Instructions: Hiring an Undergraduate Research Assistant 

1. Complete the form. Be sure to complete all fields. The dates and student contact information are particularly important. 

2. Double-check your calculations. Ensure that the hourly rate is greater than minimum wage. Finance calculates the rate and will return documents that are in error.

3. Attach:

a. A current unofficial transcript (printout of web advisor is OK)

b. TD-1, TD1BC and Direct Deposit – print from Research website– signed

c. Void cheque or statement from the Bank

d. URA Check List filled out

4. Time sheets are now electronic, accessed through “myTRU” on the TRU main webpage, which is a portal for our new Banner system.  Please ensure that your Assistant’s receive training in this regard and that you have received the training to be the approver.  Please contact Donna Dallas at ddallas@tru.ca or Breeanne Hollett at bhollett@tru.ca  - this is particularly important.
5. Sign. If you are not the signing authority on the account(s) listed, that individual must sign.

6. Have the student sign. 

7. Send the completed package to the Office of Research and Graduate Studies (TT155) for signing and forwarding to the ‘Accounting/Research Analyst - Finance.’ 
The Finance Analyst will then forward it to HR.  HR inputs the necessary personal information and job into the Banner system.  Once the Research Assistant has a job in Banner, they are able to contact IT Services and either obtain a username and password for “myTRU”, or if they already have access, acquire the “Employment Details” tab.     

HR forwards tax forms and bank deposit paperwork to Payroll.
8. You will be responsible for additional costs – normally booked as overtime. 

Payroll Schedule (Online PDF): http://www.tru.ca/__shared/assets/banner_biweekly15700.pdf
