To:	All individuals responsible for hiring, supervising or approving graduate assistantships

From:	Melanie Guentzel, Director of Graduate Student Services

Date:	July 1, 2010

RE:	Graduate Assistant Hiring Process Changes

This memo and the attached policy document provide important information on changes to the hiring, funding, and processing of graduate assistantships. Please read this information carefully. 

Hiring
The School of Graduate Studies has developed new Employment Request forms for the purposes of Employing, Making Changes to Employment, or Terminating Graduate Assistants. These forms will be used only for hiring degree-seeking graduate students as graduate assistants in positions that meet the requirements to be classified as assistantships (positions that include the appropriate stipend and tuition remission). These new forms are available in MS Word online at http://www.stcloudstate.edu/graduatestudies/ga/supervisors/default.asp.  Instructions for using the forms are on the second page of each form. Please note that these forms may not be used to hire student assistants, graduate or undergraduate. Please see the student payroll manual http://www.stcloudstate.edu/businessservices/payroll/studentpayroll.asp or contact Lisa Pesta (LMPesta@stcloudstate.edu) for information on hiring student assistants. 

Please recycle or discard any previous versions of the Employment Request form and begin using the new forms immediately. Forms already submitted for 2011 hiring will be reviewed and processed as possible. All new requests must be on the new forms. Please type/word process the hiring requests.  Illegible or unsigned requests will be returned to the hiring unit. 

Please note: Additional information must be submitted with the forms. Hiring units must have a completed position description on file for each type of graduate assistantship filled, must submit a copy of the official appointment letter signed by the unit and the student, and must ensure that the appropriate payroll documents are submitted to payroll or attached to the employment request. 

Questions regarding the new forms can be directed to Ann Anderson at aeanderson@stcloudstate.edu. 

Funding
Full-time, academic year graduate assistantships for 2010-11 will provide a $10,000 stipend and carry 8 credits of tuition remission for each term of the assistantship (fall and spring). Part-time, academic year assistantships of 10 or 15 hours per week carry a stipend of $5000 or $7500, respectively, and 6 credits of tuition remission each term of the assistantship. The School of Graduate Studies will cover the tuition remission for positions allocated through School of Graduate Studies’ funds or through M & E monies. Units funding assistantships through revenue or grant funds or other non-M & E sources will need to identify funds to cover both the stipend and appropriate level of tuition remission. Positions jointly funded through M & E monies and non-M & E funds must cover 50% of the stipend and 6 credits of tuition remission each term with non-M & E funds. For full-time assistantships the remaining 2 credits of tuition remission each term will be covered by the School of Graduate Studies. Please feel free to contact Melanie Guentzel or Ann Anderson with questions on stipends and tuition remission. 

Graduate Assistantship Policies
The School of Graduate Studies will require that admission, student enrollment, and payroll paperwork requirements be met in a timely fashion by students and hiring units. Please review the attached policy document highlighting the appropriate policies.  Hiring units are responsible for ensuring that all graduate students for whom they are submitting employment requests meet the eligibility requirements to hold a graduate assistantship. Paperwork submitted for ineligible students will be returned to the hiring unit. Please see the attached policy document for details.

The 2010-11 Graduate Assistant Handbook will be available in mid-August and provided to students at the Graduate Assistant Orientation on Friday, August 20, 12:30-4:00 in Atwood Center. Handbooks will be mailed to all hiring units at that time. 

Thank you for providing assistantship opportunities to graduate students. We recognize that the changes to the graduate assistantship hiring process and assistantship funding present some challenges but appreciate your efforts to comply with the process and the policies. 

Please feel free to contact me with any questions on any aspect of the graduate assistantship process or to provide any feedback. I can be reached at mjguentzel@stcloudstate.edu or 320-308-2194.
 
