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CHAPTER 9.  WORK-STUDY ALLOWANCE PROGRAM





9.01  GENERAL





	a.  Overview.  The Work-Study Allowance program offers an additional allowance to students in return for their performing services in VA (Department of Veterans Affairs) related activities.  As a supplemental 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, work-study benefits 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.  Program Administration.  VA personnel administering the work-study program should target information about work-study availability to those students who are in greatest need of its assistance; namely, the disadvantaged and the unemployed.  During outreach efforts, stress work�study benefits as part of an education package; a package which combines the learning experience with part-time employment.  Do not limit outreach efforts to students currently enrolled in school, but include all students who are potential beneficiaries, especially those who seem to be experiencing persistent readjustment difficulties.  





	c.  VBA Work-Study Management System.  Education Service [has implemented] an electronic work-study program application.  This application is called the VBA Work-Study Management System.  It has been installed in several stations and the four RPOs (Regional Processing Offices).  It affords improved processing of the work-study program.  [The work-study coordinator or his or her staff should use this application] to generate appropriate letters, contracts, and make payments.   





	d.  Work-Study Forms.  The work-study program uses these forms:





	(1)  VA Form 22-8690, Time Record (Work-Study Program).





	(2)  VA Form 22-8691, Application for Work-Study Allowance.





	(3)  VA Form 22-8691d, Application for Work-Study Allowance to Repay An Education Debt


		(Under 38 U.S.C. 3485).





	(4)  VA Form 22-8692, Student Work-Study Agreement (Student Services).  Use this form when issuing an advance payment.





	(5)  VA Form 22-8692a, Extended Student Work-Study Agreement.





	(6)  VA Form 22-8692b, Work-Study Agreement (Student Services).  Use this form when you do not issue an advance payment.





	(7)  VA Form 22-8692d, Work-Study Agreement (Repayment of Education Debt).





	(8)  VA Form 22-8693, Work-Study Control Register (Student Services).





NOTE:  When these procedures mentions a specific form, ROs with the VBA Work-Study Management System can use that system to generate appropriate forms or form letters.  Stations with PCGL (Personal Computer Generated Letters) system can use that system to generate appropriate form letter(s).  


�
9.02  ELIGIBILITY





	a.  General 





	(1)  Work-study allowance is potentially payable to students pursuing a program of education or training at the 3/4 or full-time training under chapters 30, 31, 32 or 35 of title 38, U.S.C., or chapter 1606 of title 10, U.S.C.  





[NOTE:  See appendix A for eligibility criteria for payment of work-study for offsetting education debts.]  





	(2)  [VA must be able to verify that a student is training at the 3/4 or full-time training time rate when the student signs the work-study agreement.  In reenrollment cases, if the student wishes to start working before the date classes begin, the student's school must confirm that the student is preregistered at the 3/4 time or full-time training time rate.  Upon verification of this training time information by the school, the student may begin work up to 30 days before the actual start of classes.]  





	(3)  [Payments to a student under the work-study program are not allowable for services performed on or after the student's delimiting date in chapters 30, 31, 32, 35 or 1606.   This includes payments to a chapter 31 student who is considered in a rehabilitation program (employment assistance).  However, students with an education debt that attend school after their delimiting date can have work-study allowance applied to this education debt.] 





	b.  Reduction or Termination (Advance Payment Cases)





	(1)  If the student reduces his or her training time to less than 3/4 time at any time after signing the work�study agreement, completion of services under the agreement may be allowed with the approval of VA.  A new contract, however, will again require pursuit of 3/4 or higher time training at the time the student signs the new agreement.  (See par. 9.10b.)





	(2)  If the student terminates training or has other educational benefits suspended because of unsatisfactory progress, the student may only complete those hours of uncompleted service for which an advance payment was received.  VA may extend a contract to cover the interval following a semester or other enrollment period if there is reason to believe that the student will, in fact, work the outstanding hours during this interval.  (See par. 9.10(d).)





	c.  Reduction or Termination (Non-Advance Payment Cases)





	(1)  If the student reduces his or her training time to less than 3/4 time at any time after signing the work�study agreement, completion of services under the agreement may be allowed with the approval of VA.  A new contract, however, will again require pursuit of 3/4 or higher time training at the time the student signs the new agreement.  (See par. 9.10c.)





	(2)  If the student terminates training, the student may only complete those hours of uncompleted service during the month in which he or she terminates training.  (See par. 9.10e.)





	(3)  If the student has other educational benefits suspended because of unsatisfactory progress, the student may only complete those hours of uncompleted services during the month in which VA suspended his or her benefits.





Example:  If the RPO suspended a claimant's benefits on April 14, 1999 for unsatisfactory progress, the student can only complete those hours of uncompleted service scheduled for the month of April, 1999.  VA can not pay for any hours scheduled or completed during any following months.





	d.  Delimiting Date Payments.  [Payments to a student under the work-study program are not allowed for services performed on or after the student's delimiting date.  However, students with an education debt who attend school after their delimiting date can have work-study allowance applied to this education debt.  See par. 9A.02a.]





�
9.03  WORK-STUDY COORDINATOR 





	a.  Designation of Work-Study Coordinator.  Each RO (Regional Office) Director must 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 the position must be delegated in writing.  [  ]  Update the position descriptions of employees designated as work-study coordinators to show the new responsibilities.  The work-study coordinator will notify Education Service (225B) within 30 days of his or her designation to this assignment and furnish both a telephone number and FAX number for necessary coordination.  [The coordinator should send E-mail to "VAVBAWAS/CO/225B".]  The coordinator will also ensure that he or she furnishes this same information to the RPO (Regional Processing Office) work-study coordinator (see subpar. [d]).





[NOTE 1:  If the employee designated as the work-study coordinator is the ELR (Education Liaison Representative), the delegation must be signed by the RPO Director (or his or her designee).  Update the position descriptions of  employees designated as work-study coordinators to show the new responsibilities.]  





NOTE [2]:  Unless otherwise stated, the RO work-study coordinator performs the actions specified in these procedures.





	b.  Responsibilities of Work-Study Coordinator.  The work-study coordinator will:





	(1)  Establish direction and maintain record keeping and 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.  (See [pars. 9.04f and] 9.05.)





	(4)  With a properly executed delegation of authority, authorize all work-study agreements and sign correspondence.





	(5)  Recommend to the station Director the approval or disapproval of the completion of services under a work�study agreement when there is a later reduction in training time.





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





	(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), [NCA (National Cemetery Administration)] and appropriate non-VA organizations.





	(9)  Ensure that all work-study positions to be performed at non-VA organizations are in accordance with the law and applicable regulations.  





	(10)  Maintain records describing the duties to be performed by work-study students at each work-study position.





	(11)  Actively recruit work-study students to take full advantage of current opportunities.





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





	c.  [Responsibilities of Work-Study Coordinator (After Consolidation of Work-Study Program).  Education Service has moved the work-study program from many stations.  The RPO that processes education benefits for those stations uses the VBA Work-Study Management System to process work-study cases instead of those stations.  However, even when an RPO processes most of the work-study program, the RO work-study coordinator still has certain duties.  In consolidation cases, the work-study coordinator will:


�
	(1)  Ensure the maximum use of work-study students in all outreach efforts initiated by the RO.





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





	(3)  Actively cultivate work-study opportunities within VBA, VHA, [NCA] and appropriate non-VA organizations.





	(4)  Actively recruit work-study students to take full advantage of current opportunities.]





