
 
 
 
 
2015-2016 Work-Study Timeline 
 
June 24, 2015                    Work-Study information for staff posted on WS website 
 
August 5, 2015  DEADLINE FOR PROJECT APPLICATIONS – 4:30PM 
   
August 10-20, 2015  Work-Study project selection committee meeting; projects will be 

notified of approval or denial  
 
August 31, 2015  Advertising and marketing to students; Posters will be emailed in 

PDF version to all approved projects to post in and around their 
departments; posters will also be posted throughout campus 

 
    Students begin applying for Work-Study positions online: 
    http://umanitoba.ca/student/careerservices 
 

Click on Career Connect icon, then within “Student” tab, register 
for an account or login directly to an existing student account.  
Click “Job Postings” and below “UM Work-Study Job Postings”. 
 
Students submit applications to work_study@umanitoba.ca by: 

 
Intake 1 application deadline:   September 18, 2015 
Intake 2 (potential extension if unfilled positions): Oct. 2, 2015 
Intake 3 application (pending available funds) December, 2015 
  

September 21-23  Student Financial Aid Checks 
 

September 23, 2015  Referrals of Intake 1 student applications to project supervisors 
 

 November 8, 2015   Students for fall intake (Intake 1 and 2) must be hired by this date and 
WS Authorization forms submitted to Financial Aid & Awards, 422 
University Centre. 

 
March 11, 2016   Jobs must end by this date – hours cannot carry over 
 
March 18, 2016 Reimbursement forms must be submitted to the Work-Study 

Coordinator (Reimbursement forms will be sent to project 
supervisors in early March).  Late forms beyond March 18th will 
not be reimbursed in the current fiscal year. 

 
 

 
 

 
 

mailto:work_study@umanitoba.ca
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2015-2016 Work-Study Program   
 

 
 

Please note that this notice is for faculty and staff only; student information will be forthcoming. 
 

 
Work-Study is a University of Manitoba subsidized program that aims to help students 
with high levels of financial need, by creating part-time, on-campus jobs for eligible 
students. Eligibility is based upon students having full time enrolment and proof of a current 
(2015-2016) government student loan within the regular session.  
 
The Work-Study program helps students and staff of the University of Manitoba twofold; it 
allows financially disadvantaged students to gain employment and also allows the university to 
have qualified students working to enrich their department. If you are interested in hosting a 
Work-Study student in your department, please continue reading on how you may apply to 
become a Work-Study project supervisor.   
 
 
How Work-Study Works 
 
If you are a full time, permanent UM staff member, you may apply to have a Work-Study 
student position in your department/unit. First, please ensure that you have departmental 
approval from your Director/Dean/Department Head; then, apply to the Work-Study 
Program by creating a part-time position within your department/unit to facilitate a student 
worker. Please keep reading for instructions on how to complete the online application.  
 
If your project is approved, you will be notified via email from the Work-Study Coordinator. 
Jobs will be posted for students online on the Student Career Services website and students will 
apply to your position(s) directly to the Work-Study Program (applications must be submitted to 
the Financial Aid & Awards Office, room 422 University Centre).  
 
Once student applications are reviewed for eligibility, we forward approved applications/resumes 
to you via inter-departmental mail. You’ll then review, interview and hire as you would any 
other student worker. At the end of the fiscal year, we will reimburse your department up to the 
maximum subsidy amount of $1700.00 per project (reimbursement is based upon the total 
number of hours worked).  
 
Please refer often to the Work-Study Program Timeline (page 1 of this document) for important 
dates and deadlines. The deadline to submit a Work-Study application is August 5, 2015.  
Pending available funding there may be opportunity for new project/position submissions for the 
Winter Term.  In the event of this remaining Work-Study funding, notification will be sent to 
faculties and units in November and a new Work-Study application deadline will be 
communicated. 
 
 
 
 
 
 



 
2015-2016 Work-Study Program     Please consider the environment before printing. 

 

3 

IMPORTANT Information  
 
 
Projects - The Work-Study program funds a total of 50 approved projects.  
 
Subsidy Reimbursement Amounts - The maximum subsidy reimbursement is $1700/project. 
The Work-Study program will reimburse departments at the end of the university’s fiscal year 
end. Departments are responsible for paying students their full wage, bi-weekly throughout 
the school year - students that are not paid according to that schedule will lose any 
reimbursement. Budgets for projects that abide by the WS deadlines and follow the Work-
Study Department Procedures & Responsibilities will be reimbursed in late March 2016. 
 
Student Wages - Jobs must pay their students, bi-weekly, a minimum of $11.66/hour 
(Effective October 1, 2015 the minimum wage will increase to $11.00 per hour; $11.00/hour + 
6% vacation pay = $11.66/hr). Although the Work-Study program will reimburse your project up 
to $1700/project (depending on the total number of student hours worked) 

 
Many Work-Study positions are left unfilled due to job competitiveness on 
and off campus; you are highly encouraged to take full advantage of this 
subsidy program and pay students higher than the minimum hourly wage. 

