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Tap into a pool of creative, talented and ambitious students from one
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74 Union Street

QU EEN’S Gordon Hall, 3rd Floor
Queen’s University
CAREER SERVICES Kingston, ON K71 386

s Undergraduate I nternshi

Queen

201W6EmMpl oyer Gui d

Content s:

Ly (0 NP RKEXKKK XX XXX XXX XXX XX LID«
WS ONIZA (i Y'S yXiX XEXAXYXSKEXAXYXSKEX X X X 3 LIP 1
t2aoay 3 'y Ly XKXNGXEXRKAXLI XX2XXD LID |
LYGSNIDASHAYXAXKXXRXRXEEX X X LID
W20 HXIKSKMEX X X XX X XXX XXXXXXX)YLIDc
wS ONHzA (1 Y S yXIX XN XSADAXSKEX X X | LIP 1
QYL 28 SNI /RXXAXNXEXNNXXXXXX LIby
hyGFNR2 [/ 22LISNF 0 O XXR KR IXX LID (
I O0OSaaAroAftAGe G vdzsSSSyQa Libc
I 2y 0F OO0 DYXFRNIK XaX2XyX X X X X X X 5 LIP ¢
I LIJSYRAEY It OINDOWRA NIy HEaE XX LIbr

tF3Is



74 Union Street

QU EEN’S Gordon Hall, 3rd Floor
CAREER SERVICES Queen's University

Kingston, ON K7L 3N6

|l ntroducton

Thankyouforyour @NB &G Ay NI ONHKAI AwWdES S ViQ & dySYSR/SNEHNI Rdzt 6 S Ly G S
offers employers an opportunity to hiiaternsfor a 1216 month period. The QU®ficeunderstands that on

campus recruiting takes time and we want to make the process of hiring an intern as easy as possible for both you
and our students. The first page of this guide provides you with a brief overview of the program model, while the
following pages provide more detailed instructions on the steps requirddraan intern.

Participating Academi®rograms
QUIPis opento undergraduatestudentsin the Faculy of Engineeringand AppliedScienceFacultyof Artsand

Scienceandthe Schoobf Computing We encourageall employersto contactthe QUIPOfficeat anytime to
discusshow we canhelp youmeet youremploymentneeds.Pleaseseethe Appendixfor acompletelist of
academicprogramsat v dzS Stiyatf@rmally participatein QUIP.

Value for the Employer
The12-16 month internshipmodelallowsemployersto maximizereturn on trainingand minimizerecruitingcosts.

Duringthe internship,students will have the chance to apply the knowledge and skills they have been gaining

through their classroom and €0 dzZNINA& Odzft  NJ SELISNA Sy 0S& i vdzSSyQas YI A
organization. Studentsbring freshideasand creativeenergyto your teamduringtheir internshipyear,returning

to campusto spreadthe word abouttheir experienceandraisingyour2 NH | Y A profilé anngsnew
graduatesandfuture interns.

Overviewof the QUIPModel and TimeFrames
Internships are 12 to 1fonths¢ beginning in January, May or Septemb&he majority ofstudents are seeking

opportunities to begin in May or Segmber ¢ as those dates are mostosely aligned with the academic
calendar. Participation in QUIP is a competitive process anddpitakeplaceyear round Positions can be
posted to our online job postings system at any time.

Students eligible for QUIP wijlpicallyhave completed two or three years of study, and must ham@rdamum

1.90 GPA along with permission of ihendergraduate chaito participate. Employers and students are required
to submit three performance evaluations to the QUIP office over the course of the interasthia final work

term report at the end of the year.

Internships are paid and must meethd labour laws and employment standards. The average salary of QUIP
interns lastyear was $4®00Qyear.
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Recruitment Timelines

QUIPfollowsa continuous recruitment cycl& his means that you can pgssitions, conduct interviews, and
extend offers at any time during the yedke do not have angosting,ranking,or offer deadlines

The chart below outlineseecommended recruitment periodso thatyou can access theidestpool of applicants.

We encourage students to monitor the QUIP posting board until Hasse secured a suitable position, however
past experience tells us that the majority of students are actively engaged in their job search during the fall and
early winter recruitment periods.

Recommended Recruitment Peri ods
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Post ngerams Hing Positon

Internshippositions can be postedirectly toour online job posting board withiMyCareer. While postings can
be accepted at any time during tlyear, we recommend that employers refierthe recommended recruitment
periodchartin orderto access the widest pool of candidates

*The majority of our students will be searching in the fall and early winter for positions starting in May.

StepPo$bng a Positon:
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5. Emailquip@queensu.cd you experience any complicatians

M ease ensure that all postngs include the following
1 Job title NOTES NBIjdzA NB | f |
1 Location NB3IAavsNBR ALJILI &

1 # of positions St SOGNBYAOLtt& (48
f Salary (optional) Sttt & FY2@YBRRRI
1 Job description NBIljdzSaGdSR o0& (KS
1 Job qualifications(targeted degree stream and/or programs)
1 Job start/end dates The next business day after the
T Internal competition number (if applicable) posting closes, applications received
1 Deadline for applicationsMe recommend a posting stays up for through MyCareer will be bundled
2-3 weekswe also findhat because students are managing heavy and sent to theS Y LJ 2 &n&iNI &
course loadsthey tend to apply close to the deadline linked to the posting.
1 Required application documents (e.g. resume, cover letter,
unofficial transcript) The candidates you receive will be
I Application method 3 options: registered inQUIPand available to be
i. Hectronically throughMlyCarer interviewed.

ii. Email directly to employer
iii. Sudents appy directly via your company welie



https://careers.sso.queensu.ca/employers/login/registration.htm
https://careers.sso.queensu.ca/employers/login/overview.htm
mailto:quip@queensu.ca
https://careers.sso.queensu.ca/employers/login/overview.htm
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Int ervi ewing Candi dat es

MY 2yANDE YRABAI RS | 0AE AG@
I Send a list of the candidates you would like to interview to the QUIP Offige@gueensu.ca
1 Receive confirmation from the QUIP Office that your chosen candidates are stidbév&ir an interview.

