The Hang Seng University of Hong Kong
Student Campus Work Scheme  (
Appendix B
) (
Appendix B
)- Recruitment Form

	General Guideline
	Type (A)  
	MPF-required: campus work with employment period exceeding 59 days and weekly working hours within 15 hours OR campus job with employment period exceeding 59 days and up to 90 days during summer (confined to 1 Jun to 31 Aug every year) with weekly working hours not exceeding 44 hours 

	Type (B)  
	Non-MPF-required: campus job with employment period within 59 days. Weekly working hours within 15 hours during fall / spring term (1 Sep to 31 May every year) and within 44 hours during summer (1 Jun to 31 Aug every year)



	· Hourly Rates:
	· HK$65/hour

	· Please use separate forms for different posts

	· For procedures, please refer to the workflow on page 2

	· For enquiry, please contact:
	· SAO (Mr. Manson Wong), 3963 5178 for Job Posting at HSU-Jiness
· HRO Staff for Arrangement of Contract
· FO (Ms. Minnie Ho), 3963 5533 for Salary Payment to Student Helpers (Type A – MPF-required)
· FO (Ms. Kay Lee), 3963 5541 for Salary Payment to Student Helpers (Type B – Non-MPF-required)


Information of Vacancy



	Category of campus work
	[bookmark: Dropdown1]    * Delete as appropriate

	Department / Unit
	[bookmark: Text1]     

	Position/ Job Title
	     
	No. of vacancy
	     

	Duties / Requirements
	[bookmark: Text2]     

	Application Method / Email
	     

	Budget
	
	65
	×
	     
	×
	     
	×
	     
	=
	     

	Hourly rate
	
	No. of hours/week
	
	No. of weeks
	
	No. of students
	
	Total Salary



	MPF included (for employment period exceeding 59 days):
	     
	× 1.05 =
	     

	
	Total Salary
	
	Total Amount


 

	No. of working hours per student helper 
	Working hours per week:            
Total working hours:            
	Working Period
	From :         /         /         
To   :         /         /         

	Job posting period 
(at least 2 calendar days)
	From         /         /          to         /         /         

	Contact person for this recruitment
	Name:      
Position:      
	Supervisor (if different from the contact person)
	Name:      
Position:      

	Email (contact person)
	     
	Tel (contact person)
	     

	Approved by
	I confirm that the above budget is available in my School / Department / Unit / Project (Project Code:       ).

	
	(
	     
	)
	
	Date:
	     

	Signature (Name)
Dean of School / Head of Department / Unit
	
	
	






     ----------------------------------------------- For Office Use ---------------------------------------------------- 
	For Student Affairs Office Use

Received on ___________________      Ref. No. _____________________      Date of job posting: _________________________

Remarks, if any: _________________________________________________________________________________________________


Case handled by: _________________________________________              _____________________________________
                        Staff Name and Signature                                               Date
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Workflow of Student Campus Work Scheme
	
	Recruiting Unit
	SAO
	HRO
	FO

	Step 1 - 
Job Posting
	· Read the Policy Guidelines carefully
· Forward recruitment request (Form_CPD_01_Recruitment Form) to SAO via email (careers@hsu.edu.hk) for job posting 
	· Post job advertisement on HSU-Jiness
· Return the recruitment form, endorsed by SAO with the necessary signature, to the Recruiting Unit
	
	

	Step 2 – 
Selection
	· Receive students’ applications (Form_CPD_02_Application Form together with CV and/or cover letter) from students and select suitable candidates
· Share the recruitment result by filling out a form provided by SAO: ( https://forms.office.com/r/4Ldc2HH9dq )
	· Collect information of recruitment result from recruiting units 
	
	

	Step 3 – 
Appointment
	For Type (A) MPF-required campus work
· Make offers to selected students and pass the following to HRO for arrangement of contract & MPF:
· A copy of completed Recruitment Form (SAO/CPD/Form 1), endorsed by SAO
· Completed Application Form (SAO/CPD/Form 2) of selected students
· Copy of HKID card and SID card of selected students
Remarks: Student should only commence their job after completing the contractual arrangement.
	
	For Type (A) MPF-required campus work
· Follow up contractual arrangement with selected students
· Forward necessary information to FO for arrangement of MPF
	For Type (A) MPF-required campus work
· Follow up MPF account enrolment with selected students

	
	For Type (B) Non-MPF-required campus work
· Make offers to selected students and pass the following to HRO for record:
· A copy of completed Recruitment Form (SAO/CPD/Form 1), endorsed by SAO
· Completed Application Form (SAO/CPD/Form 2) of selected students
	
	
	

	Step 4 –
Monthly Payment 
	· Ask student helpers to submit/ update their bank account details in the Student Information System (SIS) on the eCampus page as soon as they report duty. (ITSC User Guide – Student Bank Account Submission) 
· Endorse [FO/ Form 49] Payment to Student Helpers and Attendance Record ( https://fo.hsu.edu.hk/staff-intranet/form-download/ ) and forward to FO on the last working day of each month for salary payment 
	
	
	· Arrange payroll to student helpers on the 7th day of next month
· Arrange MPF contribution to student helpers every month



