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PROCESS FOR HIRING A GRADUATE ASSISTANT

Below is the general process to be followed when hiring any category of graduate assistant: professional assistant, research assistant, or teaching assistant.
Hiring Process
1. Prior to submitting an offer letter for the purpose of hiring a Graduate Assistant:
· Student offered regular admission to a graduate degree program
· Graduate GPA is 3.00 or higher
· If Teaching Assistant-Instructor of Record - Master’s degree or 18 graduate credit hours in the specified teaching field and must provide evidence that they meet the minimum requirement for English proficiency.
· For Research Assistant – Complete and document screening per Louisiana’s Higher Education Foreign Security Act. Discuss appropriate stipend payment amounts, if necessary. (Only Teaching Assistants are eligible for the institutional tuition and fee waiver.)
· Confirm funding with Business Affairs or Office of Research

2. Once a student has accepted an Assistantship, complete the following steps:
· Offer Letter - Attach a copy of the signed offer letter in Workday
· Hire in Workday
· Job Description​ - Attach in Workday (Keep in Department) Student and Supervisor sign
· Rights & Responsibilities Form - Keep in Department - student signs
· Confidentiality & Loyalty Agreement​ - ​Keep in Department - student signs
· Tuition Expenditure Form – (Only required if tuition and/or fee waiver is NOT provided through institutional fund for Teaching Assistants.)
· Direct Deposit - GA will set this up in Workday once hired
· Student will complete Tax Forms (L-4 & W-4) in Workday once hired
· Work Eligibility (signed I-9 with documents) Include copy of I94 for International Students - Attach in Workday

Offer Letter
When creating an Assistantship offer letter, please refer to the template letter (below). You may edit the letter as needed to include specific information about program requirements, but the following items are required:
· START AND END DATES
· TYPE OF ASSISTANTSHIP
· ANNUAL STIPEND AMOUNT (PAID IN BIWEEKLY INSTALLMENTS)
· INTERNATIONAL STUDENT VALID VISA STATUS (IF APPLICABLE)
· ORIENTATION REQUIREMENTS (IF APPLICABLE)


<INSERT DATE>

<CANDIDATE NAME>
<ADDRESS>
<CITY, STATE ZIP>

Dear <CANDIDATE NAME>
[bookmark: _Hlk152162626]The <DEPT NAME> is pleased to offer you a <TYPE OF ASSISTANTSHIP: Teaching Assistant-Instructor of Record, Teaching Assistant, Research Assistant, Professional Assistant> at the University of New Orleans for the <APPOINTMENT PERIOD: Example Fall 2022, 2022-23 Academic or Fiscal Year, Spring 2023).  You will be provided with a stipend in the amount of $<STIPEND for PERIOD>to be paid in bi-weekly installments as determined by the Payroll Office. Your appointment will begin <START DATE> and end <END DATE>. While you are employed you will not be assessed the non-resident fee. Teaching and Research Assistants receive an exemption of the in-state tuition provided by the funding source. In compliance with LA Act 664/Senate Bill 76, all Teaching and Research Assistants receive a waiver of mandatory fees but not differential and course fees starting August 1, 2024. These fees include the graduate enhancement fee, academic excellence fee, technology fee, registration fee, fuel recovery fee, building use fee, operational fee, student retention initiative fee, privateer spirit fee, and campus enhancement fee. Summer tuition and fees will not be covered. 
<INCLUDE FOR INTERNATIONAL STUDENTS>
[bookmark: _Hlk5085836]This offer is also contingent upon receiving and maintaining valid visa status.  International students are expected to attend the International Student Orientation hosted by the Office of International Students & Scholars.  International students are also required to make an appointment with the Division of International Education to prepare their L4 and W4 tax withholding forms.  International students holding teaching assistant-instructor of record positions must meet the University’s language requirements.  
All graduate assistants are expected to devote full-time effort to their performance in the graduate degree program.  Appointments are contingent upon “good standing” in the University.  A student on probation (academic or disciplinary) is not considered to be in good standing.  Your appointment is conditional upon the expectations of both: (1) adequate performance of your assistantship duties and (2) satisfactory progress toward degree completion.  The term “satisfactory progress” is not limited to enrollment in performance within courses and maintenance of a cumulative graduate grade point average of 3.0, but includes attempts and completions of degree milestones including major examinations and reports. Your performance of duties will be evaluated against your written job description at the point of hire or re-hire.   The graduate faculty of the program in which you are enrolled will evaluate your degree progress.  The final authority for assessing your performance and duties will be the chair of the department or director of your graduate program and the supervisor in your hiring unit.
As a graduate assistant, you must maintain full-time enrollment while you are appointed.  If you accept this assistantship offer, you will be expected to be enrolled full-time in graduate-level courses for credit (9) hours in the Fall and Spring semesters. Graduate Assistants are responsible for paying University fees.  For reference, please consult the tuition and fee schedule on the Bursar website.

