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Welcome:

Congratulations on being appointed a Graduate Assistant at Northern Michigan University. This
handbook explains the benefits and responsibilities of graduate assistants. It also offers
information that will be useful as you carry out your duties.

The College of Graduate Studies and Research is responsible for communicating the terms and
conditions of your appointment. We are available to answer your questions regarding your tuition
waiver, course load, stipend, and other aspects of your assistantship. Your hiring unit will tell you
who is responsible for supervising your assistantship activities and will provide you with specific
training or guidance in performing your duties.

Equal Opportunity Statement:
Northern Michigan University is an equal opportunity instituition and complies with all

applicable laws prohibiting discrimination. View our notice of non-discrimination and contact
information for the designated person who handles these policies and Title IX.

Mission Statement:

The mission of the Graduate Assistant program at NMU is to help recruit high quality graduate
level students while simultaneously providing experience aligned with their academic pursuits.
Graduate Assistantships aim to foster professional and personal growth and development for
graduate students while providing highly skilled graduate student workers to help support
various departments across campus.

Philosophy:
Programs of graduate study have been established at Northern Michigan University to assist

students in gaining advanced knowledge within a chosen discipline and to facilitate the
transformation from the role of student to that of professional scholar. Graduate assistantships
attract good students. The primary role of the graduate assistantship is to facilitate progress
toward completion of the graduate degree, while receiving valuable professional training. The
graduate assistant is expected to make progress toward degree completion, while he or she also
receives professional work experience under the supervision of a faculty mentor. Graduate
assistants are expected to carry out responsibilities greater than those of other graduate students,
but the opportunities for professional development are substantial.

Graduate assistants must perform well academically to retain their assistantship. As they develop
their professional skills, assistants will receive regular counseling and evaluation by a faculty
mentor. As employees of Northern Michigan University, graduate assistants must meet teaching,
research and/or administrative obligations. They also must work under the supervision of
experienced faculty/staff and receive in-service training for assigned duties.


https://nmu.edu/hr/home#EO

The purpose of the Graduate Assistantship program at Northern Michigan University is to:
(1) improve the overall quality and scope of graduate education by attracting high-quality
students into our graduate programs,

(2) provide full-time graduate students with valuable educational and professional experiences
related to their degree program, to enhance their graduate education, and often, to contribute to
the education of undergraduate students and

(3) provide faculty and staff assistance in carrying out special projects or other assignments that
require the advanced discipline skills of graduate students.

Types of Assistantships:

Graduate Administrative Assistantships

Graduate Administrative Assistants perform administrative support functions that contribute to
the smooth functioning of campus units. The duties of these graduate administrative
assistantships vary and may include, for example, administrative support, computer and digital
media support, program planning, event support, or any duties that do not meet the criteria of the
other assistantships. Administrative Assistantship tasks are department-specific and can vary by
position placement.

Graduate Research Assistantships

A graduate research assistant is generally assigned to assist individual faculty members with
their research. The nature of the assistance varies by discipline and can involve a variety of
activities such as library work, proposal writing and publications, data gathering, data analysis,
fieldwork and/or studio work, etc.

Graduate Teaching Assistantships

A graduate teaching assistant’s primary duties should be in support of instruction in a classroom
or laboratory, including but not limited to responsibilities such as serving as a primary or
secondary teaching instructor in a class or laboratory, assisting a faculty member with
teaching-related tasks, grading student assignments which require knowledge of subjects taught
in a class or laboratory, meeting with and/or tutoring students, holding office hours, preparing
instructional materials, and assisting during class and/or lab, etc.

Graduate Assistantship Eligibility:
e Be enrolled in at least 1 graduate level credit at the start of the graduate assistant contract

and must be enrolled in at least 6 credits by the add/drop day that has been set for that
semester.



e Not be employed in any other capacity at Northern Michigan University during their
contracted dates

e Maintain Satisfactory Academic Progress to be eligible for both the Graduate
Assistantship and for the Tuition Scholarship.

e Be enrolled in a minimum of six graduate credits required for their declared program of
study during the fall and winter semesters-Once the student has met the requirements for
their degree they are no longer eligible for a GAship.

e [fa base-budget GA vacates for any reason during the academic year of assignment, that
GA line rests for the remainder of the academic year.

Maintain an overall graduate grade point average of at least 3.0
Meet the qualifications of the particular assignment; and
Satisfactorily perform the duties assigned as evaluated by the faculty/supervisor.

Benefits and Contract Information:

Tuition

Tuition Scholarship: Graduate Assistants receive tuition scholarships for graduate level credits
for the period of time that they are appointed. All credits paid for under this tuition waiver must
be required graduate program credits.

Full appointments allow up to 16 credit hours of tuition scholarship per academic year. Part-time
appointments cover 8 credit hours of tuition scholarship per academic year. One semester
appointments allow up to a maximum of 8 credit hours of tuition scholarship.To qualify for the
tuition scholarship, Graduate Assistants must be enrolled in at least 6 graduate level credits in
each of the fall and winter semesters. The tuition scholarship can be split unevenly between the
semesters (for example, 6 credits in the fall, 8 in the winter, and 2 in the summer). The
scholarship will adjust automatically for 6 — 8 credits. The student must contact the College of
Graduate Studies and Research Office and the Financial Aid Office if requesting 9 or 10 credits
of tuition scholarship in a semester.

