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The Graduate Assistant Office

The Graduate Assistant Office (GAO) was established to
administer the graduate assistantship program and to provide ombuds
services for graduate assistants. The GAO advises all University units
on policies regarding graduate assistantships, and advises graduate
assistants concerning problems which may arise from their dual role as
students and employees of the University. The GAO is an administra-
tive arm of the Office of the Vice President for Academic Affairs,
located near Graduate School offices for the convenience of graduate
students. The office publishes a quarterly newsletter, the Grapevine,
and distributes the Handbook for Graduate Assistants as well as
memoranda to departments and other offices on employment of
graduate assistants. Other services include posting of graduate assis-
tantship openings, explanation of grievance procedures, and adminis-
tration of the tuition benefit plan for graduate assistants. Graduate
assistants are invited to contact the GAO, 416 Johnston Hall, 626-1310
for assistance on matters that pertain to their assistantships.

Attention: University Job Applicants

Federal law requires all employees hired by the University
after November 6, 1986, to provide documents showing they are U.S.
citizens or aliens authorized to work. The University of Minriesota
cannot employ you without the required documents even if you are a
U.S. citizen.

U.S. citizens who do not have a U.S. passport (or a certificate
of citizenship or naturalization issued by INS) must produce two
documents: 1) a document to show identity, such as a driver’s license,
school identification card photo, or voter's registration card; AND 2) a
document to show eligibility to work in the United States, such as a
social security card or a birth certificate.

Permanent resident aliens can prove their eligibility to work
by showing a resident alien card (I-551 or I-151) containing their
photo or an unexpired foreign passport with an unexpired I-551
stamp. Other aliens must show a form I-94 attached to their passport
which indicates they are authorized to work, or show proper identifica-
tion and other documentation from the INS proving work authoriza-
tion. (See the section in this handbook “International Graduate
Assistants” for more information.)

If you are hired for the position you are applying for, you
must provide the required documentation within three (3) business
days of your first date of employment. Because the University cannot
employ you without the required documents, it is essential that you
plan ahead. If you do not have the necessary documents, apply for
them now.
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The Role of the Graduate Assistant

University of Minnesota graduate assistants play active roles in
the instructional, research, and service missions of the University. Your
appointments involve you in interaction with students, faculty, and
administrators and in the advancement of the educational programs of
your departments and colleges.

The graduate assistantship fulfills a dual function. It provides
instructional and research staff needed to accomplish the educational
missions of the various units of the University. It also offers you both
financial assistance and the opportunity to gain professionally related
experience.

Similarly, graduate assistants have a dual responsibility. As
members of the academic staff, you are responsible for performing
those teaching, research, or administrative duties attached to your
appointments. As graduate students, you are committed to pursuing
the course of study required by your degree program.

The two-fold nature of the graduate assistantship, along with
the great diversity of requirements among different programs, makes
establishing a single set of criteria for all assistants very difficult. In any
case, as a graduate assistant, you dearly fulfill an important function as
a member of the instructional, research, or administrative staff while
you pursue your graduate studies and broaden your professional
experience.

Types of Graduate Assistantships

Graduate students may be appointed to any of three positions:
Teaching Assistant, Research Assistant, or Administrative Fellow. Each
department may supplement the general descriptions provided below
with specific descriptions of the duties required of the graduate
assistants it employs.

Teaching Assistant, Classification 9511

Teaching Assistants work under the supervision of the aca-
demic staft, providing assistance to the faculty in the teaching or
advising of students registered in specific courses. Teaching assistants
may be responsible for a range of duties. You may work directly under
the supervision of a faculty member who is primarily responsible for
the course. In this case, your duties may be limited to such tasks as
grading examinations and reports; supervising or instructing laboratory
classes, recitation sections, or intern groups; or preparing examination
or class materials. Teaching assistants may also be assigned the primary
responsibility for an entire course including lectures, course organiza-
tion, academic administrative duties, grading, etc.



Research Assistant, Classification 9521

Research Assistants perform duties of a specialized nature
connected with research assigned by the supporting department or
principal research investigator. Such duties include collecting research
material, performing experiments, doing taxonomic work, taking field
notes, recording data, performing statistical analyses, preparing bibli-
ographies, abstracting, editing, etc.

For some students, the research assistantship may provide the
basis for part or all of your own thesis; for others, it may provide the
technical skills specifically required of all students within a given
degree program. For still other students, even though the duties of the
research assistantship fall within your field of study, the assistantship
may not provide an educational experience that constitutes part of the
degree requirements for your own degree program.

Administrative Fellow, Classification 9531

An Administrative Fellow performs duties of a specialized
nature connected with academic administration. Your work is per-
formed under the direction of designated members of the faculty or
administrative staff. Duties may include: assisting administrative staff in
the development, interpretation, and implementation of policies,
guidelines and procedures; general advising and counseling not
connected with specific coursework; conducting institutional and inter-
institutional policy and planning reviews; providing resource support
for committees; collecting and analyzing data; keeping records;
preparing reports; abstracting, etc.

Appointments to Graduate Assistantships

Opportunities for Assistantships

Assistantships are one of the means by which departments
provide financial assistance to their graduate students. Departments
usually restrict appointments or give priority in appointments to
graduate students in their own degree programs. Many assistantships,
however, are offered throughout the year by departments that are
either willing to consider other than their own graduate students, or
that do not have graduate students of their own, such as administrative
units of the University. These assistantships are posted in the Graduate
Assistant Office, 416 Johnston Hall, as they become available. You are
advised to check the posting board on the same day each week in
order to view all the appointments which have been posted. Informa-
tion on available appointments cannot be given over the phone. You
must come in to see what is available.



