
 
 
 

Guidelines and procedures  
Hiring of Student Help at Vanier College 

 
 
Scope: College-wide 
 
Purpose: To ensure that student employment contributes to the success of our students, we 
encourage the Vanier community to support our students through employment opportunities. 
 
Guidelines: When hiring for casual functions, priority and consideration should first be given to 
students currently enrolled at Vanier College, under the following conditions: 
 
1. A student may be hired to work a maximum of 15 hours/week at Vanier College during the 

semester, regardless of the number of departments or services the student is working for.  
a. The semester is defined as the period during which regular classes and examinations 

are scheduled. In between semesters, the 15-hour limit may be exceeded. 
b. Employers should ensure that employment does not interfere with a student’s class 

schedule. 
c. The student is responsible for ensuring that they do not exceed this 15-hour limit. If 

this limit is exceeded, the student’s eligibility for on-campus employment may be 
compromised. 

 
2. Only full-time students can be hired as student help.  

a. A full-time student is defined as a student who is registered for at least four (4) courses 
or 180 hours per semester, or is a ‘’fin-de-DEC’’ student.  

b. Students can still be hired after they graduate until the first day of the following 
semester. 

 
3. Only students in good academic standing can be hired as student help. Refer to Vanier 

College’s Institutional Policy on the Evaluation of Student Achievement (I.P.E.S.A.) for the 
most up to date definition of good academic standing. 

 
4. A student must sign a confidentiality agreement with the hiring department or service should 

they be assigned a function that could violate the confidentiality rights of other members of 
the Vanier community. 

 
5. A student must meet the minimum qualifications necessary for the tasks they have been hired 

to perform.  



6. These guidelines and procedures do not apply to the hiring of peer tutors. 
 

The posting/hiring process: 
 
1. Departments or Services seeking student help will send the Employment Officer a job 

description. 
 

2. The Employment Officer will post the job description and associated details to Vanier 
College’s online job posting service for all students to access. 

 
3. Following the application deadline, the Employment Officer will filter applicants and send 

qualified candidate details to the department or service.* 
 
4. The department or service will review the applicants and determine which student to hire, 

and if necessary, interview.  
The Employment Officer can assist with this process if requested. 

 
5. The manager of the department or service hiring the student will fill out the appropriate 

paperwork. This paperwork will be forwarded to Payroll for processing.  
a. The documents that must be sent are the Student Hiring Form 

(http://www.vaniercollege.qc.ca/human-resources/files/2012/05/student-
hiring-form-2016.pdf) and a Cheque specimen.   

b. Incomplete documents will not be processed by Payroll and will be sent back to 
the manager of the department or service that hired the student. 

 
6. The Manager of the hiring department or service is responsible for submitting students’ 

timesheets to Payroll in a timely fashion. 
 

* N.B. Students with demonstrated financial needs, based on eligibility for “Aide financière aux 
études” will be prioritized for positions for which they have applied, when they are deemed to 
have met the minimum qualifications. 
 
These guidelines and procedures replace the previous document called “Guidelines and 
Controls for the Hiring of Student Help” (Last revised in H2005). They will be reviewed yearly 
and modified if required. 

 
They respect the Collective Agreement of Vanier College Support Personnel. 
 
They are under the responsibility of the Coordinator of Professional Services (Services for 
Students). 
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