( IMPORTANT ANNOUNCEMENT (
To:

Department Heads & Secretaries/Assistants

From:
Linda Jajko, Financial Aid Assistant, UW Bursaries & International Programs, 
Student Awards & Financial Aid Office

Re:

Spring 2017 International Undergraduate Work-Study Program 

Date:

March 17, 2017
The Student Awards and Financial Aid Office is once again pleased to offer the UW International Undergraduate Work-Study Program for the Spring 2017 term. If you would like to employ an international student on a part-time basis using this program, please read this memo, complete the attached UW International Work-Study Program Job Description Form and return it to the Student Awards and Financial Aid Office by May 5, 2017.  Late submissions will be reviewed on a first-come, first-serve basis.   

What is the UW International Undergraduate Work-Study Program?
International students are not eligible for provincial government financial aid (OSAP) and may find themselves in need of supplemental funds to assist in the cost of their education. At present, obtaining other financing or part-time employment that fits the student’s academic schedule is very difficult. The UW International Undergraduate Work-Study Program is intended to assist in creating part-time meaningful employment opportunities for international students who require additional funding, are willing to work, and can demonstrate financial need.
The cost of the plan is shared on a 75/25 arrangement between a central university fund and your department.  Due to limited funding and the high demand for part-time positions across campus, Job Description forms will be reviewed and approved on a first come, first serve basis.  Up to 25 positions may be funded this fall.
What can it do for me?
You could employ an international student on a part-time basis for ¼ the normal cost, as the cost of the plan is shared on a 75/25 arrangement between the University and your department.  

What types of jobs can be included in the Program?
In order to be considered for approval, UW International Undergraduate Work-Study jobs must:

a) be created specifically for this program

b) not displace regular employees in any way

c) be flexible in terms of hours worked

d) have at least one (preferably two) contacts that are UW Faculty or Staff members.

Can I choose the student I want?
Yes.  Students are required to apply for eligibility into the program through the Student Awards and Financial Aid Office (SAFA) prior to applying for jobs.  SAFA will determine whether or not the student is eligible to participate in the plan, and approved students will then be referred to your department for a job interview.  You make the final hiring decision.
Is there a guarantee that my job will be filled?
Unfortunately, no.  Eligible students choose the jobs in which they are interested and are not “matched” with the employers.  Jobs that tend to receive the most interest are those that create meaningful work experience for the students.  
What are my responsibilities as an UW International Undergraduate Work-Study employer?
As an employer, your responsibilities include:
· Selecting the most suitable student from among those approved to participate in the program.

· Providing appropriate training and supervision. 

· Maintaining and verifying the number of hours worked by the student and keeping appropriate records.

· Submitting casual payroll requests every two weeks to ensure timely funding.
When can my job begin?
The Spring 2017 term begins May 1, 2017, and employment cannot extend past August 11, 2017.
What should the job pay?

A three-tiered salary system is in place. Based on job tasks, responsibility, and the skills required to complete the job, you may choose to pay the student $11.40 (minimum), $12.00, or (other) per hour. 
The International Work Study Plan will pay up to $1125.00 (75% of $1500.00) including vacation pay and benefits during an academic term.  Student salaries (including vacation pay and benefits) in excess of $1125.00 will be charged 100% to department accounts.
The Student Awards and Financial Aid Office will review each request to ensure equity.  
Students may work up to a maximum of 10 hours per week.

How can I get a job approved for funding through this Program?
Please complete the attached UW International Undergraduate Work-Study Plan Job Description Form and return it to the Student Awards and Financial Aid Office, NH by May 5, 2017.  If you have any questions, please call Linda Jajko in Student Awards at ext. 35726 or email ljajko@uwaterloo.ca.      
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