UW Work Placement - paperwork
Work Placements are hired on contract so a Temporary Employment Authorization form needs to be completed. It’s available on the HR site under the Recruitment & Employment Forms link.  http://www.hr.uwaterloo.ca/forms/forms.html#recruit 
 
Unfortunately it can’t be completed on the web so you will have to print a copy and write on it. 
· Print UW Work Placement across the top of the form
Complete the following sections:
· Select New Authorization or Extension of Existing Employment

· Date, Sex, Title, Surname, Given Name, Permanent address, and Student ID
· Complete the section about previous employment at UW if appropriate, and the highest earned degree

· Position name or job title

· Effective date of appointment and the termination date

· Department (e.g. Library, Systems)

· Monthly salary

· Hours worked per week
· Description of Duties - write See Attached and staple a page describing the duties. You can use a copy of the job posting for this
· Time off in lieu of vacation - check No
· Your student will need to sign the “Applicant’s Signature” line 
· Ask him/her to include their Birth Date (located beside the address line). (If we request a UWDir before Payroll enters him/her in the system IST won’t create it without a date of birth)
If your student will earn up to the maximum amount UW Work Placement covers:

· Send a copy of the completed Temporary Employment Authorization form to Annette Dandyk
· Send the completed Temporary Employment Authorization to Student Awards, NH along with the following forms that must be submitted:
· WP Hiring Form – it would have been attached to the memo sent to Managers about the current year’s Work Placement program (contact Annette Dandyk if you don’t have it)
· Student Qualifier form – it would also have been attached to the memo sent to Managers about the current year’s Work Placement program
· Two tax forms – Federal TD1 and Ontario TD1 (on the HR site under the Payroll forms link)
· A Direct Deposit form  (on the HR site under Payroll; Must attach a Void cheque to this form)
If your student will earn more than the maximum amount UW Work Placement covers:

· Send the completed Temporary Employment Authorization to Annette Dandyk. She will assign an appropriate account number for the portion of the salary that the Library will cover and get Sharon’s signature
· Annette will return the Temporary Employment Authorization form to the hiring manager
· The hiring manager will send the Temporary Employment Authorization form to Student Awards, NH, along with the following forms that must be submitted:
· WP Hiring Form – it would have been attached to the memo sent to Managers about the current year’s Work Placement program (contact Annette Dandyk if you don’t have it)
· Student Qualifier form – it would also have been attached to the memo sent to Managers about the current year’s Work Placement program
· Two tax forms – Federal TD1 and Ontario TD1 (both from the HR site under the Payroll forms link)
· A Direct Deposit form  (on the HR site under Payroll; Must attach a Void cheque to this form)
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