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Student Employment Summit — July 29/30, 2009

Notes on Graduate Appointments from the Graduate College
Dr. Julie Nemire, Director, Awards and Special Projects (387-8208)

Ms. Virginia Bowlby, Coordinator, Graduate Appointments (387-8259)

Hiring New Graduate Appointees
· If you are hiring a new graduate appointee, you need to make sure that students you intend to hire are fully admitted to a graduate program (particularly if the students are not from your own program). The SGASTDN screen on Banner will be reliable most of the time but if you are not sure, ask the student to show you their letter of admission. For students on conditional admission, contact the admitting de​partment for additional information.
· Be sure that you collect I-9 information by the third day of employment and send that information to HR as soon as possible for new hires.
2009–10 Appointment Letter Templates
· Make sure that all relevant paragraphs (i.e., training, teaching assistants, etc.) are included in appoint​ment letter so student receives all vital information.

· Be sure to send a copy of the current Graduate Appointee Information Sheet with each letter.

· Continue to send copies of all signed appointment letters to Virginia.
TAU Contract Summary
· New 3-year contract begins in Fall 2009 (will be available at www.wmich.edu/acb/ by end of August).
· Pay rates for 2009–10: the former 1% lump-sum payment has been rolled into the base pay, so the total base pay is the same as 2008–09. Rates will increase 2% for 2010–11 and 3% for 2011–12.
· Master’s students now receive 6 hours of tuition in Fall and Spring for full-time appointments.
Pay Schedule Changes for Graduate Appointees
· See DA/DGA/GA pay schedule for 2009–10

· Appointees will be paid for actual dates of appointment. For Fall, first day of appointment is 8/31 and first paycheck is 9/15 but for only one week of work.

· Graduate appointees will continue to get paid the amount for their entire appointment; while most pay will be distributed in equal biweekly installments, this is no longer guaranteed and will not hold true for some first and last paychecks.

· Note that there will sometimes be gaps in pay depending on start and end dates of terms; this is so that pay will match actual dates of employment.
Tuition Awards
· Tuition awards should continue to be sent to Virginia Bowlby at GRAD-AWARDS@wmich.edu. Virginia inputs all GA tuition awards to student accounts.

· All fund 11 detail codes that pay tuition should “float” up and down with a student’s actual enrollment and will not pay more tuition than the student is actually charged. Departments can, if they wish, set up additional detail codes that will pay undergraduate tuition, EUP tuition, or additional fees.
· Grant-funded tuition codes can be set up to pay more than the tuition charged at the department’s discretion. The Graduate College monitors these detail codes very carefully to ensure that students do not receive excess tuition money since these codes usually are not set to “float.”
· Graduate appointees who are under enrolled (i.e., less than 6 hours Fall/Spring or 3 hours Summer I/II) will not receive their tuition award unless the under enrollment is approved by the Graduate College. Approval is only for certain situations and not guaranteed; please consult Julie Nemire ahead of time (before end of drops/adds) if unsure whether student’s enrollment is OK. The enrollment require​ment is not pro-rated for less than full-time appointees and under enrollments will not be approved merely because a student receives a smaller tuition award for a partial appointment.
· Graduate appointment letters do state that an appointee’s tuition award will pay only for “registered and completed tuition hours” and that any excess money is forfeited and cannot be used in a later term. We are working on procedures to catch overpayments caused by things such as residency changes in a more timely fashion, but occasionally GAs receive tuition refunds to which they are not entitled and then have to pay the money back.
FICA Charges
· Graduate appointees are exempt from FICA charges as long as they are enrolled at least half-time (3 hrs. Fall/Spring, 2 hrs. Summer) and they do not have additional employment at the University.

· Appointment letter now asks students to notify their hiring department if they take additional employ​ment at the University.

· If your department is paying excessive FICA charges because of your appointees taking on additional work, contact the Graduate College to discuss strategies/remedies.
Training for New Graduate Appointees
· Training for all new teaching, research, and non-teaching (service) appointees is on Wed. 9/2/09 in Brown Hall. Three sessions will be offered (8:30 a.m., 11:30 a.m., 2:30 p.m.) but each student will choose one session to attend.
· Any graduate appointee who is new since Fall 2008 or is teaching in 2009–10 for the first time is required to attend.

· Departments must inform the Graduate College which students are required to attend by sending in the training registration form.

Health Insurance for Graduate Appointees
· Health insurance subsidy for 2009–10 is $800 for appointees electing basic plan and $900 for compre​hensive plan.
· The University, not hiring departments, pays for the subsidy.

· Appointees must enroll for the insurance subsidy on the Graduate College website starting about 8/17 through 9/18; it is not automatically done for them.
· Premiums are paid via payroll deduction.
Monitoring Your Own Graduate Appointees Each Term
Although the Graduate College monitors all graduate appointments each term for each student’s admission, enrollment, and academic standing, and that appointments meet minimum standards of pay and benefits and that appointments are properly classified (e.g., GA/DGA/DA and teaching/research/ service), please take it upon yourselves to monitor your own appointees for the following:

· That each graduate appointee is actually enrolled (don’t assume that they are—check it!).
· That each appointee is enrolled full-time or has been approved for under enrollment (prior to end of drops and adds) from the Graduate College.

· That each appointee’s degree level (see SGASTDN) matches the level of award.
· That all teaching assistants are listed on SIAINST screen in Banner as primary or secondary instructor of record for at least one course. Anyone who is a TA should be attached to at least one course.
Location for Additional Information
Rate sheets and letter templates for graduate appointees, Graduate Appointee Information Sheet, tuition award spreadsheet, and 2009–10 pay schedule for graduate appointees can all be found at: 
www.wmich.edu/grad/appointments.html

