
Hiring a SWAP or WOC Student

Step 1: Choose the job.

STUDENT WORK ASSISTANCE PROGRAM 

The Student Work Assistance Program (SWAP) is a needs-based program that enables Langara College departments 
to hire students for a range of jobs on campus. Some SWAP students are hired for ongoing work throughout the 
semester, while others may be hired for special projects or events, which can last as little as two hours. Students who 
would like to participate in SWAP must be considered full-time students, have a minimum 2.00 CGPA, and 
demonstrate financial need.

WORK ON CAMPUS

The Work on Campus (WOC) initiative is a merit-based program through which departments can hire students as 
peer tutors or research assistants. It has been approved on a pilot basis.

WOC currently requires students to be enrolled in a minimum of three credits for the duration of their work 
contract and have a minimum 2.00 CGPA. Students do not need to demonstrate financial need.

Students may be eligible for both SWAP and WOC and may hold more than one position. However, each student may 
work a maximum of 100 hours per semester, inclusive of all SWAP and/or WOC positions held.

HOW TO HIRE A SWAP OR WOC STUDENT

Decide on the tasks you need your student to do, and which program is appropriate. If you are hiring a SWAP 
student, be sure to have the hour allocation approved by your department chair or manager. 

Departments are notified by memo each spring of their allocated SWAP hours for the fiscal year. To check the 
remaining hours available to your department, please contact Arnie Clark or Jordan Berger in Financial Aid.

WOC hours are pooled. There is currently no allocation by department for Work on Campus.

Step 2: Post your job.

Let students know you are looking for a SWAP or WOC student by posting to the Langara C3 Job Board. To post a job, 
follow these steps:

1.  Create a profile at https://langara-csm.symplicity.com/employers/index.php?signin_tab=0
2.  Upload the available position(s) for your department
3.  Once approved, the position will be posted for students to view and apply

You may also advertise on posters, your department’s website, or promote work opportunities in class.

https://langara-csm.symplicity.com/employers/index.php?signin_tab=0


Step 3: Hire your student.

1.  Once you have selected your students, ensure they have been approved for SWAP or WOC by the Financial Aid 
     office. Approved students will receive an email from Financial Aid confirming their eligibility for the current 
     semester.

2.  Financial Aid must receive the student’s SWAP or WOC application form before they can be approved. Application      
     forms are available from Registrar & Enrolment Services and can also be found on the Financial Aid website.  

3.  When the student has confirmation of approval, complete the Employment Registration Form and submit it to      
     Registrar & Enrolment Services.

4.  Students who have held SWAP or WOC positions in the past only need to complete a new Employment 
     Registration form, while new SWAP/WOC employees are required to complete the entire joining package, located     
     under the “Time Sheets” section of the Human Resources website.

Students must apply and be hired each semester. Should you wish to re-hire a student for a subsequent semester, 
please ensure they do not commence work until you have received confirmation from Financial Aid. If a student is 
ineligible for SWAP or WOC, the department will be responsible for paying wages for any hours worked.

Step 4: Duties, hours, time sheets, etc.

Here are a few requirements to keep in mind once you’ve hired your SWAP or WOC student:

1.  Shift length should never be less than 2 hours. If a student has class(es) on a day they are scheduled to work, they          
    must work a minimum of 2 hours on that day. If they do not have class, they must work a minimum of 4 hours.    
    Students should not miss class in order to work.

2.  SWAP and WOC students are covered by the CUPE Collective Agreement. They should not be working irregular        
     hours (more than 7 hours in a day or 35 hours in a week, before 6:00am or after 7:00pm, on weekends, statutory          
     holidays, or any time the College is closed).

3.  Students should not be working without supervision or offsite, including working from home.

If the nature of the work required cannot be accomplished within the above parameters, please discuss your 
concerns with Arnie Clark or Jordan Berger in Financial Aid before the student begins work.

4.  Time sheets are submitted online and must be approved by the hiring supervisor and budget officer every two     
     weeks. Time sheets should be submitted and approved on time to ensure students are paid. Tutorials are available    
     for both employees and approvers, under the “Time Sheets” section of the Human Resources website.

5.  The payroll calendar, (which includes bi-weekly cutoffs and pay days) can also be found on the Human Resources               
     website, under “Time Sheets”.  If a student has missed a time sheet, they must completed a Missed Time Sheet 
     Form.

For expedience, please send the Missed Time Sheet Form to the Financial Aid office once it is signed by the student, 
supervisor, and the department chair. Students will not be paid until their hours have been submitted and approved. 
A delay in submitting missed time sheets can result in a student exceeding total hours, or the department exceeding 
their allocation. Students who exceed their hours may not be eligible for a SWAP/WOC position in the next semester.

https://langara.ca/student-services/financial-aid/index.html
https://langara.ca/departments/human-resources-payroll/payroll-and-benefits/employee-forms.html
https://langara.ca/departments/human-resources-payroll/payroll-and-benefits/employee-forms.html
https://langara.ca/departments/human-resources-payroll/payroll-and-benefits/employee-forms.html
https://langara.ca/departments/human-resources-payroll/payroll-and-benefits/employee-forms.html


6.  Hiring terms are by semester and span all 12 months as follows:
Spring: January 1 – April 30†  Summer: May 1 – August 31  Fall: September 1 – December 31

† The fiscal year ends on March 31. SWAP and WOC hours worked during the final month of the spring semester     
   are taken from the following fiscal year’s allocation.

7.  Students can only work 100 hours per semester. Often students may hold multiple SWAP and/or WOC positions. 
     In these cases the student can still only work a total of 100 hours among all positions. Although Financial Aid         
     monitors hours, it is up to the hiring department to stay within their hours. Excess hours will not be covered by        
     SWAP/WOC and must be paid through the hiring department’s budget.

Should you have any questions or need further assistance, please do not hesitate to contact Financial Aid.
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