Tuition Rates: For the purpose of tuition charges, Graduate Assistants are considered residents
of Michigan. This means tuition is charged and waived at in-state rates. Once an out of state
student is no longer a graduate assistant, they will be charged at out of state tuition rates.

Financial Aid

The Graduate Assistant Tuition Scholarship is a tuition-specific award and adjustments may be
necessary for students receiving other tuition-specific scholarships, awards, or benefits. The total
of all tuition assistance programs that the student receives may not exceed the actual tuition/fees
cost of NMU. A student receiving other tuition/fee sensitive awards, such as Chapter 33-Post
9/11 G.I. Bill, Army Continuing Education System [ACES], Indian Tuition Waivers, NMU
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Faculty Staff Tuition Waivers, Police Academy Scholarship, etc. will receive the combined
awards up to the total tuition and fees. If this situation should occur, the amount of the Graduate
Assistant Tuition Scholarship may be reduced.

Taxes: Internal Revenue Service regulations consider anything of value provided to an employee
by an employer to be a form of compensation. This regulation may have the effect of reducing
your student loans and increasing your tax liabilities.

Fees: The Tuition Scholarship covers tuition and fees with the exception of those listed here. The
tuition scholarship does not cover the Doctor of Nursing Practice Program fee. PEIF passes are
not a covered benefit (unless otherwise specified by the hiring department). Graduate Assistants
may opt out of the PEIF pass through their MyNMU account.

Parking Pass

Graduate Assistants receive a faculty/staff university parking pass as part of their benefit. Before
applying for a parking pass, the student must have submitted a fully signed GA contract to the
Academic Affairs Office to be listed on the GA benefit list. To obtain a parking pass, go to the
Parking and Public Safety Office (located in the Services Building, Sugarloaf Avenue), inform
them that you are a graduate assistant, and provide the necessary information to register your
vehicle.

Summer Carry-Over Tuition

Graduate assistants may elect to use part of their tuition waivers from their current appointment
to pay for summer graduate level credits. The maximum that can be “carried-over” is two credit
hours from each semester, since the student must remain enrolled in at least six credits each
semester of the academic year to be eligible for their assistantship. At the conclusion of the
winter semester, the College of Graduate Studies and Research will prepare a list of all graduate
assistants who have unused credits leftover from the academic year, and submit this list to
Student Services and the Financial Aid Office. The Financial Aid Office will put the tuition
stipend on the student's record, as long as the student is registered for the credits. Failure to
enroll in the approved summer credit hours by June 1 will result in forfeiture of the credit waiver.
All credits paid for under this tuition scholarship must be required graduate program credits.

Graduate assistants who enroll in summer session course work under this policy must complete
all work assigned to their graduate assistantship by the end of the winter semester. While the
Graduate Assistant remains a student during the summer, their GA contract is not active during
that time.

Stipend
Graduate Assistants receive a stipend of a standard amount for all NMU GAs. Graduate
Assistants are paid hourly and need to keep track of their hours in Ultratime. All Graduate



Assistants are paid according to the payroll calendar set by NMU Human Resources for all
employees. Here is a link on Ultratime navigation: https://nmu.edu/hr/ultratime-navigation

ESTA (Michigan Earned Sick Time Act)

Northern Michigan University complies with the Michigan Earned Sick Time Act (ESTA).
Please follow this link to learn about your rights and how to use the sick time you earn:
https://nmu.edu/hr/earned-sick-leave

Additional Employment:
Graduate assistants may not be employed in any other capacity by Northern Michigan University

during their GA contract dates. Graduate assistants may be employed as student workers during
non-contract time periods (e.g. winter break, summer semesters) at the discretion of the hiring
department.

Graduate Assistantship Contract Lengths:
Graduate Assistant Contracts are created by year or by semester. Contracts do not renew

automatically. Students in the beginning of their second year of their masters program should
check with their supervisor to ensure that a new contract for the coming year is created.

The maximum length of appointment is limited to the normal length of time for completing the
degree; in most cases two years for a masters level program, and three years for a doctoral or
terminal degree program.

The Graduate Assistant contract is active during the fall and winter semesters. There are no
graduate assistantship contracts during the summer. Graduate Assistants work on the faculty
academic year schedule. This means that holidays and breaks where the university is closed are
days that Graduate Assistants are off. If a holiday or break results in less than a five day work
week, the Research and Administrative Graduate Assistants and their departments should arrange
to prorate the work week hours at the rate of 4 hours per off day (for example, if a holiday is on a
Monday, the GA would work 16 hours during Tuesday to Friday of that week).

Keeping Laptop Over the Summer:
During the summer, graduate assistants who want to keep their laptops must be pre-registered for

the fall semester. If the student fails to pre-register, he or she will be given the choice of either
turning in the computer or paying the computer fee.