	[d.]  RPO Work-Study Coordinator.  In addition to the responsibilities listed in paragraph 9.03b, the RPO work�study coordinator will also respond to inquiries from an RO's work-study coordinator pertaining to work�study students' eligibility based on an original education award (see par. 9.06a) and will expedite claims processing.





9.04.  APPLICATION PROCEDURES





NOTE:  See appendix A for application procedures for payment of work-study for offsetting education debts.  





	a.  Application Requirement.  A student applying for a VA work-study benefit must complete VA Form 22�8691.  VA ROs and institutions approved for educational training within the RO's jurisdiction should stock this application form.





	b.  Period Covered by Application.  An application may cover all the services to be provided during the period of the student's current certified period of enrollment, not to exceed an ordinary school year, (i.e., two semesters or three quarters), or 12 months, for a course not organized on a term basis.  For example:





	(1)  If the student is currently certified as enrolled for only one semester, the application would be limited to the services that could be provided during that semester.





	(2)  If the student is currently certified as enrolled for a full academic school year consisting of two semesters or three quarters (usually 9 months), the contract will be limited to the services that can be provided during the entire academic school year.





	(3)  If the student is currently certified as enrolled in a twenty-four month non-college degree program, the contract will be limited to the services that can be provided during a twelve month period.  If the student completes those hours of the work-study contract and remains continuously enrolled in the twenty-four month course, the student may request an extension of the original contract.  (See par. 9.07[c].)  





NOTE:  The time frames discussed  in subparagraphs b(2) and b(3) are the maximum hours that a student may contract.  The work-study coordinator should approve a shorter contract if he or she has reason to believe that the student may not be eligible for work-study benefits for the entire length of his or her current enrollment.  Using the example cited above in subparagraph (2) of a student enrolled for an academic year consisting of three quarters, if the work-study coordinator's review of the student's BDN (Benefits Delivery Network) record shows that he or she has a history of  reducing training time to less than 3/4 time, the work-study coordinator should limit the contract to the number of hours that are supported by the first quarter only.  The work-study coordinator should extend the contract for additional hours, one quarter at a time, if the student remains eligible for work-study benefits after completing the number of hours in the shorter contract.





	c.  Time for Application Submission.  A student may submit a work-study application at any time of the year.  VA must promptly consider each application and notify the student as soon as possible of selection or non-selection for work�study benefits.  Whenever feasible, the student should sign and submit either VA Form 22-8692 [or VA Form 22�8692b], with the application form [(the contract submitted depends on whether the student wants an advance payment or not).  VA must first determine selection or non-selection and expedite the commencement of work.]  Send applications and agreements directly to the work-study coordinator at the RO in whose jurisdiction the student's school is located.  (The student's education folder is usually at an RPO.)





	d.  Number of Applications.  A student only needs to file one application for each certified period of enrollment.  





	(1)  If a student submits more than one application during the certified period of enrollment, process the subsequent application as a request for an extension of hours according to the procedures in paragraph 9.07[c]. 





	(2)  If the student submits a request for additional hours under a previous contract, process the request according to procedures in paragraph 9.07[c].  A student can request an extension by various means, such as letter, phone call, submitting another VA Form 22-8691, etc.





	e.  Retention of Application.  File the original of VA Form 22-8691 in the student's work-study folder.  Keep all work-study documentation in the student's work-study folder, unless such documentation is retained electronically.  Destroy this documentation one year after termination of the agreement.  See RCS (Records Control Schedule) VB�1, part I, item 06�031.000. 





	f.  Actions after Selection.  [Stations must first select an applicant for the work-study program.  If the work-study coordinator does not select the applicant, he or she must notify the applicant and give him or her appropriate due process.  (See subpar. j.)





NOTE:  Stations that use the VBA Work-Study Management System for the work-study program can have this system generate the equivalent of the following forms and form letters.]  





	(1)  [After selection of an applicant, action depends on whether the applicant wants an advance of the work-study allowance and whether the applicant has also filed a contract at the same time as the application.  Application forms dated before January, 1999 did not have a check box for the applicant to elect an advance payment.  If an applicant files a claim on an application form dated before January, 1999, accept this as an election of advance payment.  If the applicant files a claim but does not use an application form, contact the claimant for this election information as VA must have his or her election in order to make an advance payment.  The election must be in writing but no particular format is required.  





	(2)  If the applicant has filed a claim, wants an advance payment and has not filed a contract (VA Form 22-8692) at the same time as the application, send the claimant the VA Form 22-8692.  Use a cover letter (FL 22-687, Notification of Selection for Work-Study Program).  This form letter requests that the student return all copies of the signed agreement within 10 days from the date of the letter.  Keep a copy of FL 22-687 in a suspense file until the student returns a signed agreement.  Make an entry in the control register when FL 22-687 does not elicit a reply within 10 days.  





	(3)  If the applicant has filed a claim, wants an advance payment and has filed a contract (VA Form 22-8692) at the same time as the application, return the claimant's copy of VA Form 22-8692.  Use a cover letter (FL 22-687a, Acceptance Letter to Work-Study Applicant).  This letter informs the student where and when to report.  





	(4)  If the applicant has filed a claim, does not want an advance payment and has not filed a contract (VA Form 22�8692b) at the same time as the application, send the claimant the VA Form 22-8692b.  Use a cover letter (FL 22-519, Notification of Selection for Work-Study Program).  This form letter requests that the student return all copies of the signed agreement within 10 days from the date of the letter.  Keep a copy of FL 22-519 in a suspense file until the student returns a signed agreement.  Make an entry in the control register when FL 22-519 does not elicit a reply within 10 days.  





	(5)  If the applicant has filed a claim, does not want an advance payment and has filed a contract (VA Form 22�8692b) at the same time as the application, return the claimant's copy of VA Form 22-8692b.  Use a cover letter (FL 22�519a, Acceptance Letter to Work-Study Applicant).  This letter informs the student where and when to report.  





NOTE:  Stations with an automated work-study program may use computer generated letters.  Allow the student sufficient time to complete the services under the agreement within the covered period and before the student's delimiting date.  
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	(6)]  Do not send a copy of VA Form 22-8691 to the RPO.  Notify the RPO work-study coordinator via E-mail for inclusion in the claimant's education record.  Send the RPO work-study coordinator the following information:  the claimant's name; file number; agreement number (e.g., 31-7-01234); beginning and ending dates of the contract; and indicate which benefit is appropriate (a chapter 30, 31, 32, 35 or 1606 award).  The RPO work-study coordinator will refer the information to the appropriate section.  That section will insert an appropriate message in the MSG field on the BDN M21 Chapter 30 Status and Award History screen for chapter 30 or set a file pull indicator for other benefits indicating that the claimant is a work-study student.  Request that the RPO notify the RO coordinator if the claimant either reduces training time below 3/4 time or terminates during the contract period.





	g.  Assignment of control number.  Assign all signed agreements an eight-digit control number.  The control number, e.g., 43-5-00001, consists of the following:





	(1)  The first two digits are the RO number.


	(2)  The third digit is the fiscal year.


	(3)  The last five digits are serial sequence numbers.  


		(Begin these numbers with 00001 for each fiscal year.)





	h.  Distribution of Agreement Copies.  Sign the agreement after the student signs and returns it.  Distribute the signed copies as follows:





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





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





	(3)  Keep Personnel Copy 3 for control purposes.





