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Who is eligible for the Work-study Program?

To receive VA Work-study benefits, the student must be receiving benefits under one of the following education programs:

· Title 38, USC, Chapter 30:  Montgomery GI Bill – Active Duty

· Title 38, USC, Chapter 31: Veterans Vocational Rehabilitation Program

· Title 38, USC, Chapter 32: Veterans Educational Assistance Program

· Title 38, USC, Chapter 35: Survivors and Dependence Educational Assistance Program

· Title 10, USC, Chapter 1606: The Montgomery GI Bill – Selected Reserves

· Title 10, USC, Chapter 1607: Reserve Educational Assistance Program

The student MUST be at least a three-quarter time student in a VA approved school.  If a question should arise whether a school is VA approved, call 1-888-442-4551 and speak to an education representative.

How does a student apply for Work-study?
First, the student should find a work site and determine if an opening exists for work-study.  Next, the supervisor at the work site must be willing to hire the student.  If the supervisor agrees  to hire the student, have the student complete VA Form 22-8691, Application for Work-study Allowance plus a Job Description form.  Both forms are contained in this document.  The application can also be found at http://www.vba.va.gov/pubs/educationforms.htm.  If you download the Application from the web, please include the Work Site Name, Address and Supervisor’s Name in block 12.  Fax the completed forms to (716) 551-3241.

If a student does not know of a work site, they may call the V.A. Regional office at 1-888-442-4551 and ask to be transferred to work-study unit.  The work-study unit will help the student to locate a site within a close proximity.

What type of work can a Work-study student perform?
Students must be assigned tasks that will permit them to perform 100% VA related activities.  Work-study sites include, but are not limited to, Department of Veteran’s Affairs offices, National Cemeteries, VA Medical Centers, Veteran Clinics, educational institutions, Department of Labor offices and some military installations, and State Approving Agencies.
**Note: Federal employees are NOT eligible to participate in the Work-study Allowance Program.  Students in receipt of VA education benefits and participating in an internship program are also barred to participate in the Work-study Allowance program.

If the student is not assigned to a Department of Veteran’s Affairs office, their primary responsibility must be Veteran’s outreach activities.

At Department of Defense facilities (military establishments), students receiving benefits under Chapter 1606 or Chapter 1607, Reserve and National Guard personnel, may ONLY work in activities related to the administration of Chapter 1606 or Chapter 1607 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.

Work-study in Department of Defense sites, National Guard and Reserves Units
It will be necessary for all DOD, National Guard, and Reserve Units, wishing to place a work-study in their unit, to meet the following requirements:


1. The work-study must be a chapter 1606 or 1607 and process paperwork dealing with Chapter 1606 or 1607 benefits only.


2. Fax a Job Description along with a list of all personnel and their file numbers who are presently receiving educational benefits.

The above steps will be necessary to meet the requirement.

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, except educational institutions.  Duties may also include, to the extent feasible, providing information on other governmental programs determined to be beneficial to veterans.

How is the application processed?

NOTE: A student CANNOT begin work-study until a signed contract has been sent to their Supervisor by the Work-study Department in Buffalo.  The supervisor can request permission for the work-study to begin early, but must obtain telephonic approval by the work study coordinator.

When the Work-study Unit receives the application and job description forms, they check for accuracy.  Once reviewed, the application is processed through the department’s computer software.

A contract is processed and sent to the Supervisor for the work-study student’s signature.   The work-study student then signs the contract and sends it back to the work-study unit for processing..

A Time Record, VA Form 22-8690, will be sent to the supervisor.

What are the supervisor’s responsibilities?

The supervisor has the following responsibilities:


Insure all correspondence is in PRINT and LEGIBLE
· Provide direct supervision to VA work-study students.

· Insure the student is trained to do the work as stated in the Job Description.

· Insure the work-study does not begin before their assigned start date.

· Insure the work-study does not work more than 8 hours per day.

· To initial the Time Record as new entries are recorded.  You are required to maintain the work-study file for 3 years.

· Confirm cumulative totals for hours worked.  Use 15 minute increments (i.e., 25, .5, .75).  Insure that the entries are made in black ink.

· Insure the student does not work more than the maximum number of hours allowed.  That can be found in paragraph 1 of the contract.

· Fax the Time Record to the Work-study department at 716-551-3241 in 50 hour increments (i.e., 50,100,150,200, etc.)

· If the faxed Time Record is the last for the work-study student, write “FINAL” on  the Time Record.  If student request a new contract and is still working on present contract, fax new application with the final time sheet, not before.  Do not fax new application without the final time record.  This office does not process extensions, so you must fax us a new application at the end of each contract.
· Report any changes in the work-study’s address to the Work-study department as soon as possible.  We request you don’t give out our direct line to any work-study.  You should make all inquiries for your work-study personally.

Following these guidelines allows the Work-study department to process Time Records, usually within 24 hours.  The payment request is then sent to the Department of the Treasury.  The work-study is usually paid within 7 to 10 business days.

Where can I get help?
The Work-study department is open from 8:00 AM to 5:00 PM EST during business days.  We stand ready to assist you.  We can be reached at:

Telephone:  716 857-3148/3146/3147
Fax:  716 551-3241

General VA Education Questions: 1-888-442-4551
Or http://www.gibill.va.gov

Veterans Services: 1-800-827-1000
Or http://www.va.gov
Enclosures:

VA Form 22-8691, Application for Work-study Allowance
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