Responsibilities and Standards of Performance:
Graduate assistants are expected to fulfill the responsibilities of the position and meet the duties

and standards of performance described by their faculty or staff supervisor on their job
description and during orientation. Graduate assistants also must maintain satisfactory academic
progress. Unsatisfactory performance of duties and responsibilities or failure to meet the
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standards of performance, or academic progress can lead to termination of the graduate
assistantship award. Failure to perform responsibilities or serious misconduct may result in
immediate termination.

GA Hiring Department Responsibilities:

Appointing units are responsible for providing appropriate supervision, training, working
conditions, approving timesheets, and sufficient resources for GAs to perform their assigned
duties. Performance assessment is also an important part of the assistantship process and should
be shared by the supervisor with the student. As graduate assistants develop their professional
skills, they should receive regular counseling and evaluation by a staff or faculty mentor. As
employees of Northern Michigan University, graduate assistants must meet teaching, research
and/or administrative obligations. They also must work under the supervision of experienced
faculty/staff and receive in-service training for assigned duties.

Orientation:

It is mandatory for Graduate Assistants to attend the Graduate Assistant and New Faculty
Orientation offered every August prior to the start of the fall semester. GAs who are hired after
the orientation date should contact the College of Graduate Studies and Research Office to be
signed up for online training and plan to attend the on-campus orientation session in the
subsequent year.

Graduate Assistant Termination or Resignation:

Graduate assistants who resign or who are released from an appointment may lose their tuition
waiver and be responsible for applicable tuition charges. Hiring units need to inform the College
of Graduate Studies and Research by email within 24 hours of any termination so the relevant
on-campus and off-campus offices can be informed.

Failure to Meet Assigned Responsibilities:

It is expected that graduate assistants will meet their assigned responsibilities in a professional
manner. If for any reason they are ill or unable to carry out these responsibilities, they are
expected to notify the faculty or staff mentor and the department head immediately. Appointed
graduate assistants do not have the benefit of paid sick leave. If protracted periods of illness or
absence exist, the department maintains the responsibility to make recommendations that the
assistant withdraw from the assistantship so that your assigned responsibilities are met. Because
the appointment to a graduate assistantship does not provide the individual with employment
rights, missed time is expected to be made up at the discretion of the departments.



Departments hold disciplinary oversight for those assistants who do not meet assigned
responsibilities. The College of Graduate Studies and Research will be notified by the
appropriate department head when a graduate assistant fails to meet assigned responsibilities and
can have input to the disciplinary process.

Eligibility Academic Standards:

Probation

Graduate Assistants who are placed on Academic Probation no longer meet the criteria of
eligibility for a graduate assistantship. If probation status occurs during an Assistantship contract
period, that contract will be terminated. Probationary status will prohibit a student from entering
into a new GA contract, until the student is again in academic good standing.

Satisfactory Academic Progress

The Satisfactory Academic Progress Policy ensures that students are making measurable
progress toward their degree to remain eligible for institutional funding. SAP measures pace of
progress, grade point average, and maximum time frame. If a GA is not fulfilling the
requirements of satisfactory academic progress, their assistantship will be terminated.

Credit Hour Requirement

To be eligible for a Graduate Assistantship, a student must be attending full-time. For the
purposes of an assistantship, full-time is defined as 6 or more credit hours per semester. Graduate
Assistants who do not enroll in 6 credits at the beginning of a semester, or drop classes during
the semester to fall below the 6 credit threshold, will have their assistship terminated.

Policies to be familiar with:

Northern Michigan University Policies

Graduate Assistants are considered to be both staff and students of NMU. As such, they are
responsible for knowing the rules, guidelines, and policies of the university.

View Northern Michigan University’s policies: https:/www.nmu.edu/policies

View the Student Handbook: http://www.nmu.edu/studenthandbook

Family Educational Rights and Privacy Act (FERPA)

Northern Michigan University abides by the FERPA Act to protect the confidentiality of student
records and to give students access to their records to assure the accuracy of their contents. As
university staff members, Graduate Assistants are expected to know and follow the FERPA
guidelines. The full FERPA policy can be viewed here:
https://www.nmu.edu/registrar/ferpa-policy
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Non-Discriminatory Policy

NMU is committed to administering all employment, admission and educational policies and
practices without unlawful discrimination, according to state and federal laws. These laws and
policies are intended to ensure fairness in hiring, employee relations and benefits, student
admissions, the provision of student services, and workplace and classroom accommodations.

Northern Michigan University does not unlawfully discriminate on the basis of ancestry, race,
color, ethnicity, religion or creed, sex or gender, gender identity, gender expression, genetic
information, national origin, immigration status (unless restricted by State or federal laws and
regulations), age, height, weight, marital status, familial status, pregnancy, disability, sexual
orientation, military or veteran status, or any other characteristic protected by federal or state law
in employment or the provision of services. NMU provides, upon request, reasonable
accommodation including auxiliary aids and services necessary to afford individuals with
disabilities an equal opportunity to participate in all programs and activities.

NMU is an equal opportunity institution. View the entirety of this policy:
https://www.nmu.edu/policies?p=685&type=Policy

NMU’s complete Sexual Misconduct Policy can be viewed here:
https://www.nmu.edu/policedepartment/sexual-assault-policy
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