Graduate Studies

Nicholls State University

GUIDELINES FOR GRADUATE ASSISTANTS
These guidelines contain the policies of Nicholls State University concerning graduate assistants.  They are intended to provide information to both the students and their supervisors, and are to supplement the contents of the University Bulletin.  If conflicts are found to exist, the Bulletin takes precedence.

Graduate Assistant Defined
A graduate assistant is a graduate student who has been accepted into a graduate program and who is employed by the University to perform assigned duties.

Graduate assistantships are contractual agreements between the student and the University.  The student is employed to work for a specified period at the rate of 20 hours per week in a regular semester and 16 hours per week during a summer session.

Appointment of Graduate Assistants
An application for employment as a graduate assistant is included at the end of this document.  Additional copies may be obtained in the graduate offices in the Colleges of Education and Business Administration, the Department of Mathematics, or from the Director of Graduate Studies.  An application, transcripts, resumé, and three letters of recommendation (Applicant Evaluation forms are attached) are required.  Also attached is a sample resumé, although you may wish to submit a different format of your own choosing.  The completed application should be given to the appropriate graduate coordinator or to the supervisor of the unit in which employment is sought.

The applicant must have been admitted into a graduate degree program before he or she can be hired as a graduate assistant.  Students with full-time employment are not eligible for assistantships, unless on leave from that employer.

Once the department has decided to employ an individual, an R-2 Request for Authorization of Employment is prepared by that unit and submitted, along with the proper attachments required by Personnel, to the appropriate Department Head, Director, Dean, and/or Vice President for approval.  The form then goes to the Director of Graduate Studies, the Vice President for Business Affairs, and the President.  A contract will then be prepared for the signature of the graduate assistant.

Assistantships are awarded on a one-semester basis by the individual department or college; therefore, a separate R-2 must be submitted for each new semester of employment.  Reappointment is at the discretion of the employing unit and is contingent upon performance of assigned duties and satisfactory progress toward the degree as well as the needs of the department.  All assistantships are subject to budget approval and funds availability.  A student may be employed for a maximum of six semesters (to include Summer sessions) per degree.  Exceptions must be approved by the Director of Graduate Studies.

Course Load
Minimum Load
Each semester, the graduate assistant is expected to earn a minimum of six hours of coursework applicable toward the degree.  At least a three hour load or registration for comprehensive examinations is expected in a summer session.  In the final semester of the degree program, the student must register for at least one hour.  A graduate assistant carrying six semester hours of applicable coursework (three hours in a summer term) will be considered a full-time student.

Maximum Load
A graduate assistant may not schedule more than twelve hours during a regular semester.  Six hours is the maximum load during a summer session.

Compensation
Graduate assistants are paid monthly on a semester basis.  Full assistantships include a waiver of resident and non-resident tuition.  Certain fees, such as the technology fee, are not waived.  The rate of pay in a summer session is reduced because of the reduction in work requirements.

Duties and Responsibilities

In return for compensation, the graduate assistant has certain duties and responsibilities, which must be carried out.  Assistantships are always contingent upon satisfactory completion of the assigned duties.  The assistantship may be revoked whenever the duties and responsibilities are not fulfilled.  Appointments are normally effective with the first official day of the semester and end with the last official day as stated in the University calendar.  One who wishes to resign his or her assistantship is expected to submit written notification of the resignation to the supervisor or graduate coordinator who will then forward it to the Director of Graduate Studies for processing.

A teaching assistant will be responsible for the equivalent of two lower-division classes.  The assistant will not be assigned primary responsibility for a class which may be applied toward a degree until he or she has completed at least eighteen graduate hours in the field. Non-teaching assistants are expected to work twenty hour per week in a regular semester (sixteen in the summer).  Specific assignments and work schedules are made in the employing unit.  

Graduate assistants are required to assist in staffing registration express terminals during all registration periods.  Once notified of the dates and times of registration and training, it is the responsibility of the student to contact the Office of Records and Registration to schedule training and work times.

First-time graduate assistants are required to attend departmental and/or college orientation sessions.  Additional orientation activities may also be required.

Because of the dual roles as student and employee, graduate assistants assume particular responsibility for upholding the University policy on academic honesty.  Violation will result in termination of employment and may result in disciplinary action.  Students should refer to the University Code of Student Conduct for policy and procedures concerning academic honesty, grievances, and other conduct issues.

Supervision of Graduate Assistants
The assistantship is intended to provide the student with a learning experience which will be useful in the chosen career.  The supervisor should provide the guidance necessary to ensure relevant experience.

The academic department head employing teaching assistants will designate full-time faculty to supervise and coordinate the work of the graduate assistant.  The supervising faculty shall provide teaching assistants with an orientation session, prior to the start of classes, to discuss such topics as instructional strategies, testing, and policies of the department, college, and University.  The mentoring faculty will visit each assistant’s class for at least one entire class period just prior to mid-term and hold a follow-up conference to discuss the teacher=s performance.

Evaluation of Graduate Assistants
Each graduate assistant will be evaluated near the end of the semester, or summer term.  The supervisor will assess the performance of the assistant.  The assessment is to be used in the reappointment decision-making process.

Evaluation of teaching assistants will include departmental evaluations in addition to class visitations by the supervising faculty.

University Policies
University policies and procedures concerning appeals, grievances, sexual harassment, anti-discrimination, students with disabilities, computer use, alcohol and drug abuse, and smoking are found in the Code of Student Conduct.  A copy of the Code can be obtained in the offices of the graduate coordinators, deans, and Student Affairs.  A graduate assistant should be familiar with the Code and should consult it if further information is desired.  The following paragraphs briefly summarize the policies on sexual harassment and anti-discrimination.

Sexual Harassment
It is the policy of Nicholls State University that no member of the academic community may sexually harass another.  Sexual advances, requests for sexual favors, disparaging remarks and other conduct of a sexual nature constitute harassment when:

· They are unwelcome.

· They are made under circumstances implying that one=s response might affect academic or personnel decisions.

· Such conduct is persistently abusive.

· Such conduct has the effect of unreasonably interfering with an individual=s academic or work performance or creating an intimidating, hostile, or offensive learning or work environment.

Anti-Discrimination
The University is ethically committed and legally bound not to discriminate against students, faculty or staff on the basis of their sex, race, religion, national origin, age, marital status, disability or veteran=s status.
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