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Ref: [Student Matriculation No]

PERSONAL & CONFIDENTIAL

15 November 2017


[Student Name as in student ID card]
Yale-NUS College


Dear [First Name],

APPOINTMENT AS STUDENT ASSOCIATE (DEPARTMENT)

On behalf of Yale-NUS College (“the College”), we are pleased to appoint you as a Student Associate (Department) for the College on the following terms:

1. Responsibilities

1.1 The responsibilities will include the following:

· Enter the duties according to the job description provided by the hiring manager.
· Any other duties as assigned. 

1.2 As a Student Associate (Department), you will receive instructions from, and be accountable to, the position supervisor, Name, Title (Department).  You shall also behave in a manner that is appropriate and which does not bring the College or NUS into disrepute.


2. Duration and Hours

2.1 Your appointment shall be on an ad hoc basis, commencing on DD Month YYYY to DD Month YYYY. There is no minimum number of hours that you are expected to work per week, unless otherwise agreed with the position supervisor.
	
2.2 You might be required to work during the College’s official work hours of 8.30a.m. – 6p.m., Mondays – Thursdays and 8.30a.m. – 5.30p.m., Fridays.

2.3 In no event shall the working hours of any student exceed 44 hours per week (Monday to Sunday) unless otherwise agreed by the College in writing.
 
2.4 If you are holding a Student’s Pass in Singapore issued by the Immigration and Checkpoints Authority (ICA), you are only allowed to work in Singapore if you meet specific requirements. In addition, a Student’s Pass holder must not work more than 16 hours per week during the academic term. It is your own responsibility to comply with the Student’s Pass regulations and work pass exemption for foreign students. You may view this information available at: 

· http://www.mom.gov.sg/passes-and-permits/work-pass-exemption-for-foreign-students; and

· https://www.ica.gov.sg/e_services_overview.aspx?pageid=312.

2.5 You acknowledge that the working hour limits above apply to the total combined number of hours worked per week, from one or more positions that a student holds on or off-campus. In the event you are holding two or more appointments at the College, you acknowledge the above working hour limits apply to all appointments and you shall ensure that your payment claims for hours worked do not overlap between various appointments. You shall also declare to the College in the event that you are concurrently working elsewhere off-campus or for a third party. 


3. Allowance

3.1 You will be paid an allowance of [Insert amount] per hour, pro-rated for any incomplete hour (e.g. half an hour of work receives half of the hourly pay rate).

3.2 It is your responsibility to update your Credit Bank Account details in MyISIS with a Singapore-based bank account under your name, in order to receive payment.

3.3 No Central Provident Fund contributions or other allowances will be payable to you under this attachment and you shall be wholly responsible for any taxes, insurance and contributions which may be payable out of, or as a result of the receipt of, the monies paid to you under this attachment.

3.4 You are required to submit your payment claim for a given month by the 1st working day of the following month to the Student Associate Program contact point at your hiring department. Payment claims will be submitted to the Finance department for processing by the 7th of every month. Claims submitted after the 7th will be processed in the following month.

3.5 Claims for work done earlier than the past two months will be accepted only with a note of explanation from the position supervisor. Claims from earlier months will be accepted, processed and paid at the discretion of the hiring department, Yale-NUS College Finance and the NUS Office of Financial Services.


4. Rules and Regulations

You shall observe all rules and regulations, policies, procedures, guidelines, directions or instructions as may be issued by the College or any of its authorised personnel for the management, safety, security, care and cleanliness of, or the preservation of good order within, the campus.


5. Confidentiality

5.1. You acknowledge and agree to the terms and conditions of the “Yale-NUS Personal Data Notice for Students under the Yale-NUS College Student Associate Programme (SAP)”, which are incorporated herein by reference. 

5.2 You shall not, except during and for the purpose of performance of your duties,

(a) Directly or indirectly make use of, or disclose or permit the disclosure of, any Confidential Information (as defined below) to any third party; or

(b) Copy or reproduce, or permit others to copy or reproduce, in or by any form, media or device, any documents, data or other material, containing or referring to Confidential Information.

