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To:

Human Resources Division 

Re:

Cooperative Education Student Work Placement


Please note it is proposed to Place:

Name:          

Faculty:      


           
Department: 

Cooperative Education Student Work Placement:  
Start Date:



End Date:


Cost Code:



Salary p.a. pro rata: As per salary scales  

Authorised:


                                           
Department Head



Date

Approved:





   





Dean/Division Head



Date
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Approved



Not Approved




   
Finance Division                       
 
Date



Approved



Not Approved





Human Resources Division

Date

Reason for Non Approval

1.
STUDENT PLACEMENT



1.1
This agreement is made between the “Student” and the University of Limerick and this term shall include its successors and assignees.

2.
NATURE OF STUDENT WORK PLACEMENT

2.1
Your title is Cooperative Education Work Placement Student.

2.2
This contract applies from the dates set out on page 1.

2.3   
The placement is whole-time. Your hours of work will be determined in accordance with the requirements of your college/division or department.  

3.
WORK PLACEMENT REMUNERATION

3.1
The work placement remuneration is as per UL salary scales.
3.2
Student Placement Salary is payable monthly in arrears (subject to all statutory and agreed deductions). Payment of salary will be made by credit transfer to a bank account of your choice, and such payment arrangements shall remain in force until otherwise mutually agreed.

3.3
The University reserves the right to make deductions from payments due to you so as to reimburse


sums due by you to the University.  

4. 
LEAVE

4.1   
The appointee is entitled to 20 working days per annum pro rata.  Prior arrangements shall be made with the relevant Line Manager or his/her nominee to establish suitable time, or times, for such leave.

4.2  
Salary payments during properly certified sick leave may be allowed in accordance with the regulations made by the University from time to time. If sick pay is allowed you will be obliged to claim sick benefit from the Department of Social Welfare.  All social welfare payments as a result of paid sick leave will be refunded to the University.

5.    
DUTIES

5.1   
Student Work Placement shall carry out the duties assigned to them by the relevant Line Manager, or such other persons as may from time to time be specified.

5.2
You will be required to comply with the rules, regulations, policies, procedures and statutes of the University currently in force and as they are amended from time to time. 

6.
DISCIPLINARY AND GRIEVANCE PROCEDURES

6.1
Any grievance relating to this student placement shall be raised in accordance with University’s procedures.

6.2
The University deals with disciplinary matters in accordance with its procedures.

6.3

Paid sick leave (less appropriate deductions in respect of any illness benefits payable under the Social Welfare Acts) may be allowed in line with the University of Limerick’s Sick Leave Policy. You must familiarise yourself with the University Sick Leave Policy. 

7.  
RESIGNATION

7.1  
Notice of resignation should be given as far in advance as possible. Written notice of at least one month shall be given by the appointee who wishes to resign.

7.2
On termination of your Student Placement for whatever reason, you will be required to return to the University, without delay, all University property in your possession, including files, keys, notes, papers, reports etc., as well as any copies of these. Any equipment that is the property of the University including laptops, mobile phones, personal computers etc must also be returned.

8.  
TERMINATION OF APPOINTMENT BY THE UNIVERSITY

8.1   
The University reserves the right to terminate your student placement in appropriate circumstances. 

9.     
CONFIDENTIAL INFORMATION

9.1
The performance of duties and responsibilities will expose you to information which may be confidential to the University, disclosure of which would adversely affect the interests of the 

University, its staff or its students.  Such disclosure of information either during or after your Student Placement will constitute cause for disciplinary action up to and including dismissal, in accordance with agreed procedures, and could also result in legal action

10.
General Data Protection Regulation (GDPR)

10.1     
The University fully respects your right to privacy and actively seeks to preserve the privacy rights of those who share information with the University. The University obtains and processes employee personal data for a variety of personnel administration and employee work and general management purposes, as outlined in our Staff Privacy Notice. The University may also, from time to time, disclose such personal data to third parties, such as benefits providers, payroll providers etc., that provide products or services to the University. The University will not disclose your personal data for any purpose incompatible with the General Data Protection Regulation (GDPR) and relevant legislation, unless it is required or authorised by law, authorised by you, or in your own vital interest (e.g., in the case of a medical emergency). Any personal information you provide to the University will be treated with the highest standards of security and confidentiality, in accordance with the GDPR and our Staff Privacy Notice. The University will not process your personal data for direct marketing purposes without your prior consent.