	(4)  Send Service Copy 4 to the RO division, appropriate school official, or other VA facility to which the applicant is assigned.





	i.  Control Register.  VA Form 22-8693, Work-Study Control Register is the station's official record of work-study allocation.  The work-study coordinator maintains and updates the control register.  Post each individual agreement sequentially to the control register.  Make an entry on the register showing the hours actually completed if a student fails to perform the number of hours contracted.  [Many ROs use different automated formats (such as Q & A, Excel, Access, etc.) for work-study.  ROs may use those] automated formats to capture the required information on VA Form 22-8693.





	j.  Non-Selection Actions.  If an applicant is not selected for the work-study program, promptly notify the applicant in writing that his or her application for the work-study program has not been approved.  Include the specific reason(s) for non-selection and the applicant's right to reapply for the work-study allowance program during a later term.  Also include VA Form 4107, Notice of Procedural and Appellate Rights.  Send a copy of the letter to the applicant's education or vocational rehabilitation folder.





9.05  FACTORS IN THE SELECTION PROCESS





NOTE:  See appendix A for factors in the selection process for payment of work-study when using work-study to offset education debts.  





	a.  Factors for Consideration.  In selecting students for participation in the work-study allowance program, the following factors will be carefully considered and evaluated:





	(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 that the degree of financial need of the individual applicant must be assessed.





	(b)  Consideration of financial need should include, but should not be 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)  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.  Assign chapter 35 students appropriate work-study activities.  These students must be pursuing a program of education in a state.  A "state" means each of the several states, territories, and possessions of the United States, the District of Columbia, the Commonwealth of Puerto Rico, and the Canal Zone (38 U.S.C. 101(20).  





	(4)  Availability of Transportation.  In determining job site location, determine if the applicant is able to obtain reliable and affordable transportation to a particular worksite.  The selected worksite should be within what is a normal commuting distance.





	(5)  Motivation





	(a)  Evaluating the motivation of the work-study applicant can be a largely subjective process.   Generally, determine the applicant's motivation by his or her 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, carefully consider the suitability of such employment.  If the coordinator determines that the time that the applicant has available for performing work-study services would have an adverse effect upon the overall pursuit of an educational or training objective, then do not offer the applicant a work-study agreement.





	(6)  Work Assignments and Disabilities.  If an individual has a disability, ensure that any work-study assignment is compatible with the disability.  Consult the Vocational Rehabilitation &Counseling (VR&C) Officer if there is any doubt about the compatibility of the disability and the work assignment for an individual with a disability (either service-disabled or not service-connected).  In all other cases, have the agency or organization using the work-study student determine if the individual can perform the duties of the job.  [In stations that still have a VSO (Veterans Services Officer) position, the work�study coordinator should advise this individual who will make the final placement decision.  In stations that do not have a VSO position, the work-study coordinator should advise the VR&C Officer who will make the final placement decision.]





NOTE 1:  If the student wishes to limit his or her work to one or two work sites and those sites only have limited positions available, the work-study coordinator should discuss this with the student.  If a position is not available and the student will not work at another site, disallow the claim.  (See par 9.04j.)





NOTE 2:  If the student wishes to limit his or her work to one work site and that site is not approved,  the work-study coordinator should discuss this with the student and the school.  If the school submits a request for approval, the work�study coordinator should expedite action on that approval.  If the site is not approved and the student will not work at another site, disallow the claim.  (See par 9.04j.)





	(7)  VR&C Division Assistance in Job Modification and Reasonable Accommodation.  Refer cases to the VR&C Officer if they require evaluation for job modification and reasonable accommodation.





	(8)  Delimiting Date.  Ensure that sufficient time is available within the agreement period to enable the student to complete the hours entailed in the contract before the student's delimiting date.





	b.  Avoidance of Bias.  When considering applicants for the program, avoid any preselection bias which would tend to favor program experience over any of the other selection factors.  Give all qualified applicants equal consideration.  Take efforts to encourage the broadest possible participation in the program.  Make reasonable attempts to place all qualified disabled veteran applicants in work-study positions.





9.06 VERIFICATION FOR PAYMENT





NOTE:  See appendix A for verification for payment procedures when using work-study to offset education debts.  





	a.  Initial BDN Review.   Review BDN to verify an applicant's eligibility for education benefits based on an initial education claim.  Place a copy of a BDN award (M21 Education Master Record Status screen, M36 Chapter 31 Award Data screen or 351 Chapter 106 Histories screen) in the student's work-study folder.  Contact the RPO work-study coordinator to determine the applicant's eligibility if BDN does not show an initial award.  





	b.  Subsequent BDN Review.  Verify an applicant's eligibility based on a reentrance award by reviewing BDN.  





	(1)  If an education award has not been established for the period in question, contact the RPO work-study coordinator to determine if the school has submitted an enrollment certification.  If the RPO work-study coordinator states that an enrollment certification has been received for the period in question and everything else is in order, process the payment.  Annotate VA Form 22-8690 or the work-study coordinator's records with the date of the BDN review and the date of the RPO contact. 





	(2)  If the RPO coordinator states that no enrollment certification has been received for the period in question, contact the responsible school official and confirm the student's enrollment and training time.  If everything is in order, process the payment, annotate VA Form 22-8690 or the work-study coordinator's records with the date of the BDN review and the date of the school official contact.  





	c.  BDN Review Before Payment.  Review the BDN master record before processing any work�study hours.  If BDN shows no active award for the period in question, process as shown in subparagraph b above.  If BDN shows the student is training at less than 3/4 time, see paragraph 9.10b.  Annotate the date of the BDN review on the time card.





	d.  Coordination between RO and RPO.  Coordinate actions as appropriate with the RPO work-study coordinator.  Use e-mail, telephone, FAX, or the Automated Veterans Assistance Inquiry system.





9.07  PAYMENTS





NOTE:  See appendix A for payment procedures when using work-study to offset education debts.  


�



	a.  Payments for New Contracts [(Advance Payment Cases)]  





	(1)  A student selected for the work-study program [who elects to receive an advance payment] 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.  Students may receive only one advance payment per certified enrollment period (term, quarter, semester, or school year).  Pay the work-study allowance at the Federal minimum wage or the State minimum wage (if the state has a minimum wage), whichever is greater.  Make this advance payment 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.  [  ]





	(2)  Thirty to sixty days after the issuance of an advance payment, review to ensure that the student has worked or is in the process of working the number of hours for which the advance payment was made.  If there is no evidence that the student is working, take action to verify employment and the anticipated completion date of the hours paid in advance.  If appropriate, terminate the work-study contract and establish an A/R (accounts receivable) to recover the overpayment.  (See par. 9.10d(2).)





	(3)  After the initial advance payment of the work-study allowance, students will be paid upon completion of each 50 hours worked or the balance if less than 50 hours remain in the contract.  [  ] 





	b.  [Payments for New Contracts (Non-Advance Payment Cases).  A student selected for the work-study program who elects not to receive an advance payment will be paid for the hours shown on his or her time card.  Pay the work-study allowance at the Federal minimum wage or the State minimum wage (if the state has a minimum wage), whichever is greater.  Make this advance payment 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.





NOTE 1:  The Federal minimum wage is $5.15 hourly effective September 1, 1997.





NOTE 2:  A student who receives a VA work-study allowance and is assigned by VA to perform work-study services at a school, may be paid separately by the school at a rate reflecting the difference between the amount payable by VA and the amount which the school otherwise pays to non-VA work-study students performing similar services.





