official will be contacted to determine the student's enrollment and training time.  The date BDN was reviewed and the school contacted (if applicable) will be documented on the Time Record or in the system of records maintained by the work-study coordinator. 
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	d.  Communications between the RPO facilitator and the regional office work-study coordinator will be accomplished electronically, by telephone, or by use of the AVAI (Automated Veterans Assistance Inquiry) system.]





9.07  [PAYMENTS





	a.  A student selected for the work-study allowance program will be paid in advance an amount equal to 40 percent of the total amount of the work-study allowance but not more than an amount equal to 50 times the applicable minimum wage to be paid under the agreement.  VA is authorized to base work-study allowance payments on the higher of the Federal minimum wage or the State minimum wage, if indicated.  This advance payment will be made at a rate equal to the hourly minimum wage in effect under section 6(a) of the Fair Labor Standards Act of 1938, or the applicable State minimum wage law.  Even though work-study hours have been contracted at a lower rate, any hours of work performed on or after the effective date of a minimum wage increase will be paid at the higher rate.]





	b.  After the initial advance payment of the work-study allowance, students will be paid upon completion of each 50 hours of service or the balance if less than 50 hours remain in the contract.





	c.  Students may receive only one advance payment per term, quarter, semester or 4-month period.  As an example, if a student agrees to perform 100 hours of service during a term and upon fulfillment of that agreement, wishes to perform an additional 100 hours of service, the second agreement will be paid in arrears for both 50-hour segments.





	(1)  Normally, it may be expected that students will execute only one VA Form 20-8692 per school term (or 4-month period).  Students should be encouraged to enter into one agreement per term for the total hours of service not to exceed 25 times the number of weeks in the applicable enrollment period.





	(2)  If a student fulfills one agreement and requests a second agreement during the same term (or 4-month period) the student's request will be considered on the same basis as other requests for work-study benefits pending at that time.  The word "extension" will be written on top of this new agreement.  This should help prevent the possibility of granting another advanced payment for the same term.  





	d.  Thirty to sixty days after the issuance of advance payment, a review will be made to ensure that the student has worked or is in the process of working the number of hours for which advance payment was made.  If there is no evidence of performance, action will be taken to verify employment and the anticipated completion date of the hours paid in advance.  When appropriate, terminating action will be taken and an accounts receivable will be established to recover the overpayment.





	e.  VSDs which are processing work-study payments must follow procedures contained in M27-1, part I, chapter 9 and VBA Handbook 4420 (formerly MP-4, part IV, chapter 14).  Adequate internal controls will be established and maintained over the work-study payment function to ensure integrity of the program.  An SAO (Systematic Analysis of Operations) is one of the tools which may be used for that purpose.


		9-7


�
M27-1, Part I	August 1, 1995


Change 49





	f.  A delegation of authority from the regional office Director to the VSO is required when work-study payments are processed and authorized in VSD.  Delegations will also be issued by the VSO to each VSD employee assigned payment and authorization responsibilities.  The delegations should specifically identify and specify limitations for BDN commands (i.e., FIST and FAUT) for processing and authorizing work-study payments.]





9.08  [AGGREGATE SERVICE





	a.  The aggregate amount of service that may be performed during or between a period of enrollment is limited to 25 times the number of weeks in the applicable enrollment period excluding the period between the enrollment periods.  For example:  25 x 12 weeks = 300 hours.





	b.  For courses organized on a semester, quarter or term basis, the aggregate service is limited to 1,300 hours in any 12-month period and a lesser amount of hours based on the semester, quarter  or summer term.]





9.09  [REPORTING HOURS WORKED





	a.  A record of hours worked will be kept on VA Form 8690, Work-Study Time Record (Student Services).  When services are to be performed outside the regional office, items 1 through 6a on VA Form 8690 will be completed before sending the card to the work-study student's designated supervisor.  The timecard will generally be maintained by the person responsible for supervising the work-study student.





	b.  For agreements providing 50 hours or less of service, the original timecard will be sent to the work-study coordinator upon completion of service.  For agreements providing for more than 50 hours of service, a photocopy or facsimile of the timecard will be sent initially to the work-study coordinator and then to the Finance Officer or to the VSD employee assigned payment and authorization responsibilities upon completion of each 50 hours of service after the initial hours of service for which an advance payment was made.