10.2
You are permitted to gain access to the data the University holds about you and you also have the right to check the data held about you and if, it is found to be inaccurate, have it changed or supplemented to ensure accuracy.  Further information is set out in our Staff Privacy Notice. If you have any specific queries about the purpose for which your information is to be used, you should contact our Data Protection Officer at dataprotection@ul.ie or by writing to Data Protection Officer, University of Limerick, Limerick. University policy and procedures relating to the processing of personal data, including the Staff Privacy Notice which sets out your rights of rectification and your responsibilities as providers of personal information, are available on the University website (https://www.ul.ie/hr/hr-policies-procedures-and-forms-z). You must familiarise yourself with the University GDPR Staff Privacy Notice. In signing this contract, you confirm that you have been furnished with a copy of the University’s Staff Privacy Notice.
11
HEALTH & SAFETY

11.1
You are obliged to observe and adhere to all health and safety regulations and requirements in force from time to time.

11.2
The University is committed to ensuring the safety, health and welfare of its staff and, to this end, a safety statement has been prepared setting out all the safety arrangements which are in force.  All staff at the University also have a legal obligation in relation to safety, health and welfare at work and are required to follow the guidelines contained in the University safety regulations / safety statement. You are obliged to familiarise yourself with the University safety regulations / safety statement arrangements in relation to your own employment and you have a responsibility to adhere to these at all times.

11.3
The University of Limerick has implemented a “Smoke and Vape Free Campus Policy”. (Policy is available on the University’s website). Smoking and vaping in all forms is prohibited.

The University reserves the right to amend these terms and conditions of Student Work Placement
from time to time 

Acceptance (do not detach)

I hereby accept the placement offered above by the University of Limerick.  I accept and agree to be bound by the above terms and conditions. I declare I have also completed the attached Personal Details form. 

I undertake to commence my duties with the University of Limerick on the 

____/____/____
Signed:  _________________________________(Student)
Date:  

______________________ 

 

Personal Details Form
1. Personal Details – To be completed by Co-op Student
	Forename:


	
	Middle Name:
	

	Surname: 
	
	
	

	Known As:


	
	PPS Number:
	
	
	
	
	
	
	
	
	

	Title:
	
	PRSI Class if Known:
	

	Qualifications:
	
	Phone Number:
	

	Nationality:
	
	Gender:
	Male
	
	Female
	

	Date of Birth:
	D
	D
	M
	M
	Y
	Y
	Y
	Y
	Start date:
	D
	D
	M
	M
	Y
	Y
	Y
	Y


	Is Work Authorisation required? Applicable to non-EU/EEA citizens.

NB : If you have answered no and are a non-EU/EEA citizen please include a copy of your GNIB card showing the current stamp you hold .


	Yes
	
	No
	


	University Microsoft 365 Account 

Some users may require access to University Systems as part of their role at the University of Limerick. This section relates to provision of a University Microsoft 365 Account. This includes a mailbox with @ul.ie email address, OneDrive, Teams etc. 
Does this employee require a University Microsoft 365 account?

Note, an account should only be requested if the individual requires it to carry out the role in question. If you have requested access for this employee, please provide justification:

Justification:

Please note all requests for a new Microsoft 365 account must include personal or student Email Address and personal Telephone No. This is to facilitate MFA at account set up stage.

	Yes
	
	No
	



2. Contact Details – To be completed by the Student
	Home Address:
	

	
	

	
	

	Telephone Number:
	
	Mobile Number:
	


3. Emergency Contact / Next of Kin Details – To be completed by Student
	Forename:


	
	Surname:
	

	Address:
	

	
	

	
	

	Relationship to Employee (Optional):


	

	Telephone Number:


	
	Mobile Number:
	


4. Bank Details – To be completed by Student
	Bank Name


	
	Bank Address
	


	Bank Sort Code
	
	
	--
	
	
	--
	
	
	Bank A/C Number
	
	
	
	
	
	
	
	

	BIC No
	

	IBAN
	


Declaration – I confirm that the above information is accurate and correct on the date indicated below. I undertake to notify the HR Division of any changes to this information by completing the appropriate form.

Student’s Signature   ______________________________           Date _________

Please return your signed contract and Personal details form to the below address:

Compensation and Benefits Office, HR Division, University of Limerick, Limerick 

V94 T9PX

Should you have any queries please contact compandbens@ul.ie
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