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This information package has been prepared for faculty
and staff who supervise a BOLD Works student employee.

 
The goal of BOLD Works is to provide enriching experiential

learning opportunities for Brescia students that support
them in becoming career ready, as well as assist them in

meeting their financial needs.
 

Through BOLD Works, student employees develop
professional skills in a safe and supportive workplace

setting and gain valuable hands-on, practical experience,
while contributing to Brescia's goals & priorities.

Introduction



HANDS-ON EXPERIENCE + MEANINGFUL REFLECTION
Student employees are responsible for completing three foundational
exercises and are required to schedule three brief learning conversations with
their supervisor. The time commitment from supervisors is minimal. These
activities are meant to ensure that all involved have consistent, ongoing,
productive discussions about expectations and feedback. This includes
regular supervisor-student employee meetings and communications in-
person, via video chat, or via telephone.

PATHWAY EXERCISES

Introduction



Designed to accommodate
students' academic schedules

Job Posting Considerations

Situated on or near the
institution's campus

Explicitly linked to Brescia
Competencies 

If jobs are not on campus or
are sponsored by an
organization other than the
institution, the duties
undertaken by the student
should benefit the institution
or community as a whole.

Be outcomes-focused with
clear contributions to

Brescia's goals & priorities

*Consist of duties that may not
otherwise be done by another

permanent Brescia employee as
a part of their regular daily

responsibilities 

*BOLD Works responsibilities can supplement and
assist, but not replace the responsibilities done

by a permanent employee.



MENTORSHIP & SUPPORT
Clearly identify the ways in which Mentorship and Support are provided to student

employees throughout the BOLD Works term. This includes consistent, open
communication and feedback with the listed supervisor and the method of

delivery, to ensure that all parties receive a rich professional work experience that
is safe and supportive. If other parties are providing mentorship throughout the

BOLD Works term, please feel free to list them, as well.

THOROUGH & CLEAR
A thorough and clear job description that outlines projects, duties, and

responsibilities, including projects over which student employees may have
ownership and responsibility. The job description, alongside the professional skills,
provides students with insight regarding the ways in which BOLD Works positions

will build their skills and apply to their life beyond Brescia.

Job Posting Considerations



SUBMIT
Submit an electronic Job Posting form through the BOLD Works
webpage. Your position request(s) will be reviewed by your
Department Head/Manager, and the BOLD Works team for
approval.

RECEIVE APPLICATIONS
Only student employees who have been APPROVED as
eligible in the BOLD Works program should contact you
regarding your position. They are expected to submit a
resume and cover letter. Your department will be responsible
for full payment to the student if an ineligible student is hired.

INTERVIEW
You are expected to interview those student employees who
have been approved in BOLD Works during the designated
interview period, followed by the job offer period. Student
employees have a deadline to obtain a position or their
application will be cancelled.

Hiring Procedures



CONTRACT
Student employees will provide you with a contract. Please
complete and sign the Employer section.

KEEP IN MIND. . .
A student employee may only be hired for ONE position.

ONBOARDING
Student employees who are new to the program in the last 8
months must attend a mandatory BOLD Works Orientation
Session before they can begin work. (They are paid for this
session). After the Orientation, they should schedule a
conversation with you to review their first core assessment,
their Personal Learning Plan.

Hiring Procedures



HOURS (PART I)
Student employees are expected to oversee their ongoing

progress with their hours. If they are unable to fulfill the allotted
amount for any reason (or are fulfilling hours at a faster pace

than expected without exceeding their weekly maximum
hours), they are expected to contact Financial Aid and Student

Life, and maintain open communication with their supervisor.
 

BOLD Works student employees are expected to fulfill a pre-
determined allotment of hours, which are communicated to

both supervisor and student employee at the beginning of the
work term. 

Performance Expectations



HOURS (PART II)
Financial Aid sends regular updates, letting both parties know

how many hours have been worked, how many remain, and
how many hours should be worked per week to fulfill the

allotted hours by the conclusion of the BOLD Works term. 
 

When possible, remaining hours can be redistributed to other
BOLD Works student employees, but consistent contact is

needed to ensure all parties’ needs are met.

Performance Expectations



TRAINING & ASSESSMENT
STUDENT EMPLOYEES ARE EXPECTED TO:

Attend the mandatory Orientation Seminar if they are new to BOLD Works. Attendees
are paid for this one-hour session.