Eligibility

Students admitted to Graduate School degree programs are
eligible to hold graduate assistantships. Students in non-Graduate
School post-baccalaureate degree programs in professional schools
such as Law and Public Health may, depending on the degree pro-
gram, be allowed to hold graduate assistantships as well. Among those
students who are not eligible to hold graduate assistantships are those
admitted to the special Graduate School registration category “Course
Work Only,” and those admitted to the University as “Adult Special”
students.

Appointment to a gradualte assistantship may not begin before
the quarter of admission to a Graduate School degree program, except
in the case of those students admitted for fall quarter, who may hold
appointments beginning the preceding summer. For relevant dates, see
“Quarterly Payroll Periods” in the Workloads and Compensation
section of this handbook.

If you have graduated, you may continue to hold an appoint-
ment as a graduate assistant if you have been admitted directly into
another Graduate School degree program. If you have graduated and
have not been officially admitted into another Graduate Schocl degree
program, you may complete the remaining portion of a previously
committed academic or fiscal year term of appointment, but your
appointment title must be changed to a non-graduate assistant classifi-
cation. Research Assistants will be reclassified as Research Specialists
(9755), Teaching Assistants as Teaching Specialists (9754), and Admin-
istrative Fellows as either Teaching Specialists or Research Specialists.

The University of Minnesota is committed to making an impact
on minority and female academic appointments by following affirma-
tive action principles in the employment of graduate students. Depart-
ments are required to adhere to these principles in filling graduate
student positions.

Degree Progress and Registration Requirements

All graduate assistants must make satisfactory progress toward
a Graduate School (or designated professional school) degree. In
addition, as a graduate assistant you must be registered in each fall,
winter, and spring quarter during which you hold appointments of at
least 12.5% (65 hours) or more, including the quarter in which you
graduate. The Graduate School will not permit registration after the
end of the second week of class. The registration deadlines are printed
in the Class Schedule every quarter. There is no registration require-
ment during the summer if you were registered during the previous
spring quarter or if you are newly admitted for fall. A hold will be



placed on your record if you held a graduate assistantship of 12.5% (65
hours) or more and did not register for that quarter, or if you have
cancelled all valid registration for that quarter. The hold will remain
until your department notifies the GAO that they have changed your
title to a non-student classification. Back-registration is not permitied by
the Graduate School.

Any registration in the Graduate School will fulfill the require-
ment that you be registered in order to hold an appointment during
fall/winter/spring. Such registration includes but is not limited to one
of the following: at least one credit of any course work or thesis credit
registration. Beginning winter quarter 1992, Audit (“V”) registration by
itself will not fulfill this requirement. Your department may have
additional requirements. (Student Status registration and continuous
registration are no longer available.) Registration in courses offered
through Continuing Education and Extension will not satisfy this
requirement until the class has been officially transferred onto your
official degree program. An “ON” hold will be placed on your record
until the GAO receives the Graduate School’s confirmation of the
transfer.

Approaching Graduation Date

If you are planning to graduate in mid-quarter, and you hold a
graduate assistantship for the entire quarter, you are entitled to keep
your assistantship until the end of that quarter without changing your
class tile. If you wish to leave your assistantship immediately upon
graduation, you must write a letter of resignation to your supervisor
informing him or her of the date you plan to leave. Be aware that if
you leave your assistantship early, you may be billed for some or all of
your tuition for that quarter, since the tuition waiver is contingent upon
completion of the qualifying appointment(s).

Conditions of Assistantships

You are entitled to know the terms and conditions of your
assistantships. Some information is essential to the decision to accept
an offer and must be provided when an appointment is offered. Other
information is integral to effective performance of assignments and
should be available as you begin work.

Every hiring unit must provide the following list of informa-
tional items in writing when offering an assistantship or renewing a
current appointment:

« title, rate of pay, percentage of time, and length of appoint-

ment

¢ description of general duties attached to the position



¢ hours of work required per week and flexibility in the work
schedule (e.g. a half-time appointment implies an average
of 20 hours per week)

o departmental guidelines that may set a maximum number
of quarters of employment

e criteria for continuation of appointment from quarter to
quarter and year to year, with respect to job as well as
academic performance

« type of payroll you are paid from and how this may affect

your appointment.

Every hiring unit must notify you in writing if these conditions
of appointment change. In general, the title, rate of pay, percentage
time, and length of appointment may not be changed without mutual
agreement between you and your hiring unit. Also, you should not be
asked to perform duties that are not related to the instructional,
research, or service missions of the unit that appoints you.

The following information should be a part of every graduate
assistant's initial orientation to the position:

¢ description of specific duties, or explanation of when and
how those duties will be assigned

¢ name of faculty or administrative supervisor

¢ educational resources available, including orientation and
in-service training

¢ TA training available through the department or University

¢ access to departmental clerical services, supplies, equip-
ment, office space

¢ criteria for evaluation of job performance, and name of
faculty or administrative staff member who is to be respon-
sible for the evaluation

« procedure and timing of reappointment decisions
» source of funding.

The faculty member or the departmental administrator respon-
sible for hiring should make such information available to you at the
outset of your appointment. If complete information is not provided to
you when you begin working, you should ask questions to make sure
you clearly understand your contract and responsibilities. You should
direct inquiries to your immediate supervisor or the departmental chair.
You may request a photocopy of your appointment document for your
reference. If you are unsure what your rights and responsibilities are
under your particular payroll contract, you may contact the GAO.



Reappointment/Non-Reappointment

To the extent that the budget and other essential information
permit, actions on appointments and non-reappointments for the
following year should be completed and written notification given
preferably by April 1 and no later than April 14. However, in years in
which the Minnesota State Legislature is considering the University’s
biennial budget, or in cases in which grant decisions are late, such
early notice will not always be possible. Note: some departments may
have set 2 maximum number of quarters for departmental support of
their students. Check with your department for details.

