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How to Hire a Work Program Student  
Work Program Overview:  
The McMaster Work Program gives students who demonstrate financial need opportunities to work on campus part-time 
(max 10 hours/week) during the fall/winter terms and part- or full-time (max 35-40 hours/week) over the summer. The 
work program helps campus employers by subsidizing wages for temporary student employees. This allows McMaster 
departments/offices to create meaningful job opportunities for students who demonstrate financial need. 

Purpose: This Job Aid describes the activities required to identify and select a job description & wage rate, prepare a 
job opening, link successful applicant (if applicable), prepare and issue a job offer to successful candidate, and submit 
hire/rehire package to HR Operations. 

Work Program jobs must meet the following criteria: 
 
• Be on a McMaster campus/site 
• Not replace or subsidize existing positions 
• Not conflict with any existing collective agreements 
• Pay at least minimum wage 

To obtain further program information please visit the Office of the Registrar – Work Program – Info For 
Employers page: https://registrar.mcmaster.ca/aid-awards/work-program/.  
 

Roles & Responsibilities 

  Role   Responsibilities 

Department Administrator/ Hiring Manager 
• Identify a job opportunity that meets the Work Program criteria. 

• Select a job description that reflects your current job 
requirements and wage range. 

• Create a job opening and submit it for approval. 

• Link successful applicant(s) (if applicable). 

• Prepare and submit job offer in Mosaic to the Aid & Awards team 
for approval. 

• Send an offer letter to the successful candidate(s). 

• Accept job offer on behalf of successful candidate(s). 

• Submit the Hire/Rehire Package to HR Operations. 
 

HR Operations 
• Verify department and student have been approved for the Work 

Program. 

• Complete hire in Mosaic. 

HR Total Rewards Team 
• Assist Department Administrator/Hiring Managers with 

developing a new temporary/casual/interim job description in 
cases where a job that reflects the job requirements does not 
exist. 

• Inform Department Administrator/Hiring Managers of the wage 
level rating and Student Work Program Job Code when a new job 
description has been developed. 

Aids & Awards Office 
• Review job opening details and approve/ deny department for 

work program funding. 

• Review work program offers in Mosaic and approve/deny based 
on student’s eligibility. 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://registrar.mcmaster.ca/aid-awards/work-program/
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Task 1: Selecting a Job Description and Identifying Wage Range 
 
On November 22, 2017, the Ontario Government passed Bill 148, Fair Workplaces, Better Jobs Act. The Equal Pay for 
Equal Work provision of Bill 148 affects the McMaster Work Program process. Effective April 1, 2018, employees are 
entitled to equal pay for equal work, regardless of employment status. If temporary workers in your area are performing the 
same or substantially similar work as may be performed by employees in other employment groups, such as Unifor or 
TMG, the temporary worker is to be assigned the appropriate job description and paid according to the hiring rate or hiring 
range of the corresponding pay grid or salary range, as applicable. 
 

There are 3 options for identifying a job description that meets the needs of your job. 

 
Option Action 

A. Review Unifor job descriptions and select one that reflects your job requirements. If you would like to review a job 
description from another employee group (TMG, BUC, etc.), contact your HR advisor. If work to be performed by the 
McMaster Work Programs student employee is the same or substantially similar work as employees in Unifor or 
another employee group (TMG, BUC, etc.), the job description and hiring range of the corresponding pay grid must 
be used. If no similar job exists, proceed to option B. 

If a Unifor job description is chosen, you will find the pay grade at the top of the job description. Refer to the Unifor wage 
rate grid for corresponding wage range. If the job is the same or substantially similar to a Unifor role, the hire rate for 
work program students should be between the Hire Rate and Step 3 of the Unifor wage rate grid. 

 
B. Review temporary/casual/interim generic job descriptions and select the one that reflects your job requirements. If no 

similar job exists, proceed to option C. 

If a temporary generic job description is selected, you will find the wage level at the top of the job description. Refer 
to temporary/casual salary grid, to determine corresponding wage range. 

 
C. Contact Total Rewards to develop a unique temporary/casual/interim job description. Once developed Total Rewards 

will inform you of the wage level. 
 

 
Task 2: Create a Job Opening 
 

Step Action 

1. Identify a suitable vacant position by running the Vacant Position Attributes query available on the HR Reporting Hub. 

             
If a position does not exist, proceed to Step 2. If a suitable position exists, proceed to Step 3. 
 

