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Agency Eligibility 

There is no restriction as to whether these jobs are located on or off campus. On-campus jobs can meet the definition of 
community services, provided that the services are open and accessible to the community. The service provided by the 
student employee must be in the public interest, meaning it primarily benefits the community as opposed to the agency 
or school. Work is NOT in the public interest if: 

• It primarily benefits the members of an organization with members of an organization with membership limits 
such as a credit union, a fraternal or religious order, or a cooperative. 

• Involves any partisan or nonpartisan political activity or is associated with a faction in an election for public or 
party office. 

• It is for an elected official unless the official is responsible for the regular administration of federal, state, or local 
government. 

• It is work as a political aide for any elected official. 
• It considers a student’s political support of party affiliation in hiring. 
• It involves lobbying on the federal, state, or local level. 

Community Service Work-Study Contracts 

Once a job description has been reviewed and classified as an appropriate position for the Community Service Work- 
Study Program, the University of Denver must enter into a written agreement (herein the “contract”) with the agency. 
Work-Study staff are authorized to initiate the contract with an agency on behalf of the University of Denver. Agencies 
must be non-profit or a public/government agency and are responsible for 30% of their work-study employees’ earnings.  

Neither supervisor nor student is permitted to contract with an agency. Contracts must be renewed every academic 
year. The agency is required to submit a copy of the State or IRS form and the agency’s Bylaws, Constitution, or Charter 
for verification. 

Tax-exempt status as described in the Internal Revenue Code is not an automatic qualification for the Community 
Service Work-Study Program. The Work-
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If a student with a work-study award receives any additional financial aid (including but not limited to scholarships, 
grants, or loans) their work award will need to be reduced by any amount necessary to prevent the student from 
receiving aid more than the maximum grant in aid as determined by the federal government. 

Job Description 

A job description is a written document which describes the duties of the job and the skills and knowledge a successful 
candidate will need to be hired for the position. A student cannot be hired without a current job description. 
Furthermore, every student employee should be able to consult the job description throughout the year to ensure that 
they have a clear understanding of their role within the unit.  

Supervisors hiring work-study positions are responsible for submitting the job description to the Office of Student 
Employment on the internship & job database, PCO. The job description should be associated with a Job Level 
Classification and Pay Grade Please consult the Office of Student Employment’s pay scale and job level classifications.  

Pay Rates 

The Department of Education regulations states the work-study positions pay rates shall be determined in accordance 
with the type of work the position is expected to perform. While a work-study student’s level of education is an 
important factor in the hiring process, this one classification alone does not provide a comprehensive evaluation of the 
requisite skills of a position. Pay rates for all DU employees cannot be below Denver’s minimum wage which is set to 
$17.29. Information on the Office of Student Employment’s recommended pay scale can be found on the website. 

Work-Study Award Earnings and Limits 

It is the supervisor’s responsibility to monitor their work-study student employees’ earnings to ensure a student does 
not earn more than their authorized award amount. The Work-Study coordinator will also review a work-study student’s 
earnings at the end of every pay period. If a student earns over their work-study award amount, then the coordinator 
will rectify the overage by charging the supervisor’s department, terminating the student’s work-study position, and 
adjust any financial overages that may result within the student’s account. 

Work-study student employees are also responsible for monitoring their work-study earnings. It is important for work- 
study student employees to use the pre-tax amount they earn, as opposed to the amount received after taxes, in 
tracking on their total earnings. 

Please refer to the resources for the Office of Student Employment resources for the Office of Student Employment 
when you begin the recruitment and hiring process for your student employees.  

 

 


