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Use this form at Step 1 to first request approval to create a QUIP internship, obtaining approvals at the Departmental level as listed in the Approvals Signatures section prior to submission to the QUIP office.  Then at Step 2, submit this form, along with the resume of the successful candidate, to your HR Advisor for approval to hire.
HR-FRM-057
Approval to Create a QUIP Internship
Step 1 - Position Information
Header: Journal Entry
New Position?
All internships will be for 35 hours per week.
1. Draft a new position summary using the QUIP Job Description Form or use an existing QUIP position summary, ensuring that tracked
                                                                    
2. Provide additional relevant information (if applicable)
 
 
changes are shown. Include when submitting this form at Step 1.
Send all the above documentation attached to this form with all signatures to quip@queensu.ca.
Funding
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Approval Signatures
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Include resume of successful candidate with this form when submitting to your HR Advisor.
Step 2 - Approval to Hire
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