 
Workable Hours – The Work-Study reimburses up to a maximum of $1700/project. Students 
may work continue to work on projects beyond the $1700 maximum Work-Study funding; 
however any additional salary will not be subsided by Work-Study.  Please note that students 
employed part-time at the University of Manitoba should not work more than 20 hours/week.  
It’s important to remember that the student’s first “job” is to study, not work.  In addition please 
be advised that the Canada Student Loan program only allows a student to make up to $3400 
($100/week of study) in work earnings before reassessing their student loan (and potentially 
reducing their loan funding for the year). You are responsible for tracking all student hours 
worked.  
 
Project Lifetime - Students may begin working as soon as hired and all jobs must end by 
Friday, March 11, 2016. Reimbursement forms will be sent at this time and will be due by 
March 18, 2016.  No late reimbursement forms will be accepted as account reconciliation must 
be completed by the end of fiscal year (March 31, 2016).  
 
 
Student Eligibility   
Students must: 

 
 Have current 2015-2016 government student loans of at least $2000, or 
 Be a student with proof of current (2015-2016) aboriginal band sponsorship.  
 Be full time undergraduate student (taking a minimum of 9 credit hours per term) and 

studying throughout the regular academic session (September to April).  
 Have satisfactory standing; regular status, with a 2.0 GPA minimum from the last 

academic session (not applicable for new UM students). 
 Private bank loans, lines of credit are NOT eligible. If international students 

do NOT have access to government students loans, they are NOT eligible 
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Department Procedures & Responsibilities 
 
UM Staff must:  
 
 Submit project applications by August 5, 2015 (click the link at the bottom of this page 

to apply) 
 
 If submitting multiple applications from one department, rank jobs in order of preference 

should there only be opportunity to fill one position 
 
 Once projects are approved, students will apply for specific projects and Project 

Supervisors will be sent the eligible applications of those who have applied for their 
position 

 
 Departments will select the prospective candidates, contact, and interview and hire at the 

Project Supervisor’s discretion. 
 
 You must forward the signed Work-Study Authorization form to the Work-Study 

Coordinator as soon as students are hired (This form is sent to you if your project is 
approved for Work-Study funding).    

 
 Contact the Human Resources Department (309 Administration Bldg) to ensure that you 

obtain and submit all of the necessary hiring forms. Call 474-8603 for general inquiries. 
 
 Departments must fill their position by November 8, 2015 or funding will be lost (refer to 

timeline for dates). 
 

As a courtesy to students, and in accordance with FIPPA, 
please shred all student applications that you do not require. 

 
 
How to apply for a Work-Study position 
 
Applications must be submitted online - for UM staff ONLY, not students.  
 
To apply, please FIRST read the next page and use the example copy to launch your application 
on the link below. Applicants will receive an email confirmation that the application was 
received; however, please forward questions about Work-Study and the completed application to 
the Work-Study Coordinator at work_study@umanitoba.ca.  NEW to the Work-Study 
application process this year is the identification and communication of competencies / skill and 
learning outcomes for Work-Study positions.  Within the job submission page you will find a 
link to sample competencies and may select and copy those relevant for your position.  You may 
also wish to articulate specialized skill and learning outcomes specific to your position.  
 
Apply NOW, click below:  
 

http://umanitoba.ca/student/fin_awards/work_study_form.html 
 

 
 

http://umanitoba.ca/student/fin_awards/work_study_form.html
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* Indicates required fields must be completed. 

Job Title: * Job Title, Department name  

Employer: * University of Manitoba  

Address: Department address

 

Contact Person: * Name of applicant/Job Supervisor  

Telephone: Office telephone extension  

E-Mail: * Your UM email address  

Fax Number: Your dept/unit fax number  

Web Site: Department w ebsite  

Description/Duties: * 

 

Qualifications: * Your specif ic criteria. 
Please also include "Full time
 student in Fall & Winter 
terms; have a 2015-2016 

 

Competencies /Skill and Learning 
Outcomes: * 

Please view  the link below  
for support w ith developing
or communicating skill 
& learning outcomes.

 
Please view the competencies guide (PDF). You may 
select and copy those relevant to your posting. 

Location of Job: * Your off ice number and building  

Application Deadline: * August 5, 2015 

Salary:* 
Indicate hourly w age (inc. vac.) Minimum wage ($11.00 

as of Oct. 1, 2015) must be at LEAST $11.66 per hour 
(including 6% vacation pay) 

End Date: * March 11, 2016 

Type of Job: *  

http://umanitoba.ca/student/fin_awards/media/WS_Competencies_FINAL_2015.pdf
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To Apply: * Apply to the Work-Study Program, Financial Aid & 
Awards Office, 422 University Centre, 
work_study@umanitoba.ca 

Other: Use this box to describe 
any other important position 
information.

 

Employer Survey: What information would you like included in a  
Work-Study Student Orientation (new for 2015)? 

 

When you complete this form and press the "Submit Job Form" button below it will be sent 
on to our Work-Study Coordinator (you only need to press once). Our office staff will 
review the submission and be in contact. Thank you. 

 
 

 


