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SCHOOL OF GRADUATE STUDIES

REQUEST FOR FULL-TIME GRADUATE STUDENTS TO WORK ADDITIONAL HOURS
All full-time graduate students should limit the total time spent on employment, and may not be employed for more than 10 hours per week on average, to ensure academic success.  Exceptions to the 10 hour/week rule require approval of the School of Graduate Studies for each academic year, although approval will not be given for requests to work more than 500 hours per academic year (i.e. September to August - This includes any invigilator work, RA or additional TA hours).
For consideration of an exception, all full time graduate students must provide a detailed study plan, approved in writing by their supervisor (for students for whom a supervisor is required) as well as by the Department Chair or Graduate Advisor (or equivalent). This would include employment across multiple departments or within a department.
Ph.D. students seeking an exception also must provide information on the timing of their Comprehensive Examination, and provide a proposed schedule for supervisory committee meetings, which must take place at least once each term (i.e. Fall, Winter, Summer) during the time they are employed beyond 10 hours per week. Approval for exceptions may be revoked if the required committee reports are not submitted to the School of Graduate Studies.

Full-time graduate students who are external scholarship holders should refer to their award holders’ guides before making a request for permission to work additional hours, as there may be limitations on the number of hours students are allowed to work while receiving a scholarship.
Process of Completing this Form

Students are required to complete Section 1 of this form in order to be granted permission to commence employment. As stated previously, students may not be employed more than 10 hours per week on average. Section 2 of this document must be completed in order for the School of Graduate Studies to make any exceptions to this rule. Completed forms should be sent to the School of Graduate Studies, Gilmour Hall 212, to the attention of Graduate Studies Payroll.
	Student Information

	Student ID#
	
	First Name
	
	Family Name

	
	
	
	
	

	Email Address
	
	Degree
	
	Department or Graduate Program

	
	
	
	
	

	
	
	
	
	


	STUDENT ACKNOWLEDGEMENT:

By signing this form, I hereby acknowledge that I understand my responsibilities as a graduate student, and agree to the terms thereof. In addition, I recognize that permission from the School of Graduate Studies is required if my cumulative employment on campus is greater than 10 hours per week. I understand that approval to work additional hours may be revoked if I am unable to maintain satisfactory academic progress.



	Student’s  Signature:                                                                                      Date:




Section 1
	Employment Information (Hiring Department)                                                                                            

	Name of Hiring Department
	     

	Department Contact/Preparer
	
	Telephone

	Address
	
	Email
	
	

	Start of Employment
	     
	End Date
	                                      

	Total # of employment hours 

(for period from Sept 1-Aug 31) 
	    
	Typical # of employment hours per week
	                                                                

	Description of Employment (attach additional pages if necessary):
     


	
	
	
	
	                    

	Approval of Hiring Department
	NAME of signatory (Print) 

     
	Signature:      
	DATE
	                


	DEPARTMENTAL AND PROGRAM SIGNATURES, IF THE REQUEST IS SUPPORTED

	Supporting Arguments:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Student’s Graduate Supervisor (Home Department/Program)
	NAME (Print) 

     
	Signature:      
	DATE
	     

	Graduate Chair or equivalent (Home Department/Program)
	NAME (Print) 

     
	Signature:      
	DATE
	     


Section 2 – Request for exception to work greater than 10 hours per week
	STUDENT’S SECTION

	Attach your detailed study plan including specific academic goals and graduate work time commitments for every term during the time of additional employment. PhD students also must include a proposed schedule for committee meetings, required each term during this employment. 

Please indicate if you hold one of the following

scholarships:                                                             

N/A

 FORMCHECKBOX 

OGS

 FORMCHECKBOX 

SSHRC

 FORMCHECKBOX 

NSERC   FORMCHECKBOX 

Other (specify)  FORMCHECKBOX 

                                                                                                                                                                     ----------------------
IMPORTANT: If you hold an external scholarship award, please verify that your proposed employment plans 

meet the award holder’s guidelines.  

PhD students: Please indicate the timing of Comprehensive Examination
Comprehensive Examination was successfully completed on

Date:

     
Grade: 

OR Comprehensive Examination is expected to be completed by

Date:

     



For Administrative purposes only
	DECISION FROM SCHOOL OF GRADUATE STUDIES   

 [image: image1.wmf]Approved

    [image: image2.wmf]Not Approved



	Disapproval Comments:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Associate Dean
	NAME (Print) 

     
	Signature:      
	DATE
	     

	
[image: image3]
Comments:




	SGS Notifications

	CC: Payroll/Student/Program/Hiring Dept         Date: 


 Unsatisfactory Progress/Revoked
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