EMAIL TEMPLATE FOR STUDENTS

Dear … , 

You will be a student assistant (AE) for Prof. xxx's course next semester.

To start the hiring process, I need:

1) If you never worked as an AE for EPFL, please send me:
a. SCIPER number
b. Last name 
c. First name 
d. Nationality 
e. Date of birth 
f. Language preference 
g. Civil status (married, single) 
h. Address: Street and number, NPA, City, Canton 
i. IBAN 
j. AVS number (if known)
k. Copy of ID 
l. Copy of residence permit (front and back) 
m. Completed and signed forms: confidentiality form + code of conduct

2) If you already worked as an AE for EPFL, you need to send me: 
a. SCIPER number
b. Copy of your residence permit (recto-verso) 
c. Completed and signed forms: confidentiality form + code of conduct (if you have not signed them yet)

Once you start as AE, please also check in Sesame that your data (address / IBAN) are correct.

Please also note that:
· You can’t be hired by more than 3 labs. If you already have 3 hirings, please ask one lab to cancel it so that we can hire you in our lab. 
· The hourly gross salary is CHF 25 (vacation and holiday allowance included)
· You can work up to 15 hours per week during the semester (all commitments combined).
· You can work up to 41 hours per week during university holidays.
· Hours are paid with a one-month time lag



Thanks in advance for your quick reply, 
Best regards,