NOTE 3]:  Payment upon completion of each 50 hours worked is a guideline to make it easier to administer the work-study program.  If a time card is submitted showing the student worked more than 50 hours, the work-study coordinator may authorize payment for the total number of hours worked rather than limit reimbursement to 50 hours.





	c.  [Request for Additional Hours.]  A student may request additional hours if the current contract did not exhaust the maximum hours permitted during the certified enrollment period.  Consider the student's request on the same basis as other requests for work-study benefits pending at that time.  Process a request for additional hours as an extension of the current contract rather than a new contract (see subpar. a concerning only one advance payment per enrollment period).  Have the student complete VA Form 22-8692a.  The following examples of requests for extensions illustrate this principle:





	Example 1:  A student enrolled for one semester (15 weeks) originally requested a contract for 100 hours, completes those hours and now requests an additional 100 hours during the same semester.  (See par. 9.08.)





	Example 2:  A student enrolled for an entire school year (two semesters of 15 weeks each) originally requested a contract for 300 hours, completes those hours during the first semester and requests an additional 300 hours during the second semester.  (See par. 9.08.)


�



	[d.]  Delegation of Authority  





	(1)  If the work-study payments are processed outside the Finance activity, the individual processing and authorizing these payments must have a written delegation of authority from the RO Director or his or her designee.  If the individual designated to process and authorize these payments is the ELR, the delegation must be signed by the RPO Director (or his or her designee).





	(a)  If the station has a combined Veterans Services and Adjudication Division, and the work-study payments are processed and authorized in that division, the SCM (Service Center Manager) must have a written delegation of authority from the RO Director or his or her designee.  The SCM can further delegate this authority to his or her employees assigned payment and authorization responsibilities.  These delegations should specifically identify and specify limitations for BDN commands (i.e., FIST and FAUT) for processing and authorizing work-study payments.





	[(b)]  If the station has a separate Veterans Services Division, and the work-study payments are processed and authorized in that division, the VSO must have a written delegation of authority from the RO Director or his or her designee.  The VSO can further delegate this authority to his or her employees assigned payment and authorization responsibilities.  These delegations should specifically identify and specify limitations for the BDN commands (i.e., FIST and FAUT) for processing and authorizing work-study payments.





	(2)  It is essential that the person delegated this payment authority follow these procedures and VBA Handbook 4420 (formerly MP-4, part IV, chapter 14) to establish and maintain adequate internal controls over the work-study payment function to ensure integrity of the program.  The SCM or VSO should consider using a Systematic Analysis of Operations for that purpose.





9.08  MAXIMUM HOURS OF SERVICE





NOTE:  See appendix A for maximum hours of service when using work-study to offset education debts.  





	a.  Total Hour Limitation.  The maximum number of hours of work-study service that a student may perform 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 enrollments. 





	b.  Semester, Quarter or Term Limitation.  For courses organized on a semester, quarter or term basis, the total number of hours of work-study service is limited to 25 times the number of weeks shown in the enrollment certification.  If the enrollment certification shows 12 weeks, the limitation would be 25 x 12 weeks or 300 hours.  (If the student is certified for an entire school year of two semesters or three quarters, the limitation is 25 hours times the number of weeks shown in the enrollment certification subject to the maximum of 1,300 hours for 52 weeks.  (See subpara. c below.)





	c.  Calendar Year Limitation.  For enrollments for an entire calendar year (52 weeks), the total number of hours of work-study service is limited to 1,300 hours in any 12-month period.  


�



9.09  REPORTING HOURS WORKED





	a.  Time Card.  Keep a record of hours worked on VA Form 22-8690.  Complete items 1 through 6a on this form before sending it to the work-study claimant's designated supervisor when the claimant will perform services outside the RO.  The person responsible for supervising the work-study claimant will generally maintain this time card.





	b.  Reporting of Hours 





	(1)  The supervisor of the work-study claimant should submit a time card to the work-study coordinator to report the hours worked after the claimant completes each 50 hours of service.  The final time card may be for less than 50 hours if less than 50 hours remain to complete the contract, or if the claimant ceases to perform services before the completion of the contract.





	(2)  The claimant's current mailing address must be shown on the time card when it is submitted for payment.  





	(3)  The work-study coordinator may accept a FAX or a copy of any time card and authorize payment based on the Fax or copy.  However, the supervisor of the work-study claimant must also submit the original time card to the work-study coordinator when the claimant completes the entire contract or ceases to perform services before the completion of the contract.  





NOTE:  The work-study coordinator has the authority to withhold the authorization of payment until the original time card is received if the FAX or the copy appears to have been altered or appears questionable.





9.10  UNSCHEDULED TERMINATIONS AND REDUCTIONS IN TRAINING TIME





NOTE:  See appendix A for unscheduled terminations when using work-study to offset education debts.  





	a.  Written Notice of Termination.  If an agreement is terminated by either the student or VA, take the appropriate action to terminate the record and give written notice of this termination to the student and the supervisor.  If the student ceases to perform the agreed-upon service and does not notify VA, send the student a dictated letter providing him or her with notice of termination stating why the agreement is terminated and the effective date of termination.  Include notice of the right to appeal (VA Form 4107).  In the event an unscheduled termination cannot be avoided, use the date that the student last performed service as the date for computing the allowable cumulative hours on the timecard.





	b.  Reduction Actions [(Advance Payment Cases)]   





	(1)  If a student reduces his or her training time to less than 3/4 time [after receiving an advance payment] and continues training at the reduced rate after he or she signs a work-study agreement, the work-study coordinator will normally allow the student to complete the number of hours for which an advance payment was issued.





	(2)  [  ]  The work-study coordinator will fully document the situation in a memorandum requesting the concurrence of the Director, or his or her designee, before taking the following action:





	(a)  [Disallow further payment] if the work-study coordinator believes that it is in the best interest of VA and the student not to allow the student to complete the number of hours for which an advance payment was issued; or,





	(b)  [Allow further payment] if the work-study coordinator believes that it is in the best interest of VA and the student to complete the full number of hours of service specified in the agreement.





	(3)  The work-study coordinator will keep a copy of the approved memorandum for a period of 12 months.


�
	(4)  If the student is not allowed to complete the number of hours for which an advance payment was issued (see subpar. 2a), terminate the contract and send the student a dictated letter notifying him or her of the specific reason(s) for the action taken.  Include VA Form 4107.  Send a copy of the letter to the student’s supervisor and a copy for filing in the student's education or vocational rehabilitation file.





	(5)  If the student is allowed to complete the full number of hours specified in the agreement (see subpar. 2b), send the student a dictated letter stating that he or she can complete those hours either during the same term, quarter or semester in which he or she ceased to train 3/4 time or the next term, quarter or semester immediately following.  In no event may the student perform services beyond his or her delimiting date.  Send a copy of the letter to the student’s supervisor and a copy for filing in the student's education or vocational rehabilitation file.





	c.  [Reduction Actions (Non-Advance Payment Cases)   





	(1)  If a student reduces the rate of his or her training to less than 3/4 time, has not received an advance payment and continues training at the reduced rate of training after he or she signs a work-study agreement, the work-study coordinator will normally allow the student to complete the number of hours in the contract.





	(2)  Alternatively, the work-study coordinator will fully document the situation in a memorandum requesting the concurrence of the Director, or his or her designee, if the work-study coordinator believes that it is in the best interest of VA and the student not to allow the student to complete the number of hours in the contract.  The work-study coordinator will keep a copy of the approved memorandum for a period of 12 months.





	(3)  If the student is not allowed to complete the number of hours in the contract, terminate the contract and send the student a dictated letter notifying him or her of the specific reason(s) for the action taken.  Include VA Form 4107.  Send a copy of the letter to the student’s supervisor and a copy for filing in the student's education or vocational rehabilitation file.





