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RESEARCH ASSISTANTS AND ACADIA GRADUATE AWARDS / SCHOLARSHIPS – PLACING ON PAYROLL

1.
Procedure

(a)
For graduate teaching assistantships, the Dean or delegate of Research and Graduate Studies will initiate a form entitled “Authorization to Pay Acadia Graduate Awards / Scholarships”.

(b) For Research Assistants, the Grantee will initiate a form entitled “Authorization to Pay Research Assistants”.  This form is available from the Department of Human Resources website

(c) These forms will be used to place personnel on the payroll and also to notify with respect to salary changes that take place.

2.
Disposition of Form Copies

(a) University Funds – Acadia Graduate Awards
· The forms are signed by the Dean or delegate of Research and Graduate Studies for confirmation of registration.

· These forms are no longer signed by the Business Office. If faculty funds are provided to a student in addition to an AGA then the Business Office is provided with a copy of the form.
· The original form plus 1 copy is signed by the Dean or delegate of Research and Graduate Studies and then forwarded to Human Resources.
(b) Research Funds – Research Assistants

· The five signed copies are forwarded to the Business Office for verification of the availability of funds and consistency with grant regulations and budget approval.

· The Manager of Fund Accounting (Business Office) then approves and forwards to Human Resources.

3.
The originator of the authorization to pay is responsible for having the payee complete a TD-1 Federal Tax Credit Form, a TD-1 Provincial Tax Credit Form, and the Information for Personnel Records & Direct Deposit Form.  All forms are available from the Human Resources website.
4.
When a termination takes place prior to the date shown on the authorization, complete the Stop Paying section of a set of forms described in 1 above, and send directly to the Manager of Fund Accounting, Business Office, who will approve and forward copies to Human Resources.

5.
If a Research Assistant is to remain on the payroll after the termination date shown on the form, it is necessary to file a new form showing the revised termination date so that payment will continue to be made.

6.
Student employees must have a valid Social Insurance Number (SIN).   The process for applying for a SIN is outlined on the Service Canada website.
7.
A Work Permit is no longer required for international students who hold a valid Study Permit, provided they are in attendance and registered as full-time students at the post-secondary institution where the employment will take place. "On-campus" employment is defined as employment in facilities owned, leased, or rented by the educational institution (for example it can be a private business located on-campus that provides service to the institution).
