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Introduction 



1. Pay Structure. Implement a uniform pay structure for all graduate assistants in CEHD:

A. Masters levels, minimum $2500 per regular semester; minimum $800 per summer session.

B. Doctoral Levels, $3750per regular semester; $1250 per summer session 

2. Assignments

A. Types of assignments. Assignments for all GAs should be chosen for their contributions to students’ knowledge and skills directly related to their field of study.

B. Masters level Assignments. Assignments may be teaching, teaching assistant, lab instructor, research, or Special (see D below)

C. Doctoral Assignments. Doctoral GAs must be assigned to doctoral and/or administrative faculty only, preferably working in the student’s field of study and interest; a major portion of duties should contribute to the student’s professional development.

D. Special Assignments. Special assignments include administrative assistants, technology assistant, or other special projects and circumstances.

3. Hours

A. Full-time Appointments. All full-time graduate assistants are expected to work 20 hours/week.

B. Teaching Appointments. Full-time graduate assistants who bear the sole responsibility for teaching a course should count their teaching hours for a 3-hour academic course as 9 hours/week (3 hours teaching, 6 hours preparation and grading), then offer at least 5 office hours and an additional 6 hours of work each week as assigned; for a 5-hour academic course, count 15 hours/week of the course (5 hours teaching, 10 hours preparation and grading), then offer at least 5 office hours per week. For each one-hour Kinesiology activity course, count three hours/week (two hours in class. One hour preparation/grading) towards work commitment.

4. Responsibilities

A. See Job Description Form.

5. Evaluation

Faculty members to whom graduate assistants are assigned should serve as mentors to their assistants, evaluate performance (using the Graduate Assistant Evaluation Form) and growth on an ongoing basis, and report evaluation results to the CEHD Associate Dean. 
6. Routing Procedures
A. The Graduate Assistant and their Faculty Supervisor will complete the Job Description form, obtain proper signatures, and forward the form to the Associate Dean’s office within the first two weeks of the assistantship.

B. The Graduate Assistant will self evaluate using the self evaluation form and forward to their Faculty Supervisor before the last week of their assistantship.

C. The Faculty Supervisor will complete the evaluation form, obtain proper signatures and forward to the Associate Dean’s office, when grades are due.
D. Graduate Assistant will evaluate the faculty member using Graduate Assistant Supervisor Evaluation Form and submit it to the CEHD Associate Dean.  


Graduate Assistant Job Description Form
(to be completed by faculty member)


Name of Graduate Assistant:
___________________________________

Work/Job/Course Assignment:
___________________________________

Name of Faculty Supervisor(s):
___________________________________

Evaluation Period: 
Beginning ______________thru  ________

Check to indicate

applicable job responsibilities


	
	

	
	General Duties As Assigned [image: image1.png]
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	Manages time and priorities for teaching, scholarship, and service

	[image: image3.png]



	Attends work on a regular and scheduled basis
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	Communicates effectively through writing and speaking
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	Completes tasks and assignments
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	Avails self during the work week for students and faculty 
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	Posts office hours and communicates such
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	Develops and maintains professional relationships with peers
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	Develops and maintains professional relationship with staff
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	Develops and maintains professional relationship with faculty
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	Demonstrates professionalism through actions, attitude and dress

	
	

	
	Teaching Duties As Assigned [image: image12.png]
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	Handles class responsibilities, attends class, punctual, returns graded work
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	Prepares for each class/recitation/lab
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	Teaches courses as requested
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	Develops teaching materials
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	Uses instructional strategies
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	Demonstrates research-based teaching practices
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	Receives good “teaching effectiveness” scores from students
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	Demonstrates acquisition of knowledge needed to teach class 
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	Monitor & supervise field experience 
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	Submit field experience evaluation and documents

	
	

	
	Scholarship Duties As Assigned [image: image23.png]
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	Joins faculty in research projects
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	Assists faculty with research protocols (i.e., instrumentation, data collection, data entry, data analysis, etc.)
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	Prepares manuscripts for submission to conference/journals, prepares posters for conferences
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	Demonstrates independent scholarship
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	Demonstrates collaborative scholarship
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	Develops a complementary research focus within departmental knowledge bases and contextual applications
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	Academic Support [image: image31.png]




	[image: image32.png]



	Assist faculty in teaching and monitoring course
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	Assist faculty in grading course work
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	Assist faculty in preparing for online teaching

	
	

	
	Other Duties As Assigned (Must be approved by Associate Dean)
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My signature indicates that I have reviewed the job description.  

__________________________________________________


Graduate Assistant Signature
Date

___________________________________
__________________________
Faculty Signature
Date
Faculty Signature               Date

___________________________________           __________________________ Associate Dean 
Date
Department Head               Date

· Check if additional materials accompany this report.