2. Interviewing Options

i. Oncampus interview: Rooms and scheduling service are provided free of chargad@UIP Office.
Employer sends list of candidet, preferred dates and timde QUIP Office QUIP Office sends
confirmation ace all candidates have been scheduled.

ii. Phone or videeconference interviews: The QUIP Office can assist with scheduling phone and video
conferencing interviews.

iii. Onsite interviews: If youorganization is outside the Kingston area;site interviews geerally
require 45R I & & Q inyraei far Stédents to arrangeneir academic schedules and transportation.
hyO0S ¢S KI @S 02y availaiitgure wilh dordectydudtiretly Witk the student to
arrange a time that works for you and yourihg managers.

*If you need to contact a student directigleasecopyquip@qgueensu.ci all correspondence.

Job Offers

1. Confirming Candidate Availability
1 During peak periods, studentsaybe receiving multiple job offers so we ask that all offers are extended
through the QUIP Office
1 Emailquip@queensu.cwith the name of your chosen candidate and the following information:

Start/end dates Work schedule / @ertime hours (if applicable)
Salary Any changes to the original job description
Berefits (if applicable) Vacation (if applicable)
2. {idzRSy(ta KI@S ny K2dzZNE G2 NBLX @& G2 | 220 2FFSN®

the student has further questions about the offer, the QUIP Office will conyjmctind thestudent via email.

*If you need to contact a stlent directly, please comuip@qgueensu.ci all correspondence.

t I 3I&s
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Recruitment Strategies
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campus presenckelps students connect with employers and increases the number of applicants an employer can
expect to receive for their internship posting.

Host an Information Session on Campus

Employerinformation sessions provide an opportunity to meet students omgais and let them know about your
organization and your internship program. We have multiple venues and refreshment options for you to choose
from. Contacguip@queensu.céor booking.

Career Fairs

QUIP employerare encouraged to attend eoampus events in order to connect directly with students. Employer
presence at these events increases student awareness about your company and increases the number of

F LILX AOl yia @&2dzQff NB O Sopmddunity ® bohnéd ith duerétuingdirieyndwho nay A a
be searching for new graduate positions.

Events List:
1 Career Fai¢ September27, 2016
1 Fall Engineering and Technology Eabctoberl8and19, 2016
1 Winter Engineerig and Technology FajJanuar25, 2017

Sponsorship and Advertising

In order to increase your visibility and brand awareness we offer many varied opportunities. These include
information sessions, branding opportunities and sponsorshifmur presence on campus will give you the
opportunity to engage with students and better inform them of your recruitment prograPlease contact a
QUIP Coordinator ajuip@queensu.céor more information about potetial opportunities.



mailto:quip@queensu.ca
mailto:quip@queensu.ca

74 Union Street

QU EEN’S Gordon Hall, 3rd Floor
CAREER SERVICES Queen’s University

Kingston, ON K7L 3N6

Empl oyer Commit ment

When participating in QUIP, we aslat employers meet thdéollowing expectations:

During the recruitment phase:
1 Postjobs and conduct interviews through, or with the knowledge of, the QUIP Office.
1 Make all offers to potential interns through the QUIP Office.
1 Follow theCACEE Ethical Recruitment Guidelines
1 Follow theEmployeiTerms and Conditiorier posting positions to the MyCareer webpage.

During the internship:
 { GNHzOGdzNB GKS AyGaSNyoQa ¢2N] O
a2YS OKIy3aSa YlIe 6S ySoOSaaaidl i
Provide training to assist the intern in fulfilling job responsibilities.
Assign a mentor to the intern, if available.
Provide opportunities for personal and professional growth.
Use the 4, 8, 12 month QUIP performance evaluationa @mparable internal evaluation mechanism) to
provide the intern with feedback regarding areas of strengths and weaknesses and suggestions for self
improvement and skidlevelopment.
1 Provide the intern with a safe workplace adequate for the executfdheir work and ensure the intern
will have opportunity for association with professional peers and role models.
1 Promptly communicate any current or impending issues or concerns that may materially affect the
AYOUSNYyQa SYLX 2@ YSyandthdQUiRDfide2 620K GKS AydaSNYy
1 Fairly compensate the intern for their work.
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Forengineering students only:
1 Provide the intern with the opportunity to further their understanding of the engineering profession, with
training and exposure to situations which will qualify toward the experience reopgnts of licensing by
the PEO.
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http://cacee.com/recruitment.html
http://careers.queensu.ca/sites/webpublish.queensu.ca.cswww/files/files/Employer%20Terms%20and%20Conditions.pdf
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Ontario Cooperative Education Tax Credit

Employers in Ontario who hitudents enrolledn QUIP may be eligible for ti@gntario Cooperative Education
TaxCreditt LI2Yy (G KS SYLIX 2aRckeNifdeiter WlBbg prsvidell By tHe QUIP Office, verifying the
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http://www.cra-arc.gc.ca/tx/bsnss/tpcs/crprtns/prv/on/cprtvdctn-eng.html
http://www.cra-arc.gc.ca/tx/bsnss/tpcs/crprtns/prv/on/cprtvdctn-eng.html
http://careers.queensu.ca/about/accessibility.html
mailto:quip@queensu.ca
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Appendi x: Academic Programs at Queen’s
Faculty of Arts & Science

Creatve Arts
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Languages
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Life & Physical Sciences
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Soci al Sciences
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School of Computng
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Faculty of Engineering & Applied Science
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