 
Complete the required online HR Health & Safety, WHMIS, & Accessibility Training. All

Brescia employees must complete this training and are paid for this time.
 

Review their Personal Learning Plan with their Supervisor to discuss the job
description and expectations of the role & the workplace, then submit to

Coordinator, Student Life & Learning.
     

Arrange a conversation with their Supervisor to go over their Mid-Point Check-In
and submit to Coordinator, Student Life & Learning.

 
 Ensure their assessments are submitted and complete. They now qualify for their

Co-Curricular Record credit and/or Principal's Certificate.

Performance Expectations



JOB PERFORMANCE
As an employee of Brescia University College, job performance is
subject to the same expectations of any regular employee. BOLD

Works student employees have the same rights and responsibilities.
If the work or attendance is determined to be unsatisfactory, you
have the right to terminate the employee. Please ensure that you

are clear regarding your expectations and you maintain open,
ongoing communication. 

 
In cases of severe problems, consult with the Financial Aid Officer
and the Coordinator, Student Life and Learning. If a termination in

employment does result, notify the Business Office and Student Life
immediately, stating the reasons for termination.

Performance Expectations



EXCELLENT SUPERVISION
For student employees at Brescia, a significant advantage BOLD

Works affords them is hands-on, professional experience that will
serve them after graduation. 

 
A major contributor to a student employee's ability to learn on the

job is their connection to you, their supervisor. If you are interested in
goal-setting with your student-employee (in addition to the BOLD

Works assessments), Student Life is happy to work with you to
identify the most suitable template to help guide professional

development conversations.

Performance Expectations



FEEDBACK
Supervisors will be asked to share their input at the end of each
BOLD Works term. A BOLD Works 'Program Evaluation' survey link

will be sent to you via Qualtrics. In addition, Supervisor Feedback
in Performance Review and responses will help inform the

ongoing development of the BOLD Works Program and allow
Financial Aid and Student Life to learn more about the elements

that were efficient and the areas that could use improvement.
 

Although this is the formal feedback mechanism, insights are
always welcome and help us to continually improve the

supervisor and student employee experiences. 
 
 
 

Performance Expectations



Supporting student success is at the heart of all that happens within the
Brescia community.  One of the key areas in supporting student wellness
is the identification of concerning behaviour and creating a coordinated

response to better support our community.The central mission of the
Brescia Care Program is to provide early identification of at-risk

behaviors that impacts a student’s ability to be successful and safe on
campus. The program will be led by a Care Team who will receive

concerns from staff and faculty, and then work with our community to
ensure our students are connected with the appropriate resources.

 
If you are concerned about a student employee, you can submit a Care

and Concern here..

Student Employee Wellbeing

http://brescia.uwo.ca/life/wp-content/uploads/sites/8/2013/11/brescia_response_framework.pdf
http://brescia.uwo.ca/life/care-program/submit-a-concern/


RATE OF PAY
$15/hour + vacation pay by
direct deposit, with T4 slips
issued annually at the end of
February.

SCHEDULING
Unless authorized by the

Financial Aid Officer, the work
student employee is not to work
statutory holidays or during any

shutdown. 

SUMMER
Student employees cannot work

more than 35 hours/week to a
maximum of their individual

approved hours. 

FALL/WINTER
Student employees cannot
work more than 15 hours/week
to a maximum of their
individual approved hours.

Hours & Pay



If a student employee is required to
travel as a part of their
responsibilities to an off-site job
location, the time spent commuting
to and from the location should not
be included. Only the work time done
at the location should be submitted.

Expenses for mileage/gas, supplies, etc.
are not covered under the BOLD Works

program. Allowances for these costs
incurred should be accounted for under

the departmental budget of the supervisor.
They should be discussed and arranged

 in advance with the student employee
and the department.

Travel/Expenses



TEAM BUILDING EXERCISES
Presentations are communication tools
that can be used as demonstrations.

FIRST WEEK CHECKLIST
Presentations are communication tools
that can be used as demonstrations.

QUESTIONS? CONTACT:

Rachel Bruijns - Financial Aid Officer,
brfinaid@uwo.ca

Selena Huband - Coordinator, Student Life &
Learning, shuband@uwo.ca.