	(4)  If the student is allowed to complete the full number of hours specified in the agreement (see subpar. 2b), send the student a dictated letter stating that he or she can complete those hours either during the same term, quarter or semester in which he or she ceased to train 3/4 time or the next term, quarter or semester immediately following.  In no event may the student perform services beyond his or her delimiting date.  Send a copy of the letter to the student’s supervisor and a copy for filing in the student's education or vocational rehabilitation file.]





	d.  [Termination Actions (Advance Payment Cases)





	(1)  If a student terminates his or her training after signing a work-study agreement, the student will not be allowed to complete any additional hours beyond the hours represented by the advance payment.  If the hours represented by the advance payment have not been completed and the work-study coordinator believes that it is in the best interest of VA and the student to complete those hours, he or she will fully document the situation in a memorandum requesting the concurrence of the Director, or his or her designee, before taking such action.  The work-study coordinator will keep a copy of the memorandum for a period of 12 months.





	(2)  Take action to terminate the contract on the appropriate date and send the student a dictated letter notifying him or her of the specific reason(s) for the action taken.  Include VA Form 4107.  Send a copy of the letter to the student's supervisor and a copy for filing in the education or vocational rehabilitation file.





	e.  Termination Actions (Non-Advance Payment Cases)





	(1)  If a student terminates his or her training after signing a work-study agreement and has not received an advance payment, the student will not be allowed to complete any additional hours beyond the hours during the month in which he or she terminates training.  





	(2)  If a student has other education benefits suspended because of unsatisfactory progress, the student may only complete those hours of uncompleted service during the month in which VA suspended his or her benefits.





	(3)  Take action to terminate the contract on the appropriate date and send the student a dictated letter notifying him or her of the specific reason(s) for the action taken.  Include VA Form 4107.  Send a copy of the letter to the student's supervisor and a copy for filing in the education or vocational rehabilitation file.





	f.  Actions on Debts (Advance Payment Cases)





	(1)  Consider any hours of unperformed service for which the student received an advance payment as a debt subject to recovery.  The amount of the debt will be an amount equal to the number of hours of unperformed services multiplied by the hourly rate of the advance payment.  Collection of these overpayments will be actively pursued.





	(2)  In the event of a work-study overpayment, note all appropriate information on an Optional Form 41 and forward this to the Finance activity or to the employee responsible for the introduction of the overpayment to the education master record in BDN.  





	g.  Actions on Debts (Non-Advance Payment Cases)





	(1)  Consider any hours of unperformed service for which the student received payment as a debt subject to recovery.  The amount of the debt will be an amount equal to the number of hours of unperformed services multiplied by the hourly rate of the payment.  Collection of these overpayments will be actively pursued.]





	(2)  In the event of a work-study overpayment, note all appropriate information on an Optional Form 41 and forward this to the Finance activity or to the employee responsible for the introduction of the overpayment to the education master record in BDN.  





9.11  WORK-STUDY SERVICES





NOTE:  See appendix A for approved work study services when using work-study to offset education debts.  





	a.  General.  For all work-study positions (VA and non-VA), the work-study coordinator will ensure that written position descriptions and other communications clearly specify the duties of the work-study student and meet the requirements of the law.  The work-study coordinator will keep a copy of each position description.  





NOTE:  If a work-study coordinator has questions as to whether a non-VA position qualifies for approval, he or she should send specific information about that position to "VAVBAWAS/CO/225" and request advice.





	b.  Work-Study Student Duties.  Assign work-study students any number of a wide variety of duties related to VA activities.  Insofar as possible, make work-study assignments that are consistent with and capitalize upon a student's area of study so that the services that he or she performs 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)  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.





	(2)  As an operating policy, use work-study students to supplement the regular work force.  Do not replace employees on a continuing basis.  Work-study students will not, under any circumstances, displace regular employees.


�



	c.  VA Facility Assignments  





	(1)  In general, view any VA facility as having the potential to offer appropriate VA work-study employment.  Assign work-study students to suitable activities at any VA facility, including, but not limited to ROs, medical centers, national cemeteries, insurance centers, domiciliaries, data processing centers, supply depots and VA Central Office.  VA facilities do not have any limitations as to duties for work-study students.  Also consider subordinate locations such as outpatient clinics and VA offices.





	(2)  Maintain a current listing of all VA facilities within the jurisdiction of the RO.  Contact the appropriate VA official at these facilities to publicize the work-study program and develop work-study positions.  Give particular emphasis to fostering program participation within VHA and [NCA] in order to achieve a more balanced use of student services throughout the VA system.





	(3)  Do not relegate outreach assignments for VA work-study students solely to non-VA organizations.  Be aware of the various outreach efforts originating from within VBA, [NCA] and VHA and actively attempt to place work-study students in these VA activities.





	(4)  Consider using work-study students 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.





	d.  Educational  Institutions.   Educational institutions do have limitations as to duties for work-study students.  To qualify for having work-study students, an educational institution must be an approved Institution of Higher Learning  or Non-College Degree facility.  





	(1)  A school may assign VA work-study students to assist with VA paperwork processing.  These students may be supervised by a school official.  The majority of time worked (work done) 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.  Examples of processing VA paperwork include but are not limited to the following: completing education applications, enrollment certifications, and notices of change in enrollment status; or doing monthly check-ins where students routinely verify their course load information with the appropriate school official.  Work-study students may not sign certifications for or in the place of the certifying official.





	(2)  The work-study coordinator should periodically (not less than twice in a calendar year) consult with the field station's education services unit to identify those educational institutions experiencing persistent or unusual overpayment problems.  In the event that the education services unit has been consolidated into an RPO, the coordinator will consult with the RPO education services unit.  Contact the appropriate school official and explore ways in which available work-study assistance may be brought to bear in alleviating the problem.





	e.  DOD Facility Assignments.  DOD (Department of Defense) facilities have limitations as to duties for work-study students.  If the work�study coordinator assigns a student receiving educational assistance under title 10, U.S.C., chapter 1606 to work at a DOD facility, that student can be authorized to perform activities relating to the administration of chapter 1606 benefits.  Otherwise, a DOD facility can only use work-study students for disseminating information on VA benefits and services and providing assistance to individuals to obtain these benefits.   Duties may also include, to the extent feasible, providing information on other governmental programs determined to be beneficial to veterans.
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	f.  Other Non-VA Facility Assignments.  (This type of item addresses facilities which are not addressed previously in subparagraphs a through e.)  Other non-VA facilities have limitations as to duties for work-study students.  A non-VA facility can only use work-study students for disseminating information on VA benefits and services and providing assistance to individuals in obtaining these benefits.  The non-VA facility cannot use the work-study students to do paperwork.  (Work-study students assigned to VA facilities or educational institutions may do paperwork.)  Duties may also include, to the extent feasible, providing information on other governmental programs determined to be beneficial to veterans.  The work-study coordinator should be aware of non-VA facilities such as employment services offices, DOD facilities, and other community organizations which may present logical points for VA outreach work-study assignments.  The coordinator should periodically review telephone books and other available material in an effort to expand the number of the non-VA facilities.





9.12  SUPERVISION OF WORK-STUDY STUDENTS AT NON-VA ORGANIZATIONS





	a.  General.  VA employees must exercise controls at two distinct levels in supervising those students assigned to non-VA organizations.





	(1)  The work-study coordinator must ensure that non-VA organizations (other than DOD facilities) restrict the use of work-study students to VA outreach activities.  Before placing a work-study student at a non-VA organization, make sure that written position descriptions and other communications with the non-VA organization clearly specify the nature of acceptable VA related activities.  