2. Submit a Request New Position eForm to create a new position. Please follow the How to Submit the Request New 
Position eForm Job Aid. Additional information on the Position Management eForms may be viewed here. 
 

3. Navigate to the Primary Job Opening Information page in Mosaic via Navigator → Human Resources →Recruiting → 
Create Job Opening   

 
Note: Please view the How to Create a Job Opening Job Aid for a step-by-step description of the activities required to 
create a job opening. The following steps highlight the specific information required to create a Work Program job 
opening. 

https://hr.mcmaster.ca/managers/job-design-job-evaluation/unifor-unit-1-job-descriptions-and-job-postings/
https://hr.mcmaster.ca/managers/job-design-job-evaluation/temporary-casual-interim-employees/
https://hr.mcmaster.ca/managers/job-design-job-evaluation/temporary-casual-interim-employees/
https://hrprd.mcmaster.ca/psc/prhrprd/EMPLOYEE/HRMS/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPARAMS=TEMPLATE_ID%3aPTPPNAVCOL&scname=MCM_HR_DEPT_ADMIN_REPORTS&PanelCollapsible=Y&PTPPB_GROUPLET_ID=MCM_HR_DEPT_ADMIN_RPT&CRefName=MCM_HR_DEPT_ADMIN_REPORTS
https://macdrive.mcmaster.ca/f/50ef3c2f3a864600903c/
https://macdrive.mcmaster.ca/f/50ef3c2f3a864600903c/
https://hr.mcmaster.ca/managers/mosaic-hris-resources-2/mosaic-hr-eforms/position-management-eforms/
https://mcmasteru365.sharepoint.com/:b:/r/sites/HROKM/Shared%20Documents/External%20Audience%20Documents/HR-010%20Recruitment%20%26%20Hiring/HR-010-03%20Job%20Opening/How%20to%20Create%20a%20Job%20Opening.pdf?csf=1&web=1&e=dJZzL2
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4. Enter the Primary Job Opening Information: 
 

• Job Opening Type: Standard Requisition 

• Business Unit: MAC01 

• Job Family: WRKPRG 

• Position Number: Identified in Step 1 or Step 2 

• Department: 5-digit department code 

• Job Code: WPS### 

• Recruiting Location: your location on campus 

• Job Posting Title: Job Title 

 
 
    
 
 
 
 
 
 
 
 
   
 
 

        

 

 

               

 Click continue. 

 

5.  At the top of the Job Opening screen, information has been pre-populated from the Primary Job Opening Information 
screen. The Job Opening is in draft status, and can be submitted by clicking Save and Submit, or saved by clicking Save 
as Draft. 
 

 
 

6.  
In the Opening Information section, validate that the pre-populated information is accurate. Note that all unpopulated 
fields can remain blank. 

• Update the Target Openings and Available Openings fields from ‘1’ to the number of Work Program positions 
you are requesting.  

.  
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7. In the McMaster Specific Info section, and enter the following fields: 

 

• Justification for Hiring: Type the reason for hiring the individual 

• Contract details: Enter the estimated start date. Please ensure you are following the eligible dates 
outlined by the Work Program Employer Dates and Deadlines 

• Employee Class: STU 

• Estimated weekly hours: as applicable 

 

 

 

 

 

 

 

 

 

 

 

         

              

8. This task can be skipped if an individual has already been recruited for the role and a posting is not required.  
 
Click Add Job Posting to create the Posting Information page.   
 
 

                
In the Job Postings section, select the required option from the Description Type dropdown menu.  
 
In the Job Postings section, select the required option from the Description Type dropdown menu.  
 
At minimum, descriptions for the following should be added:  

• Job Description 

• How to Apply 

• Employment Equity Statement 

• Vaccination Policy Statement  
 

https://registrar.mcmaster.ca/aid-awards/work-program/#tab-30
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9. In the Job Posting Destinations section, select the job boards where the postings will be visible in the Destination field. 
 
Note: For Work Program positions, select McMaster Work Study Postings. 
 

                      
10. In the Posting Type field, select Internal Posting from the dropdown. Please note, currently, only the External Posting and 

Internal Posting types are available for use and post to the job board. 
 

                       
Note: The Post Date is outlined on the Work Program Employer Dates and Deadlines page.  
 

11. Populate the Recruitment Team tab on the Job Opening. 
 

• Recruiters: Add your HR Operations Consultant or for FHS departments, your HR 
Representative 

• Hiring Managers: as applicable   

 

 

 

 

 

 

  

 

 

      

                           

12. Click Save and Submit to submit the Job Opening and start the approval workflow. The status is now Pending. If you are 
not ready to submit, click Save as Draft. 
 