A department or unit may elect not to reappoint you for the
next term of appointment on the basis of its evaluation of your perfor-
mance of the duties of the position, your progress toward your degree,
or budgetary constraints. Adequate performance of duties and progress
toward the degree do not guarantee reappointment. Under cir-
cumstances where external funding of the position is lost, the position
may have to be terminated at the end of the current appointment. A
department may not, however, terminate your appointment prior to the
end date of your current appointment because of loss of funding.

Acceptance or Continuation of Appointment

Acceptance of an offer of a graduate assistantship by you as
either a current or prospective graduate student, regardless of the term
of appointment, completes an agreement that both you and your hiring
department are expected to honor. The hiring contract is legally
binding. Should you subsequently desire to change plans, you must
submit a written resignation from the appointment for the following
year at any time through April 15. An acceptance given or left in force
after April 15 commits the student to the next year's appointment.
Formal release from this appointment must be obtained if you wish to
change plans, whether the assistantship was offered before or after the
April 15 deadline. If you find it necessary to resign from an appoint-
ment, you should consult with your department as early as possible to
facilitate the hiring of another student.

Assignment and Reassignment of Duties

Each unit is expected to provide a minimum notice of four
weeks for particular teaching assignments and two weeks for other
duties, with the opportunity for assistants to express preferences for
assignments in advance of these notice dates whenever possible. (It is
expected that the same notices of courtesy that are extended to faculty
in the determination of teaching assignments and responsibilities
should apply also to graduate assistants.) Problems may arise during
rush periods at the beginning and end of academic quarters. It is



expected that the unit will make every effort to keep its graduate
assistants informed with respect to these instructional contingencies.

Dismissal

A graduate assistant may not be summarily terminated.
Removal cannot occur without citing reasons to you and giving you an
opportunity to respond. There are specific procedures regarding
substandard performance that departments must follow before you can
be terminated from an appointment. Grievance procedures are
described in the Grievances section of this handbook.

A wviolation of the University’s Student Conduct Code, includ-
ing an act of plagiarism, may result in you being dropped from your
program. If you are dropped, you will also lose your assistantship.
There are 16 violations described in the standards of student conduct
ranging from falsification of documents to disorderly conduct. All
students are responsible for knowing the standards. The Student
Conduct Code is available in the Office of Student Affairs, 16 Morrill
Hall, and is published in the Minnesota Daily the first two days of
classes in fall, winter and spring quarters.

Note: If you are dropped from your academic program, your
assistantship is automatically terminated because you must be a
degree-pursuing graduate student to hold an assistantship. You are
entitled, however, to complete the remainder of the quarter in which
you are dropped from your program, or, if this occurs at the end of a
quarter, be kept on the payroll for a short time to curb any sudden
financial hardship.

Teaching Assistant Training

Teaching assistant training was mandated by the Minnesota
Legislature in 1989. Training of teaching assistants is a shared responsi-
bility of departments, colleges, and central administration. TAs should
contact the offices of departmental chairs and college deans to find out
what is available from those sources. Academic Affairs sponsors many
facets of training on a University-wide level. Workshops, lectures,
orientations, conferences, a teaching consultant, the Teaching Assistant
Resource Library, and the TA English Program are all aspects of TA
training sponsored by the TA Development Program, Academic Affairs.
Training is considered to be part of a TA’s preparation, and time spent
in training is to be paid by the hiring department.

Orientation for new TAs and special workshops for both new
and experienced TAs are offered the week before classes begin in the
fall. Other valuable workshops on many aspects of teaching are
offered throughout the academic year. The TA Consultant is available
to provide advice, suggestions, tips, and sample items to TAs about
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their teaching, either upon request from a TA or via departmental
referral. The TA Resource Library is located in the Reserve Room of
Walter Library on the east bank of the campus. It contains books,
articles, and reports on teaching tips, learing styles, writing syllabi,
creating tests, etc. The TA English Program administers the SPEAK test
and provides training for international TAs. Contact the TA English
Program at (612) 624-4079, or write to: TA English Program, 102
Klaeber Court, 320 16th Ave. S.E., Minneapolis, MN 55455. For all other
services, teaching assistants, faculty, and/or departmental personnel
may call (612) 625-1878, or write to: TA Development/Academic
Affairs, 411 Morrill Hall, 100 Church Street S.E., Minneapolis, MN
55455-0110, for more information, or to be placed on a mailing list to
receive timely correspondence concerning these services.

Workloads and Compensation

Workloads

Graduate assistants may hold either of two types of appoint-
ment: fixed percentage or hourly. A fixed percentage is based on
compensation for a full-time position of 9 or 12 months. For example,
a 50% appointment implies an average of 20 hours of work per week
at one-half the rate of pay for a full-time position. As a graduate
assistant, you may also hold hourly appointments for which you are
compensated at an hourly rate for that position. In either case, all
duties related to the appointment are included in determining the
number of hours worked per week. The work schedule, whenever
possible, should be flexible so that you can work less than the average
number of hours per week when other responsibilities, such as your
examinations, arise and more than the average number of hours per
week when the duties of the appointment require it. This may not be
possible in TA positions, and is not possible for international students
who are limited to working 20 hours per week. Note: Immigration and
Naturalization Service regulations restrict international students in F-1
or J-1 Student visa status to working 20 hours per week during the
academic year. See “Employment Limitations” in the International
Graduate Assistants section for details. (For students in J-1 Student
status, this number may be exceeded in certain circumstances. Contact
the Office of International Education, 20 Nicholson Hall, 626-7100 for
up-to-date information.)

During fall, winter, and spring quarters, graduate assistants at
the University of Minnesota may not hold appointments or combined
appointments totaling more than 75% time in all University payroll
classes and appointments, including Continuing Education and Exten-



sion, Civil Service positions, and student worker positions without prior
written permission of the Dean of the Graduate School. (This equals
no more than 60 hours in a two-week pay period for the hourly
assistant.) It is the responsibility of the department hiring you, with
consent and input from your advisor, to request such permission in
writing well before the over-75% time period is expected to occur.

