Southern Oregon University

Graduate Assistantship Request

NOTE:  The student cannot begin working until these steps are completed:

· Supervisor and Division Director have approved by signing in Part A

· Division Director and Graduate Coordinator in student’s program of study have approved by signing in Part B

· Director of Graduate Studies has approved by signing in Part C (confirmation will be sent to Supervisor)
· Student has completed employment forms (including I-9 form) in the Service Center

Attach to this form:

a. Student’s letter of full admission to the master’s program;
b. Student’s resumé;
c. Student’s planned program of study
d. Job Description
Part A (To be completed by the Supervising Program)
	Name of Student:
	     
	 Student ID number:
	     

	

	Master’s program to which student is fully admitted:
	     


	Requesting Academic Program:
	     
	Supervisor:
	     
	Date:
	     

	Name of Assistantship:

     
Graduate Assistant Duties: 
     
Qualifications needed for the position: (General regulations require that the student’s graduate program and/or career expectations be related to the assistantship duties.)
     


	

	Full-time Equivalent (FTE) and start date   _______________, 20_____
 FORMCHECKBOX 
.10 FTE (4 hrs/wk)    FORMCHECKBOX 
.20 FTE (8 hrs/wk)     FORMCHECKBOX 
.30 FTE (12 hrs/wk)   FORMCHECKBOX 
.40 FTE (16 hrs/wk)   FORMCHECKBOX 
.50 FTE (20 hrs/wk)

	

	Term & Year:
	    FORMCHECKBOX 
 Fall
	20  
	  FORMCHECKBOX 
 Winter
	20  
	  FORMCHECKBOX 
 Spring
	20  
	   FORMCHECKBOX 
 Summer
	20  

	

	Approved by Supervisor or Program Chair:
	     
	Date:
	

	(printed name)                                   (signature)

	Approved by Program Division Director:
	     
	Date:
	

	(printed name)                                   (signature)


Part B (To be completed by the nominee’s academic program)
Number of total credits required for student’s degree:  ____  
Number of graduate credits completed by this student:  ____  
Number of graduate credits student is currently enrolled in:   ____ 
Verified by Graduate

Coordinator in nominee’s program:
     





  Date: ___________





(printed name)


(signature)
Approved by Division

Director in nominee’s program:
 






  Date: ___________





(printed name)


(signature)
Graduate Coordinator in nominee’s program of study is responsible for checking at the beginning and end of each term to make sure the student continues to meet attached General Regulations of the assistantship.

Part C (To be completed by Budget Office)
The student is authorized to earn $ _______________ Fall              $ ________________ Winter
                                                      $_______________ Spring          $ ________________ Summer

                               Total Wages:  $_______________                      Index Code for stipend is:______________
Estimated tuition waiver: $ _______________ per term for a total of $ _________________ per year.

Index Code for tuition waiver is:  _____________________               Approved waiver _________  % 
Total funds (Stipend, OPE, and Tuition Waiver) per year: $ __________________________

Budget Office Signature: _________________________________________
Date: ____________________
Director of Graduate Studies Signature: _____________________________
Date:  ____________________
For Graduate Studies Use Only
	
	
	
	

	
	     FORMCHECKBOX 
 Supervisor or Director
	
	

	Date distributed to:
	     FORMCHECKBOX 
 Div. Director (in nominee’s program)
     FORMCHECKBOX 
 Human Resources Office

     FORMCHECKBOX 
 Payroll
	POSN #
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	Southern Oregon University

General Regulations for Appointment of Graduate Assistants

In order to hold a graduate assistantship at Southern Oregon University a student must meet the following criteria:

1. The student must be fully admitted to a master’s degree program at Southern Oregon University.  This means the student has received a letter from the Division Director, which grants them admission to the specific master’s program.  (Consult the current University catalog for details.)

NOTE: Occasionally, on the basis of appropriate recommendations, students who fail to satisfy one of the admission requirements may be granted permission to begin coursework toward a program.  Students in this category may not hold a graduate assistantship until they obtain full admission to a master’s degree program at SOU. 

2. The graduate assistant duties must relate to the student’s graduate program and/or career expectations.  Assistantship must begin no later than the start of week four of the term.
3. The student must have an approved program for a SOU master’s degree on file in the Office of the Division Director no later than two weeks into the first quarter in which the student holds the assistantship. 

4. Students holding a graduate assistantship at .10 FTE and .20 FTE may take at most a total of 15 credits per term and must successfully complete each quarter at least six (6) credits of graduate coursework listed on the approved program of studies on file in the Office of the Division Director.  (Students who do not meet this criterion are no longer eligible for the assistantship.)

5. Students those holding an assistantship at .30 FTE, .40 FTE, and .50 FTE may take at most a total of 12 credits per term and must successfully complete each quarter at least nine (9) credits of graduate coursework listed on the approved program of studies on file in the Office of the Division Director.  (Students who do not meet this criterion are no longer eligible for the assistantship.) 
6. Graduate Assistant duties may include assisting with lab instruction or other assigned teaching-related duties, but Graduate Assistants cannot be the primary instructor / instructor of record for a course or be hired as part-time faculty members.  
7. Tuition Waiver:  Graduate Assistants are entitled to receive a tuition waiver.  The tuition waiver is for tuition only, and does not apply against any other associated fees.  Tuition waivers are set at:
                       100% tuition waiver for .50 FTE, requiring 20 hours per week of assistantship duties,
                         80% tuition waiver for .40 FTE, requiring 16 hours per week of assistantship duties,

                         60% tuition waiver for .30 FTE, requiring 12 hours per week of assistantship duties,

                         40% tuition waiver for .20 FTE, requiring 8 hours per week of assistantship duties,

                        20% tuition waiver for .10 FTE,  requiring 4 hours per week of assistantship duties. 
8. The Director of Graduate Studies must approve waiver of any of the above regulations in writing.
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