	(2)  After the work-study student either completes his or her contract or terminates the contract, contact the non�VA organization and get feedback to evaluate the continued placement of work-study students with that non-VA organization.  Also get feedback to evaluate the future placement employment of the work-study student initially assigned to this non-VA organization.





	b.  "Supervisory VA Employee" and "Non-VA Organization Supervisor."  The following definitions apply to the following subparagraphs:





	(1)  A "supervisory VA employee" is a VA employee assigned the responsibility of maintaining reports and records for a work-study employee.  This is usually the work-study coordinator.  However, the station Director, or his or her designee, may delegate this responsibility to some other employee, e.g. a VBC (Veterans Benefits Counselor), a VSR (Veterans Services Representative), or a VA Military Service Coordinator who would have more contact with the work�study employee than the work-study coordinator.  NOTE:  If the employee designated as the "supervisory VA employee" is the ELR, the delegation must be signed by the RPO Director (or his or her designee).  Although some of the required record keeping can be accomplished by telephone and mail, the "supervisory VA employee" should maintain personal contact when distance and travel funds permit.   





	(a)  The "supervisory VA employee," in cooperation with the non-VA organization, is responsible for getting appropriate information (such as hours worked) to the work-study coordinator.  If a time card has not been received during the previous month, he or she should call the "non-VA organization supervisor" and confirm that the work-study student has continued completing hours toward fulfilling the contract.  Annotate the contact in the student's records.  The "supervisory VA employee" may rely on telephone reports from the "non-VA organization supervisor" as to the hours worked and the nature of the work.  Such feedback will also be used by the work-study coordinator to evaluate if that work site should be used for future work-study placement.





	(b)  The "supervisory VA employee" should maintain an active file or individual folder with the required documentation, records and reports for each student supervised.  Review all active contracts at least monthly.  Maintain the active file until the work-study contract is completed or terminated.  Dispose of inactive files in accordance with RCS VB�1, part I, item 06�032.000, when applicable.





	(2)  A "non-VA organization supervisor" is an employee of the non-VA organization assigned the actual supervision of a work-study employee.  He or she will keep track of the hours worked and report periodically to the "supervisory VA employee."





	c.  Coordination of Work-Study Information.  Normally, the "non-VA organization supervisor" will automatically send the work-study student's time card for the previous months hours to the "supervisory VA employee."  If the "supervisory VA employee" does not get a time card during the previous month, he or she must call the "non-VA organization supervisor" and confirm continued employment.  Update appropriate information in the student's records.





	d.  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, the work�study coordinator will give written notice of at least two workdays that VA will withdraw students from work-study activities with the organizations.  Specifically state the reason in the letter.  After giving written notice to the organization, call the work-study students and tell them not to report to that organization.  Permit the work-study students involved to complete their contracts at some other approved location.





9.13  ANNUAL SURVEY





	The Education Service will make an annual survey to determine number of hours needed to support the work�study program.  Education Service will extract information from historical data and DOOR (Distribution of Operational Resources) reports for this survey.





9.14  COMPLIANCE ACTIONS





	The work-study coordinator should regularly send lists of work-study students to the ELR with jurisdiction over that station's education processing.  The lists should be sent at least quarterly and include the student's name, file number, and site information (complete name and address).  The ELR will use this information to include work-study if that site is chosen for a regular compliance survey.
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APPENDIX A





PAYMENT OF WORK-STUDY ALLOWANCE





FOR OFFSETTING EDUCATION DEBTS


�



9A.01  GENERAL





	a.  The Work-Study Allowance Program offers an additional way to repay an education debt to the government for claimants who owe such this education debt under one of the education programs administered by the VA (Department of Veterans Affairs).  (Reference:  38 CFR 1.929.)





	b.  This program to offset education debts will be administered similarly to the provisions contained in chapter 9, except as noted in this appendix.





	c.  This program uses these forms:





	(1)  VA Form 22-8690, Time Record (Work-Study Program).





	(2)  VA Form 22-8691d, (Application for Work-Study Allowance to Repay an Education Debt, Under 38 USC Section 3485).





	(3)  VA Form 22-8692d, Claimant Work-Study Agreement (Repayment of Education Debt).





	(4)  VA Form 22-8693, Work-Study Control Register (Claimant Services).





NOTE:  Until VA Forms 22-8691d and 22-8692d are available, RO (Regional Office) work-study coordinators can accept applications and contracts for this program by modifying VA Forms 22-8691 and 22-8692.  For assistance in this modification, direct E-mail to "VAVBAWAS/CO/224B."  Education Service will fax a copy of the form needed to the RO work�study coordinator.





9A.02  ELIGIBILITY





	a.  Work-study allowance is potentially payable to claimants who owe an education debt.  The amount of the debt considered in this program is the total debt to the government, to include all accumulated interest, administrative costs and other fees.  (Reference:  38 CFR 1.929.)  The debt must have been created under chapters 30, 31, 32, 34, 35, or 36 of title 38, U.S.C., or chapter 1606 of title 10, U.S.C.  Claimants under this program do not have to be enrolled in school.  Claimants may also qualify for this program if they are beyond their delimiting date. 





	b.  If the claimant requests a waiver of his or her education debt, the claimant does not qualify for this program while the waiver request is pending.  If the claimant appeals the denial of this request to BVA (Board of Veterans Appeals), or  to CVA (Court of Veterans Appeals), the claimant loses eligibility for this program.  However, if VA, BVA, or  CVA denies the waiver request, or the appeal, the claimant again qualifies for this program.  





	c.  VA may not offer a work-study contract to an individual who is receiving compensation from another source for the work�study services the individual wishes to perform.  





	d.  VA may not offer a work-study contract to an individual if VA determines that the debt can be collected through other means such as collection in a lump sum, collection in installments, or compromise of the debt.





9A.03  WORK-STUDY COORDINATOR 





	In addition to the responsibilities stated in paragraph 9.03, the station work-study coordinator is also responsible for administering this program.  As this program involves recovery of an education debt, the RO work-study coordinator should work closely with the RPO (Regional Processing Office) work-study coordinator.  The work-study coordinator will: 





�



	a.  Work with the station Finance activity to modify all letters that the station sends to notify the claimant of the creation of an education debt under chapters 30, 31, 32, 34, 35, or 36 of title 38, U.S.C., or chapter 1606 of title 10, U.S.C.   (See fig. 9A.01 for suggested wording for adding a paragraph in addition to those requirements specified by MP�4, part 8, chapter 3.)  





NOTE:  Figures 9A.01 and 9A.02 are designed to send applications for this program to potential claimants.  The application (VA Form 22-8691d) has the specific eligibility criteria for this program.








You may use the VA work-study program to repay your education debt.  If you are interested in this program, you should call our toll free telephone number (800) 827-1000) and request that we send you the application for this program (VA Form 22�8691d (Application for Work-Study Allowance to Repay an Education Debt, Under 38 USC Section 3485).  You should complete it and return it to this office, to the attention of our work-study coordinator.  





Figure 9A.01.  Sample Wording Paragraph (RO Letter)





NOTE:  DMC (Debt Management Center) will modify appropriate  debt notification letters that notify claimants of an education debt as shown in figure 9A.02. 








You may use the VA work-study program to repay your education debt.  If you are interested in this program, you should call our toll free telephone number (800) 827-1000) and request that we send you the application for this program (VA Form 22�8691d (Application for Work-Study Allowance to Repay an Education Debt, Under 38 USC Section 3485).  You should complete it and return it to the office that sent it to you, to the attention of that office's work-study coordinator.  





