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THE HONG KONG POLYTECHNIC UNIVERSITY

Appointment of Student Assistant 

Provision of Research Experience for Undergraduates under Research Project
	Project Title:
	

	Work Programme( : 
	
	Charging A/C Code:

See Notes(e)&(f) below
	

	Principal Investigator : 
	
	Ext.:
	
	Dept.
	

	Funding Scheme: 
	GRF (    ECS (    Other ( (Please pecify :_________________________________)


+  Work Programme refers to Project Code
Please note:  
a. Prior approval of the Departmental Research Committee is required before the undergraduate student can start work.

b. If DRC/SRC Chair is one of the project team members, approval from HoD/DoS is required.  If both DRC/SRC Chair and HoD/DoS are project team members, approval from FRC/SB Chair is required.
c. The progress and results of the undergraduate students’ participation in the research project must be reported in the progress and completion reports.

d. This provision of research experience may be considered as Work Integrated Education (WIE).  Please seek the approval with your Head of Department/Dean of School.

e. For GRF/ECS projects granted before 2019, the charging account code should be “Educational Activities – Staff Cost” (RN 40), i.e. if the GRF project work programme is B-Q99A, the charging account code should be B.xx.40.Q99A; if the ECS project work programme is F-P99A, the charging account code is F.xx.40.P99A; if the research project work programme is 1-ZE99, the charging account code should be 1.xx .40.ZE99 where xx denotes the department code.
f. For projects granted in 2019 or after, the charging account code should be “Subordinate Staff Wages” (RN 37) in the additional work programme in the research project account, i.e., if the GRF project additional work programme is B-QA12, the charging account code should be B.xx.37.QA12. If the ECS project work programme is F-PN12, the charging account code is F.xx.37.PN12 where xx denotes the department code. The additional work programme is shown in the ‘Financial Statement’ Section of the project account in PGMS.
g. For GRF project, the appointment period for each undergraduate student, irrespectively of his/her appointment on a monthly or an hourly basis, must not exceed ten months.
h. For appointment of undergraduate student on a monthly basis, please ensure that the statutory minimum wage rate of HK$40 per hour, with effect from 1 May 2023, is met.
i. For appointment lasting for 60 days or more, MPF should be provided. Please make sure that there is sufficient funding available in the research project account for the provision of MPF.

j. For appointment of undergraduate student on a monthly salary of HK$2,500 or HK$5,000, the maximum number of hours per month is fixed at 31 hours^ or 62 hours^.  Please attach a copy of the financial statement generated from the PGMS and send it together with Form RC/5D directly to the responsible HRO staff for issuance of appointment letter.

k. For appointment of undergraduate student at an hourly basis of HK$80, the maximum number of hours per month is fixed at 62 hours^. The department/school can issue the appointment letter for the undergraduate student using the Appointment Module of the Computerized Human Resources Information System (CHRIS).

^ Round down to the nearest hour for the issuance of appointment letter
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(Provision of Research Experience for Undergraduates under Research Project)
Section A (To be completed by the PI)

1.
Recommendation of employment
	I recommend the appointment of 
	
	as Student Assistant

	
	(name)
	

	for a period from: See Note (g) above
	
	to
	
	on 

	
	#a monthly basis at a salary of HK$2,500*/HK5,000* for a maximum of 31*/62* hours per monthSee Note (j) above

	
	#an hourly basis at a maximum of 
	
	 hours at an hourly rate of HK$80 See Note (k) above


	
	
	The recommended appointee is required to work outside Hong Kong# 


	
	
	
	
	Yes      
	
	No


#
Please tick as appropriate

*
Please delete as appropriate

2. I am aware of the immigration requirement on lawful employment in Hong Kong.  (Please tick one of the following boxes.)

	
	
	The above appointee is a local candidate who is lawfully employable in Hong Kong without a visa.

	
	
	

	
	
	The above appointee is a non-local candidate.  I will ensure that he/she has obtained the necessary visa to 

	
	
	work in Hong Kong with PolyU before he/she starts working. I understand that prior permission from the Hong Kong Immigration Department is required for work visa holders to take up additional part-time appointment. 
(N.B. Persons who are permitted to remain on visitor, student or employment conditions are not lawfully employable without first obtaining approval from the Director of Immigration.  An employment visa allows the person to work only with the employer and for the appointment as approved by the Director of Immigration, but not other employers nor additional appointment(s) without the prior permission of the Director of Immigration.  Application for permission from the Hong Kong Immigration Department on subsequent changes on the employment visa should be submitted preferably four weeks prior to commencement of work.  Please contact the Human Resources Office if you are in doubt of the above or for further information.)


3.
Remarks:

4. Enclosure (Application with any omission of the required documents for the appointment will not be processed by the Departmental Research Committee.)

	
	
	Application form (HR Form 7C) which can be download from RIO website

	
	
	

	
	
	Copy of Hong Kong and Student I.D. cards



	
	
	Financial Statement of the research project generated from PGMS 


	Signature:
	
	Date:
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(Provision of Research Experience for Undergraduates under Research Project)

Section B1 (To be completed by the Chair, Departmental /School Research Committee.)

Recommendation(s) as contained in Section A1 approved / not approved**
	Remarks:
	

	
	


	Signature
	
	Date:
	

	
	Chair, DRC / SRC
	
	



Section B2 (To be completed by the Head of Department / Dean of School if one of the project team members is the Chair of the Departmental / School Research Committee.)


Recommendation(s) as contained in Section A1 approved / not approved**.

	Remarks:
	

	
	


	Signature:
	
	Date:
	

	
	HoD / DoS
	
	



Section B3 (To be completed by the Chair, Faculty Research Committee / School Board if both the Chair of Departmental / School Research Committee and Head of Department / Dean of School are members of the project team)

Recommendation(s) as contained in Section A1 approved / not approved**.

	Remarks:
	

	
	


	Signature:
	
	Date:
	

	
	Chair, FRC / SB
	
	


(***Please delete as appropriate.)           
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