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Remote Hourly Student Work Guidance
(Not Applicable  to  Ph .D. or Maste r ’s students who se rve  as TA’s and  RA’s as a  pa rt of the ir p rogram  in  exchange  for stipend)

Provide  a  sim plified  ve rsion  of the  sta ff rem ote  work gu ide lines tha t acknowledges tha t 
studen t worke r role s a re  short te rm , non-exem pt positions, tha t a llow for academ ic and  
adm in istra tive  departm ent approva l of rem ote  work unde r the  following cond itions:

• Less than 30 days per year, from  any sta te , with  in ten tion  to  support rem ote  work 
during academ ic yea r b reak pe riods such  as fa ll, win te r and  sp ring b reak pe riods, or o the r 
such  circum stances tha t m ay requ ire  rem ote  work, a s approved  by the  supervisor

• More than 30 days per year, bu t on ly in  PA, CA, NY, VA, and  DC
• Require s com ple tion  of a  Remote Work Arrangement for Hourly Student 

Worker with  approva l/signa tu res from  the  departm en t head , ALG m em ber and  
the  dean  or vice  p re siden t

• Require s con tinued  use  of con tingency language  in  the  studen t hourly offe r 
le tte r 

• Require s the  h iring departm ent to  pay the  ju risd ictiona l hourly ra te  where  the  
work is pe rform ed , which  m ay re su lt in  the  loss of Fede ra l Work Study (FWS) 
e ligib ility with  budge t im pact

• Require s tha t the  studen t worke r be  h ired  in  Workday as a  Rem ote  Worke r with  
up-to-da te  address in form ation  



Remote Hourly Student Work Guidance
• Acknowledgem ent tha t the  m ajority of hourly studen t worker positions will NOT pass the  “critica l 

need” for rem ote  work conside ra tion  ou tside  of the  5 approved  sta tes. Excep tion  requests would  
be  m anaged  via  the Remote Work Arrangement for Hourly Student Worker process with  
add itiona l review/approva l by the  Rem ote  Work Stee ring Com m ittee   

• No offe rs shou ld  be  extended  to  p rospective  hourly studen t workers who a re  not p resen t in  the  
U.S. and  who, in  a  rem ote  con text, would  need  to  do  the ir work from  ou tside  the  U.S.

• F-1/J-1 studen ts m ust usua lly be  physica lly p resen t a t the ir designa ted  CMU cam pus to  m ain ta in  
the ir im m igra tion  sta tus. Hiring departm ents m ust consu lt with  OIE abou t these  situa tions 
be fore  advancing

• FWS m ain ta ins its  m axim um  wage  policy ($12/h r undergrad  and  $16/h r grad). Budge t im pact for 
departm ents h iring rem ote  studen ts with  h igher m in im um  wages as requ ired  by sta te  and  loca l 
regu la tions tha t exceed  FWS th reshold . Departm ents con tinue  to  absorb  any costs a ssocia ted  
with  studen t em ploym ent

• The  h iring departm ent has the  righ t to  deny offe ring a  position  based  on  the  studen t’s rem ote  
loca tion  and  correspond ing h iring ra te  tha t departm ent’s budge t cannot absorb  



Remote Hourly Student Work Guidance
• Hourly studen t positions tha t a re  approved  for rem ote  work m ust follow these  gu ide lines 

(exclud ing le ss than  30-day rem ote  work pe r year):

• Must pay the  sta te  and /or loca l m in im um  wage  based  on  the  ju risd iction  in  which  
the  work is be ing pe rform ed

• Studen t m ust ensure  the ir address in  S3 is upda ted  and  accura te  – feeds Workday

• Studen t m ust be  en te red  in  Workday Day as a  Rem ote  Worke r. The  HR Studen t 
Worke r Se rvices will then  be  included  in  the  h iring approva l pa th  in  Workday, AND 
will va lida te  the  be low item s:
• Offe r le tte r includes con tingency language  
• Approved  Flexib le  Work Arrangem ent Request Form  (Hourly Studen t) 
• Work au thoriza tion  and  Form  I-9 com ple tion



Hourly Student Worker Offe r Le tte r 
Required Contingency Language – Draft Highlights
• Pittsburgh-based rates of pay serve as the basis for student worker hourly rates. 

If you are receiving a higher rate of pay due to a higher local/state minimum 
wage as a remote worker and move back to Pittsburgh, your rate of pay will be 
adjusted back to an equivalent Pittsburgh based hourly rate of <$Rate>.

• Because of the continuing COVID-19 situation, there still remain many 
uncertainties that could impact programming, business needs and the role that 
you are being offered for [XXXX semester or the 2022-23 academic year]. As a 
result, this offer is contingent upon a number of variables, including but not 
limited to whether this position will be needed for the full term referenced above, 
and whether your role involves work that must be performed in -person or can 
continue to be performed remotely. Your hourly student position could be ended 
during the term for cause as determined at the university’s sole discretion for 
reasons such as availability of sufficient funding to support your work, 
satisfactory performance, attendance, continued work authorization, and 
compliance with university policy.



Hourly Student Employment Guidance  – Cam pus Resources

• General Student Employment Questions – HR Student Worker Services 
Em ail questions to : cm u-works@andrew.cm u.edu

• Compensation and State Minimum Wage Questions
Em ail questions to : Com pensa tion@andrew.cm u.edu

• Student Financial Services and Federal Work Study Questions
Ela ine  Ta illon , Sr. Assoc. Dir of Student Financia l Aid  a t e t0v@andrew.cm u.edu
https://www.cm u.edu/sfs/student-em ploym ent/index.h tm l

• Career and Professional Development Center
Pati Krave tz, Assoc. Dir for Experien tia l Learn ing and  Student Em ploym ent 
h ttps://www.cm u.edu/caree r/facu lty-and-sta ff/on-cam pus-em ploym ent-for-
sta ff/index.h tm l
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