Figure 9A.02.  Sample Wording Paragraph (DMC Letter)





NOTE:  Education Service will request the Hines Benefits Delivery Center to modify appropriate education letters that notify claimants of an education debt.  Until such time as these letters are installed, all ROs should be aware that claimants may qualify for this program and not be aware of such qualification.  Stations should incorporate appropriate information into letters notifying claimants about all education debts.  For example, include such information in the denial of a claimant's request for waiver.





	b.  Work with station personnel to modify any manual or automated system to include information or programming for this program.





	c.  Review all applications and approve or disapprove claimants under this program.  (See par. 9A.04.)





	d.  Work with DMC to ensure that claimants accepted in this program are not included on a list of VA debtors sent to the IRS (Internal Revenue Service).  IRS will routinely withhold any income tax refund for each individual on the list.  (If the name of a claimant accepted in this program was previously included on this list, DMC should contact IRS to ensure that any income tax refund is not held.)





	e.  Work with DMC, or the station Finance activity, as appropriate, to ensure that the debt collection is suspended during the work-study contract period. 





NOTE:  If the work-study coordinator needs to forward information to DMC, use routing symbol "389 OPS."  When sending E-mail, direct it to "VAVBASPL/DMC/89."  





9A.04.  APPLICATION PROCEDURES





	a.  Application Requirement.  A claimant applying for a VA work-study benefit under this program must complete VA Form 22-8691d.  Upon receipt of an application, the work-study coordinator should take the steps shown below:





	(1)  Contact the station committee on waivers and compromises, the RPO station committee on waivers and compromises, and DMC to determine the following:





	(a)  If the claimant has submitted a request for waiver or compromise of the education debt (or an appeal of the denial of a waiver request).  





NOTE:  DMC does not handle requests for waivers or compromises, but refers these requests to the station having jurisdiction over the education debt.  DMC would know if the claimant has submitted a request for waiver or compromise.





	(b)  If there is any evidence that the claimant's education debt can be collected through other means such as collection in a lump sum, collection in installments, or compromise.  





	(2)  If each staff has a negative reply to the inquiry for information shown subparagraphs (a) and (b) above,  the RO work-study coordinator should continue processing the application.





	(3)  If any staff has a positive reply to the inquiry for information shown subparagraphs (a) and (b) above,  the RO work-study coordinator must deny the application.  





	b.  Period Covered by Application.  The claimant must contract for sufficient hours to become entitled to a sum large enough to liquidate the whole education debt; however, the contract cannot exceed 52 weeks.  See the example below.  In determining the number of hours per week and the number of weeks necessary to liquidate the education debt, VA will use the amount of the education account receivable, including all accrued interest, administrative costs and marshall fees outstanding on the date the contract is offered to the claimant and all accrued interest, administrative costs and marshall fees VA estimates will have become outstanding on the date the debt is to be liquidated.





EXAMPLE:  If the claimant owes $2,000.00, the claimant would have to enter into a contract to perform services for a total of 388.35 hours, based on the Federal minimum wage of $5.15 hourly.  (2,000 / 5.15 = 388.35)  Change the fraction of an hour to minutes.  (.35 X 60 = 21)  Round up the minutes.  In this example, the claimant would have to contract to work 388 hours and 21 minutes.  If the education debt exceeds the amount that can be liquidated within 52 weeks, the claimant does not qualify for this program.    





NOTE:  Currently, only chapter 35 claimants are charged accrued interest, administrative costs and marshall fees.  Use these calculations only on chapter 35 claimants under this program.  The local Finance activity should make these calculations. 





	c.  Time for Application Submission.  A claimant may submit a work-study application at any time following creation of an education debt.  There is no time limit set by law for submission of an application. 





	d.  Number of Applications.  A claimant only needs to file one application for this program.  





	e.  Retention of Application.  File the original of VA Form 22-8691d in the claimant's work-study folder.  Keep all work-study documentation in the claimant's work-study folder, unless such documentation is retained electronically.  Destroy this documentation one year after termination of the agreement.  See RCS (Records Control Schedule) VB�1, part I, item 06�031.000.   
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	f.  Actions after Selection  





	(1)  Upon selection of a claimant, notify both Education Service and DMC of the selection.  Send the claimant's name and file number to "VAVBAWAS/CO/224B" and "VAVBASPL/DMC/89."  





	(2)  Also send DMC the beginning and ending dates of the contract and the dollar amount of the debt to be recouped.  Request that all debt collection efforts pertaining to the education debt, including having the claimant's name and social security number removed from the IRS list shown in paragraph 9A.03d, be suspended until after the ending date of the contract.  Provide DMC with contact point information (a name and telephone number or E-mail address) should DMC need to follow up on the debt.





	(3)  Upon selection of a claimant, prepare VA Form 22-8692d and a dictated letter.  Do not use FL 20-687, Notification of Selection for Work-Study Program, or FL 20-687a, Acceptance Letter to Work-Study Claimant.  Both of these letters would give the claimant erroneous information (school attendance).  In addition to informing the claimant of where and when to report, the dictated letter must also inform the claimant that he or she can elect to have part of his or her other VA benefits used to recoup the debt.  Request the claimant to return all copies of the signed agreement within 10 days from the date of the letter.  Make an entry in the control register if the dictated letter does not elicit a reply within 10 days. 





	(4)  Do not send a copy of VA Form 22-8691d to the RPO.  If the claimant is still within his or her delimiting date and has education entitlement remaining, send the RPO work-study coordinator the following information via E-mail:  the claimant's name; file number; agreement number (e.g., 31-7-01234); beginning and ending dates of the contract; and indicate which benefit is or may be appropriate.  The RPO work-study coordinator will refer the information to the appropriate section.  That section will coordinate with the RPO Finance activity to ensure that education benefits will not be offset by the education debt while the claimant is in this program.





	g.  Assignment of control number.   See paragraph 9.04g.





	h.  Distribution of Agreement Copies.  See paragraph 9.04h.





	i.  Control Register.  See paragraph 9.04i.





	j.  Non-Selection Actions.  If a claimant is not selected for this program, promptly notify the claimant in writing that his or her application for the work-study program has not been approved.  Include the specific reason or reasons for non�selection and a summary of the evidence considered.  Also include VA Form 4107, Notice of Procedural and Appellate Rights.  Send a copy of the letter to the claimant's education or vocational rehabilitation folder.





9A.05  FACTORS IN THE SELECTION PROCESS





	a.  Factors for Consideration.  See paragraph 9.05 for factors in the selection process for payment of work-study benefits.  Candidates attending school and receiving actual work-study payments (as opposed to candidates having work�study payments applied to an education debt) must receive first consideration for available jobs when there are only a limited number of jobs available in any given geographical area.  (See 38 CFR 1.929(b).)  After those candidates have been selected, and if there are additional jobs available, then select the candidates who are applying for debt reduction using the same factors. 





	b.  Avoidance of Bias.  See paragraph 9.05b. 





�



9A.06  VERIFICATION FOR PAYMENT





	Claimants do not have to be attending school to be eligible for this program.  (If claimants are attending school, the work-study coordinator must annotate the work-study folder to review BDN as shown in paragraph 9.06 to ensure that the claimant does not create an additional education debt by reducing credit hours or stopping school before the scheduled termination date.)   Claimants may even qualify for this program beyond their individual delimiting date.  For these claimants that are beyond their delimiting dates, work-study coordinators do not have to review BDN for any reason under this program other than to ensure that the claimant has an education debt.  





9A.07  PAYMENTS





	a.  Payments for New Contracts  





	(1)  A claimant selected for this program does not qualify for an advance payment.  





