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Graduate Assistant Appointment Form – instructions

· Adobe Acrobat Reader needs to be installed on your machine to fill this form. This is the link to download Adobe Acrobat Reader on your machine: Adobe Acrobat Reader 
· To fill the form, you would first need to download the form as a PDF document. 
· The Graduate Assistant Appointment form includes fillable form fields. 
· Press the tab key to move across the different form fields. 
· Press shift + tab key to move backwards through the fields. 
SECTION 1
· The student employee must complete and sign this part of the form. 
· If the student is not available:
· The Program Director would need to send the “Graduate Assistant Appointment form” to the student. 
· The “Application for Graduate Assistantship form” that was returned to the student by the College of Graduate Studies needs to be attached to this form for verification.
SECTION 2
· The Program Director is responsible for initiating Section 2. 
· All the fields are required and need to be completed. 
· The Department may not recommend a student for Graduate Assistantship unless the academic credentials have been reviewed and the student has been recommended for admission to the Graduate School.
· If the appointment involves classroom related services (including lab assistants), the department chair must interview the student to determine if the student is satisfactorily proficient in English. 
· A detailed job description describing how the duties will help the student in his/ her educational program should be attached with the form. Additionally, it must include information regarding supervision, qualifications and responsibilities.
· Graduate Assistant (GA) will normally be assigned duties primarily focused on the conduct of research/scholarly activity. A GA may be assigned teaching duties, however should not be the instructor of record. 
· A graduate assistant/intern (GAI) is a special category of graduate assistant designated to provide opportunities for university offices, departments, community, companies or agencies, or other academic assistants/interns in real life experiences related to their fields of study. 
· A teaching assistant (TA) will normally be assigned duties focused on instruction and may be the instructor of record for a regularly scheduled class. 
· This section of the form requires approval from the department chair, student’s assigned supervisor and the college dean. 
· Funding Source
· For budget tracking purposes, the allocation for funding has to be approved by the College Dean, along with the appropriate Banner FOAPAL account number. 
· If an alternate funding allocation has been awarded, it must be identified i.e. YSU foundation funding or college discretionary funds (requires pre-approval by the Dean of the College of Graduate Studies).
· Please note that all GAI fringes will be billed to the requesting department unless another FOAPAL is specified. 
SECTION 3
· This part of the form should be completed and signed by the Grant Manager or the Financial Manager.
· Section 3 of the form is completed only if the student is funded by a grant. 
· The form needs to be forwarded to the Grants Accounting department in Jones Hall for verification and approval of Funding FOAPAL.
· It should be indicated if the funding is provided for summer tuition remission.


SECTION 4
· The Dean of the College of Graduate Studies is responsible for this section of the Graduate Assistant Appointment form. 
· This part of the form needs to be completed and signed by the Dean of the College of Graduate Studies.

[bookmark: _GoBack]After all the information has been correctly entered, the completed form can be printed and saved to your machine. An application missing the required information, signatures and attachments will be returned to the appropriate department. Please note that all employment forms must be on file prior to start date to avoid any delay.
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e-Services for
Students

Access My Student
Information
« Register for Orientation
« Financial Aid
 Accept Avard Offer
o View: Financial Aid Status
« Register for Classes
© Instructions
© Important Dates.
« Final Exam Schedule
« Records
© Student Records.
© Degree Audit
Instructions™
« University Bursar
o ViewPay il
o Enroll in Payment Plan
© View/Print Form 1098T
“requires Acrobat Reader

Blackboard Learn 9

Until further notice, single
sign-on to Blackboard is
unavailable. When you click the
above link, you vill be prompted
£ ra-anter your MyYSU login and
password in order to access
Blackboard.

Library Services

PenguinLINK Job Board
‘Connect vith hiring employers!

Student Employment

Campus Announcements

BEH

There are no announcements

Personal Announcements

BEH

There are no announcements

My E-mail Accounts
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Office 365

Access New E-mail
System

Emergency Alert Notification System

BEH

YSU students and employees: Sign up today for
YSU Alert, a new campus-wide text-messaging
and e-mail system designed to help improve
communications during a campus emergency. You
must register to take advantage of this important

Chat oE=

Student One Stop Chat

We are offline.

Search BEH

Drop down menu provides the following
search options: YSU website, Google,
Faculty/Staff, and Students.
Ysusie - (@
« Faculty/Staff Directory
« Student E-mail Directory
 A-Z Index

BEH

Campus News & Events

© YSU News Center

« The Jambar

 Cancellation of Classes and Closing
Procedures
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