Southern Oregon University
Request to Employ Student for Graduate Assistantship Position 
NOTE: A Request to Fund Graduate Assistantship Position form must have been approved before hiring the assistant.  ATTACH COPY OF APPROVED FUNDING REQUEST.  The student is not hired until this form has been approved by the Dean in nominee’s major and the hiring unit Dean or Director, and no offer of position will be issued until that time.

** A copy of the student’s letter of full admission to the master’s program and vita or resume are to be attached**
Part A (To be completed by the hiring unit)

	Requesting Department:
	     
	Supervisor:
	     
	Date:
	     

	

	Name of Student:
	     
	 Major Department:
	     

	

	Master’s program to which student is fully admitted:
	     

	

	Full-time Equivalent (FTE) will be:     FORMCHECKBOX 
 .15 (6 clock hrs/wk)        FORMCHECKBOX 
 .30 (12 clock hrs/wk)         FORMCHECKBOX 
 .50 (20 clock hrs/wk)

	

	

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

	

	Approved by Hiring Unit Chair or Manager :
	
	Date:
	

	

	Approved by Hiring Unit Dean or Director:
	
	Date:
	


Part B (To be completed by the nominee’s major department)

Number of credits required for this degree:       
Number of graduate credits taken by this student:      
Number of graduate credits student is currently enrolled in:       
Does the student have a planned program of studies on file in the College/School Dean’s Office?       If YES, attach copy of program to this form.  Indicate passing scores(s) of required entrance exam (GRE, GMAT,NTE, or CBEST, or other)      
Verified by Graduate Coordinator in nominee’s major: __________________________________ Date: ___________
Approved by College/School Dean in nominee’s major: ________________________________ Date:  ____________
Part C (To be completed by Budget Office)

The student is authorized to earn $ ___________ per term for a total of $ ___________ .
Source of funding is:_________________________________  (Index Code ________________ ).

Budget Office Signature: ________________________________________ Date: ______________________

Graduate Director Approval ______________________________________ Date:  ______________________

For Graduate Affairs Use Only
	
	
	
	

	
	     FORMCHECKBOX 
 Hiring Chair or Director
	
	

	Date distributed to:
	     FORMCHECKBOX 
 Dean (in nominee’s major
	

	College/School Graduate Coordinator in nominee’s major, where student file is housed, is responsible for checking at the beginning and end of each quarter to make sure the student has met items 3 and 4 of the General Regulations of the assistantship.
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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 college/school dean, which grants him or her admission to the specific master’s program.  (Admission requirements include a baccalaureate degree from an accredited college or university, the SOU minimum GPA requirements for the undergraduate work already completed, official passing scores on the admission test required for the specific master’s degree program, required prerequisite coursework for the specific master’s program, and approval from the appropriate faculty in the college/school or department in which the major part of the graduate program will be completed. 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 under provisional admission.  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.

3. The student must have an approved program for a SOU master’s degree on file in the Office of the College/School Dean no later than two weeks into the first quarter in which the student holds the assistantship. 

4. Students holding a graduate assistantship at .15 FTE may take at most a total of 15 credits per term, while those holding an assistantship at .30 FTE and .50 FTE may take at most a total of 12 credits per term.  Students on a .15 FTE assistantship 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 College/School Dean.  Students on a .30 FTE and .50 FTE assistantship 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 College/School Dean.  (Students who do not meet this criterion will be administratively withdrawn from the assistantship.)

A student holding a research assistantship and who performs research toward the degree during summer term may, with approval of the advisor, be exempt from the above requirement during the summer term. 

5. A student holding a graduate assistantship at .30 FTE or .15 FTE may be hired by the University (continuing education included) as appropriate to his/her training, to teach up to one course per quarter as a part-time faculty member in addition to the graduate assistantship assignment.  

A student holding a graduate assistantship at .50 FTE may not be hired as a part-time faculty member. 

The Director of Graduate Affairs must approve waiver of any of the above regulations in writing.

SOU Rev. 8/09