	(2)  Ensure that all amounts earned under this program are applied to the claimant's education debt.  Authorize the work-study allowance at the Federal minimum wage or the State minimum wage (if the state has a minimum wage), whichever is greater.  





	(3)  If there is an increase in the rate (such as an increase in the Federal or State minimum wage) that will increase the rate of recovery of the debt, increase the rate of work-study payments to the increased rate.  Also, reduce the number of hours to reflect the increased rate of recovery of the debt.  





	(4)  Thirty days after entry into this program, make a review to ensure that the claimant has worked or is in the process of working the number of hours for which he or she contracted.  If there is no evidence that the claimant is working, take action to verify employment and the anticipated completion date of the hours.  If appropriate, terminate the work-study contract.  





	(5)  Reduce the debt after the claimant completes 50 hours of work or the balance if less than 50 hours remain in the contract.





	b.  Request for Additional Hours.  A claimant cannot request additional hours as the initial contract must have contracted for sufficient hours to recoup the education debt, or for a maximum of 52 weeks. 





NOTE: While no additional hours can be authorized, the work-study coordinator can consider a second application from a claimant if he or she was previously selected for this program, performed work-study services, quit for a valid reason.  The work-study coordinator can approve a second contract only for those hours that remain not performed during the first contract.  





EXAMPLE:  A claimant was accepted into this program for a total of 1,000 hours.  He performed 600 hours satisfactorily, and quit because of an illness in his immediate family.  The work-study coordinator can approve a second contract for the remaining 400 hours needed to recoup the claimant's education debt.





	c.  Delegation of Authority.  See paragraph 9.07c.





	d.  Specific BDN Actions for Applying Work-Study Allowance to Education Debt  





	(1)  Review BDN to determine the current amount of the claimant's education debt.  (If the amount of payment is equal to or exceeds the amount of the debt, consult with the work-study coordinator.  The work-study coordinator should review the total number of hours authorized and adjust those hours to equal the amount of the education debt.  After adjustment of those hours to equal the education debt, authorize work-study allowance to recoup the entire debt and terminate the work-study award.)





	(2)  If the BDN review shows that the claimant' education debt does not involve a chapter 35 debt, the RO should take the following actions:





	(a)  Using the FIST (Fiscal Transaction) command, access the F25 (Accounts Receivable Adjustments) screen and process an 08E (Decrease Fiscal) transaction.  (The FIST command is used to adjust accounts receivable.)  Enter the total amount of work-study allowance earned by the claimant shown on a specific time record in the TRANS AMT (Transaction Amount) field.  Complete any other necessary fields on this screen (such as the CODE/CLASS CODE and the DATE fields) with appropriate information.   





	(b)  Using the FAUT (Fiscal Authorization) command, access the F95 (Fiscal Authorization - Education) screen and approve the 08E transaction.  (A person other than the individual who processed the FIST command must process the FAUT command.)





	(c)  Hold the time record until the next education processing cycle is available on BDN.  Review BDN during the next education processing cycle to ensure that the work-study payment was applied to the claimant's education debt.





	(3)  If the BDN review shows that the claimant' education debt does involve a chapter 35 debt, the RO work-study coordinator should request DMC to take the FIST and FAUT actions specified in subparagraph 2 above and then notify the work-study coordinator of the date those actions were taken.  The work-study coordinator should hold the time record until the next education processing cycle (after those actions were taken) is available on BDN.  Review BDN during the next education processing cycle to ensure that the work-study payment was applied to the claimant's education debt.





	e.  Payments for Additional Hours (Beyond Hours Needed to Repay Debt).  If the claimant has completed additional hours beyond those hours needed to recoup the debt, determine if the claimant was at fault in working the additional hours.  Determine that the claimant was at fault if he or she knew that he or she was working hours over and above those needed to recoup the education debt.





	(1)  If the claimant is at fault in working additional hours (knew that he or she was working additional hours over and above those needed to recoup the education debt), prepare a memorandum for the signature of the station Director.  If the Director approves the memorandum, notify the claimant by dictated letter denying any payment for those hours.





	(2)  If the claimant is not at fault in working additional hours (did not know that he or she was working additional hours over and above those needed to recoup the education debt), authorize payment for those additional hours and terminate the work-study contract. 





NOTE: The work-study coordinator should use judgment whether the claimant could reasonable know if he or she was working these additional hours.  Apply the "reasonable doubt" criteria where applicable.   





9A.08  MAXIMUM HOURS OF SERVICE





	a.  Total Hour Limitation.  The maximum number of hours of work-study service that a claimant may perform under this program is limited to the lesser of the following:  the time needed to repay the total amount of the claimant's education debt, or 52 weeks.   (The claimant is limited to working 40 hours weekly.  Reference:  38 CFR 1.929(e)(1).)





	b.  Semester, Quarter or Term Limitation.   Claimants under this program do not have to be attending school.  There is no semester, quarter, or term limitation for these claimants.





9A.09  REPORTING HOURS WORKED





	a.  Time Card.  See2 paragraph 9.09a.





	b.  Reporting of Hours.  See paragraph 9.09b.


�



9A.10  UNSCHEDULED TERMINATIONS





	a.  Written Notice of Termination.  If an agreement is terminated by either the claimant or VA, take the appropriate action to terminate the work-study award.  Give written notice of this termination to the claimant and the supervisor.  If the claimant ceases to perform the agreed-upon service and does not notify VA, send the claimant a dictated letter providing him or her with notice of termination stating why the agreement is terminated and the effective date of termination.  Include notice of the right to appeal (VA Form 4107).  In the event an unscheduled termination cannot be avoided, use the date that the claimant last performed service as the date for computing the allowable cumulative hours on the timecard.





	b.  Termination Actions   





	(1)  If the claimant's education debt is recouped by any other means (such as recovery by the IRS by withholding of an income tax refund check), or if the debt is waived or otherwise liquidated, the claimant automatically loses eligibility for this program.  Terminate the work-study account after first authorizing payments for any hours worked after the debt is recouped, waived, or otherwise liquidated.  (Reference:  38 CFR 1.929(d)(6).)





	(2)  If a claimant is receiving education assistance while liquidating a debt under this program, terminate the contract effective the last date that he or she received such education benefits if the BDN review specified in paragraph 9A.06 shows that the claimant either reduces the rate of pursuit or terminates such assistance and creates an additional education debt.  The work-study coordinator should contact the RPO work-study coordinator for such information.  (Reference:  38 CFR 1.929(d)(7).)





	(3)  If a claimant under this program does not satisfactorily perform work-study services, terminate the contract effective the last date that he or she satisfactorily performed these services.  (Reference:  38 CFR 1.929(d)(8).)





	(4)  The work-study coordinator should take action to terminate the contract on the appropriate date and send the claimant a dictated letter notifying him or her of the specific reason or reasons for the action taken.  Include VA Form 4107.  





	c.  Actions on Debts.  Notify DMC in the following instances:





	(1)  If the claimant has terminated his or her work-study contract and has not repaid the entire education debt, the work-study coordinator should notify DMC with the amount of the remaining debt and request that DMC resume appropriate collection action.  





	(2)  If the claimant has fulfilled his or her work-study contract and BDN shows total recovery of the education debt, the work-study coordinator should provide this information to DMC.





9A.11  WORK-STUDY SERVICES





	See paragraph 9.11 for information. 





9A.12  SUPERVISION OF WORK-STUDY CLAIMANTS AT NON-VA ORGANIZATIONS





	See paragraph 9.12.





9A.13  ANNUAL SURVEY





	See paragraph 9.13.





9A.14  COMPLIANCE ACTIONS





	See paragraph 9.14.
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