We hope you will decide to expand your graduate education by accepting this offer. If you wish to accept, please sign this page and consent form on the following page, keep a copy for yourself, and return to the hiring department by the following date: <DATE>

Sincerely,


<NAME & TITLE>
<PROGRAM NAME>

I accept this Assistantship at the University of New Orleans on the effective date stated and I understand the conditions of my appointment.

Signature: 

[bookmark: _Hlk4746169][bookmark: _Hlk4745908][bookmark: _Hlk4746407][bookmark: _Hlk4746213]Date:          	

Please return to:

<INSERT NAME & EMAIL FOR RETURN>



Acceptance and Consent
 
I accept the offer of appointment to a graduate assistant position and I further acknowledge:
 
1. I must maintain full-time enrollment in graduate credit hours (9 credit hours each Fall and Spring) and make satisfactory progress towards my degree.  I understand that audit registrations, course withdrawals and enrollment in undergraduate courses may not be used to satisfy the full-time enrollment requirement.
  
2. Failure to make satisfactory progress toward my degree will result in the removal of this assistantship;
 
3. The Assistantship does not carry fringe benefits from the University; however, any federal and state mandated withholdings will be deducted from my paycheck.
 
4. In addition to my bi-weekly stipend, I will receive a waiver of the non-resident fee, if applicable, while appointed.

5. The Federal Immigration Reform and Control Act requires every employer to establish both the identity and employment eligibility of every employee hired.  You must meet the requirements of this law in order to be hired. You will therefore be required to complete a Form I-9 and present acceptable documents no later than the end of your first day of employment.

6. Tuition remission (if applicable) is assigned a dollar-equivalent value and is counted as a scholarship for financial aid purposes.  This means that financial aid eligibility, including student loan eligibility, is reduced by the amount of the tuition remission.

7. The University of New Orleans adheres to the national guidelines instituted by the Council of Graduate Schools Resolution for Graduate Scholars, Fellows, Trainees and Assistants (also known as the April 15th Resolution) which is located here:  (http://www.cgsnet.org/portals/0/pdf/CGS_Resolution.pdf). 

8. Among the conditions of employment by the UL System are the execution of a Confidentiality Agreement & Loyalty Oath form pledging support to the University of New Orleans and Federal and State Constitutions.
 
9. If I meet all eligibility requirements I may be re-appointed for up to a total of three years (Master’s students) or five years (Doctoral students).  Please be aware that the renewal of your Graduate Assistantship is not guaranteed, but will depend on a number of factors, including the fiscal stature of the University and your compliance with the conditions of your employment.

10. Conditions of your employment are elaborated upon in the Graduate Assistant Rights & Responsibilities form and the Job Description form which you must sign and submit to your supervisor as part of your hiring process.
  
11. This offer and continuation of the appointment is subject to review should there be any violations of the UNO Student Code of Conduct and subsequent sanctions (Student Code of Conduct violations resulting in a sanction Probation may prohibit campus employment). 


Signature:

Date: 
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