	(1)  The student's current mailing address must be shown on the timecard or the photocopy of the timecard when it is submitted to the Finance Officer for payment.





	(2)  The original VA Form 8690 will be returned immediately to the work-study coordinator if the student ceases to perform services or withdraws from school and is unable to perform services for which an advance payment was received (see par. 9.10 regarding unscheduled terminations).]





9.10  [UNSCHEDULED TERMINATIONS





	a.  If an agreement is terminated by either the student or VA, notice of this action must be given in writing.  If the student ceases to perform the agreed-upon service and does not notify VA, a written notice of termination stating the reason and the effective date will be sent to the student by the work-study coordinator.  In the event an unscheduled termination cannot be avoided, the date the student last
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performed service under the agreement will be the date used in computing the allowable cumulative hours to be reported on the timecard.





	b.  If a student's training time is reduced to less than 3/4 time subsequent to the signing of a work-study agreement, he or she will normally be allowed to complete the full number of hours of service called for in the agreement but not for a period beyond the delimiting date.  If, however, the work-study coordinator determines that it is in the best interest of the student or VA to terminate the agreement after such a reduction in training time, the reason for this proposed action will be fully documented in a memorandum to the regional office Assistant Director (or his/her designee) whose concurrence will be obtained before the termination is effected.  A copy of the memorandum will be maintained by the work-study coordinator for a period of 12 months.  The student will be permitted, in any event, to complete those hours of service for which an advance payment has been made before such a termination is effected.





	c.  Agreements will be terminated by VA if the student terminates school enrollment and, if applicable, is unable to complete service for which he or she has received an advance payment.  If a student is scheduled to fulfill a work-study agreement during an enrollment break period and then decides not to reenroll, he or she will be allowed to complete only those as yet uncompleted hours of service for which an advance payment has been received.  If the student has already completed the work agreement at the time VA learns of the change, no action will be taken retroactively to terminate the work-study allowance.





	d.  Any hours of unperformed service for which an advance payment was made will be considered a debt due the United States and subject to recovery.  The amount of indebtedness will be an amount equal to the hours of unperformed services multiplied by the hourly rate at which the advance payment was made.  Collection of any overpayments thus created will be actively pursued in order to effect a recovery as soon as possible.





	e.  In the event of a work-study overpayment, the work-study coordinator will note all appropriate information on an Optional Form 41 and forward this to the Finance activity or to VSD employees  responsible for the introduction of the overpayment to the education master record in BDN.]





9.11  [WORK-STUDY SERVICES





	a.  Work-study students may be assigned a wide variety of duties in connection with VA-related activities.  Insofar as possible, work-study assignments should be consistent with and capitalize upon a student's area of study so that the services performed become a practical extension of the student's education.  Training for work-study assignments should not exceed more than 20 percent of the authorized work-study hours for the specified contract period.





	(1)  The law provides that work-study students are deemed to be employees for the purpose of benefits authorized by title 5, U.S.C., chapter 81 (Compensation for Work Injuries) and the health services provided employees.  Work-study students, however, are not considered employees of the United States for the purpose of laws administered by the U.S. Office of Personnel Management.
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	(2)  As an operating policy, work-study students will be used to supplement the regular work force and will not replace employees on a continuing basis.  Under no circumstances will work-study students displace employees.





	b.  Assignments Within VA





	(1)  In general, any VA facility may be viewed as having the potential to offer appropriate VA work-study employment.  Work-study students may be assigned to suitable activities at any VA facility, including, but not limited to regional offices, medical centers, national cemeteries, regional office and insurance centers, domiciliaries, data processing centers, supply depots and VA Central Office.  Subordinate locations such as most outpatient clinics and VA offices may also provide opportunities for work-study employment.





	(2)  Work-study coordinators will maintain a current listing of all VA facilities within the jurisdiction of the regional office and should contact the appropriate VA official at these facilities to publicize the work-study program and develop work-study positions.  In order to achieve a more balanced use of student services throughout the VA system, particular emphasis should be given to fostering program participation within VHA and NCS.





	(3)  Outreach assignments for VA work-study students should not be relegated solely to non-VA organizations.  Work-study coordinators should be aware of the various outreach efforts originating from within VBA, NCS and VHA and actively attempt to place work-study students in these VA activities.