Graduate assistants may hold up to a 100% time appointment
during the summer without special permission from the Graduate
School. Under no circumstances may a graduate student hold a
University appointment or combination of appointments totalling more
than 100% time. The hourly appointee should never work over 80
hours total from all appointments in a two-week period.

You may not hold graduate assistantship appointments for
which there is no monetary compensation, nor are you allowed to
hold appointments for which you receive only course credit or resident
tuition rates.

Compensation

Graduate assistants are compensated according to a pay range
established each year by the University’s central administration and
approved by the Board of Regents. Graduate assistants may be ap-
pointed fo a rate of pay anywhere within this range. In determining the
rate for an individual graduate assistant, a department may consider
such criteria as the nature of the duties assigned, your experience in
terms of both the assigned duties and your progress toward your
graduate degree, and the quality of your performance in terms of the
assigned duties and your overall academic excellence. Compensation
paid to graduate assistants employed in the same or different depart-
ments may vary according to these criteria.

For the 1991-92 fiscal year, the hourly rate is a range from
$10.06 - $13.24. The salary range for a 100% graduate assistant on a 9-
month appointment is $15,750 - $20,736 or $1,750 - $2,304 per month.
Salary ranges for appointments at, for example, 50% can be determined
by multiplying the percentage of appointment by the 100% monthly
rate.

Gross income for a 9-month 50% appointee based on the
1991-92 pay range would be as follows:

Time Period Floor Ceiling
per month $875 - 81,152
per quarter $2,625 - $3,456
per 9 month $7,875 - $10,368
per 12 month $10,500 -  $13.824
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Updated schedules of compensation rates are distributed to
departments each July at the beginning of the University’s fiscal year.
Contact your work department for information on the pay ranges
currently in effect.

Quarterly Pay Periods

Graduate assistant appointments may begin or end on any
date, but they generally follow the quarterly and summer payroll
period dates. These dates are the same each year:

For Twin Cities campus appointments:

Summer June 16 - September 15

Fall Qtr. September 16 - December 15
Winter Qur.  December 16 - March 15
Spring Qtr.  March 16 - June 15

For Duluth campus appointments:

Summer June 1 - August 31

Fall Qtr. September 1 - November 30

Winter Qtr.  December 1 - February 28

Spring Qtr. March 1 - May 31
Note: The Law School operates on semesters. Assistantships in the
Law School use the following dates: Summer, May 16 - August 15; Fall
Semester, August 16 - December 31; Spring Semester, January 1 - May
15.

Graduate assistants holding regular or miscellaneous payroll
appointments (determined by hiring unit) are paid semi-monthly, on
the 15th and last day of the month. Graduate assistants holding
appointments on Work-Study or in Continuing Education and Exten-
sion are paid on biweekly payroll, or usually every other Wednesday.
If the pay date falls on an official holiday, Saturday, or Sunday, the
payroll check will be issued on the preceding work day.

Payroll Deduction/Direct Deposit

To be eligible to have your tuition and student services fees
deducted from your payroll check, your tuition and student services
fees must total at least $150, and you must have a graduate assis-
tantship of at least 25% for the entire 13-week quarter. Graduate
assistants holding only hourly appointments, including appointments in
Continuing Education and Extension or Work-Study appointments are
not eligible for this service. See the “Payment of Fees” section of the
Class Schedule for complete information.

Graduate assistants may have their paychecks directly depos-
ited into their savings or checking account. Enrollment forms for the
Direct Deposit Payroll Service are available in your department office.
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Leave Time
Official University Holidays
Paid holidays must be recognized for graduate assistants.

e Graduate Assistants on Regular Payroll

If an official holiday falls on a day of the week normally
scheduled for work, the graduate assistant shall receive the regular
paycheck and shall not be required to make up the hours that fell on
the holiday. If your schedule varies from week to week, the holiday
pay shall be prorated for the work week. (For example, a 25% appoint-
ment prorated for one week in which one official holiday occurred
would provide two hours of release time for the graduate assistant.)

e Graduate Assistants on Miscellaneous Payroll

For graduate assistants on a fixed percentage of time, the same
provisions for regular payroll apply (see preceding paragraph). For
graduate assistants paid on hourly miscellaneous payroll which
averages ten (10) hours per week or more, there are two decision
rules; (a) if work hours are fixed on a weekly basis, holiday pay shall
be provided if the holiday falls on the day of the week normally
scheduled for work; or, (b) if the work schedule is variable, holiday
pay shall be prorated for the work week. For example, if you are
working ten hours each week, you should receive two hours of
holiday (unworked) pay during the week in which one holiday falls.

e Graduate Assistants on Biweekly Payroll

Graduate assistants who work an average of ten (10) hours a
week or more shall be compensated for unworked time according to
the same rules stated above for hourly miscellaneous payroll. For
biweekly payroll hours that are in addition to a regular or miscella-
neous payroll appointment to compensate for additional hours worked
during intermittent peak periods, or where the nature of the duties
result in irregular and variable hours that clearly do not meet the rule
of an average of at least ten (10) hours per week, pay shall be based
on actual time worked.

Quarier Breaks

For class break periods between fall and winter quarters and
winter and spring quarters, paid time must reflect hours worked except
for the following;:

(D official holidays shall be paid according to the provisions
under the “Official University Holidays” section above;

(2) Teaching Assistants who are the day course instructors of
record shall be paid over the entire quarter. Payment is made in six
equal semi-monthly payroll checks and includes course preparation,
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instruction, advising, and grading. The quarterly payroll periods do not
necessarily reflect either the class schedule or the time period in which
you prepared the course. The six pay periods in each quarter assure
equal payment for a course taught in each of the three quarters. For a
teaching assistant whose sole responsibility is the teaching of a course
or courses, there is no work required during the break period follow-
ing submission of grades.