       

https://registrar.mcmaster.ca/aid-awards/work-program/#tab-30
https://hr.mcmaster.ca/about-us/our-services/human-resources-service-desk/
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Note: The Aid & Awards office will indicate how many Work Program positions have been approved in the Work Study 
Approvals (For Office Use Only) section on the Recruitment Details tab of the Job Opening 
 

      
 

 

 

Task 2: Link the Successful Applicant 
 
Step  Action  
1.  This step is completed in cases where the successful applicant did not apply to the Job Opening in Mosaic and must be 

linked. Skip to Task 3 if the successful applicant applied to the Job Opening.  
 

Navigate to the Applicant Search page in Mosaic via Navigator → Human Resources →Recruiting → Search Applicants. 

  
2. Search for successful applicant by selecting and typing the below criteria. 

 

• Unclick Search My Applicants 

• Change Applicant Status from 010 Active to Blank field 

• Add applicant first and last name 

• Click Search 
 

          
Proceed to Step 3, to link your successful applicant to the Job Opening. If your search returns no results, proceed to Step 
2, Create an Applicant.  

 
2. Navigate to the Create Applicant page in Mosaic via Navigator → Human Resources →Recruiting → Create 

Applicant 

 

Enter your successful applicant details:  

• Applicant Type: Select Non-Employee 

• Employee ID: Enter the 9 digit student number 

• First Name: Enter applicants first name 

• Last Name: Enter applicants last name 

• Address: Enter the applicants address 

• Status Code: Select Active 
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Click Save. 
 

3. 
 

Select Actions and click Link Applicant to Job. 

 
4. Enter the Job Opening ID number then Link. 
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Task 3: Prepare/Create Job Offer 

 
Step Action 

1. Navigate to your Job Opening. On the Applicants Tab, find your candidate.  Select Other Actions →  Recruiting Actions 
→ Prepare Job Offer.  
 

 

2. Fill in the Offer Details Fields 
 

• Offer Date 
• Start Date 
• Offer Expiration Date 

      
3. 

Complete the Job Components: 
• Component: Select Base Salary 

• Offer Amount: Enter hourly rate of pay. Please ensure it is in alignment with the Compensation Range of the 
associated job description. 

• Currency: CAD 
• Frequency: Hourly 

 
4. 

Click Submit for Approval to route the offer to the Aid & Awards team. 

 

 

 

 

 

 

        

https://hr.mcmaster.ca/employees/total-rewards/temporary-casual-interim/
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5. Aid & Awards team will review the successful candidate’s information to determine if they are eligible for the Work 
Program. To check the status of your offer, click on the Approvals tab in the Prepare Job Offer window. 
 

 

 
6. Populate applicable offer letter template from the MacDrive and share the offer with the candidate. 

7. Once the candidate has accepted the offer, you can proceed with editing their Disposition in the Job Opening: 

• Other Actions 

• Recruiting Actions 

• Edit Disposition 

 
New Disposition: Offer Accepted 
 

 

 

Task 4: Submit Hire/Rehire Package to HR Operation 

Please send the Hire/Rehire Package to the Employee Contact Centre at hr.mcmaster@mcmaster.ca for processing. 
Please review the Guide for Submitting New Hire/Rehire Package to HR Operations for a complete listing of the 
onboarding paperwork and submission instructions. 

 
For timely processing, please ensure the Hire/Rehire Packages are submitted to the Employee Contact Centre 
before the Payroll Deadlines. 

For any addition questions related to funding and eligibility, please contact Aid & Awards at awards@mcmaster.ca. For 
any questions related to the recruitment process, please contact the Employee Contact Centre at 
hr.mcmaster@mcmaster.ca. 

 

https://macdrive.mcmaster.ca/d/489f5dfa67af4c58b959/
mailto:hr.mcmaster@mcmaster.ca
https://mcmasteru365.sharepoint.com/:b:/r/sites/HROKM/Shared%20Documents/External%20Audience%20Documents/HR-020%20Onboarding/HR-020-02%20Onboarding/Guide%20for%20Submitting%20New%20Hire-Rehire%20Package%20to%20HR%20Operations.pdf?csf=1&web=1&e=76oxew
https://hr.mcmaster.ca/employees/payroll/
mailto:awards@mcmaster.ca
mailto:hr.mcmaster@mcmaster.ca

