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Poticy On Students' Request to Work During Their Studies

Section 1. Purpose

This Pol.icy aims to maintain academic rigor white offering students ftexibitity in working
hours to earn or to embark on practical experience,

Section 2. Policy Statement

2.1 This Poticy is a testament to our commitment to academic excettence. lt provides
ctear guidetines for students who wish to engage in part-time or temporary work
during their study period, ensuring that any emptoyment undertaken supports,
rather than hinders, academic performance and professionat devetopment.

2.2 Academic performance is the primary focus of this Poticy. Work commitments
must not interfere with attendance, coursework, or assessment requirements.

Sectfon 3. Accoun tability

The accountable/responsibl.e unit is Academic Administration, located in Room E.6
(Management Office).

Section 4. Roles and Responsibitities of stakeholder lnvolvement

4.1 The student must complete the apptication form and submit it to the Academic
Administration. You can get this Form from the Academic Administration office.

4.2 The Academic Administrator verifies the appl.ication form to ensure everything is
comptete and ful.fil.ts the university requirements. Keep the finat decision data,
either approve or reject.

4.3 Head of School.lProgram Leader reviews the apptication with the student's
academic record.

Section 5. Scope

This PoLicy appties to att scholarship-hotding students enrotted at East Asia
Management U niversity (EAMU).

Section 6: Definitions

Defined within the text.
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Section 7: Eli4ibility and Work Conditions

7. 1 Schotarship hotders from SOo/o-1OOVo are atlowed to work not more than 12 hours
per week.

7.2 Exceptions may be considered for academic or professionat devetopment-retated
work.

Section 8.'Process and Procedure

This section provides detaited information on the process and procedure of compteting
the apptication form, guiding the students through each step.

8.1 Submission of Request
- The student submits a student's request for permission to work Form to the

Academic administrator with details of the job, hours, and duration.
- Academic Administration wi[[ forward the request form to the respective Head of

School (HOS)

8.2 SchootApprovat
- The HOS reviews academic performance, attendancer workload, year [eve[, and

schotars hip co nditions before recommendation and approvat.
- HOS forwards to the Director of Academic.

8.3 FinatAuthorization
- The Director of Academic and HOS witt coltectivety provide finaL approvat or

rejection.
- Approved students receive a student's request for permission to work tetter val.id

for one academic year.

8.4 Monitoring and Gompliance
- Academic Administration monitors attendance and performance.
- Any breach (e.g., excessive hours or academic dectine) resutts in permission

revocation or scholarship review.

$ecfion 9r Appendices

Work permission form to be requested.

Section 10: Dissemination of lnformation

For staff: emaiI orland tetegram
For students: emaiI orland tetegram
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