(3) Teaching assistants who are not instructors of record,
research assistants, and administrative fellows on straight percentage
time appointments also receive equal semi-monthly paychecks. In
order for you, as one of these graduate assistants, to be paid if you
wish to be absent during the break, you should make prior arrange-
ments with your supervisor to work additional hours to compensate for
the period of absence. You and your supervisor should discuss break
plans at the beginning of the quarter to prevent misunderstandings
between you and your department. In the event an arrangement for
additional hours has not been made, a break in service should be
processed. Holiday time is not paid during a leave without salary.
Note: For purposes of calculating length of appointment, graduate
assistants must be physically present at the job on the last day of the
appointment. If you have arranged to leave the job early, then the
appointment dates on your payroll document must reflect the actual
dates you worked.

Sick Leave

Sick leave days based on service are not accrued in any
academic appointment. However, as a graduate assistant, you are
entitled to informal sick leave, not to exceed two weeks’ consecutive
pay, for absences caused by occasional or serious illness or injury to
yourself or to your child. In the case of repeated absences due to
illness, your appointing authority (dean or department head) may
request a health care provider’s certification verifying the illness.

The sick leave policy pertains to graduate assistants in all
payroll categories. For graduate assistants on an hourly payroll, there
are two decision rules: (a) if work hours are fixed on a weekly basis,
sick pay shall be provided if the sick day falls on the day of the week
normally scheduled for work; or, (b) if the work schedule is variable,
sick pay shall be prorated for the work week. For example, if you
work ten hours each week, you should receive two hours of sick pay
for each day you are sick.

Daily Breaks
Graduate assistants are entitled to a 15-minute break if work-
ing four hours at a stretch or more. There is no paid lunchtime.

13



Vacation

Graduate assistants receive no paid vacation. Academic
vacation eligibility requires eleven months’ service at 100% time. No
vacation is earned or prorated for other terms of appointment. Because
graduate assistants cannot work on a twelve month 100% time con-
tract, there is no paid vacation. (For holidays, see “Official University
Holidays” section above.)

Parental Leave

The Regents’ policy provides parental benefits for graduate
assistants. Graduate assistants who have held an appointment or
combination of appointments for at least nine months consecutively at
an average of 50% qualify for the following leaves while currently on
at least a 50% time appointment: A woman may take up to six weeks
leave with pay related to the birth of her child; 2 man may take up to
two weeks leave with pay and four weeks leave without pay related to
the birth or adoption of his child; a woman may take up to two weeks
leave with pay and four weeks leave without pay related to the
adoption of her child. The leave must fall within the terms of the
appointment, and be taken consecutively, without interruption.
Notification of intent to use parental leave must be submitted to the
department head at least four weeks in advance of the first day for
which leave is requested, except in unusual circumstances. The leave
must begin no later than six weeks after the birth of the child or
placement of the adopted child, and can begin no sconer than two
weeks before the expected birth or placement of the adopted child. In
the case of pregnancy-related illness, a woman may receive two weeks
informal sick leave.

Surnmer and Continuing Education and Extension appoint-
ments may be included in determining the nine months of completed
appointment required to be eligible for the benefit. Parental leave,
however, if taken on a Summer Session or summer CEE appointment,
would be unpaid.

Note: If you have a paid parental leave totalling over 65 hours, you
must still register during the quarter in which you take the leave.

Worker’s Compensation/Unemployment Compensation
Graduate assistants are covered by Worker's Compensation

but do not qualify for Unemployment Compensation, because Minne-

sota law specifically excludes registered students from this benefit.

Travel Insurance

Travel accident insurance is provided to graduate assistants on
University of Minnescta business. Before you travel, you should submit
Business Administration Form 9, Travel Authorization or Advance
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Request, to ensure coverage. Obtain the form from your department,
fill it out, and return it to the department. It must be signed by the
department head before being turned in to Accounting Records and
Services. For questions about what is covered by travel insurance, call
University Property/Casualty Insurance at 625-0062.

Tuition Benefits

Tuition Benefits Based on Assistantships

Graduate assistants who hold a minimum of a 25% time
appointment for an entire quarter (130 hours) or semester (195 hours),
are eligible for a tuition waiver equal to twice the percentage of
appointment. The tuition waiver is not available to graduate assistants
holding appointments in the summer prior to fall admission. A gradu-
ate assistant must work 260 hours in a quarterly payroll period (390
hours in a semester) to be eligible for a 100% tuition benefit. The
waivers are given on a sliding scale, i.e., a 25% appointment receives a
50% waiver, a 30% appointment receives a 60% waiver, and so on, up
to 100% waiver for a 50% appointment (260 hours). The tuition waiver
is calculated from the hours worked during the quarterly pay periods
(or semester pay periods for students registering in the Law School). So
that, in order to receive a tuition waiver for fall quarter, you must work
at least 130 hours between September 16 and December 15. The
quarter and semester dates are listed in the section “Quarterly Pay
Periods.” The tuition waiver is applicable only for registration in the
quarter during which the hours were worked.

Note: Tuition benefits are contingent on the completion of the qualify-
ing appointment(s). If your assistantship is terminated or you resign,
you may be assessed part or all of the tuition formerly waived for that
quarter.

Houw to Receive a Tuition Waiver

Tuition waivers are available either at the beginning of the
quarter or retroactively after the end of the quarter. There is no
deadline to receive a waiver.

To some extent, the way to receive a waiver depends on the
type of payroll you have been appointed on. There are four types of
payroll: regular, biweekly, miscellaneous percentage, and miscella-
neous hourly. (People appointed to biweekly and miscellaneous
hourly payroll usually fill out time cards. People on regular and
miscellaneous percentage appointments do not fill out time cards.)

