ST. CLOUD STATE School of Graduate Studies

UNIVERSITY NEW EMPLOYMENT REQUEST

A tradition of excellence and opportunity Graduate Assistants
Part I: To be completed by department/unit requesting a new graduate assistant appointment.
Name SCSU Student ID
Dept./Unit
Type of Appt: |:| Graduate Assistant — School of Graduate Studies Funds (0940)

|:| Graduate Assistant — Other Funding Source (0900)
|:| Grants and Contracts |:| Revenue/Student Fees |:| Institutional/ M&E

|:| Graduate Assistant — Financial Aid (0930)
Appointment Salary
Appointment Period: |:| Fall Semester |:| Spring Semester |:| Summer

Dates: From to
Account Number Charged (Tuition and Stipend): Funding Source(s):
OR Charge Tuition and Stipend to the Following Accounts: Tuition Stipend
Position Title: Supervisor:

Does this assignment involve 50% or more teaching, coaching and/or research? [ Yes[__|No

Verify: 1-9 Form on File (Attach 1-9 and W-4 if student has not worked at St. Cloud State University in past three years.) |:|
Position description is on file with the School of Graduate Studies (if no, please attach) . |:|
Appointment letter signed by hiring dept./unit and graduate assistant (please attach a copy). |:|

PART II: Approval of employment request

Responsible Person for Budget: Date:
College Dean/Vice President: Date:
Dean of Graduate Studies: Date:

As Required by Funding Source

Office of Sponsored Programs Date:
(Grants or Contract funded)

Dean of Continuing Studies Date:
(Continuing Studies or Summer Session Funds)

PART Ill: To be completed by payroll clerk

Department Code: Pay Period Amount:

Pay Periods:

After obtaining signatures, please submit this form to the School of Graduate Studies (AS 121)



Related Policy Information

Please read the Graduate Assistant Handbook for a full listing of the related policies. The GA Handbook is available at

http://wwwdev.stcloudstate.edu/-graduatestudies/ga/supervisors.asp

e Only degree-secking students fully admitted to a graduate program are eligible to hold a graduate assistantship.

e A full-time graduate assistantship (20 hours/week) requites full-time enrollment (8 mastet’s credits or 6 doctoral credits).

e A part-time graduate assistantship (10 or 15 hours/week requires enrollment in 6 mastet’s or doctoral credits).

e BCIS regulations require that international students take a full-time load of eight credits per semester regardless of appointment
type.

e A student must have and maintain a 3.0 GPA at the graduate level to be eligible for an assistantship.

e  Students must be fully enrolled in the correct number of credits by the fifth day of the semester or their tuition remission will be
in jeopardy.

e  Forms submitted for ineligible students will be returned to the hiring department/unit.

Instructions for Form Completion
Part It
e Please use this form to hire graduate assistants only.
e Submit complete information
o 0940 indicates funds are allocated by the School of Graduate Studies
o 0900 indicates funds allocated through a department, unit, grant, or other sources
o 0930 indicates funds provided through financial aid. The student and department will be notified if these funds are
available and the student is eligible.

e The hiring department is responsible for verification that adequate resources have been allocated to support the GA hire.

e Only graduate assistants funded through M&E monies are eligible for the tuition remission through the School of Graduate
Studies. Graduate assistants funded through grants and contracts or revenue/student fees will have both the stipend and the
graduate tuition remission charged to the account number provided. Or if the stipend and tuition are to be charged to separate
accounts, please provide both numbers and funding sources.

Part IT
New Request

e Complete fully

e  Salary — the total amount the student will be paid as a stipend.

e  Term of Employment — the semester or term in which the graduate assistant will be employed by the hiring department or unit.
Please note that official appointment dates follow the faculty start date for the fall/spring semesters and run through the last day
of the term or semester.

e Account number — the assigned account number for the hiring department, unit or grant.

e  TFunding source — the origin of the funds (i.e., School of Graduate Studies, Department, College, Unit, Grant)

e  Position Title — should match the position description form on file or attached to the Employment Request

e Please be accurate in noting if the position is over or under 50% teaching, coaching or research as this will have tax implications
for the student.

e  Itis the department/unit and the student responsibility to ensute that the I-9 and W-4 forms are on file with the Business Services

office, up to date, and accurate. Failure to do so will delay payment. Information on the documentation required to verify
employment eligibility for domestic, resident alien, and international students is available in GA Handbook or as part of the
employment contract templates.

The department/unit must have a position desctiption for each type of graduate assistantship on file with the School of Graduate
Studies.

It is expected that the hiring unit will provide the original signed contract for the Graduate Assistant appointment to the School of
Graduate Studies and keep a copy in the department/unit records.

Change in Appointment

e  Use this form to notify Graduate Studies of a change in employment such as a reduction of hours, stipend, or terms of
employment
Termination
e Itis the responsibility of the department/unit to notify the School of Graduate Studies promptly when a GA position has been

terminated for any reason. Failure to provide timely notification will have financial consequences for the student and the hiring
department.

PART II: Approval of employment request

Forms submitted without the appropriate signatures from the department chair or unit directors and the appropriate college dean
ot vice president will be returned unprocessed to the hiring department/unit.


http://wwwdev.stcloudstate.edu/-graduatestudies/ga/supervisors.asp
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