5.3 Your obligations to maintain confidentiality and secrecy shall apply during and after the Contract Period, until such time that the Confidential Information has been made public by Yale-NUS College.

5.4 You shall return immediately to Yale-NUS College upon request all documents, data or other material (in whatever form or medium) held by you containing or referring to Confidential Information.

5.5 “Confidential Information” means all information (whether recorded or not and in whatever form or media) which is not available to the public, relating to all or any part of the business, property, assets, technology, activities, services, financial affairs, management and administration of Yale-NUS College, including information relating to Yale-NUS College staff, students, donors, alumni, business or academic partners, clients, suppliers and any third party dealing with Yale-NUS College.

5.6 You shall comply with the Personal Data Protection Act 2012 (“PDPA”) and all subsidiary legislation related thereto (collectively “Data Protection Legislation”) with regard to any and all personal data (as defined in the PDPA) that you receive from Yale-NUS College.

5.7 You agree that when dealing with personal data received from Yale-NUS College, you shall:

(a) Only use personal data in accordance with the purposes for which NUS disclosed the personal data, in accordance with the instructions of Yale-NUS College or as is necessary for Yale-NUS College to fulfill its obligations under the Data Protection Legislation;

(b) Take appropriate measures to protect personal data against accidental or unlawful destruction or accidental loss, alteration, unauthorised disclosure or access and against all other unlawful forms of processing. 

(c) Give Yale-NUS College notice in writing as soon as reasonably practicable should you be aware of, or reasonably suspect, that any of the events referred to in Clause 5.6(b) have occurred and you shall promptly take all steps necessary to remedy the event and prevent its re-occurrence;

(d) Not retain personal data for any longer than is necessary for the purposes for which Yale-NUS College disclosed the personal data;

(e) Not to disclose or transfer any personal data received from Yale-NUS College to any third party without the prior written approval of Yale-NUS College. 

5.7	Notwithstanding anything to the contrary, you undertake to indemnify and at all times hereafter to keep Yale-NUS College indemnified against any and all losses, damages, actions, proceedings, costs, claims, demands, liabilities (including full legal costs on a solicitor and own client basis) which may be suffered or incurred by Yale-NUS College or asserted against Yale-NUS College by any person, party or entity  whatsoever, in respect of any matter or event whatsoever arising out of, in the course of, by reason of or in respect of any breach of any of the provisions in this Clause.


6. Intellectual Property Rights

6.1. All rights, title and interest in any information, materials and/or other intellectual property developed or created either solely by you or jointly with any employee of the College in the course of your appointment shall vest in and belong to the College.


7. Termination

7.1. This contract may be terminated by either party at any time by giving the other party three working days’ prior written notice.

7.2. Upon the expiry or termination of this contract, you shall deliver up to the College all software, equipment, identity cards and keys furnished to you in the course of your appointment, if any.


8. Relationship

This appointment or attachment is not an employment relationship and you shall not hold yourself out as the College’s agent and shall not have any authority to act or sign any document on behalf of the College, or to conclude any contracts or incur any obligation or liability on behalf of or binding upon the College.


9. Governing Law

This contract is governed by and shall be construed in accordance with the laws of Singapore.


If you are agreeable to the terms of the appointment, please sign your acceptance on the duplicate of this letter and return the same to us by DD Month YYYY. We look forward to receiving your acceptance.


Yours sincerely,




Name
Title
Department
Yale-NUS College

	

ACCEPTANCE


I, ___________________________, NRIC/FIN/Student Pass No. ___________________ hereby accept Yale-NUS College’s appointment on the abovementioned terms. I hereby give consent to the College to collect, use, disclose or transfer my personal data as necessary for the purposes in connection with this contract.



_______________________	_________________
Signature	Date



ACCEPTANCE OF PARENT/ GUARDIAN

(Only for a student who is under 18 years of age on the date of contract acceptance)


I, __________________________________ (Name of Parent/ Guardian), NRIC/Passport No. _____________________, in my capacity as parent/ guardian to the Yale-NUS College student _______________________________________ (Name of Student) hereby agree to his/ her acceptance of this appointment or attachment.
[bookmark: _GoBack]


_______________________					          _________________
	Signature								Date
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