If you are a graduate assistant on regular payroll, you should
call the Graduate Assistant Office (626-1310) before you register to find
out if your appointment is on the Registration Data Base. If it is, you
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simply register, and the tuition waiver will appear on your fee state-
ment. If it is not, you must process your tuition waiver manually by
bringing a copy of your payroll document (PAF) and a completed
Tuition Benefit Information form from your work department to the
GAO, preferably before registering.

Graduate assistants with appointments not on the regular
payroll, including Continuing Education and Extension, biweekly,
Work-Study, and miscellaneous appointments, never have the appoint-
ment appear automatically on the Registration Data Base. You may be
eligible for a provisional tuition waiver, provided the work department
is willing to, and can fairly accurately predict the number of hours you
will work during the particular quarter. You must always process your
tuition benefit manually by bringing a copy of your payroll document
(PAD), the Tuition Benefit Information form signed by your work
department, and a letter from the department on departmental statio-
nery giving an accurate prediction of the hours you will work during
the quarter. It is imperative, if you receive a provisional tuition waiver,
that you fulfill the number of hours certified for that waiver. If not,
unexpected back-billing to you for a portion or the entire amount of
your tuition may result.

It is also possible to receive a tuition waiver retroactively. To
claim a tuition benefit retroactively, you must have accrued at least 130
hours between the quarterly payroll dates. 1) Bring in a copy of your
payroll document (PAF), payroll abstracts and copies of signed time
cards (if applicable), with a Tuition Benefit Information form signed by
your work department, to the GAO for processing. 2) Take the com-
pleted tuition waiver form to Registration to obtain a revised fee
statement. 3) Take all fee statements for the quarter to Student Ac-
counts Receivable to be reimbursed.

Registration Covered by the Tuition Benefit

The Tuition Benefit covers registration through the Graduate
School for any credit course or thesis credits. (Some restrictions on the
Tuition Benefit with respect to thesis credits occur in summer. Please
refer to information specifically about summer tuition benefits or call
the GAO.)

The Tuition Benefit does not cover registration for non-credit
courses and/or undergraduate courses in Continuing Education and
Extension. Classes taken in CEE must be 1) at the 5000 and/or 8000
level, 2) taught by a Graduate School-approved instructor, 3) taken for
graduate credit, and 4) classes taken as part of your official graduate
program. Tuition Benefits for CEE classes are processed manually. If
your registration meets the above requirements, you should present a
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copy of your PAF, a completed Tuition Benefit Information form, and a
completed course request form with your advisor’s signature to the
GAOQ. Be sure to inform the GAO staff that you are registering for CEE
classes. Providing the above conditions are met, the GAO will then
stamp the tuition waiver form for CEE registration. You can then
proceed to Wesbrook Hall to register.

Resident Tuition Privilege/Extended Benefit

Minnesota non-resident graduate assistants holding at least a
25% appointment for an entire 13-week quarter (130 hours of work
within the quarterly payroll period), are eligible to pay resident tuition
rates for that quarter. As a non-resident graduate assistants holding
only hourly or miscellaneous hourly payroll appointments, you would
receive resident rates as a matter of course if you obtain a provisional
tuition benefit from the Graduate Assistant Office, or if you obtain
tuition benefits retroactively when your appointments are completed
for the quarter. (See the section “Tuition Benefits Based on Assistant-
ships” for information on obtaining a provisional tuition benefit.)

Resident rates or Extended Benefit privileges also apply to the
members of the graduate assistant’s immediate family. (The University
defines “immediate family” as spouse, children, parents, or legal
guardian or ward living in the same household as you.) These resident
tuition privileges are extended beyond the term of qualifying appoint-
ment if you have held such an appointment for a minimum of three
academic quarters (both Summer Sessions are counted as one aca-
demic quarter). After completion of the qualifying three quarters, the
Extended Benefit is granted on a quarter-by-quarter basis, equivalent to
the number of quarters of assistantship, up to a maximum of six
quarters. For example, an appointment for three quarters allows the
minimum extension of resident tuition privileges for three additional
quarters; appointment for five quarters allows five quarters of extended
privilege. Appointments for more than six quarters only allow the
maximum six-quarter extension of resident tuition privileges. You and
members of your immediate family are entitled to draw on your
accumulated extended privilege over a period not longer than three
years from the termination of your last qualifying appointment.

How to Obtain the Resident Tuition Privilege/Extended Benefit
Resident tuition eligibility for non-resident graduate assistants
who currently hold at least a 25% regular payroll appointment for the
entire quarter will be processed automatically with the assistantship
appointment. If you are a currently-appointed non-resident graduate
assistant, or if you are a non-resident graduate student who formerly
held appointments as a graduate assistant, and you wish to claim the
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resident tuition privilege for yourself or your family members, you
should contact the Graduate Assistant Office, 416 Johnston Hall,
626-1310.

Health Benefits

Graduate Assistant Health Care Plan

The University will pay all or part of the cost of health-care
benefits for graduate assistants with appointments of 25% or more in
class titles 9511 (Teaching Assistant), 9521 (Research Assistant), and
9531 (Administrative Fellow). Group Health, Inc. is the insurance
provider. The Graduate Assistant Health Care Plan is completely
separate from any previous arrangement made between you and
Group Health. If you currently have insurance with Group Health, you
would still need to apply for the Graduate Assistant Health Care Plan
coverage. To be eligible for the Graduate Assistant Health Care Plan,
you must: (1) hold a 25% or greater assistantship, and (2) pay the
student services fee. Newly appointed graduate assistants must apply
for coverage by the end of the second week of the quarter. If you wish
to enroll, it is your responsibility to fill out and submit an application
form available in the Graduate Assistant Insurance Office, 411 Johnston
Hall, 625-4346, by the deadline (the end of the second week of the
quarter). If you are appointed to an assistantship afier the deadline
date, you must apply within two weeks of the date that your appoint-
ment is approved by the Graduate Assistant Office.