	(4)  Work-study students may be used to contact employers in order to encourage the hiring of veterans in VA on-the-job and apprenticeship training programs, and to acquaint employers with the benefits available under the Targeted Jobs Tax Credit program whenever veteran eligibles are hired.





	c.  Assignments to Other Non-VA Organizations





	(1)  Paperwork Processing at Educational Institutions.





	(a)  VA work-study students may be assigned to a school to assist with VA paperwork processing.  These students may be supervised by a school official.  The majority of time worked by these students must deal directly with assisting in the processing of VA paperwork or the gathering of information needed to fulfill VA reporting requirements.  Work-study students may not sign certifications for or in the place of the certifying official.





	(b)  The work-study coordinator will periodically (not less than twice per calendar year) consult with the field station's education services unit to identify those educational institutions experiencing persistent or unusual overpayment problems.  The work-study coordinator will then contact the appropriate school official and explore ways in which available work-study assistance may be brought to bear in alleviating the problem.
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	(c)  In the case of a student receiving educational assistance under title 10, U.S.C., chapter 1606, additional activities relating to the administration of such chapter at a DOD facility are authorized. 





	(2)  VA Outreach With Non-VA Organizations.  The work-study coordinators should be aware of schools, employment services offices, DOD facilities, and other non-VA community organizations which may present logical points for VA outreach work-study assignments.  Students assigned to these organizations who engage in VA outreach must be involved only in dissemination of information on VA benefits and services and the provision of assistance to individuals in obtaining these benefits.  They may not do paperwork as may students at VA facilities or educational institutions. It may also include, to the extent feasible, the provision of information on other governmental programs determined to be beneficial to veterans.]





9.12  [SUPERVISION OF OUTREACH WORK-STUDY STUDENTS





	a.  In supervising those students assigned to non-VA organizations for VA outreach purposes, it is important that VA employees exercise controls at two distinct levels.  Initially, written position descriptions and other communications with the non-VA organization should clarify the nature of acceptable VA related activities.  Subsequently, feedback control should evaluate the continued employment of the work-study student.





	b.  It is not necessary that the supervisory employee be in the same room or even on the same premises as the outreach work-study student at all times.  Supervision may be accomplished by a combination of telephone and personal contacts.  Such supervision must include at least the hours worked and the nature of the work.





	(1)  Hours Worked.  The supervisory VA employee, in cooperation with the non-VA organization, will maintain time records of the work-study student.  The supervisory employee does not need to see the student on the job at all times, but may rely on telephone reports from a responsible official of the non-VA office.  At least monthly, the supervisory employee will review all active contracts for students assigned to non-VA organizations for outreach purposes.  If a timecard has not been received during the prior month, a telephone contact must be made with the student's immediate supervisor to confirm continued employment.  Such contact will be annotated in the student's records.





	(2)  Nature of the Work.  The supervisory employee must be satisfied that the work being done by the student is of the kind authorized by law.  Therefore, any work to be done by the student must first be described to the supervisory employee by the student or a responsible official of the non-VA office for prior approval.  This must be done in writing.





	c.  Files.  The supervisory VA employee will maintain a file containing the required documentation, records and reports for each student supervised.  The active file will be maintained until the completion or termination of the work-study contract.  When applicable, inactive file disposition will be in accordance with Records Control Schedule VB-1, part I, item 06-032.000.
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	d.  Supervisory Employee.  Depending on the location of the non-VA office relative to the VA regional office, supervision may be assigned to the work-study coordinator, VBC (Veterans Benefits Counselor), or another regional office employee.  Although some of the required supervision can be accomplished by telephone and mail, personal contact is desirable if distance and travel funds permit.  A VA Military Service Coordinators or a VBC assigned to military installations may provide supervision of work-study students.





	e.  Withdrawal of VA Work-Study Students.  If the non-VA organizations where VA work-study students are stationed deny VA employees permission to supervise VA work-study students engaged in outreach activities, work-study support shall be withdrawn after prior written notice of at least 2 workdays.  The work-study students involved should be permitted to complete their contracts at a VA regional office or at another location approved by VA.





9.13 ANNUAL SURVEY





	The Education Service will conduct an annual survey to determine number of hours needed to support the work-study program.  This will be accomplished by means of review of historical data and DOOR reports.]
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