Graduate Assistant Self Evaluation Form
(to be completed by graduate assistant)


Name of Graduate Assistant:
_______________________________________
Work/Job/Course Assignment:
_______________________________________
Name of Faculty Supervisor(s):
_______________________________________
Evaluation Period:
Beginning  ______________
thru  _________
	3. Target
Exceeds job requirements

2. Acceptable
Fully meets job requirements

1. Unacceptable
Fails to meet job requirements


Check to indicate

applicable job responsibilities


	
	
	3
	2
	1
	N/A

	
	General Duties As Assigned [image: image42.png]
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	Manages time and priorities for teaching, scholarship, and service
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	Attends work on a regular and scheduled basis
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	Communicates effectively through writing and speaking
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	Completes tasks and assignments
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	Avails self during the work week for students and faculty 
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	Posts office hours and communicates such
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	Develops and maintains professional relationships with peers
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	Develops and maintains professional relationship with staff
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	Develops and maintains professional relationship with faculty
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	Demonstrates professionalism through actions, attitude and dress
	
	
	
	

	
	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Teaching Duties As Assigned [image: image53.png]
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	Handles class responsibilities, attends class, punctual, returns graded work
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	Prepares for each class/recitation/lab
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	Teaches courses as requested
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	Develops teaching materials
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	Uses instructional strategies
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	Demonstrates research-based teaching practices
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	Receives good “teaching effectiveness” scores from students
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	Demonstrates acquisition of knowledge needed to teach class 
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	Monitor & supervise field experience 
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	Submit field experience evaluation and documents
	
	
	
	

	
	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Scholarship Duties As Assigned [image: image64.png]
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	Joins faculty in research projects
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	Assists faculty with research protocols (i.e., instrumentation, data collection, data entry, data analysis, etc.)
	
	
	
	

	[image: image67.png]



	Prepares manuscripts for submission to conference/journals, prepares posters for conferences
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	Demonstrates independent scholarship
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	Demonstrates collaborative scholarship
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	Develops a complementary research focus within departmental knowledge bases and contextual applications
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	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section.  List of presentation, articles, etc..):



	
	Academic Support [image: image72.png]



	3
	2
	1
	N/A
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	Assist faculty in teaching and monitoring course
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	Assist faculty in grading course work
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	Assist faculty in preparing for online teaching
	
	
	
	

	
	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Other Duties As Assigned (Must be approved by Associate Dean)
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	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):




__________________________________________________


Graduate Assistant Signature
Date



Graduate Assistant Evaluation Form
(to be completed by supervisor)


Name of Graduate Assistant:
_______________________________________
Work/Job/Course Assignment:
_______________________________________
Name of Faculty Supervisor(s):
_______________________________________
Evaluation Period:
Beginning  ______________
thru  _________
	3. Target
Exceeds job requirements

2. Acceptable
Fully meets job requirements

1. Unacceptable
Fails to meet job requirements


Check to indicate

applicable job responsibilities


	
	
	3
	2
	1
	N/A

	
	General Duties As Assigned [image: image83.png]
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	Manages time and priorities for teaching, scholarship, and service
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	Attends work on a regular and scheduled basis
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	Communicates effectively through writing and speaking
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	Completes tasks and assignments
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	Avails self during the work week for students and faculty 
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	Posts office hours and communicates such
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	Develops and maintains professional relationships with peers
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	Develops and maintains professional relationship with staff
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	Develops and maintains professional relationship with faculty
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	Demonstrates professionalism through actions, attitude and dress
	
	
	
	

	
	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Teaching Duties As Assigned [image: image94.png]
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	Handles class responsibilities, attends class, punctual, returns graded work
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	Prepares for each class/recitation/lab
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	Teaches courses as requested
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	Develops teaching materials
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	Uses instructional strategies
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	Demonstrates research-based teaching practices
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	Receives good “teaching effectiveness” scores from students
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	Demonstrates acquisition of knowledge needed to teach class 
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	Monitor & supervise field experience 
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	Submit field experience evaluation and documents
	
	
	
	

	
	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Scholarship Duties As Assigned [image: image105.png]
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	Joins faculty in research projects
	
	
	
	

	[image: image107.png]



	Assists faculty with research protocols (i.e., instrumentation, data collection, data entry, data analysis, etc.)
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	Prepares manuscripts for submission to conference/journals, prepares posters for conferences
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	Demonstrates independent scholarship
	
	
	
	

	[image: image110.png]



	Demonstrates collaborative scholarship
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	Develops a complementary research focus within departmental knowledge bases and contextual applications
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	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Academic Support [image: image113.png]



	3
	2
	1
	N/A
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	Assist faculty in teaching and monitoring course
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	Assist faculty in grading course work
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	Assist faculty in preparing for online teaching
	
	
	
	

	
	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):



	
	Other Duties As Assigned (Must be approved by Associate Dean)
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	Evidence & Comments (Please provide any evidence to support your self evaluation in the above section):
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	Does the GA have knowledge, skills, abilities, and other qualifications needed for successful job performance in the areas to which he/she has been assigned?  [  ] Yes       [  ] No

If no, please explain.



	Describe any specific actions GA needs to take to improve job performance.

Would you work with this GA again?




My signature indicates that I have reviewed this appraisal.  It does not mean that I agree with the evaluation.

__________________________________________________


Graduate Assistant Signature
Date

This evaluation is based on my observation and knowledge of both the GA and the position.

___________________________________
__________________________
Faculty Signature
Date
Faculty Signature               Date

___________________________________               ________________________ Associate Dean 
Date
Department Head               Date

· Check if additional materials accompany this report.
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