The procedure for applying for coverage under the Graduate
Assistant Health Care Plan is tied to the procedure for obtaining your
Tuition Benefit. It differs according to the type of appointment that you
hold. (Refer to the section “Tuition Benefits Based on Assistaniships”
for information on types of appointments.)

As with the Tuition Benefit, the percentage of the Group
Health premium that the University will pay will be equal to two times
the percentage of your graduate assistant appointment. (For example,
the University will cover 50% of the cost for assistants with 25%
appointments.) You will be billed for the remainder of the Group
Health premium. You must pay the amount in full or in two equal
payments plus the $10.00 installment payment fee. Contact the Gradu-
ate Assistant Insurance Office, 625-4346, for more information about
the health care plan.

If you decide to discontinue participation in the Graduate
Assistant Health Care Plan, you must cancel your contract. Contact the
Graduate Assistant Insurance Office.
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State Plan Health and Life Insurance

Through fall quarter 1991 (December 15 on the Twin Cities
campus and November 30 on the Duluth campus), graduate assistants
on regular payroll who hold 75% time appointments of at least three
months duration are eligible for the State Plan Insurance employee
benefits package including health, dental, and life insurance. The
hiring departments pay all or the majority of the premiums for the State
plan, depending on the particular care provider you select. If you are a
graduate assistant with a regular payroll appointment of 50 - 74%, you
are eligible for the State Plan, but must pay the total cost of the
coverage at group rates if you wish to participate. The various plans
available through the Employee Benefits Department include options
for dependent coverage at additional cost. If you plan on participating
in the state group insurance, make sure your department processes
your payroll document(s) far in advance so that you are on the payroll
system by the start date of your appointment. There is a 28-day waiting
period beginning with the start date of your appointment. Coverage
becomes effective on the first day of the next payroll period after the
waiting period.
Note: Beginning winter quarter 1992 (December 16, 1991 on the Twin
Cities campus and December 1, 1991 on the Duluth campus), graduate
assistants will no longer be allowed to enroll in the State Plan adminis-
tered by the Employee Benefits Department and will be eligible only
for the Graduate Assistant Health Care Plan. However, if you are a
graduate assistant on the State Plan as of December 15, 1991 on Twin
Cities or November 30, 1991 on Duluth campus, you may remain on
the plan until you leave the plan or become ineligible, e.g. your
appointment ends or drops below 50%.

Health Care Reimbursement Account

If you are scheduled to work 17.5 hours or more per week for
at least six months of the year, you may elect to participate in this plan.
The Health Care Reimbursement Account allows you to make pre-tax
contributions to an account which you may then draw on to pay
eligible medical and dental expenses not covered by other sources.
Examples would include deductibles and co-payments under your
medical plan, prescription eyeglasses and contact lenses. Premium
payments for any insurance contract, individual or group coverage are
not considered eligible health care expenses for this account. You can
elect to participate in this program the first day of the pay period after
you have been employed by the University for 28 days. You must have
selected this option however, within 60 days of the start date of your
employment. Parameters are established for how much you can
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contribute to the account and when you can elect to make a change in
the annual amount. A descriptive brochure on this benefit is available
from the Employee Benefits Department (624-9090).

Grievances

As a graduate assistant, you have the right to fundamental
fairness regarding complaints arising from your appointment, without
prejudice to other rights and/or privileges. If you have a complaint,
you should discuss it with your faculty supervisor and, if the problem
is still unresolved, discuss it with the department or unit head. If you
wish to discuss your situation with someone outside of the work
department on an informal basis, you may contact the Coordinator of
the Graduate Assistant Office. If a grievance cannot be resolved by
informal means through these discussions, the formal system of
grievance procedures should be activated via the University Grievance
Policy. New grievance procedures for academic employees went into
effect September 16, 1990. There is a time limit of 30 days from the
date of the alleged incident for filing a formal grievance or a letter of
intent to file a formal grievance. The Graduate Assistant Office will
provide initial information and copies of the established procedures.

International Graduate Assistants

Everything in this book applies to international graduate
assistants; however, there are some special situations of which interna-
tional students should be aware.

Employment Limitations

Students in F-1 Visa Status

If you are a student in F-1 visa status, you are not permitted to
hold paid appointments for more than 50% time or 20 hours per week
while school is in session unless you have been authorized for “practi-
cal training” employment. The time limitation applies to all University
appointments and any combination thereof: academic student and
non-student, including graduate assistantships; student, civil service,
and work performed through Continuing Education and Extension.

The half-time work limitation applies to the scheduled class
periods, including finals week. Work during break periods and sum-
mer may be up to 100% time or 40 hours per week. Time worked in
excess of these limitations will not be paid.

Students in J-1 Student Visa Status
The guidelines provided above for students in F-1 visa status
also apply to international students in J-1 Student visa status with the
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following exception: Students in J-1 Student visa status may hold up to

75% time employment during scheduled class periods, including finals

week. The University will permit no exceptions to this rule. Contact the
Office of International Education, 20 Nicholson Hall, 626-7100 for more
information.

Office of International Education

Counseling and advisory services are provided for students
from other countries by the Office of International Education. Assis-
tance is given to those seeking information about visa regulations;
federal, state, and local regulations governing foreign nationals;
financial aid requirements; English language requirements; and educa-
tional, social, and personal problems. This office also coordinates the
Pre-Registration Program for new international students. You are
invited to address inquiries to the Office of International Education, 20
Nicholson Hall, 216 Pillsbury Dr., 626-7100. The office hours are: 8
a.m. - 12 noon, and 1 p.m. - 4:15 p.m., Monday - Friday.

Social Security Cards

You must have a Social Security number in order to be put on
the University payroll and to use Payroll Deduction. The payroll
department will help you obtain your Social Security number. FIRST,
you must go to the Payroll Department on the second floor of the
University’s Administrative Services Center at 1919 University Avenue in
St. Paul, in order to fill out an application. You must take (1) your valid
passport, (2) your I-94 Departure Record, (3) a copy of your payroll
document (Personnel Action Form) from your department, and (4) if
you are in F-1 visa status you must also present an [-20 ID Copy (page
3 of the 1-20), or if you are in J-1 Student status, you must also present
your IAP-66. SECOND, when you have completed your application for
the Social Security number, you must visit the Social Security Adminis-
tration office in St. Paul. The Payroll Department staff will give you full
instructions on how to get there. It is to your advantage to apply for
your Social Security number through the University Payroll Depart-
ment, and not to go directly to the Social Security Administration office.
You will be paid sooner if you apply for your number through the
Payroll Department. For more information about the procedure, call
the Payroll office at 624-2837.

The University provides shuttle-bus service to the Administra-
tive Services Center at 1919 University Avenue. The Inter-Office Shuttle
bus runs every hour and can be boarded at the Civil and Mineral
Engineering Building or at the intersection of Oak and Washington
streets in Stadium Village. Call 625-9000 for the schedule and other
locations of shuttle stops.
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Proficiency in Spoken English

If you are a prospective Teaching Assistant (9511), you will be
referred to the English as a Second Language Program, 116 Klaeber
Court (624-1503) for testing. Depending on the results of this oral
exam, you may be required to take classes in Classroom Comrnunica-
tion Skills before appointment as a TA. Contact your Director of
Graduate Studies if you have any questions.

Taxes

The tax situation is more complicated for international gradu-
ate assistants than for U.S. citizens with assistantships. Some persons
will not need to pay taxes on their assistantship wages because tax
treaties have been signed between their governments and the United
States. It will be necessary for you to go to the University Payroll
Department or call them early in your employment if you wish to
determine whether a treaty exists. In other cases, the type of visa you
hold may exempt you from paying certain taxes.

Usually, however, the University will withhold money from
your paycheck, some of which will go to the federal government,
some to the state government. You will have to file forms with the
United States government and the state of Minnesota in order to
receive any of this money back. Generally, you cannot claim deduc-
tions which allow you to pay less tax because you have dependents
(spouses or children) living with you in the United States.

If you hold a non-immigrant visa, you must file your annual
tax return by April 15 on a special version of the required reporting
forms. To make the annual report to the federal government on your
income, you must use Form 1040-NR, which is not available from
normal sources such as post offices and libraries. You can call the
Internal Revenue Service at 1-800-829-3676 and ask to have this form
sent to you. You may also want to consult or have sent to you relevant
publications of the Internal Revenue Service, including the most recent
revisions of:

—Publication 508, Educational Expenses;

—Publication 518, Foreign Scholars and Educational and
Cultural Exchange Visitors;
-—Publication 519, U.S. Tax Guide for Aliens; - Publication
520, Scholarships and Fellowships; and - Publication: 17,
Your Federal Income Tax.
You are encouraged to consult a tax attorney or to contact the
IRS for definitive responses to questions (IRS HOTLINE: 1-800-424-
1040).

22



Graduate Assistants and Taxes

The University withholds state and federal taxes on payments
to all Teaching Assistants, Research Assistants, and Administrative
Fellows.

In the past, the IRS has treated the stipends of some RAs as
tax-exempt on the grounds that they were scholarships or fellowships,
thus allowing some graduate assistants to recover the taxes that have
been withheld. As a result of the Tax Reform Act of 1986, however, the
exclusion for scholarships and fellowships has been restricted consider-
ably. Under current law, scholarships and fellowships awarded to
degree candidates are considered taxable income, except for the
amounts of your “qualified tuition and related expenses,” defined as
tuition and fees required for enrollment, and necessary books, sup-
plies, and equipment required for courses. Room and board, travel,
research, clerical help, and other expenses not actually required for
enrollment are not qualified expenses. The use of funds for qualified
tuition and related expenses must be in accordance with the conditions
of the source of funds. For non-degree candidates, the full amount of
the scholarship or fellowship is considered taxable income.

If you hold a graduate assistantship and wish to claim that
some portion of the award is tax-exempt, you are urged to keep
accurate records, including receipts, of all funds received and all
expenditures for qualified tuition and related expenses.

Social Security Tax Withholding

As a graduate assistant, you do not have social security tax
withheld on your graduate assistant wages. If you hold other positions
in the University, however, you may have taxes withheld on those
positions.

Taxation of Tuition Benefits Based on Assistantships

As of November, 1988, there is no longer taxation of Tuition
Benefits. This means that the Tuition Benefit is not counted as income,
and so is no longer taxable. The wages from employment as a gradu-
ate assistant, however, are still taxable.

If you wish to know more about the tax law, you may want to
consult relevant publications of the Internal Revenue Service, including
the most recent revisions of Publication 508, Educational Expenses;
Publication 520, Scholarships and Fellowships; and Publication 17,
Your Federal Income Tax. You are encouraged to consult a tax
attorney or to contact the IRS for definitive responses to questions (IRS
HOTLINE: 1-800-424-1040).
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Taxes and International Students in F-1 or J-1 Visa Status

In general, most persons employed in the United States must
pay taxes to the federal and state governments. A certain amount of
money is withheld from each paycheck to cover any taxes which
might be owed at the end of the year. In some cases the amount of
money withheld is greater than what the total annual tax is, but you
must wait until the end of the year before you can recover the excess
amount paid by filing your tax return forms. (See “Taxes” under the
section International Graduate Assistants for further information.)
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Office.
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its programs, facilities, and employment without regard to race, religion, color, sex, national
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Opportunity and Affirmative Action, 419 Morrill Hall, 100 Church St., S.E., University of Minnesota,
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Compliance Programs, Department of Labor, Washington, D.C. 20210.



